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AGREEMENT 

 
THIS AGREEMENT made and entered into as of the 1st day of January 2023 by and 
between the SERVICE EMPLOYEE'S INTERNATIONAL UNION, LOCAL 517M, hereinafter 
designated as the Union and NORTHWESTERN MICHIGAN COLLEGE, hereinafter 
designated as the Employer or College. 

 
 

ARTICLE 1 

PREAMBLE 
 

Both parties recognize that it's to their mutual advantage, and essential for the welfare 
of the students, to have efficient and uninterrupted operation of the College. The 
purpose of this Agreement is to establish a harmonious and constructive relationship 
between the parties. There are three basic criteria we will use to judge the success of 
our negotiations: 
 

¶ Maintain Relationship It should improve, or at minimum, preserve the  

¶ Efficient   relationship between the Union and the College. 
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8. To determine job content, the size and the composition of the workforce. 
 

9. To implement, modify or change methods of operation. 
 

10. To determine Employee starting/quitting times, number of hours worked, and 
work schedules. 

 
11. To discipline and/or discharge employees for just cause, including 

suspensions and layoffs. 
 

12. To make reasonable rules and regulations not in conflict with this Agreement, 
as it may from time to time deem best for the purposes of maintaining order, 
safety and/or effective operation of College facilities. 
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C. The Steward shall be the Union representative authorized to investigate 
grievances and to represent grievant in the presentation of grievances to the 
college with the following provisions: 

 
1. Investigation of grievances by the Steward shall take place only during times 

when neither the Steward nor any employee whom the Steward may feel it 
necessary to interview for purposes of the investigation is on duty (except for 
authorized lunch or break periods, or time designated for union business). 

 
2. PROVIDED, however, that such investigations may take place during regular 

duty hours in cases where the Steward's immediate supervisor has granted 
express approval for this, based on a finding that the immediate investigation 
is necessary to protect the health or safety of employees or students. 

 
3. Whenever the Steward is engaged in a grievance investigation, he/she will 

first inform his/her immediate supervisor of the name of the employees he/she 
intends to interview and shall notify said supervisor immediately upon his/her 
leaving from and returning to duty. It is understood that the steward may 
request and the employer will grant, if possible, the last hour of his/her 
workday for grievance investigation. 

 
4. Grievance presentations shall be scheduled by the administration and 

whenever such presentations are scheduled during the regular duty hours of 
the Steward, the Steward shall be given time off with pay, PROVIDED that at 
such presentation the Steward acts as the sole authorized representative of 
the grievant and the Union. 

 
5. One Union appointed Steward shall represent the Union as Chief Steward.  

This Steward shall deal directly with Management and the Union President 
regarding contract and policy issues and policy enforcement and sit as a 
member of the Union Bargaining Committee as the Union President sees fit.  
This Steward serves on the Union's behalf and will serve as long as his/her 
term is set forth by the Union. 

 
6. One Union appointed and Management approved Steward shall represent the 

Union as its Safety Officer. This Steward shall deal directly with Management 
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during the hours of 8 a.m. to 5 p.m. unless otherwise mutually agreed upon. The 
Employer will grant release time from work if an employee on the Bargaining 
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1. The Employer will provide the Employee with two (2) weeks written notice 
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1. Employees assigned to a specific project which extends beyond their normal 
workday in order to complete a project or work assignment. 

 
2. Within the job classification in which overtime applies. 

 
3. Within the department, in other classifications to those qualified to perform the 

work. 
 

C. In the event an insufficient number of qualified employees voluntarily agree to 
work overtime, the college will exercise its right, within reason, to assign overtime 
to the least senior employee qualified to perform the work. Such overtime 
assignments will be considered mandatory. 

 
D. Employees will not be called for overtime opportunities for any date in which the 

Employee is off on any leave of absence or vacation as outlined in the 
appropriate sections of this agreement. 

 
E. Overtime refused by any Employee on the overtime list shall be equated to 

overtime worked and such refusal shall be documented. 
 

F. The overtime list reflecting overtime opportunities worked and refused shall be 
posted on the Union bulletin board monthly with a copy provided to the Union 
President. 
 

 
SECTION 5. Call-In 
 

A. Whenever an employee is called into work after the completion of, or prior to the 
start of the employee's regularly scheduled working hours, the employee shall 
receive pay for the actual time worked at the appropriate rate of pay or a 
minimum of four (4) hours pay at the employee's straight time hourly rate, 
whichever is greater. 

 
B. Call-in pay is as follows: Employees who are called-in when they are not 

expected to be at work are paid for either 4 hours of straight time pay (actual 
work of 2.6 hours or less) or they will be paid at 1.5 times their hourly rate for the 
actual hours worked (2.7 hours worked or more), whichever is greater. 

 
C. Except as set forth in Paragraph A of this section, employees requested to 

extend their working hours immediately preceding or immediately following their 
shift to complete a project, a work assignment or meet the operational needs of 
the college, will receive the appropriate rate of pay for actual hours worked. 

 
D. Employees assigned to take emergency calls will make themselves available in 

one-week increments, starting Wednesday at 7:00 a.m. and ending the following 
Wednesday at 7:00 a.m. 
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E. Employees assigned to take emergency calls shall receive compensation in the 

amount of seven (7) hours of pay for the one-week period. 
 

F. Employees assigned to take emergency calls shall be responsible for ensuring 
an appropriate response to all emergency situations. 

 
G. Employees assigned to make themselves available for emergency calls 

(standby) shall be notified in writing no less than twenty-four (24) hours in 
advance unless the situation prohibits such notice. 
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SECTION 9. Work in Higher Classification 
 

A. 
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A. Seniority shall be defined as the length of service in the bargaining unit since the 
last date of hire. In cases where multiple employees start work on the same day, 
employees shall be placed on the seniority list in the following order: 

 
1. First, by the date of acceptance of the offer of employment, and if that date is 

the same, then, 
 

2. By alphabetical order of surname 
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F. For the purpose of layoff and recall only, all Employees who hold an official union 
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may reasonably be required by the Employer, the State of Michigan or the United 
States Government; subject, however, to the rights of privacy as may be 
guaranteed by law. 

 
SECTION 4. Employee Safety 
 

A. The Employer shall make reasonable provisions for the health and safety of its 
employees during the hours of their employment. The Employer will cooperate 
with the Union in investigating health and safety conditions and will carefully 
consider any recommendations made by the Union in respect thereto. The Union 
will cooperate in assisting and maintaining the agreed upon rules regarding 
health and safety. Refer to XVII, Section 2, Uniforms, B, Safety Shoes 

 
SECTION 5. Payroll 
 

A. Payday will be every other Friday and distributed on the Employer's time. 
 

B. Deductions from payroll checks shall be those required by law and those agreed 
to between the Employee and the Employer. 

 
SECTION 6. Mileage Expenses 
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G. A physical examination will be provided and paid for by the Employer before the 

person begins employment to determine his/her fitness for the particular 
position's physical requirements. 
 

 
SECTION 3. Probation 
 

A. Newly hired employees 
 

1. A newly hired employee shall be on probation status for 180 calendar days. 
This period may, in specific instances, be extended by the Employer. 

 
2. If the probationary employee is absent more than five (5) working days, 

excluding holidays, during their 180 days, probation will extend to include all 
days absent.  

 
3. If at any time prior to the completion of the 180-calendar day probationary 

period, the Employee's work performance is unsatisfactory, she/he may be 
dismissed by the Employer and shall not have the right to the grievance 
procedure or arbitration. 

 
B. Promoted or transferred employees 

 
1. An Employee who is promoted or awarded a lateral transfer to a new position 

will be considered probationary for the first 90 calendar days. This period 
may, in specific instances, be extended by mutual agreement between the 
Union and the Employer. In the event the employee's performance fails to 
meet the established standards of the new position during the probationary 
period, he/she will be returned to their former position. 

 
2. An Employee who was promoted or awarded a lateral transfer to a new 

position may voluntarily elect to return to the former position if requested 
within fifteen (15) working days from the new position’s start date. Such an 
employee will be returned to the former position within fifteen (15) working 
days of the request. 

 
The employer may waive the fifteen (15) working day notice for an employee 
to request reinstatement to a previous position after a lateral transfer when 
extenuating conditions exist such as a leave that could meet the requirements 
to be considered a family medical leave. 
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reinstatement to a former position on an individual basis without setting 
precedence for future circumstances. 

 
3. An Employee may only be awarded one position vacancy within a six (6) 

month period. 
 

C. The Employer reserves the right to make building reassignments where needed, 
and as needed to comply with federal and state Jaws regarding accommodation 
of disabilities. 

 
SECTION 4. Qualifications 
 

A. For the purposes of promotions or transfers, meeting the "minimum 
qualifications" means that the Employer's knowledge or record indicate with 
reasonable certainty that the Employee can competently perform the work 
required for the position without additional training. 











27 
 

the conditions giving rise to the discipline, or within (5) working days of the date it 
is reasonable to assume that management first became aware of the conditions 
giving rise to the discipline, shall not thereafter be considered for disciplinary 
steps as set forth in Section 3 of this Article. 

 
H. Absences will not be counted in calculation of the 12 month and the 5 working 

days will be upon return to work. 
 

I. All written disciplinary actions shall be presented in the presence of a union 
steward, be signed by the steward and the employee, and shall clearly indicate 
that the employee's signature does not mean an agreement to the charges or 
penalties. 

 
J. The type of reasonable penalty imposed in any instance depends on the nature 

and seriousness of the offense involved. In case of a suspension, the notice and 
effect may be immediate and without pay for the period involved. In case of a 
discharge, the notice and effect may be immediate; however, the employee will 
receive two (2) weeks’ pay from the effective date. 

 
K. The Employer shall have the right to dismiss any employee during his/her 

probationary period, and neither the employee nor the Union shall have recourse 
in such case to the grievance procedure. 
 

SECTION 2. Rules and Regulations 
 

A. Rules and regulations for the conduct of Employees are essential for the well-
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SECTION 3. Discipline Steps 
 

A. Discipline shall consist of four (4) steps but not limited to: 
 

Step 1 - Documented Verbal Warning with Corrective Action Plan  
Step 2 - Written Reprimand with Corrective Action Plan 
Step 3 - Suspension with acknowledgment of correction with an opportunity to 
resign. 
Step 4 - Discharge 

 
B. The Documented Verbal Warning (refer to Appendix F) is normally the first 

indication of a violation.  It consists of a verbal conference with the employee in 
the presence of a union steward. 

 
The Corrective Action Plan will use the form provided by Human Resources and 
will document the plan for corrective action (Appendix F, Corrective Action Plan 
section). 

 
C. 
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D. The Employer agrees that in the event an employee fails to comply with the 

provisions of parts B and C of this section by reason of emergency and presents 
evidence satisfactory to the Employer that reasonable cause existed for failure to 
comply, seniority shall not be lost. It is expressly understood that this section only 
applies to parts B and C of this section. 

 
E. If an employee overstays a leave of absence; obtains a leave of absence by 

giving a false reason; or engages in any other employment during a leave of 
absence without the approval of the Employer. In the case of overstaying a leave 
of absence, the procedures outlined in Article XV, Section 1 will be followed prior 
to termination and loss of seniority rights. 

 
F. Applicants for positions will certify that the information given by them in 

interviews and the employment application are true, accurate and complete. 
Employees understand that if they have knowingly given any false information on 
this application, or if they have omitted any material facts, they may be 
disqualified from employment with Northwestern Michigan College, or if hired, 
may be discharged immediately upon discovery of such false statements or 
omissions, regardless of how much time has passed between the date of hire 
and the discovery of the misrepresentations or omissions. 
 

 
ARTICLE XI 

LAYOFF AND RECALL 

 

SECTION 1. General Provisions 
 

A. Layoffs will be based on classification seniority. An employee laid off in their 
classification who exercises their seniority to displace the least senior employee 
in a lateral or lower classification must notify the employer and displace such 
employee within ten (10) working days. The aforementioned procedure is subject 
to the�䘀刀ndition that in the�employer’s�䴀堀dgment, those�䠀mployees�唀䠀maining�
subsequent to the layoff or those employees who exercise displacement rights 
possess the ability to do the work required. Employees will be returned to their 
own classification before any other laid off employee with less seniority is 
recalled or returned to that classification. 

 
B. Employees who exercise their seniority under this section shall be paid at the 

same pay step in a lateral reassignment or at the step closest to but not less than 
their current salary 
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A. An employee who is being laid off shall be given written notice of layoff two (2) 
weeks in advance of the effective date of layoff or two (2) weeks' pay in lieu of 
notice, or any combination of either. 

 
B. Notice of layoff shall be given in writing to the employee and Union and shall set 

forth the effective date of the layoff. 
 

 
ARTICLE XII 

HOLIDAYS 

 

A. For weeks with paid holidays, the worksheet for all Employees (including those 
on the 10/4 option) will be 8/5. 

 
B. Employees will receive paid holidays in accordance with the schedule set below: 

 
New Year's Eve Day (1½ days) 
New Year's Day  
Memorial Day  
Labor Day  
Christmas Eve Day 

Christmas Day 
Spring Holiday (Friday of Spring Break) 
Independence Day  
Thanksgiving Day 
Friday following Thanksgiving Day 

 
C. 
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ARTICLE XIII 

VACATIONS 

 

SECTION 1. Vacation Accrual 

 

A. Employees will accrue vacation as follows: 
 

Employment 

Year  
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C. All vacation requests received after the April 15th deadline will be approved on a 

first come first serve basis subject to the daily limitations set forth in (D) of this 
section. 

 
D. Vacation requests of this nature are to be submitted at least, three (3) days in 

advance of the date on which the vacation is to commence. This time period can 
be lessened by approval from your supervisor. 

 
E. Supervisor will authorize vacation in accordance with the following schedule on 

any given day: Not more than the indicated number of employees will be off at 
one time. 
 

 School Summer Holiday 

Semester Session Periods 

Custodial 3 4 4 
Grounds 1 2 2 
Maintenance 2 3 4 

 
F. Requests on any given day beyond the above schedule are discretionary with the 

Supervisor. 
 

G. A block-out period for vacation will exist during the two weeks in August prior to 
the start of the fall semester and the two weeks in May following the end of the 
spring semester due to the operational needs of the college. 
 

SECTION 3. Pay in Lieu of Vacation Time 
 

A. Employees will receive pay in lieu of paid vacation time (i.e. without taking actual 
time off from work) only after the completion of six (6) calendar months of 
employment and then under the following circumstances: 

 
1. Retirement 
2. Voluntary Termination 
3. Death, in which case the estate will be paid 

 
B. An Employee voluntarily terminating his/her employment, shall receive earned 

vacation, provided two (2) weeks' written notice is provided to the Employer, or 
lesser notice if it is beyond the Employee's control (subject to the approval of 
Human Resources). 

 
C. In the event it creates a hardship on the Employer, the Employee shall have to 

wait a reasonable time so that the Employer is able to pay whatever is due. 
 

SECTION 4. Holidays during Vacation 
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A. If a day observed by the Employer as a holiday as provided in Article XII, 
Holidays, occurs during the Employees' vacation, they shall, if otherwise eligible 
for it, receive holiday pay and will not have time charged against accrued 
vacation time. 

 
SECTION 5. Sick Leave during Vacation 
 

A. If an Employee becomes hospitalized or totally disabled and under the care of a 
physician during scheduled vacation and provides a certificate to that effect, that 



36 
 

3. Example: 
 

December 1, 2001  30 days  beginning balance 
Dec. 1 - Nov. 30, 2002 12 days  accumulated 
July 10, 11 sick days -2 days  used 
November 30, 2002  40 days   ending balance 

10 days  surrender days over 30 for payment 
 

H. New Employees may use credited sick leave after they have completed one (1) 
month of service. 

 
I. 
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A. Leaves of absence (with pay provided they are in pay status) will be granted (upon 
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I. The unpaid leave of absence may be extended beyond the specified period of 

time upon mutual agreement between the parties. 
 

J. Situations where an Employee fails to report to work after the expiration date of 
the approved leave will be resolved in the following manner: 

 
1. The Employer, after three (3) working days of the Employee's expected return 

date, will consider the Employee to have voluntarily resigned from 
employment unless extenuating circumstances prevented the Employee from 
returning to or contacting the Employer. 

 
2. A copy of all termination notices to the Employee will be furnished promptly to 

the Union. 
 

K. Employees returning from an authorized unpaid leave of absence and 
replacements in those positions will be coordinated as follows ... 

 
1. Replacement Employees (bargaining unit members) shall be given 

notification of any scheduling instructions in writing, with a copy to the union 
prior to the return date of the Employee on leave. 

 
2. Replacement Employees (temporary) notice of termination need not be two 

(2) weeks prior to the return of the Employee on leave. 
 

3. Returning Employees shall be returned to his/her job classification and shift 
only. 

 
4. An Employee shall not be entitled to return if he/she is placed on layoff in 

accordance with the contract. 
 

L. An Employee who obtains a leave of absence under false pretense or uses the 
leave for purposes other than for which it was obtained shall be subject to 
immediate discharge. 

 
M. An employee shall be terminated if he/she accepts other employment while on 

leave of absence unless permission to do so was granted by the Employer prior 
to the acceptance of such employment. 

 
N. In the event an Employee is denied a requested leave, the reasons for such 

denial will be furnished to the Employee in writing. 
 

SECTION 2. Medical Leave of Absence 
 

A. An Employee who, because of illness or accident (including commensurable 
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has exhausted all means of compensation from the Employer, shall be granted a 
leave of absence, not to exceed one (1) year, provided... 

 
1. The Employee promptly notifies the Employer of the necessity for such 

absence. 
 

2. The Employee supplies the Employer with a certificate from a medical or 
osteopathic doctor of the necessity of such absence and for the continuation 
of such absence when the same is requested by the Employer. 

  
B. Leaves of absence shall be granted for prolonged serious illness of a physical or 

mental nature in the immediate family, which includes spouse, children, or 
parents when it is verified that the Employee must be the caregiver. 

 
C. Paragraph (A) will not prohibit an Employee who maintains at their own election, 

a short-term disability plan from requesting an unpaid leave status without 
exhausting all means of compensation. 

 
When an Employee is approved for an unpaid Medical Leave of Absence, the 
position will be posted as a temporary appointment. 

 
SECTION 3. Family Medical Leave 
 

A. Upon proper and timely application, an eligible Employee will be granted a 
qualified leave of absence as required under the Family and Medical Leave Act 
of 1993, as amended and as per NMC Staff Policy and Procedures for a period 
of up to twelve (12) weeks per twelve (12) month period (Refer to HR policy). 

 
SECTION 4. Child Care Leave 
 

A. Child care leave may be granted to an Employee who has completed at least one 
(1) calendar year of continuous service for the purpose of providing infant child 
care. 

 
B. 
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the leave, in accordance with the provisions of the Family and Medical Leave 
Act. 

 
F. No wage or other benefit will be paid or accrued during the period of the unpaid 

leave. 
 

G. Employees on such unpaid leaves will be permitted to purchase continuation of 
the College group life and health care plans, at the group rate, for the duration of 
the leave. 

 
H. For the period of time immediately preceding and immediately following the birth 

of a child during which the Employee is certified by a physician as being under 
medical care and unable to work, accumulated paid sick days will be granted 
upon application in accordance with the sick leave and wage continuation policy. 

 
I. In the case of adoption, up to five (5) accumulated sick days may be used 

without a doctor's certification during the placement of the child. 
 

J. 
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A. A leave of absence without pay shall be granted in the event that an Employee is 

elected as a representative of the Union to act as a delegate for the duration of 
the Union Convention. 

 
B. The Union will notify the Employer at least thirty (30) days in advance to provide 

the Employer with sufficient time to make the appropriate operational 
adjustments resulting from the absence of the Employee. 

 
C. Seniority shall accrue during the leave period. 

 
 

ARTICLE XVI 

ATTENDANCE 

 

A. Excessive Absenteeism, for whatever reason, disrupts the College's efforts to 
provide staffing levels consistent with the volume of work. Therefore, the 
following guidelines have been developed to monitor absenteeism and tardiness. 

 
B. Absent days are defined as all scheduled days on which an Employee fails to 

work, except for days missed for bereavement, jury duty, temporary military 
leave, emergency military leave, union education leave or workers 
compensation. Holidays, vacations, personal business days, and approved 
leaves of absence are not considered as absent days. However, in cases where 
a vacation day has been used to cover an otherwise unpaid sick day, that day 
will be considered an absence. Paid sick days are considered as absent days 
under this policy. 

 
C. 
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October.   Pro-
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B. Upon satisfactory completion of the probationary period for an employee who is 
promoted, he/she will be moved up one (1) step. 

 
C. However, during the period of this agreement, such step increase shall not occur 

if it results in placement at a higher step than other Employees with greater 
seniority in the new classification. 
 

SECTION 4. Team Leaders 
 

A. Team leaders shall be paid their base wage for all hours plus $1.00 per hour for 
all hours worked or while on paid leave in the capacity as a Team Leader. Serves 
as a Team Leader for a number of employees and/or students in the Facilities 
Department. Responsibilities include assigning, and directing work; monitoring 
job completion; addressing complaints and resolving problems. In addition to 
covering assigned work area, coordinates the activities of workers engaged in 
maintaining and repairing physical structures of buildings and maintaining 
grounds by performing the following duties. Duties include picking up trash, 
delivering supplies and equipment in a timely manner, directing student workers, 
carrying radio and/or pager in order to maintain contact with other workers, 
driving trucks, requisition tools, equipment, and supplies, processing 
maintenance requests, and coordinates work schedules and estimates worker 
hour requirements for completion of job assignment. 

 
B. Team Leaders convey NMC policies and safety regulations to workers, 

establishes or adjusts work procedures to meet production schedules, suggests 
changes in working conditions and use of equipment to increase the efficiency of 
the work crew, analyzes and resolves work problems, or assists workers in 
solving work problems. Maintains relevant records on completed work, confers 
with other team leaders and supervisors to coordinate activities of individual 
areas, and performs activities of workers they lead as defined on their job 
description. It is expressly understood that at no time will team leaders perform 
supervisory duties as defined by the National Labor Relations Act. 
 

SECTION 5. Temporary Supplemental Staff 
 

A. Temporary, supplemental staff shall be paid not less than $1.00 per hour below 
the starting custodial rate. 

 
B. Shift differential or other premium pay shall not apply, except over time as 

required by law. 
 

SECTION 6. Wage Increases 
 

A. The Office of Human Resources will conduct a comparison study of NMC’s peer 
organizations including both Michigan Community Colleges and large 
organizations in the Traverse City region.  The SEIU will provide additional wage 



47 
 

data for analysis. The external benchmarking will ensure that salary levels 
remain competitive. 
 
Wage increases will be at 6%- 2023, 2%- 2024, and 2%- 2025 

 
B. Annual Salary Scale Increase Level 

As one way to compute the annual salary scale increase, the previous year’s 
total salary increase percentages for the comparison organizations will be 
obtained and averaged, excluding those organizations that are two standard 
deviations from the average using those institutions that fall within two standard 
deviations. The salary scale increase percentage recommended for the coming 
year will be that average. 

 
C. External Equity Comparison 
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ARTICLE XX 

LONGEVITY 

 

SECTION 1. Longevity Bonus 

 

A. Attach
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A. This Agreement shall cover the period commencing the date it has been ratified 

by both parties and ending December 31, 2022 and shall continue thereafter in 
full force and effect from year to year in the absence of a notice to terminate or 
amend this Agreement, as herein provided. 

 
SECTION 3. Termination or Amendment 
 

A. In the event either party wishes to terminate or amend this Agreement, notice 
shall be given by either party to the other of such desire to terminate or amend, in 
writing, ninety (90) days prior to its expiration date or yearly extended date. This 
includes wage re-opener. 

 
B. If notice to amend is given, the Agreement shall remain in full force and effect 

until a new agreement is reached or until either party is given ten (10) days’ 
notice to terminate. 
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LANDSCAPE GARDENER: 
Classification description: Plans and executes landscaping operations and maintains 
grounds and landscape of college property.  Propagates and grows horticultural 
specialty products such as seeds, bulbs, rootstocks, sod, ornamental plants, and cut 
flowers. Inspects plants and property periodically to ascertain nutrient deficiencies, 
detect insect, disease, and pest infestations, and identify foreign pl
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APPENDIX “B” 

SEIU Salary Schedule 2023-2025 
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APPENDIX “C” 
 

LONGEVITY PAYMENT SCHEDULE 

 

 

 

 

 

 

Completion of Number of     First Pay 
Years of Uninterrupted Service    in December 

 

1 to 10 $ 50.00 

11 100.00 

12 150.00 

13 200.00 

14 250.00 

15 325.00 

16 400.00 

17 475.00 

18 550.00 

19 625.00 

20 725.00 

21 825.00 

22 925.00 

23 and thereafter 925.00 
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APPENDIX D 

NORTHWESTERN MICHIGAN COLLEGE 

Grievance Form 

(use additional pages is necessary) 

Name of Grievant       Date Filed    

 

Classification/assignment     Work Location    

 

Date grievance occurred           

 

Nature of grievance            

 

              

 

Step 1 – Immediate Supervisor – Verbal Discussion – Written Documentation of the Discussion 

 

Date discussed with immediate Supervisor         

 

Result of discussion            

 

              

 

              

 

Grievance resolved    Grievance moved to written level (step 2)  

 

Signature of Grievant        Date    

 

Signature of Steward        Date    

 

Step II – Director of Facilities…Written Level 

 

Contract Article(s) violated           

 

              

 

Relief Sought             

 

              

 

Signature of Director      Date of receipt     
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Step III – Director of Human Resources 

 

Signature of Executive Director    Date of receipt     

 

Disposition by Executive Director (resolved, denied)        

 

              

 

Signature of Executive Director    Date of disposition    

 

 

Step IV - Arbitration 

 

Date submitted to arbitration           

 

Disposition by arbitrator           

 

              

 

              

 

Date of arbitrator’s decision           

 

Distribution of copies: 

  Local president    Supervisor 

  Grievance committee chairperson Human Resources 

  Grievant    SEIU Representative 
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APPENDIX E 

Northwestern Michigan College 

Facilities department Personnel Evaluation 

 
Name:          Date:    

 

Classification:             

 

Please place an (X) in the column that you feel is the proper evaluation for each area.  If you have a rating 

of excellent or poor provide justification. 

 

ITEM SATISFACTORY UNSATISFACTORY  

Evaluation Level Excel Good Avg Fair  Poor 0 Justification 

Attendance1 0 0 1 441.91 554.86 T

ET

Q

q

261.29 551.86 44.52 13.44 re

W* n

BT

/F12 11.730 G

0w78 90.12 13.44 re

f*

 EMC q

72.264 565.78 90.12 1 0 0 1 77.4246 554.86 Tm

0 g

0
 EMC q

72.264 565.78 90.12 1Q

q

261.29 551.86 44.52 13.44 re

W* n

BT

/F12 11.730 G

0w78 90.12 13.444.52 0.4
 EMC 
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Goal #2: 

              

 

              

 

Goal #3: 

              

 

              

 

Goal #4: 

              

 

              

 

Strengths & Areas for Improvement: 

              

 

              

 

              

 

General Comments: 

              

 

              

 

              

 

              

 

 

              

Supervisors Signature/Date    Employee Signature/Date 

       My signature indicates that I have received a 

       Copy of this evaluation & my supervisor has 

       Discussed it with me. I understand that I may 

       Attach comments or appeal my evaluation. 

 

       

Signature of Director of Facilities/Date 
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NMC EMPLOYEE PERFORMANCE CORRECTION NOTICE 
 
Employee Name:  
Department:  
Date Presented:  
Supervisor:  
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 Outcomes and Consequences                                                  . 

Positive: If you meet your performance goals outlined above, no further disciplinary action will be taken regarding 
these issues at 

   this time. 

  Negative: You are now being placed on notice that you are not meeting departmental performance standards. If in 

the (designate time period) you fail to demonstrate that you are capable of meeting the performance goals 
outlined in this notice, you may be subject to further disciplinary actions, up to and including recommendation for 

termination of employment. A copy of this document will be placed in your personnel file. 

 

 Scheduled Follow Up Meeting(s)                                            .  

   Week(s) of:    I 
  
 

   Employee Comments and/or Rebuttal:     I 
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