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PREAMBLE

THIS AGREEMENT is entered into, by and between the CITY OF DERBY (hereinafter the
“City") and LOCAL 1303-259 of COUNCIL 4, AMERICAN FEDERATION OF STATE,
COUNTY AND MUNICIPAL EMPLOYEES, AFL-CIO (hereinafter, the “Union”).

ARTICLE |
RECOGNITION

Section 1.01

The City agrees to recognize that Local 1303-259 of Council 4, AFSCME, AFL-CIOQ, having
been selected as the representative for the purpose of collective bargaining, in a unit
classified as all full-time and part-time assistants, clerks, secretaries and custodians,
including the tax collector, water pollution control coordinator, assessor, and excluding
supervisors and those excluded by the Municipal Employses Relations Act, is the exclusive
representative of all said employees for the purposes of collective bargaining in respect fo
wages, hours and other conditions of employment.

2R JAR 21 m Bs3d

Section 1.02

The City agreed to recognize the Union as the exclusive bargaining representative for all
full-time and part-time custodians in all City buildings, including City Hall, the Public Library,
the Police Depariment and the Senior Center other than the Education Department.

The City agreed to recognize the Union as the exclusive bargaining representative for all
full-time and part-time assistants and clerks assigned to work in the Public Works
Department and Police Department.

Section 1.03

The bargaining unit recognized in Section 1.01, pursuant to Decision No. 2773 of the SBLR,
shall be subject to such modification or clarifications as the Board of Labor Relations or a
court of competent jurisdiction may order, or to which the parties may agree.

Section 1.04

The City reserves the right to hire outside confractors fo do the work normally performed by
bargaining unit employees only after bargaining unit employees have been utilized. For the
purpose of this Section, ‘utilized’ shall mean that no bargaining unit employee shall suffer
any loss of contractual benefits including overtime.
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ARTICLE Il
UNION SECURITY

Section 2.01 - Deductio:}s

As used in this Articie {1, “Union Dues” means such sums certified by the Union as
membership dues and/or agency fees uniformly required by the Union of its members.

For each employee who provides the City with a signed authorization, authorizing payment
of Union Dues by payrali deduction, the City shall deduct Union Dues from the employee’s
pay and shall remit the employee’s Union Dues payment directly to the Union.

Union Dues payments ordinarily shall be deducted from payroll once a month and delivered
to the Union together with a list of the employees from whom Union Dues deductions have
been taken, specifying the amount deducted from the employee’s pay as Union Dues.

The City shall have no responsibility for remitting Union Dues payments for an employee
who has authorized Union Dues deductions but who is not on the payroll during the week in
which the Union Dues deduction is to be made or who has no earnings or insufficient
earnings during that week or who is on leave of absence or workers compensation leave.

In such circumstances, it shall be the employee’s responsibility to pay the employee’s Union
Dues to the Union and it shall be the employee’s responsibility to arrange with the Union for
payment of the employee’s Union dues.

Section 2.02 - Indemnification

The Union agrees to indemnify and hold the City harmless from and against any and all
claims, demands, suits or other forms of liability that may arise out of or by reason of action
taken by the Town for the purpose of complying with the provisions of this Article [i.

MANAGEMENT RIGHTS

Section 3.01

Except as otherwise modified or restricted by an express provision of this Agreement, the
City reserves and retains exclusively, whether exercised or not, all the lawful and customary
rights, powers and prerogatives of management. Such rights include but shall not be limited
to establishing standards of productivity and performance of its employees; determining the
objectives of the City and the methods and means necessary to fulfill those objectives,
including the creation or the discontinuation of services, departments or programs in whole
or in part; the determination of the content of job classifications; the content of job
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classifications for newly created positions; the determination of the qualifications of
employees; the appointment, promotion, assignment, direction and transfer of personnel;
the suspenision, demotion, discharge or any other appropriate disciplinary action against its
employees; the relief from duty of its employees because of lack of work; the establishment
of reasonable work rules; and the taking of all necessary actions to carry out its objectives
in emergencies,

ARTICLE IV
NON-DISCRIMINATION

Section 4.01

The City and the Union recognize the right of any member of the bargaining unit to become
or refrain from becoming and /or remaining a member of the Union and will not discriminate
or in any way interfere with such rights or the exercise of such rights.

Section 4.02

The City and the Union shall not unlawfully discriminate on the basis of age, ancestry, color,
disability (learning, intellectual, mental and/or physical disability), gender identity or
expression, genetic information, marital status, national origin, pregnancy, race, religion,
sex, sexual orientation, veteran status, union membership or activity or other status
protected by applicable law.

AZBJANZT m B33

Section 4.03

Any reference to one gender and/or use of gender specific pronouns in this Agreement shall
be construed to include all genders unless expressly noted otherwise.

ARTICLE V
UNION REPRESENTATION

Section 5.01

The City agrees to permit the president and/or chief steward to discuss official union
business, including grievances, with bargaining unit members as long as the conduct of
normal City Hall operations is not disrupted. ‘
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Section 5.02

A Union staff representative shall be permitted to enter the facilities of the City at any
reasonable time for the purpose of discussing, processing or investigating filed grievances,
or for the purpose of the Union fulfilling its role as collective bargaining agent. Upon arrival,
such staff representative shali notify the Mayor, or the Mayor's designee, of his/fher
presence and shall not unreasonably intetfere with the performance of duties by employees.
The Union agrees to furnish the City with a list of its representatives assigned to service the
bargaining unit at the City Hall, and the Union shall maintain the currency of said list.

The Union shall have the right and opportunity to hold an orientation session with all new
hired employees. This orientation session shali be for the purpose of explaining the new
employee’s contractual rights and infroducing him/her to the Union. The orientation will be
held within fifteen (15) days of the employee’s hire date and shall be during working hours
at a time agreed by the employee’s immediate supervisor, not to exceed one (1) hourin
duration.

Section 5.03

The City agrees to allow the union to place a bulletin board of reasonable size in a location
that shall not interfere with the operations of the City Hall. Said bulletin board shall be for
the exclusive use of the Union, except for posting of notices pursuant to section 11.01. Said
bulletin board shall not be used for material of a partisan political nature. The Union shall
fimit its posting of notices and bulletins {o such bulletin board.

Section 5.04

On any check or inspection of the City Hall for safety or health issues, for which a union
staff representative visits the City Hall, the Mayor or the Mayor's designee, shall accompany
the Union’s staff representative.

ARTICLE VI
SAFETY AND HEALTH

IRIRJAN ST m Rl
Section 6.01

The City shall provide and maintain a safe and healthy place of employment and work
environment in compliance with all applicable local, state and federal statutes, regulations

and ordinances.
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Section 6.02

Whenever a member observes a condition which he feels represents a violation of
appropriate safety or health rules and regulations, or which is an unreasonable hazard to
persons or property, the member shall report such observations to the Mayor's office.

Section 6.03

The City shali continue to provide parking facilities at no expense to members of the
bargaining unit at the Derby Municipal Parking Lot located at 2 Thompson Place, Derby
Connecticut (the “City Lot") or at such other location as the City may designate. The City
shall reserve parking spaces for bargaining unit employees on the top floor of the City Lot.
When the top floor of the City Lot is closed, the City shall reserve parking spaces for
bargaining unit employees elsewhere in the City Lot.

Members of the bargaining unit shall not park on Minerva Street during the regular
workweek. As used in this section, ‘regular workweek' is as defined in Article VIil, Section
8.01.

JR2R AN 21 PR30
Section 6.04

Members shall have reasonable access to their place of work outside of regularly scheduled
hours. Keys granting them access to their offices and/or primary places of responsibility
shall be provided at no expense when requested.

Section 6.05

When any condition forces the closing or interruption of normal deparimental operations,
the Mayor or his designee shall provide notice of such closing or interruption over local
media as soon as possible. When the workday has commenced, the Mayor or his designee
shall provide notice of early closing as soon as possible to all department heads. Employee
health and safety shall be a consideration in the Mayor's decision to curtail or to delay
departmental operations.

Section 6.06 — Timekeeping

Bargaining unit employees must accurately record all time worked and/or all time taken off
from work in accordance with the City’s timekeeping procedures. On or after July 1, 20189,
the City may adopt and implement electronic timekeeping procedures. The City shali
provide at least sixty (60) days advance notice before implementing electronic timekeeping
procedures.

City of Derby / Local 1303-259 (City Hall)
July 1, 2019 — June 30, 2023



el

o
]

Occasionally, an employee may forget to record time or attendance. If that happens, the
employee must notify the employee’s supervisor immediately or as soon as practicable
under the circumstances. Employees are not to fill in missing time or attendance
themselves and may not record {imefattendance for other employees.

Falsifying or tampering with time or attendance records and/or recording time or attendance
for another employee are grounds for discipline, up to and including termination of
employment.

ARTICLE Vil
HOLIDAYS

Section 7.01

Employees shail be paid for and have the following days off as holidays:

New Year's Day Columbus Day

Martin Luther King Day Veteran's Day

Presidenis’ Day Thanksgiving Day

Good Friday Day After Thanksgiving Day
Memorial Day ' Day Before Christmas
Independence Day Christmas Day

Labor Day ¥. Day Before New Year's Day

Employees shall also have a paid floating holiday to be taken with approval of the
Department Head.

HERJANZT pr BE2R

Section 7.02

Holidays shall be celebrated on the day designated under state or federal law, except for
the situations addressed in A and B below:

A. [f a holiday falls on a Sunday, the following Monday shall be considered the holiday.
If a holiday falls on a Saturday, the holiday shall be ohserved on the preceding
Friday.

B. When Christmas and New Yeat's Day fall on a Thursday, the following day shall be
considered a paid holiday. '
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Section 7.03 ZZIMAR I
Should a holiday occur while a bargaining unit employee is on unplanned sick [eave, the

day of the holiday shall be paid as & holiday rather than charged against sick leave. Should

a holiday occur while a bargaining unit employee is on vacation the employee shall receive

holiday pay for that day, and such day shall not be deducted from the employee's vacation
allotment.

ARTICLE VIil
WORK WEEK

Section 8.01

The regular workweek for all full-time bargaining unit employees shall be Monday through
Friday. '

Full-time employees, with the exception of custodians, shall be scheduled for thirty-
five (35) hours per week. The regularly scheduled hours shall be:

Monday-Wednesday 8:30 a.m. to 5:00 p.m.
Thursday 8:30 a.m. to 6:00 p.m. RO JEM R Ex
Friday 8:30 a.m. to 12:30 p.m. R

with a one-hour unpaid lunch break.

Full-time custodians’ regular hours per week shall be scheduled as follows:

Police Department 40 hours
City Hall 40 hours
Public Library 35 hours

Excluded from the 4 2 day model shall be the employees who work at the Derby Police
Station. Employees may, upon one month's advance notice by the City, be required to work
one day per workweek, excluding Friday, until up to 7:00 p.m., in which event their start
times for such days will be correspondingly adjusted. For example, if an employee who is
regularly scheduled to work 9:00 a.m. to 5:00 p.m. is required to work one day in a
workweek until 7:00 p.m., then the employee's start time for that day will be adjusted to
11:00 a.m,

The City, upon request, will take reasonable measures to protect the safety of the
employee. Days taken off, for whatever reason, shall be compensated if eligible in hours
but not more than seven (7) hours per day.

City of Derby / Local 1303-259 (City Hall}
July 1, 2019 - June 30, 2023



RO AT TF p A
RN MARE o 43R

Lunch breaks shall be staggered among the em p!oyées of each separate department to
guarantee coverage of all City Hall offices during the entire business day.

Department heads shall exercise scheduling flexibility as needed to satisfy the needs of the
employees and requirements of the department. Nothing in this clause shall abrogate the
requirement of a 35-hour work week.

Section 8.02

The City reserves the right to adjust on a temporary basis, not to exceed three (3)
consecutive working days and after consulting with the appropriate Department Head, the
assighments of individual employees to various City Hall offices in order to conform
coverage of positions and offices to the requirements of unforeseen circumstances. The
City shall provide reasonable advance notice to the president of the Local prior to initiating
any changes in assignments. Any change in any or all permanent assignments shail be
filled in accordance with the procedures in Articte XI.

Section 8.03

Each bargaining unit employee shall be allowed a ten {10) minute paid coffee break to be
taken according to the available time in their schedule with the consent of their immediate
supervisor. Use of City and/or personal phones, computers and electronic devices shall be
in accordance with City policy as adopted or amended from time to time.

Section 8.04

Employees who work beyond their regularly scheduled work week shall be paid straight
time at their hourly rate of pay for all time worked up to forty (40) hours. Employees shall be
paid overtime at the rate of one and one-half (1 %) their regular hourly rate of pay for all
time worked over forty (40) hours per week.
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Section 8.05

Employees who are authorized to work on Saturday and/or Sunday shall be paid at time
and a half (1/2) their regular hourly rate of pay for ali time worked except if Saturday and/or
Sunday is their normal scheduled workday.

Section 8.06

The City shall pay a minimum of two (2) hours of overtime at time and a half (1/2) rate of
pay for all work performed by an employee who is called back to work after the employee
has completed their normally scheduled work day.

8
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ARTICLE IX
PRIOR PRACTICE

Section 9.01

The signing of this Agreement shall not abridge any employee’s rights or privileges to which
he/she is entitled either by ordinance, charter, board ruling or practices, unless such rights
or privileges are specifically covered by one or more terms of this Agreement.

ARTICLE X ZNJANZT an B233
SENIORITY
Section 10.01
A Seniority shall be defined as the length of continuous service of a bargaining

unit employee from the date the employee was hired.

B. ‘Part-time’ employees are those who work less than thirty-five (35) hours per
work week.
C. Except as required by applicable law, pari-time employees hired after

January 1, 1991 are not eligible for and will not receive fringe benefits under
this Agreement,

As used in this section, “fringe benefits” excludes any benefits mandated by
applicable law (“"Stalutory Benelits”) for which all or some parl-time
employees are eligible (e.g., unemployment compensation benefits, workers
compensation benefits, statutory paid leave, other)

Eligibility for Statutory Benefits is subject to applicable law. Where benefits
provided under this Agreement exceed the Statutory Benefit, an eligible part-
time employee shall be entitled to the Statutory Benefit only. For example, a
part-time employee shall be eligible for statutory paid jury duty benefits but
shall not be eligible for paid jury duty leave in excess of the statutory benefit.

Section 10.02
Seniority shall accrue during periods of:

Sick Leave

L'eave of Absence

Worker's Compensation

Layoff, to a maximum of eighteen (18) months or the lengih of the employee’s
service, whichever is less.

Cowx>
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Section 10.03

The City, with the cooperation of the Union, shall prepare a list of all bargaining unit
employees showing their seniority. Said list will be updated as required and delivered to the
Union on or before July 15t of each year. Upon completion of a probationary period, new
bargaining unit employees shall be added to this list.

Section 10.04

New bargaining unit employees shall serve a probationary period of sixty (60) working days,
with an extension if requested by the City and agreed to by the Union, and shall have no
seniority rights during this period. The dismissal or discipline in any fashion of a
probationary employee during the probationary period shall not be subject to the grievance
procedure. All bargaining unit employees who complete their probationary period shall be
permanent employees and shall acquire seniority records retroactive to the date of their

- employment. Probationary employees may be evaluated once each month by their
supervisors.

Section 10.05
Seniotity shali be deemed broken by:

A. Termination of employment for just cause;

B, Failure to report to work for five (5) consecutive working days without
authorization unless the employee provides a valid reason for not notifying
the City; and

C. Voluntary quit.

Section 10.06

The City reserves the right to hire outside contractors to do the work normally performed by
bargaining unit employees only after bargaining unit employees have been utilized. For the
purpose of this Section ‘utilized’ shall mean that no bargaining unit employee shall suffer
any loss of contractual benefits including overtime,

ARTICLE XI
POSITION VACANCIES / NEW POSITIONS

Section 11.01

All position vacancies and new positions shall be posted for a period of seven (7)
consecutive working days on the Union bulletin board, prior to any action by the City to

10
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IF RAT 3
permanently fill such position vacancies or new positions. Non-supervisory bargaining"i'gﬁiiw -
employees wishing to be considered for assignment to such position vacancies or new

positions shall submit their requests in writing to their supervisor. Supervisory bargaining

unit employees wishing to be considered for assignment to such position vacancies or new
positions shall submit their requests in writing to the Mayor. Requests submitted by

bargaining unit employees within the seven (7) day posting shall be considered first before

a hiring decision is made.

Section 11.02

Copies of the job posting and a list of bargaining unit employees submitting requests for
consideration for assignment to the position vacancy or new position shall be sent to the
Union president within seven (7) working days after the close of the posting period.

Section 11.03

When a position vacancy exists or a new position is created, the applicant with the longest
seniority shall be given the first opporiunity to fill the position, provided she/he is qualified
and has the ability to perform the work as determined by the appropriate authority
(supervisor or Mayor). Such determination shall not be made on arbitrary, capricious or
discriminatory grounds. If she/he refuses the opportunity, it shall go to the next senior
applicant who is qualified and has the ability to perform the work.

W2 JAN 2T py 5233
Section 11.04 P G533
The person appointed to the position vacancy or new position shall be notified, in writing, of
the appointment. Nofification shall be within seven (7) working days after the close of the
posting period.

Section 11.05

Any applicant for a position vacancy or a new position, other than a new employee, shall not
be considered probationary. Such applicant shall serve a thirty (30) calendar day
adjustment petiod at the end of which, if she is not successful in filling the position vacancy
or new position, she shall be returned back to her former pasition, which position will not be
filled, except on a temporary basis, until the completion of the adjustment period. The
determination of the success of an applicant during the adjustment period in filling a position
vacancy or new position will be made by the appropriate authority (supervisor or Mayor). A
determination that the applicant is unsuccessful shall not be made on arbitrary, capricious
or discriminatory grounds.

11
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ARTICLE XI
LAYOFF PROCEDURE

Section 12.01

in the event of a layoff, the affected employee shall be given at least two (2) weeks' notice
in writing, and the initial order of layoffs shall be as follows:

A. Temporary Employees (by seniority);
B. Probationary Employees (by seniority); and
C. Part-time Employees (by seniority).

Section 12.02 - Layoffs — Full-Time Employees

If the City determines that a layoff is required among full-time employees, after all part-time
employees have been laid off, the employee with the least seniority shall be laid off first
subject to departmental needs. The employee subject to fayoff may ‘bump’ an employee
who has less seniority. An employee who exercised her/his bumping rights shall be granted
a sixty (60) calendar day training period in their new position prior to a determination by the
appropriate authority (supervisor or Mayor) whether the employee is qualified to perform the
duties of the new position which was held by the bumped employee.

Section 112.03

l.aid-off employees shall be subject to recall in inverse order of layoff for eighteen (18)
months or the length of the employee’s service, whichever is less, from date of layoff.

Section 12.04
The president of Local 1303-259, only, shall have super seniority, for layoff purposes only.

JH2R JAM T p RSP
Section 12.05

Laid-off employees have to wait until their recall time period lapses before they are eligible
to coliect accrued but unused vacation days or paid sick leave days to which they are
entitted. They may waive their recall rights and collect immediately following such waiver.

ARTICLE XIH
DISCIPLINARY ACTION

Section 13.01

No bargaining unit employee shall be removed, dismissed, discharged, suspended,
reduced in rank or disciplined in any other manner except for just cause.

12
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The City subscribes to the principles of progressive disciplinary actions on a specific
occurrence which shall normally follow the progressive order listed below but need not do
so. The City may skip or combine disciplinary steps, depending on the severity of the
alleged infraction. .

Verbal warning

Written warning
Suspension without pay
Discharge

N~

Section 13.02

All discipline shall be in writing with the reason for the action stated. A copy shall be given
to the employee and the Union within two (2) work days of the disciplinary action.

Section 13.03

No disciplinary material shall be placed in an employee’s personnel file unless the
employee has had an opportunity to sign acknowledging receipt of such material.

If the employee refuses to sign acknowledging receipt of the disciplinary material, a Union
representative shall sigh indicating receipt of the material and be provided a copy.

A copy shall be given to the employee. An employee may file a written rebuttal to all such
materials within ten (10) calendar days of receipt.

R JANAI m B
Section 13.04

Disciplinary actions shall be subject to the procedures set forth in Article X1V,

Section 13.05

An employee, upon the employee's request, shall be entitled to union representation at
each step of the grievance procedure and all scheduled pre-disciplinary hearings and
interviews.

Section 13.06

No employee shall be requested to sign a statement of an admission of guilt to be used in a
disciplinary proceeding without being advised of her right to union representation. If the
employee waives the right to representation in this instance, such waiver shall be in writing.

13
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Section 13.07

If, pursuant to mutual agreement of the Union and the City or a decision produced through
the procedures in Article X1V, a written record of discipline is to be removed from a
bargaining unit employee’s personnel! file, it shall be the employee’s obligation to request
such removal.

ARTICLE XIV
GRIEVANCE PROCEDURE

Section 14.01 — Procedural Guarantees

A bargaining unit employee shall have the right fo present grievances in accordance with
these procedures without fear of coercion, interference, restraint, discrimination or reprisal.
The employee organization designated as the exclusive representative shall have the
following rights at all stages of the grievance procedure: the right to be present at meetings
under the grievance procedure; the right to file statements of position and proposals for
resolution of the grievance; and notice of the terms of any settlement.

Section 14.02

All decisions shall be rendered in writing at each step of the process.

Section 14.03

If a member elects not to be represented by AFSCME, the member shall indicate such in
writing and the Union shall promptly provide the City with a copy.

Section 14.04

Whether or not the employee chooses to be represented by the Union, an AFSCME
representative shall be present at all stages of the grievance procedure and shall be
permitted to participate in the procedure for purposes of presenting the Union's position on
the grievance presented, and final resolution, if any, prior to arbitration, shall not be
inconsistent with the terms and conditions of employment as contained within this Collective
Bargaining Agreement.

Section 14.05 - Definitions

A. A '‘Grievance’ shall mean a difference or a dispute arising from the application
or interpretation of this Agreement, or terms and conditions of employment,
as that phrase is understood within the Municipal Employees Relations Act.
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B. A 'Grievant’ shall mean a Union representative, with or without the aggr?éﬁécf
employee(s), who may submit a grievance on his/her (their) behalf (a
‘general’ grievance), and the Union may, in appropriate cases, submit a
grievance in its own behalf with respect to rights of the Union (an, ‘agency’
grievance);

C. A ‘day’ for the purposes of this Article XIV shall mean a working day.

Section 14.06

The time limits specified in each step of the grievance procedure may be extended by
mutual agreement. The Union shall have the right to present grievances of a general nature
at Step 2.

Section 14.07 — Informal Resolution

The parties encourage attempts to resolve grievances without resort to the formal
procedures and encourage other informal efforts after formal procedures have been
initiated. The parties encourage full disclosure of claims so grievances or potential
grievances can be resolved at the lowest administrative level consistent with the actual
authority of the City designee.

JHRRJAN 2T my Be33

Section 14.08 — Steps in the Grievance Procedure

A grievance must be presented in writing at the appropriate level within fifteen (15) days
following the time when the grievant became aware of the act, event or condition which
constitutes the basis of the grievance.

Step 1 — Direct Supervisor The grievant shall submit his/her written grievance fo
hisfher Direct Supervisor through an official Union Steward. If the gtievant does not
have a Direct Supervisor, he/she may file the grievance directly at the Step 2 level

The Supervisor shall, within seven (7) working days, schedule a meeting and meet
{o discuss the grievance with the grievant and with the Union Steward. The
Supervisor shall be required to respond in writing on the grievance form and to
return the form within seven (7) working days of the date of the meeting to the Union
Steward.

If the grievance is adjusted, the adjustment will be reduced to writing and signed by
the Supervisor and the Union Steward. If there is no mutually agreeable adjustment
the grievance may be forwarded io the Step 2 level.

Step 2 — The Mayor Within seven (7) working days of the Step 1 written answer, the
Union Steward shall present the unresolved grievance to the Mayor. Upon receipt of
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the grievance, the Mayor shall, within ten (10) working days schedule a meeting and
meet to discuss the grievance with the grievant and with the Union Steward. The
Mayor shall be required to respond in writing on the grievance form and to return the
form within seven (7) working days of the date of the meeting to the Union Steward.
If the grievance is adjusted, the adjustment will be reduced to writing and signed by
the Mayor and Union Steward.

Step 3 — Arbitration If the grievance is not satisfactorily adjusted at Step 2 within
twenty (20) days of the Step 2 decision, the grievance may be submitted to binding
arbitration by and only by the Union. The arbitration process may be initiated by
filing a written request for arbitration to the State Board of Mediation and Arbitration
(SBMA). The parties also agree to utilize the expedited arbitration process to
resolve grievances involving discipline. Grievances other than those invalving
discipline shall be processed according to normal SBMA procedures except upon
mutual agreement of the parties to use expedited arbitration.

The arbitrator's decision shall be in writing if requested by either party. The arbitrator shall
have no power to add to, delete, or modify any of the terms of the Agreement.

The costs of the arbifration proceedings, exclusive of counsel and witness fees, shall be
shared equally by the parties, There shall be no tape recordings or other audio or visual
recording devices used during the arbitration proceedings.

MEJAN 2T e EBe2E

Section 14.09

Failure by the representatives of the City to meet the prescribed time limits for responses at
any given step in the grievance procedure shall be deemed to be a denial of the grievance.
Failure of the grievant to appeal a Step 1 decision within the prescribed time limits shall be

deemed to be acceptance of the decision rendered at Step 1.

Section 14.10

The City or its representatives shall make available to AFSCME, upon written request, any
and all material documents, or copies thereof, related to the processing of grievances, as
allowable by law,

i
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ARTICLE XV
FUNERAL LEAVE

Section 15.01

A bargaining unit employee shall be entitled to take up to five (5) days of paid bereavement
leave for the death of an employee’s immediate family member.

As used in this section, ‘immediate family membet’ means an employee’s parent, parent-in-
law, sibling, spouse, child, child-in-law, grandparent, grandchild {"Family Members") and
includes 'step’ Family Members, adoptive parents and adoptive children.

Section 15.02

A bargaining unit employee shall be entitled to take up to two (2) days of‘ paid bereavement
leave for the death of the employee’s sibling-in-law,

A bargaining unit employee shall be entitled to take up to one (1) day of paid bereavement
leave for the death of the employee’s aunt or uncle,

PHEBJAN 21 my e
Section 15.03

Bereavement leave under this Article XV may be used to grieve, to handle arrangements
(e.g., funeral, burial, travel) relating to the death, to attend funeral and/or memorial
services and/or for other legitimate reasons relating to the death.

Bereavement leave must be approved by an employee's supervisor. The Gity may
require verification and/or appropriate documentation in support of a request for
bereavement leave.

If additional time off is needed, an employee may use any accrued, unused personal,
sick and/or vacation days. At the City’s sole discretion, an unpaid leave of absence may
be granted on a case-by-case basis in accordance with the provisions of Article XVill.

17
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ARTICLE XVI
SICK LEAVE

Section 16.01 — Paid Sick Days

A.

Eligibility and Accrual

Full-time bargaining unit employees are eligible to earn and use paid sick
days (“Sick Days”) as set forth in this Section 16.01.

Sick Days accrue as follows:

» Eligible employees begin to accrue Sick Days after completing one (1)
year of full-time bargaining unit employment. Periods of service in an
ineligible position do not count toward accrual of Sick Days.

+ Upon completing one (1) year of full-time bargaining unit employment,
Sick Days accrue on a monthly basis, at a rate of one (1) Sick Day (7.0
hours) per month, to a maximum of twelve (12) Sick Days (84 hours) per
employment year (calculated based on an employee’s anniversary date of
hire into an eligible, full-time bargaining unit position). Sick Days are
credited on the last day of the month in which they accrue.

» Subject to applicable law, Sick Days do not accrue during workers
compensation leave, disability leave or any unpaid lsave of absencs.

s The City shall inform employees in writing of their Sick Day balance in
January of each year.

Sick Day Usage and Pay Rate } e
ZH20 JAHZT pH herd
Once earned, Sick Days may be used. Employees may not borrow against
unearned/future Sick Days. Sick Days are paid at an employee's regular rate

of pay.

Sick Days may be taken in increments of one (1) hour or more. Employees
also may use accrued Sick Days in increments of one (1) hour or more when
taking approved leave under the Family Medical Leave Act (FMLA).

Use of Sick Days requires Supervisor approval. Requests should be made in

advance when the need to use Sick Days is foreseeable, Otherwise,
requests to use Sick Days should be made as soon as practicable under the
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absent from work unexpectedly.

C. Certification

The City may require an appropriate medical certification or other appropriate
documentation from an employee when (i) an employes is absent for three
(3) or more consecutive work days; (i) an employee has more than eight (8)
absences from work in any sixty (60) day period; (iii) more than once an
employee is absent immediately before or after a paid holiday, paid vacation
day or other scheduled day off; (iv) an employee has requested a medical
leave of absence or other leave of absence. An employee shall not be
eligible to use Sick Days for any period for which the employee fails to
provide appropriate documentation when required. '

IR SRR 2T Mt B33

D. Carry-Over

Except as provided in this Section 16.01, Sick Days must be used in the
employment year in which they accrue. Otherwise, Sick Days expire and do
not carry over from one employment year to the next.

1. Employees Hired Before June 30, 2016 — Carry Over

Eligible employees hired before June 30, 2016 may accumulate and carry
over up to a maximum of one hundred five (105) accrued, unused Sick
Days from employment year to employment year. However, only up to
ninety (90) accrued, unused Sick Days shall be eligible for payment in
accordance with Section 16.01(E).

2. Employees Hired On or After June 30, 2016 — Carry Over

Employees hired on or after June 30, 2016 may accumulate and carry
over up to a maximum of twenty-four (24) accrued, unused Sick Days
{168 hours) from employment year to employment year. However, only
up to six (6) accrued, unused Sick Days (42 hours) shall be eligible for
payment in accordance with Section 16.01(E).

E. Payout

Except as provided in this Section 16.01, an eligible employee shall receive
payment of fifty percent (50%) of the employee’s accrued, unused Sick Days,
if any, upon death, retirement, resignation and/or termination of employment.
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For example, if an eligible employee has a balance of five (5) accrued,
unused Sick Days, the employee shall receive payment for two and one-half
(2.5) Sick Days.

An employee whose employment is terminated for just cause shall not be
eligible for payment of any accrued, unused Sick Days upon termination of
employment.

An employee who resigns and/or retires from employment and fails to give
advance notice of at least ten (10} working days shall not be eligible for
payment of any accrued, unused Sick Days upon resignation or retirement.

F. Exhaustion of Sick Days

Employees who exhaust their Sick Days may be e]igible for unpaid medical
leave under the Family Medical Leave Act (FMLA) or under Article XVIil.

Section 16.02 — Statutory Paid Sick Leave

Employees, including part-time employees, who qualify as ‘service workers’ under the
Connecticut Paid Sick Leave Law ("CPSLL"), are eligible for statutory paid sick leave
benefits, Statutory paid sick leave benefits are provided subiect to the CPSLL, as amended
from time to time. :

Statutory paid sick leave benefits are summarized in Appendix F to this Agreement and are
subject to change in accordance with the CPSLL. Additional information is available from
the Mayor's Office and at hitps://www.ctdol.state.ct.us/wqwkstnd/Sickl eavel aw.htm (e.g.,
eligibility).

MM JEHZT m BB
SECTION 16.03 — Family Medical Leave

Eligible employees, including part-time employees, may request unpaid family/medical
leave for reasons qualifying under the federal Family and Medical Leave Act (“FMLA”").

FMLA leave benefits and requirements are summarized in Appendix F to this Agreement
and are subject to change in accordance with the FMLA. Additional information is available
from the Mayor's Office.
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ARTICLE XVII 7571 B
PERSONAL DAYS

Section 17.01

Effective July 1, 2009, each bargaining unit employee shall be granted five (5) personal
days, with pay, each year on the anniversary date of their employment. Personal days may
be faken in consecutive hours at the beginning or at the end of the employee’s workday
upon at least one day's notice and subject to the same scheduling limitations as set forth in
Section 12.03. Probationary employees shall receive personal days at the start of their
employment, that shall be good through their probation period and for the remainder of their
first year of employment and that may be used as paid sick leave until they receive actual
paid sick leave days under Section 16.01.

Section 17.02

Employees shall not accumulate personal days to carry over from one year to the following
year.

ARTICLE XV
LEAVE OF ABSENCE WITHOUT PAY

2B JAN I m Beo
Section 18.01 |

Based solely upon the approval of the Mayor, in writing, leave may be granted without pay,
but without loss of seniority, for a specified lengthy of time not to exceed three (3) months, if
it appears to be in the best interests of the City. Such leave may be granted for illness of
immediate family, as defined in Section 15.01, or such other legitimate reason as the
employee may present. Fringe benefits in the form of insurance coverages shall not be
maintained for employees on such leave except upon written request by the employee and
at the employee’s own expense.

Section 18.02

Application for leave of absence without pay shall be made by the employee in writing, 1o
the Mayor or the Mayor’s designee, giving the time frame for the requested leave, and the
reasons necessitating the request.

Section 18.03

Bargaining unit employees who do not return to work on the date stated in their written
request, or do not request an extension of leave in writing, or make a reasonable effort to
notify the City, may have their employment terminated. Employees shall not accept outside
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employment of any kind while on approved leaves of absence, with any violation of this
requirement being deemed just cause for immediate dismissal.

Section 19.01

ARTICLE XIX
VACATION

For the purpose of computing paid vacation, each day of paid vacation shall equal one

day's pay.

Section 19.02

A. The following schedule of vacation allotment according to time of credited
service shall apply fo all bargaining unit employees eligible for vacation hired

. prior to July 1, 2003:

Time in Service

6 months
1 year

2 years
3 years
4 years
5 years
6 years
7 years
8 years
9 years
10 years
11 years
12 years
13 years
14 years
15 years
16 years
17 years
18 years
19 years
20 years and up

City of Derby / Local 1303-253 (City Hall)
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Vacation Allotment

5 days

10 days
11 days
11 days
12 days
13 days
14 days
14 days
15 days
15 days
16 days
17 days
18 days
10 days
20 days
21 days
21 days
22 days
23 days
24 days
25 days

o
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i
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The following schedule of vacation allotment according to time of credit =
setvice shall apply to employees eligible for vacation hired on or after July 1,

2003:
Time in Service Vacation Allotment
6 months 5 days
1 year 10 days
5 years 15 days
6 years 16 days
7 years 17 days
8 years 18 days
9 years 19 days
10 years and up 20 days

In determining vacation allotments each January 1, time in service shall be
computed as though the employee had already reached his or her service
anniversary date that year.

B. For purposes of computing time-in-service under this Article and Section,
each year of parf-time employment will be equal to one-half (1/2) year of full-
time employment. Current employees only, who converted from pari-time to
full-time prior to July 1, 1993, shall not have their time-in-service recomputed.,
JHA AN 2T p B

Section 19.03

A. The scheduling of an individual non-supervisory employee's paid vacation
shall be granted by the employee’s inmediate supervisor based on (a) the
needs of the City to maintain the normal conduct of daily operations and (b)
vacation requests submitted in writing to the immediate supervisor by the
individual employees, which requests shall not be unreasonably denied. In
the event that more than one non-supervisory employee requests the same
days off, such conflicts shall be resolved based on the seniority of the
employees involved. Request form is to be signed by the department head in
a reasonable time frame and a copy provided to the employee requesting
time off.

B. The scheduling of an individual supervisory employee's paid vacation shall be
granted by the Mayor, based upon {a) the needs of the City to maintain the
normal conduct of daily operations and (b) vacation requests submitted in
writing to the Mayor, which requests shall not be unreasonably denied.
Request form is to be signed by the Mayor or Mayor's designee in a
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reasonable time frame and a copy pro.vided to the employee requesting the
time off.

Section 19.04

Employees shall be permitted to carry over a maximum of five (5) days (35 hours) of paid
vacation from one year to the next. No additional wages shall be paid in lieu of vacation.

Section 19.05

in the event that an employee has accrued but unused paid vacation at the time of her
termination, retirement or death, she or her estate, or her beneficiary, as the case may be,
shall receive one day’s pay for each such accrued but unused day of paid vacation.
Employees with accrued but unused paid vacation who fail to give ten (10) working days
written notice of termination of employment or retirement shall forfeit all rights to accrued
butf unused paid vacation.

Section 18.06

in the event of a snow day, declared to be such by the Mayor, or in the event of any
unplanned shutdown of the operation of the City Hall occurring within an employee’s paid
vacation, no additional day of paid vacation shall be allowed.

2 JANZT M BB
Section 19.07

Requests for individual days or hours of vacation by non-supervisory employees shall
require one week advance notice in writing to the employee’s immediate supervisor, such
requests not to be unreasonably denied in light of the need to maintain normal department
operations. Supervisory employees may take individual vacation days when such vacation
will not disrupt normal department operations. Vacation time in consecutive hours at the
beginning or at the end of the employee’s workday shall be allowed. For purposes of
administering this section, any vacation of less than five (5) consecutive wotkdays shall be
deemed to consist of individual vacation days.

ARTICLE XX
INSURANCE

Section 20.01 — Medical Insurance

The City provides medical insurance benefits (health, dental, vision, prescription) to
bargaining unit employees and their eligible dependents as set forth in this Article. Medical
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insurance benefits are provided under the plan(s) summarized in Appendix C to this

Agreement (“Health Plan”).

A. Eligibility. Employees are eligible for Health Plan benefits for themselves,
their spouses and their eligible dependents. Participation is subject to the
terms and conditions of the Health Plan.

B. Employee Contributions. Participating employees shall pay a percentage of
the total cost of the annual premiums due for their Health Plan coverage
{(“Premium Contributions”), as follows:

Effective July 1, 2019 15.0%
Effective July 1, 2020 15.0%
Effective July 1, 2021 15.5%
Effective July 1, 2022 16.0%

Employee Premium Contributions shall be paid by weekly payroll deduction
on a pre-tax basis as allowed by Section 125 of the Internal Revenue Code.

C. City’s Contribution o HDHP-HSA Plan Deductible. The current Health Plan
includes a High Deductible Health Plan with Health Savings Account (HDHP-
HSA Plan). The City shall fund a percentage of the amount of the applicable
HDHP-HSA Pian deductible for participating employees (“HAS Contribution”)

as follows:
Effective July 1, 2019 100%
Effective July 1, 2020 75% DRI JON
Effective July 1, 2021 50%
Effective July 1, 2022 50%

The City's HSA Contribution shall be deposited into employee HSA accounts
on or before July 15 each year.

D. Excise Tax. The Patient Protection and Affordable Care Act (Public Law
1110148) ("PPACA") has set forth and codified under the Internal Revenue
Code (IRC) Section 49801 the imposition of an excise tax related to
employer-provided health insurance plans that exceed certain value
thresholds. The IRC Section 49801 excise tax was scheduled to take effect
in 2018 and has been delayed. Should any Federal statute or regulation
pertaining to IRC Section 49801 be mandated to take effect during the term of
this Agreement triggering the imposition of an excise tax with respect to all or
part of the City's Health Plan, the City and the Union agree to a reopener
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concerning the Health Plan benefits and wage rates set forth in this
Agreement.

E. Annual Buy-Out. The City offers an annual buy-out opportunity for eligible
employees who opt-out of the City's Health Plan ("Annual Buy Out”). To be
eligible for an Annual Buyout, an employee must be eligible to participate in
the City’s Health Plan, must opt out of the City’s Health Plan during the
annual ‘opt-ouf’ period designated by the City and must provide appropriate
proof that the employee and the employee’s eligible dependents have or will
have other qualifying coverage (as required under the Affordable Care Act)
during the period for which the employee is opting out of the City's Health
Plan.

1. Employees Hired On or Before June 30, 2019. An eligible employee who
opts out of the City’s Health Plan shall receive compensation in lieu of
Health Plan benefits as follows:

Individual 2 Person Famil
$2,900 $4,900 $6,400

2. Employees Hired On or After July 1, 2019. An eligible employee who opts
out of the City’s Health Plan shall receive compensation in lieu of Health
Plan benefits as follows:

Individual 2 Person Famil
$2,000 $2,000 $2,000

228 Ja

An employee who opts out of the City’s Health Pian may re-enroll in the
Health Plan during open enrollment periods or upon a qualifying event (as
defined under the Health Plan). Re-enrollment is subject to applicable law
and the terms and conditions of the Health Plan.

F. in the event of a conflict between this Agreement and the terms and
conditions of the master policies of the City’s Health Plan, the terms and
conditions of the master policies of the Health Plan shall govern.

Section 20.02

‘The City may change any medical insurance carrier and/or Health Plan, so long as the
benefits and services provided under the new Health Plan are substantially equivalent to the
benefits and services provided under the existing Health Plan. The City and the Union
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acknowledge that ‘substantially equivalent’ does not mean ‘identical’ and, in the event of a ;
change in medical insurance carrier or Health Plan, some individual benefits, some
services, some modes of service and/or the number and proximity of providers may not be

the same.

bl

The City shall provide the Union with advance written notice of any change in medical
insurance carrier or Health Plan ("Notice”). Such Notice shall be provided to the Union at
least forty-five (45) days in advance of the change being implemented and shall include a
plan description for any substitute Health Plan.

If the Union disputes whether the benefits and services under the proposed substitute
Health Plan are substantially equivalent to the benefits and services provided under the
existing Health Plan, the Union must provide the City with written notice of the dispute
("Objection”) within fifteen (15) days of receiving the City's Notice. Provided that the Union
timely objects to the Notice, the Union shall have the right to go directly to arbitration under
the rules of the American Arbitration Association (AAA) by initiating arbitration within thirty
(30) days of receiving the City's Notice. AAA Administrative fees and the fees of the
arbitrator shall be shared equally by the parties.

Section 20.03 — Life [nsurance

The City shall provide and pay for a $40,000 life insurance policy for each employee.

AN 2T Be32
Section 20.04 — Workers Compensation Insurance

Any full-ime employee who suffers personal injury in the performance of his/her work
and is eligible for total temporary disability payments under the Workers' Compensation
Act, shall be paid a weekly compensation equal to one hundred percent (100%) of
his/her average weekly wage as of the date of the injury reduced by all applicable and
authorized withholdings.

The average weekly wage shall be calculated by dividing the injured employee’s total
wages received during the fifty-two (52) calendar weeks preceding the injury.

All accidents and injuries occurring while an employee is acting within the course and
scope of their employment by the City must be reported immediately to the Mayor or the
Mayor's designee. This section shall be administered according to all applicable provisions
of the Connecticut Workers' Compensation Act, as the same may from time to time he
amended.

An employee who is on Worker's Compensation shali have the time credited as time

worked for purposes of centrast-benefitsincluding seniority rights under this collective
bargaining agreement.

27
City of Derby / Local 1303-259 (City Hall}
July 1, 2019 ~ June 30, 2023



ARTICLE XXI
WAGES
Section 21.01
A. The classification and rates of pay for each bargaining unit position are set

forth in Appendix A to this Agreement.

B. During the term of this Agreement, annual general wage increases shall be as
follows:
» Effective July 1, 2019; 0.0%
» Effective July 1, 2020; 2.0%
+ Effective July 1, 2021; 2.0%
» Effective July 1, 2022: 2.25%
C. On January 15, 2020, each employee shall be paid a one-time stipend in the

amount of iwo percent (2.0%) of the employee’s annual base compensation
effective as of July 1, 2018.

A JANZL e e

Section 21.02

The City may pay newly hired emptoyees five (5%) percent per hour less than the
scheduled rate or the first year of employment.

Section 21.03

The City tax assessor shall receive an automobile allowance of eleven hundred dollars
{$1,100) per calendar year, in monthly increments, commencing January 1, 1991,

Section 21.04

Bargaining unit employees providing recording and transcription services at City meetings
shall receive a flat fee of one hundred ($100) dollars per meeting if the meeting lasts at
least one (1) hour from open to close. If the mesting lasts less than an hour, the fee will be
seventy-five ($75) dollars. If the meeting tasts two (2) hours or more, the employee shall
receive two hundred ($200.00) dollars.

In the event there is no quorum at the City meeting and the meeting is cancelled, the
bargaining unit employee providing recording and franscription services shall receive a flat
fee of twenty-five ($25) dollars. y

Employees who provide recording and transcription services at City meetings will complete
the transcription of the meeting minutes at a time outside the paid City hours of their regular
scheduled work week.
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Section 21.05

A. Full-time employees hired on or before July 1, 1998 shall receive longevity
pay based on his/her wage rate in effect on June 30, 1998 in accordance with
the following schedule and Appendix B attached. Longevity pay shall be
included in the employee’s age rate on the basis of the following schedule:

Years of Service Longevity %
5 1.5%
10 2.0%
15 2.5%
20 3.0%

When an employee reaches his/her fifth year anniversary date (five years
from the date of hire), the 1.5% longevity benefit is added to the wage rate.
Upon reaching the tenth year anniversary date (ten years from the date of
hire), the 2.0% longevity benefit is added to the wage rate. Upon reaching
the fifteenth year anniversary date (fifteen years from the date of hire), the
2.5% longevity benefit is added to the wage rate. Upon reaching the
twentieth year anniversary date (twenty years from the date of hire), the 3.0%
iongevity benefit is added to the wage rate.

B. Employees hired on or after July 1, 1998 shall not receive !ongevity pay.
Section 21.086
When an employee is asked to perform work of a higher paid position he/she shall be paid
the maximum rate for that position. The employee shall receive pay at the higher
classification’s rate of pay for all paid days worked and thereafter said employee shall revert

to his/her previously known rate of pay. W AN o gy
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Section 21.07 — Bi-Weekly Payment of Wages

Effective July 1, 2019, or upon sixty (60) days’ advance written notice, whichever is later,
employees in the bargaining unit shall be paid on a bi-weekly basis, by direct deposit to an
employee's account of record.
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ARTICLE XXII
PENSION AND RETIREE MEDICAL BENEFITS

Section 22.01

The City of Derby Pension Plan, as amended in 1993, shall remain in full force and effect,
and a benefit for employees hired before July 1, 2016,* except as provided herein below:

A. Effective and retroactive to July 1, 1994, and thereafter the pension benefit
formula applicable to all pensions shall be increased from 1.75% to 2.00%
and shall apply retroactively to all years of employees’ service. Any
employee who retired since July 1, 1994 shall have his or her pension
benefits and/or retiree medical benefits adjusted to reflect the improved
pension and/or retiree medical benefits.

B. There shall be no increase in employee contributions to the pension plan
during the term of this Agreement. The total cost of the improvements shall
be borne by the City and shall be funded in accordance with the
recommendations of the plan’s actuaries.

C. . Employees Hired On or Before June 30, 2019. Employees hired on or before
June 30, 2019 are eligible for retiree medical benefits as follows:

Effective and refroactive to July 1, 1994, employees who retire with a City of
Derby Pension or a 401(a) defined contribution plan administered by the City
and having the requisite years of service with the City, as stated below, shall
be entitled to receive retiree medical benefits for the retiree and his/or her
spouse on the basis of the following:

a. The employee completed 20 or more years of employment with the City of
Derby and/or the Board of Education.

b. The benefit for the retiree becomes effective upon the retiree’s 651
birthday and shall continue until his or her death.

¢. The benefit for the retiree’s spouse becomes effective upon the spouse’s
65t birthday and shall continue until his or her death.

d. The cost of retiree and spouse medical coverage shall be paid in full by
the City.

*All full-time employees hired on or after July 1, 2016, shall instead be eligible to enroll in a 401(a)
defined contribution plan administered by the City info which the City shall contribute annually two
percent (2%) of the employee’s wages.
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e. For employees who retire after March 2007, the retiree and spouse SHZLEER
benefit shall include Anthem Medicare Supplement Coverage Plan B. For
employees who retire after July 1, 2012, the retiree and spousal benefit
shall include Medicare Supplement Coverage Plan. The City may
substitute alternate retiree medical coverage through a group or other
individual plan or plans so long as the benefits are substantially equivalent

fo those listed above.

f. Employees and retirees who receive retiree or retiree spouse medical
benefits through their AFSCME collective bargaining agreements which
exceed the terms or benefits described herein shall receive the better
terms or benefits.

g. Employees with 20 or more years of service who retire or otherwise
terminate their service with the City prior to their 65™ birthday or prior to
their spouse’s 65 birthday are entitled to receive the retiree/spouse
medical benefits at the time of the retiree's or the spouse’s 65" birthday.

h. Employees with 20 or more years of service who retire under the Derby
Pension plan prior to their 65" birthday or prior to their spouse’s 65
birthday may elect to purchase retiree/spouse medical insurance at the
group rate until the retiree or the spouse reaches 65, provided there is no
cost to the City and the insurance company approves.

D. Employees Hired On or After July 1, 2019. Employees hired on or after July
1, 20119 are not eligible for retiree medical benefits.

A JAN2T M B3

ARTICLE XXIil
- JOB DESCRIPTIONS

Section 23.01

Written job descriptions for the currently filled positions covered by this Agreement will be
joinily approved by the parties and will be attached as Appendix E.

ARTICLE XXIV
JURY DUTY

Section 24.01
A. All employees receive time off for jury duty.

B. Employees receive time off with pay for jury duty as follows:
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* All employees receive time off with pay for the first five (5) days of jury
duty when performing jury duty in State court (Connecticut) (per
oceurrence);

» For full-time employees, all other time off for jury duty is paid at a rate
equivalent to the difference between the employee’s regular per diem
rate and the statutory per diem rate, if any, paid to jurors under
applicable State or Federal law;

« For part-time employees, all other time off for jury duty is unpaid unless
otherwise required by applicable law.

C. Employees on jury duty are expected to return to work if excused from jury
duty for the day before 12:00 p.m. (noon).

D. Employees who are summoned for jury duty must notify their Department
Head promptly and provide a copy of the jury duty summons for verification.
Employees also must submit proof of their jury duty service to their
Department Head on returning to work after completing their jury duty service.

- The City may require employees serving jury duty of longer than one (1) week
to submit proof of jury duty on a weekly basis.

ARTICLE XXV 2000 JAN 2T M Re2d
SAVINGS CLAUSE

Section 25.01

Should any article, section or provision of this Agreement be found unlawful by the
Connecticut State Board of Labor Relations or a court of competent jurisdiction, the
remainder of this Agreement shall continue in full force and effect.

ARTICLE XXVi
NO STRIKE — NO LOCKOUT

Section 26.01

During the life of this Agreement only, there shall be no strike by any bargaining unit
employee.

Section 26.02

During the life of this Agreement only, there shall be no lockout by the City of any
bargaining unit employee.
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ARTICLE XXVii
DURATION AND STABILITY OF AGREEMENT

Section 27.01

This Agreement shall become effective on July 1, 2019 and shall remain in full force and
effect through June 30, 2023.

Section 27.02

If either the Union or the City desires to meet for the purposes of negotiating changes or
modifications in the provisions of this Agreement, they shall give notice in writing of such
desire to the other party no earlier than January 15, 2023 nor later than thirty (30) days
thereafter, with the parties commencing a first negotiating session within sixty (60) days of
receipt of such notice or within such other time period as the parties may mutually agree.
Should the thirty (30) day notice period expire without notice given by either side, all terms
of this Agreement shall continue in full force and effect for one additiona! year.

Section 27.03

All amendments, alterations or variations of the terms of this Agreement must be mutually
agreed to, reduced to writing and signed by AFSCME, Council 4, and the City before they
shall bind the parties hereto.

IR JAERFT e BadY

sf
In witness thereof the parties hereto have set their hands on this 2 [ day of
\enuan  2019.959 5

FOR THE CITY OF DERBY FOR LOCAL 1303-259 OF COUNCIL 4
AFSCME, AFL-CIO

Tl () e ) log Mogtcn

o
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Percenta e fncrease

Position = - Current Rate :
. (2018]2019) e

APPENDIX A
WAGE SCHEDULE

July 1, 2019

1] July 1, 2022

0.00%

225%

Asséséor | $4461 _' | G

[ s46.4t

Tax Coklector | $36 79._ | | 79

_sar. 53_

| ${3_8;2é'

[ $39.14

Coordlnator [ .$31-32 | ! s

$31 95

$32;59

' $27 78'_' ]

_$28 34___

Assistan_t 1 $2724 |

T s28.08

C[erkFT : | $2200 ] s

| m$22_.44_ |

$22 89 _

[ s241

dakm-'w“jaamf”r”

57 8.22'

1 “$1863: ”

$17.86 |

Cust.odi.an |

*On January 15, 2020, each employee shall be paid a one-time stipend in the amount of
two percent (2,0%) of the employee’s annual base compensation effective as of July 1,

2018.
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APPENDIX B
LONGEVITY
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APPENDIX B
Longevity
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APPENDIX B

Longevity Payments for Current Employeos

The following chart lists the longevity benefit rates to be added to the employes’s hously base
wage rate for oaloulating the longevity payments for employees eurrently working for the City
aid who ate otherwise eligible for longevity benefits pursuant to Seotlon 21,05 of the contract:

Service Years Porcentage Longevity Beneﬂ'tgggg Longevity Total for .
1820 Hour Work
Assessor (Base=$23.41)* ,
2 30 . $0.70 $1,274.00
TaxCollegtor  (Baso=$20.66) '
10 ' 2.0 - $0.41 $ 74620
15 ' 25 . $0.52 $ 04640
20 3.0 . $0.62 $1,128.40
Agssistant and Water Pollution Control Coordinator {Base = $13,99)
5 - 15 3021 $ 38220.
10 .20 ) $0.28 $ 500,60
15 Y _ $035 - $ 637.00 .
20 3.0 $0.42 $ 764.40.
Clerk (Base= $12.19) _ .
5 1.5 $0.18° " § 327,60
10 20 $0.24 £ 436.80
15 2.5 . $0.30 § 54600
20 .30 $0,37 .. % 67340
Custodian (Base=$12.31)
5 1.5 $0.18 $- 327,60
. 10 2.0 . $0.25 $ 455.00
15 2.5 T 031 © 8 56420
20 3.0 $0.37 $ 67340

k4l hotrly base rates are those in effect on June 30, 1998,

1303-25% 2009~3012
braft £inal vl 09.15.0%

2 HAR -3 450
i
i
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APPENDIX C
GROUP INSURANCE
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APPENDIX D
MEDICARE SUPPLEMENT INSURANCE
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Derby-City and Board of Education
Effective Date: 07-01-2018

Aetna Choice® POS I}

- H.8.A. 1500 City

Qualified High Deductible Health Plan
PLAN DESIGN & BENEFITS

ADMINISTERED BY AETNA LIFE INSURANCE COMPANY

e (per plan year)  $1,350 Individua $1,500 Individua $1, ndividua
$2,700 Family $3,000 Family $3,000 Family

Unless otherwise indicated, the deductible must be met prior to benefits being payable.

Once Family Deductible is met, all family members will be considered as having met their Deductible, There is no

Individual Deductible to satisfy within the Family Deductible,

Member Coinsurance Covered 100% Covered 100% 20%
Applies to all expenses unless otherwise stated.
Payment Limit (per plan $1,500 Individual $1,500 Individual $3,000 Individual
year)
$3,000 Family $3,000 Family $6,000 Family

Pharmacy expenses apply towards the Payment Limit.
There is no Individual Payment Limit to satisfy within the Family Payment Limit, Once Family Payment Limit is met, ail
family members will be considered as having met their Payment Limit.

Primary Care Physician Optional : Optional Not Applicable

Selection

Referral Requirement None None MNane
EEVETIES o Ty pee : LSt

e e A GIER)e
Routine Adult Physical Covered 100%; deductible  Covered 100%; deductible
Exams/ Immunizations waived waived
1 exam every 12 months for members age 22 to age 65; 1 exam every 12 months for adults age 65 and older,
Routine Well Child Covered 100%; deductible  Covered 100%; deductible  20%; after deductible
Exams/immunizations waived waived

7 exams in the first 12 months of life, 3 exams in the second 12 months of life, 3 exams in the third 12 months of life, 1
exam per year thereafier to age 22.

Routine Gynecological Covered 100%:; deductible  Covered 100%; deductible  20%; after deductible

Care Exams waived waived

1 exam and pap smear per plan year

Routine Mammograms Coverad 100%; deductible  Covered 100%; deductible = 20%; after deductible

waived waived
Women’s Health Covered 100%; deductible  Covered 100%; deductible  20%; after deductible
waived waived

Includes: Screening for gestational diabetes, HPY (Human- Papiliomavirus) DNA testing, counseling for sexually

transmitted infections, counseling and screening for human immuncdeficiency virus, screening and counseling for

interpersonal and domestic violence, breastfeeding support, supplies and counseling.

Confraceptive methods, sterilization procedures, patient education and counseling. Limitations may apply.

Routine Digital Rectal Covered 100%; deductible  Covered 100%; deductible  20%; after deductible

Examn waived waived . T JANRL mi Fg
Recommended: For covered males age 40 and over. . i
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Derby-City and Board of Education
Effective Date: 07-01-2018

Aetna Choice® POS Il

H.5.A. 1500 City

Qualified High Deductible Health Plan

PLAN DESIGN & BENEFITS
ADMINISTERED BY AETNA LIFE INSURANCE CONMPANY

Prostate-specific Antigen Covered 100%; deductible
Test waived
Recommended: For covered males age 40 and over.

Caovered 100%; deductible
waived

20%; after deductible

Colorectal Cancer Covered 100%; deductible
Screening waived
Recommended: For all members age 50 and over.

Covered 100%; deductible  20%; after deductible

waived

Routine Eye Exams Cavered 100%, after
deductible
1 routine exam per 24 months.
SIGIANSERVIC

Office Visits to Non-
Specialist

Covered 100%; after
deductible

Covered 100%; after

20%; after deductible
deductible ’

20%: after deductible

Covered 100%,; after
deductible

includes services of an internist, general physician, family practitioner or pediatrician.

Specialist Office Visits Covered 100%, after

Covered 100%; after 20%; after deductible

deductible deductible

Pre-Natal Maternify Covered 100%; deductible  Covered 100%; deductible  20%,; after deductible
waived waived

Walk-in Clinics Covered 100%; after Covered 100%; after 20%; after deductible
deductible deductible

Walk-in Clinics are network, free-standing health care facilities. They are an alternative io a physician's office visit for
treatment of unscheduled, non-emergency illnesses and injuries and the administration of certain immunizations. 1t is
not an alternative for emergency room services or the ongoing care provided by a physician. Neither an emergency
raom, nor the ouipatient department of a hospital, shall be considered a Walk-in Clinic.

Allergy Testing Covered 100%, after

Covered 100%; after 20%,; after deductible

deductible deductible
Allergy Injections Covered 100%; after Covered 100%; after 20%; after deductible
deductible deductible

Diagnostic X-ray Covered 100%; after

Covered 100%,; after

20%; after deductible

deductible deductible
Diagnostic Laboratory Covered 100%; after Covered 100%; after 20%; after deductible
deductible deductible
Diagnostic Complex Covered 100%; after Covered 100%, after 20%; after deductible
Imaging deductible deductible _ :

deductible

Covered 10 %; after deductible

deductible

Page 2



Derby-City and Board of Education
Effective Date: 07-01-2018

Aetna Choice® POS I

H.S.A. 1500 City

Qualified High Deductible Health Plan
PLAN DESIGN & BENEFITS
ADMINISTERED BY AETNA LIFE INSURANCE COMPANY

Emergency Room Covered 100%; after Covered 100%,; after Covered 100%; after
deductible deductible deductible

Emergency Use of Covered 100%; after Covered 100%; after Covered 100%:; after

Ambulance deductlble deductible _ deductible

Inpatient Coverage Covered 100%; after Covered 100%; after 20%; after deductible
deductible deductible

Your cost sharing applies to all covered benefits incurred during your inpatient stay.

Inpatient Maternity Covered 100%; after Covered 100%; after 20%, after deductible

Coverage (includes deductible deductible

delivery and postpartum

caire)

Your cost sharing applies fo all covered benefits incurred during your inpatient stay.

Qutpatient Hospital Covered 100%; after Covered 100%; after 20%; after deductible

Expenses deductible ‘ deductible

Your cost sharing applies to all covered benefits incurred during your outpatient visit.

Ouitpatient Surgery - Covered 100%; after Covered 100%; after 20%; after deductible

Hospital deductible deductible

Your cost sharing applies to all covered benefits incurred during your outpatient visit.

Outpatient Surgery - Covered 100%; after Covered 100%,; after 20%,; after deductible

Freestanding Facility deductible deductible

Your cost sharm ap Iles to all covered beneflts incurred during your outatlent visit,

HuERL);
Covered 100%; after Coverad 100%; after 20%; after deductible
deductible deductible

Your cost sharing applies to all covered benefits incutred during your inpatient stay.

Mental Health Office Covered 100%; after Covered 100%; after 20%; after deductlbg i

Visits deductible deductible y

Your cost sharing applies to all covered benefits incurred during your cutpatient visit,

Other Mental Health Covered 100%; after Covered 100%,; after 20%; after deductible

Services deduct;ble o deducﬂbie

Covered
deductible deductible
Your cost sharing applies to all covered benefits incurred during your inpatient stay.
Residential Treatment Covered 100%; after Covered 100%: after 20%,; after deductible
Facility deductible deductible

Page 3
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Derby-City and Board of Education
Effective Date: 07-01-2018
Aetna Choice® POS I
H.S.A. 1500 City

Qualified High Beductible Health Plan

PLAN DESIGN & BENEFITS

ADMINISTERED BY AETNA LIFE INSURANCE COMPANY

Substance Abuse Office

Visits

Covered 100%:; after
deductible

Covered 100%; after
deductible

Your cost sharing applies to all covered benefits incutred during your outpatient visit.

20%; after deductible

Other Substance Abuse

“skilled Nursing Facility

Covered 100%; after
deductible

Covered 100%; after
deductible

Limited to 120 days per plan year,

Your cost sharing applies to all covered benefits incurred during your inpatient stay.

Covered 100%; after
deductlbte'_

Covered 100%; after
deductible

20%; after deductible

20%,; after deductible

Home Health Care

Covered 100%; after
deductible

Covered 100%; after
deductible

20%:; after deductible

Hospice Care - Inpatient

Covered 100%; after
deductible

Covered 100%; after
deductible

Your cost sharing applies to all covered benefits incurred during your inpatient stay.

20%; after deductible

Hospice Care -
Outpatient

Covered 100%; after
deductible

Covered 100%,; after
deductible

Your cost sharing applies to all covered benefits incurred during your outpatient visit.

20%:; after deductible

Private Duty Nursing ~

Outpatient

($15,000 per plan year

max)

Covered 100%; after
deductible

Covered 100%; after
deductible

20%; after deductible

2 SRR

Qutpatient Short-Term

Rehabilitation

Covered 100%; after
deductible

Covered 100%; after
deductible

20%; after deductible

Includes speech, physical, occupational therapy, and spinal manipulation therapy- Unlimited

Autism Behavioral
Therapy
Unlimited

Coverad 100%:; after
deductible

Covered 100%; after
deductible

20%; after deductible

Autism Physical Therapy

Unlimited

Cavered 100%: after
deductible

Cavered 100%; after
deductible

20%: after deductible

Autism Occupational

Therapy
Unlimited

Covered 100%; after
deductible

Covered 100%; after
deductible

20%; after deductible

Autism Speech Therapy

Covered 100%; after

Covered 100%; after

20%; after deductible

Unlimited deductible deductible
Durable Medical Covered 100%; after Covered 100%; after 20%; after deductible
Equipment deductible deductible

Diabetic Supplies

Cavered 100%; after
deductible

Covered same as any
other medical expense.

20%: after deductible

Affordable Care Act
mandated Women's
Confraceptives

Covered 100%; deductible

waived

Covered 100%; deductible
waived

20%, after deductible
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Derby-City and Board of Education
Effective Date: 07-01-2018

Aetna Choice® POS I

H.5.A. 1500 City

Qualified High Deductible Health Plan
PLAN DESIGN & BENEFITS
ADMINISTERED BY AETNA LIFE INSURANCE COMPANY

Women's Contraceptive Covered 100%; deductible  Covered 100%; deductible  20%,; after deductible

drugs and devices not
obtainable at a pharmacy

waived

waived

Hearing Aids
One hearing aid per ear
every 24 months

Covered 100%, after
deductible

Covered 100%,; after
deductible

20%; after deductible

Transplants Covered 100%, after Covered 100%,; after 20%; after deductible
deductible deductible

Acupuncture Covered 100%: after Covered 100%; after 20%,; after deductible
deductible deductible

Bariatric Surgery Covered 100%; after Covered 100%, after 20%, after deductible

Inférﬁ ity “

deductible
TS AT

Cove 10; r
deductible

deductible

Covered 1 ; f
deductible

. 20 o) afterdedu |ble ]

Diagnosis and treatment of the underlying medical condition only.

Vasectomy Covered 100%; after Covered 100%; after 20%; after deductible
deductible deductible

Tubal Ligation Covered 100%:; after Covered 100%; after 20%; after deductible
] deductible deductible

‘ The full ::ost of thedrug is appiled"tc‘)*the deductible before any benefits are considered fo paymeﬁf 'under'the )
pharmacy plan.

2020 JAR 21 m

Pharmacy Plan Type

Aetna Standard Open Farmulary

Generic Drugs

Retail Covered 100%,; after deductible 20% of submitted cost;
after applicable copay
Mail Order Covered 100%, after deductible Not Applicable
Preferred Brand-Name Drugs
Retail Covered 100%; after deductible 20% of submitted cost;
after applicable copay
Mail Order Covered 100%:; after deductible Not Applicable
Non-Preferred Brand-Name Drugs
Retail Covered 100%; after deductible 20% of submitted cost;
after applicable copay
Maii Order Covered 100%; after deductible Not Applicable
Pharmacy Day Supply and Requirements
Retail Up to 2 30 day supply from Aetna National Pharmacy Network
Mail Order Up to a 31-80 day supply from Aetna Rx Home Delivery®.,

Page 5
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Derby-City and Board of Education
Effective Date; 07-01-2018

Aetna Choice® POS ||

H.S.A. 1500 City

Qualified High Deductible Health Plan
PLAN DESIGN & BENEFITS
ADMINISTERED BY AETNA LIFE INSURANCE COMPANY

Standard Specialty Up to a 30 day supply from Aetna Specialty Pharmacy Network.
First prescription fill at any retail or specialty pharmacy. Subsequent filis must
be through our preferred speciaity pharmacy network.

Plan Includes; Diabetic supplies, blood glucose monitors, prescription weight loss drugs and Contraceptive drugs and
devices obfainable from a pharmacy.

Includes sexual dysfunction drugs for females and males, including daily dose, additional 6 tablets per month for
males for erectile dysfunction,

Oral fertility drugs included.

Standard Pre-certification for Specialty Drugs
Seasonal Vaccinations covered 100% in-network
Preventive Vaccinations covered 100% in-network
Affordeb[e Care Act mandated f male contraceptives

mdicat' coer‘I in etwor. _

Dependents Eliglb!hty Spouse, children from bitth to age 26 regardless of student status,

Plans are provided by: Aetna Life Insurance Company. While this material is believed to be accurate as of
the production date, it is subject to change,

Health benefits and health insurance plans contain exclusions and limitations, Not all health services are covered.
See plan documents for a complete description of benefits, exclusions, limitations and conditions of coverage. Plan
features and availability may vary by location and are subject to change. Providers are independent coniractors and
are not our agents. Provider participation may change without notice. We do not provide care or guarantee access to
health services,
The following is a list of services and supplies that are generally not covered, However, your plan documents may
contain exceptions to this list based on state mandates or the plan design or rider(s) purchased by your employer.
* All medical and hospital services not specifically covered in, or which are limited or excluded by your plan
documents.
« Cosmetic surgery, including breast reduction. ‘ e
« Custodial care. e
« Dental care and dental X-rays.
= Donor egy retrieval
» Experimental and investigational procedures, except for coverage for medically necessary roufine patient care costs
for members participating in a cancer clinical trial,
= Home births
» implantable drugs and certain injectable drugs including injectable infertility drugs.
* Infertility services, including artificial insemination and advanced reproductive technologies such as IVF, ZIFT, GIFT,
ICSI and other related services, unless specifically listed as covered in your plan documents.
» Long-term rshabilitation therapy.
* Non-medically necessary services or supplies.
« Qutpatient prescription drugs {except for treatment of diabetes), unless covered by a prescription plan rider and over-
the-counter medications {except as provided in a hospitai) and supplies.
* Radial keratotomy or related procedures.
* Reversal of sterilization.
* Services for the freatment of sexual dysfunctionfenhancement, including therapy, supplies or counseling or
prescription drugs.
* Therapy or rehabilitation other than those listed as covered,
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Derby-City and Board of Education
Effective Date: 07-01-2018

Aetna Choice® POS I

H.S.A. 1500 City

Qualified High Deductible Health Plan
PLAN DESIGN & BENEFITS
ADMINISTERED BY AETNA LIFE INSURANCE COMPANY

Aetna receives rebates from drug manufacturers that may he taken into account in determining Aetna's Preferred Drug
List. Rebates do not reduce the amount a member pays the pharmacy for covered prescriptions. Aetna Rx Home
Delivery refers to Aetna Rx Home Delivery, LLC, a licensed pharmacy subsidiary of Aetna Inc., that operates through
mail order. The charges that Aetna negotiates with Aetna Rx Home Delivery may be higher than the cost they pay for
the drugs and the cost of the mail order pharmacy services they provide. For these purposes, the pharmacy's cost of
purchasing drugs takes inte account discounts, credits and other amounts that they may receive from wholesalers,
manufacturers, suppliers and distributors.

In case of emergency, call 911 or your jocal emergency hotline, or go direcily to an emergency care facility,
Translation of the material into another language may be available. Please call Member Services at 1-888-982-3862.
Puede estar disponible la traduccion de este material en otro idioma. Por favor lame a Servicios al Miembro al 1-888-
882-3862.

Plan features and avallability may vary by location and group size.

For more information about Aetna plans, refer fo www.aetna.com.

® 2016 Aefna Inc.
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APPENDIX D
MEDICARE SUPPLEMENT INSURANCE

37
City of Derby / Local 1303-259 {City Hall}
July 1, 2019 - June 30, 2023
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t/o AMWINS Group Benefits

50 Whitecap Drive
North Kingstown, Ri 02852
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Retlree Medzcal Program -

"_-'Your Retiree Benefits

s Bdfgy b 3

PHAAJANZY B

-
3




Your Retiree Medical Benefits _
® SRYT AR
fall sEpEx

This Post-65 Retiree Medical Program is available to you and your Medicare-eligible spouse. To participate,
you must be 65 or older and enrolled in Medicare Parts A & B.

The medical program is underwritten by United American Insurance Company and serviced by AmWINS Group
Benefits, Inc., a division of AmMWINS Group Inc. AmWINS is known for its high customer service standards and
specifically caters to Medicare-eligible retirees. The retiree medical plan picks up where Medicare leaves off.
The retiree medical plan is based on utilizing Medicare directly as your primary coverage, with a supplement
to address some of the deductibles and co-insurance within Medicare Parts A and B.

In addition, the program includes prescription drug coverage, utilizing a Medicare Part D plan for prescription
drugs. The Medicare Part D prescription drug plan is sponsored by Retiree RxCare and underwritten by
Envision Insurance Company.

How to Enroll
» Review the information in this booklet,
+ Determine your monthly payment, if applicable on the "Payrﬁent Summary" page.
s Complete and sign the enrollment form.

« Complete the Direct Payment Authorization form and include a voided check, if interested in monthly
automatic withdrawals from your bank account.

s Include a check made payahle to City of Derby /AMmWINS Group Benefits, Inc. for the first month’s
payment, if applicable.

s Return the above items in the postage-paid return envelope.

Your enrollment form and first month’s payment must be received in order to activate your benefits.

If you choose not to participate, complete the enclosed Waiver of Coverage and return in the postage-paid

return envelope. |
228 JAN . py B3

If you have any questions or need help with enrolling, please contact
AmWINS Group Benefits Customer Care Center
Toll-Free at 1-888-883-3757
Monday through Friday, 8:00 AM to 8:00 PV EST



Retiree Medical Insurance Plan Summary of Benefits (Plan F)

Underwitten by: United American Insurance Company

_MEDICARE (PART A) - HOSPITAL SERVICES - PER BENEFIT PERIOD*

AN WMATY T .
BT el

ng _
, All but Part A ;
First 60 da\.ls“ | | Deductible _ PafFA Deduct}ble
’El_“thro:.igh g0thday .- :Allput-PartA --PartACoinsurahcé So C
T R s . Coinsurance . :
915 through 150t day
{While using 60 lifetime reserve Al .bUt Part A Part A Coinsurance S0
days) Coinsurance
Once Lifetime Reserve daysare ' T
used: - o o 3 — o
* Additional 365 days: %0 100% of Mediicare Eligible $0- o
T O S _ Expenses - = .}
,_-,Be_yo:r_‘td_theAddlt_lon;.all_SAS_S o a0  Allcosts

ysafte

ospita

T Al approved

amounts

50

$0

| ' Coinsurance

ANl but Part A

: Part A Colnsurance. -

S0

S0

First3 p_ints

Additional amounts~~ © ¢

Available as long as your doctor
certifies you are terminally ill and
vou efect to receive these
services.

All but very limited
coinsurance for
outpatient drugs
and inpatient
respite care

Medicare
Copayment/coinsuran
ce

$0

A JAN 2T o E522Y
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Retiree Medical Insurance Plan Summary of Benefits {Plan F}
Underwritten by: United American Insurance Company

ICARE ART B) - MEDICAL SERVICES - PER CALENDAR YEAR

..“I\A/_Ee&ig:are PartB E;ed't:t-:t{blé‘:' T T .
Medicare-approved amounts** 50 Part B Deductibie $0
Remamder of Medlcare approved | PSS ‘ . ; N
amounts - - | Generally 80% : Gener_aﬂy 20% E 0%
Part B Excess Charges
{Above Medicare Approve S0 100% 0%
First 3 pints 50 Al costs 50

PartBDeductible - Lo o | _ . RNy
Medicare Approved Amounts** S »0 o Part B Deductible S SD
Remainder of Medicare Approved 80% 20% 40
Amounts

:CLINICAL LABORATORY. SERVICI : P e i
Blood tests for Diagnostic Services 100% S0 $0

MEDICARE PARTS A & B

MMe icahluly negéésaw skifle care-w ]
| _services and medical supplies 100% 50 50
' DURABLE MEDICAL EQUIPMENT:

Medicare Part B Deductible .
0] Part B Deductib} 0
Medlicare Approved Amounts™** ? ar eductible J
_Rema:nderof MedlcareApproved 80% Y A ¥ $0
-Amounts : o : 7 SRS




Retiree Medical Insurance Plan Summary of Benefits (Plan F)
Underwritten by: United American Insurance Company

OTHER BENEFITS NOT COVERED BY MEDICARE

First 5250 each calendar year S0 $0 $250
e a 3 . | 20% and amounts
S R 80% to a lifetime - ;
Remainderofcharges |80 | iumorgsogon | OVl the$50,000 -
S : S IR . ~lifetime max .~ . ¢

*A benefit period begins on the first day you receive service as an inpatient in a hospital and ends after you have
been out of the hospital and have not received skilled care in any other facility for 60 days in a row.

**0Once your plan has been billed the first dollars of Medicare-Approved amounts for covered services (which are
noted with two asterisks}), your Medicare Part B Deductible will have been met for the calendar year.

Benefits are paid anly for those expenses which have been approved as ellgible by the federal Medicare program.

Benefits will not be paid for any expenses which are not determined to be Medicare Eligible Expenses by the
Federal Medicare Program or its administrators, except os otherwise specified.

The summary of program benefits described herein Is for iflustrative purposes only. In case of differences or errors,

the Group Policy governs.




Retiree Medical Insurance Plan Summary of Benefits (Plan B)
Underwritten by: United American Insurance Company

MEDICARE {PART A) - HOSPITAL SERVICES - PER BENEFIT PERIOD*

) All but Part A o

.Fi.rs-t.s.q"d.e?ys” Deductible Pért A Deductible SQ |

'Gls-téfhmuéh.‘&oth.day : All Put PartA | parta Coinsurance $0

S SR .Coinsurance : : -

915 through 150 day

(While using 60 lifetime reserve Al .bUt Part A Part A Coinsurance 50

days) Coinsurance

‘Once Lifetime Reserve daysare. '

used: - ' . .
N T : -100% of Medicare Cap
Additional 365 days: . 50 . Eligible Expenses B0
Beyond the Additional 365 days - 50 S0 All costs

aysafte:
All approved
_ amotmnts 20 7 50
21st through 100th day All but Part A ; S 0 Part A'Eéiﬁédfé nce -
L Coinsurance ST R
101st day and after 50 50 All costs

First 3 pints

3 pints

Additional amounts

Available as long as your doctor
certifies you are terminally ill and
you elect to receive these services.

All but very limited
coinsurance for
outpatient drugs
and inpatient

respite care

S0

Balance
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Retiree Medical Insurance Plan Summary of Benefits (Plan B}
Underwritten by: United American Insurance Company

MEDICARE {PART B) - MEDICAL SERVICES - PER CALENDAR YEAR

‘ Medicare Part B beducti‘ble:

Amounts)

Medicare-approved amounts** 30 30 Part B Deductible
“Remainder of Medlcare approved ' o, - - '
* amounts Generally 80% .Generally 20% %
Part B Excess Cha rges
{Above Medicare Approve S0 0% 100%

All costs

Amounts

First 3 pmts $0

‘Medicare Part B Deductible: = . U 3 R )
Medicare-approved amotints**- 0 S0 /| PartB Deductible
Remainder of Medicare Approved 80% 20% $0

‘CLINICAL LABORATORY. SERVICES:

Blood tests for Diagnostic Services

100% S0

$0

" MEDICARE PARTS A & B

Medically necessary skilled care
services and medical supplies

100% S0

50

"DURABLEMEDICAL EQUIPME|

Medicare Part B Deductible:
Medicare-approved amounts**

$0 30

Part B Deductible

" Rémainder.of Med:care Approved
Amounts

L 80% 20%

50

*A benefit period begins on the first day you receive service as an inpatient in a hospital and ends after you have
been out of the hospital and have not received skilled care in any other facility for 60 days in a row.

**Once you have been billed the first dollars of Medicare-Approved amounts for covered services {which are noted
with two asterisks), your Medicare Part B Deductible will have been met for the calendar year.

Benefits are paid only for those expenses which have been approved as eligible by the federal Medicare program.

Benefits will not be paid for any expenses which are not determined to be Medicare Eligible Expenses by the
Federal Medicare Program or its administrators, except as otherwise specified.

The summary of program benefits described herein is for illustrative purposes only. In case of differences or errors,

the Group Policy governs.
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Retiree j}Care

2019 Prescription Drug Benefit Medicare Part D ENH 4T09
January 1, 2019 — December 31, 2019

Prescription Drug Benefits
Deductible nd leltson HowMuch ou a for C‘overed Servxces i}

Aniual Dedictible - s S T - G : R EO
There is no deductible for Retnee RxCare You begm in the Imtxal Coverage Stage When you .ﬁII your
first prescription of the year.

Tiiitial Coverage - i L i B T
You pay the followmg untll your total yearly diug costs reach $3 820 Total year ly dlug costs are the
total drug costs paid by both you and our Part D plan. You may get your drugs at network retail
pharmacies and mail order pharmacies.

Tier 1 $10 .00 $20.00
Tier 2 $25.00 $50.00
Tier 3 $50.00 $150.00
Tier 4 25% coinsurance 25% coinsurance

1JaN 2T m Ee3
If you reside in a long-term care facility, you pay the same as at a retail pharmacy. ZRAJANZL it

Most Medicare drug plans have a coverage gap (also called the “donut hole™). This means that there
may be a temporary change in what you will pay for your drugs. The coverage gap begins after the total
yearly diug cost (including what our plan has paid and what you have paid) reaches $3,820.

With Retiree RxCare, after you enter the coverage gap, you will continue to pay your Initial Coverage
Stage copayment amount for covered drugs until your costs total $5,100, which is the end of the
coverage gap. Not everyone will enter the coverage gap.

Catastrophic Coverage

After your yearly out-of-pocket drug costs (including drugs purchased through your retail pharmacy and
through mail order) reach $5,100
s You pay the greater of: '
o 5% of the cost, or
o  $3.40 copay for generic (including brand drugs treated as generic) and a $8.50 copay for
all other drugs.

*  Our plan pays the rest of the cost of covered drugs.

Retiree RxCare . 57694 1000 ENH 4T09
Underwritten by Envision Insurance Compary
A Medicare Contracted Part D Sponsor



2019 Prescr 1pt10n Drug Benefit Medicare Part D Base (PDP 000)
January 1, 2019 — December 31, 2019

Prescription Drug Benefits
Deductible and L}mlts on How Much You Pa for Covered Servmes

Annual Deductible - - S
How much is the deductible: $415 per calenda1 year.

Initial Coverage - ="~ SRR : = 5 ' S ' i
You pay the following untll your total year[y drug costs reach $3, 820 Totai yearly drug costs are the
total drug costs paid by both you and our Part D plan, You may get your drugs at network retail
pharmacies and mail order pharmacies.

25% coinsurance 25% coinsurance

If you reside in a long-term care facility, you pay the same as al a retail pharmacy.

Most Medlcare drug plans have a coverage gap (a so called the “donut hole”) ThlS means that there |
mnay be a temporary change in what you will pay for your drugs. The coverage gap begins after the total
. yearly drug cost (including what our plan has paid and what you have paid) reaches $3,820.

After you enter the coverage gap, you pay 25% of the plan’s cost for covered brand name drugs and
37% of the plan’s cost for covered generic drugs until your costs total $5,100, which is the end of the
coverage gap. Not everyone will enter the coverage gap.

After your yearly out-of-pocket drug costs (including drugs purchased through your retail pharmacy and
through mail order) reach $5,100
¢ You pay the greater of:
o 5% ofthe cost, or
o $3.40 copay for generic (including brand drugs treated as generic) and a $8.50 copay for
all other drugs.

¢ Our plan pays the rest of covered drugs of the cost.

ZHZ8JANZL m E 23

Retiree RxCare ‘ §$7694 1000 PDP 0000
Underwritten by Envision Insurance Company
A Medicare Contracted Part 1D Sponsor




MONTHLY PAYMENT SUMMARY

Medical Plan F $219.00 $52.00

Medical Plan B §219.00 $0.00

Enhan-ged Rx Plan 1
(ENH 4T09) 50.00 $223.83
Basic Rx Plan
(PDP 0000) S0.00 $77.56

Rates above are effective from 1/1/19 to 12/31/19 and are subject to change each year on January 1%,

Once you have determined your monthly rate, please send a check with your first monthly payment made
payable to: City of Derby / AmWINS Group Benefits, inc., 50 Whitecap Drive, North Kingstown, Rl 02852

Please return your first monthly payment along with your enrollment forms in the enclosed postage paid
return envelope.

228 JEN 2T m Be3
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RETIREE MEDICAL PLAN ELECTION FORM

City of Derby
Underwritten by: United American Insurance Company

Name Date of Birth
Address Social Security Number
City Sex Phone Number
State - Zip Code Medicare ID#
{From Medicare id card):
Hospital {Part A) effective date Medical [Part B} effective date
{from Medicare ID card): {from Medicare 1D card):
Email Address Date of Retirement

Name Date of Birth
Sex . Social Security Number
Date of Retirement Medicare [D#
. (From Medicare Id card):
Hospital (Part A) effective date Medical {Part B) effective date

{from Medicare ID card):

{effective_date}

Check Desired Coverage:

Medical Plan F:

Medical Plan B:

o]
)
[yl
[mcui}
L
oL
i
[
ey
=
o
fn )
It
£

Please sign and date the next page

{continued on reverse)

cw




RETIREE MEDICAL PLAN ELECTION FORM

Date: : Retiree Signature:

Date: Spouse/Surviving Spouse Signature:

If you are an authorized representative, you must sigh above and provide the following information:
Name:

Address:

Phone Number:

Relationship to Retiree:

Please return signed election form to:
AmWINS Group Benefits
50 Whitecap Drive, North Kingstown, Rl 02852

For Customer Service, please call: 1-888-883-3757
Vionday through Friday, 8:00 AV to 8:00 PV EST

R JANPL m Redd
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Retlr_ ee @ care Retiree RxCare Medicare Prescription Drug Plan

Enroliment Form
Please contact Retiree RxCare of you need information in another language or format (Braille).

To enroll in Retiree RxCare, Please Provide the Following Information and sign the last page of this form.

City of Derby EFFECTIVE DATE: {effective_date}

Name: Gender: TOM OF Birth Date:
Street Address:

City: State: Zip:

Social Security Number: Phone Number:

Medicare ID # (from Medicare ID card}:

Hospital {Part A) effective date (from Medicare ID card):
Medical {Part B) effective date (from Medicare ID card):
Email Address:

Name: Gender: OM OF Birth Date:
Street Address: ‘

‘City: State: Zip:

Social Security Number: Phone Number:

Medicare ID # (from Medicare 1D card):
Hospital (Part A) effective date (from Medicare 1D card):
Medical {Part B) effective date (from Medicare ID card):

Email Address:

Name:

Phone Number: Relationship to you:

Please check which plan you want to enroll in:

Retiree: Spouse or Surviving Spouse:
[d Enhanced Rx Plan (ENH 4T09) O Enhanced Rx Plan (ENH 4708}
[d Basic Rx Plan (PDP 0000) 0 Basic Rx Plan {(PDP 0000)

(Continued on next page)

Retiree RxCare IZBEE ijﬁb‘g ‘21 Pt E=23§
Underwritien by Envision Insurance Company
A Medicere Contracled Part D Sponsor
57694 1070

LR




1. Some individuals may have other drug coverage, including other private insurance, TRICARE, Federal employee
health benefits coverage, VA benefits, or State pharmaceutical assistance programs.

Will you have other prescription drug coverage in addition to Precise RxCare? [Yes [ No
if “yes:, please list your other coverage and your identification (ID) number{s) for this coverage below:

Name of other coverage: 1D # for this coverage: Group # for this coverage:

2, Areyou a resident in a long-term care facility, such as a nursing home? Cyes ONo
If “yes”, please provide the following information:

Name of institution:

Address {number and street} & Phone Number of Institution:

Please check one of the boxes below if you would prefer that we send you information in a language other than
English or in another format:
Over the phone interpretation service for multiple languages are available by calling 1-855-693-3921

_ Large Print Braille Spanish Portuguese

Please contact Retiree RxCare at 1-855-693-3921 if you need information in another format or language than what
is listed above. TTY users should call 1-855-693-3921. Our office hours are 8:00 AM to 8:00 PM (EST}, Monday

through Friday.

If you are a member of 2 Medicare Advantage Plan {like an HMO or PPO), you may already have prescription
coverage from you Medicare Advantage Plan that will meet your needs. By joining Retiree RxCare, your
membership in your Medicare Advantage Plan may end. This will affect your doctor and hospital coverage as well
as your prescription drug coverage. Read the information that your Medicare Advantage Plan sends you and if you
have guestions, contact your Medicare Advantage Plan.

HAJEN 2T

Retiree RxCare is offered through your employer or union. You could lose your employer or union health
coverage if you join another Medicare Part D plan. Read the communications your employer or union sends you, if
you have guestions, visit their website, or contact the office listed in their communications. if there isn’t
information on whom to contact, your henefits administrator or the office that answers questions about your
coverage can help

rug

By completing this enrollment application, | agree to the following

Retiree RxCare is a Medicare drug ptan and has a contract with the Federal government, | understand that this
prescription drug coverage is in addition to my coverage under Medicare; therefore, | will need to keep my
Medicare Part A or Part B coverage. It is my responsibility to inform Retiree RxCare of any prescription drug
coverage | have or may get in the future. | can only be in one Medicare prescription drug plan at a time — if | am
currently in a Medicare Prescription Drug Plan my enrollment in Retiree RxCare will end that enrofllment.
Enrollment in this plan is generally for the entire year. Once | enroll, | may leave this plan or make changes if an
enrollinent period Is available, generally during the Annual Enrollment Period (October 15 — December 7), unless |
gualify for certain special circumstances.

{Continued on next page)}

Refirae RxCare

Underwritian by Envision Insurance Company
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Retiree@ﬁare

Retiree RxCare Is a nationwide Medicare Part D plan. i | move out of the area Retiree RxCare serves, | need to
notify the plan so | can disenroll and find a new plan in my new area. 1understand that | must use network
pharmacies except in an emergency when | cannot reasonably use Retiree RxCare network pharmacies. Once | am a
member of Retiree RxCare, | have the right to appeal plan decisions about payment or services if | disagree. | will
read the Evidence of Coverage document from Retiree RxCare when | get it to know which rules I must follow to get
coverage,

| understand that if | [eave this plan and don’t have or get other Medicare prescription drug coverage or creditable
prescription drug coverage (as good as Medicare’s), | may have o pay a late enroliment penalty in addition to my
premium for Medicare prescription drug coverage in the future.

| understand that if | am getting assistance form a sales agent, broker, or other individual employed by or
contracted with Retiree RxCare, he/she may be paid based on my enrollment in Retiree RxCare.

Counseling services may be available in my state to provide advice concerning Medicare supplement insurance or
other Medicare Advantage or Prescription Drug Plan options, medical assistance through the state Medicaid
program, and the Medicare Savings Program.

Release of Information:
By joining this Medicare prescription drug plan, | acknowledge that Retiree RxCare will release my information to
Medicare and other plans as is necessary for treatment, payment and health care operations. | also acknowledge
that Retiree RxCare will release my information, including my prescription drug event data, to Medicare, who may
release it for research and other purposes which follow all applicable Federal statutes and regulations. The
information on this enrollment form is correct to the best of my knowledge. | understand that if | intentionally
provide false information on this form, | will be disenrolled form the plan.

I understand that my sighature (or the signature of the person authorized to act on my behalf under State law
where [ live) on this application means that | have read and understand the contents of this application. If signed
by an authorized individual (as described above), this signature certifies that: 1) this person is authorized under
State law to complete this enroliment and 2) documentation of this authority is available upon request by

Medicare.

If you are the authorized representative, you must provide the following information:

Name:

Address:

Phone Number:

Relationship to Enrollee:

"Plan ID#

Effective Date of Coverage: IEP: AEP: I SEP (type):

Plan Representative Signature:

Refiree RxCare
Undenwritten by Envision Instirance Company
A Medicare Contracted Part D Sponser
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DIRECT PAYMENT AUTHORIZATION FORM

Please read, sign and return with your Enroliment Forms to
AmWINS Group Benefits, 50 Whitecap Drive, North Kingstown, Rl 02852

Name (Last, First, Middle Initial):

Street Address:
City: State: Zip:
Type of Account: Select Monthly Withdrawal Date:
O savings [0 Checking [ 1st O 8th O 15th

Please ensure the following:
To deduct from your checking account;

I A VOIDED check must accompany this signed authorization. {Starter checks not accepted)

Teo deduct from your savings account;

[0 A Signed letter from your banking institution must accompany this signed authorization.

John & Shella Customey
9876 Appleview Lane
Everytowm, US 98765-4321

15-DC00000000H00¢

1234

PAYTOTHE
ORDER GF

DOLLARS

HOMETOWHN BANK
Doventawn, U5 98765-4321

For

HPAJAM 21 o

Pt
[l

k250240025 ): 12345678 1234

Monthly payments are withdrawn on the 15t business day on or after the date you selecied above. You will
receive a confirmation from AmWINS Group Benefits that we have set up your account information to
withdraw from your designated bank account. Note: Your monthly deduction will show as AMWINS on your

bank statement.

| authorize AmMWINS to withdraw my payment from my checking or savings account according to my agreed payment
schedule. This authorization is to remain in force until AmWINS has received written notification from me of its
termination in such time and manner as to afford AmWINS a reasonable opportunity to act on the request. f my
account is erroneously charged, my financial institution will immediately credit the same amount to the account up to

15 days following issuance of the statement or 45 days after posting, whichever occurs first,

Sighature: Date:

AmWINS Group Benefits Customer Care Center 1-888-883-3757, Monday - Friday, 8:00 AM to 8:00 PM (EST)

P 3
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If you DO NOT wish to enroll in the City of Derby Plan(s), please complete, sign and return this Waiver of
Coverage form.

WAIVER of COVERAGE

Name:

Name:

Address: Address:

City: City:

State: Zip Code: State: Zip Code:

NO, DO NOT ENROLL ME {us) in the City of Derby Plan(s). | (we) understand that by choosing this option, | am
{we are) declining medical and prescription drug coverage, and will not be able to re-enroll at a later date.

Retiree:

Date:

Spouse (or Surviving Spouse):

Date:

)
£

i
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ANSWERS to YOUR QUESTIONS

Q: Who can [ call if | have questions?

A: Piease contact the AmWINS Group Benefits
Customer Care Center toll-free at 1-888-883-3757,
Monday through Friday, from 8 a.m. to 8 p.m. EST.

Q: How does the plan work?

A: Medicare has coverage gaps which are the costs
that you must pay, like coinsurance, co-payments,
and deductibles, This plan helps fill those gaps. You
may go to any doctor, specialist, or hospital that
accepts Medicare. Medicare pays its share and
then your plan pays based on your plan’s benefits,
You will recelve a Medicare Summary Notice in the
mail (in most cases each month), including
information on the amount paid on your behalf and
any additional amount due.

Q: Can my age 65 spouse enroll if | am not yet age
657

A: Yes, As long as your spouse is eligible to
participate in the Program and is age 65 or over. As
soon as you become Medicare eligible, you can
enroll on the first day of the month in which you
reach your 65th birthday.

Q: My spouse is not yet 65. What will happen to
coverage for my spouse after | enroll in this plan?
A: Your spouse will continue coverage under the
pre-Medicare early retiree plan. Two months prior
to your spouse attaining age 65, a Medicare
enrollment packet will be mailed. At that time,
vour spouse should contact Social Security to enroll
in Medicare Parts A and B in order fo be eligible to
enroll in the group Medicare Plan.

Q: Will | have to re-enroll in the Plan next year?
A: No, once you enrcll, you remain in the plan until
you elect or terminate coverage.

Q: When will t receive my ID Cards?

A: ID cards will be sent once we process your
enrollment materials. Medical and Prescription
Drug ID cards will arrive in two separate packages.

Q: How are my medical claims paid?

A As long as your physician accepts Medicare you
will not have to send in any claim forms. Present
your ID card along with your Medicare card to your
doctor. Medicare pays the provider of the
Medicare portion of your claim and forwards the
balance due to the claims administration
department. Remaining amounts will be billed to
youl.

Q: Do | still need my Medicare ID Card?
A: Yes, You will continue to use your Medicare ID
card with this plan in conjunction with your Plan ID
card. '
AR 2T mi BRTy
Q: Do my prescription drug co-payments count
toward my medical plan deductible?
A: No. Any co-payments you make for prescription
drugs do not count toward deductibles or out of
pocket maximum amounts for your medical plan.

Q: How do | get my prescriptions filled?

A: Simply present your 1D card and prescription to
a participating pharmacy in the plan netwerk. You
will also receive information about mait order
prescriptions when you enroll. You can find more
information about your prescription coverage by
visiting www.retireerxcare.amwins.com or by
calling AmWINS Group Benefits at 1-888-883-3757.

Q: Where can | get information on using Mail
Order Services?

A: Once you enroll in the plan, you will receive a
fulfillment kit in the mail which will include mail
order information from Walgreens, the Mail
Service Pharmacy for Retiree RxCare. Please be
aware that you will need to obtain new
prescriptions from your Doctor before ordering
prescriptions from this new mail order program.
The necessary forms and instructions on how to
order prescriptions through the mail order service
will be included in your fulfiliment packet. Please
expect your package and materials to arrive shortly
before your plan effective date.



ANSWERS to YOUR QUESTIONS

Q: How can | find out if my drugs are covered on
the new plan?

A: You will receive a copy of the formulary (List of
Covered Drugs) in your fulfillment packet once you
enroll. Some covered drugs may have additional
requirements or [imits on coverage. You can find
out if your drug has any additional requirements or
limits by reviewing the formulary. If your drug is
not included on the formulary, you should first
contact us and ask if your drug is covered, Please
contact AmWINS Group Benefits Customer Care
toll-free at 1-888-883-3757 for more information
ahout your prescriptions.

Q: How can | lower my drug expenses?

A: Generic medications often cost less than brand-
name counterparts. Talk to your doctor to
determine if a generic is available. You may also
have the option of mail order, where you can
receive up to a 90-day supply for one mail order co-
payment,

Q: What services are not covered?

A: Services not covered by Medicare are not
covered by this plan. Please contact us for the
Medicare exclusion list. You may also call 1-800-
MEDICARE or visit www.medicare.gov.

228 JAM 2T pit GedG
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Disclaimer: The benefit information contained in this brochure is subject to change at any time, and
the Company reserves the unifimited right to make benefit plan changes at any time, Any changes to
the benefit plans implemented by the Company will be considered effective, regardless of whether
notice has been given, on the date set by the Company. If you are ever in doubt about your retiree
medical benefits, please contact AMWINS Group Benefits at 1-888-883-3757.




APFENDIX E
JOB DESCRIPTIONS
MIBJAN 2L m B30
oy i
38
City of Darby / Local 1303-259 (City Hall)
July 3, 2019 - June 30, 2023




APPENDIX E
Assessor (Part-Time) JOB DESCRIPTIONS
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Date: December 20, 2017

Posting for Pari-Time Assessor

The City of Derby is seeking to fill the position of Cetiified Part-
Time Assessor.

The job description is on file with the Mayor's office.

Any Local 1303-259 employee wishing to be considered for the
position of part-iime assessor must submit a request in writing fo

iheir supervisor or the Mayor on or before January 2, 2018.

Requests received affer January 2, 2018 will not be considered.

City of Derby / Local 1303-258 (City Hall)
Existing Job Descriptions scanned and attached on 2/24/2021 in accordance with Section 23.01



. APPENDERIEdA!
Assessor {Part-Time) JOB DESCRIPTIONS

CITY OF DERBY
TITLE; Assessor

DBIECTIVES

Under the general direction of the Mavyor, directs and administers the town-wide assessments
of real and personal property preparatory to compiling the Grand List for taxation purposes and
related activities; adheres to mandated General Statute schedules; administers reevaluation,
office and budget procedures, compiling and certifying the Grand List by verifying the Town
Clerk's data; monitors and confirms data relatad o the Grand List,

ESSENTIAL FUNCTIONS
Administers, directs and participates in the activities of the Assessor’s Office in the functionat
areas of appraisal, classification, and recording oftaxable and non-taxable property as required

by law.

Supervises and pzriicipates in the valuing of all taxable and non-taxabie real estate and taxable
personal praperty to establish and certify the Grand-List,

Supervises and instructs subordinates in the listing and appraisal of faxable real and personal
property.

Conducts physical inspection and appraisals of existing properties, improved properties, and
properties under construction to determine their value.

Compiles, maintains and analyzes statistical data to insure equity In assessments,
Evaluates current assessment practices and proposes changes as warranted.
Investigates property and businesses to find taxable property not previously recorded.

Projects estimated values of proposed buildings for commerdial developments for planning
putposas and Tor City officials.

Raviews deeds, splits and subdivisions; plots and drafts subdivisions and revised boundary lines
on existing aerlal maps, computes and classifies areas to establish values, reviews and
processes applications for land classifications.

Applies special use assessments to farm, forest and open space lands; mainizins a chack on
such properiies; computes conveyance tax when properiies are sold. .

Completes titles searches and ransfers properties requiring Judgemen’ts on complax
separations and transfers,

City of Derby / Local 1303-259 (City Hall) E-2

Existing Job Descriptions scanned and aftached on 2/24/2021 in accordance with Section 23.01
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. APPENDIX E
Assessor (Part-Time) JOB DESCRIPTIONS

Estahiishes value of unpriced motor vehicles for regular and supplemental lists according to
State cade letiers; prepares, submits, and verifies data for all property assessments and motor
vehicle lists.

Keeps abreast of current construction costs; testifies on behalf of the City against lawsuits
related to value assessments; investigates records, transfers, and related data to ensure
compliance with regulations.

Resolves complaints relating to assessments and make adjustments as warranted; represents
the City of Court regarding related legal action against the Clty as required.

Maintains accurate property title records and records refating to ownership, sales and value of
" land and Improvements. .

Coordinates with the Board of Tax Review regarding appeals.
Supervises the preparation, installation and maintenance of property tax maps and records.

Reviews claitns for exemptions for conformance to State Statutes and records authorized tax
exemptions; conducts re-filing program every four years,

Meets and provided information to the public, other City departments, and attorneys to explain
assessmeant procedures and conclusfons,

Supervises and trains clerical support staff.
Prepares and administers opening budget for department.

Oversees and coordinates contracted revaluation services and s responsible for acceptance of
cornpleted work and recommend the need for, and selact private appraisal services.

Submits oral and written reports to State {OPM} and City officials.
Obtains additional tralning and education in appraisal and assessment laws and techniques.

Performs other related work as required.

City of Derby / Local 1303-259 (City Hall) E-3
Existing Job Descriptions scanned and aitached on 2/24/2021 in accordance with Section 23.01



Assistant Assessor {(Full-Time) JOB DESCR]PTION;S =

101
City of Derby

. TITLE: ASSISTANT ASSESSOR
;  OBIBCTIVES
Under the supervision of the Assessor, provides technical and administrafive assistance to the Assessor in the
valvation of real and personal property; collects and processes information fo establish the City Grand List.

Acts for the Assessor in his/her sbsence.

ESSENTIAT, FIINCTIONS

Prices, enters and russ reports for motor vehicles and motor vehicle supplements, changes addresses acd adds
mgtor vehicles which DMY omitted from the City Hst.

Enters building permits for new homes, home additions and pools and forwards M-45 copies to State OPM.

Receives applications from homeowners, renfers, elderly, disabled and veterans for tax. assessment reductions
("cireuit breakexs").

Generates State xeports, updates compuier with cumrent property wansfers, adds, credits, deletes, pro-rations,
agsessment adjustments, exemptions, ete.; prints labels, generates iapes of Grand List, efc.

Assists In preparing the Grand List and prepazes statistical repoxis.
Receives complaints and makes recommendations concerning abatements,

"::"5 Assists, assigns and trains departinent clerical staff Involving office record keeping, and use of computer
sysfem(g).

Prepares monthly property fransfers and enters into computer.

Coordinates with the Tax Collector’s Office and the City Clerk’s Office regarding tax adjustments and
refunds, in preparation on and filing for State reimbursement programs.,

Tvieets, greets and assists the general public, attorneys, appraisers and tifle searchers regarding City
properiies; types letters, answers telephone and makes copies of street cards.

Performs other related duties as assigned.

R WAk
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. . APPENDIX E
Assistant Assessor (Full-Time) JOB DESCRIPTIONS
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101
REQUIRED XNOWILEDGE, SKILLS AND ABIITIES

k Kmowledge of the principles, mefhods and techniques of teal and personal property evaluation for assessment
¢ puzposes.

Kuowledge of criteria used for the distressed programs, personal propeny vaiues, eldesly programs, veterans
programs, SSI, blind and municipsl ordinances.

Ability to plan, assign and supervise work of a part time Clerk,

Ability to read and understand deeds, review residential and commercial appraisals, _

Ability to understand and interpret laws pertaining fo property assessment.

Ability to prepare comfmter and statistical reports. '

Ability fo establish and maintain effective working relationships with other employees and the public.
REQUIRBD EQUIPMENT OPERATION

Operates a typewriter, calculator, computer for data enfry, word processing and report preparation, and ofher '
standard office equipment; drives a motor vehicle. '

REQUIRED PHYSICAL, BEFORT
Must te able to sit and stand over extended periods of time, bend, reach, 1ift aud carry forms, materials, etc.
QOUALIFICATIONS (Minimum)

Graduation from high school plus specialized training in computer operations plus a minimum of one year in
redl property appraisal work and municipa] assessment or equivalent.

-

September, 1998 : ‘

City of Derby / Local 1303-258 (City Hall) E-5 '
Existing Job Descripticns scanned and atfached on 2/24/2021 in accordance with Section 23.01



APPENDIREHAR

Clerk PT ~ Building & Zoning {Part-Time) JOB DESCRIPTIONS A
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DUTIES OF PART-TIVE SECRETARY FOR BUILDING & ZONING DEPT.

Reception & secretarial duties for Bldg, & Zoning, Electrical Inspecior, Facilities Managers

Filing of permits & plans for Building, Zoning & Inland/Wetlands

Orgenizing Zoning & D IWA. plans for submission to Agzescies

Recording of permits daily into day book

Typing corzespondence

State Quarterly Reporis for Building, Zoning & Inland/Wetlands

‘Writing requisitions for department expenditures

‘Weekly salary sheets

MMonthly vehicle allowanos shesis

Anoual Budget for Building Dept,

Keeping & retvieving P&Z, Zoning & DIWA files

Ordering stpplies & Bldg. Dept, forms

Monthly Building Dept, seports fo Bd, Of Aldemuen . .

Monfhly Reconciliation of cash & checks to Finance Dept, ewe, ot e
Copying of documents of Bldg, Dept, files for the public . BN ‘ '-
Sending Faxes H b, o

Keeping vacation, sick time zecords ‘ i

Because of shared office space, assisting customers for Assessor &Fire Maxshal’s ofﬁce 2




. . ) APFENDIX E
Custodian - City Hall (Full-Time) JOB DESCRIPTIONS

HAHEE oM 4555

CITY OF DERBY

TITLE: CUSTODIAN (City ¥iall)
OBJECTIVES

Under Supervision of the Mayor or his desiguee, performs various custodial duties
in City Hall as assigned including cleaning offices, bathrooms, and other facilities,
Empties waste baslkets, vaouums floors, cleaning fiuniture, shelves, ete. Performs
other manual labor as requived.

ESSENTIAT, FUNCTIONS

Vacuums carpets and firnituve, sweeps, buffs, waxes, and mops floors, cleans
bathrooms, gs and windows, shampoos catpets, and replaces supplies.

Cleans fiwniture, shelves, stairs, walls, windows, sills, ete.; empties waste baskets,
rexioves rubbish, and strips, seals, and waxes floors.

Shovels walles and entryways during winter months; cuts grass, weeds, and trims
hedges.

Repans chairs, doors; essembles and moves furniture, paints.

Performs other duties as assigned.

REQUIRED KNOWLEDGE, SKILYS, AND ABILITIES

Enowledge of materials, methods, implements, and devices used in cleaning
operations,

Knowledge of the care of custodian equipment and bathrooms,

Sufficient strength and health to permit the performance work during long worldng
hours,

Ability to understand and follow oral and written instructions.

Ability to maintain a-satisfactory working relationship with others.

QT MAD TF pu TirTeid
AN P
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i i i APPENDERIEL &L
Custodian - City Hall (Full-Time) JOB DESCREPT%%E"
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REQUIRED EQUIPMENT OPERATION

Ability to operate a vacuum cleaner, wel/dry vacuum, buffing machine, mower,
snow blower, and other cleaning equipment; diives & motor vehicle.

REQUIRED PHYSICAL EFFORT

Petforms heavy cleaning and mowing, climbing ladders, scaffolds, ete., stending
up for a long period of time while using a vacuum cleaner, pushing a dust mop,
nsing a buffing machine and/or wet/dry vacunim.

QUATTFICATIONS

Graduation from high school pius 3-6 months of related.experience or equivalent.

Must possess a valid motor vehicles driver’s license.

1303259 01.08,30,05

City of Derby / Local 1303-259 (City Hall) E-8
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APPENDIX E
Custodian - Library {Part-Time) JOB DESCRIPTIONS
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CITY OF DERBY
JOB DESCRIPTION POSTING
Position: Custodian
Classification: Noo-exempt

Full/Part-Time: Part-Time (15 hoursfveek)
Department: Library; Reporting to Library Director

Schedule: Monday-Wednesday, 4:30 p.m. - 8:00 p.m.
Saturday, 7:00 a.m. ~ 11:30 a.um,

Rate of Pay: Per City Hall Employees Contract (Loeal 1303-259)
Current: $22.83/hour

Closing date: August 24, 2020
Job posting:

Under the supervision of the Library Director, the part-time Custodian is responsibie for
maintaining the Derby Public Library building and grounds in clean and orderly
condition.

The patt-time Custodian cleans and maintains the Library building, grounds, areas,
furnishings and equipment; performs preventive maintenance; and performs other duties
as assigned. The pari-time Custodian performs a variety of manval/physical work and
uses equipment, cleaning products and other materials in the parformance of duties. The
part-time Custodian works cooperatively with others and exhibits professionalism with
Library patrons, personnel and others.

The pait-time Custodian works under the general direction of the Library Director. The
part-time Custodian works independently and, at times, with minimal to no supervision.
The part-time Custodian is responsible for performing duties and responsibilities safely

and effectively and for cornpleting tasks in a timely manner in accordance with industry
standards and with City and Library policies and procedures.

HAHAR Iy 2:
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Custodian - Library (Part-Time) JOB DESCRIPTIONS

Job Environmeni:

The Library is a 14,700 square foot facility. Areas for which the part-time Custodian is
responsible include, without limitation: four (4) restrooms (three (3) are public), two (2)
meeting/program rooms, staff work room, kitchenette, three (3) floors of material
collections, and three (3) circulation stations, storage rooms/areas, hallways/walkways
and outside grounds.

Minimam Qualifications:

High School dipioma or equivalent and/or prior training or background in mechanieal and
electrical systems and maintenance procedures.

Supplemental Yaformations

An employment application may be obtained by visiting the City of Derby website at

httos:/fwanv.derbvet.cov/EmnioymentOpportunities or by contacting Pam Gagliardi at
puastiardif@derbyet.oov or at 203-736-1450 ext, 1221,

Please send completed applications to:
Ms, Pam Gagliardi

Administrative Assistant to the Mayor
1 Elizabeth Street

Deyby, CT 06418

The City of Derby is an Equal Employment Opportunity (EEO) employer, Discrimination
is prohibited against applicants on the basis of age, race, color, religious creed, sex,
gender identity or expression, sexuzal orfentation, marital status, national origin, ancesiry,
genetic information, status as a veteran, present or past history of mental disorder, or
intellectual, learning, or physical disability.

Date Posted: Ausust 14, 2020

Fage 2 of 4
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APPENDIX E

Custodian - Library (Part-Time)

CITY OF DERBY
DERBY PUBLIC LIBRARY, Derby, CT
CUSTODIAN JOB DESCRIPTION ~ Revised 11/18/2610

General Duties:

Maintains library building: minimum requirements included but are not imited tos
» Cleans/disinfects all restroom facilities/keeps restrooms stocked

Wet mops restrooms, elevator, stairwell areas, and all tiled areas

Empties all trash barrels

Vacuums all carpeted aveas

Sweeps all floors, stairs, porches and walkways

Keeps fireplaces clean

Polishes all brass

Washes windows to door entryways (i.e. main entryway, doors fo stack areas,

children’s, etc.)

Dusts shelving and fiwniture

Waxes eniryway, stairwells and hallways

Maintains schedules for outside services (code regulations, service confiacts, etc.,)

9 & o o & & 4

s o

Mazintains grounds: minimum requirements included but not limifed to:
Keeps prounds fiee of litter

Mows lawn, ralces leaves

Keeps sidewalks free of snow and ice

Sweeps walkways and sidewalks

Empties and cleans all outside trash receptacles

Preventive maintenance:
« Notifies Library Director to necessary repairs and maintenance concerns
 Notifies Library Director when maintenance supplies are needed

Performs other duties as necessary or as requested

Desired Knowledge, Skills and Abilities
» High school diploma and/or prior training or background in mechanical and
electrical systems and maintenance procedures

Personality and behavior {raits:
+ Cooperative attitude
Organizes work well
Communicates well
"Takes initiative
Shows tact o
Shows enthusiasm for work AT HAR ooy

* & »

Page 3 of 4
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APPENBERIEIRE 3 o 4535
Custodian - Library (Parf-Time) JOB DESCRIPTIONS

+ Ability to apesate library maintenance equipment
= Physically {it to perfoxm required duties, Jift items, efc.
e Krowledge of library rales, regulations and procedures

Signature of Cuostodian

Date

Page 4 of 4
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APPENDIX E
Custodian - Senior Center (Part-Time) JOB DESCRIPTIONS

February 3 2014
Posfing for CUSTODIAN
Part Time Custodian
Derby Senior Center

The City of Derby is seeking 1o fill the position in
Derby Senior Center for a parf-fime custodian.

The minimum qudlifications and job duties as well
as hours are set forth in the job descripiion on file
wiith The Mayor's Offlce.

Any Local 1303-259 employee wishing 1o be
considered for the position must submit a request
in wiiting 1o their supervisor or the Mayor on or
before February 12 2016, Requests received after
February 12 2016 will not be considered.

City of Derby / Local 1303-259 (City Hall)
Existing Job Descriplions scanned and attached on 2/24/2021 in accordance with Section 23.01
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. . . APPENBIIEISE 3y 4255
Custodian - Senior Center {Fart-Time) JOB DESCRIPTIONS

CITY OF DERBY

TITLE: CUSTODIAN (Senior Center)

OBJECTIVES

Under the supervision of the Senior Center Director or his/her desighee, performs
various custodial duiies in the senior center as assighed including cleaning
kitchen, bathrooms and other facilifies. Empiies waste baskets, vacuums floors,
cleaning furhifure, eic, Performs other manudl labor ¢s required.

ESSENTIAL FUNCTIONS

Vacuums carpels and furniture, sweeps and mops floors, cleans bathrooms, rugs
and windows.

Daily removal of garbage from building and placed curbside once a week.
Shovels. walks and entryways during winter monihs.

Seis up tables and chdirs for various activities.

Cleans kifchen after lunches and functions.

Keeps a list of supplies for restocking,

Performs other dufies as assigned.

REQUIRED KNOWILEDGE, SKILLS AND ABILITIES

Knowledge of maferials, methods, implements and devices used in Cleaning
operations.

Knowledge of the care of cusfodian equipment and bathrooms.
Sufficient strength and hedlth to permit the performance work.
Abiiity 1o understand and follow oral and written instructions.

Ability o maintain a saiisiving working relaiionship with others.

REQUIRED EQUIPMENT OPERATION

Abllity to operate a vacuum cleaner, wei/dry vacuum, and other cleaning
equipment.

ERLN

T BAAD
/71 HAR

City of Derby / Local 1303-259 (City Hall) E-i4
Existing Job Descriptions scanned and attached on 2/24/2021 in accordance with Section 23.01



. . . APPENDIX E
Custodian ~ Senior Center (Part-Time) JOB DESCRIPTIONS

ATNY AR T sy AcTFhe
JEZLHMRE S 4i3h

REQUIRED PHYSICAL EFFORT
Performs heavy cleaning, climbing ladders, etc., standing up for a long period of

time while using a vacuum cleaner, pushing a dust mop, and/for wet/dry
vacuum,

QUALIFICATIONS
Graduaiion from high school plus 3-6 months of related experience or
equivalent.

Must possess a valid motor vehicle driver's license.,

WORK SCHEDULE
Monday through Fridiay 8:30 a.m. to 11:30 a.m.

City of Derby / Local 1303-259 (City Hall) E-15
Existing Job Descriptions scanned and attached on 2/24/2021 in accordance with Section 23.01
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Custodian - Police Department (Full-Time) JOB DESCRIPTIONS

CITY OF DERBY

TITLE: CUSTODIAN {Police Department)
OBJECTIVES

Under supetvision of the Police Lisutenant, performs various custodial duties in

the Police Deparirment as assigned including cleaning offices, bathrooms and other
facilities. Empties waste baskefs, vacuums floors, cleaning furniture, shelves, etc.
Perfcrms other manuzl labor as required.

ESSENTIAL FUNCTIONS

Vacuums carpeats and furniture, sweeps, buffs, waxes, and mops floors, cleans
bathrooms, cell blocks, rugs and windows, shampoos carpets, and replaces supplies.

Cleans furniture, shelves, stairs, walls, windows, sills, eto.; empiies waste baskets,
removes rLbbish, and strips, seals and waxes flpors. -

Shovels walks and enfryways ~duﬁng winter monihs; cuts grass, weeds, and frims
hedges.

Repeire chairs, doars, apscmblos and movees futniturs, paints.

Performs other duties as assigned.

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of materials, methods, implements, and devices used in cleaning
operations. '

Knowledge of the care of cusiodlal equipment and bathrooms.

Sufficient strength and heaith o penmit the parformance work during long working
hotirs.

Ability to understand and follow oral and wiitten instrustions.

Ability to maintain a satisfactory warking relationship with others.

18510\\asslofen pafice Jobdese
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_ _ ) APPENDIX E
Custodian - Police Department (Full-Time) JOB DESCRIPTIONS

L}

REQUIRED EQUIPMENT OPERATION

Ability to operate a vacuum cleaner, wet/dry vacuum, buffing machine, mower, snow
blower, and other cleaning equipment; drives a motor vehicle,

REQUIRED PHYSICAL EFFORT
Performs heavy cleaning and mowing, climbing ladders, scaffolds, efc., standing up for

a long period of fime while using a vacuum cleaner, pushing a dust mop, using a bufiing
machine andfor wet/dry vacuum.

QUALIFICATIONS

Graduation from high school pius 3-8 months of related experience or equivalent.

Must possess a valid mofor vehicle driver's license.

1851 fidkcustedian poles b dese

City of Derby / Lacal 1303-253 (City Hall) . E-17
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APPENBIRIBIAE Z o 4

JOB DESCRIPTIONS

Assistant - Economic & Community Development (Full-Time)

o stent” Divecf’

Program Specialist for the

City of Derby / Local 1303-258 (City Hall)
Existing Job Descriptions scanned and attached on 2/24/2021 in accordance with Section 23.01

Office of Economic and Corumunity Development
Salaried Position — Subject to Collective Bargaiuing of City Hall Employee Union

Duties include but not imited fo assembling bid packages, oversesing the distribution
and advertisement of bids for community and economic development projects,
management of various economie afd community development grants, research and
assemble materials for grants. Person must have experience with state and federal granis
menagement, Microsoft XP Office, Windows, Excel, Adobe, spreadshests, mail and
correspondence. Other duties as defermined by the Ditector of Economic and Commounity
Development (DECD),

This position zeports direetly fo the DECD and hours and days of work are pursuantio
the City Hall hotws of operation, Position may include fravel and meetings after hours,

St
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] i _ APPENDIX E
Assistant Finance Director {Full-Time) JOB DESCRIPTIONS

OBJECTIVES;:

Under this supervision ofthe Finance Director, performs adminisirative and clerfcal dutiesto
assist inthe execution ofthe finctions of the finance depariment, Coordinates and submits
payroll for all City Departments .Other duties include recording financial information {e.g.
journal entries), preparing, and recording deposit information as needed. Advising
employees, dependents and survivors of their benefits, Reviews, processes and reconciles
all aspects of requisitions, purchases and payables, Substitutes for the Finance Director in
hisfher absence Attention to defail and timeliness are essential,

ESSENTIAL FUNCTIONS:

=« Timely, weekly processing and administration ofall payroll information to the
payroll contract company and distribution of payroll checks to employees
+  Asgists employses to understaud aud complete payroll withholding items
« Tracksall employee sick, vacation and personal time off
« Executes positivepay transmissions and bank transfers
» Records all weekly payroll datain the financial management system and
performs necessary reconciliations
~ Reviews for acouracy and completion, and then processes, requisition orders
* Prepares, reviews, prints and posts batches of purchase orders
= Presents purchase orders for signafure by the departrent head and the Finance Commitiee.
+ Enters purchase orders for payment, runs reports and posts.
* Runsaccounts payable checks, files all journals and posting data
* Injorms employees about benefits for themselves, dependents and beneficiaries
* Processes setiree benefiis and assists in the praparation of Post Employee Benefit report (OPER)
* Substitutes for the Finance Director as necessaty; makes cash deposite at the bank, post accounts
receivable and payables; signs vouchers forpayments, prepares accounts payable checks,
= Answers the telephone, assistsother employees of the finance department and the

auditor when necessary, processes vendor, department head and other inquires as
needed.

= Performs otherrelated duties as assigned

City of Derby / Local 1303-259 (City Hall) E-19
Existing Job Descriptions scanned and attached on 2/24/2021 in accordance with Section 23.01
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Assistant Finance Director (Full-Time) JOB DESCRIPTIONS

REQUIRED KNOWLEDGE AND ESSENTIAL SKILLS:

« Knowledge of office practices, bookkeeping principles and proceduxes, processing of
employee payroll, wagetaxes and deductions and the familiavify with the City
budget.

» Knowledge ofrequired federal and state tax forms and reporis relating to
employes payroll deductions.

= Knowledge of'the administration of a comprehensive employee benefit
package, including health and Jife insurance,

«  Ability to organizeand coordinate work in orderto complete assignments in
accordance with established duedates

« Abilitytomaintain complete and acourate defailed reports

= Ability to operate aPC or department computet to enter data into the GEMS
softwareprogram alsoMicrosoftoffice package

« Ability to work effectively with officials, employees and general public on adirect
basis

REQUIRED EQUIRTMENT OPERATION:

Computer

Fax machine

Copying machine
Telephone

Caloulator
PitneyBowesmail machine

REQUIRED PHYSICAL EFFORT

= Mustbeabletositatadesk orstandatanassigned locationandwork continuousty
forextended periods oftfime utilizing assigned office equipment; must have the
flexibility to fle Ietters, forms and reports in filecabinet drawers and jowmnals; mist
ba ableto liftjournals and carry reports, papers, etc,

QUALIFICATIONS (Minkmu)

« Associates degree in accounting, finance, or a related field, along with computer
experience plus aminimum oftwo years of related work experience or a minimum
of five years of extensive payroll, purchasing, payables, and benefits experience.

+  Ability to handle intesruptions with patience and professionalisma.

City of Derby / Local 1303-258 (City Hall) E-20
Existing Job Descriptions scanned and attached on 2/24/2021 in accordance with Section 23.01
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APPENDIX E
JCB DESCRIPTIONS

Assistant - Executive Assistant to the Chief of Police (Full-Time)

ﬂgféﬁﬁﬁliﬁeﬁgﬂﬁmﬁﬂf

125 Water Strest
Desby, Connecticut 06418
Tel. (203) 735-7811
FAX (203) 736-1499
TerriJmskovwski@derbypd.org

TO: Cify Hall Union Members

FRdM: Chief Gerald D. Narowslki

SUBIECT: Vacancy - Executive Assistan’.c to the Chief of Police

DATE: 06 DEC 16 T

FAGE1QF 1PAGE

All,

As per the conttact between the Cify of Derby and AFSCME Local 1303-259,
Article X, you are hereby notified that a vacancy will exist in the posmon of
Bxecutive Assistant fo the Chief of Police beginning on 09 JAN 17,

The job description is aitached and the rate of compensation will be that of

“assistant” per the CBA., This posting will close to City Hall Union Members on 14
DEC 16. Please fee] free to contact me if you have any questions about the position

or the process.
Respectiully,
Gerald D, Natowski

=

o .,..—4/
Chief of Police,
Derby Police Department

ce: Meg Marting, Union President ~ Local 1303-259

Pege 1 of 1

City of Derby / Local 1303-258 (City Hall)
Existing Job Descriptions scanned and attached on 2/24/2021 in accordance with Section 23.01
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APPENBIXIESE
JOB DESCRIPTIONS

Assistant - Executive Assistant o the Chief of Police (Full-Time}

- u

Ezecutive Assistant to the Chief of Police

Derby Pelice Department
City of Dexrby

Position Title: Executive Assistant

Reposting to: The Chisf of Police

Classification: Nop-Exempt

Location: Datby, CT

Honrs: M-F 8ANE4PM (35 houss pre-week) Oceasionsl aRer hoves worle
Compensation: Per collective bargaining agteement Local 1303-259 Coundl 4 AFSCME.

TPosition Overview:

“The Executive Assistant to the Chief of Police provides hiph-level and confidential administitive suppoztby -

conducting research, preparing staffstical repotts, handling information requests, and performing clerfent
fanctions such as prepaing cotrespondence, xecewingvmtoxs arrenging conference calls, and scheduling
meetings.

Essential Functions:

Support the Chief of Police through calendar management, travel attangements/accommodations,
and schedule coordination.

Prepuzres involces, feporls, metmos, letters, financinl statements and other documents,

Stamps and secsives incoming mail and processes outgoing mail,

Toputs data into office, deparkmental forms, electronic forms and department databases, Makes
postings to vatious reports, including annual repotts and ctime zeports,

Perform a widsvafety of duties inchading hut not limited to drafing documents and correspondance
through PowerPoint, Word, Excel, ete. and compiete presentations,

Admiadstentive functions euch ag Aling, paperwork, printing/binding pracentations, oxganizing
expense tepotts, and other miscellaneouns tasks,

Provide general office support and help for all employaes, order office supplies from vandors,
answor the office phone line and directs all incoming calls appropsiately.

Actasz zccordiug secratary atDaily Staff meetings, Police Commissioners meetings, and otherad
hoc meetings.

Maiamin accarate, up-to-date, and detailed personnel files fox the depaztment including performance
management and development, and sepazation/post-sepatation related Information.

Ensuies compliance with oll stake and federal Jaws and tepalations pestaining to Human Resoutces
matters.

Maintain selationships with othes city officlals, schedule meetings, field inquities, and concerns, take
raessages, follow up on all tequests, and send out necessaty follow-up communieations,

Address any human resoutces zelated questions from Depattment Staff and shsute all staff hos access
to and is able to use the various self*service employee programs such as the benefits, paytoll, Hme off
request, training xecords, zeport of injury, the _persunal information recoxd updates process, and the
adroinisteation. of Pedetal 40d CT' State FMLA,

Regularly malatain the departmentnl okgatdzation charts.

Mdniatain employee and other contzcts phone and email distibution lists,

Assistio the development and tracking of the department’s annual budget.

Minapes accaunts payable, prepates invoices, requisition ozders, purchase ordees, Ietters, Ananclal
statements and othet documents,

Vardons other duties as assigned,

o871 HAR
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APPENDIX E
JOB DESCRIPTIONS

Assistant - Executive Assistant to the Chief of Police (Full-Time)

H

w2t

Derby Police Department
City of Derby

Ezecutive Assistant to the Chief of Police

Qualifications:

*  High Schoo] Diploma tequited oxthe squivalent
Associntes Degree prefetred, '
Minimanm of three years of Administeative Assistank expeiencein a fast pace environment,
Some hutaan tesoutce trainiag or expetience preferved,
Brcellent proficiency in Microsoft Office Applications (Word, PowerPoint Excel and
Qutlook) . '
Dependable and sellable witk sensitlve and confidential information.
Strong interpersonel 2nd cornmunication skills (witten and verbal).
Top-notch ability to multi-task and exhibit grace nnder pressure.
A quick study with go-getter personality willing to tronbleshoot and think: autside the box.
LDependable and veliable,
Critical thinking skills,
Must bevery thotovgh sud organtzed,
Able to use judgment and discretion when addressing confidential information.
Mt be zble to pass a backgtonnd screeolng including a ding sereen, crimingl search, credit
seatch and xeference checks,

& 5 8 & & 8 B 8

Tools and Equipment:

Personal eomputet, including all necessaty softwate, such as Mictosoft Office Suite; etaedl, varions
depattment databases, and genewl intenet searches and usage, Telephones, copier, fax and seanner, Vations
othex office tools and eguipment related to performning the job. .

Physical/Mental Requitements;

Must be uble to lift, push oz pull up to 50 pounds. Mustbe able ta sit o stand Fox long patods, Must be sble
o walk long distances and climb stuirs, Must have segular vision and heating (corrected). Must be 2ble to
speak cleatly on. the telephone and in person, Must be zble to concentrate on work related activities for
extended pedods of Hene,

Work: Environmend:
Office work envizonment,

Position Selection Guideltnes: .

Fotmal written application, 2 rating of education and work expetience, interview, backgronnd check
including; dmg screening, criminal seacch, credit checl, employment, education and personel reference
ehecks, Othet vazions joh-telated assessments and exams,

"The collective baxpeining agreement between the City of Dethy and Local 1303-259 of Gounell 4, American
Federation of State, County and Municipal Braployees, AFL-CIO, City Hall Employess applies. Position tifle
per CBA Is “Asslstant” far the purposes of compensation and benefits. .

The Gity of Dedby eod the Derby Police Depustmnat is an equal opportunity employas, AT employment decisions se made-without
zegard to e, color, uge, gendes, gender ideatity or expression, sexual asfentabion, marltad stabus, peogmancy, zeligion, citizenship,
aational origin fantestsy, physicalfmeardd disshilities, military statis orary other hasls prohibited by law, BOE, M/R/DFV

[
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JOB DESCRIPTIONS

Tax Collector (Full-Time)

CITY OF¥ DERBY
JOB DESCRIPTION POSTING

Pasifion: Tax Collector

Department: City Hall; Reports to Mayor or his/her designee
Classification; Non-exempt

Full/Paxt-Time: Full-Time (35 houxs/week}

Schedule: Monday-Wednesday 8:30am-5:00 pm Thuysday $:30an-6:00 pm aud
Friday 8:302m-12:30 pra

Rate of Pays Per City Hall Employess Contract (Local 1303-259)
Current: %$37.53/hour

Closing date: October 16th, 2020

Job posting:

The City of Derby is seeking a full-time Tax Collector fo perform such duties as directing
and participating in the billing and ecllection of: 1eal, inotor vehicle and personal
propetty taxes; sewer agsessmenis and sewer use; maintaining and processing of moneys
collected to the general fund; and the preparation of reports of collection. Additional
duties can be found on the full fob deseription, which is also posted adjacent fo this notice
and hag been provided to all bergaining unit employees via email.

Minimum Qualifications:

An Associate’s degree in Business, Accounting or related field and three years of
progressively responsible experience working in accounting, collection, finance or related
field inchuding supervisory work and experience related to municipal revenue collection
and accounting, or equivalent. Must be bondable,

2RI HAR
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APPENDIX E
Tax Collector (Full-Time) JOB DESCRIPTIONS

£l
Exi

An employment application may be obtained by visiting the City of Derby website at

hitps:/vww.derbyet.cov/EmploymentOpportunities or by contacting Pam Gagliardi at
peagliardi@derbyet.zov or at 203-736-1450 ext. 1221,

Please send completed applications to:
Ms. Pam Gagliardi

Admrinistrative Assistant to the Mayor
1 Elizabeth Street

Derby, CT 06418

The City of Derby is an Equal Employment Opportunity (EEO) employer. Discrimination
is prohibited against applicants an the basis of age, race, color, religious craed, sex,
gender identity or expression, sexual oxientation, marital status, national origin, ancestry,
genetic informatios, status as a veteran, present or past history of mental disorder, or
intellectual, leatning, or physical disability.

Date Posted: 10/7/2020

Page 2 0f 2
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Tax Collector (Full-Time) JOB DESCRIPT[ONS
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City of Derby )
TITLE: TAX COLLECTOR
ORIBECTIVES

Under the administrative direction of the Mayor, directs and administers the revestue collection activities and
statutory responsibilities of the Tax Collector's Office. Prepares tax bills from the Grand List furnished by
the Assessor. Oversees and participates in the recording and coflecting of local property taxes, assessments,
liens and ofher municipal revenues.

ESSENTIAL FUNCTIONS

Administers, direets and participates in the billing and collection of: real, motor vehicle, and personal
broperty tages; sewier assessments and sewer use; the maintenance and processing of moneys collected 1o the
general fund; and the preparation of reports of collection.

Supervises and trains elerical administrative staff in receiving, reconciling, and depositing {ax collections and
other revenue, and ensures compliance of office procedures with tax laws,

Computes revenue balences.

Investigates tax delinquencies, implements collection procedures, and coordinates legal proceduyes for
collection of back taxes,

Prepares and administers operating budget for department.

Meets and negotiztes with the public to explain fax collection procedures and law, investigates and resolves
complaints, and to arrange for payment of delinguent accounts.

Determines whether to issue warrants or file tax liens, and untnates action fo implement the decision; TeImoves
liens and follows-1p bankiupicy cases.

Coordinates the billing and receipt of real estafe tax payments by mortgage companies; corresponds with
mortgage companies to resolve problems of non-paymeint or overpayment of accounts,

Evainates enxrent collection practices and data processing applications 2nd proposes proceduzal or
administrafive chenge as warranted.

City of Derby / Local 1303-258 (City Hall) E-26
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Tax Collector {Full-Time) JOB DESCRIPTIONS
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Provides lnformation to attorneys, banking officials, constables and sheriffs, and the public regarding tax
policies and procedures.

Prepares and submits oral and written reports to State and City officials, and consults with same on revemie
collection matters.

Performs other related work as requirsd,

REQUIRED ENOWELEDGE, SKILLS AND ABITATY

‘Thorough knowledge of the principles and procedures of younicipal revenue collection, assessment, land
records and fax laws, requiternents and procedures.

"Thorough knowledge of moderm office methods and practices including the utilization of data processing
applications as they relate to billing and collection work.

Considerable knowledge of and ability to interpret and apply the provisions of State Statutes and ordinances
govesning the City's reverue collection operation,

Knowledge of accounting principles and practices, and required tax reposts.

Ability 10 prepare and analyze complex statistical and technical xeports.

Abllity 1o plar; and prioritize depertment operations to meet estab‘lished and statutory deadlines.
Ability to schedule, assign, supervise and frain suburd‘inates.

Ability to deal effectively with City and State officials, banking officials and the public.
Ability to prepare a department budget, ‘

REQUIRED FQUIPMENT OPERATION

Operates office eguipment as required including but not Lmited fo a department computer, printer, telephone,
electronic caleulator, adding machine and copying machine.

REQUIRED PHYSICAL BEEFORT

Must be able to sit at desk or stand at an assigned Jocation and work continuously for extended periods of
time, utilizing assigned office equipment-, 1ift and carry repors, boxes and office equipment.
U A T A A SR VT Nt
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Tax Collector (Full-Time) JOB DESCRIPTIONS
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QUALIRICATIONS

An Associate's degree in Business, Accounting or related field and three years of progressively responsible
experience working in accounting, collection, finance or related field inchuding supervisory work and
experience refated to municipal revenue collection and accouating, or equivalent,

SPECIAL. REQUIREMENTS

Certification as a Connecticut I\.iunicipal Tax. Collector,

Must be Bondable.

September, 1598
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Assistant Tax Collector {Full-Time) JOB DESCRIPTIONS
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Date: March 4, 2019

JOB POSTING
Posting for Full-Time Assistant Tax
Collector

The City of Derby is seeking fo fill the posiiion
of a full time Assistant Tax Collector for the
- City of Derby.

The minimum qualifications, job duties and
hours for this position are set forth in the job
description on file with the Mayor’s office.

Any Local 1303-259 employee wishing to be
considered for the position of Full Time
Assistant Tax Collector must submit a request
in writing to their supervisor or the Mayor on
ot before March 12 2019%.

Requests received after March 12, 2019 will
not be considered. '

City of Derby / Local 1303-259 (City Hall) E-29
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Assistant Tax Collector (Full-Time)

City of Derby
TITLE: - ASSISTANT TAY COLLECTOR
OBRIECTIVES '

a
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JOB DESCRIPTIONS

201

‘Under the supervision of the Tax Colieetor, assisis in compleling the City's tax collection activities including
the posting of daily reces.pfs, proving deposits and closing books; majntain real and propesty tax records and

performs ofher related dnties ag asslgned

ESSENTIAL BFUNCTIONS

Collects apd posts daily tax paymant xeceipts into'the coxhput&r; proves daily and weekly deposis and closes
‘books; receives and posts tax payments from bank eserowing taxes; balances rate books: caleulates and
coﬂects inferest and pepalties for late {ax. payments; prepares reports daily znd weekly deposits, suspense

lists, eu’:

Answezs tcleph&ne mqumes from taxpayezs 'banlcs lawyers and difle searchers,

Coordipaiss the mafling oftax b:us to ‘{azpayefs amlbani:s and delinquent notices and gtatements, and

mpmnm ba.nk code; on ’b.lls

Prepares and types State requxxed repoztn inclading Motor Vehicle forms and relenses, and reporis o the

J.Ieasurer

3 i .
b + w3 *

Assistsin woﬂmnc- at the office countel; fypes, cai[culates, end handles inguiries, noncash adgnsﬁnenfs

Teports, nbtices and statemenia posta;s machme and cash Iegxster
Substimtes for the Tax Collectox in his/her absence. o
Performs other related dntfes s assigned,

REQUIRED KNOWIEDGE SEI, ANDABETTY

" Considerable knowledge of Bookieeping principles and pracucas'mcluﬂmu various % ¢olfection proccﬂzues

Staie }aws and City ordinances and regulations relaﬁncr to municipal revene collection.

Ability ip prepare reports and maintain financial Yeoords,

Ability to operate a department computer and other office squipmert.

Ability to factitilly and courteonsly deal and maintain good working relationships with ofhers, with polite and

objective Armoess.

City of Derby / Local 1303-258 (City Hall)
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APPENDIX E
Assistant Tax Collector (Full-Time) JOB DESCRIFTIONS
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Abllity to supervise others as requived.

REQTIRED EOUIPMENT OPERATION

Operates offive equipment as regnired fnclnding a department czlenlator, depariment computex, typewsiter,
cash register, telephone, caloulaior, adding machine, fax and copying mmachine,

REQUIRED PHYSICAL BFFORT

Must be ahle 1o sit at: 4 desk or stand at an assigned Incation and work continnousty for extended periods of
tane, ntilizing assigned office equipment; file corraspondence and Teports; carry Teports and equipment.

QUALIBICATIONS

Craduation from high school supplemented by bookkeepiag, collections znd payment application courses
along with computer knowledge plus a mintmum of one year of ~related expetience or equivalemt, Must be
able o be bonded.

September, 1998

24
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Clerk FT - Clerk - Tax Collector's Office {(Full-Time) JOB DESCRIPTIONS -
. S
202
City of Desby
TITLE: CLERE.
OBIBCTIVES )

Under supervision of the Tax Collector, receives, reviews and enters ta% bills into the computer, Prepares
delinguent statements and perfortng other clerical duties.

ESSENTIAT, BUNCTIONS

Enfers tax bills info computer, posts the sate-boek-and hills taxpayer’s aceount; assists with bank codes.
Prepares and distributes notices and letters; WM;WMMM%&
Types fax warranis, letters and forms, as required.

Responds to cusfornsr inguiries, problems and complaints,

Performs other related duiles es required.

REQUIRED KNOWLEDGE, SK]LL.S AND ABIUITIES

Knowledge of Tax office procedwres, applicable State Jaws and Cliy ordinantces,

. Ability to use office rechines, department computer, typewriter and copy machine,
AbRity 1o deal effectively with the general public.

Ability to make scourate mathematical calenlations,

RECUIRED EQUIEMENT O o

Operates stanfard office equipment including a department computer and typewriter.
REQUIRED PHYSICAL BEEQRT

Must be sble to sit 2t 2 degk: or stead at an assigned location and work cominuously for extended periods of
time, ntilizing assigned office equipment; file correspondence and reporis; carry boxes of compuier paper.

City of Derby / Local 1303-259 (City Hall) E-32
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Clerk FT -~ Clerk - Tax Collector's Office (Full-Time)

QUALIRICATIONS (Minipmuam)

APPENDIX E
JOB DESCRIPTIONS

nond b VR Por iy
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.Graduation from high school supplemented by fraining in 2 depaxtment computer opexation and typing plag
2-3 months of related experience or eqnivalent combination of education and experience.

Septeraber, 1998

City of Derby / Local 1303-259 (City Hall)
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. . . APPENDEUEAE
Assistant Town/City Clerk (Full-Time) JOB DESCRIPTIONS

Date: December 23, 2015

g e ey 0"

“Posting fo
Assistant Town / City Clerk

The City of Derby is seeking to fill the following positions:
Assistant Town / City Clerk.

The minimum qualifications and job duties are set forth inthe job
description on file with the Town / City Clerk and attached to this
posting.

Assistant Town / Ciz’:jr Clerks sre Bargaining Unif positions and
part of the Local 1303-252 of Council 4, AFSCME, AFL-CIQ,
City Hall Employees.

All gpplicants must submit resume and Notary Public appointment
certificate on or before Monday January 13, 2019 at 5:00 pm.fo:

Town / City Clerk Marc J. Garofalo via emuail af
townelerk@derbyct.oov .

Requests received affer January 13, 2019 will not be considered.

#
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APPENDIX E

Assistant Town/City Clerk (Full-Time)

TITLE:  ASSISTANT TOWN / CITY CLERK

DRIECTIVES:

Under the supervision of the Town Clerk, performs clerical and
administrative duties to assist in the execution of the functions of the
Town Clerk and Registrar of Vital Statistics as set forth in the General
Staiutes of the State of Connecticut, and City Ordinances;’ assiststhe
public with specialized, historical, and geneval informatior;
researches records and statutes for Aldermen and City agencies, and
performs office functions. Substitutes for the Town Clerk inhis/her
absence.

ESSENTIAL FUNCTIGNS:

Records, processes and indexes land records and deeds using the
department computer to enter datanto City records; determines and
collects recording fees and conveyance taxes; maintains an accurate
day book and indexes; updates status of property liens; preparas
original docwments for return; and informs Assessor and Tay
Collector of all property transfers.

Records indexes and files maps, Veteran Discharges (DD 214 forms),
liguor permits and trade name certificates; index and file maps;
certifies military records for death and insurance benefits; gives oath
to Notary Public appointments.

Inspects survey and subdivision maps for proper size, filing feg, and
necessary signature and seal; completes filing procedures for
permanent retention of maps.

JOB DESCRIPTIONS

.
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Assists lawyers, title searchers, bankers, sheriffs, and general public
with the use of land records, subdividing and survey maps, and with

specialized information concerning city regulations, procedures, and
agencies; prepares copies of these records when requested.

Issues licenses and permits for marriage and deaths; certifies birth,
death and marriage records as required, maintains confidentiality of
births and adoption records, updates adoption files, indexes, burials,

MIBEG1Z py 4i5%
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Assistant Town/City Clerk (Full-Time) JOB DESCRIPTIONS

R T T S T

cremations and disinterment; collects fees for all permits, licenses,
and certified copies; furnishes information on all aspects of Vital
Statistics; compiles statistical data; prepares and submits reports;
issnes dog and sports licenses.

Rt L N L L

Posts city meetings on calendar and files notices. Assists the Town
Clerk in preparing foy elections; issues absentes ballots.

X%

Prepares and majuntains hooks of all receipts and sales; makes
deposifs to General Fund weelly~, prepares end-of-month reports
to the State for sportlicenses.

Assists with docurnent management program including filing,
posting and archiving of agendas, minutes, and records of the City.

Answers inquiries fromthe general public regarding land records, genealogy,
eic,

Serves as a Notary Public, prepares certified coples of documents and affizes
seals. Performs other related duties as assigned,

T2 U Y ST AL AL S AT LA 4, P ST A e et -

Under the dirvection of the Town / City Clerk, website content responsibility
will be performed developing the voice for all aspects of the City's online
presence. In addition to writing, editing, and proofreading site content, this
person will also wark closely with department heads to maintain site
standards with regard to new development. Wehsite content fanctions will
also be include crafting site promotions, email newsletters, and online
outreach campaigns, This pasition will work closely with all departments of
the City, so strong communication skills are needed. Tasks require a strong
atiention to detail and ahility to work under tight deadlines.

ARSI R TS, LY

I T

L T A Y P Y

REQUIRED KNOWY.EDGE. SKILESAND ABILITIES IHBEEL ST oy Bepiy '}
Knowledge of State Statutes and other legal documents. ‘
Knowledge of office practices and procedures, fee collections, all aveas £
of vital stafistics, posting of legal requirements. ) 2
é
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. APPENDIX E
Assistant Town/City Clerk (Full-Time) JOB DESCRIPTIONS
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Ability to organize and coordinate work so as to complete assipnments
in accordance with established due dates.

*ATLT Fee

BRI RS
.

Ability to maiutain complete and accurate detailed records. Ability to type,
operate a computer and other office equipment.

Ability to understand and apply provisions of State Statutes, local regulations
and policies, Ability to work effectively with officials, employees and general
public on a direct basis.

e e

srpv

Py s e

Create, develop and manage content for organization’s web presence
(reqguires working with content management software)

Caordinate web projects across depariments

Maintain a consistentlook and feel throughout all web properties

Working with a cross-departmental team, maintain and develop the master
content calendar for all web properties

Copy edit and prooivead all web content

Oversee freelancers, including writers, copyeditors and community outreach
organizers

Keep current with emerging web technolegies through relevant blogs,
listservs, and evenis

W ST T e N AT AT RN PRV TG

Assure web-hased information is archived for future needs and reference :

Track and report on all site metrics
BINEC2E oy Bigo

Work cooperatively with key team members, clients and vendors

SR VARSI AN L P R RIS,

REQUIRED EQUIPMENT OPERATION

Operates office equipment as required including but not linsited to personal
computer and printer for data entry and word processing; operates a
telephone, caleulator, adding machine, fax machine, copying machine and
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Assistant Towni/City Clerk (Full-Time) JOB DESCRIPTIONS

mailing equipment; drives a motor vehicle,

REQUIRED PHYSICAL EFFORT

Must be able to sit at a desk or stand at an assigned location and work
continuously for extended periods of time, utilizing assigned office
equipment, files letters, correspondence, reports, efc. in file cabinet
drawers; carries land yecords and map books.

QUALIFICATIONS {Minimyom)

Graduation from high school supplemented by husiness and commercial
courses along with computer kmowledge plus a minimum of one year of
related experience, or equivalent. Bachelor's Degree preferred.

Must possess a valid motor vehicle operator's license.
Exceptional communication and organizational skills

Advanced knowledge of HTML and experience with popular content
management systems [Drupal, Convio, Kinters, etc.)

Ability to manage multiple projects in a fast-paced, deadline~driven
enviromment

Basic Adobe Photoshop skills

Proven ability to build consensys and work effectively within a crogs-

IBECE oy Begn
departmental team. |

Assistant Town Clerks shall either (i) possess a CCTC (Certified Connecticut
Town Clerk) professional designation, granted by the Connecticut Town

Clerk’s Association; or (if) obtain CCTC professional designation within five
{5) years ofhire,

Updated to December 12, 2019 )
* SMSDECTR py 451
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. APPENDIX E
WPCA Coodinator (Full-Time) JOB DESCRIPTIONS

! CITY O DERBY
o ¥ o TITLE: WPCA COORDINATOR, CITY OF BERBY, WPCA

OBJECTIVES

Undey the general direction of the Chalrman of the Water Pollution Control Authority, disects and
administers the revenue ¢ollection activities and statutory responsibilities of the WPCA office. Prepares
sewer bills, oversees and participates in the recoeding and collecting of sewer use fees, licns and other

reyenue.
ESSENTIAL FUNCTIONS

Supervises, frains and directs clerlcal administrative staff in Teceiving, reconciling and depositing of sewer
fee revenue,

Administers the billing and collection of sewer use fee for Derby residents, Tnteracts with Ansomia
WECA’s Administrator in order to reimburse Ansonia pursuant fo the Derby WRCA/Ansonta WPCA.
agreement regarding Derby residents utilizing Ansonia’s sewer lines, and collection of Griffin Hospital
sewer use fees,

Track properties on septic systems,

Updates accotmt data by recording new actovnts for newly construsted homes, businesses and property
tansfers ete,

Evaluates collection practices and software applications and Implements procedural changes as necessary,
Administers collection practices via payment arrangements, follow up comespandence, delinquentnotices
end lien notices. Refers accotints for collection to attarneys andfor fssues warrants 1o be served by constable
or state marshal,

Issues and records liens, releases Kers.

Provides information fo attorneys, shexiffs, tiffe searchers regarding sewer use policies and procedures.
Administers accotnts payable by entering invoices and payment approval, Authorized check signer.
Responsible for reconciling general ledger, month end and year end closings, audits and related reports.
Maintain the infegrity of the Authority’s internal conirol system, performing monthly hank reconciliation,
Interfacing the accounts receivable and accounts payable modules to the general Jedger,

Frepares requested reports ete. for yoarly audit, Analyzes curyent fiscal year expenditores to prlor year
expeaditures for variances and provides explanations.

Maintain depreciation schedule by properly recording both purchases and disposition of assets.
Maintains avchive system for record retention.

Insures WPCA policies and procedures are followed,

Determines yearly revenue to assist in setting WPCA. tate,

Prepares operating budget, Tracks budget to actual expenditures for alt Authority accobnts on 2 monthly
hasis,

‘Tracks bond and DEP grant/loan expenditures.
Arranges meetings, prepares and posts, Publishes legal niotices for rate changes, public hearings and billing,

Responsible or preparation of 2]l financial data and interaction with independent auditors,

City of Derby / Local 1303-259 (City Hall) E-39
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WPCA Coodinator {Full-Time) JOB DESCRIPTIONS
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7 Reports fo the WPCA board each month and prepaves the Board meeting, Provides information for board

. ¥ motion regarding billing adjustments,

Prepases WPCA letters, memos, correspondences, eports ete,

Performns other related work as required.

REQUIRED KNOWLEDGE, SKTILIS AND ABILITY
Knowledge of WPCA. policies, office practices, and procedures,

‘Thorough knowledge of modemn office methods and practices including the utiiization of data processing
applications as they refate to billing and collection work.

Considerable knowledge and ability to interpyet and apply the provisions of State Statutes and ordinances
goveming the City’s revenue collection operation,

¥nowledge of accounting principles and practices, including gereral ledger postings, closings and andiis.
Strong personal computer skills including Microsoft Windows, Word, Excel and Access.

Ability to plan and prioritize department operations (o meef established deadlines.

Ability 1o supervise subozdinate(s),

Abijlity to deal sffectively with City and State officials, banking officials, engineers, auditers, attorneys,
title searchers and the public.

Abiiity to prepare 2 department b;dget.
REQUIRED EQUIPMENT OPERATION

Operates ofiice equipment as required including but not fmited fo 2 personal computer, typewriter, cash
zeglster, calculator, printer, shredder, copy and fax machine, postage machine, telephone and tape recorder.

REQUIRED PHYSICAT EEFORT
Must be able to sit af a desk or stand at an assigned Jocation and work continnonsly for extended perfods of

time, utilizing assigned office equipment; Jift materials and equipment, file correspondence, reports and
boxes, efe.

QUALIEICATIONS (MINIMUM)

Hizh school graduate,

Accounting courses with at least three years of progressively responsible experienns working ip
accounting, general Tedger relating to municipal revenue collection,

Three yeass billing and collection experience,

Successkul completion of beginning and intermediate acconnting cotwses at the eolleniate level,

S Hh
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APPENDIX E
Clerk PT - WPCA Clerk/Bookkeeper (Part-Time) JOB DESCRIPTIONS
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CITY OF DERBY
JORB DESCRIPTION POSTING

Posktion: WPCA Clerk/Bookkeeper

Department: Water Pollution Control Autherity; reporting to WPCA Coordinator
Classifieation: Non-exempt

Full/Parit-Time: Part-Time (26 hoursfveek)

Schedule: Monday-Yhursday 8:30am-2:00 pm and Friday 8:30am-12:30 pm

Rate of Pay: Per City Hall Emplayees Contract (.ocal 1303-259)
Current: $17.86/howr

Closing date: August 24, 2020

Job posting:

The City of Derby Water Pollution Control Authority is seeking a part-time clerk/
bookkeeper to pesform such duties as posting payments, accounts payable, preparing
invoices, entering requisitions, and performing bookkeeping duties, such as account
reconciliation and adjusting journal entries and othet dutfes as needed, The part-time
clerk/bookkeeper works cooperatively with others and exhibits professionalism with City
Hall patrons, personnel and others. The full job description is posted on the City’s
website www.derbyet. gov. Potential full-time apportunity.

Minimum Qualifications:

High School diploma or equivalent and/or prior training or background in an office
setting with computer operation and typing, bookkeeping

experience plus related experience or equivalent combination of education and
experience.

ZHARE Im
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APPENDIRiE
Clerk PT - WPCA Clerk/Bookkeeper (Part-Time) JOB DESCRIPTIONS

An employment application may be obtained by visiting the City of Derby website at

bttps:/fwww.derbyet,gov/EmplovmentOpportunities or by contacting Pam Gagliardi at
neagliardi@derbvet.oov ar at 203-736-1450 ext, 1221.

Please send completed applications to;
Ms. Pam Gagliardi

Administrative Assistant to the Mayor
1 Elizabeth Sireet

Derby, CT 06418

The City of Derby is an Equal Employment Opportunity (EEO) employer. Discrimination

. is prohibited against applicants on the basis of age, race, color, religious creed, sex,
gender identity or expression, sexual orientation, marital status, national origin, ancesty,
genetic information, status as a veteran, present ot past history of mental disorder, or
intellectual, learning, or physical disability.

Date Posted; 8/14/2020

Page 2 vf2
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APPENDIX E

Clerk PT - WPCA Clerk/Bookkeeper (Part-Time)

CITY OF DERBY

TITLE: CLERK. ~WER.C.A

OBJECTIVES

Under supervision of the W.P.C.A Deparfment Head Coordinator, enfers daily zeceipts
;rsﬁs(; gt;l:dcompnfer, mdkes daily bank deposits and performs other clerieal duties as

ESSENTIAT, FUNCTIONS

o Acconnis Payable

- Complete requisition. form and recefve signed anthorization from Superintendest
and Department Head for payments of acconnia payahle,

~ Copy and fle when requisition. is complete and purchese order s complets from
Finanoe Depariment and signed by Department Head,

- Maintain and process various uiility bill logs with crurent balances,
~ Monitor and track past due balances and crediis,
-~ Work with vendors fo reducs or remove late fee charges,

- Coordinate with Superintendent and Depariment Head Courdinator for fiind
shortage fo have brudget Fransfers prepared.

- Deep reimbursement expense.

#  Opensmail, pmcesses accounis receivable payments, sends out dehnqnﬂnt notices,
and posts parHal payments to accounts,

= Bniers daily receipts into the computer,
» Process address changes,
»  MNakes defly bank deposits and balanees cash to receipts,

»  Sorts out Hens and lien relenses and notifies the Town Cledk of lien releases each six
Taonths,

s Processes fransfers and nofifies homeowners.

City of Derby / Locat 1303-258 (City Hall)
Existing Job Descriptions scanned and attached on 2/24/2021 in accordance with Section 23.01
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Clerk PT - WPCA Clerk/Bookkeeper (Part-Time) JOB DESCRIPTIONS

Files delinquencies and nottfies custorners; calculates past due fees; summarizey accounts
mainienance,

Assists attorneys, tiffe seaxchers and ofhers,
Input Attorney codes in delingtient accoanis,

Performs otherrelated dufies as assigned,

REQUIRE RNOWLEDGE SKILLS AND ABILITIES
Working knowledge of W.P.C.A policies, office practices, and procednres,
Enowledge o bookkeaping principles and practices,

Abilityto efé‘e clively operate a pers omal computer wiilizing Miorosoft Office.
Abilityto correetly process and fle Yens, lien releases, transfers, make bank deposits.

Ability to work effectively with, customers, employeés, and bank personns].

REQUIRED EQUIPMENT OPERATION

Operates standard office equipment including but not mdted o a pessonal somputer,
cash register, caleulator, copier, shredder, and fax machine,

REQUIRED PHYSICAT, BERFORT

Must be able to sit at a desk or stand at 2n assigtied Jocation and wark continuously for

extended periods of time, wiilizing assigned office equipment; it materials and . ,
equipment, file correspondence, zeporis, efe, .
QUALIFICATIONS QMINBAUM)

Graduation fom high school supplemented by iraining in & depariment computer
opetation and typing plus 2-3 months ofxelated experience or equivalent combination of
education and experience,

Angust 24, 2012

LeliTiHE 5 P
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Assistant Finance Clerk (Full-Time) SUPPLEMENTAL JOB DESCRIPTIONS
CITY OF DERBY
JOB POSTING
Position: Assistant Finance Clerk

Department:  Finance; Reports to Finance Director

Classification: Non-exempt

Fuall/Part-Time: Full-Time (35 hours/week)

Schedule: Monday-Wednesday 8:30am-5:00 pm Thursday 8:30am-~6:00
pm and Friday 8:30am-12:30 pm

Rate of Pay: Per City Hall Employees Contract (Loeal 1303-259)
Current: 3$27.78/hour

Closing date: Tuesday January 26th, 2021

Job posting:

The City of Derby is seeking a fisl-time employee to support the Finance Director in the
daily operations of the finance department. A full list of required duties can be found in
the attached job description.

Minimum Qualifications:
A Bachelor’s Degree in Finance, Accounting or related field or an Associate Degree and
five (5) years relevant experience plus computer skills

Physical requirements:

» Ability to remain in a stationary position, often standing or sitting for prolonged
periods

» Ability to bend, reach and perform other necessary movements o place documents in
file cabinets

e Ability to work in a setting subject to continuous interruptions and background noises

« Ability to lift up to twenty-five (25) pounds occasionally.

Conditions of Employment:
Must pass drog test and criminal background check.
This position is subject to a probationary period of sixty (60) working days

A copy of the full job description is attached.

An employment application may be obtained by visiting the City of Derby website at

hitps://www. derbyct. goviEmployinentOpportunities or by contacting Pam Gagliardi at
pragliardiG@derbvet.gov or at 203-736-1450 ext. 1221,

Ciiy of Derby / Local 1303-259 (City Hall} E-1-46
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APPENDIX E-1

Assistant Finance Clerk (Full-Time} SUPPLEMENTAL JOB DESCRIPTIONS

Please send completed applications to:
Ms, Pam Gagliardi

Administrative Assistant to the Mayor
1 Elizabeth Street

Derby. CT 06418

The City of Derby is an Equal Employment Opportunity (EEO) employer. Discrimination
is prohibited against applicants on the basis of age, race, color, religious creed, sex,
gender identity or expression, sexual orfentation, marital status, national origin, ancestry,
genetic information, status as a veteran, present or past history of mental disorder, or
intellectual, learning, or physical disability.

Date Posted: 1/15/2021

ZA71-hH 14 m BeRb
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Assistant Finance Clerk (Full-Time) SUPPLEMENTAL JOB DESCRIPTIONS

Job Description

loh title Assistant Finance Clerk

Reports to Finance Director

lob Type Full time, non-exempt City Hall bargaining unit position
Location Derby, CT

Department Finance

Job purpose

Under the supervision of the Finance Director, perform administrative and clerical duties to assist in the execution
of the various functions of the finence depariment.

Essantial duties and responsibifities 1 GGV T: T T T s RS R D I T
The duties and responsihilities fisted below are intended to provide a representative list of the various types of
work that may be performed. Specifications zre not intended to reflect all duties performed within the position,
and incumbents may expect to perform other related similar duties.

»  Coordinate and submit payrall for all City Depariments

* Record financial information (journal entries)

Prepare and record deposit infarmation as needed

Advise employees, dependents and survivors of their benefits

Review, process and recenciles all aspects of requisitions, purchasas and payables
Timely, weekly processing and adminisiration of all payroll information to the payroll contract company and
distribution of payroll checks to employees

Assist employees with undersianding and completion of payroll withholding items

Track all employee sick, vacation and personal time off

Execuie positive pay transmissions and bank transfers

Record all weekly payroll data in the financizi management system and perform necessary reconciliations
Review requisition orders for accuracy and completion, and then process

Prepare, review, print and post batches of purchase orders

Present purchase orders for signature by the department head and the Finance Committee

Enter purchase orders for payment, run reports and post

Run accounts payable checks, file all journals and post data

Inform employees about benefits for themselves, dependents and beneficiaries

Process retiree benefits and assist in the preparation of Post Employee Benefit report {OPEB)

Make cash deposits at the bank, post accounts receivable and payables, sign veuchers for payments, prepare
accounts payable checks and recontile monthly bank statements

Answer the telephone

Assist in training new employees -
Assist ather employees of the finance department and the auditor when necessary

Pracess vendor, department head and other inquires as needed

Manage and track various economic and community development grants

Adhere to State and/ar Federal guidslines for tracking of grant funds and Interface with staff from other
agencies on zll grant-refated activities

»  Porform other related duties as assigned by the Finance Director

. * B & o
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Assistant Finance Clerk (Full-Time)

Qualifications

o Bachelor's Degree in Finance, Accounting or related field or
Associate Degree and five {5) years relevant experience

APPENDIX E-1

Required Knowledge, Abilities and Skills ., * . 2070 TS

»  Proficiency with Microsoft Office Suite, Windows, Adobe, QuickBooks
¢  Experience working with financial management software (e.g. GEMS, MUNIS, Quality Data, etc.)
* Experience working with standard office equipment {copy machines, etc.)
»  Familiarity with AiA documents
e Ability to wark cooperatively with co-workers, supervisors and the general public

e  Ability to communicate effectively, both orally and in writing
»  Experience with state and federal grant management

e Attention to detall and timeliness
»  Familiarity with standard accounting practices

**This job description is only subject to change with expressed mutual agreement between the City and the Union

Approved by:

Bl et

Richard Dziekan, Mayor

City of Derby

Uugetaeeston

Angela Fenton

President, Local 1303-259

Date approved:

1/14/2021

1/ 1Y /eozs
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Clerk FT - Administrative/Clerical Clerk - Town/City Clerk's Office (Full-Time} sppenDigitine 5 op 4515
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SUPPLEMENTAL JOB DESCRIPTIONS

City of Derby
JOB DESCRIPTION POSTING

Position: Administrative/Clerical Clerk

Depariment: Office of the Town/City Clerk reporting to Town/City Clerk
Classification: Non-exempt

Full-Time (35 hours/week)

Schedule: Monday-Wednesday 8:30am-5:00 pm, Thursday 8:30 am — 6:00 pm, and Friday 8:30am-12:30
pm

Rate of Pay: Per City Hall Employees Contract (Local 1303-259)
Current: $22.44/hour

Closing date: Friday, February 12, 2021

Job posting:

The City of Derby Office of the Town/City Clerk is seeks to fill the fufl-time position of
Administrative/Clerical Clerk. This position shall retrieve, record, and scan land records, determine and collect
recording fees and conveyance taxes. Assists lawyers, title searchers, bankers, sheriffs, and general public with
. the use of land records, subdividing and survey maps, and prepares copies of these records when requested.
Additional critical duties include: Issues dog licenses aud enters them into depariment computer, Issues sports
licenses and local permits, Processes Abscentec Ballots in the CT Voters Registration System, Maintains archival
agenda and minute books for various Boards and Commissions, Uploads meeting minutes and agendas on
website calendars. Enters Sexton Reports, Notary Public Certificates, and Tradename Certificates into database.
The successful candidate shall also serve as a Notary Public in the State of CT.

The full job deseription is posted on the City’s website www.derbyct.sov.

Minimum Qualifications:

Graduation from high school supplemented by business and commercial courses along with computer
knowledge, must be proficient using word, excel, access, adobe and outlock. A minimum of one year related
experience, or equivalent

Exceptional communication and organizational skills and ability to manage multiple projects in a face paced
deadline driven environment. Must possess proven experience dealing with the public and have exceptional
customer service skills.

Physical requirements:

MM HAER 3

* Ability to remain in a stationary position, often standing or sitting for prolonged periods
¢ Ability to bend, reach and perform other necessary movements fo place documents in file cabinets
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Clerk FT - Administrative/Cierical Clerk - Town/City Clerk's Office (Full-Time} appenDIX E-1
SUPPLEMENTAL JOB DESCRIPTIONS

- . . - . . . . TR HAE T oow A5in
» Ability to work in a setting subject to continuous interruptions and background noises LA S 4D

s Ability to lift up to twenty-five (25) pounds occasionally.

Conditions of Employment:

Must pass drug test and criminal background check.
This position is subject to a probationary period of sixty (60} working days

A copy of'the full job description is attached.

An employment application may be obtained by visiting the City of Derby website at

hitps://www.derbyet. sov/EmplovimentOpportunities or by contacting Pam Gagliardi at pgagliardi@derbyet.cov
or at 203-736-1450 ext. 1221.

Please send completed applications to:
Mes. Pam Gagliardi

Administrative Assistant to the Mayor
1 Elizabeth Street

Derby, CT 06418

The City of Derby is an Equal Employment Opportunity (EEO) employer. Discrimination is prohibited against
applicants on the basis of age, race, color, religions creed, sex, gender identity or expression, sexual orientation,
marital status, national origin, ancestry, genetic information, status as a veteran, present or past history of
mental disorder, or intellectual, learning, or physical disability.

Date Posted: 2/3/2021

FRAFER Jpn 4:1H
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Clerk FT - Administrative/Clerical Clerk - Town/City Clerk's Office (Full-Time) sppenppeE-tian

SUPPLEMENTAL JOB DESCRIPTIONS

Joh Description’

TITLE: ADMINISTRATIVE/CLERICAL CLERK ~ TOWN/CITY CLERK'S OFFICE

Job Title Administrative/Clericed Clerk — Town/City Clerk’s Office
Reportsto Town/City Clerk
Job Type Full time, non-exempt City Hall bargaining unit position
Lacation Derby, CT
Department Town/City Clerk

OBJECTIVES:

Under the supervision of the Town/City Clerk, enters various forms, correspondence
and lists into databases. Maintains the Boards and Commissions meeting minutes and
agendas. Maintains and uploads meeting minutes and agendas on website calendars.
Answers phones and performs other clerical duties as assigned.

ESSENTIAL FUNCTIONS:

Retrieves, records and scans land records. Determines and collects recording fees
and conveyance taxes. Assists lawyers, title searchers, bankers, sheriffs, and general
public with the use of land records, subdividing and survey maps, and prepares
copies of these records when requested.

Enters dog licenses into department computer.

Issues sports licenses and local permits.

Processes Absentee Ballots in the CT Voters Registration System.

Maintains archival agenda and minute books for various Boards and Commtissions.
Uploads meeting minutes and agendas on website calendars.

Enters Sexton Reports, Notary Public, and Tradename Certificates into databases.

Answers phones,

Performs other related duties as assigned.

HUFEE 3Imi 4

REQUIRED KNOWLEDGE, SKI11S, AND ABILITIES:

* Knowledge of Town Clerk’s office procedures, applicable State Laws and City

ordinances.
+ Ability to use office machines, department computers and typewriter.

ST BAATT
JHTIHER

s Must be proficient using Microsoft office, word, excel, access, adobe and outlook.
» Ability to deal effectively with the general public.
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Clerk FT - Administrative/Clerical Clerk - Town/City Clerk's Office {Full-Time) APPENDIX E-1

e Ability to properly utilize the City Seal,
e Serves as Notary Public. Prepares certified copies of documents and affixes seals.

REQUIRED PHYSICAL EFFORT

SUPPLEMENTAL JOB DESCRIPTIONS

Must be able to sit at a desk or stand at an assigned location and work continuously for
extended periods of time, utilizing assigned office equipment.
Must be able to carry land records and map books. Must be able to [ift up to 50 pounds.

QUALIFICATIONS (MINIMUM}

¢ Graduation from high school supplemented by business and commercial courses
along with computer knowledge. Must be proficient using word, excel, access, adobe
and outlook. A minimum of one year related experience, or equivalent.

s Exceptional communication and organizational skills.

e Ability to manage multiple projects in a facé paced deadline driven environmant.

¢ Proven abilfty to build consensus and work effectively within a cross-departmental

team.

¢ Must possess proven experience dealing with the public and have exceptional
customer service skills.

March 2018

**This job description is only subject to change with expressed mutual agreement batween the City and the Union.

Approved by:
Wil Difdian WQW
Richard Dziekan, Mayor Angela Fenton
City of Derby Presitent, Local 1303-259
Date approved: 2/3/2021 2/3/2021
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APPENDIX F
STATUTORY PAID SICK LEAVE AND FAMILY MEDICAL LEAVE

A, Summary of Benefits: Statutory Paid Sick Leave

Employees, including part-time employees, who qualify as ‘service workers' under
the Connecticut Paid Sick Leave Law (“CPSLL”), are eligible for statutory paid sick
leave benefits. Statutory paid sick leave benefits are provided subject to the CPSLL,
as amended from time to time.

1. Eligibility

Employees, including part-time employees, who qualify as ‘service workers’
under the Connecticut Paid Sick Leave Law ("CPSLL"), and who are not
otherwise eligible for Sick Days are eligible for statutory paid sick leave for
permitted purposes. Employees are informed of ‘service worker’ status upon hire
or placement in a qualifying position.

Statutory paid sick leave benefits and requiremenis are set forth below.

Additional information is available from the City's-Chiefof- Staff Mayor's Office
and at https://www.ctdol.state.ct.us/wawkstnd/SicklLeavel aw.htm (e.g.,

eligibility).

' : JEM T oy Rl
2. Accrual PHIRJEM 2T oy B30

Eligible employees begin to accrue statutory paid sick [eave as of their start date
in a ‘service worker’ position.

Statutory paid sick leave accrues on an employment year basis (anniversary date
of hire in a service worker position). Eligible employees accrue paid sick leave at
a rate of one (1) hour per every forty (40) hours worked, to a maximum of forty
{(40) hours of paid sick leave per employment year.

3. Use and Scheduling of Statutory Paid Sick Leave

In order to use accrued statutory paid sick leave, an eligible employee must have
completed at least 680 hours of employment with the City and must have worked
an average of ten (10) hours per week in the most recent complete employment
year quarter. Statutory paid sick leave may be taken in increments of one (1)
hour or more.

Statutory paid sick leave may be used only for permitted purposes, as follows:

39
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a. Statutory Service Worker. An eligible employee may use statutory paid sick

leave for:
(1) The employee’s iliness, injury or health condition;

(2) The medical diagnosis, care or treatment of the employee’s mental
illness or physical illness, injury or health condition;

(3) Preventative medical care for the employee.

b. Child or Spouse of Statutory Service Worker. An eligible employee may
use statutory paid sick leave for:

(1) The illness, injury or health condition of the employee’s child or
spouse;

(2) The medical diagnosis, care or treatment of the mental illness or
physical iliness, injury or health condition of the employee’s child or
spouse;

(3) Preventative medical care for the employee's child or spouse.

c. Victim of Family Violence or Sexual Assault. An eligible employee who is
a victim of family violence or sexual assault may use statutory paid sick
leave for:

a. Medical care or psychological or other counseling for physical or
psychological injury or disability; 7020 JAN 21 mi GeGl

b. To obtain services from a victim services organization,;
c. To relocate due to such family violence or sexual assault; or

d. To patrticipate in any civil or criminal proceedings related to or
resulting from such family violence or sexual assault.

Use of statutory paid sick leave requires supervisor approval. Requests for
statutory paid sick leave should be submitted to an employee's supervisor at
least seven (7) days in advance of the requested paid sick leave period. In
emergency circumstances (e.g., unexpected absence due to iliness or other
qualifying reason) or when the need for statutory paid sick leave is not
reasonably foreseeable, requests should be submitted as soon as practicable
under the circumstances. Employees must promptly notify their Supervisor
when absent from work unexpectedly.

40
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4, Certification

When statutory paid sick leave is taken on three (3) or more consecutive work
days, the City may require an employee to provide reasonable documentation

{e.g., medical certification, other appropriate documentation) that such leave is
for a permitted purpose, as set forth in this policy.

5. Pay Rate for Statutory Paid Sick Leave
Statutory paid sick leave is calculated based on the employee’s regular rate of
pay.

6. Accumulation and Carry-Over of Statutory Paid Sick Leave

Eligible employees may carry over up to 40 hours of unused accrued statutory
paid sick leave from the current employment year (calculated based on
anniversary date of hire in a service worker position) {o the next employment
year. However, no employee may use more than 40 hours of statutory paid sick
teave in any employment year,

7. No Payment of Unused Accrued Statutory Paid Sick Leave

There is no payment of unused accrued statutory paid sick leave at the end of
the calendar year or upon termination of employment.

. . 078 J6H Py B33
B. Summary of Benefits: Family Medical Leave

Eligible employees, including part-time employees, may request unpaid
family/medical leave for reasons qualifying under the federal Family and Medical
Leave Act ("FMLA"). FMLA Leave is provided subject to the FMLA, as amended
from time to time.

1. Eligibility

To be eligible for FMLA leave, an employee must (i) Have worked for the City for
at least 12 months; (i) Have at least 1,250 hours of service with the City in the
12-month period immediately preceding the start of the requested leave; and (jii)
Work at a City facility that employs at least fifty (50) employees at that facility or
within 75 miles of that facility;

2. Leave Entitlement
Eligible employees are entitled fo FMLA leave as follows:

41
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+ Up to 12 workweeks of unpaid leave in a 12-month period for reason(s)
qualifying under FMLA; or

» Up to 26 workweeks of unpaid leave in a 12-month period to care for a
covered service member as provided under FMLA (Military Caregiver
Leave)

3. Qualifying Reasons

FMLA leave is available only for qualifying reasons (as defined by the FMLA), as
follows:

» Birth of employee’s child and to care for the newborn child;

» Placement with the employee of a child for adoption or foster care and to care
for the newly placed child;

¢ To care for the employee’s spouse, child or parent who has a serious health
condition;

» The employee’s own serious health condition; M JARZL p 5e58

o A qualifying exigency arising out of the fact that the employee’s spouse, child
or parent is a covered military member on ‘covered active duty;’

e To care for a covered service member with a serlous lliness or infury if the
eligible employee is the service member’s spouse, child, parent or next of kin
(Military Caregiver Leave).

4. Requests for Leave

Use of FMLA leave requires approval of the Chiefof StaffMayor's Office. When
the need for FMLA is foreseeable, should be submitted to the Chief-of Staff
Mayor’'s Office at least thirty (30) days in advance of the requested FMLA leave
period. In emergency circumstances (e.q., unexpected absence due to illness,
injury or other qualifying reason) or when the need for statutory paid sick leave is
not reasonably foreseeable, requests should be submiited as soon as practicable
under the circumstances. Employees must comply with the City's normal call-in
or nofification procedures for unexpected absences from work. Employees must
make reasonable efforts to schedule leave for planned medical treatment so as
not to.unduly disrupt City operations.

in requesting leave, an employee must provide the anticipated timing and
duration of the leave and must provide sufficient information for the City to

42
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determine whether the requested leave may qualify as FMLA leave. An
employee also must inform the City if the requested leave is for a reason for
which FMLA leave previously was taken or certified.

The City may require employees to provide medical certification(s), periodic
status reports and/or periodic recertification(s} in support of the need for leave.
The City also may require employees who take ieave for their own serious health
condition to provide a fitness-for-duty’ certification before returning to work from
FMLA leave,

An employee may be required to use any accrued paid leave (e.g., Sick Days,
vacation, statutory paid sick leave) concurrently with FMLA leave.

Paid leave (e.qg., Sick Days, vacation, statutory paid sick leave) does not accrue
during any period of FMLA which is unpaid.

5. Health Insurance / Benefits

An employee's existing group health insurance coverage will continue during
FMLA leave on the same terms and conditions applicable to the employee when
working.

Employees on FMLA leave remain responsible for payment of their regular
employee share of the premium(s) for group health insurance coverage. Failure
to make required premium payments may resulf in loss of coverage.

JE20JRH 2T oy be3E
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APPENDIX G
SIDE LETTER AGREEMENTS
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