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ARTICLE 1 PREAMBLE 
 The agreement is between the Guardian ad Litem Board, (here after referred to as Employer) and AFSCME 
Council 5, Local 3688, AFL-CIO (here after referred to as Union).  The agreement is to establish wages, hours 
and other conditions of employment. 
 
The Employees and Employer acknowledge their responsibility to: 

 Promote harmonious relations in the workplace; 

 Promote dignity and respect in the workplace; and 

 Establish and promote equitable and peaceful resolutions of differences. 
 
 

ARTICLE 2 RECOGNITION 
 
 

Section 1 Official Definition of Unit 
The Employer recognizes the Union as the exclusive bargaining representative, under Minnesota Statutes, for 
a certified bargaining unit defined as: 
 
All employees employed by the Minnesota Guardian ad Litem Board, who are public employees within the 
meaning of Minnesota Statutes, 179A.03, subd. 14, excluding confidential and supervisory employees. 
 

Section 2 Union Exclusivity 
The Employer will not, during the life of this Agreement, meet and confer or meet and negotiate with any 
individual employees or with any other employees' organization with respect to the terms and conditions of 
employment of the employees covered by this Agreement except through the Union or i t s  authorized 
representatives. The Employer will not assist or otherwise encourage any other employee organization which 
seeks to bargain for employees covered by this Agreement. 
 
 
 
Section 1   Check Off 

ARTICLE 3 UNION SECURITY 
 

The Employer shall permit the Union to access the Employer's payroll system in order to deduct the 
membership dues from the earnings of those employees who authorize such deductions in writing. The 
deduction shall continue in effect until cancelled by the employee through the Union. 
 

  Section 2 Exclusivity 
No other employee organization shall be granted payroll deduction of dues for employees covered by this 
Agreement. 
 
 
Section 3 Indemnity 
The Union agrees to indemnify and hold the Employer harmless against any and all claims, suits, orders or 
judgments brought or issued against the Employer as a result of any action taken or not taken as a result of 
a request of the Union under the provisions of this Article including fair share deductions and remittances. 
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Section 4 Fair Share 
The Union may require employees who are not members of the exclusive representative to contribute a fair 
share fee for services rendered by the Union. The fair share fee shall be equal to the amount of the regular 
membership dues of the exclusive representative, less the cost of benefits financed through the dues and 
available only to members of the exclusive representative. In no event shall the fair share fee exceed 85% of 
the regular membership dues. The exclusive representative shall provide advance written notice of the amount 
of the fair share fee to the employee who will be assessed the fee. The Employer shall provide the exclusive 
representative with a list of unit employees. A challenge by an employee or by a person aggrieved by the fee 
must be filed in writing with the Commissioner of the Minnesota Bureau of Mediation Services, the public 
Employer and the exclusive representative within 30 calendar days after receipt of the written notice. While 
challenges must specify those portions of the assessment challenged and the reasons therefore, the burden 
of proof relating to the amount of the fair share fees shall be on the exclusive representative. The Employer 
shall deduct the fee from the earnings of the employee and transmit the fee to the exclusive representative 
30 calendar days after the written notice is provided. If a challenge is filed, the deductions for a fair share fee 
shall be held in escrow by the Employer pending a decision on the challenge. 
 
Section 5 Employee Lists 
The Employer shall provide the Union with a listing of all employees in the bargaining unit represented by the 
Union by seniority monthly.  The Employer or its designee shall report to the Union the information on all 
employees added to or removed from the bargaining unit.  The Employer shall send a report detailing 
temporary employees in the GAL program.  These reports shall be made on a monthly basis and shall be 
transmitted no later than one calendar week following the end of each month. 
 
Section 6 Bargaining Unit Security 
The Employer shall provide the applicable Local Union President with information on new volunteers, interns 
and students working in the GAL Program via e-mail from the HR Manager or designee quarterly. 

 

 

ARTICLE 4 MANAGEMENT RIGHTS 

 

Section 1 General 
It is recognized that, except as expressly modified by this Agreement, the Employer retains all inherent managerial 
rights necessary to operate and direct the affairs of the Employer in all its various aspects. 
 
These rights include but are not limited to the right to determine policy, functions and programs, determine and 
establish budgets, utilize technology, relieve employees due to lack of work or other legitimate reasons, determine 
the methods, means, organization and number of persons by which such operations and services are to be 
conducted, and select and direct personnel. 
 

Section 2 Reservation 
Any terms of employment not specifically established or modified by this Agreement shall remain exclusively 
within the discretion of the Employer to modify, establish or eliminate. 
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ARTICLE 5 UNION RIGHTS 

 
Section 1 New Employee Union Orientation 
Guardian ad Litem Human Resources shall notify the designated Union Representative within the first two 
weeks from a new hire's start date to allow the scheduling of a 60 minute union orientation within the new 
employee's first 30 days of employment.   If a work location orientation is not feasible, the Union shall be 
offered 60 minutes as a part of the district's orientation agenda. 
 
Section 2 Union Activities 
The Union may designate employees from the bargaining unit to act as stewards and shall inform the 
Employer's Labor Relations Representative, in writing, of such choice and subsequent changes in the position 
of stewards and/or alternates. 
 
The Employer agrees that during working hours, on the work premises, without loss of pay, the Union president 
or one designated Union Representative shall be allowed reasonable time which does not unduly interfere 
with his or her normal duties or the duties of other employees to: post Union notices and announcements; 
to distribute the contract and steward list to new employees; transmit communications authorized by the 
Local Union or its officers to the Employer or his/her representative; or consult with the Employer or his/her 
representatives; or to consult with Local Union officers, or other Union representatives, regarding enforcement 
of any provisions of this Agreement.  This provision does not include paid time off to attend union or officer 
meetings.  Any unresolved concerns regarding the use of this provision shall be discussed through a meet and 
confer. 
 

Section 3 Employee E-Mail Use and Bulletin Boards 
Notwithstanding other appropriate employment uses, the Employer shall allow bargaining unit employees to 
use its e-mail system to advertise Union meetings and Union initiatives to other bargaining unit members so 
long as usage complies with the Employer's policy about e-mail usage, the communication does not advocate 
any course of action contrary to the provision of this Agreement, nor does the communication contain any 
material of a partisan political, derogatory, or inflammatory nature.  This provision would prohibit any 
materials that promote or disparage any candidate or political party in any race for elected office. 
 
 
In Districts where GAL Program Employees are centrally officed, the Employer shall furnish adequate bulletin 
board space in one or more convenient places in the work areas to be used exclusively by the Union for 
posting pertinent Union information; this will normally be on the AFSCME CAT bulletin board.  It is specifically 
understood that posted materials shall not advocate any course of action contrary to the provision of this 
Agreement nor shall they contain material of a partisan political, derogatory of inflammatory nature.  This 
provision would prohibit any materials that promote or disparage any candidate or political party in any race 
for elected office. 
 

 
ARTICLE 6 NO STRIKE OR LOCK OUT 

 
Section 1     No Strike 
The Union agrees that it will not promote or support any unlawful strike under the Minnesota Public 
Employment Labor Relations Act. A strike is lawful if conducted as provided under the provisions of M.S. 
179A.18. A strike is defined under the Minnesota Public Employment Labor Relations Act as a "concerted action 
in failing to report for duty, the willful absence from one's position, the stoppage of work, slow down or the 
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absence in whole or in part from the full, faithful, and proper performance of the duties of employment for 
purpose of inducing, influencing, or coercing a change in the conditions of compensation or the rights, 
privileges, or obligations of employment." 
 
Any employee who knowingly violates the provisions of this section may be discharged or otherwise 
disciplined. 
 
Section 2     No Lock Out 
No lock out shall be instituted by the Employer and/or its designees during the life of this Agreement. 

 

 

ARTICLE 7  NON-DISCRIMINATION 
 
 
Section 1     Protected Class Status 
The provisions of this Agreement shall be applied equally to all employees in the bargaining unit without 
discrimination as to age, sex, marital status, sexual preference, race, color, creed, disability, national origin, or 
political affiliation or as defined by statute or Court Rule.  The Union shall share equally with the Employer 
the responsibility for applying this provision of the Agreement. When a reasonable accommodation under the 
Americans with Disabilities Act is necessary and the accommodation conflicts with any provision of the 
Agreement, the Employer and the Union shall meet and confer prior to the implementation of the 
accommodation. 
 
Section 2 No Union Discrimination 
The Employer agrees not to interfere with the rights of employees to become members of the Union, and 
there shall be no discrimination, interference, restraint, or coercion by the Employer or any Employer 
representative against any employee because of Union membership or non-union membership or because of 
any employee activity in an official capacity on behalf of the Union, which in accord with the provisions of this 
agreement. 
 

ARTICLE 8  LABOR MANAGEMENT COMMITTEE 
 
The parties shall establish a state wide Labor Management Committee during the term of this agreement. 

 
ARTICLE 9 HOLIDAYS 

Section 1 Eligibility 
All employees in payroll status except temporary appointments appointed for less than six months, student 
workers, intermittent employees, and interns are eligible for paid holidays. 

 

Section 2 Observed Holidays 
The following shall be observed as paid holidays: 
New Year's Day 
Martin Luther King Day 
Presidents Day 
Memorial Day 
Independence Day 
Labor Day 
Veterans Day 
Thanksgiving Day 
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Day after Thanksgiving 
Christmas Day 

 
During the 2016 – 2017 biennium, an eligible full-time or part-time employee, other than a temporary 
employee, shall receive one floating holiday each year in accordance with their FTE allocation each fiscal year 
in addition to the observed holidays.  The holiday shall be taken on an employee's regularly scheduled work 
day subject to mutual agreement between the appointing authority and the employee.  The floating holiday 
may not be split and must be used in its entirety.  The floating holiday shall be taken in the fiscal year in which 
it is earned, or it is lost. 
 
Section 3     Holidays on Day Off 
When a holiday falls on a scheduled day off, the scheduled work day before or after the holiday shall be the 
holiday unless other arrangements are agreed to between the supervisor and the employee.  When the 
Program office location is closed as a result of a county paid holiday not observed by the Guardian ad Litem 
Program, employees shall be required to work unless they take accumulated vacation or floating holiday pay, 
after securing the approval of the supervisor. 
 
Section 4     Holiday Pay Entitlement 
In order to receive a paid holiday, (including both observed holidays and floating holidays), an otherwise 
eligible employee must have returned to work from his/her unpaid leave and be in payroll status for a duration 
equivalent to the employee's normal work schedule. on the normal work day immediately preceding the 
holiday, and the normal work day immediately following the holiday. Employees may not receive a paid 
holiday while on an unpaid leave, excluding an authorized Military leave, or an approved Voluntary Unpaid 
Salary Savings Leave. 
 
Employees who normally work less than 80 hours per pay period shall have their holiday pay pro-rated in 
accordance with their FTE allocation, not to exceed 8 hours. 
 
Employees who do not work a regular recurring schedule shall have their holiday pay pro-rated consistent 
with their FTE allocation, not to exceed 8 hours. 
 
Employees who work flex schedules (e.g., four 10 hour days) receive holiday pay based on the number of 
hours the employee would have been scheduled to work had there been no holiday, to a maximum of eight 
hours.  With supervisory approval, the employee may work additional hours within the work week or utilize 
accrued compensatory or vacation leave to make up for any loss of pay. 
 
The estate of an eligible employee who has died on a holiday or holiday weekend shall be entitled to be paid 
for the holiday. 
 
Section 5 Work on a Holiday 
Hours worked on an observed holiday must be pre-approved.   If pre-approval is given, a non-exempt employee 
shall be compensated at the appropriate overtime rate plus pay for the holiday. 
 
When a religious holiday not observed as one of those holidays listed above falls on an employee's regularly 
scheduled work day, the employee shall be entitled to time off to observe the religious holiday.  Time to 
observe a religious holiday shall be taken without pay unless the employee uses their floating holiday, 
accumulated vacation leave or accumulated compensatory time.  An employee shall notify his/her supervisor, 
in writing, of his/her intention to observe a religious holiday at least 21 days prior to the religious holiday. 
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ARTICLE 10 VACATION 

Section 1 Eligibility 

All employees in payroll status except temporary appointments appointed for less than six months, student 

workers, intermittent employees, and interns are eligible to accrue and use vacation leave. 

 
Section 2 Accrual and Accumulation 
An eligible employee shall accrue vacation leave each pay period in accordance with the schedule applicable 
for their position as set forth below. An eligible employee being paid for less than a full 80-hour pay period 
shall have his/her vacation accrual prorated. 
 
Vacation leave may be accumulated to a maximum of 275 hours. 
 
In emergency situations, the Program Administrator, at their discretion, may temporarily suspend the maximum 
number of hours that may be accumulated for all employees or on a case by case basis.  In the event such a 
suspension is authorized, the Program Administrator shall determine and communicate a date by which any 
exceeding balances must be reduced.  Any exceeding balances beyond the communicated date shall be deemed 
lost. 
 
The rates of vacation accrual described within this agreement are applicable to eligible state benefited 
employees only. 
 
All eligible employees shall accrue vacation leave according to the following rates: 
 

• 0 through 5 Years= 4 Working Hours per pay period 
• After 5 through 8 Years=5 Working Hours per pay period 
• After 8 through 12 Years=7 Working Hours per pay period 
• After 12 through 18 Years=7.5 Working Hours per pay period 
• After 18 through 25 Years=8 Working Hour per pay period 
• After 25 through 30 Years=8.5 Working Hours per pay period 
• After 30 Years=9 Working Hours per pay period 

 
Changes in accrual rates shall be made effective at the beginning of the next payroll period following 
completion of the specified Length of Service Requirement 
 
Eligible employees being paid for less than a full eighty (80) hours pay period shall have their vacation accruals 
pro-rated in accordance with the employee's FTE as set forth in Appendix A. 
 
Section 3 Usage 
All vacation eligible employees who have not completed six (6) months of continuous service may use vacation 
under special circumstances as approved by their appointing authority. 
 
An employee shall submit a written request to their appointing authority to use vacation leave prior to the 
absence.  The supervisor shall respond within three days and shall deny the request only when she or he 
determines that the denial is necessary to meet job related organizational needs. Except in emergencies, 
employees shall not normally be required to work during the employee's vacation once the vacation request 
has been approved. 
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An employee who uses vacation leave shall be charged only for the number of hours he or she would have 
been scheduled to work during the period of absence. 
 
Vacation leave shall not be granted in increments of less than one quarter (1/4) hour except to permit use of 
lesser fractions that have been accrued. 
 
Holidays that occur during vacation periods shall be paid as holidays and not charged as vacation leave. 
 
A l l  v acat ion e l i g i b le  employees  u pon sep arat ion o f  em ployment  shall be compensated at the 
employee's current rate of pay, for all vacation leave accrued and unused at the time of separation, up to a 
maximum of 275 hours.  Vacation leave may not be used in combination with unpaid leave on separation to 
extend insurance coverage or be used in lieu of notice.  The employee must be present at work on the effective 
date of their separation, except as otherwise authorized by the employee's appointing authority. 
 
Employees who receive state benefits shall be eligible to donate accrued vacation leave for the use of 
Minnesota Judicial Branch employees who have exhausted their sick leave, as permitted by Court policy. 
 
County Benefitted employees will accrue vacation leave according to the applicable county personnel rules 
and shall receive vacation pay upon separation according to county rules. In all other aspects, vacation usage 
is determined by this contract. 
 
 
Section 4 Length of Service 
The length of service provisions herein relate only to the determination of vacation accrual rates. 
 
Length of service does not include time on suspension or unpaid non-FMLA or Military leaves of absence 
which exceed one full pay period in duration. 
 
Length of Service may include time spent in other State of Minnesota government positions or other public 
jurisdictions, including county court administration offices. Employees who transferred to employment with 
the Minnesota Judicial Branch under the provisions of M.S. 480.181 and who elected to receive benefits from 
the State under the Judicial Branch Human Resource Rules, shall have his/her length of service transferred. 
 
 

ARTICLE 11    SICK LEAVE 
 
Section 1 Eligibility 
All employees in payroll status except temporary appointments appointed for less than six months, student 

workers, intermittent employees, and interns are eligible to accrue and use sick leave. 

 
Section 2    Accrual and Accumulation 
The rates of sick leave accrual described within this agreement are applicable to eligible state benefited 
employees only. An eligible, full-time employee shall accrue sick leave at the rate of four (4) hours per pay 
period of continuous employment beginning with their date of eligibility. An employee being paid for less than 
eighty (80) hours in a pay period shall have his/her sick leave accrual pro-rated. 
 
Eligible employees on an unpaid military leave shall earn and accrue sick leave as though actually at work. 
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An eligible employee who is appointed, reappointed or rehired to service with the Program within four years 

from the date of separation, provided they separated in good standing within Minnesota State government, 

or transfer without a break in service shall have his/her previous sick leave balance, if any, restored. However, 

any employee being reappointed or rehired after receiving severance pay shall not have his/her leave balance 

restored. 

 
The rates of sick leave accrual described within this agreement are applicable to eligible state benefited 
employees only. 
 

Section 3     Usage 
Whenever practicable, an employee shall submit a written request for sick leave to the coordinator in 
advance of the period of absence. When advance notice is not possible, an employee shall notify his/her 
coordinator at the earliest possible opportunity. 
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Sick Leave  
Use Reason 

Familial Relationships Defined 

Level 1:  
Illness, Medical, 
Chiropractor, or 
Dental Care  

Employee and Employee’s:   

 Spouse or Cohabiter   

 Any dependent of the employee or spouse as defined by the SEGIP definition 
found below 

 Parents  

 Step parents  
 

 

Level 2:  
Disability and 
Hospitalization 
(including 
employee’s 
inability to work, as 
certified by a 
doctor, due to 
being pregnant or 
giving birth)  

All Familial relationships noted in Level 1 above, plus the following: 
Employee’s:  

 Adult Children 
 
Spouse or Cohabiter’s: 

 Parents  

 Step Parents  

 Adult Children  
 
 

Level 3:   
Illness and Injury 

All Familial relationships noted in Levels 1 and 2 above, plus the following:  
Employee’s:  

 Siblings  

 Grandparents  

 Grandchildren (non-dependent)   
 

Level 4:   
Terminal or 
Catastrophic 
Illness or 
Hospice Care 

All Familial relationships noted in Levels 1, 2 and 3 above, plus the following: 
 
Employee’s:  

 Adult Children’s Spouse or Cohabiter 

 Step siblings 

 Step grandparents 
 
Spouse or Cohabiter’s: 

 Adult Children’s Spouse or Cohabiter  
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Level 5:   
In case of Death  
(to attend the 
funeral for a 
reasonable period, 
including necessary 
travel time)  

All Familial relationships noted in Levels 1, 2, 3 and 4 above, plus the following:   
Employee’s:   

 Great grandparents 

 Great-grandchildren 
Spouse or Cohabiter’s:  

 Siblings 

 Step siblings 

 Grandparents  

 Step grandparents 

 Great grandparents 
 
Each biennium, an employee, upon request, shall be granted one (1) day from his/her 
sick leave accrual to attend the funeral of any person not listed above.  
 

Upon notice to the supervisor, an employee may take up to three (3) days of sick leave 
during a two-week period to attend the funeral, burial, or similar grieving ceremony, travel 
to and from the funeral, make funeral arrangements, grieve, or comfort others in a time of 
personal loss. Following the three (3) days, a reasonable amount of applicable leave (i.e. 
sick, vacation, unpaid leave, personal leave, medical leave) maybe be taken with 
supervisory approval and shall not be unreasonably denied. 

Birth or Adoption 
of a child by the 
employee 

Birth or adoption of an employee’s child, not to exceed five (5) days, unless otherwise 
covered under the disability provisions of this section.  The sick leave usage must begin 
effective the date of birth, hospital release date of infant, or placement date.   

Arrange for 
Nursing Care  

To arrange for necessary nursing care for family members listed levels 1, 2, 3 and 4 above, 
not to exceed five (5) days.   

OTHER: Exposure to contagious disease which endangers the health of oneself and other persons;   
 

NOTES: Dependents, regardless of relationship, are outlined in the SEGIP definitions. 
 
In accordance with M.S. 181.9413, an employer may limit use of accrued sick leave for 
absences due to the illness or injury to the employee’s adult child, spouse, sibling, parent, 
grandparent or stepparent to no less than 160 hours in any 12-month period.  This limit 
does not apply to absences due to the illness or injury of a child as defined in section 
181.940, subd. 4. 
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An employee using sick leave may be required to furnish a statement from the treating medical practitioner or a 
medical practitioner designated by the appointing authority confirming the employee’s attendance at an 
appointment and/or indicating the nature and expected duration of the illness or disability. 
 
The employer may also require a statement from a medical practitioner if the appointing authority has reason to 
believe the employee is not able to work or has been exposed to a contagious disease that endangers the health 
of other persons. 
 
Sick leave hours shall not be used during the pay period in which the hours are accrued. Sick leave accruals earned 
while on sick leave may be used by the employee with prior supervisory approval. 
 
An employee using sick leave shall be charged for only the number of hours that the employee would have been 
scheduled to work during the period of sick leave. Sick leave shall not be granted for periods of less than one 
quarter (1/4) hour except to permit usage of lesser fractions that have been accrued. Holidays that occur during 
sick leave increments will be paid as holidays and not charged as a sick leave day. 
 
 

ARTICLE 12 LEAVES OF ABSENCE 
 

Section 1   Application for Leave 
All requests for leave of absence or extension thereof shall be submitted in writing by the employee to the 
employee’s immediate supervisor as soon as the need for such leave or extension is known. Leave of absence or 
extension may be requested orally when the need for the submission is not known in time for a written request. 
In this case, the employee will follow up with a written request as soon as practicable. The request shall state the 
reason for and the anticipated duration of the leave of absence. 
 

Section 2     Authorization for Leave 
Authorization for or denial of a leave of absence shall be furnished to the employee in writing by the supervisor. 
All requests for a leave of absence shall be answered by the supervisor promptly, including, upon request by the 
employee, a statement of the employer’s intent regarding whether or not the employee’s position will be filled 
permanently. No leave of absence request shall be unreasonably denied and no employee shall be required to 
exhaust vacation leave accruals prior to a leave of absence except as required under Section 68, Personal Leave. 

For the purposes of this section, cohabiter means: 
An adult of either the same or opposite sex as the employee, under circumstances in which the employee and 
other adult: 
1. Have entered into a committed interdependent relationship with each other;  
2. Are jointly responsible for each other’s basic common welfare;  
3. Share a common residence and intend to do so indefinitely; 
4. Are not related by blood or adoption such that would prohibit marriage in Minnesota; are neither married 
nor registered in another domestic partnership; and 
5. Are legally competent and qualified to enter into a contract. 
“Joint responsibility” means that each person agrees to provide for the other person’s basic living expenses if 
the person is unable to provide for himself or herself. 
“Basic common welfare” includes food, shelter, and health care. 
“Share a common residence” means that two (2) people share the same place. It is not necessary that the legal 
right to possess the common residence be in both of their names. Two (2) people may have a common 
residence even if one (1) or both persons have an additional place to live. A cohabiter does not cease to live 
together with the employee if one (1) of them leaves the common residence but intends to return, including, but 
not limited to, periods of time left for long-term or short-term medical care, education, sabbaticals, or 
employment. 
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Section 3     Overtime 
Paid leaves under this Article shall not result in an Employee receiving overtime. 
 

Section 4      Mandatory Paid Leaves of Absence 
Paid leaves of absence shall not exceed the employee’s normal work schedule and shall be granted as follows: 
 
A. Court appearance leave for appearances before a court or other judicial or quasi-judicial body in response 
to a subpoena or other direction by proper authority for purposes related to the employee's employment with the 
Program. The employee shall receive regular pay for such appearances or attendance, including necessary travel 
time, provided that any fee received for the appearance or attendance, exclusive of paid expenses, is remitted to 
the Program.  Any employee who must appear and testify in private litigation, not as an officer of the Program but 
as a private individual, shall be required to use vacation leave, leave of absence without pay, or compensatory time 
unless, by mutual consent with the appointing authority, the employee is able to work an equivalent number of 
hours during the work week to compensate for the hours lost. 
 

B. Jury duty leave for time to serve on a jury provided that when not impaneled for actual service, but only 
on call for service, the employee shall report to work. The employee shall receive regular pay for such time as 
required for service, provided that any jury duty fee received, exclusive of paid expenses, is remitted to the 
Program.  If the employee chooses to use vacation leave, he or she may retain the jury duty payment. 
 
C. Election Judge Leave pursuant to M.S. 204B.195 for purposes of serving as an Election Judge in any 
election.  The employee must request the leave in writing at least 20 calendar days in advance. 
 
D. Military leave in accordance with M.S. 192.26 for members of a reserve component of the armed forces 
of this state or of the United States who are ordered by the appropriate authorities to active service or to attend 
a training program.  This leave shall be limited to 15 working days per calendar year.  The employee must inform 
the Appointing Authority within seven (7) calendar days of receiving notification of duty.  A copy of the military 
orders must accompany the employee’s time sheet. 
 
E. Employees eligible to vote may take voting leave time during an election day, to a maximum of two hours, 
for the purpose of voting in any regularly scheduled state primary or general election, or any election to fill a 
vacancy in the United States Congress or state legislature, provided the employee has made prior arrangements 
for such absence with his/her immediate supervisor. 
   
F. Emergency Leave: 
 

1) State-wide Closures: If a state-wide natural (including weather emergencies) or man-made 
emergency is declared or the Governor or the Commissioner of Minnesota Management and Budget 
(MMB) declares state offices to be closed, all Program offices will be closed.  Employees will be notified of 
the closing, pursuant to the applicable policy.  Employees shall be paid their regular rate of pay during the 
emergency closure, without loss of leave.     
 
2) County Specific Closures: Should Minnesota Management & Budget (MMB) announce the closure 
of state offices within a specific county due to an emergency situation, Program offices within that county 
will also be closed.  Should a County determine that its facilities housing the court are closed due to an 
emergency situation, Program offices within that county will be closed.  The Program Administrator or 
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his/her designee may close specific Program offices.  Affected employees will be notified of the closure, 
pursuant to the applicable policy.  Employees shall be paid their regular rate of pay during the emergency 
closure, without loss of leave.    
 
3) Absence without Closure: Unless offices are closed, each employee is expected to report to work.  
However, if, in the employee’s reasonable opinion, it is not possible to report to or remain at the work site 
safely, leave time must be used to account for the time not worked.  The employee may use accrued sick, 
vacation or, if non-exempt, compensatory time to compensate for time not worked.  If a new employee 
has not been able to earn leave sufficient to cover the time absent from work due to a weather emergency, 
the employee may make arrangements with their supervisor to make up the time by working additional 
hours within the same work week.   

 
This section applies to home-officed Employees:  When, in the Employee’s reasonable opinion, an 
unanticipated event makes it impossible to perform work and the Employee demonstrates an inability to 
work from his/her home office, the Absence without Closure provision shall apply. 
 

G. Athletic leave in accord with M.S.15.62 to prepare for and engage in World, Olympic, or Pan American 
games competition. 
 

H. Educational leave for work related training conducted during normal working hours and approved at the 
discretion of the appointing authority shall be credited as active work time.  This provision does not include paid 
time to attend CLE’s unless attendance at the CLE is directed by and approved by the immediate supervisor.  
 
I. Blood Donation Leave to donate blood to both onsite and offsite endorsed programs for up to three hours 
in a fiscal year. (Minn Stat s 43.A.187) 
 
J. Leave for Bone Marrow Donation M.S. §181.945. An employer must grant paid leaves of absence to an 
employee who seeks to undergo a medical procedure to donate bone marrow. The combined length of the leaves 
shall be determined by the employee, but may not exceed 40 work hours, unless agreed to by the employer. The 
employer may require verification by a physician of the purpose and length of each leave requested by the 
employee to donate bone marrow. If there is a medical determination that the employee does not qualify as a 
bone marrow donor, the paid leave of absence granted to the employee prior to that medical determination is not 
forfeited. 
 
K. Leave for Organ Donation M.S. §181.9456.  An employer must grant paid leaves of absence to an 
employee who seeks to undergo a medical procedure to donate an organ or partial organ to another person. 
The combined length of the leaves shall be determined by the employee, but may not exceed 40 work hours for 
each donation, unless agreed to by the employer. The employer may require verification by a physician of the 
purpose and length of each leave requested by the employee for organ donation. If there is a medical 
determination that the employee does not qualify as an organ donor, the paid leave of absence granted to the 
employee prior to that medical determination is not forfeited 
 
L. Disaster Volunteer Leave M.S. §43A.185.   
A state employee who is a certified disaster service volunteer of the American Red Cross may be granted leave 
from work with 100 percent of pay, not to exceed 15 working days in each year, to participate in specialized disaster 
relief services for the American Red Cross. The employee must be released from work for this function upon the 
request of the American Red Cross for the services of that employee, and upon the approval of that employee's 
appointing authority. The appointing authority shall compensate the employee granted leave under this section 
at 100 percent of the employee's regular rate of pay for those regular hours during which the employee is absent 
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from work. This leave, if granted by the appointing authority, may not affect the employee's vacation leave, 
pension, compensatory time, personal vacation days, sick leave, earned overtime accumulation, or cause a loss of 
seniority. 
 
Flu Shot Leave.  Reasonable paid leave shall be granted to employees to obtain a flu shot one-time per year on or 
off site, not to exceed 2 hours for an off-site flu shot. 
 
Section 5 Mandatory Unpaid Leaves of Absence 

 Unpaid leaves of absence shall be granted upon an employee's request as follows: 
 
A. Medical leave for a period of one year per illness or injury, unless extended by the appointing authority, 
when an employee has exhausted his/her accumulation of sick leave due to an extended illness or injury.  The 
employee may be required to provide medical documentation substantiating the illness/injury.   
 
B. Family leave to a natural or adoptive parent for a period of six months when requested in conjunction with 
the birth or adoption of a child.  In the case of adoption, the leave will begin on the date requested by the 
employee.  In the case of a natural childbirth, the leave will begin either on the date requested by the employee 
or the date of the birth of the child, whichever comes first.  Sick leave used prior to the birth of the child, with a 
medical practitioner's statement, will not reduce the duration of this leave.  Sick leave or vacation leave used 
following the birth of the child will not extend the six month family leave.  Upon request the appointing authority 
may, at its discretion, extend the leave up to a maximum of one year. 
 
C. Military leave in accord with 38 U.S.C. 2024(d) for the period required to perform active duty for training 
or inactive duty training in the armed forces of the United States shall be granted with the employee being 
permitted to return to the employee’s position with such seniority, status, pay, vacation, and sick leave as such 
employee would have had if the employee had not been absent due to service under this provision.  Vacation 
leave may be accumulated, if otherwise eligible, to any amount provided that the amount is reduced to 275 hours 
within two (2) years of the employee’s return to service within the Program.  The employee must inform his/her 
appointing authority within seven calendar days of receiving notification of duty.  At the employee’s request, 
he/she shall be allowed to supplement unpaid military leave with accrued vacation leave.  Any vacation leave used 
for this purpose must have been accumulated prior to the start of the military leave. 
 
D. Military leave in accord with §M.S.192.261, subd.1 for entry into active military service in the armed forces 
of this state or of the United States for the period of military service up to five years plus any additional time, in 
each case, as the employee may be required to serve pursuant to law.  At the employee’s request, he/she shall be 
allowed to supplement unpaid military leave with accrued vacation leave.  Any vacation leave used for this purpose 
must have been accumulated prior to the start of the military leave.  If military leave under this section results 
from an order to active service by the appropriate authority, the employee shall continue to accrue vacation and 
sick leave if otherwise eligible during the period of active service.  Vacation leave may be accumulated to any 
amount provided that the amount is reduced to the appropriate rate as specified within this agreement hours 
within two (2) years of the employee’s return to service within the Program. 
 
E. Leave for Civil Air Patrol Service M.S. §181.946 Unless the leave would unduly disrupt the operations of 
the employer, an employer shall grant a leave of absence without pay to an employee for time spent rendering 
service as a member of the civil air patrol on the request and under the authority of the state or any of its 
political subdivisions 
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F. Leave for Immediate Family Members of Military Personnel Injured or Killed in Active Service. M.S. 
§181.947  An employer must grant up to ten working days of a leave of absence without pay to an employee 
whose immediate family member, as a member of the United States armed forces has been injured or killed 
while engaged in active service. 
 
G. Leave to Attend Military Ceremonies M.S. §181.948 Unless the leave would unduly disrupt the 
operations of the employer, an employer shall grant a leave of absence without pay to an employee whose 
immediate family member, as a member of the United States armed forces, has been ordered into active service 
in support of a war or other national emergency. The employer may limit the amount of leave provided under 
this subdivision to the actual time necessary for the employee to attend a send-off or homecoming ceremony 
for the mobilized service member, not to exceed one day's duration in any calendar year. 
 
H. The Family and Medical Leave Act provides eligible employees with unpaid leave for up to twelve (12) weeks 
in a twelve (12) month period for the birth or adoption of a child, for the care of a child, spouse, or parent who has 
a serious health condition, and for serious illness of an employee.  It also entitles employees to job protection and 
the continuation of employer health insurance during the period of a qualifying leave.  The Program has established 
that the twelve (12) month period coincides with its fiscal year.  The usage of accrued paid leave while on FMLA 
counts toward the total 12 weeks and sick leave must be taken for an FMLA qualifying event.  Medical 
documentation may be requested for all FMLA medical leaves.  Employees who do not return to work for a 
minimum of 30 calendar days after leave will be liable for repayment of employer paid insurance premiums.   
 
The National Defense Authorization Act for FY 2008 amended the FMLA to provide the option for leave to care for 
an injured or ill service member. 
 

1)   New Qualifying Reason for Leave: Eligible employees are entitled to up to 12 weeks of unpaid 
leave during the fiscal year for “any qualifying exigency” when the employee’s spouse, child, or parent is 
on active duty or has been notified of an impending call or order to active duty in the Armed Forces 
(including the Reserves and National Guard) in support of a “contingency operation”. 
 
2)   New Leave Entitlement: An eligible employee who is the spouse, son, daughter, parent or next of 
kin of a service member who is recovering from a serious illness or injury sustained in the line of duty on 
active duty is entitled to up to 26 weeks of leave in a single 12-month period to care for the service member. 
“Next of kin” means the nearest blood relative of the service member. 

 
 
I. School Conference and Activities Leave M.S. §181.9412 An employer must grant an employee leave of 
up to a total of 16 hours (Per Child) during any 12-month period to attend school conferences or school-related 
activities related  to the employee's child, provided the conferences or school-related activities cannot be 
scheduled during non-work hours. 
 
J. Precinct Caucuses M.S. §202A.19 Every employee who is entitled to attend a major political party 
precinct caucus is entitled, after giving the employer at least ten days' written notice, to be absent from work for 
the purpose of attending the caucus during the time for which the caucus is scheduled without penalty or 
deduction from salary or wages on account of the absence other than a deduction in salary for the time of 
absence from employment. 
 
K. Party Officers and Delegates to Party Conventions M.S. §202A.135 If an employee gives at least ten days' 
written notice to the employer, the employee may be absent from work to attend any meeting of the state 
central committee or executive committee of a major political party if the employee is a member of the 
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committee, or may attend any convention of major political party delegates,  including meetings of official 
convention committees, if the employee is a delegate or alternate delegate to that convention. An employee 
who gives proper notice as provided in this section shall suffer no penalty or deduction from salary or wages on 
account of absence other than a deduction in salary or wages for the actual time of absence from employment. 
A violation of this section by an employer is a misdemeanor 
 
L. Victims or Witnesses M.S.§611A.036 An employer must allow a victim or witness, who is subpoenaed or 
requested by the prosecutor to attend court for the purpose of giving testimony reasonable time off from work to 
attend criminal proceedings related to the victim's case. An employer must allow a victim of a heinous crime, as 
well as the victim's spouse or next of kin, reasonable time off from work to attend criminal proceedings related to 
the victim's case. 
 
M. Volunteer Firefighters/Emergency Medical Technician/Natural Disaster Leave. Employees who notify their 
supervisor in advance that they are Emergency Medical Technicians or members of volunteer fire departments 
may be granted leave to respond to calls. Leave may also be granted to Red Cross, Civil Defense or First 
Responder volunteers in the event of a natural disaster or other catastrophe.   

Section 6 Discretionary Unpaid Leaves of Absence 
Discretionary unpaid leaves of absence may be granted, denied or limited in number at the discretion of the 
Employer or its designees as follows: 
 

A. Temporary leave for salary savings purposes provided that this leave shall not exceed 60 consecutive 
calendar days at any one time and that an appointing authority shall not hire a replacement for an employee on 
salary savings leave.  This leave is to be used only when fiscal concerns of management warrant the granting of 
such leave.  An employee on salary savings leave shall, if otherwise eligible, continue to accrue vacation leave, sick 
leave, and seniority and shall continue to be eligible for paid holidays and insurance benefits provided that any 
holidays pay shall be included in the first paycheck received following the employee's return from leave. 
 

B. Personal leave for a period of up to one year, subject to extension at the appointing authority's discretion.  
The appointing authority may require that the employee exhaust vacation leave prior to use of leave without pay 
for personal leaves of less than 10 working days. 
 

 An employee may terminate his/her leave of absence prior to the previously agreed upon date of the leave with 
the approval of the appointing authority.  Leaves of absence or extensions of leaves which are subject to the 
discretionary authority of the appointing authority may be canceled by an appointing authority upon reasonable 
notice to the employee.  Such notice shall ordinarily be in writing except in case of emergency.  
 

 An employee returning from a leave of absence of two months or more shall notify his/her appointing authority 
at least two weeks prior to the intended date of return.  An employee may return from an approved leave of 
absence to a vacant position in the same class and district.  An employee returning from an unpaid leave of absence 
shall return to the same rate of pay s/he had been receiving at the time the leave commenced plus any 
non-discretionary adjustments that would have been granted had the employee been continuously employed 
during the period of absence, or at a higher rate with the approval of the appointing authority.  Upon return from 
an unpaid non-medical or non-military leave of absence of more than one full pay period in length, the leave 
accrual date, performance review date, and District Seniority date shall be adjusted to reflect the length of the 
leave. 
 
Failure to return at the expiration of the leave or to contact the Appointing Authority about an extension prior to 
the end of the approved leave shall be deemed to be a voluntary resignation. 
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Section 7 Other Leaves of Absence 
Other leaves recognized are as follows: 
 
A. Union Leave. Upon written request of the Union, reasonable leave time shall be granted to employees who 

are elected or appointed by the Union to serve on a union negotiating team, Local Union Stewards, Local 
Union Officers, Union Officers or other employees who may be elected or appointed by the Union or Local 
Union to perform the duties of the exclusive representative. 

 
Upon advance request to the employer, if staffing/workload permits, Employees shall be permitted to use 
unpaid union leave to attend Day on the Hill.  

 
Upon the written request of the Union, a leave of absence shall be granted to employees who are appointed 
full-time representatives of the Union. Annually, the Employer may require the Union to confirm the 
employee’s continuation on Union leave. 

 
If the leave is for less than two consecutive pay periods, the employee on approved union leave shall continue to 
accrue seniority, sick and vacation. If the leave is for more than two consecutive pay periods, beginning with the 
third pay period, accruals for sick and vacation shall cease; the employee shall continue to accrue seniority. 
Accruals for County Benefitted Employees will be governed by the county rules for an unpaid leave. 
 
Statutory leaves are subject to change or repeal and are not grievable or arbitrable. 

 
ARTICLE 13 PROBATION 

 
Section 1 Required Probationary Period 
The probationary period for all new employees who work .50 FTE or more, shall be six (6) months.  All probationary 
periods for new employees working less than .50, shall be one (1) calendar year. 
 
Any unpaid leaves of absence in excess of a total of ten (10) consecutive working days shall be added to the 
duration of the probationary period. The Employer or its designee may extend the probationary period of an 
employee, for up to six (6) months, by mutual, agreement. 
 
 
Section 2    Termination During the Probationary Period 
A probationary employee may be terminated from the Program any time during the probationary period, and the 
employee and/or the Union shall not be entitled to grieve or arbitrate such decision. 
 
 

ARTICLE 14 VACANCIES 
Section 1 Vacancy Defined 
A vacancy is defined as a position which the Employer elects to fill on a permanent basis. 
 
 
Section 2 Job Posting 
Whenever a vacancy occurs within the bargaining unit, the Employer shall post the description of the vacancy for 
a minimum of seven (7) calendar days, or through such procedures as are otherwise agreed upon between the 
Employer and the Union.  When the seven (7) calendar date posting requirement would be met on a Saturday, 
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Sunday, or Holiday, the expiration date of the posting shall be the day following the weekend or holiday.  The 
posting description shall be dated and shall contain the name of the class, a general description of the duties, the 
qualifications for the position, up to two geographic “primary office location(s)”, the FTE, and the salary range. 
 
Section 3 Filling Positions 
Vacancies shall be filled by the most senior qualified bidder within the class within the district and if the position 
is not filled within the district then the most senior qualified bidder within the state, provided the bidders’ 
qualifications, knowledge, skills and ability to perform the job are relatively equal. Employees currently on a 
Performance Improvement Plan (PIP) or serving less than six (6) months in their current position may be eligible 
to bid at the discretion of the appointing authority. Employees on the recall list may bid on vacancies and shall be 
considered within the pool of internal bidders, and shall have preference in filling vacancies over external 
candidates.  Should no internal bidders meet the requirements and qualifications of the vacancy, external 
candidates may be considered. 
 

ARTICLE 15    REASSIGNMENT 
 

Section 1 Case-Specific Temporary Reassignment 
Case-Specific temporary reassignment shall be for the purpose of continuity of a specific case or to avoid a conflict 
of interest, shall have no limit in duration or geographic constraints and shall end when the case is resolved, or 
the employer determines, with the input of the Guardian ad Litem assigned to the case, that the case can be 
transferred to a local Guardian ad Litem. 
 
 
Section 2 Non Case-Specific Temporary Reassignment 
Non Case-Specific temporary reassignment shall be for the purpose of addressing a temporary inability to meet 
demand with current staff, and shall be no longer than six (6) months in duration.  The temporary reassignment 
may be extended beyond the six (6) months by mutual agreement, or the assignment may be extended to allow 
the Guardian ad Litem to stay with the current case(s) until resolved. 
 
Non Case-Specific temporary reassignment opportunities shall first be offered to the most senior qualified 
employee volunteer.  In the instance that there are no employee volunteers, the least senior qualified Guardian 
shall be reassigned.  Unless mutually agreed, Reassignment shall not exceed fifty (50) miles from the Guardian’s 
primary work location or home, whichever is closest. 
 
 

ARTICLE 16     SENIORITY 
 
Section 1 Definition 
Seniority shall be defined as follows:  

A. Individuals Within the Bargaining Unit as of the Date of Certification (6/22/2011) 

For Guardians ad Litem within the bargaining unit as of the date the unit was certified (6/22/2011), 
seniority shall be the date the employee was first employed by the county or state as a GAL, or the first 
contract date, or the date the employee first received compensation for work as a GAL, whichever is 
earliest. 
For all other employees within the bargaining unit as of the date the unit was certified (6/22/2011), 
seniority shall be the date the employee was first employed by the courts.  For employees who 
transitioned from county employment, that date shall be the employment date certified by the county 
at the time of transition. 
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The Employer and the Union will certify the seniority dates for these employees within sixty (60) days of 
ratification. 

B. Individuals Within the Bargaining Unit After Unit Certification (6/22/2011) 

For all employees joining the bargaining unit after the date the unit was certified (6/22/2011), the 
seniority date shall be the hire date by the GAL Program or the date that the Employee reached the 
threshold for inclusion in the unit.  For employees with the same seniority date, the last four digits of the 
employees’ social security numbers shall be used to break the tie; the highest number shall be the most 
senior. 
The Employer shall provide the Union with a listing of all employees in the bargaining unit represented 
by the Union by seniority monthly.  The Union may post a seniority list twice each fiscal year; the 
employees may request correction or review of their seniority date within 30 days of the posting. 

 
Section 2 Termination of Seniority Rights 
Seniority rights under this Agreement shall terminate under the following conditions: 
 

A. Resignation or termination of employment. 
 

B. Layoff in excess of a period equal to an Employee’s seniority but not more than two years. 
 

C. Failure to return from recall. 
 

D. Death. 
 

ARTICLE 17   LAYOFF AND RECALL 
Section 1 Layoff 

A. Defined.  The Program may layoff an employee by reason of abolition of the position, shortage of work 
or funds, because of a material change in the duties or organization of a work unit, or other reasons as 
determined by the Program. 

 
B. Labor-Management Meet and Confer. When the Program anticipates layoff(s), the Employer will meet 

and confer with the Union.  The Meet and Confer will include discussion of methods of mitigating layoff. 
(E.g. salary savings, reduction in hours, reassignment, early retirement options, etc.)  When the Program 
is certain that layoff(s) will occur, the Employer will again meet and confer with the Union.  This Meet 
and Confer will include discussion of length of layoff notice, bumping, vacancies, timing of layoff notices 
and other impacts of implementation. 

 
C. Determination of position(s). The Program shall determine the position(s) to be eliminated.  A 

permanent position shall not be eliminated until all probationary, temporary or intermittent employees 
performing work in bargaining unit classifications within that district are released, with the exception of 
the need for specific language or cultural competencies.   No new volunteers shall be added within a 
district while there are laid-off employees within that district, nor shall volunteers perform the work of 
the laid-off employees.   No employee outside the bargaining unit will have bumping or bidding rights 
for positions within the bargaining unit while any bargaining unit employee is on the layoff list. 

 
D. Notice to Union.  If permanent layoffs are deemed necessary, the Employer shall notify the Union and 

the Local Union Presidents of the classifications, and number of positions to be eliminated at least 
twenty-one (21) calendar days prior to the effective date of the anticipated layoff. 
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E. Notice to Employee.  At least twenty-one (21) calendar days prior to the effective date of the layoff, the 
Employer shall give written notice of the layoff, including the reason(s) therefore, and the estimated 
length of the layoff, to all affected employee(s) and to the Local Union President.  The Employer or its 
designee may   establish a date, no more than seven (7) calendar days prior to the effective date of the 
layoff, by which employees must choose the layoff option they will exercise. This date shall be indicated 
in the written notice of layoff. 

 
F. Layoff Options.  The employee in the position to be eliminated shall either: 

1) Accept layoff; or 

2) Accept a reduction in hours or a salary savings leave if offered by the Program; or 

3) Accept a vacancy in the judicial district in the same, equal, or lower classification; or 

4) Bump a less senior employee of the same classification and employment condition in the following 
order,  provided that the bumping employee possesses the necessary qualifications: 

a) The least senior within the District; 
b) The least senior within a fifty (50) mile radius; 
c) The least senior within the State. 

 
“Employment condition” is defined as benefit eligibility status of original appointment in the position 
held at time of layoff.  If an employee voluntarily reduced their FTE at the request of the employer as a 
budget-savings measure, they shall not be prohibited from bumping in to a position up to the original 
FTE of the position held at layoff.  No employee shall be adversely impacted as a result of voluntarily 
changing their employment conditions as a budget-savings measure. 
 
The Employee may choose to bump into a lesser employment condition. (Benefit eligibility thresholds 
may differ for county benefitted employees.) 
 
Any employee bumped pursuant to this Section shall be laid off in accordance with this Article. 

 
 
Section 2 Layoff Lists 
The names of laid off employees shall be placed on a Statewide Layoff List in order of their seniority.  The name 
shall be retained on the Statewide Layoff List for a minimum of one year or for a period of time equal to the 
employee’s seniority to a maximum of three (3) years. 
 
Section 3 Recall 
Employees shall be recalled to their district from layoff in the order in which their names appear on the Statewide 
Layoff List, starting with the most senior. 
 
The laid-off employee shall provide the employer with their preferred method for notification of recall and 
necessary contact information.  The employer shall notify the employee of recall in accordance with this 
preference, at least fourteen (14) days prior to the return to work date.  The employee shall promptly notify the 
Employer within seven (7) calendar days of receipt of recall notice of their intention to return to work, and shall 
report to work on the reporting date unless other arrangements are made. It shall be the employee’s responsibility 
to keep the Program informed of the employee’s current address/contact information. 
An employee recalled from layoff shall be reinstated and seniority shall remain intact.  
 
Section 4 Removal from Layoff List 
Employees shall be removed from all layoff lists for any of the following reasons: 
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A. Recall to a permanent position from the layoff list in the same classification and employment condition 

from which they were laid off; 
B. Failure to accept recall to a position within their district and a 50 mile radius of prior position; 
C. Resignation, retirement or termination from state employment; 
D. Failure to be recalled during the term of the employee’s right of recall; or 
E. Death. 

 
ARTICLE 18 EXPENSE ALLOWANCES 

 
Minnesota Judicial Branch policies apply except where this contract identifies exceptions as follows: 

205(a) Employee Travel and Reimbursement Policies and Procedures   

GAL Reimbursement  Procedures 205(1) 

GAL Reimbursement  Form 205(m) 

Section 1 Cellular Phone 
A. For safety reasons, all Guardians ad Litem shall have a cellular phone available for use. 

 
B. The Program will authorize a monthly allowance for Guardians ad Litem using a personally owned 

cellular phone.  The maximum monthly allowance shall be $68.00 per month pro-rated by FTE.  In order 
to be eligible for the monthly allowance, Guardians must present an initial monthly bill in the Guardian’s 
name for cellular service to the Guardian manager demonstrating that costs of the cellular phone are in 
excess of the maximum monthly allowance ($68.00 prorated by FTE).  If costs are less than the 
maximum monthly allowance, the amount of the reimbursement will be the actual monthly cost.  
Should the actual monthly cost change, it is the responsibility of the Guardian to promptly present a 
monthly bill to the Guardian manager in order to effect a change to the monthly allowance.  Assignment 
of an allowance will be approved by the Guardian manager. 

 
C. All Guardians receiving an allowance will publish their cellular phone number in the courts automated 

directory system. 
 

D. The Guardian manager shall be responsible for reviewing periodically the business need for an 
allowance. 

 
E. The allowance will be paid through the Judicial Branch payroll system and is taxable compensation to 

the Guardian. 
 

F. Guardians shall be responsible for appropriate payment of personal income taxes and reporting of 
income and business expenses to the Internal Revenue Service related to the allowance. 

 
G. Any Guardian receiving a monthly allowance for business use of a personal cellular phone is solely 

responsible to the service provider for the cost of the service, activation fees, and equipment, including 
repair and replacement of lost, stolen, damaged or otherwise malfunctioning units. 

 
 

https://sp.courts.state.mn.us/mjb/GALP/Employees/Document%20Library/GAL%20Expense%20Reimbursement%20Procedures%20Employees.docx
http://courtnet.courts.state.mn.us/Documents/100/docs/Judicial_Council/JC%20Finance/205(l)_GAL_Expense_Reimbursement_Procedures_6-21-2010.doc
http://courtnet.courts.state.mn.us/Documents/100/docs/Human_Resources/GAL_Reimbursement_Form_205_(m).xls
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Section 2 Mileage Reimbursement 
Effective September 1, 2015, home officed employees:  Employees working from home with no office to report 
to or work from shall calculate all miles from home to home. 
 
When a Guardian does not report to their primary work location prior to traveling, mileage to the first destination 
shall be reimbursed from the Guardian's home or from the Guardian's primary work location, whichever is closest. 
All other travel shall be reimbursed as actual miles. 
 
"In travel status" is defined as a situation in which an employee must travel to a destination other than their 
defined primary work location on Program business.  
 
 
 
Section 3 Education Expenses 
Employees shall not incur costs for courses, seminars, conferences and workshops they are required to attend.  
Reimbursement for discretionary courses, seminars, conferences and workshops is at the discretion of the 
Guardian manager and is subject to the availability of funds. 
 
Tuition reimbursement for degree-seeking employees is at the discretion of the Program Administrator, subject 
to the availability of funds. 
 
Section 4 Home Office Expenses 
 

A. Reimbursement for Home Office One-Time, Start-up Expenses. 
 
GAL employees in their first year of employment who are not provided office space within a court facility or 
Program office are eligible for one-time reimbursement for equipment purchased to establish a home office.  
This equipment includes, but is not limited to: 

 Computer (desktop or laptop), software, and peripherals (compatible with Netilla software) 

 Printer/Fax Machine 

 Ergonomic Chair 

 Ergonomic Desk 

 Secure File Cabinet 
 
Reimbursement for these expenses may be up to 75% of the actual cost of the equipment acquired not to 
exceed the total amount allowed based upon employment status, as follows: 
 

 0.76 FTE - 1.00 FTE may receive up to $1,500; 

 0.50 FTE - 0.75 FTE may receive up to $1,250; 

 0.25 FTE - 0.49 FTE may receive up to $750; and, 

 FTE - 0.24 FTE may receive up to $500 
 
 
Receipts are required and must be dated after the offer of employment has been tendered. This reimbursement 
is available during the first twelve months of employment only. The Program neither owns this equipment nor is 
responsible for its on-going maintenance. 
 

B. Reimbursement for Home Office On-Going Expenses. 
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GAL employees who are not provided office space within a court facility or Program office are eligible for 
reimbursement for on-going expenses required to operate a home office.  These expenses include and are 
limited to: 
 

 Internet - recommended speed of 1 megabyte or greater 

 Dedicated phone line with voicemail and long distance. 

 Supplies (paper, printer cartridges/toners, pens/pencils, etc.) 

 Location to receive mail - P.O. box recommended 

 Maintenance of current equipment and peripherals 

 Future replacement or upgrade of equipment, software and peripherals 
 
Reimbursement for these ongoing expenses will be prorated based upon employment status: 
 

 0.76 FTE - 1.00 FTE may receive up to $1,000; 

 0.50 FTE - 0.75 FTE may receive up to $750; 

 0.25 FTE - 0.49 FTE may receive up to $500; and, 

 FTE - 0.24 FTE may receive up to $300 
 
 
To address costs of printing and copying, an employee may coordinate with their GAL Manager to utilize 
Program printers and copiers located in courthouses or other Program offices.  Issues related to ongoing 
expense reimbursement should be directed to the GAL Manager. 
 
The Program Statewide LMC shall be the forum to discuss the possibility of central purchasing of supplies, which 
may be provided to GAL employees at the Program's expense. 
 
GAL employees who are not provided office space within a court facility or Program office are eligible to receive 
$500.00 equipment replacement allowance prorated based on FTE, every 4 years from their original startup date 
using the following schedule: 
 

 0.76 FTE - 1.00 FTE may receive up to $500 

 0.50 FTE - 0.75 FTE may receive up to $375 

 0.25 FTE - 0.49 FTE may receive up to $250; and, 

 FTE - 0.24 FTE may receive up to $150 
 
 
Section 5 Submitting the GAL Reimbursement Form 
GAL employees must use the GAL Reimbursement Form (Appendix B) or mileage reimbursement form (Appendix 
C), whichever is specified by the GAL Manager, when submitting reimbursement requests for the one-time and 
on-going home office expenses identified in this document. 
An original receipt must be attached to the reimbursement form with the following exception:  If the 
reimbursement form is submitted electronically, a scanned copy of the receipt is permitted.  The GAL employee 
must retain the original receipt for a period of three years, so it can be provided in the event of an audit. 
 
Some of these reimbursements may be taxed per IRS guidelines.  Further, reimbursement requests that are not 
submitted within 60 days after the expenses are incurred or paid will be considered taxable wages per IRS 
guidelines. 



 

 Page 
29 

 
  

 
Section 6 Reimbursement Repayment Due to Termination/Resignation of Employment 
If the GAL employee's employment with the Program ends before completion of the first year anniversary, partial 
repayment of any one-time start up expense reimbursement(s) will be required.  The repayment amount will be 
calculated based upon the number of work days unfulfilled prior to the completion of the first year anniversary.  
The computation for the repayment amount is as follows: 
 
(Total Annual Work Days – Actual Days Worked)      * Total One-time Reimbursements 
                       Total Annual Work Days 
 

ARTICLE 19    DISCIPLINE 
 
Section 1 Purpose 
Disciplinary action may be imposed upon an employee who has attained permanent status only for just cause. 
 
 
Section 2 Union Representation 
The Employer shall not question or meet with an employee in an investigation that may lead to discipline without 
first offering the employee an opportunity for union representation, and such meeting shall not take place until a 
Union Representative is available or is released by his/her supervisor. The employee shall be advised of the general 
nature of the allegation(s) prior to questioning. The Employee shall be offered a Union representative before the 
administration of discipline. 
 
Section 3 Disciplinary Procedure 
Discipline is intended to be corrective; not punitive. This process is intended to ensure employees understand the 
Employer's expectations, standards, and rules, and are aware of the consequences of unimproved conduct or 
performance. 
 
Disciplinary action shall include only the following forms and depending upon the seriousness of the offense 
shall normally be administered progressively in the following order: 
 

A. Oral reprimand 
B. Written reprimand 
C. Suspension 
D. Discharge 

 
Nothing in the above listing of types of discipline shall preclude the Employer from exacting more stringent forms 
of discipline where the egregiousness of the offense so warrants. If the Employer or its designee has reason to 
discipline an employee, it shall not be done in the presence of other employees or the public. Oral reprimands 
shall be identified as such. Suspensions shall not be served the day before or after a holiday. 
 
Section 4  Loudermill 
When any disciplinary action is intended, the employer or it’s designee shall before such action is taken notify the 
employee in writing of the intended disciplinary action and the specific reasons for such action.  A meeting will be 
scheduled at which time the employee will have the opportunity to admit, refute or mitigate the allegations. 
 
When the intended disciplinary action is greater than an oral reprimand, the employee may secure union 
representation for said disciplinary meeting/action. The employee, however, is responsible for securing that 
representation. 



 

 Page 
30 

 
  

 
Section 5 Investigatory Leave 
The Employer or its designee may place an employee who is the subject of an internal disciplinary investigation 
on an investigatory leave with pay provided a reasonable basis exists to warrant such leave. Employees may be 
placed on an unpaid investigatory leave when the investigation is being conducted by an external agency. 
 
 
Section 6 Notice Hearing 
If the Employer believes there is just cause for suspension or discharge, the employee shall be notified, in writing 
that the employee may be disciplined and shall be furnished with the supporting reasons for the contemplated 
action. The Employer shall schedule a notice hearing wherein the employee, along with union representation if 
the employee requests it, may present his/her side of the story to refute the charge(s) or offer mitigating evidence. 
Nothing herein shall preclude the Employer from placing the employee on investigatory leave prior to the notice 
hearing. 
 
Section 7 Appeal Procedures 
Any disciplinary action imposed upon an employee may be processed as a grievance through the regular grievance 
procedure as provided in this Agreement except that oral reprimands are able to be appealed only through Step 
2 of the grievance procedure. 
 
The Union reserves the right to initiate a grievance at Step 2 of the grievance procedure for all disciplinary action 
other than a written or oral reprimand. 
 
Employees serving a probation period are not eligible to grieve or arbitrate denial of permanent status. 
 
Section 8 Official Personnel Records 

A. Materials in File.  Initial minor infractions, irregularities, or deficiencies shall first be privately brought to 
the attention of the employee and, if corrected, shall not be entered into the Employee's or Employer's 
official personnel file. 

 
B. An oral reprimand shall not become part of any Employer record.  Investigations which do not result in 

disciplinary actions shall not be entered into the Employer record.  A written record of all disciplinary 
actions other than oral reprimands shall be entered into an employee's official personnel record.  All 
disciplinary entries in the Employer record shall state the corrective action expected of the employee. 

 
C. Each employee shall be furnished with a copy of all evaluative and disciplinary entries into any Employer 

record and shall be entitled to have the employee's written response attached therein.   Documentation 
regarding any wage garnishment action against any employee shall not be placed in the employee's 
official personnel record. 

 
D. Official File.  The official personnel record for each employee shall be kept in the Guardian ad Litem 

Human Resources Office.  Only the official personnel record may be used as evidence in any disciplinary 
action or hearing.  This does not limit, restrict, or prohibit the Employer or its designee from submitting 
supportive documentation or testimony, either oral or written, in any disciplinary hearing, nor does it so 
limit the Union. 

 
E. Employee/Union Access to File.  The contents of any Employer personnel record shall be disclosed to the 

employee upon request and to the employee's Union Representative upon the written request of the 
employee.  Requests shall be made to district human resources.  In the event a grievance is initiated, the 
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Employer or its designee shall provide a copy of any items from any Employer record upon the request 
of the employee.  Copies of such material shall be available without cost to the employee, Local Union, 
or Union. 

 
F. Removing Materials from File.  Written reprimands shall not be relied upon to form the basis for further 

disciplinary action after two (2) years following the date of the written reprimand.  In addition, an 
employee may request that a written reprimand be expunged from their official personnel record after 
two (2) years if there are no same or similar offenses.  The written request for an expungement shall not 
become part of the personnel record.  The ability to have a matter expunged will not exist where the 
underlying infraction that caused the discipline was the violation of another individual's statutory rights: 
e.g. sexual harassment, race discrimination, gender discrimination.  Such matters will remain as an 
active file in the employee's official personnel record. 

 
Section 9 Resignation 
Employees are expected to give at least ten (10) working day's notice of resignation to the GAL Manager in writing.  
Failure to do so may result in loss of the privilege to be rehired in the Program.  The period of notice may be 
reduced or waived by the Employer upon request of the Employee where extenuating circumstances exist. 
 
An employee giving proper written notice of resignation may withdraw a written resignation within three (3) 
calendar days of its submission. 
 
Section 10   Abandonment of Position 
An employee's unauthorized leave of absence (no call/no show/no work unless under extenuating circumstances) 
of three consecutive work days shall constitute a resignation not in good standing.  Employees who resign in this 
manner may, at the discretion of the appointing authority, forfeit all accrued annual leave.  The appointing 
authority shall notify Human Resources or designee of the separation. 
 
 

ARTICLE 20   GRIEVANCE PROCEDURE 
 
 

Section 1 Definition of a Grievance 
A grievance is defined as a dispute or disagreement as to the interpretation or application of the specific terms 
and conditions of this Agreement. 
 
Unless excluded elsewhere in this Agreement, all written disciplinary actions shall be appealable through the 
grievance procedure set out herein.  An oral reprimand is not subject to the grievance procedure beyond Step 2.  
This process shall be in lieu of any other applicable grievance procedure. 
 
Section 2 Union Representatives 
The Employer or designee will recognize representatives designated by the Union as the grievance representatives 
of the bargaining unit having the duties and responsibilities established by this Article.  The Union shall notify the 
Employer in writing of the names of such Union representatives and of their successors when so designated. 
 
At any step of the grievance procedure, up to two (2) Union Representatives may participate with or without the 
grievant. 
 
Section 3 Processing of a Grievance 
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It is recognized and accepted by the Union and the Employer that the processing of grievances as hereinafter 
provided is limited by the job duties and responsibilities of the Employee and shall therefore be accomplished 
during normal working hours only when consistent with such Employee duties and responsibilities.  The aggrieved 
Employee and a Union representative shall be allowed a reasonable amount of time without loss in pay when a 
grievance is investigated and presented to the Employer during normal working hours, provided the Employee 
has notified and received the approval of the Employer or designee who has determined that such absence is 
reasonable and would not be detrimental to the work of the Employer or designee, other Employees or the public. 
 
Section 4 Procedure 
All grievances shall be resolved in conformance with the following procedure: 

 
 
Step 1:  The designated Union representative, with or without the employee, shall attempt to resolve the matter 
by requesting a meeting, in writing, with the GAL Manager or designee. The GAL Manager or designee shall 
schedule a meeting to discuss the grievance with the designated Union representative within seven (7) calendar 
days of the request and shall respond, in writing, to the Union within seven (7) calendar days of the meeting. 
 
Step 2:  If the grievance has not been resolved to the satisfaction of the Local Union within thirty-five (35) 
calendar days after the employee, through the use of reasonable diligence, should have knowledge of the first 
occurrence of the event giving rise to the grievance, it may be presented in writing by the designated Union 
Representative to the GAL Program Administrator or designee who has been authorized by the Employer to 
process grievances. The written grievance shall state the nature of the grievance, the facts upon which it is 
based, the condition(s) of employment allegedly violated, the Articles of the Agreement allegedly violated, and 
the relief requested. The Employer/designee shall arrange a meeting with the Union Representative to discuss 
the grievance within fourteen (14) calendar days. A written response shall be forwarded to the Union 
Representative within fourteen (14) calendar days of the Step 2 meeting. 
 
Step 3:  If the grievance has not been resolved by the operation of Step 2 and the Union intends to continue the 
grievance, the Union shall, within fourteen (14) calendar days after receipt of the Program Administrator's 
response, appeal the matter to the Employer's Labor Relations Representative. The appeal must be in writing. 
The Labor Relations Representative and the Union's Business Agent shall meet within twenty-one  (21) 
calendar days of the date the Union filed its Step 3 notice in an attempt to resolve the grievance. The meeting 
shall be held within the judicial district in which the grievance arose either in person or via electronic means, 
unless an alternate site is mutually agreed to. The Labor Relations Representative shall respond to the Union, in · 
writing, within fourteen (14) calendar days of the Step 3 meeting. 
 
If the parties have not resolved the grievance within forty-five (45) calendar days after the date of such meeting, 
the Union may initiate the permissive mediation process outlined in Step 4 or the mandatory arbitration process 
as provided for in Step 5.  The Union shall notify, in writing, the Employer's Labor Relations Representative of 
their intent to mediate or arbitrate the complaint. An election to participate in voluntary mediation does not 
foreclose the union's ability to arbitrate the dispute. Timelines for appeal to arbitration will be adjusted to allow 
for participation in the grievance mediation process. 
 
STEP 4:  Upon the request of either party, the grievance may be referred to mediation through the filing of a 
grievance mediation petition with the Minnesota Bureau of Mediation Services. The timeline for appeal to 
arbitration will be stayed in order for the parties to engage in the mediation process. 
 
STEP 5:  If timely appealed, the matter may be appealed to arbitration.  The arbitrator shall be selected by 
resorting to a list of seven (7) labor arbitrators furnished to the parties by the Bureau of Mediation Service.  Both 
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the Union and the Employer shall alternately strike individual arbitrators on the list until only one arbitrator 
remains.  The parties shall arrange for the arbitration to occur within a reasonable time after selection. 
 
Section 5      Expedited Arbitration 
The parties agree to utilize an expedited arbitration procedure for mutually identified grievances in the interest 
of achieving a swift and economical resolution of those grievances. 
 
Section 6 Arbitrator's Authority 
 
A.  The arbitrator shall not have the right to amend, nullify, ignore, add to or subtract from the terms and 
conditions of this Agreement.  The arbitrator shall consider and decide only the specific issue(s) submitted in 
writing by the Employer and the Union and shall have no authority to make a decision on any other issue not so 
submitted nor shall the arbitrator decide contrary to law. 
 
The arbitrator's decision shall be submitted in writing within ninety (90) calendar days following the close of the 
hearing unless waived by both parties. The decision shall be binding on both the Employer and the Union. 
 
The fees and expenses for the arbitrators' services and proceedings shall be borne equally by the Employer and 
the Union provided that each party shall be responsible for compensating its own representatives and 
witnesses.   If any party has the matter transcribed by a court reporter, the other party may purchase a 
transcript from the court reporter at the copy price. 
 
 
Section 7 Timelines 
If a grievance is not presented within the specified time limits, it shall be considered waived.  If a grievance is not 
appealed to the next step within the specified time limits, it shall be considered resolved on the basis of the last 
answer and there shall be no further appeal or review.   Any failure to answer or to answer in a timely manner by 
the Employer may be progressed to the next step by the Union within the stated timelines. By mutual agreement, 
the authorized representatives at each step may waive a step or extend the stated timelines. 
 
Section 8 Election of Remedies 
It is specifically understood that any matters governed by statutory provisions, or personnel rules, except as 
expressly provided for in this AGREEMENT shall not be considered grievances under this AGREEMENT.   If by law 
an appeal procedure, other than the grievance procedure contained herein, is available for resolution of a dispute 
arising from any provision covered by this AGREEMENT and the aggrieved party pursues the dispute through such 
appeal procedure provided by law, the aggrieved employee (s) shall be precluded from making an appeal under 
this grievance procedure. Except that with respect to statutes under the jurisdiction of the United States Equal 
Employment Opportunity Commission of Minn. Stat. SS363.01-.20 an employee pursuing a statutory remedy is 
not precluded from also pursuing an appeal under this grievance procedure. 
 
 
 

ARTICLE  21        INSURANCE 
 
Insurance plan designs and contribution levels shall be the same as in the Labor Agreement entered into 
between the Minnesota Executive Branch and AFSCME Council No. 5 for the period from July 1, 2015 - June 
30, 2017 as approved by the Legislature.  Insurance information is located on the Minnesota Management 
and Budget Website. 
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ARTICLE  22  WORKERS' COMPENSATION 
 

 
Section 1 Job Related Injuries 
An employee incurring an on-the-job injury shall be paid his/her regular rate of pay for the remainder of 
the scheduled work day without deduction from vacation or sick leave accruals. An employee who incurs a 
compensable illness or injury and receives workers' compensation benefits shall use accumulated sick leave, 
vacation, and/or compensatory time during an absence resulting from an injury or illness for which a claim 
for workers' compensation is made or while an award of benefits is pending. Such leave may be used on the 
following basis: 
 
The employee retains the workers' compensation benefit check and receives payments from sick leave, vacation 
leave and/or compensatory time in an amount which will total his/her regular gross pay for the period of time 
involved provided that the total rate of compensation shall not exceed the regular compensation of the employee 
(M.S. 176.021, Subd. 5). Employees shall notify the appointing authority in writing of whether and how they wish 
to supplement their workers' compensation check through use of sick leave, vacation leave and/or compensatory 
time. Sick leave must be exhausted before vacation leave or compensatory time is used. 
 
Alternatively, the employee retains the workers' compensation benefit check and takes an unpaid medical leave 
during the time s/he is unable to work. 
 
An employee shall return from disability leave upon appropriate release from workers' compensation status 
provided the employee is able to perform the work satisfactorily and safely as determined by competent medical 
authority. 
 
Section 2    Vacation and Sick Leave Accrual 
An eligible employee receiving workers' compensation benefits supplemented by vacation and/or sick leave 
accruals or compensatory time shall accrue vacation and sick leave for the total number of hours compensated by 
workers' compensation, sick leave, compensatory time and vacation leave. An employee on unpaid workers' 
compensation leave does not accrue vacation or sick leave. 
 
Section 3     Insurance 
An employee who receives an Employer Contribution and who is off the State payroll due to a work-related 
injury or a work-related disability remains eligible for an Employer Contribution as long as such an employee 
receives workers' compensation payments. 

 
 

Section 4 Injury on Duty Pay 
An employee who, in the ordinary course of employment while acting in a reasonable and prudent manner and 
in compliance with the established rules and procedures of the Employer or its designees, incurs a disabling injury 
directly resulting from the aggressive and/or intentional and overt act of another person shall receive 
compensation in an amount equal to the difference between the employee's regular rate of pay and benefits paid 
under Workers' Compensation without deduction from the employee's accrued sick leave up to two hundred forty 
(240) hours per disabling injury. 
 
 

ARTICLE 23      SAFETY 
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On behalf of the Employer, the Minnesota Judicial Branch Safety Policy and Program provides for the safety 
of employees of the Program by addressing safe working conditions, safe work areas and safe work methods. 
Employees shall have the responsibility to use all provided safety equipment and procedures in their daily 
work, shall cooperate in all safety and accident prevention programs, and shall diligently observe all safety 
rules promulgated by the Employer. The parties agree to the establishment of a Statewide Labor Management 
Committee (LMC) during the term of this agreement.  The Statewide LMC shall serve as a Statewide Safety 
Committee for The Program and shall be the forum to address concerns about unsafe working conditions, unsafe 
work areas, and unsafe work methods. 
 
 

ARTICLE 24 HOURS OF WORK 
 
Section 1 Non-Exempt Employees 
During each work week, full time employees shall normally work a minimum of forty (40) hours, inclusive of 
holidays and approved leave.  Part-time employees shall normally work a prorated number of hours based on 
their FTE. 
 
Section 2 Pay Week Defined 
Pay week is defined as a fixed and regularly recurring period of seven (7) consecutive calendar days.  For state 
benefitted employees this period is Wednesday through Tuesday. (County Benefitted Employees' pay weeks 
are defined by the county.) 
 
Section 3 Overtime Hours and Flexibility 
The Employer shall pay overtime when an employee works more than forty (40) hours within a seven (7) 
consecutive day pay week. 
 
The Employee must notify the supervisor as soon as the need for overtime is apparent. Overtime is subject to 
supervisory approval.  Employees are responsible for managing their time within the forty (40) hour per pay 
week parameter. 
 
Employees may not work on a holiday unless directed by their employer.  If an employee is directed to work 
on a holiday by their supervisor they shall receive holiday pay according to their FTE in addition to payment 
for hours worked. 
 
Employees shall have the option of choosing whether overtime compensation shall be paid in monetary 
compensation or compensatory time off.  Compensatory time may be accumulated to a maximum of eighty 
(80) hours.  Compensatory time may be used at a time mutually agreeable to the employee and the immediate 
supervisor, except in the same work week it was accumulated. 
 
Section 4     Voluntary Reduction in FTE 
An employee may voluntarily reduce their FTE upon approval of the employer after receipt of a written request 
to reduce their FTE has been received. 
 
The request may be denied by management if the decrease does not meet the needs of the program and 
reconsidered at a later date. 
 

ARTICLE 25 COMPENSATION 
 
Section 1 Wages  
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For the term of this agreement FY16-FY17 July 1, 2015 – June 30, 2017 
 
FY16 - The employer will grant a two and ½  percent (2.5) across-the-board increase effective the first full pay 
period after ratification retroactive to July 1, 2015. 
 
FY17 – The employer will grant a one and ½ percent (1.5) across-the-board effective July 1, 2016. 
 
No step increases shall be granted following the FY16-FY17 agreement unless the successor agreement provides 
for such increases. 
 
Section 2 Wage Re-Opener 
The parties agree to a wage reopener if additional money is allocated by the MN Legislature to address wage 
parity for bargaining unit employees during the term of this agreement. 
 
Section 3     Salary Placement for new hires 
New hires, whether permanent or temporary Guardian ad Litems, will not be hired above the minimum of 

the salary range without prior approval of the program administrator. 
 

Section 4 Recognition 
All employees will be covered under any recognition program or policy that the employer chooses to 
implement. 
 
Section 5      Severance Pay 
All employees who have accrued twenty (20) years or more continuous employment, or who are credited 
with twenty (20) years or more continuous state employment as transferees under Minn. State § 480.181, 
shall receive severance pay upon any separation from state employment except for discharge for cause. 
Employees with less than twenty (20) years continuous state employment shall receive severance pay upon 
mandatory retirement or retirement at or after age 65; death; or layoff, except for seasonal layoffs. Employees 
who retire from state employment after ten (10) years of continuous state employment and who are 
immediately entitled at the time of retirement to receive an annuity under a state retirement program shall, 
notwithstanding an  election to defer payment of the annuity, also receive severance pay. 
 
Severance pay shall be a sum equal to the employee's regular rate of pay at the time of separation multiplied 
by forty (40) percent of the employee's first nine hundred (900) hours of accumulated but unused sick leave 
and 12.5% of the employee's hours in excess of 900. If necessary, accumulated but unused sick leave bank 
hours shall be added to the sick leave balance to attain the nine hundred hour maximum. 
 
In the event that Employees within this bargaining unit receive severance pay upon death, the balance due 
shall be paid to a named beneficiary or, lacking same, to the deceased's estate. 
 
Should any employee who has received severance pay be subsequently reappointed to state employment, 
eligibility for future severance pay shall be computed upon the difference between the amount of accumulated 
but unused sick leave restored to the employee's credit at the time the employee was reappointed and the 
amount of accumulated but unused sick leave at the time of the employee's subsequent eligibility for severance 
pay. Such severance pay shall be excluded from retirement deductions and from any calculations in retirement 
benefits and shall be paid over a period not to exceed five (5) years from termination of employment. In the 
event that a terminated employee dies before all or a portion of the severance pay has been disbursed, that 
balance due shall be paid to a named beneficiary or, lacking same, to the deceased's estate. 
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Employees transferred to state employment by laws of Minnesota for 1989, Chp. 335, Article 3 (Minn. Stat. 
Sec. 480.181, TRANSFER OF EMPLOYEES TO JUDICIAL BRANCH), shall be entitled to severance pay as 
determined by the terms and conditions of their county personnel plan if the employee elected to retain 
county benefits pursuant to Minn. Stat. Sec. 480.181, Subd. 2(1). 
 
 
Section 6     Health and Dental Premium Accounts 
The Employer agrees to provide eligible employees with the option to pay for the employee portion of health 
and dental premiums on a pre-tax basis as permitted by law or regulation. 
 
Section 7    Medical/Dental Expense Account 
The Employer agrees to allow insurance eligible employees to participate in a medical and dental expense 
reimbursement program to cover co-payments, deductibles and other medical and dental expenses or 
expenses for services not covered by health or dental insurance on a pre-tax basis as permitted by law or 
regulation, up to a maximum of five thousand dollars ($5,000) per calendar year. 
 
 
 
Section 8     Dependent Care Expense Account 
The Employer agrees to provide insurance to eligible employees with the option to participate in a dependent 
care reimbursement program for work-related dependent care expenses on a pre-tax basis as permitted by 
law or regulation. 
 
Section 9     Health Care Savings Plan 

A. Participation. All benefits eligible Employees will participate in the Minnesota Post Employment 
Health Care Savings Plan (HCSP) established pursuant to Minnesota Statute 352.98, which shall be 
administered as provided in the law. 
 
B. Percentage of Gross Pay.  Employees in this group agree to contribute one percent (1%) of gross pay 
each payroll period to the plan. All funds collected by the Employer on behalf of the Employee will be 
deposited into the Employee's Health Care Savings Plan account. 

 
In the event of layoff, death, or involuntary separation of employment, lump sum payments, severance 
payments, or vacation balance payout will not be contributed into the health care savings plan.  In the event 
that the employer offers a Voluntary Separation Incentive Plan, the employer shall contribute 100% of the 
incentive payable under the terms and conditions of the Voluntary Separation Incentive Policy and Procedure 
to the individual's HCSP account. 
 
This plan is subject to the fees, regulations and conditions established by the Minnesota State Retirement 
System (MSRS). 

ARTICLE 26     SAVINGS 
 
Section 1   Validity 
This Agreement is intended to be in conformity with all applicable and valid federal and state laws and those 
rules or regulations promulgated there under having the force and effect of law which are in effect on the 
effective date of this Agreement.   Should any Article, Section or portion thereof of this Agreement be held 
unlawful and unenforceable, such decision shall apply only to the specific Article, Section or portion thereof 
directly specified in the decision, and all other valid provisions shall remain in full force and effect. 
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Should the implementation of any provision or portion of this Agreement be delayed or withheld because of 
an applicable federal law, only such specific provision or portion shall be affected and the remainder of this 
Agreement shall continue in full force and effect.  Any portion or provisions of this Agreement thus delayed or 
withheld shall become effective and be implemented at such time, in such amounts, and for such periods, 
retroactively and prospectively, as will be permitted by law at any time during the term of this Agreement or 
any extension thereof. 
 
Section 2   Re-Negotiation 
The Employer and the Union agree they will meet within thirty (30) calendar days following the declaration of 
invalidity to begin negotiations upon a substitute provision to replace the provision found invalid if either party 
so requests in writing to the other party. This places no time limitation on the parties during which they may 
negotiate. 

 
ARTICLE 27 DURATION 

 
Section 1     Duration 
This Agreement will be effective from July 1, 2015 through June 30, 2017. 
 
 
Section 2     Renewal 
This Agreement shall automatically renew from year to year thereafter for one (1) year at a time unless either 
party notifies the other in writing at least ninety (90) calendar days prior to the expiration of this Agreement 
that it desires to modify this Agreement.  If said notice is received, negotiations shall commence no sooner 
than ninety (90) days before expiration, unless the parties agree otherwise in writing. 
 
Section 3   Agreement In Effect 
This Agreement remains in force in the event settlement for the ensuing Agreement has not been reached at 
the time this Agreement expires. 
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APPENDIX A: Vacation Accrual Table 

 

No. Hours 
Worked 
During Pay 
Period 

0 
through 
5 years 

After 5 
years 
through 
8 year 

After 8 
years 
through 
12 years 

After 12 
years 
Through  
18 years 

Over  18  
years  
Through 
25 years 

After 25 
years 
through 
30 years 

After 
30 
years 

Less than 
9.5 

0 0 0 0 0 0 0 

At least 9.5, 
but less 
than 19.5 

.75 1 1.25 1.50 1.50 1.75 1.75 

At least 
19.5, but 
less than 
29.5 

1 1.25 1.75 2. 2. 2.25 2.25 

At least 
29.5, but 
less than 
39.5 

1.50 2 2.75 3 3 3.25 3.50 

At least 
39.5, but 
less than 
49.5 

2 2.50 3.50 3.75 4 4.25 4.50 

At least 
49.5, but 
less than 
59.5 

2.50 3.25 4.50 4.75 5 5.50 5.75 

At least 
59.5, but 
less than 
69.5 

3 3.75 5.25 5.75 6 6.50 6.75 

At least 
69.5, but 
less than 
79.5 

3.5 4.50 6.25 6.75 7.0 7.5 8.0 

At least 
79.5 

4 5 7 7.50 8 8.50 
 

9 
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APPENDIX B: STEP SCHEDULE FOR FY16 (2.5% ATB) 

 
FY16 July 1, 2015 - June 30, 2016 

 
 

 
A 17.24 18.61 21.73 

B 17.74 19.28 22.41 

C 18.28 19.95 23.10 

D 18.81 20.59 23.85 

E 19.37 21.27 24.62 

F 19.96 21.94 25.39 

G 20.54 22.60 26.18 

H 21.14 23.27 27.03 

I 21.78 23.93 27.89 

J 22.42 24.60 28.77 

K 23.07 25.26 29.68 

L 23.76 25.93 30.64 

M 24.48 26.59 31.58 

N 25.20 27.25 32.60 

0 25.89 27.92 33.64 

 
 

Classifications 
  
Pay Band 1 
 
Office Assistant Ill 
Screener/Collector 

 
Pay Band 2 

 
Guardian ad Litem 
Guardian ad Litem - Lead Worker 
Guardian ad Litem - Cultural Specialist 
Staff Generalist I 

 
Pay Band 3 
 
Guardian ad Litem - Volunteer Coordinator 
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APPENDIX C: STEP SCHEDULE FOR FY17 (1.5% ATB) 

 
FY17 July 1, 2016 - June 30, 2017 

 
 

 
A 17.50 18.89 22.06 

B 18.01 19.57 22.75 

C 18.55 20.25 23.45 

D 19.09 20.90 24.21 

E 19.66 21.59 24.99 

F 20.26 22.27 25.77 

G 20.85 22.94 26.57 

H 21.46 23.62 27.44 

I 22.11 24.29 28.31 

J 22.76 24.97 29.20 

K 23.42 25.64 30.13 

L 24.12 26.32 31.10 

M 24.85 26.99 32.05 

N 25.58 27.66 33.09 

0 26.28 28.34 34.14 

 
 

Classifications 
  
Pay Band 1 
 
Office Assistant Ill 
Screener/Collector 

 
Pay Band 2 

 
Guardian ad Litem 
Guardian ad Litem - Lead Worker 
Guardian ad Litem - Cultural Specialist 
Staff Generalist I 

 
Pay Band 3 
 
Guardian ad Litem - Volunteer Coordinator 
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