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NEGOTIATIONS AGREEMENT 

BETWEEN 

PORTAGE PUBLIC SCHOOLS 

and 

PORTAGE ASSOCIATION OF EDUCATIONAL OFFICE PERSONNEL 

THIS AGREEMENT ENTERED INTO THIS by and between the 
PORTAGE PUBLIC SCHOOLS of the City of Portage, hereinafter called the "School," and the PORTAGE 
ASSOCIATION OF EDUCATIONAL OFFICE PERSONNEL, hereinafter called the "Association." 

WITNESSETH: 

WHEREAS, the School has a statutory obligation, pursuant to Act 379 of the Michigan Public Acts of 
1965, to bargain with the Association as the representative of its office personnel as set forth in Article I 
with respect to hours, wages and terms and conditions of employment, and 

In consideration of the following mutual covenants, it is hereby agreed as follows: 

ARTICLE I - RECOGNITION 

Section 1: The School ·hereby recognizes the Association as the exclusive bargaining representative as 
defined in Section 11 of Act 379, Public Acts of 1965, in regard to wages, hours and other terms and 
conditions of employment, for all full-time and regular part-time educational office personnel engaged in 
secretarial and clerical work, including switchboard operators. Excluded from this Agreement arc the 
following personnel: Secretaries to the Superintendent, Secretaries to the Assistant Superintendents, 
Secretaries to the Employee Relations Director, Payroll Clerks, Accounting Clerks or Bookkeepers in the 
Business Office and Co-op students. All personnel represented by the Association in the above-defined 
bargaining unit shall, unless otherwise indicated, hereinafter be referred to as "employee," and reference to 
female personnel shall include male personnel. 

Section 2: The School agrees not to negotiate with any educational secretaries' organization other than the 
Association for the duration of this Agreement. 

ARTICLE II - EMPLOYEES' RIGHTS 

Section I: Pursuant to Act 379 of the Public Acts of 1965, the School hereby agrees that those employees 
covered by this Agreement shall have the right freely to organize, join and support, or refrain from joining 
and supporting, the Association for the purpose of engaging in collective bargaining in regard to wages, 
hours and other terms and conditions of employment. As a duly elected body exercising governmental 
power under the law of the State of Michigan, the School agrees that it will not interfere with, restrain or 
coerce any employee in the enjoyment of any rights conferred by said Act 379; that neither the School nor 



the Association will discriminate against any employee with respect to wages, hours and other terms and 
conditions of employment by reason of membership or non-membership in the Association, participation 
in any lawful activities in connection therewith, or the institution of any grievance, complaint or proceeding 
under this Agreement. 

Section 2: The Association shall have the right to usc school building facilities for the purposL' of 
conducting non-political Association business in accordance with the policies established by the School ror 
use of such buildings. The Association may usc the inter-school mail to distribute notices of meetings and 
con·espondencc between Association officers and members. Sections of existing bulletin hoards will be 
designated for the purpose of posting Association materials. 

Section 3: The School agrees, insofar as required by law, to furnish the Association in response to 

reasonable requests, such public information which may be available concerning the financial resources of 
the school district, tentative budgetary requirements and allocations. 

Section 4: The School and the Association agree that they wil1 not discriminate against or between 
employees covered by this Agreement because of their race, creed, religion, color, national origin or ancestry, 
age, sex, marital status, handicap, height, weight and membership or non-membership in the Association. 

Section 5: An employee will have the right to review the contents of all records excluding initial references 
of the School pertaining to said employee originating after initial employment and to have a representative 
of the Association accompany him/her in such review. Other examination of an employee's files shall be 
limited to supervisory personnel. 

Section 6: The Association may request to schedule one meeting of not more than two (2) hours duration 
(including the lunch period) for employees as recognized in Article I - Recognition. The specific time 
and date of the meeting shall be subject to the approval of the School and will occur only during the 
working hours of the week following the last working day for teachers. Once the meeting is approved, 
employees who request will be permiued to attend without loss of pay. 

ARTICLE III - COMPENSATION 

Section I: The salaries of employees covered by this Agreement arc set forth in Schedule A which is 
attached hereto and incorporated in this Agreement. 

Section 2: Pay for overtime approved by the School shall be as follows: 

(a) one and one-half times the regular hourly rate for all work performed over forty ( 40) hours in 
any one week, or eight (8) hours in one day. 

(b) Work performed on a holiday will be paid at the rate of one and one-half times the regular 
hourly rate for all hours worked on the holiday. This will be in addition to the holiday pay. 

(c) Work performed on Sunday will be paid at two (2) times the normal rate. 

Section 3: If the School schedules a negotiations meeting during normal working hours, those Association 
members elected to negotiate the Agreement will not have their pay reduced because of their attendance 
in negotiations. 
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Section 4: In the event an employee transfers from one grade to another, the following method will be 
used to compute the new salary. If the procedure outlined in the following paragraphs causes the 
employee's salary to exceed the maximum step in the new grade, the employee will be placed on the 
maximum step of the new grade. 

(a) When transferring to a higher grade in Schedule "A", the employee will be placed on the step 
in the new grade which provides a minimum of a $20.00 per week increase. 

(b) An employee transferred from a position of higher pay to one of lesser pay will be transferred 
to the new position and placed on the step equivalent to the one she was on immediately 
preceding this transfer, except that if the employee was on the job less than two (2) months, 
she will be given the rate she held prior to the transfer. 

(c) If an employee is receiving a salary prior to the transfer greater than the maximum of the job 
to which she is transferring, the employee will be paid at the maximum of the new grade. In 
no case will an employee receive a salary greater than the maximum of the grade in the job 
she is performing. 

NOTE: THE ABOVE PROCEDURE IS ONLY APPLICABLE WHEN POSITION OPENINGS 
OCCUR AND JOBS ARE POSTED. 

Section 5: Employees may be paid in either twenty-two (22) or twenty-six (26) pay periods. Employees 
must notify the Employee Relations Department no later than May 30th of each year of their preference 
for the next fiscal year. Once the employee has made a selection it may not be changed again that year. 
lf the employee docs not notify the School of this choice by May 30th, the School will continue to usc 
the same pay schedule as the preceding year. Employees hired after May 30th will be paid on the basis 
of twenty-two (22) pay periods during their first (1st) year of employmen.t. 

ARTICLE IV - AGENCY SHOP 

Section l: All employees must, following the completion of their probationary period, become a member 
of the Association or pay to the Association a service charge equivalent to the dues of the Association. 
Membership in the Association is not compulsory. Employees have the right to join or not to join as they 
sec fit. Neither party shall assert any pressure or discriminate against any employee as regards such 
matters. However, it is clearly understood by the parties to this Agreement that being an Association 
member or paying the above-mentioned service charge does constitute a condition of employment except 
as to those employees covered by Section 2 of this Article. 

Section 2: Any member of the bargaining unit as of January 1, 1979, who was not a member of the 
Association or a person paying a service charge to such Association is exempt from the provisions of this 
Article. 

Section 3: The Association and the School may agree mutually that an individual employee who has 
religious objections or other valid objections to payment of the service charge to the Association need not 
be covered by the provisions of this Article. 

Section 4: The parties further recognize that there is current litigation which may result in a ruling that 
a service charge be restricted as to certain expenses for public employees. If the Supreme Court of the 
State of Michigan renders a ruling during the life of this Agreement which indicates that the service charge 



paid to the Association during the life of this Agreement is in any way excessive, then the Association 
shall immediately reimburse all affected employees pursuant to such Court decision. This reimbursement 
shall only be for the school year in which such decision is rendered, unless such decision rules otherwise. 

Section 5: The Association is responsible for notifying all employees of their responsibility to either join 
the Association or pay a service charge to the Association. Employees who have not joined till' 
Association or made arrangements for the payment of the service charge by the conclusion or tlll'ir 
probationary period (ninety days) will be notified of the provisions of this Article by registered mail with 
a copy to the School. All such employees will be given thirty (30) days to respond. 

Section 6: If an employee fails to join the Association or pay to the Association the above-menlioned 
service charge, then the Association shall request that the School terminate the employee pursuant to the 
following: 

(a) The School is to be notified by registered mail of any employee who is delinquent in this 
agency shop obligation. A copy of this notification shall also be sent to the employee. 

(b) The School will then schedule a meeting with the employee, the Employee Relations Director 
and a representative of the Association. The purpose of this meeting is to determine whether 
or not the employee is, in fact, delinquent. 

(c) If it is determined that the employee is, in fact, delinquent, the employee will be given five 
(5) calendar days to pay the service charge or make arrangements for payroll deduction to 
become current on such service charge. 

(d) At the conclusion of such five (5) day period, if it is determined that the employee is still 
delinquent, then the School shall terminate the employee for failure to comply with the 
provisions of this Article. The School shall immediately notify the Association of its action 
regarding this matter. 

Section 7: For those bargaining unit members who sign and deliver to the Employee Relations Director 
appropriate authorizations properly signed, the School will deduct the Association dues or service fees from 
their paychecks in an amount agreed upon between the parties and certified as appropriate by the treasurer 
of the Association; ·and the School shall remit the same to the treasurer of the Association. Such 
authorization will continue in effect from year to year unless withdrawn in writing between June 1 and 
September 1 of each year. Deduction shall be made on the first payday of each month for a period of nine 
(9) months beginning in October. 

Section 8: The Association agrees to defend, indemnify and save the School harmless against any and all 
claims, suits, or other forms of liability arising out of its deduction of Association dues or service fees from 
any employee's pay or in reliance on any list, notice, certification, authorization, termination, or any other 
action taken pursuant to this Article. 

ARTICLE V - HOURS OF WORK 

Section I: The normal work day shall be eight (8) hours. The normal work week shall be forty (.tO) 
hours, Monday through Friday. The specific reporting and leaving hours will be determined by each 
building principal for both full-time employees and part-time employees. 
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Section 2: All employees shall be entitled to a duty-free, uninterrupted lunch period of not less than one­
half (1/2) hour. They will not be paid for this period. 

Section 3: Employees shall have a relief break of not more than fifteen (15) minutes in the morning and 
in the afternoon. 

Section 4: Employees working on the basis of forty-eight (48) weeks will be off work two full pay 
periods in July. The balance of the work year is the same as fifty~two (52) week employees. Employees 
working on the basis 'of forty (40) weeks will begin work five (5) working days prior to the date teachers 
report and will work five (5) working days after the teachers leave at the end of the school year. 
Additional work time must be mutually agreed upon by the supervisor and the employee. 

Section 5: When the School finds it necessary to close school as a result of physical breakdown or 
climatic conditions, bargaining unit employees shall be notified by the usual means if they arc not to 
report for work. When such employees are notified that they are notto report to work, it is understood 
that if state law, rules or regulations require the School to reschedule the lost student time, that the school 
calendar will be so adjusted by the School and that such employees will be required to work said 
rescheduled days without additional compensation. 

When the School determines that bargaining unit employees will work during such "snow or act of God 
days" and the School is required to make up such lost time, then the said employees will be required to 
work such additional days on said adjusted calendar and they will receive additional compensation on a 
pro-rata basis. 

·ARTICLE VI - WORK LOADS AND ASSIGNMENTS 

Section 1: Work load and responsibilities given to employees shall be determined by the principal or 
immediate supervisor. 

Section 2: When and if the School identified duties for a new position, the School shall assign a rate of 
pay and advise the Association as to the duties and rate of pay assigned. 

ARTICLE VII - VACANCIES AND PROMOTIONS 

Section 1: Whenever any vacancy or other special opportunity in any office personnel position shall occur, 
the School shall publicize the same by posting notice of such vacancy with job duties and qualifications 
for five (5) working days in the general office of each school building and notifying the secretary of the 
Association. Vacancies occurring when school is not in session will be posted only in buildings where 
there arc fifty-two (52) week employees. 

It is the sole responsibility of the School to determine when a vacancy exists in the Bargaining Unit. 

Any temporary secretarial or clerical position of twenty hours per week or more which exists for a duration 
in excess of six weeks during the school year will become a bargaining unit position and will be posted 
as a vacancy. The school will notify the Association when any such position qualifies as a vacancy. This 
provision is not intended to apply to substitutes who are temporarily replacing absent bargaining unit 
members. 
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Section 2: Any employee may apply for such vacancy provided notification in writing is submitted to the 
Employee Relations Department within the time limit specified in Section 1. All candidates will be given 
consideration by seniority and qualifications as stated on the posting. Vacancies may be filled on a 
temporary basis until the above notice and consideration may be given. 

Within five (5) working days commencing with the day the employee reports for work in the new position, 
the Employee Relations Department will notify all employees who responded in writing to the posting 
for the vacant position that the position has been filled. 

Section 3: Substitutes may be assigned to perform the duties of educational office personnel during the 
absence of the regular employee due to reasons provided within the provisions of this Agreement. 
Bargaining unit members who arc interested in applying for additional work and/or summer work should 
submit their names to Employee Relations at the beginning of the school year. If temporary work 
becomes available the district will attempt to offer such work to bargaining unit members who arc 
qualified and available. 

ARTICLE VIII - DISCHARGE, DEMOTION AND DISCIPLINE 

Section I: It is hereby agreed that the School has the right to discipline, demote and discharge employees 
for just cause. The employee may invite an Association representative to be present during conferences 
with the employee involving discipline, demotion or discharge. 

Section 2: In cases of discipline where the offense does not warrant immediate discharge, the employee 
shall be notified of the deficiency or dissatisfaction in the work assigned and possible ways of making 
improvements. This shall be done in sufficient time so that the employee may have the opportunity to 
improve her work and overcome the criticism with which she is charged. Observation shall follow to 
ascertain whether or not progress and improvement have been made to merit continued employment. 

Section 3: Any employee other than one on probation who feels she has been subject to unjust dismissal, 
demotion or disciplinary action may question such action through the grievance procedure. 

ARTICLE IX - SEPARATION 

Section I: Any employee desiring to resign shall file a resignation letter with her supervisor at least two 
(2) weeks prior to the effective date of the termination. 

Section 2: Any employee who discontinues her services with proper notification as outlined in Section 
1 will be eligible to receive all unused and accrued vacation. 

Section 3: If an employee is terminated involuntarily, she will be paid for any unused vacation time. 

ARTICLE X - LEAVES 

Section I: Sick Leave 

(a) Each employee who is absent from duty because of personal illness (not job related) shall be 
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- - - - - - - - - - - - - - - - - - ------------------------

allowed full pay for a total of twelve (12) days per year for fifty-two (52) week, eleven days 
(11) per year for forty-eight week employees each year and ten (10) days per year for forty 
(40) week employees each year. The sick leave allowance will be credited to the employee's 
account on the first day of work of each new contract year provided the employee has resumed 
her duties; otherwise, the time will be pro-rated and credited to her account upon her return 
to work. New employees hired during the year will be given a pro-rated sick leave benefit. 

(b) If an employee has been absent from work more than five (5) consecutive days bet:ausc or 
illness ( physical or mental), the School may request that the employee have a physical 
examination from a doctor of the School's choice before being permitted to return to work. 
If an employee is absent more than ten ( 1 0) consecutive working days, the School may request 
that the employee see a physician of the School's choice to verify the need for the extended 
absence. The cost of the above examination will be paid by the School. 

(c) Each employee shall be entitled to the unused portion of each year's sick leave up to a total 
of ninety (90) days which shall be available to her in future years. Upon termination of 
employment, all accumulated sick leave benefits arc void. 

Those Educational Office Personnel currently having more than ninety (90) days of sick leave 
accumulated shall retain those days earned but shall not continue to accumulate until such 
time as they have used all days in excess of the above ninety (90) days. 

On the first day of work of each new contract year, the employee's accumulated sick leave 
account shall be credited with all unused business leave days of the previous contract year. 
This addition of unused business leave days will be added to an employee's sick leave 
accumulation even if the employee has accumulated ninety (90) such sick leave days. 

(d) Sick leave may be used during any leave-of-absence relating to pregnancy provided the 
School is in receipt of proper medical documentation. 

Section 2: Business Leave 

Each 52 week employee shall be allowed, with full pay, up to three (3) days per year for business leave. 
All other clerical employees shall be allowed, with full pay, up to two (2) days per year for business 
leave. Absences under this provision shall be necessary business reasons which cannot be handled at any 
other time than during the school day. Personal Business Leave may not be used for recreational purposes, 
job interviews, shopping trips, etc. Some examples of Personal Business Leave arc legal, medical and 
dental appointments .. . Business leave must be approved by the Superintendent or person designated prior 
to the leave date except in extreme emergency. 

Section 3: Funeral Leave 

The School shall grant an employee up to three (3) days with pay when death occurs in the immediate 
family. The immediate family shall be defined as mother, father, husband, wife, children, mother-in-law, 
father-in-law, grandparents, sister and brother. One day with pay shall be granted an employee in the 
event of the death of a son-in-law, daughter-in-law, brother-in-law or sister-in-law. Payment for 
funeral leave shall be limited to a maximum of twenty-four (24) hours of actual time lost from normally 
scheduled work during the period between the death and the day of the funeral, providing further: 

(1) that such absence shall be reported to the School on the first day 
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(2) that the absence is taken and used for the purpose of attending the funeral or other services 
customarily practiced in connection with such death, and 

(3) that the School may request such proof as it may desire for any of the above. 

Section 4: Special Leaves 

Leaves with pay and not chargeable against sick leave or business leave allowances arc as t:ollows: 

(a) Absences when an employee is called for jury duty, except the School will pay only the 
difference between the per diem rate of the employee and the amount received for jury duty. 

(b) Court appearance when the employee is called as a witness on behalf of the School. The 
School will pay only the difference bet ween the per diem rate of the employee and the amount 
received for services as a witness. This Section shall not be in effect in any case in which an 
employee brings suit against the School. 

(c) The amount of leave for illness or accident in the immediate family shall be limited to one 
(1) day per occurrence to a maximum of three (3) occurrences per year to make arrangements 
for necessary medical or nursing care. In emergency situations additional time per occurrence 
may be allowed at the discretion of the Superintendent of Schools. All additional time will 
be deducted from the employee's sick leave account. 'Immediate family' is to be defined as 
husband, mother, father and children. Leave for illness or accident in an employee's immediate 
family shall be deducted from the employee's sick leave account if such family member docs 
not reside with the employee. 

(d) A total of two (2) days with pay per year may be used for Association business. The 
Association president may divide the twp (2) days at her discretion. A request for such leave 
must be submitted to the Superintendent's Office for approval twenty-four (24) hours in 
advance of the leave date. Additional days without pay may be approved by the 
Superintendent of Schools. 

Section 5: Leaves of Absence Without Pay 

An employee on a leave of absence without pay is considered on the inactive payroll and, as such, is not 
entitled to the benefits under this contract. An employee who fails to return to work from a leave on or 
before the expiration date will be terminated. 

(a) Any employee whose personal illness extends beyond the period compensated by sick leave 
may be granted a leave of absence without pay and fringe benefits for such time as may be 
necessary for complete recovery from such illness, except the limit of such leaves shall be one 
year from the last day the employee worked. The School may require veri rication from a 
medical authority of the School's choice as to the need of the employee for such extended 
leave. 

Applications for leave of absence must be submitted in writing to the Superintendent's Office 
for approval prior to the starting date of such leave. Upon return from illness leave of 
absence, the School shall have the right to require a verification from a medical authority of 
the School's choice as to the employee's fitness to return. The cost of the above examination 
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will be paid by the School. 

(b) An employee who becomes pregnant must notify the Employee Relations Office as soon as 
her pregnancy is confirmed. She must present a physician's statement setting forth the 
anticipated date of birth and stating that she is fully capable of performing all of the duties 
and functions of · her position without jeopardy to herself or to her unborn child. With her 
doctor's permission, the employee may work in her present capacity on the same basis as any 
other employee. 

A maternity leave-of-absence shall be granted an employee upon the presentation of a 
physician's statement advising the Employee Relations Office that the employee should not 
continue to work. The employee shall be entitled to such unpaid leave-of-absence for the 
period of time as indicated by the physician's statement provided tliat such period of time docs 
not exceed sixty (60) calendar days after cessation of pregnancy. An employee seeking any 
time offas a result of pregnancy must make application for a maternity leave-of-absence 
pursuant to this sub-section. This sub-section may be coordinated with the benefits outlined 
in Article X, Section 1 (d). 

After ces~ation of pregnancy and upon presentation to the Employee Relations Office of a 
physicianjs statement indicating that the employee is physically able to return to work, the 
employee] shall be permitted to return to her former position providing that said return meets 
with the ~ollowing requirement: 

I 
i 

If the !expiration date falls during a period of time the employee does not work (summer), 
the leave will continue until the employee is asked to report to her supervisor. Failure to 

I 

repor~ as scheduled will result in termination. 
i 

A matern~ty leave of absence may be extended for an employee filling a request at least thirty 
(30) days) prior to her scheduled return date, provided that said request is accompanied by a 
physician's statement setting forth the medical necessity for such extension. Maternity leaves 
of absence may not . be extended for a period of time greater than one ( 1) year from date of 
cessation of pregnancy. 

Section 6: Any situation which might arise concerning leaves, which is not referred to in this Agreement, 
shall be left to the discretion of the Superintendent of Schools. However, such leaves shall be considered 
leaves of absence without pay. 

ARTICLE XI - RETIREMENT 

ARTICLE XII - INSURANCE 

Section l: Health Insurance 

The School will make available to all employees, whose work week is more than thirty (30) hours, and 
dependents a comprehensive hospitalization program including medical and surgical protection. Those 
employees, both fifty--two (52) week and forty (40) week, who elect to participate in the program wil1 be 
provided a subsidy equivalent to the single subscriber rate for MESSA Care I. For any employee who 
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provides a statement that no group health insurance is available to their family, a subsidy up to equivalent 
to the full family subscriber rate for MESSA Care I will be provided. The subsidy must be applied toward 
the hospitalization premium. The comprehensive hospitalization insurance program is available to part 
time employees on a prorated basis. When the subsidy is granted to new employees pursuant to Article 
XVII, Section 2 sub-paragraph (a), it shall be pro-rated for partial months of employment. 

At the beginning of the school year the School will provide the sum of $100 to each member covered by 
health insurance to defray costs of deductibles and prescriptions. 

Section 2: Tax Sheltered Annuity 

Those regular full-time employees (more than thirty (30) hours per week), both fifty-two (52) and forty 
(40) week, who elect not to participate in the hospitalization program may enroll in a tax sheltered aru1uity 
program provided by the School. The School will deposit, on behalf of the employee, seventy five 
($75.00) dollars per month into a school approved fund provided: 

(a) The employee has previously turned down the opportunity to enroll in the hospitalization 
program. 

(b) The employee has filed all necessary enrollment forms with the School's Employee Relations 
Department. The School will not be liable for any retro active payment. 

All new hires will become eligible on the first of the month following the completion of the probationary 
period provided the employee has also complied with (a) and (b) above. 

Section 3: Life Insurance 

The School will pay the premium cost to provide without charge to the employee $6,000 of term life 
insurance, including non-occupational A.D. & D. for all full-time regular employees as defined in Article 
I. All employees must be actively working at the time of enrollment in order to be eligible. Those 
employees absent during the enrollment period will become eligible upon their return to work. For 
coverage to be in force, application must be made on forms provided by the School. If an application is 
submitted after the enrollment period, the applicant must meet the conditions established by the insurance 
carrier for late enrollments. All rules and regulations established by the insurance carrier in the 
administration and application of benefits shall override the terms of this Agreement. 

Section 4: Long-Term Disability Insurance 

The School will pay the premium cost to provide a Long Term Disability program for all full-time 
Educational Office Employees and regular part-time Educational Office Employees as defined in Article 
XXII, section 1 (i), through an insured program established and selected by the School providing 509(: of 
their base salary (excluding overtime) up to a maximum of $900.00 per month. Benefits would commence 
either the 91st work day for those employees having 90 or less days of accumulated sick leave or the day 
after usc of all sick leave for those employees having more than 90 days of accumulated sick leave, and 
continue for a period not to exceed two (2) years from the commencemcnt of such program. All 
definitions and terms shall be in accordance with the master policy between the School and the insurance 
carrier. 
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Section 5: Dental Insurance 

Beginning July 1, 1.989, the District will provide fully paid Dental insurance (50-50-50) to all full time 
employees. 

ARTICLE XIII - HOLIDAYS 

Section I: The following days shall be considered paid holidays provided the employee works the day 
preceding the holiday or the day after the holiday: 

(a) New Year's DAy 
(b) Good Friday 
(c) Memorial Day 
(d) July 4th (52 week & 48 week employees only) 
(e) Labor Day 
(f) Thanksgiving Day 
(g) Day after Thanksgiving (Friday) 
(h) December 24th 
(i) Christmas Day 
U) December 31 (52 week & 48 week employees only) 

Section 2: When a holiday falls on a Saturday or Sunday, the School may, at its option, designate the 
preceding Friday or the following Monday as the holiday or grant an extra day of pay in lieu of time off. 

Section 3: Holidays that fall Monday through Friday shall be counted as hours worked in the computation 
of overtime. · 

Section 4: If the employee [forty (40) week full-time or regular part-time, Article XXII] works the last 
scheduled work day prior to and the first scheduled work day following winter recess, the employee will 
receive one day of holiday pay; This day shall not be granted if the employee is eligible for holiday pay 
in Section 1 above. 

ARTICLE XIV - VACATIONS 

Section 1: New employees on fifty-two (52) week or forty-eight (48) week assignments will be eligible 
for two (2) weeks of vacation after completing one (1) year of service with the School. 

Section 2: Employees ori fifty-two (52) week assignments will be eligible for three (3) weeks of vacation 
on July 1st of the year in which their seventh (7th) employment anniversary occurs. The employee may 
not take the third (3rd) week of vacation until after her seventh (7th) anniversary date. 

Section 3: Employees on fifty-two (52) week assignments will be eligible for four (4) weeks of vacation 
on July 1st of the year in which their fifteenth (15th) employment anniversary occurs. The employee may 
not take the fourth (4th) week of vacation until after her fifteenth (15th) anniversary date. 

Section 4: Employees on forty-eight (48) week assignments will be eligible for three (3) weeks of 
vacation after their fifteenth (]5th) anniversary date. 
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Section 5: Vacation pay will he computed on the basis of the employee's regular forty (40) hours pay at 
the time of vacation. 

Section 6: All employees must request vacation time off from their supervisor at least two (2) weeks prior 
to the start of the vacation. The School reserves the right to decline a request when in its opinion the 
employee's absence would create an undue hardship on the School. However, once approval has been 
given it will not be rescinded. 

Section 7: A fifty-two (52) or forty-eight (48) week employee on vacation during a week in which a 
holiday falls will be allowed an extra day of vacation. 

Section 8: Employees may not accumulate vacations from one year to the next. 

Section 9: Full-time employees on forty ( 40) week assignment will be eligible for one (1) week of 
vacation pay. Two (2) weeks vacation pay will be granted upon completion of ten (10) years of 
continuous employment. The vacation pay will be included in the last check paid in June. An employee 
starting with the School after school begins will receive pro-rated vacation pay upon completing the 
school year provided the employee started her employment prior to January 1. A forty (40) week 
employee with more than one (1) year of service who has worked from the first scheduled work day of 
the school year, then leaves the system after January 1, shall be eligible for pro-rated vacation pay. 

Section 10: Part-time employees (as defined in Article XXII) covered by this Agreement will be 
eligible for one (1) week of pro-rated vacation pay upon completing each school year. A part-time 
employee starting work prior to January 1 will receive a pro-rated vacation upon completing the school 
year. A part-time employee with more than one year of service who has worked from the first scheduled 
work day of the school year, then leaves the system after January l, shall be eligible for pro-rated 
vacation pay. 

Section II: If an employee on forty (40) week assignment accepts a fifty-two (52) week assignment, 
she will be given credit for service from her last date of hire for vacation purposes. 

Section 12: If an employee on a fifty-two (52) or forty-eight ( 48) week assignment transfers to a forty 
(40) week assignment, she will receive, at the conclusion of that school year, pro-rated vacation pay in 
accordance with the amount of time spent on the fifty-two (52) or forty-eight (48) week job. 

ARTICLE XV - SCHOOL'S RIGHTS CLAUSE 

Section 1: The School, on its own behalf and on behalf of the electors of the district, hereby retains and 
reserves unto itself, without limitation, all powers, rights, authority, duties and responsibilities conferred 
upon and vested in it by the laws and Constitution of the State of Michigan and of the United States 
including, but without limiting the generality of the foregoing, the right to the executive management and 
administrative control of the school system. The School retains the rights of management and control of 
School properties, facilities and the selection, direction, transfer, promotion or demotion, discipline or 
dismissal of all personnel. 

Section 2: The exercise of these powers, rights, authority, duties and responsibilities by the School and 
the adoption of such rules, regulations and policies as it may deem necessary shall be limited only by the 
specific and express terms of this Agreement. 
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ARTICLE XVI - GRIEVANCE PROCEDURE 

Section 1: A grievance is defined as an alleged violation of a specific Article or Section of this 
Agreement. 

Section 2: Nothing within this Agreement shall be construed to prevent any individual employee from 
presenting a grievance and having the grievance adjusted without intervention of the Association if the 
adjustment is not inconsistent with terms of this Agreement. 

Section 3: Procedure 

(a) Step One. An employee with a grievance shall discuss it with her immediate 
supervisor individually, together with her Association representative, or through the Association 
representative. This discussion must be held within five (5) calendar days of its occurrence, 
or said grievance shall be deemed waived by the employee, Association and the School. If a 
satisfactory settlement is not reached as a result of the above meeting, the grievance must be 
reduced to writing and submitted within five (5) working days from date of meeting to the 
supervisor for his decision. This answer must be given wi~in five (5) working days from date 
of receipt. 

(b) Step Two.· If the decision of the supervisor is unacceptable to the Association, the 
Association shall so notify the Employee Relations Director within five (5) working days 
following the rendering of the decision in Step One. At that time the Association has the right 
to request a meeting with the Superintendent of Schools to present the facts upon which the 
grievance is based, remedy or correction that is requested, and the Section or Sections of the 
Contract that have been violated. Such a meeting must be held within five (5) working days 
from date of request. 

The Superintendent's written decision must be delivered to the Association within five (5) 

working days following the meeting with the Superintendent. 

Section 4: Any grievance which remains unresolved after having .been fully processed pursuant to the 
provisions of Section 3, may be submitted to the American Arbitration Association in accordance with its 
voluntary labor arbitration rules, then existing, providing such submission and notification in writing to 
the Employee Relations Director is made within ten (10) days after the completion of the aforementioned 
grievance procedure. 

(a) The arbitrator shall have no authority to alter, supplement, enlarge, or diminish the scope or 
meaning of the Agreement, or any provisions therein, nor entertain jurisdiction of any such 
matter not provided for in this Section. 

(b) The decision of the arbitrator will be final and binding on both parties. 

Section 5: 

(a) Grievances that are not appealed within the time limit specified in each step of the grievance 
procedure shall be considered settled on the basis of the decision last rendered unless such 
time limit is extended by mutual agreement in writing by the parties involved. 

(b) If the School fails to give an answer within any time limit specified in the grievance procedure 
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(unless such time limit is extended by mutual agreement), the Association may submit the 
grievance to the next step of the grievance procedure. 

(c) The Association and the School will be required to pay all their own expenses involved in 
processing a grievance, except that in Section 4 both parties will share equally all costs 
submitted by the arbitrator in connection with the grievance. 

(d) In the administration of the grievance procedure, any financial liability to the School shall be 
limited to the amount of earnings actually lost with deductions of all sums eruned during this 
period. If an error is made in the calculation of an employee's salary, the School will be liable 
for the shortage. If an error should be made which results in overpayment to the employee, 
then the employee shall be obligated to repay the School. Such liability on the employee and 
the School shall be limited to the current school year. 

ARTICLE XVII - SENIORITY 

Section l: Seniority shall be defined as an employee's length of continuous service with the School since 
her last hiring date. "Last hiring date" shall mean the date upon which the employee first reported for 
work at the instruction of the School since which she has not quit or been discharged. No time shall be 
deducted from an employee's seniority due to absences occasioned by authorized leaves of absence. 

Section 2: All new employees will be on probation for ninety (90) calendar days, and during this period 
they will have none of the rights and privileges extended by virtue of this Agreement except those 
pertaining to the wage schedule. The School shall have the right in its sole discretion to terminate a 
probationary employee without that employee having recourse through the grievance procedure. 

(a) Upon satisfactory completion of the probationary period, each employee as defined in Article 
I and limited by Article XXII, shall be entitled to all the benefits of this contract, including 
insurance subsidy and holiday pay, which shall be computed from the most recent date of hire 
with the School. Vacation time and sick leave time shall be computed from the last date of 
employment with the School. However, if sick leave and/or business leave is taken during the 
probationary period, it will be paid at the sole discretion of the School. 

(b) Within ten (10) days days from the date of employment, the School will provide the Secretary 
of the Association with the name, employment date, classification and location of all newly 
hired bargaining unit employees. 

Section 3: The School shall present an up-to-date seniority list of all bargaining unit employees to the 
Association president by October 15th of each school year, and the following March 1st. 

Section 4: If an excluded employee (a clerical employee who is not in the bargaining unit) elects to return 
to a bargaining unit position, that employee will be given (for seniority purposes only) service from her 
most recent date of hire with a deduction of all time worked outside of the bargaining unit. 

ARTICLE XVIII - LAYOFF & RECALL 

Section I: If a full-time bargaining unit employee is laid off, that individual will have the right to recall 
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to the first available full-time position provided such position is in the same or a lesser grade than her 
former position. The laid-off employee may refuse a position two or more grades lower than her previous 
position without losii1g her right to recall except as provided for in Section 4. 

(a) In the event more than one employee is on layoff, the order of recall shaJI be based on 
seniority. 

(b) No bargaining unil employee with more than four (4) years of seniority shall be laid off as 
long as employees with less than four ( 4) years continue to be employed. 

(c) No vacancy in the bargaining unit shall be filled by a new hire unless no bargaining unit 
employee,. actively employed or on layoff, is qualified and willing to fill the vacancy. 

Section 2: If a regular part-time bargaining unit employee is laid off, that individual will have the right 
to recall to the first available regular part-time position provided such position is in the same or lesser 
grade than the former position. Regular part-time employees on lay off do not have any contractual rights 
to be recalled to any full-time position. Sub-sections (a) through (c) in Section I above shall also apply 
to recalled regular part-time employees. 

Section 3: An employee who refuses an offer of recall has no further right to recall except as provided 
in Section I. 

Section 4: Laid off employees shall retain seniority and recall rights for one (1) year from the date of 
lay off. 

ARTICLE XIX - CONTINUITY OF OPERATIONS 

Section l: The Association agrees that during the term of this Agreement and during the time that a 
successor agreement . is being negotiated, it shall not direct, instigate, participate in, encourage or support 
any interruption of work or other concerted action against the School by any Educational Office Personnel 
or any group of Educational Office Personnel. Participation in any interruption of the School program 
brought about either by the actions of the Association or of individuals or groups within the Association 
shall be cause for discipline of the participants by the School up to and including discharge. 

ARTICLE XX - MISCELLANEOUS PROVISIONS 

Section l: This Agreement shall supersede any rules, regulations or practices of the School which shall 
be contrary to or inconsistent with its terms. The provisions of the Agreement shall be incorporated into 
and be considered part of the established policies of the School. 

Section 2: Copies of this Agreement shall be made available to the President of the Association. 

Section 3: If any Article or Section of this Agreement shall be found to be contrary to existing law, this 
shall not invalidate any of the other Articles or Sections of this Agreement. 

Section 4: The Association recognizes the right of the School to require physical examinations, as 
prescribed by the S~hool, to be on file in the School personnel files. The School will assume the cost of 
all pre-employment 'physicals. 

15 



Section 5: A committee representing the Association and the School shall meet once during the school 
year upon request of the Association or the School. 

Section 6: This Agreement supersedes and cancels all previous Agreements, verbal or written or based 
on alleged past practices, between the School District and the Association and constitutes the entire 
agreement between the parties. Any amendment or agreement supplemental hereto shall not be binding 
upon either party unless executed in writing by the parties hereto. 

Section 7: Employees on fifty-two (52) week assignments shall be eligible for an additional one (_ l) 

week's pay upon the completion of ten (10) years of continuous employment. Such payment shall he 
made at the same time the forty ( 40) week employees receive their last check in June. 

ARTICLE XXI - WAIVER AGREEMENT 

Section l: The parties acknowledge that during the negotiations which resulted in this Agreement, each 
had the unlimited right and opportunity to make demands and proposals with respect to any subject or 
matter not removed by law from the area of collective bargaining and that the understandings and 
agreements arrived at by the parties after the exercise of that right and opportunity are set forth in this 
Agreement. Therefore, the School and the Association, for the life of this Agreement, each voluntarily 
agrees that the other shall not be obligated to bargain collectively with respect to any subject or matter 
referred to or covered by this Agreement and with respect to any subject or matter not specifically referred 
to or covered in this Agreement, even though such subject may not have been within the knowledge and 
contemplation of either or both of the parties at the time that they negotiated or signed this Agreement. 

ARTICLE XXII - PART-TIME EMPLOYEES 

Section l: It is hereby agreed by the parties that regular part-time educational office employees [all 
employees scheduled to work twenty (20) hours per week but less than thirty-five (35) hours per week 1 

are recognized as members of the bargaining unit. However, these part-time educational office employees 
shall only receive the following specifically enumerated benefits in this Agreement: 

(a) Pro-rated salaries. (Schedule A) 

(b) Pro-rated sick leave. (Article X, Section 1) 

(c) Pro-rated holiday pay. (Article XIII) 

(d) Pro-rated leave for illness in the family. (Article X, Section 4-C) 

(c) Pro-rated vacation payment. (Article XIV, Section 9) 

(f) Pro-rated funeral leave. (Article X, Section 3) 

(g) Recall. (Article XVII, Sections 2, 3, 4) 

(h) Pro-rated personal business leave. (Article X, Section 2) 
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(i) Pro-rated Long Term Disability Insurance. (Article XII, Section 4) 

U) Part-time employees may elect to be paid in either 22 or 26 pay periods but must comply 
with the procedure outlined in Article III, Section 5. 

Section 2: It is understood by the parties that regular part-time educational office employees must meet 
all eligibility requirements as contained in the Articles applicable to the aforementioned benefits. 

Section 3: It is further agreed by the parties that regular part-time educational office employees shall 
have the benefits enumerated in Article XVI - Grievance procedure and Article IV - Agency Shop. 

ARTICLE XXIII - DURATION OF AGREEMENT 

This Agreement shall become effective on July 1, 1992 and will remain in effect until midnight, June 30, 
1994 and will be automatically renewed for successive periods of one (1) year unless either party gives 
written notice on the other party at least sixty (60) days and not more than ninety (90) days prior to the 
expiration date of its intention to terminate this Agreement. 

On July I, 1993 the parties will enter into negotiations for the purpose of resolving base salary 
compensation for the 1993-94 school year. The salary adjustment factor shall not be less than that 
granted to members of the PEA for the 1993-94 school year. 
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P()RTAGE ASS()CIATION ()F EDUCATI()NAL OFFICE PERS()NNEL 

BY ______________________________ 

President Date 

BY ______________________________ 

Chairperson of Negotiating Comm. Date 

BY ______________________________ 

B()ARD OF EDUCATI()N 

BY ______________________________________________ 

President Date 

BY ______________________________ 

Superintendent Date 

BY ______________________~------ ________________ 

Director of Operations Date 
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SCHEDULE "A" 
ASSOCIATION OF EDUCATIONAL OFFICE 

Weekly Salaries 

Effective July 1, 1992 

STEP GRADE I GRADE II 

1 359.00 342.00 

2 376.00 358.00 

3 395.00 376.00 

4 416.00 396.00 

5 436.00 416.00 

6 461.00 440.00 

7 481.00 458.00 

10 505.00 481.00 

PERSONNEL 

GRADE III 

313.00 

328.00 

345.00 

363.00 

381.00 

400.00 

423.00 

444.00 

GRADE IV 

301.00 7.53 

316.00 7.90 

331.00 8.28 

348.00 8.70 

368.00 9.20 

388.00 9.70 

408.00 10.20 

428.00 10.70 

GRADE V 

283.00 7.08 

299.00 7.48 

311.00 7.78 

328.00 8.20 

347.00 8.68 

366.00 9.15 

0.00 0.00 

384.00 9.60 
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SCHEDULE "A" 

ASSOCIATION OF EDUCATIONAL OFFICE PERSONNEL 

Weekly Salaries 

Effective July 1, 1993 1.03 

STEP GRADE I GRADE II GRADE III GRADE IV GRADE V 

1 369.77 9.24 352.26 8.81 322.39 8.06 310.03 7.76 291.49 7.29 

2 387.28 9.68 368.74 9.22 337.84 8.45 325.48 8.14 307.97 7.70 

3 406.85 10.17 387.28 9.68 355.35 8.88 340.93 8.53 320.33 8.01 

4 428.48 10.71 407.88 10.20 373.89 9.35 358.44 8.96 337.84 8.45 

5 449.08 11.23 428.48 10.71 392.43 9.81 379.04 9.48 357.41 8.94 

6 474.83 11.87 453.20 11.33 412.00 10.30 399.64 9.99 376.98 9.42 

7 •495.43 12.39 471.74 11.79 435.69 10.89 420.24 10.51 395.52 9.89 

10 520.15 13.00 495.43 12.39 457.32 11.43 440.84 11.02 415.09 10.38 

15 535.30 13.38 509.86 12.75 470.64 11.77 453.68 11.34 
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