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ADMINISTRATIVE LEAVE

(1)  The administrative authority shall authorize use of administrative leave
with pay to administrative/exempt employees within the limits specified
below. Part-time administrative/exempt employees shall receive pro-rated
administrative leave based upon the regular budgeted hours divided by
37.5 hours and then multiplied by the number of days allowed per year. If
a part-time employee’s regular weekly hours consistently exceed his or
her regular budgeted hours, the employee may request the Manager of
Operations to review the proration.

(2)  Administrative leave shall be available as follows:

Years Completed Davys Allowed Per Year
0-<5 3 days
5-<10 4 days
10+ 5 days

(3)  Administrative leave shall:
(a) not be included nor considered as annual leave;
{(b) not be compensated upon termination;
(c) not be accrued from year to year; and
(d) be applied on a fiscal year basis.

{(4) Eligible employees may substitute unused administrative leave within a
fiscal year for previously taken annual leave.

ANNUAL LEAVE

Annual leave shall be accumulated at specific rates per month and accumulated
according to the rates shown below. Prior years credit shall be included up to the
maximums shown. "Years Completed"” shall be computed by adding all court
and state service, and a year of service shall be deemed completed at the close
of work on the business day prior to an employee's anniversary date. Annual
leave shall be cumulative for not more than the maximum days indicated below
and shall not lapse. Leave shall be accrued as follows and prorated for part-time
employees based upon the regular budgeted hours divided by 37.5 hours and
then multiplied by the number of days allowed per year. If a part-time
employee’s regular weekly hours consistently exceed his or her regular budgeted



employee’s regular weekly hours consistently exceed his or her regular budgeted
hours, the employee may request the Manager of Operations to review the
proration. '

Administrative/Exempt

Years ‘ Time Earned Days Per Year/
Completed Per Month Maximum Days Allowed
0-<2 11/2 days (11.250 hours) 18/ 24 days

2-<8 1 1/2 days (11.250 hours) 18/ 32 days

8-<15 1 3/4 days (13.125 hours) 21/ 38 days

15-<20 1 3/4 days {13.125 hours) 21/ 44 days

20 Plus 2 days (15.000 hours) 24 [ 60 days

Nonadministrative/Nonexempt

Years Time Earned Days Per Year/
Completed Per Month Maximum Days Allowed
0-<2 1 day (7.500 hours) 12/ 24 days

2-<8 1 1/4 days (9.375 hours) 15/ 32 days

8-<15 1 1/2 days (11.250 hours) 18/ 38 days

15-<20 1 3/4 days (13.125 hours) 21/ 44 days

20 Plus 2 days (15.000 hours) 24 [ 60 days

Annual Leave Provisions:

(1) An employee may use annual leave only when authorized by the
appropriate Administrative Authority or such authority's designee. The
administration of annual leave will be conducted in a fair and equitable
manner considering seniority and other relevant factors.

(2) Annual leave may be taken when available and approved by the
Administrative Authority. The Administrative Authority shall make a
determination within ten (10) business days and shall not unreasonably
deny a request. Reasons for a denial shall be provided to the
employee in writing. A granted annual leave request shall not be
unreasonably rescinded. To the extent an employee has accumulated
annual leave available, all employees with more than two years service
shall take at least ten (10) days, or pro-rated portion thereof for part-
time employees, annual leave each calendar year. Payment of annual
leave pursuant to the article entitled "Resignation, Abandonment,
Departing Employees” shall be limited to a maximum of fifty (50) days.




(A)

(1)

(2)

(3) Requests for annual leave in excess of two consecutive weeks
shall be authorized only upon a determination that such absence will
not have a detrimental effect on the operation of the court.

(4) For the purpose of utilization, annual leave shall be converted to
hours (example: 1 1/4 days equals 9.375 hours).

(5) Employees shall earn annual leave during periods of leave with
pay except that leave shall be credited only when the employee returns
to work, and leave earned during such periods shall be forfeited if the
employee fails to return to work.

{6) Employees shall not earn annual leave during a period of leave of
absence without pay, except as otherwise provided in this agreement.

(7) Forfeiture of accrued annual leave as a disciplinary action shall not
be authorized.

(8) No employee shall lose accrued annual leave when promoted,
demoted or transferred provided that there is no break in service. This
includes a regular employee who changes from the service of one
Administrative Authority to another.

(9) An employee who transfers from one position to another position in
the court system during his or her initial probationary period shall be
credited with any accrued time toward annual leave.

(10) If insufficient leave has been accumulated, the employee shall be
charged with leave without pay for time away from work.

APPEAL PROCEDURES

Appeal of Adverse Action:

An appeal of an adverse action shall be in writing and delivered to the
Director within fifteen working days of the date of the action. The appeal
shall state the basis for the appeal. The appeal may be submitted by the
employee personally or on his or her behalf by the SEA.

Upon receipt of the appeal, the Director, or designee, shall within ten
working days from the day the appeal is received: (a) recommend to the
Administrative Judge granting the relief without arranging for a hearing or,
{b) begin arrangements for a hearing.



(B) Selection of the Appeals Board: The Appeals Board shall be
composed of the following members:

(1} A justice of the New Hampshire court system appointed by the supreme
court who shall be chair;

(2) Anindividual chosen by the Association; and

(3) Anindividual chosen by the individuals listed in subsection (1) and (2)
above. In the event agreement is not reached concerning the
appointment of the third member, a list will be requested from the
American Arbitration Association in accordance with their rules. An
alternate may also be chosen.

{4) None of the members shall be a member of a bargaining unit represented
by the Association.

All travel expenses incurred by members of the board in the course of the board's
work shall be paid by the judicial branch.

{(C) Procedure:

(1) The Director, or designee, shall arrange for the hearing to take place no
later than 30 working days from the date the appeal is received.

(2) The Director, or designee, shall provide written notice by personal service
or by certified mail, return receipt requested, at least twenty working days
prior to the hearing, including the date, time, and place of the hearing, and
a summary of how the hearing shall be conducted under this policy,
including, but not limited to, deadlines for submission of witness and
exhibit lists. The appellant shall sign a receipt for this notice and return it

-~ immediately to the Director, or designee.

(3) Requests for postponement of the hearing shall be addressed to the
appeals board and shall include a statement of whether the opposing
party assents.

(D) Conduct of the Hearing:

(1) The appeals board shall conduct an independent, impartial hearing.

(2) The jurisdictional burden shall be on the appellant to establish a prima
facie case that the imposing official did not follow proper procedure or
otherwise have justification for the sanction or that the sanction imposed
was not within the authority or discretion of the imposing official. Once




(3)

(4)

(5)
(6)

(7)

(8)

(9)

jurisdiction is established, the burden is on the appellant to prove his or
her case is more probable than not.

The appeliant shall have the right to be present at the hearing, with a
representative provided at his or her expense. If the appellant is in pay
status at the time of the hearing, the appeliant shall be in duty status while
in attendance at the hearing.

The Judicial Branch shall have the right to be present at the hearing and
be represented by the Attorney General's office if a request is made and
consented to under RSA 99-D:2 or its subsequent statutory counterpart or
by a court employee with such employee'’s consent. A court employee
providing such representation shall be allowed reasonable time for
preparation. Any court employee shall be in duty status while in
necessary attendance at the hearing.

The parties or their representative shall have the right to present evidence,
witnesses, and to cross-examine witnesses.

All testimony shall be under oath or affirmation. For this purpose, the
appeals board is authorized to administer the oath or affirmation.

Witnesses may be presented by the parties if their testimony is considered
relevant by the chair of the appeals board or may be requested by the
appeals board. Witnesses may not be compelled to appear without a
subpoena.

The hearing shall be recorded. A party may request a franscript at his or
her own expense.

The chair of the appeals board shall decide on the admissibility of
evidence at the hearing. The chair shall not apply the rules of evidence
strictly, but may exclude witnesses or matters which are irrelevant,
immaterial, or unduly repetitious.

(10) Since all matters before the appeals board are personn'el matters,

proceedings hereunder shall be private.

(11} In a case of progressive discipline, the appellant may contest any and all

(E)
(1)

prior discipline that formed the basis of the action being appealed.
Witnesses:
Witnesses who are court employees shall be in duty status during the time

they are participating in a hearing and supervisors shall provide for those
employees to be available.



(2)

(F)

(G)

(1)

(2)

(3)

(H)

Witnesses shall remain free from restraint, coercion, or reprisal before,
during, and after testimony before an appeals board. Any employee who
attempts to influence the testimony of a witness through coercive means
shall be subject to discipline through adverse action.

Record of the Hearing: The record of the hearing shall consist of all
documents, papers, or other physical objects accepted by the appeals
board, as well as the recording of the hearing. Documents, papers, and
physical objects which were denied admissibility by the chair of the
appeals board shall not be part of the official record of the hearing, but
shall be attached to it and identified properly.

Scope of the Appeals Board's Review: The appeals board shall review
the personnel action by determining the facts surrounding the adverse
action; the procedural and legal justification under this Agreement and
under the standard of fundamental fairness and justice to the grievant; and
whether or not the sanction imposed was within the authority and
discretion of the imposing official. Management has discretion in applying
a sanction under the article on Disciplinary or Adverse Action. Before
submitting a decision for reversing or modifying the sanction imposed,
there must be a finding that:

The sanction was not Iegally or procedurally justified under the this
Agreement and under the standard of fundamental fairness and justice to
the grievant; or

Management abused its discretion in imposing the sanction.

Absent one or the other of these findings, the appeals board should not
substitute its judgment for that of management. It is not the intent of this
Agreement to encourage appeals for the sake of mitigating sanctions. It
is, however, the intent of this Agreement to ensure fair treatment of
employees and to provide procedural due process in the adverse action
area.

To the extent an issue of interpretation of statutes or of this Agreement
arises in an appeal of an adverse action, the appeals board shall have
jurisdiction to decide the issue. However, the appeals board will be limited
in its interpretation of statutes and this Agreement by precedent. Any
interpretation of this Agreement by the Appeals Board will not have
precedential effect.

Decision of the Appeals Board:




(1) The decision of the appeals board shall be submitted to the Director, the
employee’s representative, and respective Administrative Judge no later
than 20 working days after the end of the hearing.

(2) The decision shall consist of findings and recommendations relating solely
to the adverse action originally commenced and the grounds for appeal
initially alleged. The findings shalt be based solely on the evidence in the
record. The decision shall be consistent with findings.

() Final Decision: The decision of the appeals board shall be subject to any
rights of appeal provided by law.

ASSIGNMENT/REASSIGNMENT/RELOCATION

For the purposes of this article only, court monitor/assistant assignments shall be
divided into divisions. These divisions shall be designated superior court
division; circuit court division; and travel division. For purposes of this article, the
court monitor/assistant previously employed by the probate court and now
employed by the circuit court shall be considered a part of the circuit court
division. Sections I-IV shall apply to court monitor/assistants only.

. INITIAL ASSIGNMENT

1. Upon hire all court monitor/assistants will be given a designation to a
home court and a division.

2. All court monitors/assistants shall maintain their current home court and
division assighment except as explicitly provided herein.

II. ASSIGNMENTS WITHIN HOME COURT

1. Court monitors/assistants within the travel division are assigned to a home
court. These individuals are hired with the expectation that a substantial
portion of their assignments will be in courts other than their home court.
These individuals will receive their assignments from the Administrative
Judge of the assigning court and/or his/her designee. Court
monitors/assistants in the travel division will get their assignments with as
much notice as possible.

2. Superior court and circuit court assignments within the home court are
initially at the discretion of the Administrative Judge or designee, subject
to the daily direction of the clerk. That discretion shall not be exercised in
an unreasonable fashion or in contravention of this agreement.
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lli. ASSIGNMENTS OUTSIDE OF HOME COURT

Court monitor/assistants in the travel division are utilized as the
primary individuals for outside home court assignments; however, other
court monitor/assistants may be used for such assignments at the
convenience of the court. Convenience of the court shall include, but not
be limited to, reduced expenses, compatibility of judicial officer and court
monitor/assistant, training on the equipment to be used, and experience in
the procedures of the court. In making all outside home court
assignments, the Administrative Judge or designee shall consider the
distance to be traveled by the court monitor/assistant and any relevant
family and other personal issues of the court monitor/assistant being
considered for the assignment. Alt assignments are at the discretion of
the Administrative Judge. That discretion shall not be exercised in an
unreasonable fashion or in contravention of this agreement.

If a court monitor/assistant in the superior court division remains
without a regular assignment for more than three months, a court
monitor/fassistant from the home court in question shall be assigned to the
travel division. In the first instance, volunteers from among the court
monitor/assistants at that home court shall be sought. If no volunteers
come forward, the court monitor/assistant at that home court location with
the least seniority shall be assigned to the travel division. If the court
monitor/assistant at that home court location with the least seniority does
not wish to be assigned to the travel division, that court monitor/assistant
may elect to be laid off. Such layoffs will entitle the court monitor/assistant
to the benefits of the contract as to layoff. In such layoffs, the court
agrees to cite the official reason for the layoff as being "lack of work”
within the facility.

if a home court location needs to increase the number of assigned
court monitor/assistants, first preference shall be given to a court
monitor/assistant in the travel division who previously worked in that home
court location but who was assigned to the travel division in accordance
with the terms of the preceding paragraph. Second preference shall be
given to court monitor/assistants in the travel division with the most
seniority.

Any court monitor/assistant being reassigned to a different division
in accordance with the preceding paragraph shall be nofified in writing at
least twenty-one (21) days prior to such transfer.

IV. REASSIGNMENT/RELOCATION TO NEW HOME COURT

Because reassignments/relocations to a new home court location
may result in dramatic changes in a court monitor/assistant's life,
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reassignments/relocations to new home courts will not be done unless the
interest of justice, fiscal circumstances, or necessary reduction in-
workforce so requires. When reassignment/relocation is necessary, the
judicial branch will provide the court monitor/assistant as much notice as
possible. To this end, the judicial branch will strive to give the court
monitor/assistant at least 90 days notice of any reassignment/relocation.
In the event that the reassignment/relocation will be to a new home court
that requires the court monitorfassistant to commute more than 50 miles
from that court monitor/assistant's current residence or the former home
court at the discretion of the employee, the court monitor/assistant may
elect to be laid off. Such layoffs will entitle the court monitor/assistant to
the benefits of the contract as to layoff, except for recall rights. In such
layoffs, the court agrees to cite the official reason for the layoff as being
“lack of work” within the facility.

V. OTHER EMPLOYEES

1. All other employees shall be assigned a home court which shall be the
judicial branch site to which the employee most often reports for work;
however, employees may be called upon for temporary or permanent
assignments to other courts.

2. In making all temporary outside home court assignments, the
Administrative Judge or designee shall consider the distance to be
traveled by the employee and any relevant family and other personal
issues of the employee being considered for the assignment. All
assignments are at the discretion of the Administrative Judge. That
discretion shall not be exercised in an unreasonabie fashion or in
contravention of this agreement. The Administrative Judge or designee
shall give the employee as much notice as possible of any temporary
assignment.

3. Because reassignments/relocations to a new home court location may
result in dramatic changes in an employee's life, reassignments/relocations
to new home courts will not be done unless the interest of justice, fiscal
circumstances, or necessary reduction in workforce so requires. In any
reassignment/relocation, volunteers shall be sought, and accepted if
qualified to perform the essential functions of the position, if the
reassignment/relocation of the volunteer does not interrupt the objective
business needs of the judicial branch, and if the factors listed below make
the employee a good fit for the position. If no volunteer is selected for the
reassignment/relocation, the judicial branch will consider, but not be limited
to, the following factors in deciding to reassign/relocate an employee:

¢« Commuting distance to the new home court;
* Experience necessary at the new home court;
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Impact of the employee’s departure on the former home court;
Seniority of the employese;

Personal circumstances of the employes;

Qualifications of the employee; and

Allocation of resources to caseload

4. In the event that the reassignment/relocation involves the physical
relocation of an employee's home court to a site more than fifteen miles
from the prior home court, an employee so reassigned/relocated shall be
entitled to four (4) hours of personal leave for every three (3) months that
such reassignment/relocation is in effect up to a maximum of two years
from the start of the reassignment/relocation. The following conditions shall
apply to the use of such personal leave:

a.) must be taken in four hour increments;
b.) may accumulate up to eight hours;

¢.) has no pay-out value;
d.) must be taken while the employee is reassigned/relocated or within

thirty (30) days thereafter; and
e.) use must be approved by the Administrative Authority, which
approval shall not be unreasonably withheld.
This subparagraph shall be retroactive to January 1, 2010.

VI. IMPACT OF NH e-COURT PROJECT AND OTHER INNOVATIONS

The parties agree that the NH e-Court Project and other
innovations will result in reassignments/relocations of employees. A
report on the progress of the NH e-Court Project and other innovations
and a discussion of the impact of that progress on employees subject to
this Agreement shall be a standing issue on the agenda of the Labor
Management Committee, which shall meet at least every three months.

ASSOCIATION REPRESENTATION

Stewards: The Employer agrees to recognize at least ten (10) Stewards and
four (4) alternates duly authorized by the Association. The selection of Stewards
shall be equitably allocated among the various trial courts and court locations.

Non-discrimination: The Employer agrees there shall be no discrimination
against any Steward because of his or her duties as an Association official or
member. The Association shali furnish the Employer a list of the Stewards
representing the Branch and keep the list current.
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Use of Work Time: The Employer shall authorize a reasonable amount of time
during the regular working hours without loss of time or pay, to permit the
Steward to carry out their responsibilities in accordance with the provisions of this
Agreement. The Employer agrees to use reasonable efforts to provide a
confidential space for Stewards/employees to discuss union business. The
Association agrees that it shall guard against the use of excessive time in
handling such responsibilities. Each Steward, before leaving his/her assigned
work area to fransact appropriate Association business, shall first obtain the
consent (which consent shall not be unreasonably withheld) of his/her
Administrative Authority; upon entering a work area, other than hisfher own, the
Steward shall first advise the appropriate Administrative Authority of his/her
presence and specify the name(s) of the employee(s) to be contacted.

Training: The Employer agrees to authorize up to three (3) days off per year,
without loss of time or pay for up fo five (5) Steward(s) to attend an Association
training program. The Association and the Employer shall attempt to distribute
the geographic locations of stewards to maximize the availability of the stewards.
The Association shall notify the Employer as soon as possible but not less than
twenty (20) work days in advance of such proposed training program. The
Association agrees to receive input from the Employer about potential topics for
steward training.

Incur No Expense: The Employer will not bear any expense, other than with
respect to the Steward's time involved during regular duty hours and travel
expenses, for the functions of any Steward. Stewards shall submit travel
expenses for their functions as Stewards to the Manager of Operations. The
Association shall reimburse the Employer for any other expense to the state
incurred as a result of the Steward's function.

Steward/Branch Meetings: The Chief Justice of the Superior Court, or
Administrative Judge of the Circuit Court or their respective designees shall meet
with steward(s) upon written notice from the Association, including the purpose of
the requested meeting. Such meetings will be held within ten (10) working days
from the request date, unless it is mutually agreed to extend the time frame.

Representation of Employees: With the exception of newly-appointed or re-
appointed employees during their probationary period, an employee shall be
entitled to Association representation at an investigative interview or meeting if
requested by the employee when that employee reasonably believes that the
interview or meeting may result in disciplinary action against him/her. All parties
shall be given at least 24-hour notice of such meetings except in extraordinary
circumstances. The employee will be given specific notice regarding the matters
being investigated prior to the meeting. The Association representative's role at
an investigative interview or meeting is to consult with the employee. The
Employer is free to insist upon hearing the employee's own account of the
matter(s) under investigation. The Parties agree that in all cases the principles of
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"Weingarten" and "Garrity" and other applicable case law shall be observed. The
provisions of this article shall apply to both full and part-time employees.

"Disciplinary action” means action resulting in a written reprimand, a suspension,

a demotion or a dismissal.
ASSOCIATION RIGHTS

Bulletin Boards: The Employer shall furnish reasonable space on bulletin
boards in court locations where employees are assigned for the use of the
Association. The Association shall use this board for posting of notices
pertaining to recreational and social activities, Association elections, reports of
the Association, or its committees, Association meetings notices, legislative
enactments, decisions of the Public Employee Labor Relations Board (PELRB),
and judicial decisions affecting public employee labor relations. The Association
shall not post any materials that are obscene, defamatory, or impair the operation
of the court; or which constitute partisan, political campaign material.

Member and Employee Reports: The Employer agrees to provide payroll
deduction information to the Association by electronic mail or other mutually
agreed format at least biweekly for the administration of dues deductions and
Association programs.

In addition, the Employer shalt notify the Association of all newly hired unit
employees, the names and business addresses of all regular unit employees,
and unit employees who have terminated state service at least monthly by
electronic malil, or other mutually agreed format.

These reports shall include, at least, the following:

- Employee’s name

- Employee's home address (for Association members only)
- Employee’s payroll number

- Employee’s labor grade and step

- Employee's salary schedule

- Employee’s business address

- Employee's job classification

- Employee's date of employment

Association Business: Employees shall conduct the internal business of the
Association during their non-duty hours.

Association chapters may utilize the Employer's electronic mail system(s) and
such other systems as may be agreed upon for the duration of this Agreement for
infernal Association business, provided that said mailings are clearly identified as
the property of the Association.
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Use of Facilities: Association committees or chapters shall be allowed the use
of facilities of the Employer for meetings providing that written approval of the
Employer is secured subject to the following conditions:

Such 'Employer facilities are available and their use for such meetings would not
conflict with the Employer's business.

Such approval shall be subject to such other reasonable conditions as may be
imposed by the Employer.

Such approval, if given, will be limited to members of the committee, full and part-
time bargaining unit employees, Association staff members, and guests.

Nothing in this provision shall be construed as a limitation of the rights of the
Association, its chapters or committees to utilize the Employer's facilities that are
otherwise available for public use.

Access to Employees: Staff representatives of the Association shall be allowed
to visit work areas of employees during working hours and confer on conditions
of employment to the extent that such visitations do not disrupt the work activities
of the area being visited. Prior to entering the work area, the representative shall
receive permission from the appropriate administrative judge or his/her designee
stating the reason(s) for such visitations. Permission shall not be unreasonably
denied.

Administrative Leave: SEA officials shall be allowed a cumulative total of thirty
(30) days off per contract year without loss of time or pay for the purpose of
attending meetings, conventions or conferences relative to labor relations or
Association affiliations. Time off shall be limited to five (5) days per official for
each such request. All requests shall be submitted to, and approved by, the
Manager of Operations for timely notification to the Employer that the leave has
been approved and shall be awarded.

Union Leave: The Employer shall grant five (5) working days of union leave to
each of the duly elected representatives of the Association to the quadrennial
convention of the Service Employees International Union. The Association shall
provide the Employer with not less than 60-days notice of the dates for this leave
and the names of the elected representatives.

The employer shall approve reasonable preparation time for up to six (6)
members of the Association’s contract bargaining team without loss of time or

pay.

Group Programs: The Association shall be allowed the use of seven (7) payroll
deductions for any group program(s) in addition to a dues deduction.
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Board of Directors Leave: The Employer shall authorize up to forty-eight hours
per year per person without loss of time or pay for directors and officers of the
Association's Board of Directors, for the purpose of attending meetings of the
Board of Directors. The employee shall give a seven-day notice for use of such
leave.

Employee Orientation: Unit orientation programs and/or orientation handbooks
shall inform new unit employees that the unit is a bargaining unit represented by
the State Employees Association of New Hampshire, Inc. The Employer agrees
to distribute informational packets provided by the Association to new unit
employees. The Association shall be allowed to make a presentation, consistent
with other vendor presentations, at group orientation programs offered by the
Employer for unit members. The presentation may be up to one half hour in
duration and shall be conducted by an Association staff person or his/her
designee. If no group orientation program exists in the unit, the Association staff
person shall have access to all new unit employees for up to one half hour at the
convenience of the Employer and the new unit employee will be required to
attend said meeting.

President’s Leave: The Employer shall authorize one leave of absence with
pay for each President of the Association. If the Association elects to have the
President take the leave of absence with pay, he/she shall do so for a two-year
period beginning four (4) weeks after written notice. The Employer may
authorize additional leaves of absence beyond the initial leave of absence for a
President.

During such leave of absence with pay, the President shall continue to receive
and retain all of his/fher wages, rights, benefits, and seniority as a state employee
except that all leave accumulation shall be frozen for the duration of the leave of
absence. Upon returning from the leave of absence, the President shall resume
earning leave at the rates appropriate to his/her service at the time of return.

The Association agrees to reimburse the Employer for the full cost of the wages
and benefits for the President, and to indemnify the Employer against any and all
liabilities associated with the leave of absence, including but not limited to
workers' compensation.

BASIC WORK WEEK

Basic Work Week: The basic workweek for every full-time employee in the
judicial branch shali be thirty seven and one half (37 '2) hours per week. The
basic work week for every part-time employee in the judicial branch shall be
fewer than thirty-seven and one half (37 ¥2) hours per pay week. No full-time
employee shall be converted to a part-time employee without the employee's
consent.
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Normal Work Day:

Full-Time Employees: ‘

For existing full-time employees, the normal workday shall consist of 7.5
hours per day with work normally performed between the hours of 7:30 a.m. to
5:00 p.m. Monday through Friday; however, the normal workday may be adjusted
as the needs of the court require and as otherwise provided in this agreement. If
the needs of the court require extension of the normal work day, the needs of the
employee shall be taken into consideration. For non-administrative/nonexempt
employees, overtime, either paid or compensatory time off, shall be provided to
the employee for hours worked in excess of 37.5 hours in a week. Eligible
employees shall be entitled to overtime at straight time rate for the first 2.5 hours
worked over 37.5 hours and at the rate of one and one-half times the hours
worked over 40 hours.

No full-time employee in place as of the date of this contract ratification
shall be required to shift their hours outside the hours of 7:30 a.m. to 5:00 p.m.,
but rather, any changes to work hours outside those hours would be by mutual
agreement.

For full-time employees with starting dates on or after the date of this
confract ratification, the normal workday shall consist of the hours advertised in
the position posting. The hours to be posted for full-time employees will be 37.5
hours per week; however, the normal workday may be adjusted as the needs of
the court require and as otherwise provided in this agreement. If the needs of
the court require extension of the normal work day, the needs of the employee
shall be taken into consideration. For non-administrative/nonexempt employees,
overtime, either paid or compensatory time off, shall be provided to the employee
for hours worked in excess of 37.5 hours in a week. Eligible employees shall be
entitled to overtime at straight time rate for the first 2.5 hours worked over 37.5
hours and at the rate of one and one-half times the hours worked over 40 hours.

No full-time employee hired after the date of this contract ratification shall
be required to shift work hours outside the hours posted for the position, except
by mutual agreement or on 90 day notice, during which the Judicial Branch will
negotiate said change in hours with the SEA.

Part-Time Employees: The normal workday shall consist of any number
of hours up to 7.5 hours per day provided the hours per pay week are not equal
to or greater than 37.5.

For existing part time employees, except for employees already hired
specifically for evening shifts, work will normally be performed between the hours
of 7:30 a.m. to 5:00 p.m. Monday though Friday.

For employees hired specifically for evening work, and for part time
employees with starting dates an or after the date of this contract ratification, the
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hours will be fewer than 37.5 hours per week and will be as advertised in the
position postings.

No part-time employee shall be required to shift their work hours outside
the hours posted for the position, except by mutual agreement or on 90 day
notice, during which the Judicial Branch will negotiate said change in hours with
the SEA.

Breaks for Court Monitor/Assistants: No reduction shall be made from the
basic workday for rest periods of fifteen (15) minutes after approximately 90 to
105 minutes in the courtroom on any keyboard, including digital/Sony note
taking, computer/typewriter, and/or mouse, or major fraction thereof. Such rest
periods are required and shall be taken in such a manner that the normal delivery
of services will not be interrupted. While performing duties outside of the
courtroom a court monitor/assistant shall be subject to breaks as outlined in the
“Breaks for All Other Employees” section.

Breaks for All Other Employees: The Judicial Branch recognizes that court
employees need an occasional break period during the workday and encourages
the respective Administrative Authority to address this need by providing break
periods when appropriate.

Generally, break periods should occur approximately haifway between the
start of the shift and the end of the shift if the shift is five (5) hours or fewer; or
between the start/end of the shift and the meal period if the shift is more than five
(5) hours.

Break periods shall last not more than a total of fifteen (15) minutes in the
morning, fifteen (15) minutes in the afternoon, and/or fifteen (15) minutes in the
evening. Part-time employees should receive break periods totaling fifteen (15)
minutes for each work period of more than 3 hours.

Break periods shall not extend the meal period, shorten or extend the
workday, or be taken consecutively if more than one break period is due. Break
periods are to be taken in such a manner that the normal delivery of services will
not be interrupted.

Meal Periods: All employees working more than five (5) hours per work shift

shall receive a meal period of not less than one half hour nor more than one
hour. Such meal periods shall not be considered working time.

BI-WEEKLY PAY PERIOD
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(A) All employees shall be routinely paid on every other Friday as is the state
practice.

(B) Pay periods shall commence on a Friday and extend 14 days in length
through and including the second Thursday after the beginning of the pay
period.

(C) All employees became part of the payroll system by having the state withhold
no more than the first two weeks of pay. Compensation shall continue on a
biweekly basis based upon hours worked and paid two weeks in arrears,
except for employees who became part of the unified court system on
January 1, 1984, and are not paid two weeks in arrears.

CONSULTATION and LABOR MANAGEMENT COMMITTEE

Consultation:

Obligation to Meet: The Parties recognize their mutual obligation to meet and
confer regarding problems arising out of the employment relationship.

Matters for Consultation: It is agreed and understood that policies and
procedures related to terms or conditions of employment are appropriate matters
for consultation between the Parties, providing however, that neither Party
waives or relinquishes their right to negotiate mandatory subjects of collective
bargaining.

Requests: Either Party in writing, stating the reason for the meeting and the
agenda or topic of consultation, shall request a Consultation. Consultation
requests by the Association shall be made to the Director, or his/her designee.
Consultation requests by the Employer shall be made to the President of the
Association or his/her designee.

Meetings: A mutually agreeable meeting date shall be established providing that
such date shall be within fifteen (15) workdays of receipt of the written notice.
The time limit may be extended by agreement.

Attendees: An Association staff member shall represent the bargaining unit
alone, or with not more than four (4) employees. The Association will state the
names and work areas of the employees, if any, who are to attend the meeting.
Representatives of the Employer shall meet with the Association representatives.
The Manager of Operations at the Administrative Office of the Courts will attend
such consultations whenever feasible providing that his/her attendance may be
specifically requested and complied with by notice of either the Association or the
Employer.
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Labor Management Committee:

Composition: The Parties agree to establish a Labor Management Committee
consisting of not more than five (5) representatives for each side. In addition, the
chief negotiator and/or designee from each side may attend the meetings of the
Committee.

Meetings: The Committee shall meet on the second Friday of January, April,
July, and October. To the extent possible each party will host on an alternating
basis.

Purpose: The purpose of the Committee shall be to ensure the application,
clarification and administration of this Agreement. The Committee may resolve
grievances presented to the Committee for review.

COST OF LIVING

FRINGE BENEFITS: Full-time employees shall receive all fringe benefits as
negotiated by the State Employees Association of New Hampshire and as
provided for classified state employees, including health and dental insurance.
The Health Insurance provisions of section 19.8.1 and the Dental Insurance
provisions of section 19.13 of the agreement negotiated by the State Employees’
Association of New Hampshire, Inc. for executive branch employees are
attached hereto as Appendix A. For purposes of this Agreement, Health
Insurance section 19.8.1.a and Dental Insurance section 19.13 will be applied fo
the judicial branch with the same meaning and intent as the executive branch
and shall be changed for judicial branch employees as follows: All fuil-time
employees who subscribe to health insurance shall pay $20.00 per pay period if
their annual salary is $36,300 or less, $40.00 per pay period if their annual salary
is more than $36,300 up to $49,400, or $60.00 if their annual salary is more than
$49,400, and all full-time employees who subscribe to dental insurance shall pay
$2.00 per pay period if their annual salary is $36,300 or less, $4.00 per pay
period if their annual salary is more than $36,300 up to $49,400, or $6.00 per pay
period if their annual salary is more than $49,400. Pari-time employees shall '
receive the fringe benefits provided in this agreement, and for part-time
employees regularly budgeted for 30 or more hours per week pro-rated health
and dental insurance in accordance with RSA 98-A:6-a. In the event the State
Employees’ Association of New Hampshire and the State of New Hampshire
agree to a new master contract for classified state employees and should that
contract contain changes in health and dental benefits, the parties will accept the
changes in plan design. If that agreement adjusts the employee contribution for
the benefit which the legislature applies to the judicial branch, the parties shall
ascertain the amount of the adjustment applied to the judicial branch that is
applicable to the bargaining unit. The parties shall in good faith agree upon the
manner in which the amount of the adjustment applicable to the bargaining unit is
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implemented and shall reflect by a memorandum of understanding any changes
necessary in this subparagraph. In reaching a memorandum of understanding
regarding the demarcation points for the contribution to heaith and dental
insurance, the parties shall attempt to ensure that no employee’s contribution is
increased due solely to a C.O.L.A.

SALARIES: Salaries for all employees as of the beginning of this agreement
shall be in accordance with the judicial branch salary matrix effective as provided
in Appendix B. Appendix B shall reflect any changes necessary in the judicial
branch salary matrix brought about as a result of C.O.L.A.s. In addition to the
C.O.L.A.s, the judicial branch agrees to include sufficient funds in its budget
request for FY 18-19 to fund a revision of the judicial branch salary matrix such
that there shall be one year between steps one through five, two years between
steps five through seven, and three years between steps seven and eight. The
parties agree to advocate such funding by the Governor and the Legislature
without offsetting reduction to other budget requests unless agreed to by the
Judicial Branch.

C.0.L.A.S: The meaning and intent of this article is to provide employees with
any cost of living adjustments provided to executive branch employees
represented by the State Employees’ Association of New Hampshire. In the
event the State Employees’ Association of New Hampshire and the State of New
Hampshire agree to a new master contract for classified state employees and
should that new contract contain any cost of living adjustments which the
legislature applies to the judicial branch, the parties shall ascertain the amount of
the adjustment applied to the judicial branch that is applicable to the bargaining
unit. The parties shall in good faith agree upon the manner in which the amount
of the adjustment applicable to the bargaining unit is implemented. The
Association acknowledges, without prejudice to any arguments that it may
advance, that the judicial branch's obligation to pay any such adjustments
requiring additional funds is contingent on the appropriation of such funds to the
judicial branch for that purpose.

RECLASSIFICATIONS: Employees shall have the right to request
reclassification of their position in accordance with Rule 13 of the State of New
Hampshire, Judicial Branch Personnel Rules (dated March 4, 1996), except that
the time for action on such requests in Rule 13 (D) shall be 120 days for a
request involving an individual position and 150 days for a request involving
several positions. If the granting of a reclassification request is beyond the 120
or 150 days, as the case may be, the reclassification shall be retroactive to the
120" or the 150" day.

DEFINITIONS
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As used in this collective bargaining agreement, the following terms shall have
the following meanings:

A. ADMINISTRATIVE AUTHORITY: For court monitor/assistants, the
Administrative Authority shall be defined as follows:

1. The administrative authority shall be the clerk who will have the
responsibility for the overall supervision of the court monitor/assistant under his
or her direction.

2. When a court monitor/assistant is assigned to a particular courthouse
on a regular work basis, the administrative authority shall be the clerk of that
courthouse. ‘

3. When a court monitor/assistant is housed in a particular courthouses,
but not assigned there on a regular work basis, the overall administrative
authority shall be the administrative judge of that level of court or his or her
designee; however, the clerk of the courthouse where the court monitor/assistant
is assigned to work has the daily administrative responsibility over the court
monitor/assistant while assigned to his or her court.

For all employees other than court monitor/assistants, the Administrative
Authority shall be the clerk who will have the responsibility for the overall
supervision of the employee under his or her direction. Such authority is subject
to the supervisory authority of the chief justice of the supreme court and
respective administrative judges, supervisory judges, or as limited by statute or
rule. The clerk of a court shall also have the responsibility to coordinate the
administration of a court and serve as the primary contact between that court and
the administrative office of the courts.

For all employees, the authority given to the Administrative Authority in the article
on Disciplinary or Adverse Action may be exercised by the Administrative Judge
who supervises the Administrative Authority or by the designee of the
Administrative Judge, which designee shall not be a unit member.

'B. ADMINISTRATIVE OR EXEMPT EMPLOYEES: Employees who are exempt
from wage and hour laws and therefore ineligible for overtime compensation.
Within the bargaining units covered by this agreement, the following positions are
administrative/exempt: Court Monitor/Assistant; Court Assistant |V; Case
Manager; Family Division Case Manager; and Service Center Coordinators.

C. ADMINISTRATIVE JUDGE: Administrative judge means a judge appointed
pursuant to Supreme Court Rule 54(2} as the administrative judge for the circuit
court, or in his or her absence or at his or her discretion the deputy administrative
judge also appointed pursuant to Supreme Court Rule 54(2). For the superior
court, the administrative judge shall be the chief justice.
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D. ANNUAL SALARY: An employee's annual salary for the employee’s labor
grade and step as shown in Appendix A. For those employees who have
received merit advancement[s], the annual salary shall include the merit
advancement(s]. '

E. DEMOTION: The involuntary transfer to a lower classification.

F. DIRECTOR: Director means the director of the administrative office of the
courts.

G. ESSENTIAL FUNCTION: For court monitor/assistants, an in-court
monitoring assignment, and for all other employees including court
monitor/assistants when not in the courtroom, an assighment reasonably
deemed necessary by the clerk to the adequate staffing of a particular court
location. '

H. HOME COURT: The judicial branch site to which the employee is assigned
upon hiring or is permanently assigned thereafter.

. NONADMINISTRATIVE OR NONEXEMPT EMPLOYEE: Employee who is
eligible for overtime compensation under wage and hour laws.

J. SENIORITY: Seniority shall be calculated as the amount of time of state
service an employee has to his or her credit. As such, it shall equal the time an
employee has to his or her credit for the calculation of longevity compensation
and shall specifically include court service rendered before January 1, 1984,

K. TERMINAL PAY: Three (3) days pay for each year or fraction thereof of

service by administrative/exempt employees. For employees who transferred to
state service on January 1, 1984, terminal pay begins with that transfer.

DISCIPLINARY OR ADVERSE ACTION

The Judicial Branch shall not discharge or take other disciplinary action-without
adherence to the principles of fundamental fairness and justice to the affected
employee.

(A) Employee Actions Warranting Disciplinary or Adverse Actions:
Examples of employee actions that may result in disciplinary or adverse
actions include, but are not limited to:

(1) submitting false travel, payroll or purchase vouchers;
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(2) personal use of official vehicles;

(3) falsifying, destroying, mutilating or altering court documents or records;

(4) providing false information on any Judicial Branch job application;

(5) willfully violating the policy against discrimination or sexual harassment;

(6) accepting loans, free services, géods or favors, including cash, from any
business or person seeking favorable or preferential treatment from the

court or soliciting favorable or preferential treatment from the court;

(7) causing loss or damage to court property through willful or grossly
negligent action;

- (8) theft occurring on court property;
(9) insubordination, including failure to follow oral or written directives;

(10) verbally abusing or physically assaulting any individual on court property -
or in relation to official duty;

(11) use of alcohol or drugs, while on duty or otherwise, to the extent that job
performance is adversely affected;

(12) the use, possession, distribution, dispensation, or manufacture of a
controlled substance, unless such use, possession, distribution,
dispensation, or manufacture is lawful under RSA ch. 318-B or any other
state or federal statute regulating controlled substances;

(13) failure to report in writing to the Administrative Authority and the
Administrative Judge within three days any criminal charges and failure to
report in writing to the Administrative Authority and the Administrative
Judge within three days any criminal conviction, regardless of whether an
appeal is taken;

(14) engaging in partisan political activity prohibited by law or by this
Agreement;

(15) conviction of any crime;

(16) unsatisfactory performance of job responsibilities, including excessive
tardiness or absence from work;
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(17)

(18)

(B)

(C)

(1)

(2)

knowingly providing case or court file related information to persons or
entities not entitled to that information or to persons or entities outside of
standard or customary procedures; or

notwithstanding any of the above, violating employee standards of
conduct, which recognizes that:

Every position in the Judicial Branch is a public
trust. Employees must conduct themselves in a manner which
will uphold the dignity and integrity of the Judicial
Branch. Employees must observe standards of fidelity and
diligence appropriate to their position with the Judicial Branch.

Disciplinary Progression: The Administrative Authority shall be
responsible for taking appropriate intermediate steps and initiating
adverse action. Employees entrusted with supervisory responsibility shall
be required to expeditiously report to the Administrative Authority any
matters that require review, discipline and/or adverse action. The Judicial
Branch may not demote an employee for disciplinary reasons except for
conduct within section (A)(16) or in a performance evaluation. Such a
demotion shall be considered adverse action.

Intermediate Disciplinary Steps: In that it is the Administrative
Authority's responsibility to use sound judgment and to act promptly and
fairly, it is advisable to take lesser disciplinary action where

appropriate. Intermediate disciplinary steps include the following:

Written Warning: Written warnings may be given to the employee by the
Administrative Authority upon recommendation by the employee's
supervisor or on the Administrative Authority's own initiative. The number
of warnings given prior to taking further disciplinary or adverse action
depends on the seriousness and/or frequency of the matter or conduct.

It is the Administrative Authority's responsibility to point out the specific
nature of the conduct and discuss in detail with the employee the correct
action to be followed in the future. This responsibility may be delegated to
the employee's immediate supervisor if appropriate.

The judicial branch is not precluded from issuing discipline for conduct, on
or off official duty, that adversely affects the integrity of the judicial system.

Written Reprimand:

(a) If the Administrative Authority feels written warnings have been, are, or

would be ineffective or insufficient in view of the nature or seriousness
and/or frequency of the conduct, a written reprimand may be prepared.
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(b) Written reprimands must contain a complete description of the misconduct

alleged, the supporting factual data, details of the corrective action to be
taken by the employee and a time frame in which it should occur, and the
consequencss if corrective action does not occur. Written reprimands
must indicate that unless corrective action is taken the employee will be
subject to discharge. '

(c) The written reprimand shall be signed by both the Administrative Authority

and the employee. If the employee refuses to sign, the Administrative
Authority shall so indicate on the form. The Administrative Authority,
employee, Administrative Judge, and Director shall each receive a copy of
the signed written reprimand.

(d) Each written reprimand shall expire as a basis of possible discharge three

years after its date but shall be kept in the employee's file.

(e) The judicial branch is not precluded from issuing discipline for conduct, on

(D)

(1)

or off official duty, that adversely affects the integrity of the judicial system.

Adverse Action: The Administrative Authority is responsibie for initiating
or taking adverse action against an employee where appropriate and, if
appealed, following the appeal procedure. All adverse actions shall be
approved by the Administrative Judge who shall consult with the Director
before any action is taken. Adverse actions include the following:

Suspension: Suspension is the temporary removal of an employee from
a position with or without pay.

(a) The decision to suspend an employee with or without pay shall be based

on the seriousness and nature of the matter or conduct. The judicial
branch is not precluded from issuing discipline for conduct, on or off
official duty, that adversely affects the integrity of the judicial system.

(b) An employee may be suspended with or without pay pending disposition

of a felony or misdemeanor charge or a serious violation as determined in
the discretion of the Administrative Judge. If an employee is suspended
without pay and the suspension is set aside through the appeal
procedures, the pay shall be reinstated retroactive to the date of
suspension.

(c) Suspension may be appealed through the appeal procedure set out in this

(2)

contract, but the suspension shall become effective when imposed.

Discharge: Discharge is the permanent removal of an employee from
employment with the judicial branch.
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(a) The judicial branch is not precluded from issuing discipline for conduct, on
or off official duty, that adversely effects the integrity of the judicial system.

(b) Discharge may be appealed through the appeal procedure, but the
discharge will become effective when imposed. If the employee
successfully appeals the discharge, all pay denied during the period of
discharge shall be reinstated retroactive to the date of discharge, except
for any period of suspension ordered by the Appeals Board.

(E) Actions By Judges: Notwithstanding any provision set forth herein, any
justice or judge of any court may report or recommend disciplinary actions
when they become aware of activities or conduct which justify disciplinary
action as set forth under this Agreement.

(F) Judicial Conduct Code: The court monitor/assistants and employees
covered by this agreement who are designated as deputy clerks
acknowledge that they are subject to the Code of Judicial Conduct to the
extent provided in section E of the Application of the Code of Judicial
Conduct in Supreme Court Rule 38. Accordingly, they are subject to the
jurisdiction of the Committee on Judicial Conduct. The provisions of this
collective bargaining agreement are not infended to limit or enhance that
jurisdiction.

DUES CHECK-OFF

Payroll Deduction: The Association shall be entitled to have payroll deductions
for membership dues and agency fee payments from its members and non-
members.

Written Authorization: The Association shall be entitled to have payroll
deductions for membership dues from any new member who indicates in writing
that he/she wishes such deductions to be made. The Association shall be
entitled to have payroll deductions for agency fee payments from any new
employees that indicate in writing that he/she wishes such fee payments to be
made.

Dues Change: When Association members vote for a change in Association
dues, which necessitates a modification of payroli deductions, and the
Association wishes to implement such modification, it shall furnish a certificate
evidencing the authorizing vote to the Manager of Operations, Administrative
Office of the Courts, together with a written request for the modification in payroli
deductions. The certificate shall be signed and sworn to by the Secretary of the
Association with Corporate Seal.
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To the extent that action is necessary by the Employer to implement the dues
deductions and agency fee payments, the Employer shall make reasonable effort
to insure that the payroll deductions are put into effect as soon as practicable.

Maintenance of Membership: Employees who are members of the Association
on the effective date of the Agreement shall be notified in writing by the
Association that they must retain their membership throughout the period (term)
of the Agreement, except that each member shali have the opportunity annually
to withdraw membership during a fifteen-day period commencing with the
member's anniversary date of employment. The withdrawal shall be in writing,
and postmarked no later than the end of the fifteen (15) day period and
addressed to:

The State Employees' Association of NH, Inc.
SEIU Local 1984

P.O. Box 3301

Concord, NH 03301-3303

Agency Fee: Any court employee who is a member of a bargaining unit
represented by the Association and who is not a member of the Association shall
be required to pay a fee to the Association as a condition of employment. The
fee shall not exceed an amount that represents a prorated share of actual cost of
negotiating and administering this. Collective Bargaining Agreement. This fee
shall be taken from an employee's wages via an automatic payroll deduction
within 30 days of employment or execution of this agreement, whichever occurs
first. '

DUTIES AND RESPONSIBILITIES

1. The duties and responsibilities of all employees shall be contained in job
descriptions which as of the date of execution of this agreement are
attached as Appendices as follows:

Superior Court Monitor/Assistant — Appendix C

Circuit Court Court Monitor/Assistant — Appendix D

Superior Court Traveler Court Monitor/Assistant — Appendix E
Court Assistant Il - Appendix F :
Court Assistant lil — Appendix G

Court Assistant IV — Appendix H

Courtroom Clerk — Appendix |

Case Manager — Appendix J

Service Center Coordinator — Appendix K

Child Impact Specialist — Appendix L.

Family Division Case Manager — Appendix M

Juvenile Intake Officer — Appendix N
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Call Center Representative | — Appendix O
Call Center Representative Il — Appendix P
Call Center Representative Il — Appendix Q

2. No employee shall be required to perform any duties not contained within
the job descriptions or substantially related to the described job duties.
EMPLOYEE RECORDS AND RIGHTS

Access to Personnel Files: Employees shall be allowed access to their
personnel files during normal working hours for inspection and/or copies of
documents which will be provided by the Employer. Such inspection shall be
made subject to prior arrangement with the Employer. Employees shall be
entitled to a copy of their complete personnel file without charge.

Copies of Letters: Employees shall be provided with a copy of any material
concerning work performance, commendations or discipline that are placed in the
personnel file within a reasonable time.

Employment Recommendations: If requested, upon termination employees
will be advised of any recommendation for rehire which has been made a part of
that employee's record.

Location of Files: Every employee shall be informed as to the existence and
location of all personnel files. Personnel file shall be defined as any file kept by a
supervisor or custodian of official records which relate directly in any way to an
employee's status as an employee.

Pay and Leave Records: All records pertaining to time worked and leave
earned and taken shall be maintained and be available for inspection at a
designated area.

Disciplinary Investigations: Employees shall be informed when a disciplinary
investigation is complete and of the determination of said investigation.

Changes of Job Specifications: Employees and the SEA shall be notified in
writing of any substantive changes in his/her job specifications and duties as
contained in their job descriptions upon receipt of said changes from the
Administrative Office of the Courts, and/or from directives from the Administrative
Judge or any of his/her designated representatives.

Privacy: The Employer agrees to make every reasonable effort to counsel

and/or reprimand employees in private and to limit discussion of any employee's
problems by supervisors to essential parties.
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GRIEVANCE PROCEDURE

Purpose: The purpose of this Article is to provide a mutually acceptable
procedure for adjusting grievances and disputes arising with respect to
interpretation or application of any provision of this Agreement and matters of
complaint, concern or dissatisfaction to an employee. This grievance procedure
may not be used, however, for matters involving discipline and adverse action.

Intentions: [t is intended that the procedure provided herein shall facilitate the
resolution of any such disputes at the lowest possible level, and the judicial
branch and the SEA agree to work together towards this end. Nothing in this
article shall be interpreted as preventing or discouraging employees from
discussing any disputed matter in an informed and informal manner with the
immediate supervisor, the Administrative Judge, or AOC personnel. Such
discussions will not, however, interfere with the right to seek resolution of the
dispute through the grievance procedure provided herein.

Supervisory/Administrative Authority Responsibility: Supervisors and the
Chief Justice of the Superior Court, the Administrative Judge of the Circuit Court,
and AOC and Supreme Court personnel are to make a sincere effort to resolve
grievances, and must refrain from making any statement or taking any action that
amounts to coercion or intimidation. [t is the responsibility of the supervisor and
the Chief Justice of the Superior Court, the Administrative Judge of the Circuit
Court, and AOC and Supreme Court personnel to use sound judgment and to act
promptly and fairly.

Investigations: The Steward, when requested by one or a number of
employees whom he/she represents, may investigate the basis for any dispute
arising under this Agreement and may, at any stage, assist the employee(s) in
seeking resolution of such dispute through the grievance or appeal procedure,
provided herein, as may be applicable. A staff representative of the Association
may substitute in place of the Steward at the second step or sooner if the judicial
branch is represented by other than the supervisor or intermediate supervisor.

Procedure: Any employee having problems concerning the interpretation or
application of any provision of this Agreement subject to this grievance procedure
shall seek adjustment in the step order listed below. There shall be not less than

two nor more than five adjustment steps.

Time Limits: All fime limits set herein may be extended by mutual agreement
between the grievant and the Employer.

Non-Intervention; Nothing in this Article shall be construed as an abrogation of

the right of any employee to present a grievance without the intervention of the
exclusive representative in accordance with RSA 273-A:11(a).
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Group Grievances: If a group of employees files a grievance, not more than
three (3) employees shall represent the group at any scheduled meeting
provided for in the steps listed below.

In any case where the rights of the Association, as opposed to rights of
members, are affected, the Association may file a grievance in its own name
through any of its agents or officers and shall be filed directly with the Chief
Justice of the Superior Court or the Administrative Judge of the Circuit Court or
the Director or the Clerk of the Supreme Court and shall be considered a Step Ii
appeal.

A grievance initiated by the Employer against the Association or its members
shall be filed directly with the President of the Association and shall be
considered a Step |l appeal. The deadlines and procedures provided in Step I
below shall apply to a grievance initiated by the Employer.

Filings: A grievance shall be filed within thirty (30) work days of the time the
grievant knew or should have known of the alleged violation.

Written Notices: A copy of all grievances which have been reduced to writing
shall be forwarded to the Director and to the offices of the Association.

Grievance Procedure - STEP | - Employee and Administrative Authority

The employee and/or his/her Steward shall present the facts pertaining to the
dispute to his/her Administrative Authority at the employee's current location.
The Administrative Authority shall resolve the dispute at once or notify the
employee or his/her representative of the decision in writing within ten (10)
working days from the day the problem was presented to him/her. Copies of any
written decision shall be forwarded to the respective Chief Justice or
Administrative Judge and the Director.

Grievance Procedure - STEP Il - Employee and the Respective Chief Justice
of Superior Court, or Administrative Judge of the Circuit Court, or the
Director or the Chief Justice of the Supreme Court

If, subsequent to the Administrative Authority's decision, the employee and/or
hisfher Steward feels further review is justified, notification to that effect and a
statement of all the facts pertaining to the problem, specifying the Article(s) and
Section(s) which have been allegedly violated shall be made in writing to the
respective Chief Justice or Administrative Judge or the Director, as well as the
Administrative Authority, within fifteen (15) working days from the day the
employee was informed of the Administrative Authority's decision.

The Chief Justice or Administrative Judge of the Circuit Court or the Director
shall schedule a meeting with those concerned as soon as practicable after
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receipt of the written notification of appeal. Such meeting shali be scheduied
within ten (10) working days.

The Chief Justice or Administrative Judge of the Circuit Court or the Director
shall notify in writing the employee, the Administrative Authority, and the Director
of the decision reached within ten {(10) working days after the meeting.

Grievance Procedure - STEP lil - ARBITRATION

If the Association or the Employer is not satisfied with the decision rendered
pursuant to Step Il, the Association may file within twenty (20) calendar days
following receipt of the Chief Justice's or Administrative Judge's of the Circuit
Court or the Director's written decision, or expiration of the time limit delineated
therein, a request for arbitration to the American Arbitration Association under its
rules and regulations. The decision of the arbitrator shall be final and binding
upon the parties, except as provided herein.

Arbitrator's Powers: The arbitrator shall be limited to interpretation or
application of the express terms of this Agreement, and all other complaints filed
before him/her. To the extent that a matter is properly before an arbitrator in
accordance with this provision, the arbitrator's decision thereon shall be final and
binding providing it is not contrary to existing law or regulation nor requires an
appropriation of additional funds, in either of which case it will be advisory in
nature.

The Parties further agree that questions of arbitrability are proper issues for the
arbitrator to decide.

Cost of arbitration: If there is any expense charged by the arbitrator, it shall be
borne equally.

General Provisions:

Consistency with Agreement: Any resolution of a grievance shall not be
inconsistent with the terms of this Agreement.

Missed Time Limits: Failure on the part of either party to comply with the time

limit requirement of this Article shall elevate a grievance to the next step unless
the Parties have agreed to extend the time limit requirement.

HOLIDAYS

(A) Regular full-time employees shall be entitled to 12 holidays annually as set
forth in an administrative order issued by the New Hampshire Supreme
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Court. Part-time employees shall be compensated for the holiday based
upon the employee’s regular budgeted hours divided by 37.5 hours. ifa
part-time employee’s regular weekly hours consistently exceed his or her
regular budgeted hours, the employee may request the Manager of
Operations to review the proration. The administrative office of the courts
shall consult with the Association prior to the issuance of the holiday
schedule.

(B) An employee shall be compensated for the holiday at the employee's rate
of pay in effect at the time of the holiday.

(C) An eligible employee shall receive holiday pay only if the employee is in pay
status (actually working or on approved paid leave) on the regularly
scheduled work day prior to and immediately following the holiday.

(D) An administrative/exempt employee shall receive compensatory time off at
the rate of straight time for hours worked, or a minimum of four hours, on
days when the court is closed but such work is necessary due to the New
Hampshire Judicial Branch’s obligation to conduct certain hearings required
by law to meet statutory timeframes.

LAYOFFS

Employee layoffs may become necessary because of a general reduction in work
force, a change in the organization, a decline in the workload, insufficient
funding, a change in state law, or a change in federal requirements.

An employee who is laid off shall receive the following which shall be paid within
thirty (30) days after the effective date of the layoff:

(1) Compensation for all unused accrued annual leave remaining to
his/her credit up to a maximum of fifty (50) days;

(2) Compensation for 50% of accumulated sick leave to his/her credit not
to exceed sixty (60) days; and

(3) Compensation for terminal pay for administrative/exempt employees.

A bargaining unit employee who is laid off and who elects to continue on the
health plan shail not be required to submit a contribution for coverage for the first
three months following lay off if the laid off employee is not eligible to retire and
receive post-retirement benefits under RSA 21-1:26-36 or RSA 100-A:52-55, and
is not eligible to receive medical or heaithcare coverage under another employer,
as the spouse of a person covered under the plan of another employer, or the
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state plan as the spouse of a state employee. This provision shalt expire on
June 30, 2013.

The Judicial Branch may seek employees in the bargaining unit who wish to
volunteer to be laid off. Any employee electing a lay off shall be entitled to the
benefits of the Layoff Provision except for the right to recall.

In the event involuntary employee layoffs are initiated, for employees with less than
seven (7) years of seniority the layoff will be conducted on the basis of seniority, for
court monitor/assistants within the affected division as described in the article on
assignment/reassignment/relocation, and for all other employees within each
judicial branch group, i.e., the Supreme Court full-time employees, the AOC full-
time employees, the Superior Court full-time employees, the Circuit Court full-time
employees, the Supreme Court part-time employees, the AOC part-time
employees, the Superior Court part-time employees, the Circuit Court part-time
employees, and the call center employees. An exception to the seniority rule within
each judicial branch group may be made for court locations with fewer than three
employees. In the event of a layoff, the affected employees shall receive at least
21 days notice. Any layoffs shall be equitably apportioned among judicial branch
groups.

However, in the event involuntary employee layoffs are continued beyond
employees with seven (7) years or more of seniority, the layoff will be conducted
on the basis of seniority with layoffs consisting of both part time and full time
employees. The lists in the preceding paragraph shall be eliminated and there
shall be only two seniority lists, one for the full time employees and another for
the part time employees.

After the effective date of the layoff, the Judicial Branch shall post vacant
bargaining unit positions in groups on the 1%' and 15" of each month, or the first
business day thereafter, as vacant bargaining unit positions are approved for
external recruitment. The postings shall be placed on the JIBB, sent to all court
sites, and sent by email to all laid off employees who have provided the Manager
of Operations with an email address. The Manager of Operations wiil copy the
SEA by email on all email postings. If a laid off employee does not have a
personal email address, the laid off employee must notify the Manager of
Operations at the time of layoff that he/she will need his/her notices sent by
normal mail service. Each posting period shall last 10 days.

In the event that the Judicial Branch elects to convert any vacant full-time
position to a part-time position(s), laid off full-time employees may express an
interest in those converted position(s). Laid off part-time employees may
express an interest in the converted position(s) after the recall list of full-time
employees has been exhausted or in the event no laid off full-time employee
expresses an interest in the converted position(s). A laid off full-time employee
who either accepts a converted position or who does not express an interest in a
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converted position shall not be removed from the recall list as a result but shall
retain all recall rights outlined in this provision. The method of recall shall be, in
all other respects, as set forth in this provision.

Laid off employees interested in a posted position shall express that interest
either by email or by lefter to the Manager of Operations. To be timely, the email
or the letter must be received by the Manager of Operations before the end of the
10 day posting period. Laid off employees may express interest in only such
positions that are of a labor grade the same as or lower than the position from
which the employee was laid off. Except as set forth in the preceding paragraph,
laid off full-time employees may express interest in only fuli-time positions until
the recall list of part-time employees has been exhausted, and laid off part-time
employees may express interest in only part-time positions until the recall list of
full-time employees has been exhausted. At the conclusion of each posting
period, the Manager of Operations shall review the names of the laid off
employees expressing an interest in each position posted and shali recall to each
position the most senior laid off employee who expressed an interest,
considering any priority expressed by the employee. An employee recalled to
work shall report to work within fifteen (15) days after the recall, failing which the
employee shall be removed from the recall list and the next most senior laid off
employee who has yet to be recalled and who had expressed interest in the
position shall be recalled to the position.

All laid off employees are free to express an interest in as many posted positions
as they desire during each posting period, and if expressing an interest in more
than one, shall provide the Manager of Operations with his or her priority of
posted positions. The right to recall shali end for an employee when the
employee has been removed from the recall list or three years from the date of
the layoff, whichever occurs first.

In the event layoffs are initiated, the judicial branch agrees to enact an external
hiring freeze within positions covered by this agreement such that no external
hiring shall occur for bargaining unit positions until all eligible {aid-off employees
have been offered recall or have not expressed an interest in the positions
posted in accordance with the preceding paragraphs.

LONGEVITY COMPUTATION AND COMPENSATION

1. Any full-time employee who has completed 10 years of service for the
state shall be paid, in addition to the salary to which he/she is entitied by
the classification plan, the sum of $300 annually and an additional $300
for each additional 5 years of state service. This provision will change as
necessary to reflect the amount provided either in RSA 94:4 or the State
Employees Assaociation of New Hampshire and State of New Hampshire
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Collective Bargaining Agreement. Part-time employees who do not
receive benefits from the New Hampshire Retirement System shall receive
a pro rated share. The proration shall be based upon the regular
budgeted hours as of November 30 of that current year for the part-time
employee divided by 37.5 hours and then multiplied by the longevity
payment for the employee's seniority.

2. The additional compensation provided by the provisions of this section
shall not affect the maximums set by the classification plan and the receipt
of said long service payments shall not prohibit the recipient from
receiving the yearly increments to which he/she may be otherwise entitled
within his/her classification ranges.

3. Unless otherwise directed by administrative payroll protocols, the longevity
payment will be made by separate paycheck on the first payday in
December and will reflect years of service as of November 30 of that
current year.

4. Longevity pay will be included in the payout of a terminating employee

provided the terminating employee has worked beyond his or her next
anniversary date following November 30.

MANAGEMENT PREROGATIVES AND RIGHTS

1. Rights Retained: The judicial branch retains all rights to, manage, direct and
control its operations in all particulars, subject to the provisions of law,
personnel regulations and the provisions of this Agreement, to the extent that
they are applicable. These rights shall include but not be limited to:

Directing and supervising employees,

Appointing, promoting, transferring, assigning, demoting, suspending, and
discharging employees;

L.aying off unnecessary employees due fo lack of work, for budgetary
reasons, or for other like considerations;

Maintaining the efficiency of governmental operations;

Determining the means, methods and personnel by which such operations
are o be conducted;

Taking whatever actions may be necessary to carry out the mission of the
judicial branch in situations of emergency, the determination of such
situations to be the prerogative of the judicial branch.

2. "Emergency" Defined: For purposes of this section "emergency” is defined
as any condition or situation out of the ordinary which requires immediate
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action to avoid danger to life, property, or to prevent losses affecting the
judicial branch, the employee or the general pubilic.

ERIT ADVANCEMENT

—

. If an employee reaches step six of a particular labor grade and remains at
that step for five consecutive years, that employee is eligible for a 5%
increase in salary at the conclusion of the fifth year upon approval of the
Administrative Judge, the Clerk of the Supreme Court, or Director,
certifying that the employee's performance is satisfactory or better.

2. An employee who has reached step six of a particular labor grade and
received a merit advancement of 5% after completing five years
satisfactory service at that step is eligible for an additional 5% increase
after completing an additional five years of service provided the
Administrative Judge, the Clerk of the Supreme Court, or Director again
approves the increase and certifies that the employee's performance is
satisfactory or better. '

3. All requests shall be filed with the Director.

4. No employee shall receive more than two such increases while serving in
the same position.

5. The parties agree to discuss possible revisions to the merit advancement
plan through the Labor Management Committee prior to the beginning of
negotiations on a successor collective bargaining agreement. If any
possible revisions agreed upon by the parties would cause an increase in
judicial branch personnel costs, agreement must be reached by
September 2014 so that any increased costs can be put in the judicial
branch’s budget request for fiscal years 2016-17.

MISCELLANEOUS

1.) Blood Donations and Bone Marrow Registry Testing

Employees shall not be unreasonably denied time off without loss of pay
or leave for the purpose of making blood donations or undergoing bone marrow
registry testing.

2.) Civic Duties

An employee who is late for work as a result of duties as a volunteer fire
fighter or licensed ambulance attendant or licensed rescue squad attendant, shall
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be grahted use of annual leave and/or accrued compensatory leave to cover the
period of lateness, provided that performance of said duties may be verified by

the employer.

3.) Community Service

An employee is encouraged to participate in community service programs
or activities outside of work hours provided such service does not impair the
employee's job performance, is not a conflict of interest with the employee's
judicial branch work, or does not present an appearance of
impropriety. Employees are encouraged to consult with their administrative
authority before engaging in community service which could conflict with this
provision. If the employee's administrative authority believes this community
service could conflict with this provision, the employee may request a
Consultation under this agreement. The employee's Administrative Judge or the
Director, as the case may be, shall be present at the Consultation. Both the
employee and the administrative authority may present information to the
Administrative Judge/Director. The decision of the Administrative Judge or the
Director shall not be subject to the grievance procedure.

4.} Inclement Weather : :

While it may be reasonable to cancel jury trials, non-jury trials, and even
some hearings during inclement weather, the judicial branch strives to keep
courthouses open to serve the needs of lawyers, litigants, and the public during
workdays. If inclement weather prevents an employee from getting to work, the
time away from work may be charged as a day of accumulated annual leave,
bonus leave, administrative leave, or personal day awarded as a result of
furlough days. Nonadministrative/nonexempt employees may take
compensatory time or make arrangements with the administrative authority to
work compensatory time to cover the amount of time away from work due to
inclement weather. Such time must be worked within two pay periods of the date
it is taken.

Notwithstanding the above, truly exceptional circumstances may arise that
require that a court or several courts be closed for all or a portion of a workday
due to inclement weather. In the event of such a closure, employees shall
receive their normal compensation during the period of closure. Employees who
do report to work during periods of closure shall be entitled to only their normal
rate of compensation and shall not receive additional leave or compensatory
time.

5.) Surveillance

Recordings obtained through the use of video surveillance technology
shall not be used as the sole basis to initiate an investigation into employee
conduct. Such recordings may be used as evidentiary support for employee
conduct issues only when the Administrative Judge has agreed that a valid
reason exists for its use. If recordings obtained through the use of video
- surveillance technology are to be used in connection with employee conduct
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issues, the Administrative Office of the Courts shall provide the State Employees’
Association of NH, SEIU Local 1984, with a copy of the video recording upon
request. Security video surveillance recordings are confidential and shall be
disseminated only as necessary to address the conduct issues. The judicial
branch will also make available to an individual subject to discipline, through the
State Employees’ Association of NH, SEIU Local 1984, any recordings which
may be exculpatory. Any evidentiary issues under this paragraph may be
considered by the Appeals Board in any appeal pursuant to the Appeal
Procedures article.

6.) Notary Public and Justice of the Peace

- An employee shall have the application fee and/or renewal fee as a notary
public and/or justice of the peace paid or reimbursed by the judicial branch when
the Administrative Judge determines that there is a business need at a particular
location for an additional notary or justice of the peace.

NOTICES

Notice to Association: Whenever a written legal notice is required to be given
by the State to the Association, such notice shall be given to the state
organization of the State Employees Association of New Hampshire, Inc., with
offices in Concord, New Hampshire.

Notice to AOC: Whenever written legal notice is required to be given by the

Association fo the Employer, such notice shall be given to the Director,
Administrative Office of the Courts, 2 Charles Doe Drive, Concord, NH.

OTHER LEAVES

(A) Bonus Leave:

(1) Al regular full-time nonadministrative/nonexempt employees will receive
one day of bonus leave for each consecutive three-month period during
which the eligible employee is not absent due to illness, disability, whether
paid or unpaid, and unpaid leave of absence. The eligible employee will
then receive one-third day for each month thereafter within which the
same conditions are met. An eligible employee shall not earn bonus days
while being paid under workers’' compensation. Earned bonus leave must
be used during the fiscal year following the fiscal year for which it was
earned or it shall lapse.
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(2) Use of sick leave for any purpose, unless otherwise exempted, shall
require an eligible employee to complete a new three-month period of
employment without the type absence specified in subsection (1) above, in
order to receive further bonus leave.

(3) Utilization of sick leave for bereavement of a death as defined by the
provision on sick leave shall not be counted against the time accumulation
as defined in this rule. Utilization of sick leave for dependent leave for up
to six (6) days per year shall not be counted against the time accumulation
as defined in this rule.

(4) An eligible employee may use bonus leave at his/her discretion subject to
reasonable restrictions necessitated by legitimate business purposes.

(5) Bonus leave shall not be used during an eligible employee's probationary
period.

(B) Military Leave: An employee of the State of New Hampshire who is a
member of any reserve component of the armed forces of the United
States shall, upon request, be entitled to not more than 15 days leave of
absence with pay in any one training year for the purpose of engaging in
military drill, training or other temporary duty, in accordance with RSA ch.
112 or its subsequent statutory counterpart.

(C) Workers' Compensation Leave:

(1) An employee must meet the stipulations of RSA ch. 281-A or its
subsequent statutory counterpart in order to be entitled to workers'
compensation. Review, notification, and appeal procedures are pursuant
to RSA ch. 281-A or its subsequent statutory counterpart.

(2) If an employee receives a personal injury as defined in RSA 281-A:2, XI
(Supp. 1995) or its subsequent statutory counterpart, in the course of
employment, the employee shali report the injury immediately to the

. Administrative Authority and to the New Hampshire Retirement
System. The Administrative Authority shall notify the Administrative
Office of the Courts immediately of the injury.

(3) If an employee is required to miss work and a decision has not been
reached regarding the workers' compensation claim, the employee shall
be compensated using accumulated sick and annual leave time.

(a) If the workers' compensation claim is awarded, the portion of the sick

and annual days equivalent to the workers' compensation award will
be restored and credited o the employee's accumulated leave.
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(b) If the workers' compensation claim is denied, other leave time may
be used.

(4) An employee may choose to supplement workers' compensation with sick
or annual leave if accumulated leave is available.

(a) The combination of workers' compensation and sick or annual leave
benefits shall not exceed the employee's full pay.

(b) Compensation made using annual and sick leave benefits are subject
to payroll deductions.

(5) Sick leave and annual leave shall not accumulate to the extent the
employee is receiving workers' compensation.

(6) Receipt of sick or annual leave pay by an employee shall not affect the
right to medical benefits, nor shall it affect the right to workers'
compensation benefits for permanent disability.

(D) Court Leave:

(1) An employee who is subpoenaed for other than judicial branch business to
appear as a witness before a federal or state grand jury or court, or before
a federal or state agency, shall be entitied to leave with pay for the
required period. An employee who appears as such on judicial branch
business is not considered on leave.

(2) An employee shall be entitled to leave with pay for serving on a federal or
state grand or petit jury.

(3) Fees received for service as a juror or witness earned during the normal
work day, excluding reimbursement for travel, shall be remitted to the
employer.

(4) The employee shall be paid his or her current salary while on court
leave. Court leave shall not be a charge against any other accumulated
leave as prescribed in these rules.

(5) Court leave applies only to the time actually served in court and the time
required to return to work.

(E) Family and Medical Leave:

(1) This subsection is intended to comply with the federal Family and Medical
Leave Act of 1993, effective August 5, 1993, and regulations promulgated
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thereto, to the extent they are applicable. Any interpretation of the
subsection is intended to be consistent with the act and regulations.

(2) An employee eligible for Family and Medical Leave pursuant to section
(4)(a) below shall be granted family medical leave:

(a) because of the birth of a child, and/or to care for that child;

{b) if an employee adopts a child or takes a foster child into the
employee's home;

(c) if the employee must care for a spouse, child or parent who is
suffering from a serious heaith condition;

(d) if the employee's own serious health condition makes the employee
unable to perform their job.

(3) An employee may be required at any time fo provide verification of a
serious health condition, where applicable, from either the attending
physician or a neutral party selected from a list of physicians compiled by
the Director.

(4) An employee can take up to 12 weeks of paid or unpaid leave during any
rolling 12-month period for the reasons specified in subsection (2) above.

(a) An employee shall have been employed for at least one year and for
at least 1,250 hours during the year proceeding the start of the leave
to qualify for this leave.

(b) An employee shall apply accumulated annual leave and sick leave,
where applicable, to cover this period of absence. Unpaid leave may
be used if all other leave has been exhausted.

(¢} For an expected birth or adoption, and for planned medical treatment,
the employee shall provide the employer with 30 days advance
naotice.

(5) The employee shall file with the Administrative Authority a written
statement of how accumulated time will be applied. This plan will be
forwarded immediately to the administrative office of the courts for
verification of time available for use.

(6) During the leave, the judicial branch shall continue to pay its share of the

health insurance premiums for the employee on family medical leave. If
the employee does not return to work, the judicial branch shall recapture
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from the employee the cost of the health care premiums paid during the
leave.

(7) Following the leave, the employee shall be restored to his or her job or to
an equivalent position.

(8) Leave beyond 60 days, whether paid or unpaid, may be granted by the
Administrative Judge after consultation with the Director.

(9) Within five (5) business days of designation or receipt of a fully executed
Certification of Health Care Provider for Employee’s Serious Health
Condition form, the judicial branch human resources department will notify
the employee whether leave will be designated as FMLA leave and count
towards the employee’s FMLA leave entitlement.

(F) Leave of Absence Without Pay:

After consultation with the Director, the Administrative Judge may grant
the employee leave without pay for personal reasons for a period not to
exceed 12 months, provided that any leave of absence without pay for
reasons other than sickness or maternity may not be granted unless
justified and until a suitable replacement has been found or adequate
coverage has been arranged.

(1) Medical benefits for employees who have been granted a leave of
absence without pay shall be governed by the Medical Benefits Eligibility
Rules provided by the Department of Administrative Services.

(2) Any employee who requests a leave of absence without pay shall be
required to utilize all applicable accumulated leave before being granted
the leave of absence without pay.

(a) If the request for leave without pay is caused by sickness or injury,
the employee shall utilize accumuiated leave in the following
order: sick, annual, and administrative.

(b) If the request for leave without pay is not caused by sickness or
injury, the employee shall utilize accumulated leave in the following
order: annual and administrative.

(3) No annual leave or sick leave shall be accumulated during a leave of
absence without pay.

(4) Leave of absence without pay is counted as state service for purpose of
computing longevity pay.
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(5) Exceptions to the leave of absence policy shall be submitted to the
Director for approval.

45




ERFORMANCE EVALUATION

(A) A formal written evaluation of each employee shall be completed at least
once each year for all employees. This performance evaluation serves two
purposes:

(1) to analyze the employee's performance during the past year, to identify
strengths and weaknesses, and to compare such performance to
previously set goals; and

(2) to establish performance goals for the following year, to determine the
steps necessary to achieve them, and fo identify the standards on which
the employee's job performance will be rated.

(B) Performance evaluation ratings shall be considered in determining salary
increases, promotions, demotions, and dismissals. Probationary evaluations
excepted, written annual evaluations shall be completed prior to the
employee's anniversary date, in a manner prescribed by the Director.

(C) The initial rating of each employee shall be made by the employee's
immediate supervisor, by the Administrative Authority, or by another qualified
person designated by the Administrative Authority. For court
monitor/assistants, the performance evaluation shalfi be conducted in
consultation with any or all of the judges or marital masters with whom court
monitor/assistant works. If an employee’s performance evaluation is less
than satisfactory, it will include a list of individuals whose input was
considered in the development of the evaluation.

(D) The Administrative Authority shall review each performance evaluation and
approve, disapprove or modify each evaluation.

(E) The employee, and the Administrative Authority or designee, shall sign the
evaluation form. The signature of the employee shall indicate only that the
person has been informed of the rating and does not signify agreement with
the rating.

(1) Any modifications made after the employee's signature is affixed must be
read and initiaied by the employee to indicate awareness of the
modifications.

(2) A copy of the entire performance evaluation, including the signature page,
shall be forwarded to the administrative office of the courts to be
maintained in the employee's personnel file and shall be provided to the

employee.
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(F) An employee shall receive a written evaluation indicating at least satisfactory
performance in order to receive an annual merit pay increase.

(1) if any employee's evaluation is less than satisfactory, the employee's
status and performance shall be reviewed for a period not to exceed 90
calendar days with a written evaluation of performance at the end of each

30-day period.

(2) At the end of the review period, if the employee's overall job performance
is evaluated as at least satisfactory, an annual merit pay increase will be
granted at that time prospectively. If at the end of the review period, the
overall evaluation continues to be unsatisfactory, the employee may be
subject to demotion, termination, or other disciplinary action.

(G) In addition to the annual evaluation, a written evaluation of an employee's
perfarmance may be initiated by the Administrative Authority at any time
during the year, or in the case of a court monitor/assistant, by the
Administrative Authority in consultation with the court monitor/assistant's
closely working judges or masters. The written evaluation shall be provided
to the employee. The employee's performance may be monitored for a period
not to exceed 90 calendar days with a written evaluation of performance at
the end of each 30-day period. If at any time after initial notice the
employee's performance continues to be unsatisfactory, the employee may
be subject to demotion, termination, or other disciplinary action.

POLITICAL ACTIVITY

Employees may participate in political activity during non-duty hours as long as it
does not create a conflict of interest, is consistent with the United States and
New Hampshire Constitutions and existing statutes, and does not interfere with
an employee's assigned duties. Participation must also be within the limitations

set by other sections of this article.

(A} Activities prohibited during working hours include, but are not limited to:
distribution of campaign materials, display of campaign materials within a
Judicial Branch building, including political buttons and bumper stickers,
solicitation of contributions for a political candidate or party, and soliciting
signatures for political candidacy.

(B) Employees who participate in political activity during their off-duty hours shall

not use their position fitle, except persons running for the office of register
of probate, as influence in such activities.
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(C) Employees shall not use court supplies, equipment, or facilities in connection
with any political activity.

(D) Employees shall not use or promise to use, directly or indirectly, any official
authority or influence, whether possessed or anticipated, for the purpose
of influencing the vote or political action of any person.

(E) Employees shall not seek or hold elected office in the New Hampshire
legislative or executive branches.

(F) Nothing in this rule shall be construed to limit the right of an employee to
hold office in a constitutional convention, to express opinions, to register a
party preference, and to cast a vote. Nothing in this rule shall be
construed to limit the right of an employee to contribute voluntarily to a
political party or candidate, the right to belong to a partisan political club,
or to attend political party meetings and functions. Nothing in this rule
shall interfere in any way with the right of freedom of speech, full criticism,
or disclosure by any unit member.

PROBATIONARY OR TRAINING PERIOD

(A) Probationary Period — hewly-appointed or re-appointed employees. Any
newly-appointed or re-appointed employee shall serve a six-month
probationary period in the position to which he or she is appointed or re-
appointed. A newly-appointed or re-appoinied employee is not eligible
to apply for any vacant Judicial Branch position while in probationary
status, unless approved by the employee's current Administrative
Authority. A reappointed employee shall not include an employee
recalled under the Layoff article of the Agreement provided that the
recalled employee completed a probationary period.

(1) Any newly-appointed or re-appointed employee on probationary status
may be dismissed or demoted by the Administrative Authority, the
respective Administrative Judge, or the Director, if applicable to
employees under his or her authority, at any time.

(2) Dismissal or demotion of a newly-appointed or re-appointed probationary
employee by the Administrative Authority, the respective
Administrative Judge, or the Director, if applicable, shall be in
writing and shall be final. The Administrative Authority, the
respective Administrative Judge, or the Director, if applicable to
employees under his or her authority, does not need to give a
reason for such a dismissal or demotion.
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(B) Probationary Period — promoted or demoted employees or an employee
recalled or hired to a materially different position. Any promoted or
demoted employee or an employee recalled or hired to a materially
different position shall serve a three month probationary period in the
position to which he or she is promoted or demoted or recalled or hired.

(1) No annual increment shall be approved while such employee is in
probationary status. Upon successful completion of the
probationary period in the new position, the annual increment that
the employee would have been entitled to receive shall be paid.

(2) Such employee is not eligible to apply for any vacant Judicial Branch
position while in probationary status, unless approved by the
employee's current Administrative Authority.

(3) This Agreement shall apply during the probationary period of such
employee except that the Judicial Branch may determine in its sole
discretion that the employee is not an appropriate fit for the
position.

(4) A promoted employee may return to his or her previous position or to a
similar vacant position at any time during the probationary period if
such a position is available. A position shall be considered
available if it has been posted and not filled by or offered to and
accepted by an applicant within five working days of the offer.

(C) Extension of Probationary Period. At any time prior to the completion of the
probationary period, the Administrative Authority may extend the
probationary period of an employee in a probationary status one time, for
an additional maximum of three months.

(1) The Director and employee shall be notified in writing of the reasons for
the extension of a probationary period and the length of the
extension period.

(2) Any interruption of service during the probationary period shall not be
counted toward accumulation of time required to satisfy the
probationary period.

(D) Waiver of Qualifications. Any employee who is hired by the Judicial Branch
and who lacks some necessary entry level requirements may be placed
in a training status for a period not to exceed 12 months. Hiring
employees who need to be placed in a training status should only occur
where there are no qualified applicants or the position is being filled by a
reclassified Judicial Branch employee. Positions for which a training
period is established shall be downgraded in [abor grade for the term of
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the training period. The amount of downgrading shall be determined by
the Administrative Authority and the Director.

RECOGNITION AND UNIT DESCRIPTION

Recognition: The Employer recognizes the Association that shall serve as
exclusive representative of all employees in the following bargaining units: a unit
consisting of all full-time and part-time Court Assistants (Grades li, lli, and IV),
Courtroom Clerks, Case Managers, Service Center Coordinators, Child Impact
Specialists, Family Division Case Managers, Family Division Court Assistant I,
Family Division Court Assistant Ill, Juvenile Intake Officer, Call Center
Representative |, Call Center Representative Il, and Call Center Representative
lll, and a unit consisting of Court Monitor/Assistants. The Association recognizes
the responsibility of representing the interest of all employees in the units without
discrimination for the purpose as set forth in this Agreement. Attached hereto as
Appendices R and S are the certifications from the Public Employee Labor
Relations Board of the respective bargaining units. Appendix R consists of the
initial certification and two subsequent modifications. The parties agree that
upon creation of a new position title, the Employer will notify the SEA for the
purpose of discussion concerning the appropriateness of the inclusion of the
position title in the bargaining unit.

Other Agreements: The Employer shall not enter into any agreements,
regarding employment relations matters with any other organization or individual
purporting to represent any group of employees in the bargaining units, and shall
not furnish any facilities or engage in any type of conduct, which would imply
recognition of any group other than the Association as a representative of the
employees in the units.

Association: Reference to the "Association" as exclusive representative of the
employees, means the state organization of SEIU Local 1984 the State
Employees’ Association of New Hampshire, Inc., as appropriate under the
authority of RSA 273-A, and the Employer shall have no obligation to bargain
with and shall not bargain or enter into agreements with any committee, chapter
or district organization of the Association in matters covered by this Agreement,
unless such persons or bodies are specifically designated by the Association as
authorized representative for such purposes. Further references to the
Association in this Agreement means the State Employees Association of New
Hampshire, inc., as appropriate under the authority of RSA 273-A.

Equal Application: The provisions of this Agreement shall be applied equally to
all employees in the bargaining units in accordance with state and federal law.
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REDUCTIONS IN HOURS

As provided in the Supreme Court order of March 22, 2010, any
employee, who retires after the execution of this agreement at a time when the
reductions in hours of work will impact the employee's pension, may utilize, at the
employee's sole discretion, sick days to the extent available to replace the
number of hours reduced. This election shall be made at time of retirement and
applied retroactively by the Judicial Branch. The payment of sick days pursuant
to this section shall be in addition to the number of sick days paid pursuant to the
section of this Agreement on payments to retiring employees.

RESIGNATION, ABANDONMENT, DEPARTING EMPLOYEES

A. An employee who wishes to resign shall submit a written letter of resignation
to the Administrative Authority at least ten (10} working days prior to the effective
date of the resignation. The Administrative Authority shall forward a copy of the
resignation letter to the Administrative Judge and to the Director.

B. An employee shall have the right to withdraw a resignation before the
effective date only upon the recommendation of the Administrative Authority and
the approval of the Administrative Judge. Recommendation of the withdrawal of
a resignation by the Administrative Authority shall be immediately conveyed to
the Administrative Judge. Approval of the withdrawal by the Administrative
Judge shall be conveyed to the Director.

C. An employee shall be deemed to have abandoned employment if absent from
work for three consecutive working days without notifying the Administrative
Authority of the reason for absence and receiving approval for the leave unless
physically or mentally unable to do so. Such a termination shall be administered
as a dismissal.

D. The pay computation for an employee who resigns from the employ of the
New Hampshire Judicial Branch shall be as follows:

(1)  Aresigning employee shall be compensated for all unused
accrued annual leave remaining to his/her credit up to a maximum
of fifty (50) days.

(2)  Allunused accrued sick leave shall lapse upon the resignation of
an employee.

(3} A resigning administrative/exempt employee shall be
compensated for terminal pay.
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(4)

(5)

(6)

A resigning employee shall be compensated for legal holidays
occurring on a workday if he/she is in pay status the workday prior
to and the workday following a legal holiday.

A resigning eligible employee shall be paid bonus leave
compensation for days accrued prior to resignation.

The resigning employee shall be paid all compensation as soon
as possible but no later than thirty (30) days from the date of
resignation. In the event that any compensation is not paid within
this period of time, the judicial branch agrees that the non-
payment is neither at the consent nor the fault of the resigning
employee. The judicial branch agrees to cooperate in taking
those steps necessary to have this compensation included in the
"earnable compensation™ for calculation of benefits with the New
Hampshire Retirement System (See RSA 100-A:1, XVil).

E. The pay computation for an employee who is dismissed from the employ of
the New Hampshire Judicial Branch shall be as follows:

(1)

(2)

(3)

(4)

(5)

A dismissed employee shall be compensated for all unused
accrued annual leave remaining to his/her credit up to a maximum
of fifty (50) days.

All unused accrued sick leave days shall lapse upon dismissal of
an employee.

A dismissed administrative/exempt employee shall be
compensated for terminal pay.

A dismissed employee shall be compensated for legal holidays
occurring on a workday if hefshe is in pay status the workday prior
to and the workday following a legal holiday.

A dismissed eligible employee shall be paid bonus leave
compensation for days accrued prior to dismissal.

F. The pay computation for an employee who retires from the employ of the
New Hampshire Judicial Branch shall be as follows:

(1)

(2)

A retiring employee shall be compensated for all unused accrued
annual leave remaining to his/her credit up to a maximum of fifty
(50) days.

An employee retiring under the provisions of RSA 100-A, the New
Hampshire Retirement System, shall be compensated for 50% of
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(3)

(5)

(6)

accumulated sick leave at the time of retirement not to exceed 60
days.

A retiring administrative/exempt employee shall be compensated
for terminal pay.

A retiring employee shall be compensated for legal holidays
occurring on a workday if he/she is in pay status the workday prior
to and the workday following a legal holiday.

A retiring eligible employee shall be paid bonus leave
compensation for days accrued prior to retirement.

The retiring employee shall be paid all compensation as soon as
possible but no later than sixty (60) days from the effective date of
retirement in accordance with the New Hampshire Retirement
System. In the event that any compensation is not paid within this
period of time, the judicial branch agrees that the non-payment is
neither at the consent nor the fault of the retiring employee. The
judicial branch agrees to cooperate in taking those steps
necessary to have this compensation included in the "earnable
compensation” for calculation of benefits with the New Hampshire
Retirement System (See RSA 100-A:1, XVIi}.

G. The pay computation for an employee who dies while in the employ of the
New Hampshire Judicial Branch shall be as follows:

(1)

2

(3)

(4)

(5)

A sum equal to the unused accrued annual leave remaining to the
employee's credit, up to a maximum of fifty (50) days, shall be
paid to the employee's estate.

A sum equal to the unused accrued sick leave remaining to the
employee's credit shall be paid to the employee's estate.

The estate of a deceased administrative/exempt employee shall
be compensated for terminal pay.

An employee's estate shall be compensated for legal holidays
occurring on a workday if the employee was in pay status the
workday prior to and the workday following a legal holiday.

An eligible employee's estate shall be paid bonus leave
compensation for days accrued prior to the employee's death.
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SEPARABILITY

In the event that any provision of this Agreement at any time after execution shall
be declared to be invalid by any court of competent jurisdiction, or abrogated by
law, such decision or law shall not invalidate the entire Agreement, it being the
expressed intention of the Parties hereto that all other provisions not thereby
invalidated shall remain in full force and effect.

SICK LEAVE

Administrative/Exempt Employees

One and one-half days (11.250 hours) sick leave shall be earned each month by
all regular full-time administrative/exempt employees from the date of their initial
employment. Part-time regular administrative/exempt employees shall earn sick
leave on a prorated basis.

(1) Administrative employees will have 20 sick days credited to their accrued
sick leave upon employment with the judicial branch.

(2) The 18 days earned per year plus the 20 days initially credited to
administrative/exempt employees may accumulate to a maximum of 120 days
for all regular full-time employees.

Nonadministrative/Nonexempt Employees

One and one-quarter days (9.375 hours) sick leave shall be earned each month
by all regular full-time nonadministrative/nonexempt employees from the date of
their initial employment. The fifteen days earned per year may accumulate to a
maximum of 120 days for all regular full-time employees. Part-time regular
nonadministrative/nonexempt employees shall earn sick leave on a prorated
basis. '

Sick Leave Provisions:

(1) An employee's sick leave allowance may be utilized upon approval of the
Administrative Authority on the basis of proper application in writing.

(a) Sick leave absences may be due to iliness or disability of the employee,
medical and dental appointments with prior approval except when such
approval is not practical, illness of an immediate family member requiring
the care of the employee, injury, exposure to contagious diseases
endangering the health of other employees when requested by the
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attending physician, or death in the employee's immediate
family. Immediate family is defined in section (4) below.

(b) Sick leave used shall be deducted from the employee's allowance on the
basis of workdays and not calendar days. All sick leave must be reported
on the biweekly payroll report and shall be deducted from available
accumulated balances.

(c) An employee who is unable to report to work due to the reasons stated
above and who wishes to utilize sick leave shall make a good faith effort to
notify the Administrative Authority of the employee's court as early in the
day as possible to report the reason for the absence and the expected
date of return to work. If the employee is unable to call, another person
should contact the court with the same information.

(d} The employee shall continue to advise the Administrative Authority each
day of absence unless an extended absence has been indicated and an
alternative call schedule has been established. Failure to report to the
Administrative Authority may be grounds for disciplinary action.

(2) Sick leave may be utilized only to the extent that it has been earned.

(3) For purposes of utilization, sick leave shall be converted to hours (example: 1

1/4 days equals 9.375 hours).

(4) An employee may use sick leave for a death in the employee's immediate

family or such other persons as the Administrative Authority approves.
Immediate family is defined as: spouse, children, mother-in-law, father-in-
law, parents, step-parents, step-children, step-brother, step-sister, foster
child, grandparents, grandchildren, brothers, sisters, legal guardian, daughter-
in-law, and son-in-law.

When using sick leave for bereavement leave, an eligible employee shall not
lose credit toward bonus leave.

(B) Sick leave taken for the iliness of an immediate family member requiring the

care of the employee shall not exceed six (6) days per year unless such leave
is taken pursuant to the family and medical leave provisions contained in the
Other Leaves article. Additional sick leave for the illness of an immediate
family member may be granted with approval from the Administrative Judge,
or the Director if applicable to employees under his or her authority. When
using sick leave for dependent leave for up to six (6) days per year, an
eligible employee shall not lose credit toward bonus leave.

(6) Employees shall earn sick leave during periods of leave with pay except that

leave shall be credited only when the employee returns to work, and leave
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earned during such periods shall be forfeited if the employee fails to return to
work.

(7) Employees shall not earn sick leave during a period of leave of absence
without pay.

(8) Forfeiture of accrued sick leave as a disciplinary action shall not be
authorized.

(9) No regular employee shall lose accrued sick leave when promoted, demoted
or transferred provided that there is no break in service. This includes a
regular employee who changes from the service of one Administrative
Authority to another.

(10) A full-time employee who transfers from one position to another position in
the judicial branch during an initial probationary period shall be credited with
any accrued time toward sick leave earned in the first position and such
earned leave shall be recognized by the receiving Administrative Authority on
the basis of proper application in writing.

(11) Payment: Upon retirement under the provision of RSA 100-A:5 and RSA
100-A:6 only, or upon eligibility under RSA 100-A:5 but electing to receive a
lump sum payment in lieu of an annuity, or upon a layoff, an employee shall
receive payment in a sum equal to 50% of the number of sick leave days
remaining to the employees credit. However, the total number of days eligible
for payment shall not exceed sixty (60) days.

(12) All employees are entitled to participate in the NH Judicial Branch
Supplemental Sick Leave Plan attached hereto as Appendix T.

TRAINING

INITIAL COURT MONITOR/ASSISTANT TRAINING:

All newly hired court monitor/assistants shall be assigned by the Administrative
Judge or designee to an experienced court monitor/assistant for an introductory
period of at least five (5) days to train on the in-court aspects of the court
monitor/assistant position. Dependent upon workload of the trainer, the newly
hired court monitor/assistant may be assigned to more than one experienced
court monitor/assistant for training. At the completion of the in-court training, the
trainer(s) shall provide a written report of the training provided and an
assessment as to whether the new employee has sufficiently gained the
expertise necessary to allow the new employee to go into the courtroom alone.
Should the new court monitor/assistant not be ready for courtroom duty, the
Administrative Judge shall assign additional training. The experienced court
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monitor/assistant shall train the new employee on all aspects necessary to take
the record in the courtroom. '

The Administrative Judge or designee shall assign the new court
monitor/assistant to a court location or locations for at least five (5) days of case
processing training, except for new court monitor/assistants who have case
processing experience. Upon completion of the case processing fraining, the
clerk of the assigned court(s) shall provide the Administrative Judge with a
written assessment of the training and any recommendations for additional
fraining.

The Administrative Judge or designee shail determine the order of the in-court
and case processing training segments depending upon the strengths/needs of
the new court monitor/assistant and the availability of suitable trainers.

ANNUAL COURT MONITOR/ASSISTANT TRAINING:

Subject to available funds, annual continuing education classes shall be provided
to all court monitor/assistants on work skills needed to perform their job
sufficiently including, but not limited to, the Judicial Conduct Code.

TRAINING FOR ALL EMPLOYEES:

Training for new employees who are hired for the first time into the judicial
branch shall be a minimum of three (3) days in length which includes the
mandatory, initial one-day training provided to all new employees.

New Employees: Mandatory Initial Training: Prior to reporting to their home
court location, all newly-hired employees from outside the judicial branch,
including court monitors and court monitor assistants, shall participate in a
mandatory, initial one-day training at the Administrative Office of the Courts, the
Trial Court Center, or other appropriate training facility. Topics for the initial
training will include, but not be limited to, commonly used court terminology, an
infroduction to the judicial branch case management system, an overview of
information technology policies and processes, information about benefits and
payroll and the Collective Bargaining Agreement. The mandatory initial training
shall go into effect six months after the date of ratification of this contract.

New employees shall receive information on the following topics on days two and
three of their initial training. Days two and three will normally occur within an
employee’s first three months of employment and will either be in person or by
remote technology:

Introduction to the New Hampshire Judicial Branch

Anti-Discrimination Policy and Procedure

Anti-Fraternization Policy

Americans with Disabilities Act

Collective Bargaining Agreement

Equal Employment Opportunity Policy
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JIBB
Other topics as identified by the New Hampshire Judicial Branch

Ongoing Training: In-person, video, online, or telephonic training events shall be
held on the following topics as resources allow:
Customer Service
Court Rules, Policies, and Forms
Electronic Filing and Electronic Case Processing
Computer Training
Ethics in the Judicial Branch Workplace
Benefits Update
Other Topics as Circumstances Warrant, including specific Case
Processing Training Modules for the Superior Court and Circuit
Court. The parties agree to discuss Case Processing Training
Modules for the Superior Court and Circuit Court through the Labor
Management Committee.

Training for employees who transfer from one trial court to another shall be on an
as needed basis to meet the needs of the transferring employee and the new
assigned court.

EXPENSE REIMBURSEMENT:

Each employee who is selected and authorized by the Employer to participate in
any organized training, retraining or staff development program offered by the
State during on-duty hours will be reimbursed for expenses incidental to such
training.

EDUCATION SCHEDULE ADJUSTMENTS:
The Employer shall allow, when practical, for an employee to make adjustments
in his/her work schedules to complete previously approved job-related courses.

TRAINING RESPONSIBILITY:

The administrative authority of an employee who is assigned any training
responsibility will consider workload as it may be affected by those training
responsibilities.

TRAVEL/MILEAGE/EXPENSES
1. Itis expected that an employee shall report to a home court location at the
normal start of the workday and remain at the home court location until the court
closes at the normal end of the workday.

2. When an employee is assigned to other than a home court location and that
assignment is within 45 minutes of his/her home, the employee must arrive at the
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assigned court at the normal beginning of the court day, unless such arrival is
impossible due to the lateness of the assignment, and must remain at the court
location until the court closes at the end of the workday. The time it takes an
employee to drive from the empioyee's home to the assigned court location is
computed under normal driving conditions. Exceptions may be made for
abnormal driving conditions (snow, construction, paving, traffic demands).

3. If the employee lives farther than 45 minutes away, the employee may arrive
at the assigned court location later than the normal court opening time, and may
leave the court location prior to the end of the normal workday, subject to
paragraph 4 below. The amount of time the employee may arrive later than the
normal court starting time and leave earlier than the normal court closing time will
correspond to the amount of time in excess of 45 minutes that it takes for the
employee to get to the court location in the morning and return home from the
court location at the end of the day. The later start time and earlier leaving time
must be approved by the clerk in the superior court or a court administrator in the
circuit court, as the case may be. The superior court clerk or court administrator
in the circuit court, as the case may be, shall use his or her best efforts to allow
employees, when not doing essential functions, to leave the assigned court at
such time that the employee will arrive home at the employee’s normal home
arrival time.

4. The above notwithstanding, if the employee is serving an essential function on
a particular day as determined by the clerk of court or court administrator, the
employee may not arrive late or leave early.

5. In the event an employee travels to a court location away from the employee's
home court and such travel time outside the normal seven and a half hour
workday exceeds 100 hours in a calendar quarter, the employee shall receive
one additional administrative day. Employees shall be responsible for all record
keeping pursuant to this paragraph.

6. If an employee is assigned to travel for more than one day away from their
home court location, and the cost of mileage reimbursement exceeds the cost of
an overnight stay, the employee shall be given the option of staying overnight in
the area of the assignment in a facility approved by the judicial branch with the
expense of the overnight stay paid by the judicial branch. The judicial branch
shall reimburse the costs of meals associated with an overnight stay under the
following conditions:

With receipts: Reimbursement for actual meal expenses, including tax
and gratuity, shall be paid with the submission of valid receipts, but under no
circumstances shall meal expenses in excess of $45 per day in-state be paid.
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Without receipts: Reimbursement for actual meal expenses, including
tax and gratuity, shall not exceed the following limits if not accompanied by a
valid receipt:

Morning $ 8.00
Noon $12.00
Evening $21.00

Out-of State Travel: When associated with court business outside of
New Hampshire, employees may be reimbursed for lodging, meals, and
incidentals at rates consistent with the General Services Administration {GSA)
Travel Per Diem Rates in effect at the time of travel, without a receipt. GSA per
diem rates are available on their website (http://www.gsa.gov).

Should the above with receipts or without receipts limits be increased by the
State or the judicial branch, the new limits will be substituted.

7. Mileage/Expenses: All employees shall be assigned a home court, which
shall be the judicial branch site to which the employee most often reports for
work, and shall be paid mileage when traveling to their non-home court location.
Mileage shall be paid from the home court location, or from the employee's
home, to a non-home court destination, whichever is less. Mileage shall be paid
at the rate paid to executive branch employees. All tolls incurred during travel
conducted for court business shall be reimbursed except for any tolls that would
have been incurred in commuting from home to the home court location.

8. Employees shall be reimbursed for their travel expenses within twenty-one
(21) days of the date the employee/administrative authority submits the expenses
to the AOC. The administrative authority shall submit to the AOC all travel
reimbursement requests within five (5) days of receipt of the employee
submission.

WAIVER

Waiver by either Party of the other's non-performance or violations of any term or
condition of this Agreement shall not constitute a waiver of any other non-
performance or violation of any other term or conditions of this Agreement, or of
the same non-performance or violation in the future.
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DURATION

Except as otherwise specifically provided herein, this Agreement as executed by
the parties is effective as of ratification, and shall remain in full force and effect
until June 30, 2019 or until such time as a new Agreement is executed.

This Agreement may be reopened by either party for further negotiations as a
result of (a) items contained in the collective bargaining agreement for the 2018-
2019 biennium negotiated by the State Employees’ Association of New
Hampshire, Inc. for executive branch employees; (b) or as a result of legislation
passed by the 2017 legislature; or (¢) should the legislature not fund the revision
of the judicial branch salary matrix as provided in the Cost of Living article.
Reopening shall occur by written notice to the other party delivered in
accordance with the Notices article of this Agreement. The written notice shall
specify the items on which reopened negotiations are sought and their
relationship to the collective bargaining agreement for the 2018-2019 biennium
negotiated by the State Employees’ Association of New Hampshire, Inc. for
executive branch employees or to the legislation passed by the 2017 legislature.
The reopened negotiations shall be limited to those items so specified and
related, unless mutually agreed otherwise. Notice of any reopening shall be
delivered (a)on or before August 15, 2017; (b) as a result of the implementation
of the Affordable Care Act reopener of the 2016-2017 contract negotiated by the
State Employees’ Association of New Hampshire, Inc. for executive branch
employees pursuant to Article 21.5.1; or (c) within thirty days of the
implementation by the SEA of the collective bargaining agreement for the 2018-
2019 biennium negotiated by the State Employees’ Association of New
Hampshire, Inc. for executive branch employees.

Renegotiation of this Agreement will be effective by written notice by one party to
the other not later than October 15, 2018 or earlier by mutual agreement.
Negotiations shall commence within fifteen (15) days after receipt of such notice
or at such other time as agreed to by the parties.
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IN WITNESS WHEREOF, the Parties hereto by their authorized representatives
have executed this contract on the 20™ day of April, 2016.

(Q Nl A/) 6 n[L

Rich Gulla, President

State Employees’ Association, SEIU
Local 1984, AFL-CIO, CLC

Donald D. Goodnow, Director

Administrative Office of the Courts

Linda S. Dalianis, Chief Justice
New Hampshire Supreme Court

Judicial Branch Negotiating Committee

Howard Zibel, Chief Negotiator

Jeff Smith
Gina Belmont
Patricia L.enz
Kim France
Karen Gorham
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SEA Negotiating Committee
John Krupski, Chief Negotiator

Court Monitor/Assistants Unit
Angela Bemis

Court Assistants Unit
Jennifer Hunt, Chair
Debra Balcom
Kearston Laferte
Jennifer Kubat

Michael Wragge

Diane Tierney

Marcia Chin

Catherine Thompson




State of New Hampshire Executive Branch

Collective Bargaining Agreement — Section 19.8

19.8. Health Insurance:

19.8.1. The Employer shall make available to employees and their dependents a Network health
benefit plan (i.e. HMO) and a Point-of-Service (i.e. POS) health benefit plan both with site-of-
service components. An employee's eligibility and opportunity to elect available health care
options shall be in accordance with the “Benefits Highlights” set forth in Appendices F and G
and the enrollment conditions of the respective plans. Appendices F and G are incorporated by
reference into the health provisions of this Agreement. The Employer shall make available a
complete listing of site of service providers and shall keep the listing current.

The Association acknowledges that the HMO plan and POS plan provider(s) shall be chosen by
the Employer, and that the election by any employee(s) to participate in either plan shall not
entitle said employee(s) to any further benefits not expressly provided for by this Agreement.

The level of benefits, cost-sharing, dependent coverage and Employer premium confributions,
of the HMO and POS health plans offered under this provision shall be in accordance with the
following provisions and with the specifications for a competitive bid. All services and
procedures shall be subject to medical necessity.

a. All employees who subscribe in either the HMO or the POS plan shall pay $20.00 per
pay period for employee only coverage, $40.00 per pay period for two-person coverage,
or $60.00 per pay period for family coverage.

b. The HMO plan desigh shall be as described in Appendix F. Additional benefits, terms of
coverage, exclusions and limitations not described in and not inconsistent with Appendix
F shall be comparable to those set out in the Benefits Booklet for active state employees
in effect on the day preceding the effective date of this agreement. The office visit
copayments for the HMO Plan shall be $15.00 per visit for Primary Care Physicians and
$30.00 per visit for Specialists. A $100.00 per occurrence co-payment shall apply to
emergency room services which shall be waived if the person for whom the service is
provided is admitted, $50.00 per occurrence co-payment shall apply to urgent care
services and $30.00 per occurrence co-payment shall apply to walk in centers.

c. The POS plan design shall be as described in Appendix G. Additional benefits, terms of
coverage, exclusions and limitations not described in and not inconsistent with Appendix
G shall be comparable to those set out in the Benefits Booklet for active state employees
in effect on the day preceding the effective date of this agreement. The office visit
copayments for the POS Plan shalt $15.00 per visit for Primary Care Physicians and
$30.00 per visit for Specialists. A $100.00 per occurrence co-payment shall apply to
emergency room services which shall be waived if the person for whom the service is
provided is admitted, $50.00 per occurrence co-payment shall apply to urgent care
services and $30.00 per occurrence co-payment shall apply to walk in centers.
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Subscribers in either the HMO or POS plans shall be eligible to participate annually in a
health reimbursement arrangement established by the Employer, upon annual
completion and proper submission of the health risk appraisal provided for under the
respective plan. The arrangement shall provide funds for the payment of any out-of-
pocket costs associated with health care services, to include reimbursement for
deductibles incurred and products obtained under the health plan, including vision
exams and eyewear, up to the amount of $200.

The Employer shall provide coverage under the health plans consistent with Chapter
321 of the Laws of 2008, and known as Michelle's Law and codified in RSA 415.
Utilization of Cost-effective Providers. The Employer shall provide a voluntary employee
incentive program that offers taxable cash payments to employses who ufilize cost-
effective health care providers. The Employer shall consult with the Association through
the Health Benefits Committee regarding the design and implementation of the program.
Health Promotion. The Employer shall provide a voluntary employee incentive program
that offers payments not to exceed $300 per employee per calendar year to employees
who participate in health promotion activities and programs offered by the Employer. The
Employer shall consult with the Association through the Health Benefits Committee
regarding the design and implementation of the program. This provision shall expire on
June 30, 2017 unless mutually agreed otherwise by the parties. All approved vendors
contracted with the health plan administrator shall be permitted to provide services on
stafe premises for employees.

Prescription Drugs — The prescription drug plan shall include the following:

1. Mandatory Mait Order for Maintenance Drugs after three (3) retail purchases per
prescription, with employee opt out.

2. Mandatory Generic Substitution with DAW 2 (i.e., the only exception is physician
ordered “Dispense as Written”)

3. Co-payments:

a. Retail Co-payments - $10 for each generic medicine/ $25 for each
preferred brand name medicine/$40 for each nonpreferred brand name
medicine.

b. Mail Order Co Payments - $1 for each generic medicine/ $40 for each
preferred brand name medicine/$70 for each nonpreferred brand name
medicine.

4. Exclusive Specialty Pharmacy

5. Traditional Generic Step Therapy
8. Quantity Limits

7. Pharmacy Advisor

8.

Maximum out of pocket expenses shall be $750.00 per individual per calendar
year and $1,500.00 per family per calendar year.

A Smoking Cessation Program will be maintained.

Coverage shall be provided for dependents to age twenty-six (26).

Employees shall participate in working rate suspensions carried out by the Department
of Administrative Services. Employee “premium” contributions shall be treated the same
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as other sources of revenue into the employee benefit risk management fund for

purposes of the working rate suspension.
A bargaining unit employee who is laid off and who elects to continue on the health plan

shali not be required to submit a contribution for coverage for the first one month
following lay off if the laid off employee is not eligible to retire and receive post-
retirement benefits under RSA 21-1:26- 36 or RSA 100-A:52-55, and is not eligible to
receive medical or healthcare coverage under another employer, as the spouse of a
person covered under the plan of another employer, or the state plan as the spouse of a
state employee. This provision shall expire on June 30, 2017.
. No individual may be covered as a dependent of more than one employee and no
employee can be covered as both an employee and as a dependent.
Site of Setvice Locations: As Site of Service locations are added they will be added to
the list of accessible locations. '

1. Employees or their family members who live or receive services ouiside the State

of New Hampshire are subject to the deductibles if they do not go to a Site of

Service location.
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State of New Hampshire Executive Branch

Collective Bargaining Agreement — Section 19.13

19.13. Dental Insurance: Full-time employees, spouses and their dependents, shall be
provided with dental benefits, which shall be paid in full by the Employer with the exception of
an employee per pay period contribution. The level of benefits shall be as described in Appendix
D. Additional benefits, terms of coverage, exclusions and limitations not described in and not
inconsistent with Appendix D shall be comparable to those set out in the Dental Plan

Description for active state employees in effect as of June 30, 2007.

The per pay petiod contribution shall be:
Employee $2.00
Employee +1 $4.00
Family $6.00

The Employer shall provide coverage under the dental plans consistent with Chapter 321 of the
Laws of 20086, (i.e., Michelle’s Law).

Part-time employees shall receive dental insurance benefits where applicable by law.

19.13.1 No individual may be covered as a dependant of more than one employee and no
employee can be covered as both an employee and as a dependant.
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0.

02.

03.

04.

05.

08.

07.

08.

09.

10.

11.

12,

13

Yearly:
Biweek:

Hourly:

Yearly:
Biweek:

Hourly:

Yearly:
Biweek:

Hourly:

Yearly:
Biweek:

Hourly:

Yearly:
Biweek:

Hourly:

Yearly:
Biweek:

Hously:

Yearly:
Biweek:

Hourly:

Yearly:
Biweek:

Hourly:

Yearty:
Biwesk:

Hourly:

Yeariy:
Biweek:

Hourly:

Yearly:
Biweek:
Hourly:

Yearly:
Biweek:
Hourly:

Yeatly:
Biwesl:
Hourly:

State of New Hampshire

Judicial Branch
Salary Matrix

SEA NonPerDiem
Effective: Friday, January 08, 2016

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step ¥ Step 8

22,113.00 23,185.50 24,277.50 25,467.00 26,637.00 27,904.50 29,308.50 30,771.00
850,560 891.75 933.75 879,50 1,624.50 1,073.25 1,127.26 1,183.50
11.34 11.89 12.45 13.06 13.66 14.31 15.03 15.78
22,678.50 23,731.50 24,843.00 26,032.50 27,280.50 28,587.00 30,010.50 31,512.00
872.25 912,76 955.50 1,001.25 1,049.25 1,089.50 1,154.25 1,212.00
11.63 1217 12.74 13.35 13.99 14.66 15.39 16.16
23,185.50 24,297.00 25,467.00 26,666.50 27,924.00 29,250.00 30,712.50 32,253.00
891.75 934.50 879.50 1,625.25 1,074.00 1,125.00 1,181.25 1,240.50
11.89 12.46 13.06 13.67 14.32 15.00 15.75 16.54
23,751.00 24,862.50 26,052.00 27,300.00 28,606.50 28,871.50 31,473.00 33,052.50
913.50 956.25 1,002.00 1,050.00 1,100.25 1,152.75 1,216.50 1,271.25
12.18 12,75 13.36 14.00 14.67 15.37 16.14 16.85
24,297.00 25,486.50 26,656.50 27,943.50 29,269.50 30,673.50 32,214.00 33,832.50
934.50 980.25 1,025.25 1,074.75 1,125.75 1,179.75 1,238.00 1,301.25
12.46 13.07 13.67 14.33 15.01 15.73 16.52 17.35
24,882.00 26,071.50 27,319.50 28,808.50 28,991.00 31,414.50 32,994.00 34,651.50
957.00 1,002.75 1,050.75 1,100.25 1,153.50 1,208.25 1,269.00 1.332.75
12.76 13.37 14.01 14.67 15.38 16.11 16.92 17.77
25,506.00 26,676.00 27,943.50 29,289.00 30,693.00 32,155.50 33,754.50 35,451.00
981.00 1,026.00 1,074.75 1,126.50 1,180.50 1,236.75 1,298.25 1,363.50
13.08 13.68 14.33 15,02 18.74 16.49 17.31 18.18
25,074.50 27,319.50 28,626.00 30,010.50 31,434.00 32,855.00 34,612.50 36,348.00
1,002.75 1,060.76 1,101.00 1,154.25 1,209.00 1,267.50 1,331.25 1,398.00
13.37 14.01 14.68 15.39 16.12 16.90 17.75 18.64
26,695.50 27,963.00 29,308.50 30,712.50 32,175.00 33,735.00 35,431.60 37,206.00
1,026.75 1,075.50 1,127.26 1,181.25 1,237.50 1,297.50 1,362.75 1,431.00
13.69 14.34 15.03 15.75 16.50 17.30 18.17 19.08
27,358.50 28,645.50 30,030.00 31,473.00 32,974.50 34,573.50 36,308.00 38,122.50
1,062.25 1,101.75 1,186.00 1,210.50 1,268.25 1,329.75 1,396.50 1,466.25
14.03 14.69 15.40 16,14 16.91 17.73 18.62 18.55
27,982.50 29,308.50 30,732.00 32,194.50 33,754.50 35,412.00 37,186.50 39,039.00
1,076.25 1,127.25 1,182.00 1,238.25 1,298.25 1,362.00 1,430.25 1,501.50
14.35 15.03 15.76 16.51 17.31 i8.16 19.07 20.02
28,684.50 30,049.50 31,492.50 32,994.00 34,693.00 36,250.50 38,064.00 39,975.06
1,103.25 1,165.75 1,211.25 1,269.00 1,330.50 1,394.25 1,464.00 1,537.50
14.71 15.41 16.15 16.92 17.74 18.659 19.52 20.50
29,347.50 30,771.00 32,214.00 33,774.00 35,431.50 37,128.00 38,980.50 40,930.50
1,128.75 1,183.50 1,238.00 1,299.00 1,362.75 1,428.00 1,499.25 1,574.25
15.05 15.78 16.52 17.32 1817 19.04 19.99 20.99
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14,

15.

16.

17,

18.

19.

20.

21,

22,

23.

24,

25,

26.

Yearly:

Biweek:
Hourly:

Yearly:
Biweek:

Hounly:

Yeaarly:

Biweek:
Hourly:

Yearly:

Biweek:
Hourly:

Yeatly:

Biweek:
Hourly:

Yeariy:

Biweek:
Hourly:

Yearly:
Biweek:

Hourly:

Yearly:
Biweek:

Hourly:

Yearly:

Biweek:
Hourly:

Yearly:
Biweek:

Hourly:

Yeatly:
Biwesk:
Hourly:

Yearly:
Biweek:
Hourly:

Yearly:
Biweek;
Hourly:

30,048.50
1,155.75
1541

30,790.50
1,184.25
16,79

31,531.50
1,212.75
16.17

32,253.00
1,240.50
16.54

33,033.00
1,270.50
16.94

33,852.00
1,302.00
17.36

34,671.00
1,333.50
17.78

35,508.50
1,365.75
18.21

36,367.50
1,398.75
18.65

37,225.50
1,431.75
19.09

38,142.00
1,467.00
19.56

39,058.50
1,502.25
20,03

40,014.00
1,530.00
20.52

State of New Hampshire

Judicial Branch

Salary Matrix
SEA NonPerDiem

Effective; Friday, January 08, 2016

31,512.00
1,212.00
16.16

32,233.50
1,239.75
16.53

33,013.50
1,269.75
16.93

33,832.50
1,301.256
17.35

34,651.50
1,332.75
17.77

35,480.00
1,365.00
18.20

36,348.00
1,398.00
18.64

37,206.00
1,431.00
19.08

38,122.50
1,466.25
19.58

39,032.00
1,501.50
20.02

39,094.50
153825
20.51

40,969.50
1,575.75
21.01

41,944.50
1,613.25
21,54

33,013.50
1,269.75
16.93

33,793.50
1,289.75
17.33

34,632.00
1,332.00
17.78

35,470.50
1,364.25
18.19

36,328.50
1,397.25
18.63

37,186.50
1,430.25
18.07

38,103.00
1,465 50
19.54

39,019.50
1,500.75
20.01

39,975.00
1,637.50
20.50

40,830.50
1,574.25
20.99

41,905.50
1,611.75
21.48

42,939.00
1,651.50
22.02

43,972.50
1,691.25
22.55

34,612.50
1,331.25
17.78

35,451.00
1,363.50
18.18

36,309.00
1,396.50
18.62

37,167.00
1,429.50
19.06

38,083.50
1,464.75
19.53

39,000.00
1,500.00
20.00

39,836.00
1,536.00
20.48

40,911.00
1,573.50
20.98

41,886.00
1,611.00
2148

42,900.00
1,650.00
22.00

43,953.00
1,690.50
22,54

44,986.50
1,730.25
23.07

48,078.50
1,772.25
23.63

36,270.00
1,395.00
18.60

37,147.50
1,428.75
19.05

38,064.00
1,464.00
19.52

38,980.50
1,499.25
19.99

39,918.50
1,535.25
20.47

40,891.50
1,572.75
20.97

41,866.50
1,810.25
21.47

42,880.50
1,649.26
21.99

43,933.50
1,688.75
22.53

44,967.00
1,729.50
23.06

46,059.00
1,771.50
23.82

47,208.50
1,815.75
24.21

48,379.50
1,860.75
24.81

38,025.00
1,462.50
19,50

38,961.00
1,498.50
19.98

39,897.00
1,534.50
20.46

40,872.00
1,572.00
20.86

41,847.00
1,608.50
21.46

42.861.00
1,648.50
21.98

43,894.50
1,688.25
22.51

44,947 50
1,728.75
23.05

46,039.50
1,770.75
23.61

47,180.00
1,815.00
24.20

48,340.50
1,859.25
24,79

49,510.50
1,904,256
25.39

50,719.50
1,950.75
26.01

39,936.00
1,536.00
20.48

40,911.00
1,573.50
20.98

41,886.00
1,611.00
21.48

42,919.50
1,660.75
22,01

43,933.50
1,689.75
22.53

45,006.00
1,731.00
23.08

46,098.00
1,773.00
23.64

47,190.00
1,815.00
2420

48,340.50
1,859.25
2479

49,549.50
1,805.75
25.41

50,758.50
1,952.25
26,03

51,987.00
1,999.50
26.66

53,254.50
2,048.25
27.31

41,925.00
1,612.50
21.50

42,958.50
1,652.26
22.03

43,872.50
1,681.25
22.55

45,064.50
1,733.25
2311

46,137.00
1,774.50
23.66

47,248.50
1,817.26
24.23

48,398.00
1,861.50
24.82

49,549.50
1,905.75
2541

50,758.50
1,952.25
26.03

52,026.00
2,001.00
26.68

53,293.50
2,048.75
27.33

54 580.50
2,099.25
27.99

55,926.60
2,151.00
28,68
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27.

28,

29,

30.

3%

32.

33.

34,

35,

36.

37.

38.

39.

Yearly:

Biweek:
Hourly:

Yearly:

Biweelc
Haurly:

Yeatrly:

Biweek:
Hourly:

Yeatly:
Biweak:

Haurly:

Yearly:
Biweel:

Haurly:

Yearly:
Biweek:

Hourly:

Yearly:
Biweek:

Haurly:

Yearly:
Biweek:

Haurly:

Yeatrly:
Biweei

Haurly:

Yearly:
Biweek:
Hourly:

Yearly:
Biweek:
Hourly:

Yearly:
Biweek:
Hourly:

Yearly:
Biweek:
Hourly:

40,989.00
1,576.50
21.02

41,964.00
1,614.00
21.52

42,978.00
1,653.00
22.04

44,011.50
1,692.75
22.57

45,084.00
1,734.00
23.12

46,176.00
1,776.00
23.68

47,326.50
1,820.25
24.27

48,477.00
1,864.50
24.86

49,647.00
1,908.50
25,46

50,875.50
1.956.75
26.09

52,104.60
2,004.00
26.72

53,371.50
2,062.75
27.37

54,678.00
2,103.00
28.04

State of New Hampshire

Judicial Branch

Salary Matrix
SEA NonPerDiem

Effective: Friday, January 08, 2016

42,958.50
1,652.26
22.03

43,992.00
1,692.00
22.56

45,064.50
1,733.26
23.11

48,156.50
1.775.25
23.87

47,307.00
1,819.50
24.26

48,457.50
1.863.75
24.85

49,627.50
1,908.75
25.45

50,836.50
1,9565.25
26.07

52,065.00
2,002.50
26.70

§3,332.50
2,051.25
27.35

54,658.50
2,102.25
28.03

55,965.00
2,152.50
28,70

57,369.00
2,208.50
29.42

45,025.50
1,731.76
23.09

46,137.00
1,774.50
23.66

47.287.50
1,818.75
24.25

48,418.50
1,862.25
24.83

49,588.50
1,807.25
2543

50,817.00
1,854.50
26,06

52,026.00
2,001.60
26.68

53,293.50
2,049,75
27.33

54,618.50
2,100.75
28.01

55,926.00
2,15%.00
28.68

57,310.50
2,204.25
29.39

58,714.50
2,258.25
30.11

60,177.00
2,314.50
30.86

47,268.00
1,818.00
24.24

48,399.00
1,861.50
24.82

48,569.00
1,9086.50
25.42

50,778.00
1,953.00
26.04

52,006.50
2,000.25
26.67

53,274.00
2,049.00
27.32

54,600.00
2,100.0C
28.00

55,806.50
2,150.26
28.67

57,291.00
2,203.50
29.38

58,675.50
2,266.75
30.09

60,118.50
2,312.25
30.83

61,600.50
2,369.25
31.59

63,082.50
2,426.25
32.35

49,549.50
1,905.75
25.41

50,758.50
1,952.25
26.03

51,967.50
1,998.75
26,65

53,264.50
2,048.26
27.31

54,541.50
2,097.75
2797

55,867.50
2.148.75
28.65

57,252.00
2,202.00
29.36

58,636.50
2,255.25
30.07

60,079.50
2,310.75
30.81

61,561.50
2,367.75
31.57

63,063.00
242550
32.34

64,603.50
2,484.75
33.13

66,222.060
2,547.00
-33.96

51,948.00
1,988.00
26.64

53,215.50
2,046.75
27.29

54,622.00
2,097.00
27.98

55,848.00
2,148.00
28.64

57,232.50
2,201.25
20.35

58,617.00
2,254 50
30.08

60,040.50
2,309.25
30.79

61,5642.00
2,367.00
31.66

63,024.00
2,424.00
42,32

84,564.50
2,483.25
33.11

66,163.50
2,544.75
33.93

&7,782.00
2,607.00
34.76

69,459.00
2,671.50
35.62

54,641.50
2,087.75
27.97

55,867.50
2,148.75
28.85

57,252.00
2,202.00
29.36

58,636.50
2,255.25
30.07

60,099.00
2,311.50
30.82

61,542.00
2,367.00
31.56

63,043.50
242475
32.33

64,623.00
2,485.50
33.14

66,183.00
2,545.50
33.94

67,801.60
2,607.75
34.77

69,478.80
2,672.25
35.63

71,175.00
2,737.50
36.50

72,930.00
2,805.00
37.40

57,271.50
2,202.75
29.37

58,656.00
2,256.00
30.08

60,118.50
2,312.25
30.83

§1,661.50
2,367.75
31.57

§3,102.00
2,427.00
32.36

64,623.00
2,485.50
33.14

66,202.50
2,546,256
33.95

67,860.00
2,610.00
34.80

69,498.00
2,673.00
35.64

71,194.50
2,738.25
36.51

72,949,560
2,805.75
37.41

74,743.50
2,874.75
38.33

76,576.50
2,945.25
39.27
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40.

41.

42.

43,

44,

45,

486,

47.

48.

48,

50,

51.

52.

Yearly:
Biwesk:
Hourly:

Yearly:
Biweek:

Hourly:

Yearly:
Biweek:

Hourly:

Yearly:

Biweek:
Hourly:

Yearly:
Biweek:

Hourly:

Yearly:
Biweek:
Hourly:

Yearly:
Biweek:

Hourly:

Yearly:
Biweek:

Hourly:

Yearly;
Biweek:
Hourly:

Yeatly:
Biweek:
Hourly:

Yearly:
Biwsek:
Hourly:

Yearly:
Biweek:
Hourly:

Yearly:
Biweek:
Hourly:

56,004.00
2,164.00
28.72

57,388.50
2,207.25
29.43

68,792.50
2,261.25
30.15

60,235.50
2,316.75
30.89

61,698.00
2,373.00
31.64

63,219.00
2,431.50
32.42

64,779.00
2,491.50
33.22

66,358.50
2,552.25
34.03

67,996.50
2,615.25
34.87

£9,673.50
2.679.75
35.73

71,370.00
2,745.00
36.60

73,125.00
2,812.50
37.50

74,919.00
2,881.50
38.42

State of New Hampshire

Judicial Branch

Salary Matrix
SEA NonPerDiem

Effective: Friday, January 08, 2016

58,734.00
2,259.00
36,12

60,216.00
2,316.00
30.88

61,6569.00
2,371.50
31.62

63,180.00
2,430.00
32.40

64,701.00
2,488.50
33.18

66,339.00
2,551.50
34.02

67,957.50
2,613.76
34.85

69,634.50
2,678.25
36,71

71,331.00
2,743.50
36.58

73,066.50
2,810.25
37.47

74,860.50
2,879.25
38.38

76,693.50
2,949.75
39.33

78,6804.50
3,023.25
40.31

61,639.50
2,370.75
31.61

63,121.50
242775
3237

64,681.50
2,487.75
33.17

§8,300.00
2,550.00
34.00

67,918.50
2,612.25
34.83

69,576.00
2,676.00
35.68

71,292.00
2,742.00
36.56

73,008.00
2,808.00
37.44

74,821.50
2,.877.75
38.37

76,654.50
2,948.26
39.31

78,626.50
3,020.25
40.27

80,515.50
3,006.75
41.29

§2,485.00
3,172.50
42.30

64,642.50
2,488.25
33.15

66,261.00
2,548.50
33.98

67,878.50
2,610.75
34.81

69,537.00
2,674.50
35.66

71,253.00
2,740.50
36.54

72,969.00
2,808.50
37.42

74,782.50
2,876.25
38.35

76,615.50
2946.75
39.29

78,487.50
3,018.75
40.25

80,476.50
3,095.25
41,27

82,446,00
3,171.00
42.28

§4,454.50
3,248.25
43.31

86,521.50
3,327.75
44.37

67,840.50
2,609.25
34.79

69,498.00
2,673.00
35.64

71,214.00
2,739.00
36.52

72,930.00
2,805.00
37.40

74,743.50
2,874,775
38.33

76,576.50
2,94525
39.27

78,448.50
3.017.25
40.23

80,398.50
3,092.25
41.23

82,387.50
3,168.75
42.25

84,396.00
3,246.00
43.28

86,482.50
3,326.25
44.35

88,608.00
3.408.00
45.44

90,792.00
3,492.00
46.56

71,155.50
2,736.75
36.49

72,881.00
2,803.50
37.38

74,704.50
2,873.25
38.31

76,537.50
2.943.75
39.25

78,409.50
3,015.75
40,21

80,340.00
3,090.00
41.20

82,348.50
3,167.25
42.23

84,357.00
3,244 .50
43.26

86,443.50
3,324.75
44.33

88,549.50
3,405.75
45.41

90,753.00
3,490.50
46.54

92,895.50
3,578.75
47.69

95,206.50
3,665.25
48.87

T4,704.50
2,873.25
38,31

76,537.50
2,943.75
39.25

78,448.50
3,017.25
40,23

80,359.50
3,090.75
41.21

82,329.00
3,166.50
42.22

84,357.60
3,244.50
43.26

86,463.00
3,325.50
44.34

88,569.00
3,406.50
45.42

890,772.50
3,491.25
48.85

92,978.00
3,576.00
47.68

95,266.50
3,665.25
48.87

97,636.50
3,758.25
50.07

100,054.50
3,848.25
51.31

78,448.50
3,017.25
40.23

80,359.50
3,090.75
41.21

82,368.00
3,168.00
42.24

84,376.50
3,245.25
43.27

86,443.50
3,324.75
44.33

88,569.00
3,406.50
4542

80,792.00
3,492.00
46.56

92,995.50
3,576.75
47.69

95,316.00
3,666.00
48.88

87,617.00
3,754.50
50.06

100,054.50
3,848.26
51.31

102,511.50
3,942.75
52.57

105,0686.00
4,041.00
53.88
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53,

54,

55,

56.

57.

58.

59,

60.

Yeariy:
Biweek:
Hourly:

Yearly:
Biweek:
Hourly:

Yearly:
Biwesk:
Haurly:

Yearly:
Biweek:
Hourly:

Yearly:
Biweek;
Hourly:

Yearly:
Biweak:
Hourly:

Yearly:
Biweek:
Hourly:

Yeatly:
Biwsek:
Hourly:

76,752.00
2,952.00
39.36

78,663.00
3,025.50
40.34

80,593.50
3,080.75
41.33

82,563.00
3,175.50
42.34

84,610.50
3,254.2b
43.39

86,677.50
3,333.75
44.45

88,842.00
3.417.00
45,56

91,026.00
3,601.00
46.68

State of New Hampshire

Judicial Branch

Salary Matrix
SEA NonPerDiem
Effective: Friday, January 08, 2016

80,554.50
3,008.25
41.31

82,5624.00
3,174.00
42.32

84,5562.00
3,252.00
43.36

86,619.00
3,331.50
44.42

88,783.50
3.414.75
45,63

90,948.00
3,498.00
46.64

93,210.00
3,585.00
47.80

95,481.50
3,672.75
48.97

84,513.00
3,250.50
43,34

86,580.00
3,330.00
44.40

88,725.00
3,412.50
45.50

90,809.00
3,496.50
46.62

93,171.00
3,583.50
47.78

95,452.50
3,671.25
48.95

97,792.50
3,761.26
50.15

100,230.00
3,855.00
51.40

88,647.00
3,409.50
45,46

90,850.50
3.494.25
46.59

93,093.00
3,680.50
47.74

95,394.00
3,669.00
48.92

97,753.50
3,759.75
50.13

100,171.50
3,852.75
51.37

162,628.50
3,947.25
52,63

105,163.50
4,044.75
53.93

93,054.00
3,579.00
47.72

95,335,560
3,666.75
48.89

§7,695.00
3,757.50
50.10

100,113.00
3,850.50
51.34

102,550.50
3,944.25
52.58

1056,105.00
4,042.50
53.60

107,698.50
4,142.25
55.23

110,370.00
4,245.00
56.60

97,617.00
3,7584.50
50.06

100,054.50
3,848.25
51.31

102,492.00
3,942.00
52.66

105,046.50
4,040.25
53.87

107,640.00
4,140,060
55.20

110,311.50
4,242.75
66.57

113,061.00
4,348.50
57.98

115,830.00
4,4565.00
59.40

102,492.00
3,842.00
52.56

1056,066.00
4,041.00
53.88

107,620.50
4,139.25
55.19

110,292.00
4,242.00
56.56

113,022.00
4,347.00
57.96

115,830.00
4,455.00
59.40

118,716.00
4,566.00
60.88

121,621.50
4,677.75
82.37

107,620.50
4,138.25
55.18

110,311.50
4,242.75
58.57

113,002.50
4,346.25
&7.85

115,810.50
4,454 25
59.39

118,677.00
4,564.50
60.86

121,621.50
4,677.75
62.37

124,644.00
4,794.00
63.92

127,705.50
491175
65.49
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ot.

0z.

03.

04,

Gh.

08.

a7.

08.

09.

10.

11.

12.

Yearly:
Biweek:
Hourly:

Yeatly:
Biweek:
Hourly:

Yearly:
Biweek:
Hourly:

Yearly:
Biweek:
Houirly:

Yearly:
Biweek:
Hourly:

Yeatly:
Biweek:

Hourly:

Yearly:
Biweek;

Hourly:

Yearly:
Biwesk:
Hourly:

Yeariy:
Biweek:
Hourly:

Yeariy:
Biweek:
Hourly:

Yearly:
Biweek:
Hourly:

Yearly:
Biweek:
Hourly:

State of New Hampshire

Judicial Branch

Salary Matrix
SEA NonPerDiem
Effective: Friday, January 06, 2017

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8
22,561.50 23,653.50 24,765.00 25,974.00 27,163.50 28,470.00 29,893.50 31,395.00
867.75 908.75 952.50 989.00 1,044.75 1,095.00 1,148.75 1,207.50
11.57 12.13 12.70 13.32 13.93 14.60 1533 16.10
23,127.00 24,199.50 25,330.50 26,559.00 27,826.50 29,152.50 30,615.00° 32,155.50
889.50 830.75 974.25 1,021.50 1,070.25 1,121.25 1,177.50 1,238.75
11.86 12.41 12.99 13.62 14.27 14.95 16.70 16.49
23,653.50 24,784.50 25,974.00 27,183.00 28,488.50 29,835.00 31,336.50 32,888.50
909.75 853.25 998.00 1,045.50 1,005.75 1,147.60 1,205.25 1,265.25
12.13 12.71 13.32 13.94 14.61 15.30 16.07 16.87
24,218.00 25,369.50 26,578.50 27,846.00 29,172.00 30,576.00 32,097.00 33,696.00
931.50 975.75 1,022.25 1,071.00 1,122.00 1,176.00 1,234.50 1,296.00
1242 13.01 13.63 14.28 14.96 15.68 16,46 17.28
24,784.50 25,993.50 27,183.00 28,509.00 29,854.50 31,278.00 32,838.00 34,476.00
953.25 999.75 1,045.50 1,086.50 1,148.25 1,203.00 1,263.00 1,326.00
12.1 13.33 13.94 14.62 15.31 16.04 16.84 17.68
25,389.00 26,598.00.  27.,865.50 29,172.00 30,595.50 32,038.50 33,637.50 35,314.50
976.50 1,023.00 1.071.75 1,122.00 1,176.75 1,232.25 1,293.75 1,358.25
13.02 13.64 14.29 14.96 15.69 16.43 17.25 18.11
26,013.00 27,202.50 28,508.00 29,874.00 31,297.50 32,789.00 34,437.00 36,153.00
1,000.50 1,046.25 4,096.50 1,149.00 1,203.75 1,261.50 1,324.50 1,390.50
13.34 13.95 14.82 15.32 16.05 16.82 17.66 18.54
26,598.00 27,865.50 29,191.50 30,615.00 32,058.00 33,618.00 35,295.00 37,069.50
1,023.00 1,071.75 1,122.75 1,177.50 1,233.00 1,293.00 1,357.50 1,425.75
13.64 14.29 14.97 15.70 16.44 17.24 18.10 18.01
27,222.00 28,528.50 29,893.50 31,336.50 32,818.50 34,417.50 36,133.50 37,847.00
1,047.00 1,097.25 1,149.75 1,206.25 1,262.25 1,323.75 1,389.75 1,459.50
13.96 14.63 15.33 16.07 16.83 17.65 1853 19.46
27,904.50 28,211.00 30,634.50 32,097.00 33,637.50 35,256.00 37,011.00 38,863.50
1,073.25 1,123.50 1,178.25 1,234.50 1,293.75 1,356.00 1,423.60 1,484.75
14.31 14.88 15.71 16.46 17.25 18.08 18.98 19.83
28,548.00 29,893.50 31,356.00 32,838.00 34 437.00 36,114.00 37,927.50 39,818.00
1,098.00 1,148.75 1,208.00 1,263.00 1,324.50 1,388.00 1,458.75 1,531.50
14.64 15.33 16.08 16.84 17.66 18.52 19.45 2042
29,250.00 30,654.00 32,116.50 33,657.00 35,275.50 38,972.00 38,824.50 40,774.50
1,125.00 1,179.00 1,235.25 1,284 .50 1,356.75 1,422.00 1,493.25 1,568.25
15.00 16.72 16.47 17.26 18.09 18.96 19.91 20.91
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13.

14.

15.

16,

17.

18.

18,

20,

21.

22.

23.

24,

25.

Yearly:
Biweslc

Hourly:

Yearly:

Biweelt
Hourly;

Yearly:

Biweelk:
Hourly:

Yearly:
Biweek:

Hourly:

Yearly:

Biweek:
Hourly:

Yearly:

Biweek:
Hourly:

Yearly:

Biweelk:
Hourly:

Yearly:
Biwsek:

Hourly:

Yearly:

Biweek:

Hourly:

Yearty:
Biweek:
Haurly:

Yearly:
Biweek:
Hourly:

Yearly:
Biweek:

Hourly:

Yeatly:
Biweek:
Hourly:

29,932.50
1,151.28
15.35

30,654.00
1,179.00
15.72

31,414.50
1,208.25
18.11

32,155.5¢
1,236.75
16.49

32,886.50
1,285.25
16.87

33,6896.00
1,296.00
17.28

34,534.50
1,328.25
17.71

35,373.00
1,360.50
18.14

36,211.50
1,382.75
18.57

37,089.00
1,426.50
19.02

37,966.50
1,460.25
1947

38,902.50
1.496.25
19.95

39,838.50
1,532.25
20.43

State of New Hampshire

31,385.00
1,207.50
16.10

32,136.00
1,236.00
16.48

32,877.00
1,264.50
16.86

33,676.50
1,285.25
17.27

34,515.00
1,327.50
17.70

35,353.50
1,359.75
18.13

36,192.00
1,392.00
18.56

37,069.50
1,425.75
19.01

37,847.00
1,459.50
19.46

38,883.00
1,495.50
19,94

38,819.00
1,531.50
20.42

40,794.00
1,569.00
2092

41,788.50
1,607.25
21.43

Judicial Branch

Salary Matrix
SEA NonPerDiem
Effective: Friday, January 06, 2017

32,857.50
1,263.75
16.85

33,676.50
1,285.25
17.27

34,476.00
1,326.00
17.68

35,334.00
1,358.00
18.12

36,172.50
1,391.25
18,556

37,050.00
1,425.00
19.00

37,927.50
1,458.75
19.45

38,863.50
1,494.75
19.93

39,799.50
1,530.75
20.41

40,774.50
1,568.25
20,91

41,748.50
1,605.75
21.41

42,744.00
1,644.00
21.92

43,797.00
1,684.50
22.48

34,456.50
1,325.25
i7.67

35,314.50
1,358.25
18.11

36,153.00
1,380.50
18.54

37.030.50
1,424.25
18.99

37,808.00
1,458.00
19.44

38,844.00
1,484.00
18.92

38,780.00
1,530.00
20.40

40,735.50
1,666.75
20.89

41,730.00
1,605.00
21.40

42,724,50
1,643.28
21.91

43,758.00
1,683.00
22.44

44,830.50
1,724.25
2298

45,883.50
1,764.75
23.583

36,133.50
1,389.75
18.63

36,891.50
142275
18.97

37,888.50
1,457.25
19.43

38,824.50
1,483.256
18.91

39,760.50
1,520,25
20.39

40,716.00
1,566.00
20.88

41,710.50
1,604.25
21.39

42,705,00
1,642.5¢
21.90

43,738.50
1,682.25
22.43

44,811.00
1,723.50
22,98

45,864.00
1,764.00
23.52

46,975.50
1,806.75
24.08

48,145.50
1,851.75
24.69

37,869.00
1,456.50
19.42

38,785.50
149175
19.88

39,741.00
1,528.50
20.38

40,696.50
1,565.25
20.87

41,691.00
1,603.50
21,38

42,685.50
1,641.75
21.89

43,719.00
1,681.50
2242

44.772.00
1,722,060
22.96

45,844.50
1,763.25
23.51

46,956.00
1,806.00
24.08

48,126.00
1,851.00
24.68

49,315.50
1.896.75
25.29

50,505.00
1,842.50
25.90

38,760.50
1,629.25
20.39

40,716.00
1,566.00
20.88

41,730.00
1,605.00
21.40

42,724 50
1,643.25
21.91

43,777.50
1,683.75
22,45

44,811.00
1,723.50
22,08

45,903.00
1,765.50
23.54

47,014.50
1,808.25
24.14

48,145.50
1,851.75
24,69

49,296.00
1,896.00
25.28

50,524.50
1,943.25
25,99

51,772.50
1,991.25
26.55

53,040.00
2,040.00
2720

41,749.50
1,606.75
21.41

42,744.00
1,644.00
21.92

43,816.50
1,685.25
22.47

44,869.50
1.725.75
23.01

45,961.50
1,767.75
23.57

47,053.50
1.809.75
2413

48,204.00
1,854.00
24.72

49,374.00
4,809.00
2532

50,544.00
1,944.00
25.92

51,753.00
1,990.50
26.54

53,058.50
2,040.75
27.21

64,366.00
2,081.00
27.88

55,692.00
2,142.00
28.56
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26,

27

28.

29,

30.

3.

32.

33.

34,

35,

36,

37.

Yearly:
Biweel:

Hourly:

Yearly:
Biweak:

Hourly:

Yearly:
Biweek:

Hourly:

Yeatly:
Biweek:

Hourly:

Yearly:
Biweek:

Hourly:

Yearly:
Biweek:

Hourly:

Yearly:
Biweek:
Hourly:

Yeatly:
Biweek:
Hourly:

Yearly:
Biweek:
Hourly:

Yearly:
Biweek:
Hourly:

Yearly:
Biweek:
Hourly:

Yearly:
Biweek:
Haurly:

40,813.50
1,569.75
20.93

41,808.00
1,608.00
21.44

42,802.50
1,646.256
21.95

43,836.00
1,686.00
22.48

44,889.00
1,726.50
23.02

45,981.00
1,768.50
23.58

47,092.50
1,811.258
24.15

48,282.00
1,857.00
24,78

49,452.00
1,902.00
25.36

60,641.50
1,847.78
25.97

51,889.50
1,995.75
26.61

53,137.50
2,043.75
27.25

State of New Hampshire

42,783.00
1,645.50
21.94

43,816.50
1,685.25
22.47

44,869.50
1,725.75
23.01

45,961.50
1,767.75
23.57

47,073.00
1,810.50
24.14

48,262.50
1,856.26
24.75

49,432.50
1,901.25
25.35

§0,622.00
1,947.00
25.96

51,850.50
1,964,256
26.589

63,098.50
2,042.25
27.23

54,405.00
2,092.50
27.90

55,750.50
2,144.25
28.69

Judicial Branch

Salary Matrix
SEA NonPerDiem
Effective: Friday, January 06, 2017

44,850.00
1,725.00
23.00

45,922.50
1,766.25
23.85

47,053.50
1,809.75
24.13

48,243.00
1,855.50
24.74

48,393.50
1,899.75
25.33

50,583.00
1,945.50
25.94

51,831.00
1,893.50
26.58

53,059.50
2,040.75
27.21

54,366.00
2,091.00
27.88

55,711.50
2,142.78
28.57

57,037.50
2,193.75
29.25

58,461.00
2,248.50
29.98

46,995.00
1,807.50
24,10

48,204.00
1,854.00
2472

48,374.00
1,888.00
25.32

50,663.50
1,944.75
25.93

51,792.00
1,992.00
26.56

53,040.00
2,040.00
27.20

54,348.50
2,080.25
27.87

55,692.00
2,142.00
28.56

57,018.00
2,193.00
26,24

58,441.50
2,247.75
29.97

59,845.50
2,301.75
30.68

61,327.50
2,358.75
31.45

49,354.50
1,898.25
26.31

50,544.00
1,944.00
25,92

51,772.50
1,981.25
26.55

53,001.00
2,038.50
27.18

54,327.00
2,089.50
27.86

§5,633.50
2,139.75
28,53

56,979.00
2,191.50
2022

58,402.50
2,246.25
28.95

59,806.50
2,300,256
30.67

61,288.50
2,357.25
31.43

62,790.00
2,415.60
32.20

64,330.50
2,474.25
32.99

51,733.50
1,989.75
26.53

52,981.50
2,037.75
2717

54,288.00
2,088.00
27.84

55,614.00
2,139.00
28.52

56,959.50
2,180.75
29.21

58,383.00
2,245.50
20.94

59,787.00
2,299.50
30.66

61,249.50
2,356,758
31M

62,770.50
2,414.25
32.19

64,291.50
247275
32.97

65,851.50
2,532.75
33.77

67,486.50
2,605.75
34.61

54,327.00
2,089.50
27.86

55,633.50
2,139.75
28.53

56,998.5C
2,192.25
29.23

58,402.5C
2,248.25
29.95

59,806.5C
2,300.25
30.67

61,308.00
2,368.00
31.44

82,776.50
2,414.25
32.19

64,311.00
2,473.50
32.98

65,910.00
2,635.00
33.80

67,609.00
2,596.50
34.62

69,147.00
2,659.50
35.46

70,863.00
2,725.50
36.34

57,637.50
2,193.75
28.25

58,422.00
2,247.00
29.98

59,845.50
2,301.75
30.89

61,327.50
2,358.75
31.45

62,790.00
2,415.0C
32.20

64,369.50
247575
33.01

65,910.00
2.535.00
33.80

67,528.50
2,597.25
34.63

69,205.50
2,661.75
35.48

70,882,580
2,728.25
36.35

72,56088.50
2,782.25
37.23

74,412,00
2,862.00
38.16
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38,

39.

40.

41,

42.

43,

44,

45,

486,

47.

48.

48,

50.

Yearly:
Biweek:

Haurly:

Yearly:
Biweel:

Hourly:

Yearly:
Biweek:
Hourly:

Yeatly:
Biweek:

Hourly:

Yearly:

Biweek:
Hourly:

Yearly:
Biweek;

Hourly:

Yearly:
Biweek:
Hourly:

Yearly:
Biweel:
Hourly:

Yearly:
Biweslc
Hourly:

Yearly:
Biweek:
Hourly:

Yearly:
Biwaek:
- Hourly:

Yearly:
Biweek:
Hourly:

Yearly:
Biweek:
Hourly:

54,444,00
2,004.00
27.92

55,770.00
2,145.00
28.60

57,115.50
2,196.75
28.29

58,535.00
2,2561.50
30.02

69,962.50
2,306.25
30.75

61,444.50
2,363.25
31.51

62,926.50
2,420.25
32.27

64,486.50
2,480.25
33.07

66,066.00
2,541.00
33.88

G7,684.50
2,603.25
34.71

69,361.50
2,667.75
35.57

71,058.00
2,733.00
36.44

72,793.50
2,799.75
37.33

State of New Hampshire

57,076.50
2,195.25
29.27

58,619.50
2,250.75
30.01

59,904.00
2,304.00
30.72

61,425.00
2,362.50
31.50

62,887.50
2,418.75
32.25

G4,447.50
2478.756
33.05

65,988.00
2,538.00
33.84

67,665.00
2,602.50
34.70

69,322.50
2,666.25
35.55

71,019.00
2,731.50
36.42

72,754.50
2,798.25
37.31

74,529.00
2,866.50
3822

76,362.00
2,937.00
39.16

Judicial Branch

Salary Matrix
SEA NonPerDiem
Effective: Friday, January 08, 2017

59,884.50
2,303.25
30.71

61,386.00
2,361.00
31.48

62,868.00
2,418.00
32.24

84,389.00
2,476.50
33.02

65,968.50
2,537.25
33.83

67,626.00
2,601.00
34.68

68,283.50
2,664.75
35.53

70,960.50
2,729.26
36.38

72,715.50
2,786.75
37.29

74,470.50
2,864.25
38.19

76,323.00
2935.50
39.14

78,186.00
3,007.50
40310

80,106.00
3,081.00
41.08

62,829.00
2,416.50
32.22

64,350.00
2,475.00
33.00

65,929.50
2,535.75
33.81

G7,587.00
2,589.50
34.66

69,244.50
2,663.25
35.51

70,821.50
2,727.75
36.37

72,676.50
2,795.25
37.27

74,431.50
2,862.75
38.17

76,284,060
2,934.00
39.12

78,156.00
3,006.00
40.08

80,067.00
3,079.50
41.08

82,095.00
3,157.50
4210

84,103.50
3,234.75
43.13

65,890.50
253425
33.79

67,548.00
2,598.00
34.64

69,205.50
2,661.75
3549

70,882.50
2,726.25
36.35

72,637.50
2,793.75
37.25

74,392.50
2,861.25
38.15

76,245,00
2,932.50
39.10

78,117.00
3,004.50
40.06

80,008.50
3,077.25
41.03

81,997.50
3,153.75
42.05

84,045.00
3,232.50
43,10

86,092.5¢
3,311.25
44.15

88,218.00
3,393.00
45.24

69,147.00
2,659.50
35.46

70,843.50
2,724.75
36.33

72,579.00
2,791.50
37.22

74.353.50
2,850.75
38.13

76,206.00
2,931.00
38.08

78,078.00
3,003.00
40.04

79,969.50
3,075.75
41.01

81,939.60
3,151.50
42.02

83,886.50
3,230.25
43.07

86,053.50
3,309.75
44,13

88,179.00
3,391.50
45,22

90,324.00
3.474.060
46,32

92,566.50
3,560.25
47.47

72,598.50
2,792.25
37.23

74,392.50
2.861.26
38.15

76,206.00
2,831.00
39.08

78,078.00
3,003.00
40.04

80,008.50
3,077.25
41.03

81,878.00
3,153.00
42.04

83,967.00
3,228.50
43.06

86,034.00
3,300.00
4412

88,179.00
3,391.50
45,22

80,363.00
3,475.50
46.34

92,586.00
3,661.00
47.48

94,848.00
3,648.00
48.64

97,188.00
3,738.00
49.84

76,225.50
2,931.75
39.04

78,117.00
3,004.50
40.06

80,008.50
3,077.25
41.03

81,978.00
3,153.00
42.04

84,006.00
3,231.60
43.08

86,073.00
3,310.50
44,44

88,159.50
3,380.75
45.21

90,343.50
3,474.75
468.33

92,586.00
3,561.00
47.48

94,887.00
3,649.50
48.66

97,207.50
3,738.75
49.85

99,586.50
3,830.25
51.07

102,043.50
3,024.7b
52.33
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51,

52,

53.

54,

55,

56.

§7.

58,

59.

60.

Yearly:
Biweek:

Hourly:

Yearly:

Biweek:

Hourly:

Yearly:
Biweek:
Hourly:

Yeatly:
Biweel:

Houtly:

Yearly:
Biwesk:

Haourly:

Yearly:
Biweek:
Houirly:

Yearly:
Biwesk:
Hourly:

Yearly:
Biweek:
Hourly:

Yearly:
Biweak:
Hourly:

Yeatly:
Biwesk:
Hourly:

74,587.50
2,868.75
38.25

76,420.50
2,939.25
39.18

78,282.50
3,011.25
40.15

80,242.50
3,086.25
4115

82,212.00
3,162.00
42.16

84,220.50
3,239.25
43.19

86,307.00
3,319.50
44.26

88,413.00
3,400.50
45,34

90,616.50
3,485.25
46.47

92,839.50
3,570.75
47.61

State of New Hampshire

78,234.00
3,009.0C
40.12

80,184.00
3,084,060
41.12

82,173.00
3,160.50
42,14

84,181.50
3,237.75
43.17

86,248.50
3,317.25
44.23

88,354.50
3,398.25
4531

90,558.00
3,483.00
45.44

92,761.50
3,567.75
4757

95,082.00
3,657.00
48.76

97,402.50
3,746.25
49.95

Judicial Branch

Salary Matrix
SEA NonPerDiem
Effactive: Friday, January 06, 2017

82,134.00
3,159.00
42.12

84,142.50
3,236.25
43145

86,209.50
3,315.756
44.21

88,315.50
3,396.75
45.29

90,499.50
3,480.75
46.41

92,722.50
3,566.25
47.55

95,043.00
3,655.50
48.74

97,363.50
3,744.75
49.93

99,742.50
3.836.25
51.15

102,238.50
3,932.25
52.43

86,151.00
3,313.50
44.18

88,2567.00
3,394.50
45,26

90,421,50
347775
46.37

92,664.00
3,564.00
47.52

94,945.50
3,651.75
45.69

97,305.00
3,742.50
49.90

99,703.50
3,834.75
5113

102,180.00
3,930.00
52,46

104,676.00
4,026.00
53.68

107,268.50
4,125.75
55.01

90,382.50
3,476.26
46.35

92,605.50
3,561.75
47.49

94,906.50
3,650.25
48.67

97,246.50
3,740.25
49.87

99,645.00
3,832.50
51.10

102,121.50
3,827.75
52.37

104,598.00
4,023.00
53.64

107,211.00
4,123.50
54.98

109,843.50
4,224.75
56.33

112,573.50
4,329.75
57.73

94 ,848.00
3,648.00
48,84

97,207.50
3,738.75
49.85

99,567.00
3,828.50
51.06

102,083.00
3,925.50
52.34

104,538.50
4,020.75
53.61

107,152.50
4,121.25
54.95

109,785.00
4,222.50
56.30

112,515.00
4,327.50
57.70

115,323.00
4,435.50
59.14

118,150.50
4,544.25
60.59

COLA EFF. JANUARY 6, 2017

99,586.50
3,830.25
51.07

102,063.00
3,925.50
52.34

104,539.50
4,020.75
53.61

107,172.00
4,122.00
54,96

108,765.50
4,221.75
56,28

112,515.00
4,327.50
57.70

115,284.00
4,434.00
59.12

118,150.50
4,544.25
603.59

121,085.00
4,657.50
62.10

124,059.00
4,771.50
63.62

104,558.00
4,021.50
53.62

107,172.00
4,122.00
54.96

108,765.,50
4,221.75
56.29

112,534.50
4,328.25
57.71

115,245.00
4,432,50
59.10

118,150.50
4,544.25
60.59

121,056.00
4,656.00
62.08

124,059.00
4,771.50
83.62

127,159.50
4,880.75
65.21

130,260.00
5,010.00
66.80
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New Hampshire Judicial Branch

JOB DESCRIPTION

COURT MONITOR/ASSISTANT — Regular, full-time position working in the New Hampshire
Court System, subject to the sufficient and continued funding of the Judicial Branch by the
Legislature.

DEFINITION OF WORK

Under direct supervision of the clerk of court, this position provides and petforms a variety of
services associated with the monitoring, logging and recording of testimony in a courtroom, and
maintenance of equipment. Provides extensive administrative support to assigned judicial
officer. Position processes court cases, enters and updates case data, assists and works with
the public, attorneys, law enforcement representatives and other persons having business with
the court at the counter and/or in the courtroom. May perform assigned tasks in one or more
courts andfor in the office of ohe or more clerks. Position requires honesty, integrity,
trustworthiness, accuracy, and attention to detail. Employees in this position will be required to
travel during the regular course of business, and are subject to transfer or reassignment at the
discretion of the Administrative Judge.

REPORTING LINES
The Court Monitor/Assistant reports directly to the Clerk of Court and does not supervise or

provide direction to any employees.

ESSENITAL FUNCTIONS (EXAMPLES OF WORK PERFORMED)

(Essential functions, as defined by the Americans with Disabilities Act, may include, but are
not limited to .the following tasks, knowledge, skills, and other characteristics. This list of
tasks is iflustrative only, and is not a comprehensive listing of all functions and tasks

performed by positions in this class.)

Travels to trial courts as assigned; operates and maintains various recording equipment used in
the courtroom; checks microphones, cabling, recording heads and other items required to
record testimony; monitors recording of court testimony; determines and directs changes in
microphone position; adjusts volume or recording equipment; creates and maintains logs of
proceedings; marks and preserves exhibits; maintains recordings in filing system; maintains
inventory of media, forms and other items used in court proceedings; performs basic
preveniative maintenance services.

Types and prepares court orders, memoranda, and other court-related documents as instructed;
prepares transcript excerpts as required by judicial officer. Prepares transcript estimates,
duplicate recordings and log notes of proceedings for transcription by third parties.

Performs various clerical and support tasks by direction of the clerk; assists clerk in courtroom
duties as required; frains other employees as needed.

May assume departmental responsibilities by working in the office of the clerk; processes court
cases; provides assistance to the public by responding to inquiries at the counter, by telephone
and in writing; verifies records and documents, checking for clerical and mathematical accuracy
and completeness, and processes for further action; creates new files; enters information into
the court's case management system; prepares files for judicial review; requests additional
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information from the filing or other parties; accepts and/or assists in collecting, processing, and
recording monies received/paid to the court.

Sorts, indexes, and files cases according to established procedures; enters new case dates and
updates case files as required; performs records management tasks including retrieving and
filing cases and material for use by the judge, staff, law enforcement agencies, attorneys or
other authorized personnel; provides information in compliance with state law; conducts time
standards to identify case status; identifies cases within and outside of time standards; prepares
juror lists and performs related work relative to juror questionnaires, summonses, appearances,
and payments; assists with the preparation of periodic records and statistical reports; performs
other duties as assigned or required.

KNOWLEDGE, SKILLS, AND ABILITIES
Knowledge of State of New Hampshire statutes, rules, administrative orders, policies and
procedures, applicable Federal rules and requirements.

Knowledge of the basic principles and practices of record keeping, bookkeeping, files, records
and case management.

Knowledge of court processes and legal terminology.

Skill in providing assistance and services to a variety of users of the court's services, including
using effective oral communication skills.

Skill in working under pressure handling significant problems and tasks simultaneously.

Skill in operating a computer utilizing a variety of software applications with particular
competency in ward processing.

Proficiency in the use of English grammar, spelling and composition.
Ability to edit material for grammatical, spelling and punctuation accuracy.
Ability to prepare documents using dictation equipment.

DESIRABLE EDUCATION AND EXPERIENCE
High School diploma or GED required, additional education and training preferred.

Five years of relevant, responsible court, law office, business, medical or general office clerical,
secretarial or related support experience involving public contact, working with files and records,
performing data entry or closely related responsibilities; OR,

Any equivalent combination of experience and/or education from which comparable knowledge,
skills and abilities have been achieved.

SPECIAL REQUIREMENTS
Must successfully pass a criminal background check and reference check.

Requires performance of job functions in a potentially stressful environment involving the risk of
exposure to hostile situations, infectious diseases and the possibility of extended keying or

Appendix C



writing, prolonged sitting and/or standing and the need to lift and/or carry heavy, buiky boxes,
file folders, office supplies and other equipment/materials.

DISCLAIMER STATEMENT
This position description represents general duties and is not intended to list every specific
function of this position
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COURT ASSISTANT Il (PART-TIME & FULL-TIME)

New Hampshire Judicial Branch

JOB DESCRIPTION

COURT ASSISTANT Il — Regular, full-time position working in the New Hampshire Court
System, subject to the sufficient and continued funding of the Judicial Branch by the Legislature.

DEFINITION OF WORK

This is general clerical work in the New Hampshire Court System. Work involves performing
varied clerical functions requiring the application of independent judgment and regular
application and limited interpretation of routine policies, practices, and rules. Advice and
assistance will normally be provided as requested; however most functions are performed with
minimum supervision. Positions in this class require the need for specialized knowledge of court
processes. Greater consequence of error if work is not performed accurately. Employees in this
position may be required to travel during the regular course of business, and are subject to
transfer or reassignment at the discretion of the Administrative Judge.

REPORTING LINES
This position reports to the Clerk of the Court and/or his or her designee and has no supervisory

responsibility.

ESSENTIAL FUNCTIONS (EXAMPLES OF WORK PERFORMED]
{(Any one position may not include all of the duties listed, nor do the examples cover all the
duties that may be performed.)

Opens, date stamps, sorts and distributes mail.

Checks and reviews incoming and outgoing documents for completeness and accuracy of
information; assigns general case category; and processes documents as required in
accordance with court rules.

Assigns docket numbers and records information as required in the appropriate files.

Files court records using chronological, alphabetical, and numerical filing systems.

Type notices, orders and decrees, correspondence, hearing and trial lists.

Answers telephone, prepares copies.

Prepares summonses, notices, warrants, subpoenas and similar processes; computes
applicable dates for service and return of service, affixes court seal, and prepares copies of
documents.

Operates electronic recording machine to record court proceedings.

Receives and records court revenue and may maintain and prepare other financial records and
reports as required.

Performs related work as required.
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COURT ASSISTANT Il {(PART-TIME & FULL-TIME)

DESIRABLE EDUCATION AND EXPERIENCE

Graduation from high school and two years court clerical experience; or any equivalent
combination of education and experience which provides the following knowledge, abilities and
skills:

KNOWLEDGE, SKILLS, AND ABILITIES
Knowledge of court procedures and policies, legal documents, statutes, and rules pertaining to
the court.

Knowledge of the organization, operations, functions, and scope of authority of the court or
activity to which assigned.

Knowledge of effective and efficient office practices and procedures.
Ability to understand and follow oral and written instructions.

Ability to make work decisions in accordance with laws, regulations, and policies and
procedures.

Ability to maintain a variely of records and prepare repaorts from such records.
Ability to establish and maintain effective working relationships with othars.
Skill in the operation of a computer and other standard office equipment.

SPECIAL REQUIREMENT
Must successfully pass a criminal records check

DISCLAIMER STATEMENT
This position description represents general duties and is not infended to list every specific
function of this position
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COURT ASSISTANT llf (PART-TIME & FULL-TIME)

New Hampshire Judicial Branch

JOB DESCRIPTION

COURT ASSISTANT Ill - Regular, full-time position working in the New Hampshire Court
System, subject to the sufficient and continued funding of the Judicial Branch by the Legislature.

DEFINITION OF WORK

This is full time experienced clerical work in the New Hampshire Court System. Work involves
performing a variety of clerical functions and requires exercising considerable independent
judgment. Individuals in this class recommend procedures and interpret rules and regulations.
Persons in this class are distinguished from Court Assistant Il by the need for considerable
specialized knowledge, the limited supervisory review of work, the moderate to high
consequence of error, and regular interaction with the public, bar, agencies, other courts, and
units of government. Persons in this class also have limited courtroom responsibility, signature
autherity, scheduling responsibility, and may regularly supervise up to one full-time Court
Assistant Il or have occasional supervision of more than one full time court assistant.
Employees in this position may be required to travel during the regular course of business, and
are subject to transfer or reassignment at the discretion of the Administrative Judge.

REPORTING LINES
This position will report to the Clerk of Court or his/her designee and will have limited
supervisory responsibilities over subordinate court assistants.

ESSENTIAL FUNCTIONS (EXAMPLES OF WORK PERFORMED)
(Any one position may not include all of the duties listed, nor do the examples cover all the
duties, which may be performed or supervised.)

Opens, date stamps, sorts and distributes mail.

Checks and reviews incoming and outgoing documents for completeness and accuracy of
information; assigns general case categories and processes documents as required in
accordance with the court rules.

Assigns docket numbers and records information as required in the appropriate files.

Files court records using chronological, alphabetical, and numerical filing systems; retrieves and
distributes files for court personnel, the public, and attorneys. '

Type notices, orders and decrees, correspondence, hearing and trial lists.

Answers telephone, prepares copies, and assists the public.

Prepares summonses, notices, warrants, subpoenas and similar processes; computes
applicable dates for service and return of service, affixes court seal, and prepares copies of
documents.

Operates electronic recording machine; serves as courtroom clerk as required; prepares juror

lists, and performs related work relative to questionnaires, summonses, appearances, and
payment of jurors. Schedules trials, hearings, continuances and other matters.
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COURT ASSISTANT HI (PART-TIME & FULL-TIME)

Answers inquiries and furnishes information by reviewing court records.

Performs a variety of bookkeeping functions which may include receipt and disbursement of
revenues, journal maintenance, bank reconciliation, and preparation of financial reports.

Signs court documents as required in the absence of the clerk.

Performs limited supervision of up to one full-time lower-level court assistant including
assignment of work, responding to questions, and limited training.

Performs related work as required.

DESIRABLE EDUCATION AND EXPERIENCE

Graduation from high school and five years court clerical experience; or any equivalent
combination of education and experience which provides the following knowledge, abilities and
skills:

KNOWILEDGE, SKILLS, AND ABILITIES
Considerable knowledge of court procedures and policies, legal documents laws and legal
factors pertaining to the court.

Considerable knowledge of court organization, operations, functions.

Considerabie knowledge of effective and efficient office practices and procedures.

Ability to understand and follow oral and written instructions.

Ability to make work decisions in accordance with laws, regulations, policies and procedures.
Ability to maintain a variety of complex records and prepare reports from such records.
Ability to plan, assign, and supervise the work of a subordinate employee.

Ability to express ideas concisely and clearly, orally and in writing.

Ability to establish and maintain effective working relationships with others.

Skill in the operation of a computer, typewriter and other standard office equipment.

SPECIAL REQUIREMENT:
Must successfully pass a criminal record check.

DISCLAIMER STATEMENT:
This position description represents general duties and is not intended to list every specific
function of this position.
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COURT ASSISTANT IV (PART-TIME & FULL-TIME)

New Hampshire Judicial Branch

JOB DESCRIPTION

COURT ASSISTANT IV — Regular, full-time position working in the New Hampshire Court
System, subject to the sufficient and continued funding of the Judicial Branch by the Legislature.

DEFINITICN OF WORK

This is experienced clerical and supervisory work in the New Hampshire Court System. Work
involves performing or supervising a variety of clerical functions which requires the exercise of
considerable judgment and a demonstrated ability to interpret and apply court rules and
applicable statutes and to recommend and implement improved operating procedures. Positions
in this class are distinguished from the Court Assistant Ill by supervision of two or more full-time
court assistants including assignment of work, review or work, answering routine guestions, and
training. Employees in this position may be required to travel during the regular course of
business, and are subject to transfer or reassignment at the discretion of the Administrative

Judge.

REPORTING LINES
Position reports to the Clerk of Court and has direct supervisory responsibility over multiple
subordinate court assistants.

ESSENTIAL FUNCTIONS (EXAMPLES OF WORK SUPERVISED/PERFORMED)
(Any one position may not include all of the duties listed, nor do the examples cover all of the
duties which may be supervised or performed.)

Opens, date stamps, sorts and distribute mail.

Checks and reviews incoming and outgoing documents for completeness and accuracy of
information; assigns general case categories and processes documents as required in
accordance with court rules.

Assigns docket numbers and records information as required in the appropriate files.

Files court records using chronological, alphabetical, and numerical filing systems; retrieves and
distributes files for court personnel, the public, and attorneys.

Types notices, orders and decrees, correspondence, hearing and trial lists.
Answers telephone, prepares copies and assists the public.

Prepares summonses, notices, warrants, subpoenas and similar processes; computes
applicable dates for service and return of service; affixes court seal, and prepares copies of
documents.

Operates electronic recording machine, serves as courtroom clerk as required; prepares juror
lists and performs related work relative to questionnaires, summeonses, appearances and
payment of jurors.

Schedules trials, hearings, continuances, and other matters.
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COURT ASSISTANT IV (PART-TIME & FULL-TIME)

Answers inquiries and furnishes information by reviewing court records.

Performs a variety of bookkeeping functions, which may include receipt, and dishursement of
revenues, journal maintenance, bank reconciliation, and preparation of financial reports.

Signs court documents as required in the absence of the clerk.

Performs regular supervision of two or more fuil-time lowsr-level court assistants including
assignment of work, responding to questions, and limited training.

Performs related work as required.

DESIRABLE EDUCATION AND EXPERIENCE

Graduation from high school and five years court clerical experience including experience in
supervision; or any equivalent combination of education and experience that provides the
following knowledge, abilities, and skills:

KNOWLEDGE, SKILLS, AND ABILITIES
Considerable knowledge of court procedures and policies, legal documents, laws and legal
factors pertaining to the court.

Considerable knowledge of court organization, operations and functions.
Considerable knowledge of effective and efficient office practices and procedures.

SPECIAL REQUIREMENTS
Must successfully pass a criminal records check.

DISCLAIMER STATEMENT
This position description represents general duties and is not intended to list every specific
function of this position.
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COURTROOM CLERK
New Hampshire Judicial Branch

JOB DESCRIPTION

COURTROOM CLERK — Regular, full-time position working in the New Hampshire Court System, subject to
the sufficient and continued funding of the Judicial Branch by the Legislature.

DEFINITION OF WORK

This is full-time experienced clerical work in the New Hampshire Court S8ystem. Work involves performing a
variety of courtroom related functions, which are necessary for the efficient processing of cases in the
courtroom. Individuals in this class prepare and handle all paperwork during atraignments and trials.
Responsibilities may also include scheduling, calendaring and security special/acting justices when needed.
During courtroom trials or at other times, persons in this class may perform a variety of other clerical or couit
related functions as assigned by the Clerk of Court. Courtroom Clerks of large multi-judge courts may also
train and supervise new courtroom personnel or have occasional supervision of one or more court employees
as required. Employees in this position may be required to travel during the regular course of business, and
are subject to transfer or reassignment at the discretion of the Administrative Judge or the Director of the
Administrative Office of the Courts if appropriate.

REPORTING LINES
This position reports to the Clerk of Court and has no supervisory responsibility.

ESSENTIAL FUNCTIONS (EXAMPLES OF WORK PERFORMED)
{Any one pasition may not include all of the duties listed, nor do the examples cover all the duties, which may

be performed or supervised.)

Prepare and arrange for all courtroom arraignments and trials.

Prepare arraignments and trial dockets.

Assists the judge in conducting arraignments and/or trials; sort, record and distribute paperwork as required.
Secures substitute or additional judges as needed and maintain all related records.

Trains new personnel to perform courtroom duties.
Schedules trials, hearings, continuances and other matters.

Performs other court related work as required and assigned.
DESIRABLE EDUCATION AND EXPERIENCE

Graduation from high school and five years court clerical experience; or any equivalent combination of
education and experience which provides the following knowledge, abilities and skills:

KNOWLEDGE, SKILLS, AND ABILITIES
Considerable knowledge of court procedures and policies, legal documents, laws and legal factors pertaining

to the court,

Considerable knowledge of court organization, operations, and functions.
Considerable knowledge of effective and efficient courtroom practices and procedures.

Ability to understand and follow oral and written insiructions.
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COURTROOM CLERK —
Ability to make work decisions in accordance with laws, regulations, and policies and procedures.

Ability to plan, assign and supervise the work of a subordinate employee or occasionally more than one
employee.

Ability to express ideas concisely and clearly, orally and in writing.
Ability to establish and maintain effective working relationships with others.
Skill in the operation of a computer and other standard office equipment.

SPECIAL REQUIREMENT
Must successfully pass a criminal record check

DISCLAIMER STATEMENT
This position description represents general duties and is not intended to list every specific function of this

position
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CASE MANAGER

New Hampshire Judicial Branch

JOB DESCRIPTION

CASE MANAGER — Regular, full-time position working in the New Hampshire Court System,
subject to the sufficient and continued funding of the Judicial Branch by the Legislature.

DEFINITION OF WORK

This is experienced administrative, clerical and public relations work in the New Hampshire
Court System. Work involves managing individual domestic cases with an emphasis on divorce
and parenting actions, filed in the Circuit Court to ensure that they are processed in an efficient
and timely manner. The Case Manager will provide information to pro se litigants that will help
them complete court documents and understand the judicial process particularly with respect to
child support issues. This person will assist judges and masters by ensuring that cases and
litigants are prepared for hearings as scheduled. Individual must be available to travel to other
court locations as assigned.

The Case Manager must maintain an understanding and working knowledge of the various
statutes, administrative policies, child support guidelines, and rules and procedures relating to
the Circuit Court operations. Work is performed with considerable latitude for the exercise of
independent judgment. The person in this position must maintain an effective and cooperative
working relationship with members of the legal profession, social service agency personnel,
staff, and judicial personnel.

REPORTING LINES
This position reports to the Regional Court Administrator and/or on-site supervisor and has no
employees under his/her direct supervision.

ESSENTIAL FUNCTIONS (EXAMPLES OF WORK PERFORMED)
(Any one position may not include all of the duties listed, nor do the examples cover all the

duties, which may be performed.)

Ensure that litigants receive education and assistance in the court process and in completing
documents.

Conduct in-person conferences with pro se litigants to ensure that they have completed all
necessary steps (forms) and are ready for hearings.

Foster communication between a pro se litigant and counsel representing the other litigant.

Ensure that all financial information is gathered, organized and exchanged prior to the hearing,
so that the time spent before the judge/master is used efficiently.

Schedule cases, file court documents, maintain records of court proceedings, and performs
related duties as required,

Assist judges/masters/child support referees on hearing days.

Ensure that the court is accessible to pro se litigants and all who need the services of the court;
identify cases that require judicial attention; direct litigants to mediation and other services.
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CASE MANAGER

Exercise sound independent judgment and initiative, while maintaining an effective and
cooperative working refationship with staff, judicial officers, members of the bar and other social
service agency personnei who work in the court system.

Coordinate mediation in appropriate cases and monitor progress on cases referred to
mediation. Interface with mediators for scheduling purposes and to ensure court procedures and
expectations are met.

Work with local service providers to develop community programs needed by users of the family
division.
Keep daily, weekly, andfor monthly time sheets.

Assist with child support project record keeping, data compilation, and report generation.

DESIRABLE EDUCATION AND EXPERIENCE

Bachelor's Degree, with five to ten years’ experience in a judicial setting above the entry level,
preferably in family law case processing. College training or experience in social work or
counseling is desirable.

KNOWLEDGE. SKILLS, AND ABILITIES
Thorough knowledge of court procedures, policies, legal documents, court organization,
operations and functions is required.

Thorough knowledge of the NH Child Support Guidelines, including the ability to calculate
guideline support amount.

Thorough knowledge of the procedures involved with requesting, establishing, and modifying
child support orders.

Demonstrated ability to perform work with considerable iatitude while exercising independent
judgment.

Ability to express ideas clearly and concisely, orally and in writing.

SPECIAL REQUIREMENTS
Must successfully pass a criminal records check.

DISCLAIMER STATEMENT
This position description represents general duties and is not intended to list every specific
function of this position.
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SERVICE CENTER COORDINATOR

New Hampshire Judicial Branch

JOB DESCRIPTION

SERVICE CENTER COORDINATOR — Regular, full-time position working in the New
Hampshire Court System, subject to the sufficient and continued funding of the Judicial Branch
by the Legislature.

DEFINITION OF WORK

This is experienced administrative, clerical and public relations work in the New
Hampshire Court System. Work involves providing pro se litigants, attorneys and others
with case processing information for all case types in the probate court to help them
complete court documents and understand the judicial process. The coordinator will
assist people who come to the service center and also who contact the center by
telephone or other means.

The coordinator must maintain an understanding and working knowledge of the various
statutes, administrative policies, rules and procedures relating to Court

operations. Work is performed with considerable latitude for the exercise of
independent judgment. The person in this position must maintain effective and
cooperative working relationships with members of the legal profession, social service
agency personnel, staff, judicial personnel and the general public. Travel to other courts
will be a regular requirement of the position.

REPORTING LINES
The Service Center Coordinator reports to the Register of Probate and has no employees under
hisfher direct supervision. The position is subject to transfer or reassignment at the discretion of

the Administrative Judge if appropriate.

ESSENTIAL FUNCTIONS (EXAMPLES OF WORK PERFORMED)
(Any one position may not include all of the duties listed, nor do the examples cover all the
duties that may be performed.)

Ensure that litigants and other members of the public using the center receive education
and assistance in the court process and in completing documents.

Identify training needs of those using the center and propose programs to address those
needs.

Meet with pro se litigants and others to ensure that they have completed all necessary
steps (forms) and are ready for hearings. Explain overall court process as needed.
Schedule meetings with pro se litigants and others who are referred by court personnel
in general or because of specific filing problems with documents.

Maintain informational material by updating and/or writing new materials to be used in all
probate courts, including library materials such as legal dictionary, appropriate statutes,
court rules, probate procedures and policies.

Provide notary services.

Appendix |




SERVICE CENTER COORDINATOR

Schedule cases, file court documents, maintain records of court proceedings, and
perform related duties as required,

Ensure that the court is accessible to pro se litigants and all who need the services of
the court; identify cases that require judicial attention; provide information on mediation
and other services.

Exercise sound independent judgment and initiative, while maintaining effective and
cooperative working relationships with staff, judicial personnel, members of the legal
profession, social service agency personnel who work in the court system and the
general public.

Coordinate the scheduling of pro beno attorneys to assist in the service center.
Work with local service providers to develop community programs needed by users of the
courts.

DESIRABLE EDUCATION AND EXPERIENCE
Bachelor's degree, with five to ten years’ experience in a judicial setting, preferably in probate
case processing.

KNOWLEDGE, SKILLS, AND ABILITIES
Thorough knowledge of court procedures, policies, legal documents, court organization,
operations and functions is required.

Demonstrated ability to perform work with considerable latitude while exercising
independent judgment.

Ability to express ideas clearly and concisely, both orally and in writing.
Experience dealing extensively with the public, sometimes in difficult situations.
Good computer skills required.

Bi-lingual skills beneficial.

SPECIAL REQUIREMENTS
Must successfully pass a criminal records check.

DISCLAIMER STATEMENT
This position description represents general duties and is not intended to list every specific
function of this position.
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CHILD IMPACT SPECIALIST

New Hampshire Judicial Branch

JOB DESCRIPTION

CHILD IMPACT SPECIALIST — Regular, full-time position working in the New Hampshire Court
System, subject to the sufficient and continued funding of the Judicial Branch by the Legislature.

DEFINITION OF WORK

This is a full time experienced clerical position in the New Hampshire Superior Court. Work
involves performing a variety of clerical and administrative functions and requires considerable
independent judgment. Individuals in this class recommend procedures and interpret rules and
regulations as they relate to the child impact program. Persons will have a high degree of
contact with the public, bar, other courts and agencies. Persons in this class may have some
courtroom responsibilities, signature authority and may regularly supervise one full-time CA 1.
Individuals in this position will be responsible for coordination of all procedures related to the
child impact program. Employees in this position may be required to travel during the regular
course of business, and are subject to transfer or reassignment at the discretion of the Chief
Justice of the Superior Court.

REPORTING LINES
This position reports to the Clerk of Court and has na supervisory responsibility.

ESSENTIAL FUNCTIONS (EXAMPLES OF WORK PERFORMED)
(Any one position may not include all of the duties listed, nor do the examples cover all the
duties, which may be performed or supervised.)

Opens, date stamps, sorts and distributes mail.

Checks and reviews incoming and outgoing documents for completeness and accuracy of
information as it relates to the child impact program

Records information in appropriate files and enters data in the courts computer system.
Files court records, retrieves and distributes files for the court, public and attorneys.

Training other court employees in the procedures and practices as they relate to the child
impact program in their court.

Types and sends notices, orders, correspondence and lists.

Record data and information as it relates to the child impact program, maintain monthly reports
representing cumulative data on the child impact program.

Answers telephone, prepares copies, and assists the public.
Answers inquiries and furnishes information by reviewing court records.

Performs limited supervision of up to one full-time court assistant including assignment of work,
responding to questions and limited training.

Performs related work as required.
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CHILD IMPACT SPECIALIST

DESIRABLE EDUCATION AND EXPERIENCE

Graduation from high school and five years’ court clerical experience; or any equivalent
combination of education and experience which provides the following knowledge, abilities and
skills:

KNOWLEDGE, SKILLS, AND ABILITIES
Considerable knowledge of court procedures and policies, legal documents laws and legal
factors pertaining to the court.

Considerable knowledge of court organization, operations, functions.

Considerable knowledge of effective and efficient office practices and procedures.

Ability to understand and follow oral and written instructions.

Ability to make work decisions in accordance with laws, regulations, policies and procedures.
Ability to maintain a variety of complex records and prepare reports from such records.
Ability to plan, assign, and supervise the work of a subordinate employee.

Ability to express ideas concisely and clearly, orally and in writing.

Ability to establish and maintain effective working relationships with others.

Skill in the operation of a typewriter and other standard office equipment.

SPECIAL REQUIREMENT
Must successfully pass a criminal records check

DISCLAIMER STATEMENT
This position description represents general duties and is not intended fo list every specific
function of the position.
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FAMILY DIVISION CASE MANAGER
New Hampshire Judicial Branch

JOB DESCRIPTION

FAMILY DIVISION CASE MANAGER — Regular, full-time position working in the New Hampshire Court
System, subject to the sufficient and continued funding of the Judicial Branch by the Legislature.

DEFINITION OF WORK

This is experienced administrative, clerical and public relations work in the Family Division of the New
Hampshire Court System. Work involves managing individual domestic cases with an emphasis on divorce
and parenting actions, filed in the Family Division to ensure that they are processed in an efficient and timely
manner. The Case Manager will provide information to pro se litigants that will help them complete court
documents and understand the judicial process particularly with respect to child support issues. This person
will assist judges and masters by ensuring that cases and litigants are prepared for hearings as scheduled.
Individual must be available to travel to other court locations as assigned.

The Case Manager must maintain an understanding and working knowledge of the various statutes,
administrative policies, child support guidelines, and rules and procedures relating to Family Division
operations. Work is performed with considerable latitude for the exercise of independent judgment. The
person in this position must maintain an effective and cooperative working relationship with members of the
legal profession, social service agency personnel, staff, and judicial personnel.

REPORTING LINES
This position reports to the Family Division Regional Clerk and/or on-site supervisor and has no employees

under his/her direct supervision.

ESSENTIAL JOB FUNCTIONS (EXAMPLES OF WORK PERFORMED)
(Any one position may not include all of the duties listed, nor do the examples cover all the duties, which may

be performed.)

Ensure that litigants receive education and assistance in the court process and in completing documents.

Conduct in-person conferences with pro se litigants to ensure that they have completed all necessary steps
(forms) and are ready for hearings.

Foster communication between a pro se litigant and counsel representing the other litigant.

Ensure that all financial information is gathered, organized and exchanged prior to the hearing, so that the time
spent before the judge/master is used efficiently.

Schedule cases, file court documents, maintain records of court proceedings, and performs related duties as
required.

Assist judges/masters/child support referees on hearing days.

Ensure that the court is accessible to pro se litigants and all who need the services of the court; identify cases
that require judicial attention; direct litigants to mediation and other services.

Exercise sound independent judgment and initiative, while maintaining an effective and cooperative working
relationship with staff, judicial officers, members of the bar and other social setvice agency personnel who

work in the court system.
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FAMILY DIVISION CASE MANAGER

Coordinate mediation in appropriate cases and monitor progress on cases referred to mediation. Interface with
mediators for scheduling purposes and to ensure court procedures and expectations are met.

Work with local service providers to develop community programs needed by users of the family division.
Keep daily, weekly, and/or monthly time sheets.

Assist with child support project record keeping, data compilation, and report generation.

DESIRABLE EDUCATION AND EXPERIENCE

Bachelor's Degree, with five to ten years’ experience in a judicial setting above the entry level, preferably in
family law case processing. College training or experience in social work or counseling is desirable.

KNOWLEDGE, SKILLS, AND ABILITIES
Thorough knowledge of court procedures, policies, legal documents, court organization, operations and
functions is required.

Thorough knowledge of the NH Child Support Guidelines, including the ability to calculate guideline support
amount.

Thorough knowledge of the procedures involved with requesting, establishing, and modifying child support
orders.

Demonstrated ability to perform work with considerable latitude while exercising independent judgment.
Ability to express ideas clearly and concisely, orally and in writing.

SPECIAL REQUIREMENTS
Must successfully pass a criminal records check.

DISCLAIMER STATEMENT
This position description represents general duties and is not intended to list every specific function of this
position.
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JUVENILE INTAKE OFFICER

New Hampshire Judicial Branch
JOB DESCRIPTION

JUVENILE INTAKE OFFICER- This is a full-time position in the New Hampshire Court System,
subject to sufficient and continued funding of the Judicial Branch by the Legisiature.

DEFINITION OF WORK

This is an experienced, clerical position involved in performing juvenile services exclusively.
This position requires exercising considerable independent judgment as well as performing
some clerical functions related to juvenile cases. Individuals in this class recommend
procedures and interpret rules and regulations. Positions in this class are distinguished from
Court Assistant 11l positions by the need for considerable specialized knowledge and
demonstrated expertise in the juvenile services field, by the limited supervisory review of work,
by the moderate to high consequence and significance of error, and regular interaction with
juvenile offenders, parents, the public, members of the bar, agencies, other courts, and units of
government. Persons in this class also have assigned responsibility in the juvenile courtroom,
scheduling responsibility for juvenile cases, and may supervise a full-time Court Assistant | or Il
or Secretary |l or |l or have occasional supervision of more than one full-time court employee.

REPORTING LINES
This position reports to Clerk of Court and/or his/her designee.

ESSENTIAL FUNCTIONS (EXAMPLES OF WORK PERFORMED)
(Any one position may not include all of the duties listed, nor do the examples cover alf the
duties, which may be performed.)

Schedules hearings, continuances, and other matters in juvenile cases.

Maintains and is responsible for the creation, maintenance and control of all case files, dockets
and related records in juvenile cases.

Attends juvenile court hearings and provides the court with information relative to juvenile
matters before the court.

Monitors the progress of juvenile cases and the provision of services ordered by the court.

Answers inquiries and furnishes information pertaining to juvenile matters by reviewing court
records.

Signs court documents relating to juvenile matters as required in the absence of the clerk.
Checks and reviews incoming and outgeing documents for completeness and accuracy of
information.

Assigns docket numbers and records information as required in the appropriate files.

Types notices, orders and decrees, correspondence, and hearing lists.

Files court records using chronological, alphabetical, and numerical filing systems; retrieves and

distributes files for court personnel, the public and attorneys.
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JUVENILE INTAKE OFFICER

Types notices, orders and decrees, correspondence, and hearing lists.
Answers telephone, prepares copies, and assists the public.

Prepares summonses, notices, warrants, subpoenas and similar processes; computers
applicable dates for service and return of service; affixes court seal, and prepares copies of
documents.

DESIREBALE EDUCATION AND EXPERIENCE

Graduation from high school and five years’ court or youth service experience with
demonstrated skills in dealing with juveniles; graduation from an accredited four year college
with major course work in social or youth service desirable, or any equivalent combination of
education and expetience which provides the following knowledge, abilities, and skills:

KNOWLEDGE, SKILLS, AND ABILITIES
Considerable knowledge of court procedures and policies, legal documents, laws and rules
pertaining to the court and juvenile matters.

Ability to express ideas concisely and clearly, orally and in writing.
Ability to establish and maintain effective working relationships with others.
Skill in operation of a typewriter and other standard office equipment.

SPECIAL REQUIREMENT
Must successfully pass a criminal records check.

DISCLAIMER STATEMENT
This position description represents general duties and is not intended to list every specific
function of this position.
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CALL CENTER REPRESENTATIVE | (FULL-TIME and PART-TIME)

JOB DESCRIPTION

CALL CENTER REPRESENTATIVE | - Regular, full-time position working in the New
Hampshire Court System, subject to the sufficient and continued funding of the Judicial Branch

by the Legislature.

DEFINITION OF WORK

This is experienced, administrative, telephone and computer-based work in the New
Hampshire Court System. Work involves providing answers to general and specific case
related questions to self-represented parties, attorneys and others. The Representative will
assist callers by telephone and possibly by efectronic means.

The Call Center Representative | (CCR I) must acquire and maintain an understanding and
working knowledge of court process regarding case types and administrative policies, Odyssey
case management data entry, and rules and procedures related to court operations. The CCR |
must understand the impact of attitude in handling calls professionally and must effectively deal
with distressed callers. The person in this position must maintain effective and cooperative
working relationships with members of the legal profession, social service agency personnel,
court personnel and the general public. This position requires accurate clerical data entry for call
follow-up recording purposes and may require performance of other centralized clerical
functions as needed. [ndividuals in this position may be required to travel to other locations as a
necessary requirement of the position. Individuals in this position are subject to transfer or
reassignment,

This position is distinguished from the Call Center Representative Il (CCR I1) position by the
training and coaching responsibilities of the CCR I, the amount of court experience possessed,
and the amount of knowledge of court policies, rules, procedures and forms.

REPORTING LINES
The Call Center Representative reports to the Call Center Manager and has no employees

under hisfher direct supervision.

ESSENTIAL FUNCTIONS (EXAMPLES OF WORK PERFORMED)
(Any one position may not include all of the duties listed, nor do the examples cover all the
duties which may be performed.)

Supports and provides superior telephone service by responding to questions directed to the
call center.

Works collaboratively with other call center personnel to resolve caller inquiries. Works
collaboratively with court staff to clarify information and provide information to callers.

Maintains confidentiality related to cases and parties.
Identifies and responds to priority issues raised by callers.
Uses questioning and listening skills that support effective telephone communication.

Applies elements of building positive rapport with different types of callers.
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CALL CENTER REPRESENTATIVE | (FULL-TIME and PART-TIME)

Incorporates appropriate voice skills to enhance positive telephone dialogue.
Processes calls efficiently and respectfully and in keeping with the required timeframes.

Effectively identifies calls requiring further information and facilitates transfer to local courts by
accurately summarizing callers’ inquiries for the local court staff.

Recognizes and documents trends in calls.
Maintains professional knowledge and stays current on changing forms and court procedures.

Performs various tasks and related duties, as needed, to meet goals of excellent customer
service.

Identifies local court data entry consistencies and inconsistencies which impact availability of
accurate and timely information for callers.

Enters data for call follow-up recording purposes.

Potentially sends written correspondence via email, fax, regular mail, or other forms of
communication to court users in response to inquiries.

Paosition may require performance of other centralized clerical functions as needed.
Exercises good judgment in the performance of duties.
Performs other duties as assigned.

DESIRABLE EDUCATION AND EXPERIENCE
High School diploma, with call center or customer service experience

KNOWLEDGE, SKILLS, AND EXPERIENCE

Must have excellent interpersonal, listening and customer service skills that support effective
telephone communication.

Must have excellent problem analysis and problem solving skills.

Must be able to express ideas clearly and concisely, both orally and in writing.

Must be proficient in the use of computers, web based systems, and with accessing and
directing callers to information as needed from internet websites.

Must have excellent organizational skills with the ability to prioritize and meet deadlines
effectively.

Must display time flexibility towards shifts as call center workload requirements change.

Must use an effective approach in handling telephone tasks such as call fransfers, call backs,
hold, interruptions and unintentional disconnects.

Bi-lingual skills are beneficial.
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CALL CENTER REPRESENTATIVE | (FULL-TIME and PART-TIME)

SPECIAL REQUIREMENTS
Must successfully pass a criminal record check.

DISCLAIMER STATEMENT

This position description represents general duties and is not infended to list every specific

function of this position.
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CALL CENTER REPRESENTATIVE |l

New Hampshire Judicial Branch

JOB DESCRIPTION

CALL CENTER REPRESENTATIVE ll - Regular, full-time position working in the New Hampshire Court
System, subject to the sufficient and continued funding of the Judicial Branch by the Legislature.

DEFINITION OF WORK

This is experienced, administrative, telephone and computer-based work in the New Hampshire Court System.
Work involves providing answers to general and specific case related questions to self-represented parties,
attorneys and others. The Representative will assist callers by telephone and possibly by electronic means.

The Call Center Representative Il (CCR H) must possess and maintain an understanding and working
knowiedge of court process regarding case types and administrative policies, Odyssey case
management data entry, and rules and procedures related to court operations. The CCR Il must
understand the impact of attitude in handling calls professionally and must effectively deal with
distressed callers. The CCR Il plays a key role in training and coaching Call Center Representatives.
The person in this position must maintain effective and cooperative working relationships with members
of the legal profession, social service agency personnel, court personnel and the general public. This
position requires accurate clerical data entry for call follow-up recording purposes and may require
performance of other centralized clerical functions as needed. Individuals in this position may be
required to travel to other locations as a necessary requirement of the position. Individuals in this
position are subject to fransfer or reassignment.

This position is distinguished from the Call Center Representative | (CCR 1) position by the training and
coaching responsibilities, the amount of court experience possessed, and the amount of knowledge of
court policies, rules, procedures and forms.

REPORTING LINES
The Call Center Representative reports to the Call Center Manager and has no employees under his/her direct

supervision.

ESSENTIAL FUNCTIONS (EXAMPLES OF WORK PERFORMED)
(Any one position may not include all of the duties listed, nor do the examples cover all the duties which
may be performed.)

Supports and provides superior telephone service by responding to questions directed fo the call
center.

Works collaboratively with other call center personnel to resolve caller inquiries.

Works collaboratively with court staff to clarify information and provide information to callers.
Maintains confidentiality related to cases and parties.

Identifies and responds to priority issues raised by callers.

Uses questioning and listening skills that support effective telephone communication.
Applies elements of building positive rapport with different types of callers.

Incorporates appropriate voice skills to enhance positive telephone dialogue.

Processes calls efficiently and respectfully and in keeping with the required timeframes.
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CALL CENTER REPRESENTATIVE Il

Effectively identifies calls requiring further information and facilitates transfer to local courts by
accurately summarizing callers’ inquiries for the local court staff.

Recognizes and documents trends in calls.
Maintains professional knowledge and stays current on changing forms and court procedures.
Performs various tasks and related duties, as needed, to meet goals of excellent customer service.

Identifies local court data entry consistencies and inconsistencies which impact availability of accurate
and timely information for callers.

Trains and coaches new call center representatives and new court employees as requested.
Enters data for call follow-up recording purposes

Potentially sends written correspondence via email, fax, regular mail or other forms of communication
to court users in response to inquiries.

Paosition may require petrformance of other centralized clerical functions as needed.
Exercises good judgment in the performance of duties.

Performs other duties as assighed.

DESIRABLE EDUCATION AND EXPERIENCE

High School diploma, with five years’ experience in court case processing; or any equivalent
combination of education and experience which provides the following knowledge, abilities and skills:

KNOWLEDGE, EXPERIENCE, AND ABILITIES
Must have excellent interpersonal, listening and customer service skills that support effective telephone
communication.

Must have excellent problem analysis and problem solving skills.

Must possess thorough knowledge of court procedures, policies, court organization, operations and
functions.

Must be able to express ideas clearly and concisely, both orally and in writing.
Experience dealing effectively with court users, sometimes in difficult situations, is required.

Must be proficient in the use of the Odyssey case management system, and with accessing and
directing callers to information as needed from internet websites.

Must have excellent organizational skills with the ability to prioritize and meet deadlines effectively.
Must display time flexibility towards shifts as call center workload requirements change.

Must use an effective approach in handling telephone tasks such as call transfers, call backs, hold,
interruptions and unintentional disconnects.

Bi-linqual skills are beneficial.
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CALL CENTER REPRESENTATIVE Ii

SPECIAL REQUIREMENTS
Must successiully pass a criminal record check.

DISCLAIMER STATEMENT _
This position description represents general duties and is not intended to list every specific function of this

position.
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CALL CENTER REPRESENTATIVE lll

New Hampshire Judicial Branch

JOB DESCRIPTION

CALL CENTER REPRESENTATIVE {ll - Regular, full-time position working in the New Hampshire Court
System, subject to the sufficient and continued funding of the Judicial Branch by the Legislature.

DEFINITION OF WORK

This is experienced, administrative, telephone and computer-based work in the New Hampshire Court System.
Work involves providing answers to general and specific case related questions to self-represented parties,
attorneys and others. The Representative will assist callers by telephone and possibly by electronic means.

The Call Center Representative (CCR) must possess and maintain an understanding and working
knowledge of court process regarding case types and administrative policies, Odyssey case
management data entry, rules and procedures related to court operations. The CCR must also
understand the impact of attitude in handling calls professionally and must effectively deal with
distressed callers. The person in this position must maintain effective and cooperative working
relationships with members of the legal profession, social service agency personnel, court personnel
and the general public. Position requires accurate clerical data entry for call follow-up recording
purposes. Position may require performing other centralized clerical functions as needed. Individuals
in this position may be required to travel to other locations as a necessary requirement of the position.
Individuals in this position are subject to transfer or reassignment at the discretion of the Administrative

Judge.

This position is distinguished from the Call Center Representative Il position by the amount of court
experience possessed and by the amount of knowledge of court policies, rules, procedures and forms,
particularly with regard to superior court.

REPORTING LINES

The Call Center Representative |1l reports to the Call Center Manager and has no direct supervision of
employees, however, this position will assist the Call Center Manager with the supervision of several Call
Center Representative Is and lls.

ESSENTIAL FUNCTIONS (EXAMPLES OF WORK PERFORMED)
(Any one position may not include all of the duties listed, nor do the examples cover all the duties which

may be performed.)

Serves as the subject matter expert for development of call center training and informational materials
for the public and as a resource for questions pertaining to cases in the superior court.

Works closely with the Call Center Manager, Circuit Court and Superior Court Administrators and Court
Service Representatives to maintain skills in and knowledge of superior court case types and case
processing expectations.

Suppotts and provides superior telephone service by responding to questions directed to the call
centar.

Works collaboratively with other call center personnel to resolve caller inguiries.
Works collaboratively with court staff to clarify information and provide information to callers.
Maintains confidentiality related to cases and parties.

Identifies and responds to priority issues raised by callers.
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CALL CENTER REPRESENTATIVE llI
Uses questioning and listening skills that support effective telephone communication.

Applies elements of building positive rapport with different types of callers.
Incorporates appropriate voice skills to enhance positive telephone dialogue.
Processes calls efficiently and respectfully and in keeping with the required timeframes.

Effectively identifies calls requiring further information and facilitates transfer to local courts by
accurately summarizing callers’ inquiries for the local court staff.

Recognizes and documenis frends in calls.
Maintains professional knowledge and stays current on changing forms and court procedures.
Performs various tasks and related duties, as needed, to meet goals of excellent customer service.

Identifies local court data entry consistencies and inconsistencies which impact availability of accurate
and timely information for callers.

Trains and coaches new call center representatives and new court employees as requested.
Enters data for call follow-up recording purposes

Potentially sends written correspondence via emaill, fax, regular mail, or other means of communication
to court users in response to inquiries.

Position may require performance of other centralized clerical functions as needed.
Exercises good judgment in the performance of duties.

Performs other duties as assigned.

DESIRABLE EDUCATION AND EXPERIENCE
High Schoeol diploma, with five years’ experience in court case processing.

KNOWLEDGE, SKILLS, AND ABILITIES
Must have superior court case processing experience.

Must have excelient interpersonal, listening and customer service skills that support effective telephone
communication.

Must have excellent problem analysis and problem solving skills.
Must possess thorough knowledge of court procedures, policies, court organization, operations and
functions in the superior court and be able fo train/assist other Call Center Representatives in issues

pertaining to superior court.

Must be able to prepare call center training materials and public information materials related to
superior court.

Must be able to express ideas clearly and concisely, both orally and in writing.
Experience dealing effectively with court users, somatimes in difficult situations, is required.

Must be proficient in the use of the Odyssey case management system, and with accessing and
directing callers to information as needed from internet websites.
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CALL CENTER REPRESENTATIVE 1li

Must have excellent organizational skills with the ability to prioritize and meet deadlines effectively.
Must display time flexibility towards shifts as call center workload requirements change.

Must use an effective approach to handle telephone tasks such as call transfers, call backs, hold,
interruptions and unintentional disconnects.

Bi-lingual skills are beneficial.

SPECIAL REQUIREMENT
Must successfully pass a criminal records check.

DISCLAIMER STATEMENT
This position description represents general duties and is not intended to list every specific function of this

position.
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. AMENDED CERTIFICATION

State of New Hampshire \
"PUBLEC EMPLOYEE LABOR RELATIONS BOARD

~ State Empléyees’ Association of New Hampshire, SEIU Local 1984
‘. : :
New Hampshire Judicial Branch

Case No.'G-0102-3
Decision No. 2011-281;

CERTIFICATION OF REPRESENTATIVE AND ORDER TO NEGOTIATE '

Pursuant to RSA 273-A and PELRB Decision No, 2011-280 granting the Association’s
petition for modification, the existing certification set forth in PELRB Decision No. 2011-096 is
amended; and it is hereby certified that the State Employees’ Association of NH, SEIU Local
1984 is the exclusive representative of the employees of the above named public employer, in the
unit described below, for purposes of collective negotiations and settlement of grievances.

UNIT:  All full time and part time Court Assistants (Grades II, III, and IV), Courtroom
Cletks, Case Managers, Service Center Coordinators, Child Impact Specialists,
Family Division Case Managers, Family Division Court Assistants II, Family
Division Court Assistants TII, Juvénile Intake Officers, Call Center Representatives 1,
* Call Center Representatives 11, and Call Center Representatives III.

Further, it is ordered that the above named public employer shall negotiate with the
exclusive representative named herein on terms and conditions of employment for the members
of the bargaining unit, as herein described, and shall recognize the right of such exclusive
representative to represent employees in the settlement of grievances.

November 9, 2011 L WQ
Karina A, Mozgovays, B4 (J
Yy Staff Counsel/Heating Officer
Distribution:
John 8. Krupski, Esqg.
Howard Zibel, Esq.
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" AMENDED CERTIFICATION

State of New Hampshire
PUBLIC EMPLOYEE LABOR RELATIONS BOARD

State Employees Association of New Hampshire, SEIU Local 1984
V.
New Hampshire Judicial Branch

Case No. G-0102-2
Decision No. 2011096

CERTIFICATION OF REPRESENTATIVE AND ORDER T'O NEGQTIATE

Pursuant to RSA 273-A and PELRB Decision No, 2011-095 granting the Association’s
petition for modification, the existing certification set forth in PELRB Decision No. 2009-133 is
amended; and it is hereby certified that the State Employees® Association of NH, SEIU Local
1984 is the exclusive representative of the employees of the above named public employer, in the
unit described below, for purposes of collective negotiations and settlement of grievances.

UNIT:  All full time and part time Court Assistants (Grades II, IIT and IV), Courtroom Clerks,
Case Managers, Service Center Coordinators, Child Impact Specialists, Family
Division Case Managers, Family Division Court Assistant II, Family Division Court
Assistant I, and Juvenile Intake Officer employed by the New Hampshire Judicial
Branch.

Further, it is ordered that the above named public employer shall negotiate with the
exclusive representative named herein on terms and conditions of employment for the members
of the bargaining unif, as herein described, and shall recognize the right of such exclusive
representative to represent employees in the settlement of grievances.
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State of New Hampshirve
PUBLIC EMPLOYEE LABOR RELATIONS BOARD

STATE EMFPLOYEDS ASSGCIATION GF N.H,
SEIU, IOCAL 1984

CASE NO, G-0102]
. AND DECESION NO, 2009-133

NEW HAMPSHIRE JUDICIAL BRANCH

CERTIFICATION OF REPRESENTATIVE AND ORDER TQ NEGOTIATE

Pursuant to the authority vested in the Board by the Public Employee Labor Relations
Act, (RSA 273-A) and in accordance RSA 273-A:1, XIT; 273-A:10, IX; and Pub 301,05, IT 18
HERERY CERTIFIED that the State Frployees Association of N.H., SEIU Local 1984 has been
designated and sefected by a majority of the employees of the above named public employer, in

the unit described below, as-their xepresentative for purposes of dolleetive negotiations and

seftlement of grievahces.

UNIT: All foll time Court Assistants (Grades T1, 11! and 1), Courtroom Clerks, Case
Managérs; Sarvice Center Coordinstors, .Child Impact Specialists, Family
Division Case Managers, Family Division Court Assistant Il and Family Division
Court Assisiant JIT employed by the New Hampshire Judicial Branoh

" Fugther, IT 1S ORDERED that the above nsmed public employer shall nepoftate
collestively with the exclusive representative named herein on terms gnd conditions of
smployment for the members of the bagaining unit, as herein described, and shall recognize the
right of such exclusive representative 10 represent employees in the settlement of grievances.
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: State of New Hampshire
PUBLIC EMPLOYEE LABOR RELATIONS BOARD -

State Emplovees Association, SEIU Local 1984 .
Case No, 5-0427

Petitioner

and Diacision No, 2006-050

Admimnistrative Office of the Courts

" -Respondent

LR T A

CERTIFICATION OF REPRESENTATIVE AND éRDER TO NEGOTIATE

Pursient to the authority vested in the Board by the Public ¥mployse Labor Relations
Act, (RSA 273-A) nud I accordance RSA 273-A:10 and Pub 303, 1T I8 HEREBY CERTIFIED
that the State Employees Association, SEIU Local 1984, has been designated and selected by a
majority of the employees of the above named public employer, in the unit desoribed below, as
their representative for purposes of collective negotiations and settlerment of grievances.

UNI"I‘: All fall-time court monitors/assistants em ploye_d by the Judicial Branch,

Purther, IT IS ORDERED that the above named public employer shall negotiate
collectively with the exclusive representative nemed herein on tetms mnd conditfons of
einployment for the members of the bargaining unit, as herein descrlbed, and shall recognize the
right of such exclusive representative to represent employess in the settlement of grlevances.

" DONALD B, MITCHELL, B30Q,
Exeoutive Direator '

Signed this 20" day of Marclh, 2006,

Distribution: Brad Asbury, Organizer SETU Local 1984
Howard J. Zibel, Bsq,, General Counsel

Appendix Q i







The State of Nefo Hampshire

ADMINISTRATIVE OFFICE OF THE COURTS

Two Charles Doe Drive
Concord, NH 03301

Donald D. Goodnow, Esq. (603) 271-2521
Director Fax: (603) 513-5454

eMail: aoc@courts.state.nl.ug
TTY/TDD Relay: (800) 735-2964

NH JUDICAL BRANCH
SUPPLEMENTAL SICK LEAVE

Plan

The New Hampshire Judicial Branch hereby establishes a Supplemental Sick Leave Plan
(Plan) that allows court employees to donate sick leave to a centralized account for the use of court
employees who have exhausted their own sick leave accounts.

Committee

The Judicial Branch acknowledges that there are circumstances in which court employees
may be forced to utilize all accumulated leave time as a result of serious or life-threatening illnesses,
injuries, or impairments. For those circumstances, the Judicial Branch will allow a court employee
to apply to the Supplemental Sick Leave Committee (Committee) and, once approved, the
Committee will authorize a transfer of sick leave from the Sick Leave Bank (Bank) to the sick leave

account of the employee.

The Committee shall be comprised of one representative each from the Supreme Court,
Superior Court, District Court, Probate Court, Family Division, and Administrative Office of the
Courts. The representative from the Supreme Court shall be appointed by the Chief Justice; the
representatives from the Superior Court, the District Court, the Probate Court, and Family Division
shall be appointed by the respective Administrative Judge; and the representative from the
Administrative Office of the Courts shall be appointed by the director. In addition, the Committee
shall have one representative who is a member of a judicial branch bargaining unit represented by
the State Employees’ Association of NH, SEIU Local 1984. The representative shall be appointed
by the Association’s Judicial Branch Labor Management Committee members and shall be approved
by the Chief Justice of the Supreme Court and the members of the Judicial Branch Administrative

Council.
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The members of the Committee shall appoint one member as a chairperson who shall call
meetings when necessary. The members of the Committee shall serve one-year terms and shall be
cligible for reappointment by their administrative judge. The Manager of Operations shall provide
staff to the Committee and shall not have voting rights.

Confidentiality

The members of the Committee shall maintain the confidentiality of all information
coming before them as members of the NH Judicial Branch Supplemental Sick Leave
Committee. Any breach of the duty of confidentiality shall result in removal of the offending
member from the Committee and may result in discipline under the Judicial Branch Personnel
Rules or the Collective Bargaining Agreement with the State Employees’ Association of NH,
SEIU Local 1984, as applicable. Such discipline may result in the discharge of employee from
employment by the NH Judicial Branch.

Donations to Sick Leave Bank

Any non-judicial court employee may donate accumulated sick leave to the Bank. The
employee’s intent to donate time from accumulated sick leave must be in writing and must identify
the number of hours the employee wishes to donate to the Bank. Once notified, the Manager of
Operations will compile a list of employees who wish to donate time. When the Committee has
approved an application for sick leave, the Manager of Operations will contact the donor employees
to insure that they are still willing to donate time. When willingness is confirmed, Human Resources
will transfer time from the donating employee’s sick leave account to the Bank for use by the
seriously ill or injured employee.

Application Process

Court employees applying for sick leave from the Bank may request no more then 90 days of
sick time in any one application. There is no limit on the number of times a court employee may
apply to the Committee for consideration.

The administrative authority of the requesting employee will be asked if there are any special
circumstances or conditions that should be part of the request. Additionally, the administrative
authority will be asked if thete are any accommodations that would allow the employee to remain
working or return to work earlier. The administrative authority’s recommendation shall be made
known only to those who will act upon the request.

The employee’s physician or medical practitioner will be required to fill out a form
providing information regarding the illness or injury to the Committee. The employee’s request, the
administrative authority’s recommendation, and the medical information will be forwarded to the
Committee, which will approve or deny the request in whole or in part.

The Manager of Operations shall transmit the Committee’s decision to the requesting
employee.
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A subsequent request for additional sick leave from the Bank may be forwarded from the
court employee to the Manager of Operations stating the reason(s) for the request and the amount of
additional sick leave requested following the same procedure as the initial request.

The Application

The Application for Supplemental Sick Leave is a three-step process and includes three
forms:

The first step requires the court employee, or his/her designee, to complete Part I of the
Application for Supplemental Sick Leave form.

The second step requires the administrative authority, or his/her designee, to complete
Part II of the Application for Supplemental Sick Leave.

The third step requires the efnployee’s physician or medical practitioner to complete Part
I1I of the Application for Supplemental Sick Leave providing the Committee with information
regarding the medical condition of the requesting employee.

Conditions

The Committee shall consider only those instances where the employee has a serious or
life-threatening illness, injury, impairment, or mental or physical condition. The additional sick
leave required must be for a significant period of time.

All court employees have a responsibility to prudently manage sick leave to provide for
coverage of ordinary illness and injury. The Committee may consider the past management of
sick leave time by the requesting employee when evaluating the request.

A court employee must exhaust, or expect to exhaust, all paid leave prior to receiving
supplemental sick leave. Paid leave includes sick leave, annual leave, administrative leave, bonus
days, and compensatory time.

The court employee who will use the supplemental sick leave, or the employee’s
designee, must complete the application. No third party applications or recommendations will be
considered.

Supplemental sick leave will only be granted for serious or life-threatening illnesses,
injuries, impairments, or mental or physical conditions that have caused, or are likely to cause,
the employee to take leave without pay. Supplemental sick leave will not be granted for common
or minor illnesses, injuries, impairments or physical or mental conditions.

Effective: November 1, 2001
Rev: February 23, 2016
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