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ARTICLE 1 

AGREEMENT 
 
 This Agreement entered into this 1st day of July, 2026 by and between the BOARD OF 
TRUSTEES OF ALPENA COMMUNITY COLLEGE, hereinafter called the "Employer" and the 
ALPENA COMMUNITY COLLEGE CUSTODIAL/MAINTENANCE EDUCATIONAL SUPPORT 
PROFESSIONALS ASSOCIATION-MEA/NEA, hereinafter called the "Union."  
 
In consideration of the following mutual covenants, it is hereby agreed as follows:  
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ARTICLE 2 

RECOGNITION 
 

2.1   Bargaining Unit Defined 
 
The Board of Trustees of Alpena Community College hereby recognizes the Alpena 
Community College Custodial/Maintenance Educational Support Professionals Association-
MEA/NEA as the sole and exclusive bargaining representative for the purpose of and as 
defined in the Public Employment Relations Act, as amended, MCLA 423.201 et. seq.; MSA 
17.455(1) et. seq., (PERA), for all full-time and regular part-time, probationary and non-
probationary, and on leave Custodial, Grounds and Maintenance employees of the Alpena 
Community College. Excluded are supervisors and all other employees. 

2.2   Employees 
 
 Unless otherwise indicated, use of the term "Employee" when used hereinafter in this 
Agreement shall refer to all members of either gender of the above defined bargaining unit. 
Within the various classifications of Employees covered herein, there shall be the following 
categories:  
 

a. Full-time:  An Employee who is employed at least forty (40) hours per week.  
 
b. Part-time:  An Employee who is employed at least twenty (20) hours per week 
but less than forty (40) hours per week.  
 
c. Probationary:  An Employee who is employed to fill a full- or part-time 
position for a trial period of sixty (60) calendar days.  
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ARTICLE 3 

EXTENT OF AGREEMENT 
 

3.1   Amendments 
 
 This Agreement shall constitute a binding obligation of both the Employer and the 
Union and for the duration hereof may be altered, changed, added to, deleted from, or 
modified only through the voluntary, mutual consent of these parties in written and signed 
amendments to this Agreement.  

3.2   Individual Agreements 
 
 Any individual contract between the Employer and an individual Employee 
heretofore executed shall be subject to and consistent with the terms and conditions of this 
Agreement.  

3.3 Severability 
 
 This Agreement shall not supersede any existing laws or future laws of the 
state or federal government as they affect the legal operation of the College. If any 
section or subsection of this Agreement shall be declared invalid by any court of 
competent jurisdiction or shall become inoperative because of any federal or state 
laws, the remaining portion of the Agreement shall continue in full force until a 
prescribed termination date.  
 

3.4 Mutual Gains Commitments  
 
 A mutual gains committee will meet once per year in the fall semester as 
mutually agreed upon, and as needed, to provide a mechanism to maintain 
communication and to discuss and evaluate issues using methods developed in 
mutual gains training, regarding but not limited to upholding this Agreement, sharing 
information, and reinforcing strategic planning and budgeting of the College’s 
resources based on data that concerns the health and financial viability of the College. 
Members shall include representatives of the joint negotiation and data team. The 
committee’s role is advisory in nature. 
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ARTICLE 4 

Membership Status 
 

4.1 Membership Status and Payroll Deduction  
 
It is agreed that any Employee covered by the terms of this Agreement may 

voluntarily join the Union by completing the membership application and submitting it to 
the Union Treasurer.  

Within thirty (30) days of completion of probation, the Employee may sign and 
deliver to the College Payroll Department an assignment authorizing deduction of 
membership dues. Such authorization shall be voluntary since it is understood that the 
payment of dues is not a condition of employment. Monies so deducted shall be remitted to 
the Union Treasurer, or its designee, no later than twenty (20) days following deduction.  

Pursuant to such authorization, the Payroll Department shall make a bi-weekly 
deduction from the Employee’s paycheck. The amount of the deduction shall be determined 
by the Union Treasurer each year. In order to cancel any deduction, the Employee must give 
written notice to the Payroll Department that the authorization is revoked. Written notice of 
revocation shall be effective to cancel all deductions which are scheduled more than thirty 
(30) days after the date the written notice is received by the Payroll Department. 

4.2 Hold Harmless  
 
 The Union agrees to indemnify and save the Employer, its employees, agents, 
administrators and Trustees harmless against any and all claims, demands, costs, suits or 
other forms of liability and all court or administrative agency costs and attorney fees that 
may arise out of, or by reason of, action taken by the Employer, or any of its employees, 
agents, administrators or Trustees, for the purpose of complying with this Article, provided:  

a. The Employer gives timely notice of such action to the Union, and  
b. The Employer cooperates with the Union and its counsel as required by law, and  
c. The Union shall have complete authority to compromise and settle all claims which it 

defends under this section.  

4.3 Notification  
 

The Treasurer of the Union will be notified at the time that new Employees are hired 
and assigned responsibilities by the Employer. 

4.4 Payroll Deductions 
  
 Employees may authorize payroll deductions for: 

a. Tax deferred annuities available through the employer-approved third-party 
administrator (TPA), including MEA Financial Services products, 

b. Contributions to the Alpena Community College Foundation, 
c. Any other plans or programs jointly approved by the Union and the Employer. 
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4.5 Insufficient Funds 
 
 When an Employee does not have sufficient money due after deductions having been 
made for Social Security, group insurance, garnishments or other deductions required by 
law, Union dues for that month will be deducted the following month or when sufficient 
money is available. 
 

4.6 Advance Notification of Change 
 
 The Union shall notify the Employer in writing of the amount of the dues, and 
assessments to be deducted fifteen (15) calendar days in advance whenever they are 
changed thereafter. Continuing Membership Application forms will be provided to new 
Employees. 
 

4.7 Invalidity 
 
 If any provision of this Article is invalid under federal or state law, said provision shall 
be modified to comply with the requirements of said law. 
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ARTICLE 5 

Representation 
 

5.1   Information 
 
 The Employer agrees to furnish to the Union in response to reasonable requests for 
all available information concerning the financial resources of the Employer. This 
information includes, but is not limited to: names, addresses, seniority, wage experience 
credit, anniversary dates of all Employees and compensation paid to them; agendas and 
minutes of all Employer Board public meetings; and census and membership data.  
 

5.2   Use of Equipment 
 
 The Employees shall have the right to use the Employer's equipment with permission 
of supervisor and appropriate release form at times which do not interfere with or interrupt 
normal operations or the employees' duty time.  
 

5.3   Mail 
 
 The Union shall have use of the internal delivery system of the Employer, without 
cost, and the Employer shall provide mailboxes for all employees. 
 

5.4 Contract Maintenance and Negotiations 
 
 Members of the Grievance and Negotiation Committee, if employed at the College, 
shall be compensated at their regular rate of pay for all working time lost in adjusting 
grievances and negotiation of contract. Schedules will not be altered due to meeting times, 
unless the changes to the schedule are mutually agreed upon by the affected Employee and 
the Director of Facilities. 
 

5.5 Elected Leadership 
 
 The Union will keep the Employer informed concerning current officers and 
representatives of ACC-ESP Custodial/Maintenance. 
 

5.6   Union Leave 
 
 The Union shall have two (2) days annually of Union leave time for Union business at 
no expense to the Employer.  The Union shall access this time by written notice to the 
Employer by the Union President. Days not used shall roll over for use in following years, 
capped at ten (10) accumulated days.  
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5.7   Use of Facilities and Equipment 
 
 The Union as the exclusive representative of Employees within the bargaining unit 
described in this Agreement shall have the right to use and/or have access to Employer 
facilities and equipment, including but not limited to, computers, FAX, photocopiers, and 
other electronic equipment at reasonable times when such equipment is not otherwise in 
use. The Union shall pay for the reasonable cost of all materials and supplies incident to such 
use. The Employer will provide for a clearly designated area of an existing bulletin board in 
each building. The use of this space is restricted to non-controversial matters such as notices 
of meetings or announcements concerning Union activities. 
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ARTICLE 6 

Employer Rights 
 

6.1   Rules and Policies 
 
 Nothing in this Agreement shall be deemed to limit or restrict the Employer in any 
way in the exercise of the function of management, including the right to make such rules 
not inconsistent with the terms of this Agreement relating to its operation of the College as 
it shall deem advisable.   

6.2   Laws and Limitations 
 
 The Employer on its own behalf and on the behalf of the electors of the College, retains 
and reserves unto itself, without limitation, all rights, powers, authorities, duties and 
responsibilities conferred upon and invested in it by the laws and constitutions of the State 
of Michigan and the United States, including the right to select and hire, to promote to better 
position, to maintain discipline and efficiency of employees, and the right to discharge, 
voluntary transfer or discipline non-probationary employees for just cause is recognized by 
both the Union and the Employer as the proper responsibility and prerogative of 
management, providing it does not violate this Agreement. 
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ARTICLE 7 

Employee Rights and Protections 

7.1 Just Cause 
 
 A non-probationary employee will not be disciplined, suspended or discharged 
without just cause. When an Employee is disciplined, discharged or suspended, the College 
shall send, within twenty-four (24) hours, notification in writing to the Grievance Committee 
Chairperson.  Disciplinary actions are outlined in the Employee Handbook. 
 

7.2 Protest 
 
 If the Union wishes to protest the discipline, discharge or suspension, it shall notify in 
writing the Director of Human Resources within seven (7) working days. Failure to file such 
notification within seven (7) working days shall constitute acceptance by the Union that the 
discipline, discharge or suspension was appropriate. If notification of protest is given by the 
Union within seven (7) working days, it shall become a grievance and subject to the 
Grievance Procedure specified in Article 8, Grievance and Procedure, Section 8.3 (except Step 
One shall be eliminated). 
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ARTICLE 8 

Grievance Procedure 
 

8.1 Definition: 
 
 A grievance is defined as any controversy between the parties hereto; or between the 
College and any employee covered by this Agreement, which relates to  
 

1. Misinterpretation or violation of any provision of this Agreement, or  
 
2. Working conditions applicable to this Bargaining Unit, not specifically covered 

by the Agreement may only proceed through steps one and two of the grievance 
procedure. 

 

8.2 Time for Filing 
 
 A grievance shall be processed in Step One within twenty (20) calendar days of its 
occurrence or knowledge of the occurrence. 
 

8.3 Procedure: 
 

1. Step One 
 Any Employee with a complaint should discuss this complaint with his/her 

immediate supervisor, the Grievance Chair being present or absent, at a time which does not 
unduly interfere with the Employee's normal work schedule or duties.  If the Grievance Chair 
was not present and the matter is still unresolved, then another meeting between the 
employee and the supervisor with the Grievance Chair shall take place to try to affect 
settlement. 

 
2. Step Two 
 If Step One does not affect settlement within five (5) working days from the 

meeting between the Grievance Chair and the immediate supervisor, the grievance shall be 
reduced to writing by the Grievance Chair and a copy given to the Human Resources 
Department. The Human Resources Department representative and the Union Grievance 
Committee, with UniServ Director present, must meet within ten (10) working days at a 
mutually designated location. Within ten (10) working days after the conclusion of this 
meeting, the Human Resource Department or designated representative shall notify the 
Union of the College's decision or position with respect to the grievance.  Failure to do so will 
constitute acceptance of the grievant’s position. Advance to the next level at option of 
Grievance Committee. 
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3. Step Three 
 In the event the matter is not resolved in Step Two, the grieving party shall have 

the right to submit the matter to the State of Michigan, Department of Labor, Employment 
Relations Commission requesting the assistance of a Mediator, providing that notice of the 
grieving party's intent is given to the other party within ten (10) working days from receipt 
of the written answer at Step Two. Failure to do so within the time allotted above will result 
in the complaint being abandoned.  The College or its representative will render its decision 
or position on the Grievance within ten (10) working days of the meeting with the Mediator. 
Failure to do so will constitute acceptance of the grievant’ s position.  Advance to the next 
level at option of grievance committee. 

 
4. Step Four 
 If Step Three does not affect settlement, the party which initiated the grievance 

or grievances shall have the right to submit the matter to the American Arbitration 
Association; provided that said party shall give written notice to the other party of its 
intention within thirty (30) working days after the decision rendered in Step Three. If the 
party which initiated the grievance does not give notice as provided above within the time 
specified, the grievance shall be deemed to have been settled or withdrawn. 

 
a. The Arbitrator in Step Four shall have jurisdiction and authority to 

interpret and apply the provisions of this Agreement insofar as it shall be necessary to the 
determination of the grievance, but shall have no jurisdiction or authority to alter or amend 
in any way the provisions of this Agreement. The Arbitrator's decision shall be final and 
binding upon the Employer, Union and Employees involved. 

  
b. The Arbitrator's fees and expenses shall be borne equally by both parties.  

The expenses and compensation for attendance of any employee, witness or participant in 
the arbitration shall be paid by the party calling such employee, witness or participant. 

 

8.4. Grievance Conditions: 
 

1. An earnest effort shall be made by both sides to settle any grievance at Step One, 
and if necessary, at each subsequent step. 

 
2. In all steps of the grievance procedure, either the Employer or the Union shall 

have the right to specify that the aggrieved Employee, his/her immediate supervisor or both, 
be called in to discuss details of the grievance in the presence of the proper representatives 
of both the Employer and the Union. 

 
3. Upon mutual agreement of both the Employer and Union, a grievance may be 

expedited and moved to a higher level for hearing. 
 
4. No monetary claim of an Employee covered under this Agreement against the 

Employer shall be valid beyond the pay period prior to the pay period in which the grievance 
was first filed in writing.  
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5. Whenever a Committee member or a Grievance Chair finds it necessary to leave 
his/her regular work for the purpose of executing any phase of the grievance, he/she shall 
obtain the approval of his/her immediate supervisor but shall not leave until a substitute 
worker is provided, if necessary.  The immediate supervisor shall act to secure a replacement 
as quickly as possible. 

 
6. Permission shall be granted to the Michigan Education Association 

representatives to enter the College for the purpose of representation upon notification to 
the Facilities Management Office. 

 
7. Time limits may be extended by mutual consent of both parties. 
 
8. Financial compliance of grievance settlements shall be within thirty (30) 

calendar days with a copy of the compliance to the President of the Union. 
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ARTICLE 9 

College Closure/Dismissal 
 

9.1 College Closing 
 
 When an act of God, or an Employer directive, forces the closing of a College or other 
facility of the Employer, the Employees who are scheduled to work at the affected facility 
shall be excused from reporting to duty without loss of pay.  

 a.  College Closure After Opening 
 
 If the College is closed after Employees have reported for work, employees shall be 
dismissed after closing and securing the facilities and excused from work with no loss of pay. 

 b.  College Activity After Closure 
  
 If a class, event, or other College function is authorized to continue after the 
College has officially closed, Employees assigned to such activity may be excused from 
duty without loss of pay under the following conditions: 
 

1. A responsible Employee is designated to secure the facilities at the 
conclusion of the activity; or voluntary coverage is provided from 
within the bargaining unit to fulfill this function; and 
 

2. It is approved by the Director of Facilities or designee. 
 

9.2     Class Cancelation  
 

Employees will report to work as scheduled. 
      

9.3 Report for Work 
 
 Employees requested to report for work when a College or other facility is closed 
under this provision, shall be compensated at one and one-half (1½) times their regular 
hourly rate of pay.  
 

9.4 No Work Notification 
 
 Employees reporting for work on their regular shift without having been properly 
notified that there will be no work shall receive a minimum of one-half (1/2) a normal day’s 
pay at their regular rate. This does not apply to Employees trading shifts for their own 
convenience. Notice of closing of the College under standard announcement procedures shall 
be deemed proper notice. 
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ARTICLE 10 

Non-Bargaining Union Employees 
 

10.1 Supplemental 
 
 Subcontracting shall be supplemental to present bargaining unit work.  Bargaining 
unit work shall be defined as any work that is performed at any facility owned, rented or 
leased by the Alpena Community College Board of Trustees, its officers or agents that falls 
within the classifications outlined in the Recognition clause of this Agreement.  
 

10.2 Student Workers 
 
 Students under school endorsed programs are supplemental to Employee work 
schedules and shall not supplant Employees in the bargaining unit. Names of students 
assigned to Employees will be posted with the names of the Employees and supervisors. 
Students are not allowed to work unless supervised by the Employee or the Employee’s 
substitute. The Employee is responsible to assign, assist and direct the student’s work 
experience. No more than three (3) students may be assigned to a unit Employee in any given 
week. Violations are subject to the Grievance Procedure. Settlement, if any, will be to the 
Employee losing hours of employment. 
 

10.3 Working Supervisors 
 
 Supervisors who are directly supervising the work of Employees of this Bargaining 
Unit shall not perform work which would directly result in an Employee of the Bargaining 
Unit not being able to perform his/her scheduled duties and thereby losing income. 
 

10.4 Temporary Seasonal Groundskeeper 
 
 The Employer may hire a temporary seasonal groundskeeper from April 1 through 
September 30 to as late as October 31. The hours of work will be 3 hours per day, Monday 
through Friday (15 per week). The rate will be 90% of the base rate for the groundskeeper 
position. The position may be posted in the Spring of each year if circumstances warrant such 
a move.  
 

10.5 Oscoda Campus Custodial and/or Maintenance 
 
 The Employer will continue to staff one (1) custodial and/or maintenance position at 
the Oscoda campus, which is excluded from the bargaining unit when annual hours are less 
than 1040.  
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ARTICLE 11 

Negotiations Procedure 
 

11.1 Negotiations 
 
 Neither party in any negotiations shall have any control over the selection of the 
negotiating or bargaining representatives of the other party. The parties mutually pledge 
that their representatives will be clothed with all necessary power and authority to make 
proposals, consider proposals, and make concessions in the course of negotiations.  

11.2 Agreement 
 
 There shall be two (2) signed copies of any final agreement. One (1) copy shall be 
retained by the Employer and one by the Union.  
 
 Copies of this Agreement shall be printed at the expense of the Employer, within 
thirty (30) days after the Agreement is signed, and presented to all Employees now 
employed or hereafter employed by the Employer.   
 
 All College personnel policies or any changes in said policies shall be distributed to 
all Employees within thirty (30) days of the commencement of this Agreement or upon 
employment.  
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ARTICLE 12 

Schedules 
 

12.1  Typical Schedules 
 
 It is the Employer’s intent to maintain a stable work schedule for maintenance and 
custodial groups. 
 

12.2  Work Week Schedule 
 

a. The typical work week shall be forty (40) hours but shall not be construed as a 
guaranteed work week. Alternative work weeks may be established. The typical weekly 
work schedule for all Maintenance and Grounds consists of a full week, Monday through 
Friday, except as may be interrupted by a paid holiday, paid or unpaid leave, or other break 
pursuant to this Agreement.  

 
b. The typical weekly work schedule for full-time custodians will be Monday 

through Friday or Tuesday through Saturday. The typical weekly work schedule for part-
time custodians may include Saturday. 

12.3  Work Day 
 
 The work day for all Employees shall be as follows. All hours shall be consecutive. The 
work day for full-time employees shall typically consist of eight (8) hours work.  
 

a. Maintenance/Grounds:  
Typical work schedule for First Shift Maintenance will be: 6 a.m. – 2:30 p.m. Eight and 

One-Half (8-1/2) consecutive hours [including one-half (1/2) hour unpaid duty-free lunch 
period]. At the request of the Employee and at the discretion of the supervisor, employees 
may schedule an additional one-half (1/2) hour of unpaid time for their lunch period.   
  
  Typical work schedule for Second Shift Maintenance will be:  2:00 p.m. – 10:30 
p.m. Eight and one-half (8 ½) consecutive hours [including one-half (1/2) hour unpaid duty-
free lunch period]. Friday hours will be typically from 11:30 am – 8:00 pm [including one-
half (1/2) hour unpaid duty-free lunch] unless scheduled building activities and clean-up 
time require that the eight (8) hour shift be adjusted to a later time provided that the 
schedule shall begin no later than 2:00 p.m. and shall be subject to approval by the Director 
of Facilities Management. 
 
 b.  Custodial: 
 Typical work schedule for a full-time Monday through Thursday Second Shift 
custodian will be:  2:00 p.m. – 10:30 p.m. Eight and one-half (8 ½) consecutive hours 
[including one-half (1/2) hour unpaid duty-free lunch period]. Friday hours will typically be 
from 11:30 am – 8:00 pm unless scheduled building activities and clean-up time require that 
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the eight (8) hour shift be adjusted to a later time, provided that the schedule shall begin no 
later than 2:00 p.m. and shall be subject to approval by the Director of Facilities Management. 
 
 Typical work schedule for a full-time Tuesday through Saturday Custodian will be: 
Saturday hours 7:30 a.m. - 4 p.m. [including one-half (1/2) hour unpaid duty-free lunch]. The 
junior custodian in the work group would work the Tuesday through Saturday schedule 
provided there are no part-time custodians assigned Saturday as part of their work week 
schedule and/or a more senior Employee in that group does not want that schedule. 

12.4 Schedule Posting 
 
 Employees shall work the assigned hours directed by their immediate supervisor. 
Work schedules shall be posted the first of each month and may be revised if College is not 
in session due to circumstances beyond normal control but not to avoid overtime during the 
period covered by the schedule. The Employer shall make every effort to schedule 
Employees on a monthly schedule for the maximum hours possible up to a normal eight (8) 
hour workday. 
 

12.5 Building Checks 
 
 A Maintenance person shall be responsible for checking the heating system and 
building security according to the schedule provided by the Director of Facilities 
Management. This function shall not be counted as days or hours worked. Pay shall be three 
(3) hours at time and one-half (1-1/2) for each day the service is performed, such time as 
shall be actually worked and approved, whichever is greater.  
 

12.6 Split Shifts 
 
 Split shifts shall not be scheduled without the permission of the parties. 
 

12.7 Emergency Call-In 
  
 A minimum of four (4) hours shall be credited to an employee called in for an 
emergency situation, even if less time is worked by the Employee. In such instances, the 
employee will only be required to deal with the emergency situation and not with other 
duties. If the emergency time exceeds four (4) hours of actual time, the Supervisor shall be 
contacted for authorization of additional time which shall be paid at applicable premium 
rate.  
 
 If the call-in hours are contiguous/carry over to the employee’s regularly scheduled 
shift, the Employee shall be paid the Employee’s regular straight time rate for such call-in 
hours and will be permitted to leave early on the shift (up to the amount of time of the 
Employee call-in) if leaving does not interfere with normal operations.  
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 Should the emergency require custodial work which cannot reasonably be performed 
within the regular work schedule of the custodial staff, in the discretion of the Facilities 
Director, a custodian will be brought in. 

12.8  In-Service 
 
 All Employees shall be offered at least two (2) one (1) hour in-service training 
opportunities. Such training opportunities shall be fully paid by the Employer, and each 
employee shall be given his/her regular rate of pay for the hours of the in-service. 

12.9  Breaks 
 
 Each employee shall be granted two (2) 15-minute paid break periods, one scheduled 
approximately at the midpoint of the first half of the shift and the second scheduled 
approximately at the midpoint of the second half of the shift.  The specific scheduling of the 
break periods shall be done by mutual agreement of the employee and the supervisor. The 
employee may take the break period in a location of the employee's choosing. Employees 
working overtime will be entitled to an additional 15-minutes relief time for every two (2) 
hours worked.  

12.10 Breaks During Short Shifts 
 
 Employees beginning work at 2 p.m. or later and working a three (3), four (4), five (5) 
or six (6) hour shift will be allowed a lunch period or coffee break for twenty (20) minutes 
only at approximately mid-shift. 
 

12.11 Overtime  
a. Overtime Schedule 

 Each Employee who wishes to perform overtime work shall notify the Employer 
of such interest. Overtime shall be rotated within the classification where the overtime is 
needed.  If an Employee refuses the overtime, then the work will be offered to the next 
Employee in rotation and so on until the overtime rotation list, comprised of all Employees 
wishing overtime in order of seniority, has been completed.  If no Employee within the 
classification accepts the overtime, then the overtime will be offered to qualified Employees 
within other classifications within the Bargaining Unit. If no qualified Employees within the 
Bargaining Unit accept the overtime, then the overtime will be assigned to the junior 
Employee within the classification where overtime is needed. The Employer shall move to 
the next place on the overtime rotation list when new overtime is available.  

 
b. Overtime Defined 

 Overtime will be paid for all hours worked over forty (40) hours in a work week. 
Paid time off work shall be counted for purposes of computing overtime. All scheduled work 
performed on Sunday shall be paid for at two (2) times their regular rate, excluding boiler 
checks and emergency call-ins (See Sections 12.5 and 12.7). 
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A custodian shall be scheduled to work during any scheduled classes/functions on 
the weekend/holidays/breaks, except those functions which are supervised and scheduled 
by a staff member of the Employer. For all functions which are scheduled and supervised by 
a staff member of the Employer, the Employer may, but is not required, to schedule a 
custodian. 
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ARTICLE 13 

General Working Conditions 
 

13.1 Safety 
 
Employees will be given proper safety equipment and instruction in regard to the operation 
of equipment and the handling and disposal of dangerous substances.  Employees will be 
given adequate and appropriate supplies and equipment, in good repair, to perform their 
assigned duties. 
 

a. Custodial and Maintenance Employees will not be responsible for the disposal of 
unmarked container(s) that may include chemicals or animal remains.  Any 
container over 50 lbs. must be labeled as such. 

 

13.2  Health Examinations 
 
 The Employer reserves the right to request, in writing, a health examination, 
including testing based on reasonable suspicion that an Employee is under the influence of 
a controlled substance(s) and/or alcohol during work and work functions.  The Employer 
will provide the format used.  When an examination is requested by the Employer, the 
expense will be paid by the Employer.  The cost of medical shots deemed necessary by the 
Employer for work functions, and not already covered by the Employer health insurance, 
will be paid for by the Employer. 

13.3 Supervision 
 
 The Employer shall provide each employee with an emergency call list and the 
procedure for contacting the appropriate administrator in the event of an emergency when 
the Director of Facilities Management or designee is not immediately available. In handling 
any emergency, an employee who utilizes the emergency call list and procedure, shall not be 
subject to discipline for following the directions of the administrator on call nor for taking 
any action which the employee in good faith believes are reasonably required to deal with 
the emergency. 

13.4 Equipment 
 
 The Employer shall provide without cost to the Employee the following:  
 

a. Approved first aid kits and materials in all work areas, gloves, and appropriate 
training in the handling of blood, blood products and other bodily products.  

 
b. Adequate and approved safety equipment including, but not limited to, goggles, 

shields, barriers, hard-hats, and auditory protection devices.  
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13.5 Uniforms 
 
   The Employer will provide seven (7) uniform shirts for each employee upon request 
after completion of the probationary period. The Employer will provide, or reimburse 
employees for the cost, not to exceed forty dollars ($40.00) per pair, seven (7) uniform pants 
for each employee upon request after the completion of the probationary period. The 
shirts/pants will be replaced on an as needed basis by returning the worn item for 
replacement to the Director of Facilities Management.  
 
 The Employer will provide an allowance of up to four hundred dollars ($400.00) for 
the duration of this contract for the purchase of work shoes or work boots that meet the 
OSHA 1910.136 standard guidelines. Employees must turn in their receipt to the Director of 
Facilities Management for reimbursement. 

 Maintenance staff members are required to wear full-length, work-appropriate pants 
while on duty. Custodial staff members are required to wear short or full-length, work-
appropriate pants while on duty.  Acceptable pant colors include: 

• Khaki 
• Gray/Grey 
• Black/ Black Denim 
• Blue/Blue Denim  

 Pants must be clean, professional in appearance, and free from major stains, excessive 
fading, rips, tears, or fraying. Work pants should allow employees to safely and comfortably 
perform job duties while maintaining a professional appearance consistent with the 
standards of Alpena Community College. 

13.6   Safety Committee 
 
 An established Safety Committee will include a custodian/grounds/maintenance 
employee and the Director of Facilities Management. Regular meetings may be held and 
minutes will be made available to the Union. 
 

13.7 Use of Personal Vehicle 
 
 Whenever an Employee is directed to use their vehicle for College business, they will 
be reimbursed at the IRS rate. 
 

13.8 Tuition Reimbursement 
 
 The College will make available at no cost in tuition up to sixteen (16) contact hours 
of Alpena Community College courses per person, per academic year, for 
custodian/groundskeeper/maintenance employees, their spouses, and dependent 
unmarried children as defined by the IRS. 
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13.9 Licensing/Training 
 

a. If the Employer requires the employee to have a professional license as a 
condition of employment, the Employer shall pay for all required licensure, testing and 
physical examinations, as may be required for full licensure. 

 
b. If an employee has a professional license at the time of hire and the Employer 

has indicted in the job posting that such license is “preferred”, the Employer shall pay for all 
required testing and physical examinations which are required to maintain or renew such 
professional license. 

 
c. If an employee has a professional license which is neither “required” nor 

“preferred”, as listed in the job posting, the cost of the fees, testing and physical examination 
required to maintain the license shall be paid by the Employer if, in the discretion of the 
Director of Facilities Management, the specialized skill and training of the licensed employee 
provides a unique benefit to the Employer. 

 
d. The employee may select his or her own physician for a physical examination 

and the employer shall reimburse the full cost of the required physical, in the event a physical 
examination is required to maintain a professional license that is required or preferred by 
the Employer that qualifies for payment by the employer under subsections a, b, or c, above. 

 
e. The Employer shall pay the employee at the regular hourly rate for all time spent 

at training sessions, meeting and testing which is required by the Employer or to maintain a 
license required or preferred by the employer under this section. 
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ARTICLE 14 

Seniority and Classifications 

14.1 Seniority Defined 
 
 Seniority shall be defined as the length of service within the College as a member of 
the bargaining unit, i.e., all classifications represented in the recognition clause of this 
Agreement. Accumulation of seniority shall begin from the Employee's first working day. In 
the event that more than one individual Employee has the same starting date of work, 
position on the seniority list shall be determined by drawing lots.  
 

14.2 Probation 
 

a. Probationary Employees shall have no seniority until the completion of the 
probationary period, at which time their seniority shall revert to their first day of 
work.  The probationary period shall be sixty (60) calendar days. Days missed will 
serve to extend the probationary period. Said probationary period shall be 
without seniority, leave days or other benefits, and the pay rate shall be at the 
“new hire” rate established in this contract. 

 
b. If the Employee is continued in employment beyond the probationary period, the 

Employee shall acquire the status of a regular Employee and seniority, leave days, 
and other fringe benefits shall be established from the first day worked as a 
probationary Employee. 

 
c. The Employer shall be the sole judge of acceptance of employees during the 

probationary period and no controversy concerning tenure of these employees 
shall be subject to appeal or the grievance procedure. 

 

14.3 Classifications 
 
 For purposes of this Agreement, all Employees shall be placed in one of the following 
classifications based on their current assignments:  
 

a. Custodian – An Employee responsible for the cleanliness of assigned areas to 
ensure that they are sanitary, neat, and clean. 

 
b. Groundskeeper – An Employee who is responsible for the maintenance and 

caretaking of the College grounds. 
 
c. Maintenance – An Employee who maintains buildings and grounds including 

electrical and mechanical systems. 
   
However, all seniority shall be based on bargaining unit seniority. 
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14.4 Seniority List 
 
 The Employer shall prepare, maintain and post the seniority list.  The initial seniority 
list shall be prepared within thirty (30) work days after the effective date of this Agreement 
with revisions and updates prepared and posted annually thereafter.  A copy of the seniority 
list and subsequent revisions shall be furnished to the Union. The seniority list shall be 
considered part of this agreement. If no errors are reported by the Union within thirty (30) 
calendar days, the list shall be considered correct and is not grievable.  

14.5 Seniority Loss 
 
 Seniority shall be lost by an Employee upon termination for cause, resignation, 
retirement or transfer to a non-bargaining unit position. Any person whose seniority has 
been terminated and who later is reemployed shall be considered in every respect as a new 
Employee and a new seniority date shall be established on the date of reemployment.  
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ARTICLE 15 

Vacancies, Transfers, and Promotions 
 

15.1 Vacancy Defined 
 
 A vacancy shall be defined as a newly-created position or a present position that is 
not filled. Any creation of new positions or a determination not to fill a vacancy is at the sole 
discretion of management. 

15.2 Vacancy Posting 
 
 All vacancies shall be emailed to all employees.  The vacancy will remain open for a 
period of ten (10) workdays. Said posting shall contain the following information:  
 

a. Type of work  
b. Location of work  
c. Starting date  
d. Rate of pay  
e. Hours to be worked  
f. Classification  
g. Minimum requirements as reflected in the job description  
h. Specify the final date and hour for receipt of the application 

15.3 Vacancy Notification 
 
 Interested Employees will be required to apply via the Human Resources applicant 
tracking system.  within the ten (10) day posting period.   

15.4 Award of Vacancies 
 
 Vacancies shall be filled with the most senior applicant from within the affected 
classification.  Should no Employee from the affected classification apply, the vacancy shall 
then be filled by a qualified applicant from other classifications with the most seniority. 
When a vacancy cannot be filled by qualified applicants from within the bargaining unit, the 
Employer may interview and hire applicants from outside the bargaining unit. 
 

15.5 Advance Notice of Termination 
 
 When a vacancy is known to be forthcoming by written sixty (60) calendar day 
advance notice of separation, the hiring process will start so as to reasonably insure the 
filling of the vacant position at the date of separation of the current Employee.  
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15.6 Selection 
 
 Within ten (10) workdays after the expiration of the posting period, the Employer 
shall make known its decision as to which applicant has been selected to fill a posted 
position. Each applicant shall be so notified in writing with a copy provided to the Union.  

15.7 Trial Period 
 
 In the event of promotion in or transfer from one classification to another, the 
Employee shall be given a period of not less than ten (10) working days no more than thirty 
(30) working days in which to show their ability to perform on the new job. The Employer 
shall give the promoted or transferred Employee reasonable assistance to enable them to 
meet the Employer's standards of the new job. If the Employee is unable to demonstrate 
ability to perform the work required during the trial period or at the option of the affected 
Employee, the Employee shall be returned to their previous assignment. If their former 
position no longer exists, the Employee shall take the least senior position within the 
classification where the Employee holds seniority. 

15.8 Involuntary Transfers 
 
 The parties agree that involuntary transfers of Employees are to be affected only for 
reasonable and just cause. Should involuntary transfer(s) occur, the least senior Employee 
qualified for the job will be transferred first. Employees shall not be placed on a lower wage 
schedule due to involuntary transfers, nor shall they suffer any loss of accrued seniority, 
vacation, holiday or leave benefits. 

15.9 Temporary Assumption of Duties 
 
 Any Employee who temporarily assumes the duties of another Employee will be paid 
the regular rate for those duties. An Employee's pay rate shall not be reduced as the result of 
any temporary change in duties.  
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ARTICLE 16 

Reduction in Personnel, Layoff, and Recall 
 

16.1 Layoff Defined 
 
 Layoff shall be defined as a necessary reduction in the work force.  

16.2 Layoff Notice 
 
 No Employee shall be laid off pursuant to a necessary reduction in the work force 
unless said Employee shall have been notified of said layoff at least twenty (20) work days 
prior to the effective date of the layoff. 

16.3 Layoff Procedures 
 
 When a layoff is necessary, as determined by the Employer, the Employer shall first 
lay off probationary employees in the affected classification, then the least senior employees 
in that classification. Employees whose positions have been eliminated due to a reduction in 
work force or who have been affected by a layoff/elimination of position shall have the right 
to assume a position, which is held by the least senior Employee whose position the affected 
Employee is qualified to fill as determined by the job description.  

16.4 Substitute Priority 
 
 A laid-off Employee shall, upon application and at their option, be granted priority 
status on the substitute list according to their seniority.  

16.5 Recall  
 

a. Laid-off Employees shall be recalled in order of seniority, with the most senior 
being recalled first, to any position for which they are qualified. 

 
b. Notices of recall shall be sent by certified or registered mail to the last known 

address as shown on the Employer's records. The recall notice shall state the time and date 
on which the Employee is to report back to work. It shall be the Employee's responsibility to 
keep the Employer notified as to their current mailing address. 

 
c. A recalled Employee shall be given fifteen (15) calendar days from mailing of 

notice, excluding Saturday, Sunday and holidays, to notify the Employer of their intent to 
return to work. The Employer may fill the position on a temporary basis until the recalled 
Employee can report for work providing the Employee reports within the ten (10) day 
period, subject to any delays approved by the Employer.  

 
d. Employees recalled to full-time work for which they are qualified are obligated 

to take said work. An Employee who declines recall to full-time work for which Employee is 
qualified shall be considered as having quit and forfeit their seniority rights. Employees on 
layoff shall accrue seniority during the period of such layoff.  



28 
 

 
e.  An Employee who is on lay-off shall maintain recall rights for same number of 

years that the Employee has been a member of the bargaining unit, provided, however, that 
in no event shall the Employee’s recall rights be less than two (2) years or more than seven 
(7) years from the date of layoff. 

 
16.6 Partial Layoffs 
 
 If a reduction in the work force is necessary, the Employer shall reduce whole 
positions and shall not reduce hours among several positions.  
 

16.7 Student Workers 
 
 If a member of the bargaining unit is on layoff, a student worker will not be hired to 
do bargaining unit work unless the Employee on layoff has been first offered the opportunity 
to do such work. No formal notice of recall shall be required if the Employer is notified by 
the Union that the work may be assigned to a student worker. 
 

16.8 Union Security 
 
 Notwithstanding any of the seniority rules contained herein, the Union President and 
Chairperson of the Grievance Committee, if employed in the College, shall, during their terms 
of office, be placed at the head of the seniority list, provided, however, that this preferential 
seniority shall be only for the purpose of determining layoff and rehiring. 
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ARTICLE 17 

Sick Leave 
 

17.1    Personal Sick Leave 
 
 Upon employment, employees become eligible for fifteen (15) sick leave days to be 
used in case of personal illness during the first (1) year in the system. Commencing with the 
second (2) year, an additional sick leave allowance of fifteen (15) days will be granted each 
year. Unused sick leave days are cumulative but shall never exceed one hundred eighty (180) 
days.  Sick leave for employees working less than forty (40) hours per week will be prorated 
based on their schedule. 
   

17.2 Sick Leave Payout 
 
 Retiring employees who have applied and qualify to receive compensation for State 
retirement funds from MPSERS shall receive payment for twenty (20) percent of unused sick 
leave upon initiation of retirement, employees hired after July 1, 2006, are not eligible for 
this benefit.    
 

17.3 Sick Time Donation 
 
 Employees are allowed to donate up to 40 (forty) hours of sick time per fiscal year to 
any ACC employee if the following conditions are met: 

a. The requesting employee has inquired on the need for assistance. 
b. The requesting employee is off work for illness/injury. 
c. The requesting employee has exhausted all sick, vacation, and personal 

business time. 
 The Director of Human Resources will determine the eligibility of an employee to 

receive donations of paid time and will notify staff of a need for donations.  
  

17.4  Illness in Excess of Accumulation 
 
 Absence due to illness in excess of accumulated sick leave will automatically place 
employee on leave without pay for additional days missed in excess of sick leave, such leave 
will be without fringe benefits. Employees may elect to pay for their fringe benefits during 
this absence. 
 

17.5 Sick Leave Report  
 
 A record of cumulative sick leave will be compiled and reported with the first check 
received in August. 
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17.6 Sick Leave Proration 
 
 Sick leave for new employees shall be prorated to June 30. 
  

17.7 Holiday Exception 
 
 An employee on sick leave during a paid holiday (as listed under Article 21, 
HOLIDAYS), shall be paid for the holiday and it shall not be deducted as a day of sick leave.
   

17.8  Worker’s Compensation 
 
 Any employee who is absent because of an injury or disease compensable under the 
Michigan Worker's Compensation Act, shall receive from the College the difference between 
the allowance under the Worker's Compensation Law and their regular salary for the 
monetary value of their accumulated sick leave. 
  

17.9 Verification 
 
 Employees who are absent for three (3) days or more may be required to provide 
medical verification when returning to work. Verification may also be required at other 
times usage of paid leave time is in question. 
  

17.10 Layoff 
 
  Employees on layoff are not entitled to sick leave. 
 

17.11 Family Illness 
 
     Employees required to be absent because of an illness of a member of the immediate 
family may draw the regular wages not to exceed seven (7) days at any one time. This 
absence shall be deducted from sick leave allowance.  
 

17.12 Definition of Immediate Family 
 
 The term immediate family shall be defined to include Employee’s father, father-in-law, 
mother, mother-in-law, step-parents, brother or half-brother, step-son or step-daughter, 
sister or half-sister, spouse, son or son-in-law, daughter or daughter-in-law, grandparent, 
grandchildren, brother-in-law and sister-in-law of the employee, or legally recognized 
domestic partner (per Michigan's Earned Sick Time Act).  
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ARTICLE 18 

Other Paid Leaves 

18.1 Bereavement Leave 
 
 Employees absent from duty because of the death of a member of the immediate 
family (as defined in Section 17.12) or a relative with whom they may at that time be living, 
may draw regular wages not to exceed four (4) days for each funeral and are independent of 
sick leave and are NOT cumulative. Bereavement leave may be granted more than once each 
year. The Employee may draw an additional day if required to travel beyond a radius of five 
hundred (500) miles to attend the funeral. Evidence of bereavement must be presented to 
the immediate supervisor. The Employee shall notify his/her immediate supervisor before 
being absent from work.  
 

18.2 Jury Duty Leave/Witness Leave 
 
 An Employee shall be considered on leave of absence when called for or ordered to 
report for jury duty and/or to serve as a witness. The Employee will receive their regular 
rate of pay in exchange for payment received from the court. 
 

18.3 Personal Business Leave 
 
 Up to two (2) days paid leave per year is provided for activities that are of such a 
nature that they cannot be done on a non-workday. Such leave is not to be interpreted as 
being for vacation, recreation, money-making activities or other employment and must be 
taken in no less than one-hour increments. Twenty-four (24) hour notice is required. In case 
of emergency, this may be waived if the supervisor is given a satisfactory reason for such 
leave. (If unavailable, contact Human Resources Director or Director of Facilities 
Management.) A general reason for leave must be stated. In case of suspected misuse, the 
Employee will be asked to verify proper use of this leave and must respond. 
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ARTICLE 19 

Unpaid Leaves 
 

19.1 Family and Medical Leave Act 
 

a. Upon request, the College shall grant unpaid leaves of up to twelve (12) work 
weeks to eligible employees as defined in the Family Medical and Leave Act for the following 
reasons: 

The serious health condition of the employee; or 
The serious health condition of the employee’s spouse or parent, or child, or 
The birth of a child; or 
The placement of a child for adoption or foster care. 

 
b. Child includes any individual under 18 for whom the employee serves in loco 

parentis; a child over 18 who is incapable of self-care because of physical or mental 
disability; or a biological, adopted, or foster child. 

 
c. Upon return from the leave, the employee shall be returned to the position held 

immediately before the leave began. If the position no longer exists, the employee shall be 
returned to a position within the same division and classification which is equivalent in pay, 
benefits, hours, and other terms and conditions of employment. 

 
d. Subject to the limits in this agreement, the employee shall be required to use 

accrued paid sick leave, vacation, and/or personal leave during the leave.   The remainder of 
any leave time will be unpaid.    

 
e. Fringe benefits will be continued during the leave under the same conditions 

and at the same level as if the employee were still at work. 
 
f. Seniority shall continue to accrue during the leave. 
 
g. To the extent afforded by law, the employee shall have the right to take the leave 

on a reduced or intermittent schedule. 
 
h. Whenever practicable, the employee will provide the College at least thirty 

calendar days written notice of the request for the leave. It will include the reason for the 
request; the expected beginning date; and the expected ending date. 
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19.2 Child Care and Adoptive Leave 
 
 An Employee, after completing the probationary period, shall be granted for child 
care or adoption, without pay, for a period not to exceed one (1) year upon request. 
 

19.3 Union Leave 
 
 In the event an Employee or Employees are selected by the Michigan Education 
Association to perform Union business or attend Union meetings or institutes which 
necessitate a leave of absence, he/she shall be granted such leave of absence without pay or 
loss of seniority for a period of up to two (2) years. When requested by the Union, normal 
pay for leave to conduct Union business may be continued. The Union will reimburse the 
Employer for wage and retirement costs. 
 

19.4 General Leave 
 
 A general leave of absence without pay not to exceed one (1) year, upon written 
request to the Human Resources Director may be granted to Employees who have completed 
two (2) years of service. Requests must be filed a minimum of two (2) weeks in advance of 
the date requested. A general leave of absence that exceeds one (1) month will be without 
fringe benefit (unless continuation is required by the Family Medical and Leave Act) but will 
accumulate seniority. Absence (including Worker’s Compensation) due to personal illness or 
injury in excess of accumulated sick leave will automatically place an Employee on unpaid 
sick leave for a maximum of six (6) months. The Employee will accumulate seniority. 
 

19.5 Unauthorized and Unreported Absences 
 
 An Employee may be subject to discipline and/or termination if the Employee is 
absent three (3) working days without notice and approval. 
 

19.6 Return from Leave 
 
 Leaves of absence for over one (1) year for Union leave or Worker’s Compensation 
are made from the Employer and not from a specific position therein. The Employee will be 
reassigned to the same division and classification, or its equivalent. Return from approved 
leaves of absence must be requested by the Employee in writing to the Director of Human 
Resources not later than thirty (30) calendar days prior to the termination of the Employee’s 
leave. Failure to comply with the regulation shall be considered as a resignation and a forfeit 
of seniority rights. 
 



34 
 

19.7 Extensions 
 An extension past the one (1) year may be granted by the Employer, upon written 
request of the Employee.  The request shall include the reason for the extension and the 
anticipated date of return. 
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ARTICLE 20 

Vacations 
 

20.1 Vacation 
 
 Employees who have been paid for nine hundred (900) hours or more in the twelve 
(12) month period preceding June 1 of each year shall receive an annual vacation with pay 
according to the schedule in paragraph 20.3.  Vacation credit will be earned between July 1 
and June 30 of each year. 
 

20.2 Prorated Vacation for New Employees 
 
 A new Employee shall be prorated from July 1 through June 30 and shall receive 
vacation in proportion to time worked.  The prorated vacation shall count as one (1) year for 
future vacation purposes.  Providing the new employee worked at least six (6) months prior 
to June 30.  Persons classified as substitutes shall not be entitled to vacation benefits. 
 

20.3 Vacation Accumulation 
 
 At the completion of two (2) credit years of employment within the bargaining unit, 
vacation shall be increased with pay annually for each additional year of service through the 
twelfth (12) year in accordance with the following schedule: 
 
 Less than 1 Year Prorated
  
 1-2 years 88 hours = 11 days 
   3 years 96 hours = 12 days 
   4 years 104 hours = 13 days 
   5 years 112 hours = 14 days 
   6 years 120 hours = 15 days 
   7 years 128 hours = 16 days 
   8 years 136 hours = 17 days 
   9 years 144 hours = 18 days 
  10 years 152 hours = 19 days 
  11 years 160 hours = 20 days 
  12 years 168 hours = 21 days 
  15 years 176 hours = 22 days 
  20 years 184 hours = 23 days 
  25 years 192 hours = 24 days 
 
Employees hired after 6-30-2014 will accrue a maximum of 160 hours (20 days). 
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20.4 Computation of Vacation 
 
 All paid work days shall count in the computation of the hours of vacation eligibility.  
Also counted shall be all hours missed by an employee off work under Worker's 
Compensation, for the first year; none thereafter. Vacations due shall be computed on the 
basis of the hours paid in the twelve (12) month period preceding July 1 of each year and 
posted by June 30. 
 

20.5 Vacation Requests 
 

a. All vacation requests must be submitted to the Director of Facilities Management 
for his/her approval. Employees shall receive their vacation pay on their regular payday, 
except when otherwise requested. 

 
b. Vacation requests will be accepted on or after the first Monday in April each year 

for the upcoming fiscal year. 
 
c. Vacations will not be accepted for more than one (1) year unless there are 

extraordinary circumstances subject to the approval of the Director of Facility Management. 
 
d. The one (1) year limit is necessary because the College needs may change and 

individual needs may change; therefore, locking in dates for extended period of time is neither 
practical nor fair. 

 
e. It is important that anyone changing an approved vacation notify the Director of 

Facility Management as soon as possible so others might have the option of those dates. 
 

20.6 Restrictions 
 
 Four (4) Employees may take vacation at any one time providing no more than two 
(2) may be gone at any one time from a single classification, provided there is adequate 
coverage as determined by the Supervisor. Where more than four (4) requests are received 
on the same day for the same days, seniority shall prevail. Requests for vacation in excess of 
three (3) days requires a notice of seven (7) calendar days. All other requests require twenty-
four (24) hour notice. For purposes of vacations, an employee's seniority shall be computed 
as of the most recent date hired.  
 

20.7 Unused Vacation 
  

Employees may carry over up to five (5) days of vacation leave to the next year. 
Requests for such carry-over vacation shall be made prior to June 1. 
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ARTICLE 21 

Holidays 

21.1 Holidays 
 
 The following days shall be recognized as paid holidays: 
 
 Labor Day 
 Thanksgiving Day 
 Day after Thanksgiving 

Every day beginning Christmas Eve Day through New Year’s Day 
[total of seven (7) paid days] 

 Good Friday 
 Easter Monday 
 Memorial Day 
 Independence Day 
 
 In 2027, in lieu of Good Friday, February 15th, 2027, will be considered a holiday. 
  

In 2028, in lieu of Good Friday and Easter Monday, February 14th, 2028, and  
March 31st, 2028, will be considered holidays. 

  
 In 2029, in lieu of Easter Monday, February 16th, 2029, will be considered a holiday. 
  

In 2030, in lieu of Good Friday and Easter Monday, February 15th, 2030, and  
March 29th, 2030, will be considered holidays. 

 
 Whenever any of these holidays fall on a Saturday, the preceding Friday shall be 
observed as the holiday.  Whenever any of these holidays fall on a Sunday, the following 
Monday shall be observed as the holiday unless the employee has an alternative work week 
(i.e. includes a Saturday as part of the normal schedule) in which case, the supervisor and 
the employee will determine the schedule for time off associated with the holiday.  All 
holiday hours shall be counted as hours worked.  
 

a. All regular personnel who have served their probationary period will receive 
holiday pay equal to the average number of hours worked per day in the pay period in which 
the holiday falls.  This pay shall be computed at the regular straight time rate.  Average shall 
be rounded off to the nearest one-half (1/2) hour amount.  (Total hours paid divided by the 
number of days worked constitutes the average.) 

 
b. Employees who are assigned to work on a holiday shall be paid at two and one-

half (2-1/2) times their regular straight time hourly rate for the hours actually worked.  Such 
rate shall be in lieu of and not in addition to holiday pay for holidays not worked, except that 
when an employee works less than eight (8) hours on a holiday and is otherwise eligible for 
holiday pay, they shall receive the balance of their eight (8) hours of holiday pay for hours 
not worked. 
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c. For the purpose of this paragraph, a holiday is defined as a twenty-four (24) 
hour period beginning at 6 a.m. of the holiday. 
 

21.2 Holiday Call-In 
  
 An Employee who is called in on a holiday shall receive a minimum of one-half 
(1/2) the normal day’s work at double (2) time in addition to holiday pay. 
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ARTICLE 22 

Employee Evaluations 
 

22.1 Written Evaluation 
 
 All Employees will be evaluated during their first year of employment and annually 
thereafter. Copies of the form to be used will be furnished by the Human Resources Office.  
The current Evaluation form is attached as Appendix B. Prior to making any revisions to the 
Evaluation form, the Employer shall notify the Union of the proposed change and offer an 
opportunity for input. 
 
 The form must be signed by both parties when the evaluation has been completed 
and a copy given to the Employee and a copy sent to the Human Resources Office. 

22.2 Termination 
 
 In the event an Employee is not continued in employment, the Employer will advise 
the Employee of the specific reasons therefore in writing, with a copy to the Union.  

22.3 Conclusion 
 
 Each Employee's evaluation shall include at the conclusion of the report the 
statement: "Considering all factors, the work performance of this Employee is 
 ____ satisfactory, ____ unsatisfactory (check one)."  
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ARTICLE 23 

Early Retirement Incentive Stipend 
 

23.1 Eligibility 
 
 To be eligible for an Early Retirement Incentive Stipend the Employee must: 
 

a. Be employed by the College for at least ten (10) years. Unit Employees hired 
after July 1, 1997, with less than ten (10) years of full-time employment but with at least ten 
(10) years of total employment, will be eligible for this benefit on a prorated basis, based on 
hours worked, employees hired after July 1, 2006, are not eligible for this benefit, 

 
b. Be employed and actively at work for the previous months in which retirement 

is effective.  Employees who are on lay-off or disability leave status will not be considered 
actively at work and are not eligible, 

 
c. Have submitted to the Vice President for Administration and Finance sixty 

(60) days prior to the requested effective date of retirement, an executed resignation 
acknowledgement and release acknowledging that he/she voluntarily elected to retire or 
resign from his/her employment, 

 
d. The Employee will not have applied for or received benefits afforded by the 

Michigan Employment Security Commission. 
 

23.2 Stipend Amount 
 
 Employees who meet the above criteria will be granted a one-time E.R.I.S. of $5,000. 
The payment of this stipend will be paid in two equal installments of $2,500 each during the 
first week of January for the two years subsequent to separation. 
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ARTICLE 24 

Insurance Benefits 
 

 

24.1  Premium Payment 
 
 Premiums will be paid by the Employee during the months between the regular 
student school year if the Employee is not regularly scheduled to work during such periods. 
 

24.2  Household Limitations 
 
 Hospital-medical insurance shall be limited to one (1) plan per household where 
more than one (1) family member is employed by the College.  
 

24.3  Hospital-Medical 
  
The Employer shall provide a health care option for the Employee and his/her eligible 
dependents. A designee of the Board of Trustees shall sign an Employer Participation 
Agreement. The College and the Union shall discuss annually the plan to be provided. 
 
The Employer shall pay to the Employee’s Health Savings Account (HSA) any amounts 
exceeding the aggregate difference between the premium and the hard cap set by Michigan 
Public Act 152 of 2011 (MI PA 152) through a mutually agreed upon smoothed distribution. 
Smoothing shall be accomplished by taking the aggregate of premiums and subtracting from 
the aggregate caps. The total will be distributed directly to the Employees’ HSA based on 
single or two person/full family premiums paid on the first (1st) payroll of each month.  

 
 In the event premiums exceed the aggregate cap for the plan, the Employee shall 
contribute through payroll deduction toward their premium using a mutually agreed upon 
smoothed distribution. Smoothing shall be accomplished by taking the aggregate cap for the 
plan and subtracting from the aggregate premiums. The total funds due will be allocated to 
the members based on single or two (2) person/full family premiums paid, and contributions 
will be processed bi-weekly through payroll deduction in the first two pay periods of each 
month. If significant changes occur within MI PA 152, the Employer and Association will 
mutually agree on how to handle the impact of the changes. 
 

24.4  In Lieu of Insurance 
  
 Employees not electing health insurance will receive: Full-family subscribers, Three 
Hundred Thirty Dollars and 16/100 ($330.16), two-party subscribers, two Hundred Eighty-
Two Dollars and 98/100 ($282.98), single subscribers, One Hundred Thirty-Four and 
74/100 ($134.74) each month. This option is not available when both husband and wife are 
Employees of Alpena Community College and one spouse is receiving health insurance 
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through a group plan of the Employer. The Employee must annually sign a document stating 
that they have other health insurance coverage and indemnifying the Employer from any 
liability in connection with medical costs. 
 
 The Employee may elect to retain this amount in cash or apply this amount to tax 
sheltered annuities, or non-taxable variable options available through MEA Financial 
Services, MESSA, or other companies available through the College. Any contribution 
amounts exceeding the College subsidy shall be payroll deducted pursuant to the authority 
in MCLA 408.477. An open enrollment period shall be provided whenever contribution 
subsidy amounts change for the groups. 
 

24.5  Dental Care 
 
 The College shall provide dental care insurance. The specifications and 
carrier shall be determined by the College. Coverage cannot be less than provided 
in June of 2006 (MESSA Delta Dental $1,000 per person total per benefit year on 
Class I, II and III 80/80/60); 50% co-pay up to $1,000 per person lifetime 
orthodontic maximum on class IV. These funds shall be limited to one plan per 
household. 
 

24.6  Vision Care 
 
 The College shall provide intermediate vision insurance to all Employees. 
The coverage will not be less than provided in June of 1999 (MESSA VSP-2). 
Vision coverage is limited to one plan per household.  The specifications and 
carrier shall be selected by the College. 
  

24.7  Life Insurance 
 
 The College shall provide a term life insurance plan with an accidental 
death and dismemberment, in the amount of two (2) times regular annual wages 
(i.e., excludes supplemental pay for overtime, additional hours, longevity, etc.) Up 
to a maximum benefit of $50,000. The insurance carrier shall be selected by the 
College. 
 
 At age sixty-five (65), the value of life insurance may be reduced as 
provided by the terms of the insurance policy. 
 
 With the exception of the cash option in lieu of health care in Section 
24.10, funds provided for fringe benefits in this section cannot be used for any 
other purpose. 
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24.8  Long Term Disability Insurance 
 
 The College will provide long-term disability (LTD) insurance for each Employee as 
follows: payment of no less than sixty-six and two-thirds percent (66 2/3%) of the base 
annual wage exclusive of bonuses and overtime; payable to a maximum benefit of $2,000 per 
month, with options: pre-existing condition waiver, mental/nervous waiver, 
alcoholism/drug addiction waiver and ESP rider. Benefits will commence on the one 
hundred twentieth (120th) day of disability or at the termination of College sick leave 
benefits, whichever is later. 
 
 For a disability that commences prior to age sixty-one (61) that is a continuous 
disability, benefits will continue as long as disabled but not to exceed age sixty-five (65). For 
a disability that (1) commences at age sixty-one (61) and after, or (2) a recurrent disability 
[after six (6) months return to work] that commences at age sixty-one (61) and after, benefits 
are payable for five (5) years or until age seventy (70), whichever occurs first. 
 

24.9  LTD Plan Specifications 
 
 The coverage will not be less than provided in June of 2006. The specifications and 
carrier shall be selected by the College. 
 

24.10  Section 125 Plan 
 
 The College will provide without cost to the Union, a plan document for Section 125 
administration. 
 

24.11  Tax-Deferred Annuities 
 

To elect a tax deferred annuity from established College plan(s), the Employee shall 
enter into a Salary Reduction Agreement. 
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ARTICLE 25 

Wages 
 

25.1 Wages 
 
See Appendix A: 
 

2026-2027:  $1.00 increase for each step based on the 2025-2026 salary schedule. 
 
2027-2028: The salary schedule will increase by no more than three percent (3.0%) 
and not less than two percent (2.0%) above the 2026-2027 salary schedule. Such 
increase will be calculated by averaging the annual change in the Consumer Price 
Index (CPI - 12 Month Percent Change in CPI for the calendar year 2026 as reported 
by the U.S. Bureau of Labor Statistics for all items in U.S. city average, all urban 
consumers, not seasonally adjusted) and the annual change in general fund college 
revenues (calculated as a weighted average of state appropriations, local property 
taxes, and tuition from the 2025-2026 fiscal year). See Appendix SS for example of 
formula. Step advancements will occur where applicable. 
 
If CPI and/or College revenue should either increase or decrease by eight percent 
(8%) or higher in the 2027-2028 fiscal year of this Agreement, the salary schedules 
of this Agreement will be opened for reconsideration of the remaining two years, 
2028-2029 and 2029-2030. If the eight percent (8%) trigger does not present itself, 
the following adjustments pertain for 2028-2029 and 2029-2030. 
 
2028-2029: The salary schedule will increase by no more than three percent (3.0%) 
and not less than two percent (2.0%) above the 2027-2028 salary schedule. Such 
increase will be calculated by averaging the annual change in the Consumer Price 
Index (CPI - 12 Month Percent Change in CPI for the calendar year 2027 as reported 
by the U.S. Bureau of Labor Statistics for all items in U.S. city average, all urban 
consumers, not seasonally adjusted) and the annual change in general fund college 
revenues (calculated as a weighted average of state appropriations, local property 
taxes, and tuition from the 2026-2027 fiscal year). See Appendix SS for example of 
formula. Step advancements will occur where applicable. 
 
2029-2030: The salary schedule will increase by no more than three percent (3.0%) 
and not less than two percent (2.0%) above the 2028-2029 salary schedule. Such 
increase will be calculated by averaging the annual change in the Consumer Price 
Index (CPI - 12 Month Percent Change in CPI for the calendar year 2028 as reported 
by the U.S. Bureau of Labor Statistics for all items in U.S. city average, all urban 
consumers, not seasonally adjusted) and the annual change in general fund college 
revenues (calculated as a weighted average of state appropriations, local property 
taxes, and tuition from the 2027-2028 fiscal year). See Appendix SS for example of 
formula. Step advancements will occur where applicable. 
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25.2 Entrance Wage Rates 
 
 Original appointment to any position may be made at Step 1 of the wage scale and 
advancement from Step 1 within the wage schedule shall be by successive steps. Employees 
may be granted advanced placement on the schedule regardless of years of service at the 
sole discretion of the College, provided that such Employee shall not be initially compensated 
above the third (3) step of the schedule.  
 
 Employees transferring between classifications will be placed at the wage rate closest 
to, but not less than, the Employee’s former rate. If the Employee’s former rate is above the 
top step in the new classification, the Employee will be placed on the top step.    
 

25.3   Wage Schedule Steps 
 
 Service requirements for advancement within wage ranges and for other purposes as 
specified herein shall be for continuous service which means employment in the College’s 
service without a break or interruption of service. 
 
 An Employee must be actively on payroll (receiving a paycheck) at least fifty (50) 
percent of the hours the Employee’s position is scheduled to work in a full fiscal year in order 
to qualify for a step increase on July 1. Employees hired during the year or who were laid off 
or on unpaid leave, must meet this requirement. 
 
 Wage steps within each category are based upon one (1) year. Employees hired 
between July 1 and December 31 shall be given credit for that fiscal year. Employees 
employed between January 1 and June 30 shall remain on that wage step through the 
following fiscal year. All wage steps are effective for a complete fiscal year which extends 
from July 1 through June 30. 
 

25.4 Education/Certification Compensation 
 
 Employees that have an Associate’s Degree as of June 30, 2014, will receive an 
additional twenty-five ($.25) cents per hour. (This does not apply to Employees who receive 
educational compensation included in Schedule 1 hourly rate of pay.) Employees receiving 
an Associate’s Degree after July 1, 2014, will be paid an additional twenty-five ($.25) per 
hour if the degree is deemed work-related by the College.  Employees that maintain a 
relevant certification, as determined by the College, will be paid an additional seventy-five 
($.75) cents per hour. Either the Associate’s degree compensation or the certificate 
compensation will be awarded to the Employee (not both).  Such payments will be included 
in the calculation of the annual stipend, if the employee is eligible to receive such stipend. 
 

25.5 Longevity 
 
 Employees who are paid the hourly rates in Appendix A shall also be eligible for 
longevity payments as indicated in this section, based on the Employee’s anniversary date of 
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employment attained by the Employee during the preceding fiscal year.  Employees who are 
paid the hour pay rate under Schedule 1 shall not receive annual longevity payments under 
this section.  Longevity payments will be made each year on the first payday of July. 
 
 Only continuous service time as a regular Employee within the Bargaining Unit since 
the Employee’s last date of hire will be calculated for purposes of longevity eligibility.  Time 
spent on unpaid leaves of absence, layoff, employment outside of the Bargaining Unit, prior 
employment when rehired and non-regular employment status will not be utilized for 
calculating eligibility. 
 
 Beyond ten years of service $1,050 
 Beyond fifteen years of service:   $1,550 
 Beyond twenty years of service: $2,050 
 Beyond twenty-five years of service:  $2,550 
 

25.6 Paydays 
 
 Employees who have earned wages will be paid bi-weekly through direct deposit or 
debit card every second Friday throughout the calendar year. 
 

25.7 Shift Premium 
 
 Shift premiums shall be established as follows and shall be applicable for those 
persons who work four (4) hours or more.   
 
 Period Shift Period Covered Premium 
 Number 
 
    1 Shifts starting between 6 a.m. and 2 p.m.  None 
    2 Shifts starting between 2 p.m. and 10 p.m.  $0.40 
    3 Alternative schedule $1.00 
  (for non-overtime Saturday work hours only) 
   
 In all cases, shift premiums shall be paid on the basis of actual hours worked in each 
of the above periods; provided that, when an employee performs continuous work during 
more than one of the above periods, he/she shall receive shift premium for the total hours 
of continuous work based on the shift premium applicable to the period in which the 
majority of such hours fall.  (In case hours of work fall equally into two periods, the higher 
premium shall be paid for all hours worked.) 
 

25.8 Wage Revisions 
 
 It is recognized that changing conditions and circumstances may from time to time 
require the installation of new wage rates or adjustment of existing wage rates, because of 
the creation of new jobs or changes in the duties of existing jobs.  When a new job is 
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established, or when changes in an existing job have resulted in a substantial change in the 
duties of same, the Employer shall set a temporary rate for same and put it into effect; such 
rate being subject to review by the Union in the manner provided below. At the time of 
putting such temporary rate into effect, the Employer will notify the President of the Union 
of its action.  If the union wishes to negotiate for a revision of such rate, it shall notify the 
Human Resources Director within thirty (30) days after notice from the Employer has been 
given.  If, after a meeting of the parties, no agreement is reached, the Union may file a 
grievance within thirty (30) days after such meeting; the basis of such grievance being the 
question of fairness of the rate to be established. 
 

25.9 Miscellaneous 
 
 Delivery of packages less than 25 pounds will be given to the ACC-ESP group. 
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ARTICLE 26 

Duration of Agreement 
  
This Agreement shall be effective as of July 1, 2026 and shall continue in effect until the 30th 
day of June 2030. 
  
In witness whereof, the parties hereto have caused this Agreement to be signed by their 
representatives on this 18th day of June 2026. 
 

 
  



49 
 

APPENDIX A 

Wage Schedule 
 

FY 2026-2027 - Plus $1.00 
Classification Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 

Custodial  $    19.05   $    19.56   $   20.08   $   20.62   $   21.18   $   21.76  

Grounds  $    15.26   $    15.64   $   16.05   $   16.49   $   16.93   $   17.37  

Maintenance  $    21.47   $    22.05   $   22.64   $   23.27   $   23.88   $   24.56  

Wage Schedule Formula Example 

CPI for the calendar year 2018 2.40%     
 

FY 2017 FY 2018 % of Total % Change 
Weighted 
Average 

State* 5,999,144  5,813,726  40% -3.09% -1.25% 
Tuition 5,750,924  5,856,138  41% 1.83% 0.74% 
Prop Tax 2,546,312  2,587,075  18% 1.60% 0.29% 

Total 14,296,380  14,256,939   -0.28% -0.22% 

Weighted value (CPI + weighted 
revenue average divided by 2)     1.09% 

Actual percentage wage 
increase for FY 2019     2.00% 

 

CPI for the calendar year 2019 1.80%     
 

FY 2018 FY 2019 % of Total % Change 
Weighted 
Average 

State*  5,813,726  5,979,994  42% 2.86% 1.19% 
Tuition 5,856,138  5,949,188  41% 1.59% 0.66% 
Prop Tax 2,587,075  2,623,497  18% 1.41% 0.26% 

Total 14,256,939  14,552,679   2.07% 2.10% 

Weighted value (CPI + weighted 
revenue average divided by 2)     1.95% 

Actual percentage wage 
increase for FY 2020     2.00% 

 
* Does not include UAAL payment. (These funds are received as revenue and then immediately 
expensed and returned back to the State)  



50 
 

 
CPI for the calendar year 2020 1.20%     
 

FY 2019 FY 2020 % of Total % Change 
Weighted 
Average 

State* 5,979,994  5,487,014  38% -8.24% -3.14% 
Tuition 5,949,188  6,221,352  43% 4.57% 1.98% 
Prop Tax 2,623,497  2,688,545  19% 2.48% 0.46% 

Total 14,552,679  14,396,911   -1.07% -.70% 

Weighted value (CPI + weighted 
revenue average divided by 2)     0.25% 

Actual percentage wage 
increase for FY 2021     3.00% 

 

CPI for the calendar year 2021 4.70%     
 

FY 2020 FY 2021 % of Total % Change 
Weighted 
Average 

State* 5,487,014  6,112,179  41% 11.39% 4.69% 
Tuition 6,221,352  5,965,030  40% -4.12% -1.66% 
Prop Tax 2,688,545  2,757,927  19% 2.58% 0.48% 

Total 14,396,911  14,835,136   3.04% 3.52% 

Weighted value (CPI + weighted 
revenue average divided by 2)     4.11% 

Actual percentage wage 
increase for FY 2022     1.50% 

 
* Does not include UAAL payment. (These funds are received as revenue and then immediately 
expensed and returned back to the State) 
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APPENDIX B 

Custodial Maintenance  
Seniority List 

 
July 1, 2026 

 
 NAME  SENIORITY DATE  

 
 
1. Turske, Jennifer 02/16/98 
 
2. Lefebvre, Steve 04/05/04* 
 
3. Buchler, Richard 05/15/06 

 
4. Neuman, Nicholas 5/17/16 

 
5. Miltz, Michael 8/10/20 
 
6. Shatrau, William 8/23/21 
 
7. Shellenbarger, Bryan 3/21/22 
 
8. Soik, Eric  09/12/22 

 
9. Corwin, Robert  04/24/23 

 
10. Corwin, Steve 06/12/23 

 
11. Wiltse, Christal 07/03/23 
 

 
 
*Includes period of layoff 6/30/05 – 5/29/07 
**Probationary Employee 
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APPENDIX C 

Custodial Maintenance 
Seniority/Classification List 

 
July 1, 2026 

 
 
CUSTODIAN HIRE DATE CLASSIFICATION DATE 
 
Turske, Jennifer February 16, 1998 February 16, 1998 
 
1Lefebvre, Steve April 5, 2004 April 5, 2004 
 
Miltz, Michael August 10, 2020 August 10, 2020 
 
Shellenbarger, Bryan February 23, 2021 March 21, 2022 
 
Corwin, Robert April 24, 2023 April 24, 2023 
 
Corwin, Steve June 12, 2023 June 12, 2023 
 
Wiltse, Christal July 3, 2023 July 3, 2023 
 
 
 
GROUNDSKEEPER HIRE DATE CLASSIFICATION DATE 
 
 
 
MAINTENANCE HIRE DATE CLASSIFICATION DATE 
 
Buchler, Richard May 15, 2006 May 15, 2006 
 
Neuman, Nicholas May 17, 2016 May 17, 2016 
 
Shatrau, William August 23, 2021 March 14, 2022 
 
Shellenbarger, Bryan February 23, 2021 March 21, 2022 
 
Soik, Eric September 12, 2022 September 12, 2022 
 
 
1  2-year layoff period 6/30/05 – 5/29/07; layoff period does not affect placement for  
paid leaves. 
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APPENDIX D 

GRIEVANCE REPORT FORM 
  
Grievance #__________ Alpena Community College Distribution of Form 
 1.  President 
 2.  Supervisor 
 3.  Union 
Submit to Supervisor in Duplicate 4.  Grievant 
 
Classification Name of Grievant Date Filed 
 
___________________________        ______________________________________     ________________________________ 
 

STEP 1 
 
A.  Date Cause of Grievance Occurred: _____________________________________________________________
  
 
B. 1. Article/Section/Policy Violated:  _____________________________________________________________ 
 
 2. Statement of Grievance: _______________________________________________________________________ 
 
 ______________________________________________________________________________________________________ 
 
 3. Relief Sought: ___________________________________________________________________________________ 
 
 ________________________________________________________ 
 Signature of Supervisor Date 
  
C. Disposition of Supervisor:  ___________________________________________________________________ 
 
__________________________________________________________________________________________________________ 
 
 ________________________________________________________ 
 Signature of Supervisor Date 
 
D. Disposition of Grievant and/or Union:  _____________________________________________________ 
 
__________________________________________________________________________________________________________ 
 
 ________________________________________________________ 
 Signature  Date 
  
If additional space is needed in reporting Section B. of Step 1, attach an additional sheet. 
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GRIEVANCE REPORT FORM (cont.) 
 

STEP 2 
 
A.  Date Received by Director of Human Resources or Designee: _________________________________ 
 
B.  Disposition of Director of Human Resources or Designee: ___________________________________ 
 
_________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________ 
 
 ________________________________________________________ 
 Signature  Date 
 
C.  Position of Grievant and/or Union: _____________________________________________________________ 
 
_________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________ 
 
 ________________________________________________________ 
 Signature  Date 
 

STEP 3 
 
A. Date Submitted to President:  ______________________________________________________________ 
 
B. Disposition of President:  ___________________________________________________________________ 
 
_________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________ 
 
 ________________________________________________________ 
 Signature  Date 
 

STEP 4 
 
A.  Date Submitted to Arbitration:  __________________________________________________________________ 
 
B.  Disposition and Award of Arbitrator: ___________________________________________________________ 
 
_________________________________________________________________________________________________________ 
 
 ________________________________________________________ 
 Signature of Arbitrator Date 
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APPENDIX E 

EVALUATION FORM 

Alpena Community College 
Employee Performance Evaluation – Custodial/Maintenance Educational Support Personnel 

EMPLOYEE INFORMATION 

Employee Name:  Employee ID:  Review Period:  

Position:  Position ID:   Evaluator: 
 
 

EVALUATION – TO BE COMPLETED BY SUPERVISOR 
Criteria (5) = 

Exceptional 
(4) = Exceeds 
Requirements 

(3) = Meets 
Requirements (2) = Marginal (1) = 

Unsatisfactory Comments 

Demonstrates required job 
skills and knowledge to perform 
the duties of the position 

     

 

Has the ability to learn and use 
new skills      

 

Uses resources available in an 
effective manner      

 

Works effectively with other 
staff      

 

Meets attendance requirements 
     

 

Follows direction from 
management      

 

Takes responsibility for actions 
     

 

Demonstrates problem solving 
skills      

 

Takes the initiative to 
accomplish goals      

 

The employee completes all job 
requirements      
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Employee Name:  
TO BE COMPLETED BY EMPLOYEE - PERFORMANCE ANALYSIS  
Describe the goals you had set out to accomplish for this time period: 

Which goals were you able to accomplish?  

Which goals did you not accomplish, and why not? 

Have you encountered any frustrations that we can reduce in helping you achieve these goals? 

Which other objectives did you meet, beyond your stated goals? 
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TO BE COMPLETED MUTUALLY BY EMPLOYEE AND THE SUPERVISOR - GOALS 
State your specific goals, that is, what do you want to achieve in the upcoming year? 

What actions do you plan to take to achieve these goals? 

ADDITIONAL COMMENTS - SUPERVISOR 
 

ADDITIONAL COMMENTS - EMPLOYEE 
 

JOB DESCRIPTION 
Does the attached job description adequately reflect your current position?       Yes     No     If no, please make the corrections and return it to the Human Resources 
Office for revision. Additional Comments: 

Considering all factors, the work performance of this Employee is:      Satisfactory      Unsatisfactory (check one) 

Employee  Name:  Signature                                                                                           Date 

Supervisor Name:   Signature                                                                                           Date 
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