











2. Employees on an unpaid leave of absence (utilizing no paid accruals) shall
not accrue any vacation, sick leave or personal days and shall not be paid for
holidays, except as described in paragraph 3 below.

3. Employees on a workers compensation leave shall continue to accrue ses £
vacation time at their regular contractual rate in accordance with the

following schedule:

Less than 1 year of service None

1 year or more but less than 10 years 3 months
10 years or more but less than 20 years 4 months
20 or more years of service 5 months

If an employee is on leave related to different workers compensation-eligible
injuries, the employee will be entitled to the same schedule of vacation
accrual for each leave. If an employee is out for the same work-related
illness or injury, the above schedule will begin again for each new leave,
provided the employee has been back at work for at least as much time as
they were out on the previous leave.
we
Job Classification and/or Job Description xR}erw
1. Any employee seeking review of his or4ob classification and/or job
description shall request such review Sy submitting the completed
Secretarial/Clerical Job Questionnaire form directly to Human Resources.
Applicants shall not be required but may, if they wish, supply HR wi
supporting documentation. All requests for upgrades will be Stamped on the
day received and a copy will be forwarded to Local 2110 UAW.
2. If Human Resources determines that it needs further documentation from
the supervisor and/or Department Head, Human Resources will solicit such
information. Copies of all such documents will be forwarded to the applicant

and Local 2110 UAW.
3. Human Resources will also forward a copy of its decision on the upgrade to

the applicant and to Local 2110.

4. Employees will not be considered for an upgrade until a fully completed
Secretarial/Clerical Job Questionnaire form is submitted to Human
Resources. Approved upgrades shall be retroactive to the date the employee

submitted the Questionnaire to HR.
5. The College will notify all managers that upgrade requests must be submitted

through Human Resources.
6. (NEW) The College anticipates implementing an automated process for
collecting employee job questionnaire information. The College will notify

the Union and all employees of the new system.





