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FROM THE PSC PRESIDENT 
 
Dear Colleagues, 
 

College Laboratory Technicians (CLTs) are the backbone of CUNY’s science and 
technology programs. Without you, the University’s growing prominence in scientific 
fields would not be possible, nor would CUNY be able to prepare students for 
twenty-first century careers in scientific and technical specialties.  You do 
demanding, hands-on work with faculty and students on every campus. I am proud to 
represent you.   
 

CUNY’s central administration announced that 2005-15 would be “The Decade of 
Science” and called for a focus on scientific research and literacy.  With that 
emphasis, however, must come new resources for those who support scientific and 
technical work—for CLTs. The PSC has fought hard and continues to fight for that 
support.   
 

During the past decade, the union has devoted special attention to CLT salaries, 
negotiating additional salary increases for lower-paid CLTs and a substantial increase 
to the top salary step in every CLT rank.  The most recent contract also contains a 
special provision for an annual salary differential for CLTs who have earned graduate 
degrees related to their work. In addition, that contract added paid parental leave—
and made sure that CLTs were fully included.  The professional development grant 
fund won by the union for CLTs and other professional staff remains one of the few 
such programs in the country.   
 

These and other provisions achieved by the PSC have made a dramatic difference in 
professional life for hundreds of CLTs.  But there is much more to be done.  The PSC 
believes that CLT salaries should be further improved, that there should be greater 
access to promotion to Chief CLT, and that health and safety conditions at almost all 
the campuses could be upgraded.  The way to win these advances is to use our 
collective power.  We are strongest when we stand together.  I encourage you to get 
involved with your union.  
 

One way to start is by reading this booklet, written by your chapter leadership. 
Another is to go to a chapter meeting and ask how you can be part of the union’s 
power.  Whatever role you take, we are always here to help and answer your 
questions.  Call the PSC Central Office at  
212-354-1252 or visit www.psc-cuny.org.  I look forward to hearing from you. 
 
In solidarity, 
Barbara Bowen 

http://www.psc-cuny.org/
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FROM THE CHAPTER CHAIR 
 
The CLT chapter represents College Laboratory Technicians across CUNY 
campuses. CLT’s are the work force behind CUNY’s science and technology.  CLT’s 
support educational and research endeavors in the physical and biological sciences, 
the graphic and performing arts, computer science and electronic media.  CLT titles 
are tenure-bearing under the NYS Education Law, like faculty, because we share 
responsibilities for work with students that require the protection of academic 
freedom. I welcome you to review this handbook and to keep it in a safe place for 
reference. On behalf of the CLT Executive Committee and the PSC leadership, the 
chapter is pleased to reissue a newly updated handbook. 
 
Albert Sherman 
 

 

INTRODUCTION 

 
This handbook has multiple purposes: 
 

 To serve as a compendium of College Laboratory Technicians’ rights and 
responsibilities 

 
 To familiarize newly appointed CLTs with the procedures for appointment, 

reappointment, promotion and other contractual protections. 
 

 To invite CLTs to contact the chapter officers for advice and help 
 
This handbook is not an official document, but a simplified guide to your 

contractual rights under the PSC-CUNY agreement as seen by the PSC.  Do not 

be surprised if representatives of CUNY management have other interpretations 

regarding our contractual rights. 

 

The official documents to consult are the Bylaws of the Board of Trustees of CUNY, 

the Collective Bargaining Agreement between the PSC and CUNY (the contract), the 

written policies of the Board of Trustees and your college governance document.  

There are also arbitration awards and grievance decisions in which contractual rights 

and responsibilities have been delineated.   
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The contractual provisions referenced in the footnotes of this handbook refer to the 

2002-2007 contract and the Memorandum of Agreement for the period 9/20/07 to 

10/19/10. Provisions may change when changes to the contract language are 

negotiated. 

 

If you have reason to believe that your rights have been violated or that you have 

been given non-CLT responsibilities, call the PSC Central Office to speak to a CLT 

grievance counselor immediately at 212-354-1252.  Do not use this document to 

resolve your problem(s). 

 

There is a CLT e-mail list, PSC-CLT@yahoogroup.com. It allows the chapter 

leadership to communicate quickly with members.  Individuals can also post 

information that is of interest to other CLTs or ask technical questions of the group. 

 

To subscribe to the list, send an email to ajeu@hunter.cuny.edu.   

Note: you must be subscribed to the list to post messages to it. 

 

PSC-CLT is a non-monitored list that encourages discussions of any and all topics of 

importance to CLTs. 

 

This is the forum where you can express your brilliant ideas, pet peeves and critical 

analyses of CLT, PSC and CUNY issues. 

 

By the way, Internet civility will be strictly enforced! 

 

The PSC maintains a website: www.psc-cuny.org.  At this site there is much general 

information about the PSC and its activities, important documents such as the contract, 

the 2007-10 Memorandum of Agreement and side letters of agreement, Clarion (the 

PSC monthly newspaper), and links to important sites such as CUNY, NYSUT, AFT 

and related organizations. 

 

There is a CLT webpage at the PSC website: 

 http://psc-cuny.org/chapters/college-lab-technicians 

 

The best way to protect your job and yourself is to be informed and to get involved: 

 Form a CLT council on your campus. 

 Attend CLT chapter and council meetings. 

mailto:ajeu@hunter.cuny.edu
http://www.psc-cuny.org/
http://psc-cuny.org/chapters/college-lab-technicians
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 Attend PSC chapter meetings on campus. 

 Be active in CLT and PSC affairs. 

 

If you have any questions, call a CLT officer or grievance counselor. The only dumb 

question is the one not asked! 

 

 

PHONE NUMBERS 

 

PSC Central Office:  (212) 354-1252 

PSC Fax:   (212) 302-7815 

Welfare Fund:   (212) 354-5230 

Credit Union:   (212) 302-1954 

 

CONDITIONS OF WORK 

 

1. Permissible Duties 

 

Full-time CLT positions are tenure-bearing,
1
 non-teaching Instructional Staff 

positions, providing technical support in CUNY laboratories, studios, theaters and 

other technical areas.
2
 

 

Although CLTs are responsible for “housekeeping” in our areas, we are neither 

custodians nor maintenance workers.  While it may be part of CLT duties to clean a 

workbench top, it is not our job to sweep floors, erase blackboards, wash windows or 

maintain room lighting. 

 

CLTs are not secretaries and should not be asked to cover the department office.  

Proctoring of exams is a teaching function and not part of CLT duties.  If there is a 

practical laboratory exam, you may be required to set it up and be present to see that 

equipment and material function properly. 

 

CLTs should not be alone in a lab/studio with students.  In all cases, a member of the 

teaching Instructional Staff should be present. 

                                                 
1
 NYS Education Law Section §6212, Bylaws, 6.2a 

2
 Bylaws Section 11.29-31 
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2. Personnel Decisions 

 
In general, the process for reappointment and promotion of full-time CLTs parallels 
that of the teaching Instructional Staff, except that CLTs are eligible for tenure after 5 
years. While specific procedures may vary from campus to campus: 
 

 The department P & B committee recommends appointment, reappointment 
and promotion.  The Chairperson submits the recommendation to the College 
P & B.  The College P & B submits the recommendation to the President.  The 
President submits the recommendation to the CUNY Board of Trustees.  
Nothing is final until approved by the Board.

3
 

 
 There are specific requirements for promotion to Chief CLT.  If you wish to 

be promoted, write to your chairperson, stating reasons to support your 
promotion.  If your request is not presented to the P & B committee or if you 
receive a negative decision by the committee, contact your CLT Chapter 
campus representative or the CLT grievance counselor at the PSC Central 
Office for a clarification of your contractual rights. 

 
Academic employment starts in the department.  It is important that you are appointed 

to a department and not serve under a Dean or any other administrator.
4
 Decisions on 

your career are made by committees and are not the sole prerogative of one person. 

These decisions must be based on a record of performance documented through 

annual evaluations provided under the contract. 

 

 

3. Professional Evaluations 

 

Under Article 18 of the PSC/CUNY contract, the purpose of professional evaluations 

is to encourage professional improvement and to provide a basis for decisions on 

reappointment, tenure and promotions.  Preferably once each semester, but at least 

once each year, each CLT shall have an evaluation conference with the chairperson or 

supervisor designated by the appropriate Dean or President.  At the conference, the 

CLT’s total performance and professional progress shall be reviewed and discussed.  

The chairperson or designated supervisor must provide guidance, not merely read off 

                                                 
3
 Bylaws: Section 6.6, 9.7 

4
 Bylaws: Section 6.6-b 
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a list of complaints and/or deficiencies.  The evaluator must provide the CLT with an 

explanation of what actions are necessary to overcome any deficiencies.  Do not be 

offended if you are not perfect; take it as a learning experience.  A written record of 

the evaluation discussion shall be prepared by the chairperson or designated 

supervisor for placement in the employee’s personnel file.  The report must include 

items raised by the employee and reflect the discussion that occurred.  A copy must 

be given to the employee within 10 working days of the conference.
5
  The report 

should be given to you to read and initial and then placed in your personal personnel 

file.  Initialing the report does not indicate your approval, only that you’ve seen it.  

Take careful note of the evaluator’s suggestions.  You should be in a position at the 

next conference to show that any deficiencies have been corrected.  Also, the CLT 

has the right to raise any issue he or she thinks is pertinent at the evaluation 

conference. 

 

4. Personnel Files
6
 

 
The college or unit must maintain two files comprising the personnel files for each 
employee.  One is the personal file and the other is the administrative file. 
 
The personal file may contain: 
 
 Personnel information 
 

Information relating to the employee’s academic and professional 
accomplishments 

 
Records generated by the college or unit 
 
Memoranda of discussions with the employee relating to evaluations of the 
employee’s professional performance 

 
A CLT may place any document in the file related to his or her academic or 

professional performance. 

 

No materials shall be placed in the personal file until the employee has been given 

the opportunity to read the contents and to attach any comments he or she may desire.  

                                                 
5
 Contract: 18.3b 

6
 Contract: Article 19 
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Each document placed in the file shall be initialed and dated by the employee as 

evidence of his/her having read the document.  Initialing does not constitute approval 

of the contents of the document.  If a CLT refuses to initial a document after having 

been given the opportunity to read it, a statement to that effect shall be attached to the 

document before it is placed in the file. 

 

Your personal file shall be available for examination at your request. It is suggested 

that CLTs examine their personal file every year to verify its accuracy.  If you find 

any document that has been placed in the file without your prior knowledge, do not 

initial it.  Contact a CLT grievance counselor at the PSC for advice on how to 

proceed. 

 

The administrative file shall contain only materials requested by the college or unit or 

supplied by the CLT in connection with the employee’s employment, promotion or 

tenure and shall only be available to individuals or committees responsible for review 

and recommendation of the employee for appointment, reappointment, promotion or 

tenure. 

 

SALARY AND RELATED 

 

5. Salary Schedules 

 

 For full-time and adjunct CLT titles are in Article 24 of the contract and on the PSC 

website at www.psc-cuny.org/our-contracts/article-24-salary-schedules. 

 

 

6. Salary Differentials  for CLTs with Advanced Degrees 

 

Effective March 19, 2010, all full-time CLTs, Senior CLTs and Chief CLTs who hold 

a master’s degree from an accredited university in a field related to their job duties 

shall receive a $1,000 annual salary differential.  All full-time CLTs, Senior CLTs 

and Chief CLTs who hold a doctoral degree from an accredited university in a field 

related to their job duties shall receive a $2,500 annual salary differential.  The 

differential becomes a permanent part of the CLT’s base salary as long as he or she 

remains in a full-time title in the CLT series. 

 

http://www.psc-cuny.org/our-contracts/article-24-salary-schedules
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7. HEO-CLT Professional Development Fund
7
 

 

Full-time and adjunct CLTs who are working at least 10 hours per week (and have 

worked 10 or more hours per week for four consecutive semesters [not including 

summers] immediately preceding the semester in which application is made) are 

eligible to apply for a professional development grant of up to $3,000.  Applications 

are screened by a committee of HEOs and CLTs appointed by the PSC.  The 

decisions of the committee are final.  Much more information and applications are 

available at the PSC website: www.psc-cuny.org/our-benefits/heo-clt  

 

TIME AND LEAVE 

 

8. Work Schedule 

 
Full-time CLTs are required to work a 35-hour week as assigned.  Management has the 
right to set your work schedule, but you have certain contractual rights: 
 

 The work week is to be scheduled in not more than 5 days in any week totaling 
35 hours, i.e., you cannot be scheduled for 35 hours in six days.

8
 

 
 The hours you are scheduled to work in any one day must be consecutive. For 

example, 9:00 AM to 1:00 PM and 5:00 PM to 8:00 PM (“split” schedule) is not 
permissible.

9
 

 
 Persons appointed after August 31, 1973 may be scheduled to cover evening 

courses as part of their regular schedule, for example 2:00 PM to 10:00 PM with 
1 hour for a dinner break.  Anyone appointed prior to September 1, 1973 cannot 
be compelled to work evenings as part of their regular schedule, unless the 
original schedule included an evening assignment.

10
 

 
 If you are required to work extra hours some days, the total hours for the week 

must not exceed 35.  Time worked over 35 hours per week should be 
compensated at the overtime rate.  Overtime work must be pre-approved by the 
supervisor.

11
 

                                                 
7
 Contract: Article 33.5 and Appendix C 

8
 Contract: Article 15.4-b 

9
 Contract: Article 15.4-d 

10
 Letter of Agreement, 1977 

11
 Contract: Article 24-Assigned Overtime Rates 

http://www.psc-cuny.org/our-benefits/heo-clt
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 If your work schedule is changed, management is required first to consult with 

you and the PSC.  For example, if you are assigned to evening classes, but have 
a prior commitment on Tuesday evenings, every effort must be made to 
accommodate your obligations.

12
 

 
 If you are assigned to a non-air-conditioned work area, you may leave one hour 

earlier than scheduled, from the Monday following commencement through 
August 29.  A work area is considered non-air-conditioned when the normal air-
conditioning is not functioning.

13
 If the area temperature exceeds 85˚F, that area 

is considered non-air-conditioned.
14

 
 

9. Sick Leave 

 
Full-time CLTs are entitled to 20 calendar days per year sick leave.  This is accrued at 
the rate of 1 day, 4 hours and 40 minutes per month.  You may accumulate sick leave 
up to 160 calendar days.

15
 

 
 If you are sick, you must notify your chairperson as soon as possible, 

explaining the nature of your absence and your estimated date of return.
16

 
 

 You are entitled to use up to 3 of accrued sick leave days per year for the care 
of an ill family member, consistent with applicable rules and procedures. 

 
 If you are out more than 5 consecutive days, you may be required upon your 

return to provide a medical note to substantiate your illness.
17

 
 

 If the college has reason to believe sick leave is being abused, they may have 
a basis to require documentation for less than 5 days.  For example, if you are 
out every Friday, you may be required to provide medical documentation for 
your illness.

18
 

 

                                                 
12

 Arbitration Decisions: Levy, Taylor 
13

 Contract: Article 15.4b 
14

 Board of Trustees Directive, 1979 
15

 Contract: Article 16.2 
16

 Contract: Article 16.3-e 
17

 Bylaws: Section 13.2-j 
18

 Arbitration Decision, PSC vs CUNY (snow emergency), 1996 
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 If you are out more than 30 consecutive days you are required to provide 

medical documentation from your physician explaining the nature of your 

illness and certifying that you are capable of returning to work.
19

 

  

Adjunct CLTs, including full-time CLTs on multiple position assignments, are 

entitled to leave for illness, religious observance, death in the immediate family or 

other personal emergencies with pay for up to 1/15 of the total number of hours 

assigned in a semester. Requests for leaves should be made in advance, where 

possible, in writing to the department chairperson or supervisor.  The reason must be 

satisfactory to the chairperson or supervisor. 

 

10.  Annual Leave 

 

Annual leave for full-time CLTs is accrued at various rates depending on when you 

were hired and length of service.  Annual leave accrual varies from 15 to 25 days per 

year.
20

 

 

CLTs, in most cases, can accumulate up to 45 days of annual leave.  There may be 

individual exceptions, which should be clarified by consulting with a CLT grievance 

counselor. Annual leave is scheduled jointly by the department and the CLT.
21

 

 

11.  Paid Parental Leave 

 

Full-time CLTs are eligible for up to 8 weeks of paid parental leave upon the birth or 

adoption of a child.  More information is available on the PSC website 

 www.psc-cuny.org  and at your college HR office where you must provide notice at 

least 90 calendar days prior to the date of the birth or adoption. 

 

12.  Sabbatical Leave 

 

Full-time CLTs are entitled to apply for sabbatical leaves (Fellowship Awards) on the 

same basis as teaching instructional staff.
22

 

                                                 
19

 Contract: Article 16.3-f 
20

 Contract: Article 14.3-c, 14.4 
21

 Contract: Article 14.9-a1 
22

 Bylaws: Section 13.1 

http://www.psc-cuny.org/
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13.  Travia Leave 

 

Full-time CLTs are eligible for Travia leave at retirement based on accumulated sick 

leave, which can be used after all annual leave is taken or paid out.
23

 

 

COMPLAINTS, GRIEVANCES AND ARBITRATION 

 

The preceding sections present your rights as stated in the contract, Bylaws, State 

Education Law and other binding documents.  Your rights are protected by enforcing 

the contract through its grievance provisions. 

 

Article 20 of the contract establishes complaint, grievance and arbitration procedures 

in the event that you or the PSC perceives a violation(s) of your rights.  You should 

become familiar with the provisions of this article. 

 

“Timeliness” is very important in the grievance process.  For instance, you have thirty 

(30) working days, excluding Saturdays, Sundays and legal holidays, from the time 

you become aware of the violation to file a grievance.  If you delay, the grievance can 

be denied simply on the basis of timeliness rather than on the substance of the 

grievance. 

 

“Documentation” is also important.  An otherwise meritorious case may be denied if 

sufficient documentation is not presented.  You are urged to contact a PSC grievance 

counselor as soon as you become aware that your rights have been violated. 

 
The agreement between the PSC and CUNY distinguishes between a complaint and a 
grievance: 
 
• Complaint — “an informal claim by an employee of the bargaining unit, or 

by the PSC of improper, unfair, arbitrary or discriminatory treatment.”  A 
complaint may or may not be grievable. 

 
• Grievance — “an allegation by an employee or the PSC that there has been: 

(1) a breach, misinterpretation or improper application of a term of this 
agreement; or 

                                                 
23

 New York State Education Law: §3107, bylaws: Section 13.3 
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(2) an arbitrary or discriminatory application of or a failure to act pursuant to 

the Bylaws and written policies of the Board related to the terms and 
conditions of employment. 

 
Article 20.4 of the contract enumerates the three steps of the grievance  

mechanism: 
 

• Step One (1) — The College or local level.  The grievance is filed with and 

presented to the College President’s designee. 
 

• Step Two (2) — The University level.  The grievance is filed with and 

 presented to the Chancellor’s designee. 
 

 • Step Three (3) — Arbitration.  The grievance is presented to an impartial 

arbitrator from the American Arbitration Association retained jointly by labor 

and management.  The arbitrator’s ruling is binding and precedent setting. 

 

Article 39 of the collective bargaining agreement permits the union to file grievances 

concerning alleged violations of health and safety standards established under the 

Occupational Safety and Health Act of 1970.  A university-wide labor/management 

committee on health and safety also works cooperatively to resolve hazardous 

conditions. 

Your best protection against violations of your contractual rights is accurate 

knowledge of grievance basics (especially what constitutes a violation) and quick 

communication with a grievance counselor. 


