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BOARD PERSONNEL POLICIES 

CLASSIFIED EMPLOYEES ASSOCIATION (CEA) 
2021-2022 

 
 

 
I. DEFINITIONS:  These policies apply to SWWC Classified employees. 
 
II. TERMS OF EMPLOYMENT:  At the time of employment, all eligible personnel will be given a copy of the 

personnel policy statement pertaining to their position.  Employees shall receive a letter of confirmation 
stating hourly wages, beginning date of appointment, and any condition of the appointment.  Any terms in 
these personnel policies which are not specifically modified by the letter of appointment shall be 
considered governing. 

 
Full-time employment is defined as a normal work week of 40 hours.  In general, working hours will be 
eight hours per day, Monday through Friday.  Employees who work fewer hours, upon mutual agreement 
with the supervisor, shall have salary and fringes pro-rated accordingly; in no case shall an employee 
whose overall work schedule averages less than 3/4-time be entitled to fringe benefits.  Supervisors may 
arrange work hours that suit SWWC's needs upon mutual agreement with the employees. 

 
The first 40 hours each calendar week will be paid at straight time, with overtime paid at 1 1/2 times the 
hourly rate for all hours worked in excess of 40 hours per calendar week, or in lieu of paid overtime, an 
employee may elect to earn compensatory time at 1 1/2 times hours worked over 40.  The calendar week 
is defined as 12:01 a.m. Saturday through 12:00 midnight Friday, with hours worked including only hours 
on the job and does not include paid sick or personal leave, holiday, annual leave, or other paid leave 
time.  No employee is authorized to work more than 40 hours in a week without the express written 
approval of his/her supervisor. 
 
The paygrades for each employee category shall be determined by the SWWC Board of Directors upon 
negotiations with the Classified Employees Association and each employee shall be provided a copy of 
the paygrade for his/her position.  SWWC reserves the right to offer the pay rate within the appropriate 
pay grade to new employees upon initial employment and to change any employee's pay rate at any time 
during his/her employment with reasonable prior notice of at least two weeks.  Advancements within the 
pay rate shall be subject to the approval of the Executive Director, upon the recommendation of the 
employee's immediate supervisor.  Criteria for pay rate changes shall include, but shall not be limited to, 
experience and training. 

  
2021-22 Pay Grade 

Grade Minimum Midpoint Maximum 
1 $13.35 $17.43 $21.51 
2 $17.09 $22.32 $27.55 

Pay grades will be adjusted each year by the Minnesota Management & Budget Consumer Price Index (CPI) and 
will be effective July 1 of each fiscal year. 
 
III. INTRODUCTORY PERIOD AND EVALUATION:  The first six months of new employment will be an 

introductory period.  During this period, the employee's proficiency and compatibility will be evaluated by 
the supervisor.  Unsatisfactory work during this period may result in termination without appeal. 

 
IV. RESIGNATION:  All employees who wish to be released from employment should submit a written 

resignation two weeks prior to their proposed release date. 
 
V. TERMINATION:  Any employee because of insufficient workload, incompetence, insubordination, or 

misconduct will be subject to dismissal with two weeks' notice.  Appeal for a hearing with the SWWC 
Executive Director will be afforded in writing; after consultation with the Executive Director, written appeal 
can be made to the Board of Directors. 

 
VI. GRIEVANCE PROCEDURES:  Classified employees shall have the right to file written grievances with 

the Board of Directors as a result of the disputes or disagreements between the employee and the Board 
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as to the interpretation and application of terms and conditions of employment insofar as such matters are 
contained in the personnel policies.  Grievances shall be submitted in writing to the Board designee, 
within 20 days after the event giving rise to the grievance, setting forth the facts, the specific provision 
allegedly violated, and the particular relief sought.  The decision by the Board shall be final. 

 
VII. SENIORITY:  Seniority shall be determined for each employee within his/her job classification based 

upon total continuous length of full-time service in SWWC.  Unpaid temporary lay-offs of less than four 
months shall not be considered interruptions of service in computing seniority.  When a position is cut, the 
least senior employee in that job classification at that site shall be the first person laid off, provided:  (1) 
that the senior person whose position is cut has the necessary skills to move into the less senior person's 
continuing position, and (2) that the continuing position's supervisor approved of the move as is. 

 
Nothing in this section shall limit the right of any employee to apply for transfer or promotion to any new or 
vacated position within SWWC.  SWWC shall post notice of all job openings in each center for at least 
one week before application deadline. 

 
VIII. FRINGE BENEFITS:  Fringe benefits are available only to employees holding positions of nine or more 

months per year at full-time, or 12 months per year at 3/4 or more time.  Sick leave and holidays shall not 
be paid when the sickness or holiday occurs at a time the employee would not normally be at work for 
pay. 

 
A. Holidays:  Eligible employees will receive the following paid holidays when they occur during the 

normal term of active employment:  Independence Day, Labor Day, Thanksgiving (Thursday and 
Friday), Christmas Day, New Year’s Day, Good Friday and Memorial Day, and effective July 1, 
2021, two floating holidays that may be used at any time throughout the designated year. 

 
B. Annual Leave:  Paid annual leave for eligible classified employees shall accrue as follows: 

 0-2 years of employment: 10 days 
 3-6 years of employment: 15 days 
 7-15 years of employment: 20 days 
  
 After 15 years of employment: 22 days 

 
Eligible CEA employees will receive the total amount of annual leave earned for the fiscal year at 
the beginning of the fiscal year.  No more than the annual leave earned in one year may 
accumulate.  If an employee is unable to take earned annual leave within the allotted time period, 
the supervisor may recommend an extension of the time period within which earned annual leave 
must be used, which can be granted by the Executive Director.  Under normal circumstances, an 
employee must exhaust accrued annual leave time before taking leave without pay. 
 
Classified employees may request up to eight days during the Christmas period and up to two 
days at MEA as leave without pay, with your supervisor and the Executive Director’s approval. 

 
C. Leave of Absence: 

1. Sick Leave:  Each eligible employee shall accrue one day (8 hours) per full month of 
employment.  Sick leave may be accumulated to 120 days (960 hours).  Sick leave will 
accumulate at the rate of 10 days per year of full-time employment with a cumulative 
ceiling of 120 days (960 hours).  When first employed, a person may use his/her first five 
days of sick leave before they are fully earned, provided that upon terminating 
employment, any such deficit will be deducted from the final paycheck(s).  A certificate of 
illness by a physician may be required for all absences of three or more days.  Any 
amount of time taken off must be reported (e.g. hours, half day, full day).  Abuse of leave 
time may result in termination of employment or suspension without pay for up to two 
weeks.   

 
2. Personal Leave:  Each eligible employee shall receive two days (16 hours) of non-

accumulative personal leave each fiscal year.  This leave may be used as personal leave 
or emergency closing (e.g. snow days) with authorization of the supervisor. Personal 
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leave may be granted for urgent personal business that cannot be conducted at other 
than normal working hours.  The reason for the personal leave must be stated to the 
supervisor.  Personal leave will not normally be granted before or after a holiday or 
vacation.  Payment for unused personal leave at the rate of $75 per day shall be added 
to the employee’s final paycheck of each school year.  

 
3. Bereavement Leave of up to five days per circumstance may be granted from 

accumulated sick leave at the discretion of the Executive Director for death in the 
employee’s immediate family.  The specific amount of leave allowed is subject to the 
discretion of the executive director depending upon the circumstances. 
 
Immediate family is defined as the employee’s spouse, child, step child, parent, step 
parent, brother, sister, spouse’s parent, grandparent, or other relative living in the same 
household as the employee. 
 
It is recognized that in some unique circumstances, other relatives may be considered for 
bereavement leave, such as an aunt who may have raised the employee or a stepparent.  
Under these special circumstances, a request may be made to the executive director for 
bereavement leave consideration only after personal leave has been exhausted.  Each of 
these circumstances will be handled on a case-by-case basis with the decision by the 
executive director being final. 
 

4. Jury Leave will be granted to employees who are required to serve.  Employees can 
elect to either use annual leave and keep the daily jury stipend or fulfill their jury duty on 
SWWC time and turn the stipend over to SWWC. 

 
D. Group Insurances:  The following group insurances on the SWWC group plan shall be provided 

each eligible employee: 
 

1. Long-Term Disability shall be paid by SWWC. 
 
2. Term Life Insurance with a face value of $50,000 shall be paid by SWWC.   
 
3. Single or Family Group Health Coverage shall be provided as indicated below with no 

pro-ration for hours worked less than 1.00 FTE but more than 0.75 FTE.  The selection of 
the insurance carrier and policy shall be made by SWWC as provided by law.  The 
selected group health and hospitalization plan must be in compliance with the PPACA.  
Employees shall be required to enroll in the VEBA Plan 833 and Trust or the HSA; the 
only exception is an eligible waiver for other group coverage.   
 

 No substitute in cash will be paid. 
 
4. Establishment of VEBA with Health Reimbursement Arrangement for Active 

Employees 
 
 Section 1.  Establishment of VEBA:  Effective July 1, 2004, the SWWC Service 

Cooperative shall make available a VEBA Plan 833 and Trust to all qualified bargaining 
unit members who exercise their option to enroll in the high deductible health insurance 
program offered in Section 5.  Employer and employees assent to, and ratify, the 
appointment of the trustee and plan administrator for the VEBA Plan and Trust.  It is 
intended that this arrangement constitute a Voluntary Employees’ Beneficiary Association 
under Section 501(c)(9) of the Internal Revenue Code.   
 
The employer will specify in the Adoption Agreement for the VEBA Plan document, 
before the first day of the Flexible Spending Account (Section 125) plan year, that eligible 
health expenses will be paid from the FSA first, until an individual’s FSA account is 
exhausted, and from the VEBA Plan second.   
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The VEBA plan year will begin and end on the same dates as the high deductible health 
insurance program offered in Section 5.   
 
Section 2.  Benefits Provided Through the VEBA:  SWWC shall provide the following 
welfare benefit arrangement through the VEBA Plan.  
 

A health reimbursement arrangement for active employees described in summary 
and available on the Intranet or by request from SWWC. 

 
Section 3.  Administration and Investment Fees and Expenses:  Administration Fees 
under the Premium Saver Option as of 2010 are $2.11 per individual account per month.  
The interest rates on cash deposits under the Premium Saver Option is available by 
request from SWWC.  The interest rates on cash deposits may be increased or 
decreased by SelectAccount from time to time to reflect market conditions.  Employees 
shall have administrative fees allocable to their individual VEBA account deducted from 
their paycheck.  Administrative Fees are subject to change from time to time.       
 
Investment Fees as of 2010 are $1.50 per individual account per month.  Investment 
Fees are only assessed when a participant directs the investment of his or her account in 
mutual funds that are made available through SelectAccount pursuant to the terms of the 
VEBA Plan and Adoption Agreement.  Investment Fees are subject to change from time 
to time.  No sales load will be charged on mutual funds.  Mutual funds made available as 
investment alternatives may charge certain management, administration, marketing and 
similar fees depending on the funds selected (the “expense ratio”).  The expense ratio will 
be applied against a participant’s investment in said funds.  Investment Fees of current 
employees who are active participants in the VEBA Plan shall be paid from individual 
accounts. 
 
Administration and Investment fees allocable to individual accounts of current employees 
who have accrued a balance in the VEBA Plan but change coverage, so that they are no 
longer entitled to employer contributions, shall be paid from individual accounts.  
Administration and Investment fees allocable to the individual accounts of former 
employees shall be paid from individual accounts.  Administration and Investment fees 
allocable to the individual accounts of retirees shall be paid from individual accounts.  If 
the VEBA Plan is terminated or if Employer Contributions cease by agreement between 
the parties, and account balances Administration and Investment fees shall be paid from 
individual accounts.     
 
All participants in the VEBA shall be enrolled in the Crossover Program, except as 
described below, on a date to be determined and communicated in advance.   Under the 
Crossover Program, claims for medical expenses that are not reimbursed through 
insurance (i.e., subject to the deductible, co-pays or coinsurance) are submitted 
electronically from the group health plan to the VEBA plan, and reimbursements from the 
VEBA Plan are automatically generated to employees, either by check, or at the election 
of the employee, by direct deposit.  Participants in the VEBA who do not wish amounts to 
be automatically debited from their VEBA accounts may opt out of the Crossover 
Program. 
 
Section 4.  Employer Contributions to the Health Reimbursement Arrangement for Active 
Employees:   SWWC will make an annual contribution to individual accounts under the 
health reimbursement arrangement for qualifying bargaining unit members in the amount 
of: 
 

$50 per month ($600 annually) for each qualified employee who elects single 
coverage under the group health plan described in Section 5; or 
 
$100 per month ($1,200 annually) for each qualified employee who elects family 
coverage under the group health plan described in Section 5. 
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The contribution will be made on the first of each month over the VEBA Plan year.  If a 
participant in the VEBA Plan is entitled to receive an annual contribution that is prorated 
on a monthly basis over the VEBA Plan year, and the participant incurs one or more 
claims for an eligible health expense that exceeds the participant’s account balance in 
the VEBA Plan, the employer shall, at the participant’s request, accelerate its prorated 
contribution for that year to the extent necessary to reimburse the participant for the 
claim.  The total contribution for such a participant shall in no event exceed the 
contribution to which he or she was originally entitled to for that year. 
If a qualified bargaining unit member enters the VEBA Plan as a participant on a date 
after the first day of the VEBA Plan year, the employer shall prorate the amount of the 
employer contribution to reflect the late entry. 
 
All contributions on behalf of a VEBA Plan participant shall cease on the date the 
participant is no longer covered under the high deductible health plan in Section 5 below.  
If participant dies without a spouse or legal dependent for federal tax purposes, and to 
the extent required to protect the tax status of the health reimbursement arrangement, 
amounts remaining in the participant’s account shall be forfeited and applied to reduce 
administrative expenses or future Employer contributions to the Plan. 
 
Section 5. High Deductible Health Plan:  SWWC shall make available a high deductible 
health plan described in summary and available on the Intranet or by request from 
SWWC to all qualified bargaining unit members who elect to participate in said plan.  
With respect to qualifying bargaining unit members, SWWC shall contribute: 
 

2020-21 
$6,900 towards the annual premium cost for single group health coverage; or 
 
$14,300 towards the annual premium cost for family group health coverage. 
 

The parties understand that the high deductible health plan described in summary 
provides that deductibles and out-of-pocket maximums will be increased each year to 
keep pace with inflation. 

 
5. Establishment of HSA for Active Employees 

 
Section 1. Introduction.  Employer shall make a Health Savings Account (“HSA”) 
arrangement available subject to the terms of this agreement for eligible employees who 
are members of the following collective bargaining unit(s):  Classified Employees 
Association (CEA) (“Employees”).    

 
Section 2.  Eligibility.  Employees may be eligible to establish and contribute to an HSA 
under this arrangement if they meet the following requirements:   

 
The Employee must be eligible for and enrolled in a high deductible health plan (“HDHP) 
established by Employer and described in Section 223 of the Internal Revenue Code 
(“Code”).    
 
The Employee may not enrolled in or be covered by any health plan that is not a high 
deductible health plan (“Disqualifying Coverage”).  For this purpose, Disqualifying 
Coverage includes coverage under (1) a general-purpose health flexible spending 
arrangement (a “health FSA”) that is part of a cafeteria plan under Section 125 of the 
Code and that is made available through the Employer or through the employer of a 
spouse or dependent, (2) coverage under a group health plan that is not an HDHP, 
including coverage made available through the Employer or through the employer of a 
spouse or dependent, (3) coverage under a health reimbursement arrangement (an 
“HRA”), including coverage through the Minnesota Service Cooperative VEBA Plan (the 
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“VEBA”), whether offered through the Employer or through the employer of a spouse or 
dependent, and (4) coverage under Medicare, Medicaid, or TRICARE,  
 
The Employee may not be claimed as a dependent by another taxpayer (other than his or 
her spouse) on the taxpayer’s individual income tax return.  

 
The Employer is not responsible for determining whether Employees are eligible to 
establish or contribute to an HSA.  Once an HSA is established, it belongs to the 
Employee.  The Employee has sole control and is exclusively responsible for his or her 
HSA.  Employer is unable to respond to individual tax questions, and Employees should 
consult with a tax professional if necessary.   

 
Section 3.  High Deductible Health Plan.  Employer shall make a HDHP plan available to 
eligible Employees effective July 1, 2009 (the “Effective Date”).   The HDHP is described 
in summary and available on the Intranet or by request from SWWC.  Employees that are 
not eligible for and enrolled in the HDHP are not eligible to participate in the HSA 
arrangement.   
 
With respect to eligible Employees who enroll in the HDHP, Employer shall contribute an 
amount not to exceed the following: 

 
2020-21 
$7,500 annually for each qualified employee who elects single coverage under the 
group health plan; or 
 
$15,500 annually for each qualified employee who elects family coverage under the 
group health plan. 

 
Deductibles and out-of-pocket maximums under the HDHP are indexed for inflation, and 
will increase on annual basis under a predetermined formula.   
 
Section 4.  Health Savings Accounts.   Employer shall designate a custodian to receive 
contributions to health savings accounts (“HSAs”), as defined in Section 223 of the Code.  
Eligible Employees who enroll in the HDHP, and who are otherwise eligible to contribute 
to an HSA (“HSA-Eligible Employees”), may contribute and receive employer 
contributions to an HSA through the Employer’s cafeteria plan under Section 125 of the 
Code.   The Employer is only required to make or forward contributions to the HSA 
custodian it designates.  Information on the HSA custodian is available on the Intranet or 
by request from SWWC.   
 
The decision to establish an HSA with the custodian selected by Employer is completely 
voluntary.  Employer may not: (i) limit the ability of Employees to move funds to another 
HSA beyond restrictions imposed by the Code; (ii) impose conditions on utilization of 
HSA funds beyond those permitted under the Code; (iii) make or influence the investment 
decisions with respect to funds contributed to an HSA; (iv) represent that the HSA is part 
of an Employee welfare benefit plan established or maintained by the employer; or (v) 
receive any payment or compensation in connection with the HSA.  
 
To facilitate the timely establishment of HSAs (and ensure that medical expenses 
incurred after the Effective Date are eligible for reimbursement), Employer may establish 
and contribute to HSAs as of the Effective Date for all HSA-Eligible Employees.  
Employees agree to complete, sign, and return an enrollment application and HSA 
custodial agreement.  Employer makes no representation as to the date that an HSA will 
be treated as established by the IRS, and recommends that Employees complete, sign, 
and return an enrollment application on or before the Effective Date.   

 
Employer will make contributions to the HSAs of HSA-Eligible Employees in accordance 
with the following schedule.  
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Any excess employer contribution will be placed in the HSAs of HSA-eligible employees.  
The Employer is entitled to rely on any statement by Employees that they are eligible for 
an HSA.  However, the Employer shall not make or forward any contribution to an HSA if 
the Employer has actual knowledge that the Employee is not eligible to contribute to an 
HSA.   
 
The contribution will be made on a semi-monthly basis over the HDHP plan year.  If an 
HSA-Eligible Employee or their spouse or dependent incurs one or more claims for 
eligible health expenses that exceed the Employee’s account balance in the HSA and are 
not covered by other insurance, the Employer shall, at the Employee’s request, 
accelerate its prorated contribution for that year to the extent necessary to reimburse the 
Employee for the claim, but not exceeding the annual contribution described above. 
 
If HSA-Eligible Employee enters the HDHP as a participant on a date after the first day of 
the HDHP plan year, the Employer shall prorate the amount of the Employer contribution 
to reflect the late entry.   
 
All contributions to an individual’s HSA shall cease on the date he or she becomes 
ineligible to receive contributions to an HSA for any reason.  Employer is not responsible 
for monitoring when and whether an Employee becomes ineligible for this purpose.   
 
Section 5. Payment of Administrative Fee.  Administrative fees allocable to individual 
HSAs of active employees who are participants in the HDHP shall be deducted from their 
paycheck.  Administrative fees allocable to individual HSAs of active employees who 
have accrued a balance in their HSAs but are no longer eligible to contribute to the HSA 
shall be paid from the HSA.  Administrative fees allocable to the individual HSAs of 
former employees shall be paid from the HSA.  Administrative fees allocable to HSAs of 
retirees shall be paid from the HSA.   If Employer Contributions cease as a result of 
collective bargaining or any agreement related thereto, administrative fees shall be 
deducted from their paycheck.   
 
Section 6.  Coordination with other Coverage.   

Subd. 1.   General Rule.  No contributions will be made to HSAs of Employees who 
have other coverage through the Employer that is Disqualifying Coverage.    
 
Subd. 2.   Coordination with VEBA.  If an Employee is a current or former participant 
in the Minnesota Service Cooperative VEBA Plan (the “VEBA”), and if he or she 
wishes to enroll in the HDHP and make or receive contributions to an HSA, then prior 
to the beginning of the VEBA plan year, the Employee shall elect a coverage option 
under the VEBA that limits payment or reimbursement from the VEBA to vision care, 
dental care, preventive care (as defined in Code section 223(c)) or eligible health 
expenses incurred after he or she satisfies the applicable minimum deductible for 
self-only or family coverage described in Code Section 223(c), as applicable, and as 
adjusted for changes in cost-of-living under Code Section 223(g) (“Limited Purpose 
Coverage”).   
 
Subd. 3.   Coordination with Health FSA. If an Employee participates in a health FSA 
of the Employer, and if he or she wishes to enroll in the HDHP and make or receive 
contributions to an HSA, then prior to the beginning of the health FSA plan year, the 
Employee shall decline coverage under the health FSA for the plan year, or shall 
elect Limited Purpose Coverage under the health FSA for that year.     

 
E. Matching Deferred Compensation:  Upon completion of the employee’s introductory period, 

SWWC will match up to $2,000 per year to a tax –deferred matching contribution plan pursuant to 
Minn. Stat. 356.24 (2007), as amended, and in accordance with the SWWC’s 403(b) Plan 
documents.  The employee must work at least ¾-time per fiscal year to be eligible for the 
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deferred compensation program with SWWC’s match pro-rated on a 12-month full-time base.  
The deferred program will be effective July 1, 2003. 

 
IX. ANNUALIZED PAY:  Employees who are .75 FTE or more and work a consistent schedule will be eligible 

for annualized pay beginning January 1, 2009.  School-year employees will be paid over 19 pay periods 
beginning September 15th through June 15th with any additional time worked paid based on their 
timesheet.  Employees must identify any deviation from their regular work schedule so that their pay can 
be adjusted accordingly on the following paycheck.  Requests for unpaid leave must be submitted on a 
leave slip to the employee’s supervisor.  If approved, the leave slip will be submitted to payroll and the 
employee’s pay will be adjusted on that paycheck.  
 

IN WITNESS WHEREOF, the parties have executed this Agreement as follows: 
 
FOR FOR  
Classified Employees Association SWWC Board of Directors 
 

  
                       
President      Chair 
 

      
              
Secretary      Clerk  
 

        
              
Chief Association Negotiator    Chief Board Negotiator  
 

 
Dated this __26th__day of __October______, 2021 Dated this _26th__day of __October___, 2021. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Patty Molden
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MEMORANDUM OF UNDERSTANDING 
 

WHEREAS, there is existing Personnel Policies between Southwest West Central Service Cooperative 
Administration, (hereinafter "SWWC") and the Southwest West Central Service Cooperative Classified Employees 
Association, (hereinafter "CEA") the current of which covers July 1, 2021 through June 30, 2022.   
 

THEREFORE, if eligibility requirements for Annual Leave are revised within the Classified Employees 
Association for the 2022-2024 negotiations period, those affected will have the option to either receive full payout 
of unused Annual Leave on June 30th, 2022, or carryover the unused Annual Leave and use by December 31st, 
2022. Carryover leave that is not used by December 31st, 2022, will not be eligible for payout. Notification 
regarding payout or carryover of unused Annual Leave will be made by June 15th, 2021. 
 

BE IT HEREBY RESOLVED, the parties agree that this MOU cannot be considered to be evidence in 
any future issues pertaining to the parties, cannot be used as evidence in any court or arbitration proceeding, is 
not evidence of a past practice, and is based on the special circumstances existing in this unique situation.  
 
 
SWWC CLASSIFIED EMPLOYEES ASSOCIATION 
 
 
 
       
President 
 
 
       
Chief Negotiator 
 
10/26/2021 
       
Date 
 
 
SOUTHWEST WEST CENTRAL SERVICE COOPERATIVE 
 

 
       
Chair 
 

 
       
Clerk 
 
 
10/26/2021      
Date 
 

Signature:

Email:
Patty Molden (Oct 27, 2021 08:24 CDT)
Patty Molden
patty.molden@swwc.org
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