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A~Ee£NT 

I THIS AGREEMENT ENTERED INTO THIS 1st DAY OF OCTqBER, 1991, between the BOARD OF 

I 
EOUCAT ION OF THE R(XYIEO CXM1JN I TV SO-iOOl. 0 I STRICT, MAC018 AND OAKLAND OOJNT I ES, 
MIOiiGAN, hereinafter referred to as the "Errployer" and LOCAL UNION #2614, 
affi 1iated with Michigan Counci 1 #25, Mlerican Federation of State, County and 
tt..tnicipal Errployees, AFL-ciO, all of whOn are hereinafter referred to as the 
"Union". 

I A sound educational progran as affects the best interests of the children of 
the cxmrunity is the primary objective . . The Errployer and the Union m..atually 
agree to provide the best possible education for the children of the school 

I district. To this end the Errployer and the Union dedicate their efforts. 

The purpose of this Agreement is to set forth tenms and conditions of 

I E!nl)loyment, and to pranote orderly and peaceful labor relations for the nutual 
interests of the Employer and Employees. 

The E'nllloyer and the Union encourage to the fullest degree friendly and

I cooperative relations between the respective representatives at all levels and 
&TOng a 11 Errp 1oyees . 

I SECT ION 1 : MANA<EMENT Is R I GfTS 

I 
A. It is express 1y agreed that a 11 rights and prerogatives, which ordinar i 1y 

vest in and have been exercised by the Board shall continue to vest 
exclusively in and be exercised exclusively by the Board without prior 
negotiations with the Union either as to taking the action t.nder such 
rights or with respect to the conaequence of such act ion during the tenn

I of this Agreement, except those which are c 1ear1y and express1y 
relinquished herein by the Board. : Such rights shall include, by way of 
illustration and not by way of 1imitation, the right to: 

I 
I 1. Continue its rights, policies, and practices of assigrment and 

direction of its personnel, :detenmine the number of personnel and 
schedul in~ of all the foregc;>ing. 

2. The right to estab1ish, rmcti fy or change any work or business or 
school hours or days. 

I 
I 3. The right to direct the working forces, including the right to 

hire, prarote, transfer, discipline and/or reassign ~loyees, 
assign work or duties to Brployees, determine the size of the work 
force and to lay off Enl:>loyees. 

4. Detenni ne the services, supP1ies and equ ipnent necessary to 

I 
I continue its operation and to detennine all methods and means of 

distributing, dissaninating and/or selling its services, methods, · 
schedules, and standards of :operation, the means, methods, and 
processes of carrying on the work. 

5. Adopt rules and regulations-

I i 

6. Detenmine the qualifications of Employees. 

7. Detennine the number and location or relocation of its faci 1ities,I 



I 

I 
I including the establ ist'ment or relocations of new schools, 

buildings, departments, divisions or subdivisions thereof and the 
relocation or closing of offices, departments, divisions or 
subdivisions, buildings or other facilities. 

8. Detenmine the placement of operations, production, service,

I rna intenance or d i str ibut ion of work, and the source of materia1s 
and supplies. 

I B. The policy making functions rest exclusively with the Board. 

SECTION 2: RE~ITION 

I Pursuant to and in accordance with all applicable provisions of Act 336 of 
1947, as anended by Act 379 of 1965, the Errployer hereby recognizes the Union 
as the exclusive representative for the purpose of collective bargaining in

I respect to rates of pay, wages, hours of EJ'T1)1oyment or other conditions of 
emplo~t for the tenm of this Agreement of all Employees of the Employer 
included in the following bargaining unit: eustoclians, bus drivers, cafeteria 

I persOf"V'le1 , inc1 ud i ng cashiers, and maintenance perSOf"V'le1 , inc1 ud i ng mechanics. 
All tarporary Employees, substitutes and supervisory personnel are excluded. 

I SECTION 3: UNION SEa.JRJTY 

To the extent that the laws of the Sta~~ of Michigan permit, it is agreed that: 

I A. Employees covered by this Agr~t shall be required as a condition of 
continued emplo~t: 

I 1. To becane rnerfi)ers of the Union or remain rnerfi)ers of U"'aion if they· 
are already members. 

2. or to pay an anount equivalent 'to the fees and dues to the union as

I a service fee. · 

I 
B. Newly hired, transferred or rehired Errployees shall, as a condition of 

errployment, select one of the options as described in A. at the end of 
their probationary period. 

I c. An Elll:>loyee who shall t~ an initiation fee (if not already a member) 

I 
and the periodic dues unifonnly required as a condition of acquiring or 
retaining membership, shall bed~ to meet the conditions of this 
section. CUrrent Employees who dO not wish to becxme marbers of the 
Union shall not be required to pay the initiation fee. 

D. lndamification - The Union wi 11 Protect and save harmless the Employer 
fran any and a 11 claims, dsnands, !suits and other fonns of 1iabi 1ity byI reason of act ion taken or not tak*' by the Errployer for the purpose of 
complying with this section of th$ Agreement. 

I 
I 
I 
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SECTION 4: UNION DUES 

I 
I 
I 
I 
I 
I ' 
I 
I 
I 
I. 
I 
I 
I 
I 
I 
I 

A. 

B. 

c. 

D. 

E. 

F. 

G. 

The El'll)1oyer agrees to deduct fran the wages of any E:rl'1) 1oyee who is a 
merri:>er of the Union a people deduction as provided for in a written 
authorization. Such authorization must be executed by the Employee and 
may be revoked by the Employee once during any fiscal year, giving 
written notice to both the Employ.. and the Union. The Employer agrees 
to remit any deductions made pursuant to this statement showing the name 
of each Errployee fran whose pay such deductions have been made and the 
arount deducted during the period covered by the remittance. 

During the 1ife of this Agreement: and in accordance with the tenns of the 
fonn of authorization of check-off dues as set forth in Schedule A, which 
is attached hereto and made a part hereof, and to the extent the laws of 
the State of Michigan pennit, the, Employer agrees to deduct union 
merrbership dues and service fees fran the pay of each Eirployee for whan 
it has on fi .le an authorization for check-off of dues fonn. 

Deductions shall be made only in .ccordance with the provisions of said 
authorization for check-off of du•s together with the provisions of this 
Agreement. The Errployer shall haye no responsibi 1ity for collection of 
any other assessment or deduction$ in accordance with this provision. 

Delivery of Executed Aytborizatiob of Oleck-Qff form. A properly 
executed copy of such authorizat ipn for check-off of dues or service fees 
fonn for each Union Errp loyee for Whan ms'fi)ersh ip dues or service fees are 
to be deducted hereunder sha11 be:de1ivered to the Errp loyer before any 
payroll deductions are made. DedUctions shall be made threaftr only 
under authorization for check-offi of dues and service fees forms which 
have been properly executed and are in effect. Any such fonn which the 
9'11lloyer discovers is incarplete br in error· will be returned to the 
Loca 1 Union F inanc i a 1 Secretary by the Enl)1oyer. 

When Deductions Begin. Oleck-off deductions under all properly executed 
authorization for check-off of dues and service fees fonns shall becane 
effective at the time the application is tendered to the ~loyr and 
sha11 be deducted fran the second (2nd) pay of the month and •ch rmnth 
thereafter. 

Delivery of Additional Check-off Fgrnw. The ~ion will provide to the 
~loyer any additional signed authorization for check-off of dues and 
service fees forms under which lk\ion ms'fi)ership dues and srviee fees are 
to be deducted. · 

Refunds. In cases where a deduet,ion is made that duplicates a pa)ftWlt 
that an fJll)loyee has already mad• to the lk\ion, or where a deduction is 
not in confonnity with the provisions of the Union o:nstitution and By­
laws, refunds to the Errployee wilp be rrede by the Local Union. 

Remittance of Dues to Einanc;ial officer. Deductions for any calendar 
rronth shall be remitted to the Financial Officer of the Local Union as 
soon as possible after the tenth .(10th) day of the following rmnth. The 
fnl)loyer sha11 furnish the designated Financia1 Officer of the Loca1 

I 
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I 
I Union monthly with a list of those for whom the Union has submitted 

signed authorization for check-off of dues and service fees forms 
but for whan no deductions have been made. 

H. Termination of Check-Off. Any authorization for check-off deduction 
which has been duly executed and delivered to the E'rf1Jloyer shall be

I irrevocable for the duration of this Agreement and may be revoked as of 

I 
the expiration of this Agreement only by written notice given to the 
E'rf1J loyer by the E'rr1:>1oyee at least thirty (30) days prior to the 
expiration of this Agreement. 

I. Disputes Qoncernins Check:Off. ~Y dispute between t~e Union and the 
E'rf1J 1oyer which may arise as to whether or not an Er'J1) 1oyee proper 1y

I executed or properly revoked an authorization for check-off of dues fonm 

I 
shall be reviewed with the Employee by a representative of the Employer. 
Until the matter is disposed of, no further deductions shall be made. 
The Errp loyer assunes no 1iabi 1ity . for the authenticity, execution or 
revocation of the Authorization fenm. 

I J. Limit of Enp loyer 's L iabi 1ity. The Union wi 11 protect and save harmless 
the Errployer fran any and all claims, danands, suits and other forms of 
1iabi 1ity by reason of action tak~n or not taken by the Errployer for the 
purpose of complying with Section 4 of this Agreement . 

I SECT ION 5: REPRESENTAT ION 

A. The nliTber of representation dist~icts in the unit shal 1 be the presentI 
, 

nurber 1 Un1eSS the nurber iS increased or decreased by agreement between 
the Errployer and the Union. 

I B. It is recognized that the principle of proportional representation which 
reflects the increase or decrease in the work force is a sound and 
sens ib 1 e basis for irrp1ement i ng this section of the Agreement.

I SECT ION 6: SUPPLEMENTAL AGREEMENTS 

I A11 supp 1 ementa 1 agreements, if any, sha11 be subject to the approva1 of the 
~loyer and the Union. 

I SECT ION 7: <131 EVANCE PROCEQUBE 

I 
A grievance sha11 mean a ca'l)l a i nt by an Ei1l) 1oyee or group of Er\1)1oyees based 
on an alleged violation, misinterpretation or misapplication of any provisions 
of this Agreement. · 

Invest1gat ion of <.t- i evance 

I The local Union President or the grievance designee may request time through 
the Assistant Superintendent for Hunan Resources to investigate and/or process 
a grievance. This released time, if approved, wi 11 be without loss of time or

I pay in perfonming the investigation. 

I 
I 
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Time Limits 

I Time limits as shown herein may be extended by mutual consent by both parties. 
Any requests made for extension of time must be in writing. 

I Procedure 
i 

I 
Any grievance or dispute which may aris~ between the parties to this 
Agreement concerning the application, ,...aning or interpretation of this 
Agreement shall be settled in the following manner: 

I ~ iavances sha11 be deemed i nva 1 i d and barred if not presented at Step 1 . 

I 
Step 1 -Within ten (10) working days o+ 

l 

the occurrence of the cause for 
complaint, the Employee shall disduss the matter infonmally with 
the Errployee' s inmediate supervisOr. A steward may acca\l)any the 
Errployee. All Errployees shall be offered Union representation 
prior to any disciplinary action by the Employer. 

I Step 2- If the grievance is not resolv~ infonmally, it shall within five (5) 
working days be reduced to writin~ and given to the ErTp 1oyee' s 
inmed i ate supervisor. The imned iate supervisor sha11 render the

I decision in writing within five (5) working days and give a copy of 
the decision to the Superintendent or the Super intendant's Designee 
and to the steward and the gr i ev8J1t. 

i 

I 
I Step 3 - I f the grievance is not reso1v~ at Step 2, the steward sha11 f i 1 e 

written appea 1 with the Superinter\dent or Designee within five (5) 
working days after the steward's receipt of the immediate 
supervisor 's answer. Within not ~"here than five (5) working days, 

·the Superintendent or Designee sha11 revi f!NI the grievance and 
render a decision in writing and give a copy of this decision to

I the steward and the grievant. 

Step 4 - 1f the grievance remains unsettled, it nw.y be presented within five 
(5) working days in writing to th• Board of Education through the 

I 
I Superintendent. Prior to the Boar.d' s next regular or appropriate 

spec i a 1 meeting, the Super inta'ldeot or Designee wi 11 meet with the 
Union representatives in a fina1 attfl11)t to settle the grievance. If 
this atterrpt is unsuccessful, the ;lJnion and the Erfllloyr shall 
present their argunents to the Board at its next regular or 
appropriate special meeting. A wrj'itten decision shall be r.,dred

I within fifteen (15) working days following said meeting, and notice 
of said decision shall be given tc) the affected Enployee, Errployer 
and the Union President. 

I SECTION 8: BINP!NG ARBITBATION 

If the grievance is not settled at Step ~ 4~ the Union may, within ten (10)I working days after the receipt of the ~ard' s decis ion at Step 4, move the 

I 
grievance to arbitration by notifying t~e Board of Education through the office 
of the SUperintendent and AFSQ£ Counci 'I 25 of their intent to arbitrate. The 
School Board's designee and a representative fran Council 25 shall then atterrpt 
to nlJtua11 y se1ect an arbitrator. 

I 5 
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I 
I If, within sixty (60) calendar days from the Union's notice of intent to 

arbitrate, an Arbitrator has not' been rrutually selected, the grievance may then 
be appealed by Council 25 to the American Arbitration Association, within these 

I 
sixty (60) calendar days, to be processed in accordance with its Voluntary 
Labor Arbitration Rules. 

I 
The decision of the Arbitrator shall be' final· and binding on the parties, and 
the Arbitrator shall be requested to issue the decision within thirty (30) 
calendar days after the conclusion of the testimony and proceedings. 

The Arbitrator shall have no authority except to pass upon alleged violation of

I the express provisions of this Agreement and to detenmine disputes involving 
the application or interpretation of th~ express provisions of this Agreement. 

I The Arbitrator shall construe this · Agreement in a manner which does not 
interfere with the exercise of the Board's rights and responsibilities, except 
to the extent that such rights and respbnsibilities may be expressly limited by 

I the terms of this Agreement. 
i 

The Arbitrator sha11 have no power or authority to add to, subtract fran or 
m:xiify any of the terms of this Agreemeht. The Arbitrator shall not render any

I decision which would require or pennit an action in violation of the Michigan 
Schoo1 Laws. The tenni nat ion of probationary Errp loyees sha11 not be subject to . 
arbitration. 

I 
I The Arbitrator's fees and expenses sha1.1 be shared equally by the Board and the 

Union. The expenses and CCJ1l)ensat ion of any witness or participant in the 
arbitration sha11 be paid by the party ca11 ing such witness or requesting such 
participant. 

SECT ION 9: CCJ1PUTAT ION OF BAQ< WA~S

I No claim for back wages shall exceed the .rount of wages the Efr1lloyee would 
have earned at his/her regular rate or result in an inaease in the 9\l)loyee's 

I total raruneration fran all sources including unEJ'Tl)loyment Carpensation 
benefits and rerrunerat ion fran other erT1l 1o)1'nent pursued in place of his/her 
emplo~t with the Bmployer. 

I SECTION 10: OISQjARGE AN2 DISCIPLINE 

I A. Notice of pi scharge or p1scip 1 1 ne. "nle Errp1oyer agrees praT4)t 1 y upon 

I 
discharge or discip 1 i ne of an Errp 1oyee to notify. the steward 1 n the 
district of the discharge or discipline. The Errployer agrees that its 
enforcement of discipline or discharge wi 11 be for fair and just cause. 

B. The discharged or disciplined E'nl:tloyee wi 11 be allowed to discuss his/her 
discharge or discipline with the .steward of the district and the Employer

I wi 11 make ava i 1 ab 1 e an area where s/he may do so before s/he is required 

I 
to leave the property of the Eirployer. Upon request, the E'nployer or the 
Employer's designated representative will discuss the discharge or 
disci p 1 i ne with the E".rllll oyee and the steward. 

I ;s 
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I C. · Acceal of Discharge or Discipline. Should the discharged or disciplined 

El'\1:) l oyee or the steward consider the discharge to be irrproper, a 
complaint shall be presented in writing through the steward to the 
Employer within five (5) regularly scheduled working days of the 

I discharge or discipline. 

I 
The Employer will review the disdharge or discipline and give its answer 
within three (3) regularly scheduled working days after receiving the 
camplaint. If the decision is nat satisfactory to the Union or if the 
decision is not given within the ;time limits, the matter shall .be 
referred to the grievance procedure at Step 3. 

I 
I D. Use of Past Record. In imposing any discipline on a current charge, the 

Errp loyer wi 11 not take into accoUnt any prior infractions which occurred 
more than eighteen (18) months previously, provided however, that any 
offense involving moral turpitude shall be grounds for dismissal whenever 
discovered. 

I SECTION 11: SENIORITY 

A. . New Errployees hired in the unit shall be considered as probationary

I Employees for the first sixty {60) calendar days of their employment 
except for custodians of said department. The sixty ( 60) ca1endar day 
probationary period shall be acet.mJ1ated within not ~mre than one (1) 

I school year. When an Elq)1oyee finishes the probationary period, s/he 
shall rank for seniority fran the day sixty (60) calendar days prior to 
the date s/he caTl)letes the probationary period. There shall be .no 
seniority among probationary Emp1~yees.I ' ' 

I 
1 • Custodial Errp 1oyees rrust put in thirty ( 30) ca1endar days of thai r 

sixty (SO) ca1endar day prObationary period between Septerrber 1 and 
June 15 while school is in :session. 

I 
2. Bus drivers wi 11 be required to serve an additional thirty (30) 

calendar days.before being assigned to special trips. 

' B. Probationary Enl>loyees wi 11 not beccme eligible for insurance benefits 
unt i 1 the carp 1et ion of their sixtieth (6oth) ca1enclar day. Probationary

I E'l\1) 1oyees wi 11 acetmJ 1 ate sick d&ys and vacation days during that priod 
but may not uti 1ize than unti 1 the CCJ11lletion of the probationary period. 
However, probationary B'J1)1oyees wi 11 receive appropriate ho1 iday pay. 

I 
I 1. In any extension of a probationary period, the Union wi 11 be 

notified. The union may request a meeting to discuss the 
situation. NO fringe benefits wi 11 be provided to any EJ11)1oyee 
during this extended probationary period. 

c. The Union sha11 represent probationary Errp loyees for the purpose of

I co11 ect i ve bargaining in respect to rates of pay, wages, hours of 

I 
er1l)loyment or other conditions of. errploymant as set forth in Section 2. of 
this Agreement. The £nl:)loyer shall have the right to discharge and 
discipline probationary E'IQ:>loyees and the action is not subject to appeal 
or grievance unless the discharge or disciplinary action is for Union 
activity. 

I 7 
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D. Seniority shall be by group classification and in accordance with the 
Employee's first day of hire on a penmanent assigned position. SeniorityI for computation of vacations, holidays and other fringe benefits shall be 
from date of penmanent hire into the Romeo Community Schools. However, 
those Bmployees presently hired into the Transportation Department who 
have been granted seniority from day of hire as relief drivers willI continue to maintain that seniority. 

In the event of a tie in 'seniority, the tie shall be broken by reference ·I to the table of randan nl.I'Tbers (below) and the social security nl.I'Tbers of 
the involved Employee. The Employee whose number (the last two digits of 
the social security number) appears first on the table (beginning at theI upper left side and moving down the column) shall be deemed to have 
higher seniority than the other 'involved Smployee(s). In the event that 
the last two (2) nuTbers of the socia1 security numbers of the involved 
Smployees are the same, then the first two (2) numbers of the last fourI (4) shall be used to detenmine the seniority. All new Employees after 
the signing of this Agreement wi 11 be so governed. A11 current 
Employees, after the signing of this agreement, will be so governed with I the exception of Transportation Smployees, who wi 11 be governed by their 
application date. 

I 
TABLE OF RANDOM NLM3ERS 

I 
I 28 24 65 35 

92 07 55 43 
53 80 54 29 
73 33 90 86 
62 39 84 77 
56 96 01 47

I 10 81 15 94 
74 76 61 87 
31 46 09 34 

I 83 70 58 44 

I 
32 45 78 60 
82 69 51 41 
49 13 88 75 
98 91 50 52 
25 11 21 93 
23 00 67 05

I 22 16 48 99 
18 95 63 14 
89 64 02 85 

I 71 17 57 19 

I 
68 42 27 26 
79 20 66 38 
08 30 12 37 
97 04 36 03 
72 06 59 40 

I 
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1 • An Enl) 1 oyee may not rrove fran one group c 1 ass if ication to another 
group classification except ~ by the posting process as outlined

I under Section 17 of this Agreement. Should an Employee move as 

I 
herein stated, said Employee's seniority in the new group 
classification shall commence with the first day worked in said new 
classification. 

I 
2. An Errp 1 oyee who has moved fran one group c 1 ass if icat ion to another 

group classification and mo~es back to his/her original group 
classification within thirty (30) days, shall retain the seniority 
s/he had accumulated in the.original group. Seniority for these 
days worked in the trial cl~sification shall be credited to the

I original classificatiOn. 

I 
3. Preferential seniority, aga)nst layoffs only, shall be granted to 

the elected President, Vicef President and Treasurer of the 
bargain; ng Unit 1 and to no more than four (4) e 1ected StewardS 
provided that any Employee ~o retained is qualified to perfonm the 

I work of the job which is available, and provided further that such 
Employee need not be retained in emplo~nt is subject to usual 
summer or other vacation layoff. 

I 4. The group classifications are as follows: 
a. Mechanics i 
b. Maintenance/Grounds utility 

I c. CUstodia1/Warehouse 
d. Transportation 
e. Food Service Department - Cooks 

Food Service Departnw.t - Cashiers

I E. Any Errployee who changes classification, and in the opinion of the 
EJ'r1)1oyer does not satisfactorily ¢arplete the trial period in the 
classification to which s/he has ¢hanged, wi 11 be returned to his/her

I or igina1 position. I f the EJ'r1)1oyer reverts an 911)1 oyee to his/her 
original position after the trial period, it may be subject to the 
grievance procedure. His/her sa1¥'Y sha11 revert to that of the or i9ina1 

I classification and his/her seniority shall not be affected. The trial 
period shall be for a period of thirty (30) working days. 

F. An El'rl> loyee who is pramted durinS his/her probationary period aha11 be

I considered to have satisfactorily ,C011)1eted the probationary period in 
the classification from which s/he has been promoted. 

I SEC!ION 12: SENIQRITY LISTS 

I 
A. Seniority sha11 not be affected by the race, sex, mar ita1 status or the 

dependents of the Errp 1oyee. · 

. B. The seniority 1ists on the date of this Agreement wi 11 show the nanes and 
job titles of all Enllloyees of the unit entitled to seniority. 

I 
I c. The Errp loyer wi 11 keep the seniority 1ist up-to-date at a 11 times and 

will provide the local union president with a seniority list every 
Septsrber and February and wi 11 pest seniority 1ists on union bulletin 
boards. ~ 

I 
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SECTION 13: LOSS OF SENIORITY • 

I An Employee shall lose his/her seniority for the following reasons: 

A. The Smployee quits or retires. 

I B. The Erf1lloyee is discharged, and the discharge is not reversed through the 
grievance procedure. 

I c. The Errployee is absent for five (5) consecutive working days without 
notifying the Errp 1oyer . Such absence resu 1ts in autanat i c discharge, and 
the Employee will send written notification to the Employee at his/her 
last known address that his/her emplo~nt has been tenminated, and theI · Employee has lost seniority. 

I D. If the Employee does not return to work when recalled from layoff, as set 
forth in the recall procedure. 

E. Return from sick leave and leaves of absence will be treated the same as

I c. above. •' 

SECTION 14: LAYOFFS 

I A. Layoffs shall mean a reduction of the work force. 

. B. Should it became necessary for a ~ayoff, the following procedure shall be 
effective.I · 

1·. Tarporary and probationary ~loyees in the affected class·ification

I shall be immediately laid· off. 
! 

I 
2. The required nurber of senierity Errployees shall be laid off fran 

the affected classification begiming with the least senior 
Smployee. 

I 3. Any least senior Employee so laid off shall be able to exercise 
seniority rights to bU1l) the Elq)loyee with the least seniority in 
his/her classification first, and then exercise his/her seniority 
to burp any E'nllloyee with the least seniority in any classification

I within his/her group classification or to any classification within 
the bargaining unit, provid~ the E'nllloyee had previous seniority 
in said other classificatioh, or s/he may accept the layoff. When 

I Smployees bUTP into a class.ification outside their present group 
classification, they wi 11 ~ly be able to bllf1) an Errployee who 
holds less seniority than the seniority they held in that 

I classification. 

4. The least senior E'J'rployees Who ranain unplaced after the reduction 
in the required classification(s) and ~ing is CCJll)leted, shall

I be laid off. 

I 
c. The above layoff procedure does not apply to the normal reduction of the 

work force during the time school is not in session. 
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D. BTp loyees to be laid off fran their regular duties for an indefinite 
period of time wi 11 have at least fourteen (14) calendar days notice of

I layoff. The Local Union secretary shall receive a list fran the Ea'rployer 
of the Errployees being laid off oh the sane date the notices are issued 
to the Eilllloyees.

I SEC! ION 15: RECALL PROCEDURE 

I 
A. . Should the working force be ina-eased after a layoff, E'lrployees shall be 

recalled in the inverse order of the layoffs. 

B. · The roost senior· E'nl)1oyees sha11 be reca11ed to the first openings in the 
classification fran which the f:"nllloyee was laid off, or wtdch the

I Eirployee held before the Brployee exercised his/her right to ~. 

I 
c. Reca11 wi 11 be by written notice sent by registered or certified mai 1 to 

the Errployee' s last known address on file in the Board of Education 
office and shall require that the Eirployee report for work within ten 
{10) days after the date of delivery or proof of non-delivery. 

I SECT I00 16: TRANSFERS UNDER JtE Ef1'LOYER WI D1 IN 
11£ RCMO CXM1JN I TY SQ1QQL PI SIR ICT 

I A. An Ei'rployee who transfers or who 'is pramted to a position under the 
Errployer not included in the Bargaining Unit shall have his/her 
accurulated seniority frozen as df the day the Elq)loyee leaves the unit. 

I In the event the E'l11>1oyee returne to the Bargaining Unit, the ~loyee 
has the right to ~ the least •enior prson in the same job 
classification within the group classification the ~loyee occupied

I prior to leaving the Bargaining ~it, provided that Bq)loyee has less 
seniority, and shall exercise his/her Bargaining Unit seniority 
thereafter. The time spent out df the Bargaining lklit wi 11 not be 

I counted toward seniority within the lklit. 

11\ose l:n1'lloyees who leave the ~gaining Unit but sti 11 remain fJrt:)loyees 
of the Board of Education and whd re-enter the Bargaining tk\1t shall haveI tota1 years of service with the Bord of Education counted as basis in 
determining salary plac8181t, vaeation and longevity. 

I B. Transfrs to a posted vacancy thr'ough the bidding r:roceu aha11 be 
p.-mitted within each group classification in order to a.,iority. An 
~loyee so transfrred shall be 

1
aiven a thirty (30) working day trial 

period in which to danonstrate h1a/hr abi 1ity to prfonn the ci.ltiea ofI the job. The E'nl> loyer aha11 have the right at any .time dlr ing the tria1 
priod to revert the E"rl1)1oyee to his/her fonnr position if, in the 
opinion of the fn1)1oyr, the E'n'p~oyee's work prformance is notI satisfactory. The 8q) loyee shall have the right at .,Y t irne dLr ing the 
trial period to revert to hia/hr former position if s/he so desires. 
There wi 11 be guaranteed custodial training conducted by ~t,

I and a mininun two (2) day ori.-.tation with a selected AFSO£ prson. 
(That selected person rrust wi 11 ingly accept the trainee.) 

I Management training will consist of approximately eight (8) two (2) hour 

I 
training sessions. 

11 



I 
I Any Ef'rl)loyee who has been reverted back to his/her original position by 

the En"ployer during his/her trial period may not apply for a similar 

I position for a period of at least six (6) rmnths. 

I 
c. If the Errployer reverts the Eirployee to his/her original position after 

his/her trial period, it may be subject to the grievance procedure. 
I

D. An Esrployee may be granted a maxinun of two (2) lateral rmve transfers 
during any given calendar year. this restriction does not prohibit an

I E'nl) loyee fran a pramt iona1 chang~. 

E. After thirty (30) working days in a posted tarporary position, upon 
CQ11)1etion of the tfl'l1)0rary posit

i 
.ion, the Enllloyee will revert back to 

his/her original position.I · 

I F. fJTp 1oyees, during their probationary period as a new hire, sha11 CCI'f1)1ete 
their probationary period in that building and may be granted only one 
( 1) transfer during the remaining calendar year. Thereafter, the above 
paragraph sha11 apply.

I SECT ION 17: TRANSFERS AND PIPPT IONS 

I A. Otfinitions 

Transfer: Transfer is a latera1 nt,ve defined as a rmvernent with no change 
in classification or pay. Seniority shall be used in considering

I E'lq)loyees for a lateral rmve. An Bq)loyee shall be giv., a trial period 
as out1ined in "c". 

Praootion: Pranotion is an upwar~ 
( 

change in job classification whichI results in additional ca'f1)8nSatidn end/or additional responsibi 1ities. 
An En1:lloyee wi 11 be given a trial priod as outlined in "0". 

I B. vacancies: The E'rrployer wi 11 publicize all vacancies within the 
Bargaining Unit by posting in all buildings of the district. EJrt)loyees 
may app1y for the vacancy. 

I 
I The notice of the position shall ;be posted for a period of five (5) 

working days, setting forth the job title, location, hcx.rs of ~10}1Mnt, 
rates of pay and ~al qualifications necessary to perfonn the job. 
Where possible, the position shall be filled within five (5) days fran 
the expiration of the posting. · 

I 1. Consideration for a vacancY ahal r be within the !111) loyee 
classificat'ion group (one of five (5) major ..._). Should the 
vacancy not be filled within the classification groups, BTployees

I fran other group classifications will be considered prior to new 
hires, provided they meet the qualifications. 

I 2. A transportation Brployee Who bids for a newly created posted rc.n 
shall have a five (S) working day period to notify the Brployer 
s/he may wish to revrt back to the transportation run a/he had 
prior to rmv ing to the new1y created posted run. This not ice RIJStI be subnitted in writing to the Transportation Supervisor by the end 

I 
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of the fifth (5th) working day. The vacated run wi 11 not be posted 
for five (5) working days t9 allow for the possibility of reverting 
back to the vacated run. After five (5) working days, the vacated 
run wi 11 be posted for bid for one ( 1) day by p.m. punch-in. 

I 3. The Brp 1oyer agreeS to give due weight to the qua 1 if ications of a 11 
applicants. 

4. Enl>loyees going on vacation; are urged to notify the union president

I or their steward, as to their address while on vacation, if they 

I 
wish to be notified of vacancies which may occur whi 1e they are 
gone. The fn1l1oyer wi 11 provide extra copies of the posting 
requested by the Union. 

c. Transfers 

I ; 

1. Transfers to a posted vacanby through the bidding process shall be 
permitted within each group; classification in order of seniority. 
An Errployee so transferred shall be given a thirty (30) working day 

I trial period in which to dern::M"\Strate his/her ability to perform the 

I 
duties of the job. The Entlloyer shall have the right at any time 
during the trial period to revert the BY1:»1oyee to his/her fonner 
position if, in the opinion: of the Errployer, the BTployee's work 

I 
performance is not satisfa¢ory. The 8\l)loyee shall have the right 
at any time during the tria:l period to revert to his/her former 
position if s/he so desires~. If the E"fl1lloyer revrts the E"lq)loyee 
to his/her origina1 positioh after his/her tria1 period, it may be 
subject to the grievance prOcedure. 

I 2. . An Brployee may be granted ~ rnaxinun of t~ (2) lateral ncve 
transfers during any giv., cala'\dar year. Note: A maxinun of only 
one ( 1) tef11)C)rary lateral rmve within the above specified two (2) 
amves wi 11 be allowed. (No na-e than any CQ'1't)ination of two (2)I amves wi 11 be allowed.) This restriction does not prohibit an 
Elq) loyee fran a pranotiona1 change. 

3. El'q)loyees, during their pr~tionary period as a MW hire, shallI 
i 

I 
oa1l)lete their probationary; priod in that building and may be 
granted only one ( 1) tranafiar dLring the remaining ca 1a1dar year. 
Thereafter, the above paragraph shall apply. 

I 
o. prqrotions - The 911:»loyr agrees ~ uae qual ificationa 8nd a.,iority in 

considring Errp1oyees for praratien. Seniority wi 11 govern wh., 
qualifications are equal. An Elq)Joyee being pranoted to a high..- paying 
classification shall be giv., a trial priod of up to thirty (30) working 
days in which to c:lenawtrate his/hr ability to satisfactorily meet the

I standards and perfonn the dutiea of the job. The 8q)loyr shall have the 
right at any time up to the conclllaion of the trial period to revrt the 
!lq:)loyee to his/her fornw' classification if, in the opinion of the 
~loyer, the EntJloyee's work prrormlnCe is not satisfactory. During 

I 
I the period, the Erf1,lloyee shall r~eive the pay rate for the job s/he is 

perfonning. The E'nllloyee shall have the right at any time during the 
tria1 period to revert to his/her; fonner classification if s/he so 
desires. 

I 



I 
I E. Tenporary Posit ions 

I 1. TS'J1X)rary positions have been created to replace a full-time 

I 
Enl:>loyee who is absent fran his/her position for consecutive 
periods of thirty (30) working days or roore, and shall be posted 
within five (5) days of written not if i catiot'l' to the Hunan Resources 
Office. 

I 
2. Full-time En'1lloyees who fill tfl11)0rary positions will be eligible 

for all fringe benefits in the ta'\l)Orary position. 
! 

3. Full-time Etrployees transf~ring to a tEJ'f1X)rary position for thirty 

I ( 30) working days or 1ess sha11 return to their former posit ion or 
run and wi 11 not lose any s~ iority. In the event this occurs for 
a bus driver when runs are ceing selected and the transportation 
Elrp loyee does not have thirty (30) working days in the t&'J1X)rary

I position, the Errployee wi ll l choose to pick a run or stay in the 
terrporary position. When the terrporary position is carpleted, the 
driver sha11 return to re1 i ~f driver status and can use seniority

I' for any posted run. 
I 

I 
4. The seniority of an Erq)loy~ taking a terrporary position within the 

ssne classification wi 11 not change. Full-time E'sr1lloyees 
transferring to a terrporary position outside their classification 
shall have thirty (30) work..ing days to revert back or management 
may revert them back without loss of seniority. If an ~ loyee

I stays in a tercxrary positiOn outside his/her classification after 
thirty (30) working days, his/hr s_,iority shall start fran the 
first (1st) day in the terrpOrary position, and his/her seniority 

I wi 11 be froz., in his/her regular clusific:ation. 

I 
s. No fringe b.,efits of any k:

i
ind wi 11 be given to any terrporary 

Brployee who is not a~· of the bargaining unit. 

I 
F. The Errtlloyer will not sub-contrach any·work nonnally prfonned by its· 

work force during the 1ife of thiJ contract, provided that the necessary 
equipnant to perfonn the work is OWned by and is available to .the 
District, and provided regular erf;,loyees are able to ~leta the 
necessary work without unusua 1 lmOU"ats of overtime work. 

I · G. Bys driver tenporvy positions. Drivers may only hold one (1) tii11JC)rary 
posit ion and one ( 1 ) regu1ar run. ! Dr i vera may bid on a second t8q)Or"ary 
posit ion, and if awarded, the drivr nust give up r 1 ghts to the first

I tarporary posit ion, finish the second te111)01"'ary, and return to origina1 

I 
status before uti 1izing bidding rights again. The first t ·811')0r'ary 
posit ion wi 11 then be given to the next senior person who bids on that 
position . 

.SECTION 18: NEW POSITIONS 

I A. New positions in the bargain1 ng unit may be estab1 i shed by the 811) loyer. 

B. Upon creation of a new position, the EJ11)1oyer and the \k\ion will meet to

I negotiate an appropriate wage rate ·and classify the position. In the 

I· 
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I 
I event that agreement is not forthcoming within fifteen (15) calendar 

days, which shall include three (3) meetings if necessary, it shall 
becane a proper matter for the grievance procedure. 

I SECT ION 19: SICK LEAVE AND BUS INESS DAYS 

Employees absent from duty on account df personal illness or other reasons set

I forth in this article shall be allowed ·such leave as set forth in this article. 

A. 1. Full-time custodians, shop 
1
maintenance, warehouse and cafetria- · 

uti 1ity persons, rna i ntenance engineers, bus mechanics, grounds-I uti 1ity I warehouse and regu 1ar part-time custodians who are twe1ve 
m::>nth 8rp1oyees, sha11 be 9ranted one ( 1 ) day sick 1eave per rmnth, 
per working year. It is understood that the twelve (12) days willI be added on for the schoo1 ,year, which begins July 1 , to those days 
which were previously ac~lated. The Board agrees to add 
provision for all EmployeeS with previously unused sick days to

I have their banks restored to reflect.all escrowed days. 
; 

I 
2. Enllloyees in A. 1. above who have, for a period of two (2) 

consecutive years, used up a 11 granted sick leave, shall be granted 
one ( 1) sick day per rmnth .: It sha·ll be understood that these 
Brployees shall be granted !the sick days only after the sick day 

I has been earned at the end ,of the roonth. In order to be ab1e to 
have the twelve (12) sick days restored at the begiming of the 
work year I the Enl) loyee wotil d have to accuru1ate ten ( 10) sick days 
over a two year priod. 

I 
I B. 1 • The head cooks, assistant dooks, cashiers, bus drivers and regu1ar 

part-time custodians who work on1y during the time schoo1 is in 
session, wi 11 have ten ( 10) days added on Ju1y 1 to those days 
previously accumulated. 

I 2. Employees in B. 1. above who have, for a period of two (2) 
consecutive years, used up a 11 granted sick leave, sha11 be granted 
one ( 1 ) sick day per month. It sha11 be understood that these 
Eirployees shall be granted· the sick days only after the sick day

I has been earned at the ~ of the month. In ordr to be able to 
have the ten (10) sick days restored at the begiming of the work 
year, the Errl)1oyee wou1d have to accuru1ate eight (8) sick days 
over a two (2) year period•.- This paragraph does not apply toI short-term disabi 1ity ~loyees who use all of their acCUYLilated 
sick days due to an extended i 11ness. 

I c. Accumulation of sick days shall b~ unlimited. 

o. Sick days wi 11 be granted for:

I 1. Persona1 illness or quarantine of 9\l) loyee or Brployee •s 1iving 
quarters. , 

I 2. To provide care for a parer,~, child or spouse of an !rq:)loyee for 
one ( 1) day in case of illness or accident when there is no one 
else available to take care of them. A maxinun of two (2) days per 
year may be used for this ~rpose. ·
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3. Under extenuating circunstances additional time nay be granted. 
Any reason other than the ones 1i sted wi 11 be decided by the 
Assistant Superintendent for Human Resources and the supervisor 
concerned. 

I 4. Employees may accrue sick and vacation days for the first six {6) 
m:>nths they are paid disabi;l ity insurance by the Board of Education 
carriers. After that time, accrua1 of sick and vacation days w i 11 

I stop with the exception of Workers' Ccxrpensation, which will 
continue to aca-ue sick and vacation time for the entire period of 
paid disabi 1ity. 

I E. Each E'nllloyee sha11 be notified at the beginning of the schoo 1 year as to 
the number of accrued sick days. 

I F. Any Errployee covered by this sick~ day pol icy not fulfi 11 ing his/her 

I 
contract, either by resignation or dismissal, will have his/her sick days 
prorated for the year and shall b• required to pay back to the Employer 
all sick day pa~ts of which s/he is n6t entitled. 

G. The Errployer requires that an Efll>Joyee i 11 for roore than five {5) working 
days, before returning to work, pr_esent the f"n1lloyer with a certificate

I of goOd health fran the attending: physician indicating that the en,:, loyee 
is physically and mentally able to return to work. 

I H. When an E'rrployee is absent an add,itional nurber of days over his/her sick 
day allowance, the full daily wag~ wi 11 be deducted. 

I I. fn1Jloyees are required to notify ~eir imnediate supervisor of their 
absence due to illness in time foi- other arranganents to be made. 
Failure to notify the supervisor prior to shift beginning time may result 
in loss of pay f9r the full shift·. · 

I 
I J. An Etl1lloyee taking no more than~ (1) sick day in a school year will 

receive one ( 1) bonus day the following school year. An Errployee taking 
no sick days in a school year wi 11 receive two (2) bonus days the 
fo 11owing schoo 1 year. Such days sha11 be accurul ated up to five (5) • 
If unused, these days shall be placed in the individual's sick bank. 

I ~loyees may uti 1ize bonus days tor payment on snow days or insarvice 
workshop days, for which they norr1a11y would not be paid. A. "Request for 
Leave Oay(s)" fonn ll'LISt be CXfl1lleted for each day they use. 

I 
I K. Bysiness pavs -: An En1:»1oyee shall · be granted an additional two (2) days 

per year to be uti 1i zed as busi~s days. SUch leave sha11 be requested 
on 1 y to carry out such business u camot be accaJ1) 1 i shed at times other 
than working hours, such as rn:rtg&ge closing, legal matters, orthodontic 
visits, graduation, getting married, and death of a friend. The 

I following are exarples of those kinds of things that are not acceptable 
for business leave. This does not represent a total 1isting of 
unapproved activities. Travel with spouse on business trips, hunting, 
house cleaning, review real estate in other ccnm.anities or states,

I moving, honeyrroonihg, house huntihg, social functions, review of any itan 
for purchase in another camunity or state, vacation extensions, 
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I 
I interviewing for other positions, union or association activities and 

other matters that wi 11 take mr~ than one ( 1) day to CCJYl) 1ete. 

I Any EITf)loyee not using either of his/her business days in a given school 
year will have two (2) sick leave days added to his/her personal sick 
bank the following year. If one (1) day is · used, the remaining unused 

I day will be placed in the Employee's sick bank). 

I 
The request for business days shall be made to the suprvisor at least 
one ( 1) week in advance with the reason for business leave requested in 
writing on a ''Request for Leave Day(s)" fonn. Emergency requests of less 
than one ( 1 ) week's notice may be granted. Ex i stance of an anergency 

I will be detenmined by the Employer. 

SECT ION 20: 011 LDBEAR ING AND a-t ILP CARE LEAVE 

I An Employee shall notify the Human Resqurces Office, in writing accompanied by 
a physician's statement, as to the date of expected birth as soon as the doctor 
confinms the pregnancy.

I 1. A childbearing leave of absence wi 11 be treated in the same mamer 
as any disability. 

I 2. The Erll> 1oyee sha11 furnish periodic statements fran the physician 
as often as she has ex~~ninat ions i nd i cat i ng her we11 being and 
abi 1ity to perfonn a 11 duties and functions of the work required of

I the ass i grment. 

3. The childbearing disabi 1ity wi 11 end at the point where the 
Erq:)loyee has received a post-nata1 ex~~ninat ion and the doctor 
indicates the ~loyee may ~eturn to work.I · 

4. An Ei11:Jloyee ·returning fran a childbearing leave will be placed baCkI to ·the position in the classification, upon writta'\ authorization 
of the physician. 

I 5. Upon written request, the clf1)1oyee nay be granted a child care 

I 
1eave of absence for a per1~ not to exceed one ( 1) year. The 
child care leave of absence. would begin fran the date that the 
doctor had indicated that said B'q:)loyee should return to work. No 
salary wi 11 be received during the time of the child care leave. 
Time on child care leave shall not be counted for service and 
sa1ary increments. 

I 
I 6. 1f the EJrp loyee is granted a child care leave for a period up to 

one ( 1) year, the ~ loyee may exercise his/hr seniority in the 
position of his/her classification to burp the ~loyee with the 
least seniority. 

I 
I 
I 
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I SEC! I ON 21 : BEREAVEMENT DAYS 

In addition to sick days, the Board of Education shall provide up to three (3)I days with pay in case of the death of a husband, wife, child, father, rrothr, 
father- in- 1aw, mother- i n-1 aw, grandch i 1d, sister, brother, grandfather, 
gra.nc:tmther, spouse's grandparent, brother-in-law, sister-in-law, or a merrber 

I of the imned i ate househo1d not re1ated. Up to one ( 1 ) day per incident sha11 

I 
be provided in ease of the death of an aunt or uncle. Under extenuating 
c i rcunstances, addit iona1 time may be gt'anted using acCUTIJ1ated sick days 
and/or vacation days . 

. SECTION 22: LEAVES OF ABSENCE 

I A. Leaves of absence shall apply for: all merrbers of the bargaining unit. 

B. Errp loyees may be granted a leave of absence for persona1 reasons, without

I CXJll)ensat ion or other benefits, fbr a period of up to one ( 1) year, 

I 
provided it does not injure the progran of the schoo 1. Written 
application rrust be made to the Superintendent of ·schools or Designee. 
Upon written app 1icat ion, at least ninety (90) days prior to the 

I 
expiration of the leave, the Superintendent or Designee may, at his/her 
discretion, extend the leave of absence period for one (1) additi~l 
year. 

c. Scheduled salary adjustnwlts, seniority and retirement credit are not 
allowed for such a leave~

I D. An Errp loyee granted a 1eave of ab~ence for a fu 11 semester or more rn.~st 
given written notice to the Superintendent or Designee at least thirty 
(30) calendar days prior to the expiration of the leave that s/he expectsI to return at the expiration of the leave. 

E. An Er11J loyee who accepts othr 811) )o)TAW\t wh i le on leave of abs~e sha11

I lose his/her seniority with the district and shall be subject to 
discharge. 

F. A leave of absence will be granted up to one (1) year to any Bq)loyee who 

I 
I joins the Peace Corps as a fu 11-tin. participant in such a progran. SUch 

leave wi 11 be considered for extension as outlined in Section B. 
of this article. 

G. Veterans wi 11 be entitled to r8fl11t)loyment rights as provided by the law. 

I H. Upon his/her return fran leave of · abs~, the !111lloyee will be given an 

I 
assigrment in his/her classification CC11'11*'\SUrate in hours with the 
assignnent s/he held before go.ing on leave. Should the returning 
Errployee refuse this position, the obligation of the district shall be 
ended . . 

I I • Bus drivers returning during the ·~selection of routes" period wi 11 
exerc i sa his/her right of selection of route according to his/her 
seniority. Any driver who camot :be present at the bid time has the 
right to bid for a run if these steps are followed:

I 
I 
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I 
I 1 • wr;tten notification of the choices of the runs s/he would like 

ITList be sutmitted to the Transportation SUpervisor at least one ( 1) 
day prior to bid time. The-written notification should indicate if 

I s/he wishes to have a kindergarten run, be on the trip board, the 
kindergarten sub board, etc. 

I 2. The choices of the driver should guarantee s/he wi 11 be covered. 
For instance, a driver who is fifth on the seniority 1ist should 
have five (5) choices 1isted in priority order. 

3. Three (3) copies of this request rrust be sutmitted, one copy eachI for management, Erl1) 1oyee' s f i le and union steward. 

I Failure to follow the above steps wi 11 Ca.use the driver to take the lowest 
seniority run upon his/her return fran leave of absence. The driver wi 11 not 
be allowed to be on the trip board or have a kindergarten run. Shou 1d the 
returning Ei'rtJloyee refuse this position·, the obligation of the district shall

I be ended. 

I' 
SECT ION 23: OTHER ABSENCES 
A. Absence for jury duty by an Errployee wi 11 not be chargeable to the sick 

leave allowance, and the Errployer ~ wi 11 pay the difference between the 
Errp loyee' s pay for jury duty and ~is/her regular daily wage. Should the 
Board and the Ei'rtJloyee rrutually a.Sree, the Board may request the releaseI of the Eirployee ·fran jury duty when such absence would create a hardship 
on the District. 

I ( 

B. . An fnllloyee wi 11 be granted time bff to attend \k'aion confr«K:eS or · 

I 
conventions. Application should be made in writing at least two (2) 
weeks prior to the meeting date. Deduction of the daily wage wi 11 be 
made for a 11 time lost. A11 necessary expenses sha11 be borne by the 
Union. 

c. When an ~loyee's attendance at an educational confer.,ce or conv.-.tion 
is approved by the SUperintenda'\t .or Designee, the time SP«\t wi 11 not beI 

l 

deducted fran the sick 1eave a llc*ance and necessary expenses wi 11 be 
paid by the EsTp 1oyer .

I 
I 

0. AFSO£ Elq)loyees who are required by the Errployer to attwd c1-es, 
workshops or inservice training w~ 11 be carpensated for all hours 
required at the straight time rate of pay. The straight time rate of pay 
also applies to regular work hours before or after the required 
participation time that day. 

I E. unless Enllloyees are notified to hot to report for work because of 
unusually severe weather conditioha or other circunstances, they are 
expected to be present. Should custodial and maint8'l8nee Bq)loyeea be

I unab1e to report, they wi 11 be allowed to make up the time lost within 
their group classification, provided the time is made up within t... (10) 
working days, and no more than eight (8) hours are worked in any one (1) 
day. This provision shall not apply to bus drivers or cafetriaI personne1. Erlllloyees who are not notified to not report and find on 
reporting that there is no work shall be granted one-half of their usual 
daily rate.I 
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I 
F. Leave may be granted for a period of one ( 1) year to one ( 1) Fsr1lloyee forI the purpose of holding a full-time elective or appointive office with the 

union representing the bargaining' unit. This leave may be renewed for 
One ( 1 ) year periods, providing that a cart if i ed request is made no 1aterI than sixty {60) days prior to the date of the current leave. · 

No wages or fr i nge benefits or other benefits sha11 be due the fl11ll oyee

I during such a leave. 

Should the Errployee not CQll)lete his/her full year of service with the 
union, s/he shall be eligible to exercise his/her seniority rights toI return to his/her classification. 

I ~ECT ION 24: BET I REMENT 

A. The Board of Education shal l have the riSht to request that an 
Errployee who is sixty (60) years of age or older provide a yearly 
physician's statement certifying the Employee capable to perfonmI the duties of his/her job. 

B. An Errp 1oyee retiring under the Michigan Pub1i c Schoo 1 Errp1oyee' sI Betiranent Act shall receive $50.00 for each year of service in the 
schoOl district. This will be prorated for part-time Elq;)loyees. 

I c. Upon resignation in good standing or upon retirement in accordance 
with the Michigan Public School ~loyees' Retirement Act, or in 
the event of the death of the 811) loyee, any E'n1) loyee with ta'l ( 10) 
calendar years of service a+ ~t~re nay reclean all unused sick days 

I 
I at twenty-five percent (2~) of the E'lt1lloyee's daily rate per 

unused sick day up to three :hundred ( 300) days. In the event of 
death, the estate will be given the rrDney. 

. D. Whenever poss ib1e, the Boar~ and the union wi 11 notify one another 
of an ifll)ending ret iremant of any Union marber.I 

SECT ION 25: ClJARANTEE OF RI<tiTS 
i 

A. The Enl> 1oyer and the Union ~.. that there sha11 be noI discrimination against any Elqlloyee or any applicant for 8111)1oyment 
by reason of race, sex, religion, age or national origin. 

I 
I B. The Board agrees that there shall be no discrimination against any 

E'nllloyee by reason of their .marbership or non-marbership in the 
~ion. · 

SECTION 26: LABOR RELATICM CXH11ITEE· 

The Union wi 11 establish a seven (7) -er Labor Relations cannitteeI consisting of marbers fran the Bargainirig Connittee which wi 11 meet as agreed 
with designated representative(s) of the Board to discuss and study rnattrs of 
rrutual interest and advantage concerning the Baneo Ccmrunity Schools. TheI Counci 1 Representative of the Union and .the International Representative may 
also attend these meetings, if requested by the Union. 
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I 
I Meetings wi 11 be schedu 1 ed by rrutua 1 agreement. The party requesting the 

meeting wi 11 sutmi t a prepared agenda which may be added to by the other party. 
Only items on the agenda prior to the meeting time will be discussed. 

I The purpose of the meetings wi 11 be to: 

A. Encourage rrutua 1 understanding.I . B. Exchange information. . 
C. Consider matters pertaining to the general welfare of the school 

district and its E'n1:>1oyees in the Bargaining Unit.

I 
I 

Meetings wi 11 not be scheduled more thah one ( 1) per roonth. Meetings called by 
a representative of the Board of Education wi 11 be held during regular working 
hOurs. Meetings requested by the Union will be .held after regular working 
hours of the day shift. 

I SECTION 27: VACATIONS 

Full-Time Smployees 

A. All regularly employed full-time Employees employed on a twelve (12)I 
; 

rronth basis wi 11 be granted vacat:ions, in addition to the holidays 
estab1i shed by this Agreement, acbordi ng to the fo 11owing schedu 1e: 

I 1-3 yrs ....••••..Ten (10) days vac. 11 yrs ••• .- •.••Sixteen (16) days vac. 
4-6 yrs•...••.TWe1ve (12) days vac. ,12 yrs .••.••Seventeen ( 17) days vac. 
7-9 yrs .....Fourteen (14) days vac. 13 yrs ••.·••••Eighteen ( 18) days vac.I 10 yrs ....••Fifteen (15) days vac. 14 yrs•••••.• Nineteen (19) days vac. 

15 yrs .••••.•••TWenty (20) days vac. 

I 1. Vacations wi 11 norma11y be taken during the SU'1'1118r season or at other 
times when school is not in sessiOn. Vacation requests for other times 
of the year wi 11 be considered provided all operational assignnents can 
be covered adequately. Where thet-e are ftMer than four (4) !n1lloyees inI any group classification, no nxre than one (1) may be off at~ time. 
El'11J loyees wi 11 receive ·a stat.,..,t of vacation accrued by March 15 of 
each year. Requests for vacation sutmitted prior to Apri 1 30 wi 11 be

I considered according to seniority; requests after Apri 1 30 wi 11 be 
cons i dred in order of date received. 

I Errployeea are required to sutmit requests for vacations at least one (1) 
week prior to the day(s) requested; haNever, other requests wi 11 be 
considered. 

I 2. Senior Cnl) loyees wi 11 have prefrence for vacation dates. 

Part-Time Employees

I 
I 

A. Vacation pay wi 11 be given to each part-time 911lloyee in his/her last 
paycheck of the school year. Part-time Brployees wi 11 earn vacation 
based on the years of service with the school district according to the 

I 
schedule as spe 11 ed out for fu 11-t irne Brployees except that .the port ion 
and fractiona 1 part of the day wi 11 be used to rru1tip1y the scheduled as 
1 i sted. For exarp1e, if a part~t ime B11Jloyee worked four (4) hours per 
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I 
I day, and has been errployed for three (3) years, the following fonrula 

will be used to detenmine the vacation pay: 

I Vacation schedule ·x number of hours worked 

3 yrs. = 10 days X 4 hours or .SO 

I 10 X .50 =5 days 

I B. Vacations will nonnally be taken Cluring the surmer season or at other 
times when school is not in session. Vacation requests for other times 
of the year wi 11 be considered provided all operational assigrments can 
be covered adequately. Where there are fEMer than four (4) EJll)loyees in 
any group classification, no rrore; than one (1) may be off at one time. · 

I 
I En1:> loyees wi 11 receive a statement of vacation accrued by May 15 of each 

year. Requests for vacation subnitted prior to Septerrber 30 will be 
considered according to seniority; requests after Septarber 30 will be 
c;onsidered in order of date received. 

EJll)loyees are required to subnit f.equests for vacations at least one (1)I week prior to the day(s) requested; hOwever, other requests will be 
considered. 

c. In the event of resignation or dismissal, accrued vacation time shall beI 
i 

granted. 

I o. An Enl)1oyee, as described in A. eave, who has been errp loyed by the 

I . 
school district less than one (1) year as of July 1, w.ill be granted 
vacation at the rate of 5/6's per rmnth of EJnl)loyment or rrajor fraction 
thereof worked in the preceding period between July 1 of one year and 
July 1 of the next, but not to exceed ten (10) working days. 

E. Vacation periods rruat be earned ia, the previous school year (July 1 to

I June 30) • E'.ntll oyees who have be.) ln1)1 oyed by the schoo 1 district 1ess 

I 
than one ( 1) year as of July 1, wi 11 be granted vacation at the rate of 
5/6ths per rmnth of errp loyment wot-ked in the preceding year· betwe«\ 
Ju1y 1 and June 30, but not to ex<:eecl t., ( 10) working days. Not~: This 
affects Employees with service time up to three (3) years. 

F. When a ho1 iday is obsrved by the _Enl)loyer during an Elq)loyee's vacation,

I the vacation sha11 be extended one (1) day pr ho1 i day. 

G. If a regular pay day falls during :the Enllloyee's vacation, by writt.,

I notice the En1:> loyee wi 11 receive that check in advance before going on 

I 
vacation. Should an Efr1lloyee change the vacation, the Bq:)loyee nust make 
a request for the check three (3) weeks before leaving, if the Efl1:tloyee 
desires to receive it in advance. 

H. Ert1lloyees may accrue sick and vac~tion days for the first six (6) months 
they are paid disabi 1ity insuranc• by the Board of Education carrirs.

I After that time, accrual of sick *'d vacation days wi 11 stop with the 
exception of Workers' ~ation, which will continue to accrue sick 
and vacation time for the entire period of paid disability.

I 
I 



I 
I 

SECT ION 28: LEAVES OF ABSENCE 

I A. Leaves of absence shall apply for all l'l'&li)ers of the bargaining unit. 

I 
B. Persona1 leave - Enllloyees may be granted a leave of absence for persona1 

reasons, without CCJ11)enSation or !other benefits, for a period of up to 
one ( 1) year, provided it does ndt injure the progran of the schoo 1. 

I Written application rrust be made to the Superintendent of Schools or 
Designee. Upon written application, at least ninety (90) days prior to 
the expiration of the leave, the ·superintendent or Designee may, at 
his/her discretion, extend the leave of absence period for up to one (1)I ·additional year. 

1. Scheduled salary adjustments, seniority and retirement credit are 
not allowed for such a leave.I 

l 

2. An Eit1lloyee who accepts other 811) lo~t wh i 1e on 1eave of absence

I shall lose his/her seniority with the district and shall be subject 
to discharge. 

c. Return fran Personal Leaye - An Errployee granted a leave of absence for a 

I 
I 

I 

full sanester or rmre rrust give Written notice to the SUperintendent or 
. Designee at least thirty (30) cal~enclar days prior to the expiration of 
the leave that s/he expects to r.tturn at the expiration of the leave. 

1. Upon his/her return fran a personal leave of abs«K:e, the Errployee, 
with the exception of bus crivers, wi 11 be giv... an assigt"'Mnt in

I his/her classif:tcation camW\surate in hcxrs with the assigr11a1t 

I 
s/he held before going on leave. Should the reU.-ning E'lq)loyee 
refuse this position, the dbligation of the district shall be 
ended. 

I 
2. Bus crivers scheduled to return fran a personal l•ve ciring the 

upcaning school year rrust dane in during the "selection of routes" 
and exercise his/her right of selection of route according to 
seniority. Any driver who cannot be pres.,t at the bid time has 
the right to bid for a run if these steps are followed:· 

I a. Written notification of the choices of the runs a/he would 1ike 
rrust be subnitted to the Transportation SUpervisor at .1-t one 
( 1) day prior to bid time. The writt.., notification ahouldI indicate if s/he wi~ea to have a kindergarten rU'\, be on the 
trip board, the kindergarten sub board, etc. 

I b. The choices of the driver ahould guarantee s/ha wi 11 be 
covered. For instance, a driver who is fifth on the senior­
ity 1ist should have five (5) choices in priority order.

I c. Three (3) copies of this request nust be aubnitted, one (1) 
copy each for -management, Ea11lloyee's file and union steward. 

I 3. Failure to follow the _abov~ steps wi 11 cause the driver to take the 
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I 
I lowest seniority run upon his/her return.from leave of absence. 

The driver wi 11 not be allQWed to be on the trip board or have a 

I 
kindergarten run. Should the returning Er1'p loyee refuse this 
position, the obligation of the district shall be ended. 

I 
D. Peace C»rps Leave - A 1eave of absence wi 11 be granted up to one. ( 1) year 

to any Employee who joins the Pe~ce Corps as a full-time participant in 
such a program. Such leave wi 11 be considered for extension as outlined 
in Section B. of this article. ,· 

I E. Veterans Leave - Veterans wi 11 be entitled to reerll)loyment rights as 
provided by the 1aw. 

I F. Union Leave - Leave may be grant~ for a period of one ( 1) year to one 

I 
(1) E:n1lloyee for the purpose of holding a full-time elective or 
appointive office with the Union representing the bargaining unit. This 
leave may be renewed for one (1) .year periods, providing that a certified 
request is made no later than sixty (60) days prior to the date of the 
current 1eave. 

II No wages or fringe benefits or other benefits sha11 be due the Errp loyee 
during such a leave. 

I Should the Ei'rployee not cxrrplete his/her full year of service with the 
Union, s/he shall be eligible to exercise his/her seniority rights to 
return to his/her classification. 

I 
I G. Oli ld care Leave - An Enployee sfiall notify the Hunan Resarces Office "in 

writing accarpanied by a physician's statement as to the date of expected 
birth as soon as the doctor conf~~ the pregnancy. 

1. A childbearing leave of ab~enee wi 11 be treated in the same mannr 
as any disability.

I 2. The EJ1'1)1oyee shall furnish priodic statements fran the physician 

I 
· as often as she has exani~t ions indicating her we11 being and 
ability to perfonn all duties and functions of the work required of 
the assigf'llW\t. ~ · · 

~ 

3. The childbearing disabi 1ity wi 11 .-d at the point whre the

I E'lrp loyee has received a po•t-nata1 exanination and the doctor 
indicates the Employee may return to work. 

I 4. An erp1oyee returning fran a chi 1cb»ar ins 1eave wi 11 be p 1aced back 
to the position in the classification, upon written authorization 
of the physician. · 

I ' s. Upon written request, the Erfp loyee may be ;ranted a chi 1 d care 
leave of abs.-,ce for a period not to exceed one (1) year. The 
child care leave of absence would begin fran the date that the 
doctor had indicated ·that aa i d fn1:> loyee shou1 d return to work. 

I 
I No sa1ary wi 11 be race i ved during the t ima of the chi 1d care 1eave. 

Time on child care leave shall not be counted for srvice and 
sa1ary increments. 

l 
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I 
I 6. If the Errp loyee is granted a child care leave for a period up to 

I 
one (1) year, the Employee may exercise his/her seniority in the 
position of his/her classification to bu11'J the Enllloyee with the 
least seniority. 

H. Medical Leave 

Et1'1) 1oyees on a 1 eave of absence lor medica 1 reasons are covered under the 

I 
I Sick Bank Po1 icy under Section 34 F. I f the i 11ness extends beyond the 

sick bank pol icy, Enl)loyees shall be allowed leave with benefits as 
defined under Section 34 G., Disability Insurance. 

,. I f the Enl:> 1oyee' s i 11ness •xtends beyond the provisions of the 
Disabi 1 ity Insurance section, s/he may be granted an unpaid inedical I 1 eave of absence for up to One ( 1) year, upon app 1 i cation in 
writing. Such request shalil be accarpanied by a written statement 
by the attending physician iindicating the Errployee is ill and 
cannot work. Failure to odmply with these requirements shall beI cause for discharge. 

I 2. The fn1:> loyer is given the right to have an exaninat·ion of an 
Eirployee sick for any length of time by a physician of its own 
choosing at the Employer's expense • . 

I 3. Shou1 d the EITp1 oyee cha11.,.,Se the Er'1)1oyer's salacted physician • s 
report, the following procedure will be employed: 

' a. The Errployee nw.y elect to be exsnined by a physician of ·theI 
I 

En1:> 1 oyee • s choice at the Enl)loyee' s expense. · 

b. 1f the report of the $1-ployee's and Enl)loyr's physicians areI in conf 1 ict or disagr..,_,t, the 8mployr nay have the 
Errp 1 oyee exsnined by • rrutua 11 y agreed to appropriate 
specialist in the field of dispute for final determination of

I the matter. Recarrnendation of the agreed upon specialist 
sha11 be binding on the parties. Cost of the examination 
sha11 be borne by the ,B'rf)1oyer. 

I 
I I • Return fran Medica 1 LMye - An ~ loyee returning fran a medica 1 1 eave of 

. absence rn.ast notify the Superinterident or Designee with a doctor's 
statenent thirty (30) days prior ~o the date of return. 

1. Upon his/her return fran a rriedical leave of absence, all E"rrployees, 
with the exception of bus drivers, wi 11 be returned to his/hr sane

I job that s/he left. The current Enl)loyee holding said ten'J)Orary 
position shall return to his/her fornw- position. 

I 2. Bus drivers returning fran a medica 1 leave of absence wi 11 be given 
an assignnent in his/her cl.sification cannensurate in hours with 
the assignnent s/he held bef9f'e going on a medical leave. If the 

I mad ica1 1 eave extends fran the end of one schoo 1 year through the 
begiming of the next schoo-l year, the driver mJSt bid during the 
"select ion of routes" period and exercise his/her right of 
selection of route according to.his/her seniority. Any driver who

I j 
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I 
I cannot be present at the bid time has the right to bid for a run if 

these steps are followed: 

I a. Written notification of the choices of the runs s/he would 

I 
1ike rrust be subnitted to the Transportation SUpervisor at 
least one ( 1) day prior to bid time. The written 
notification should indicate if s/he wishes to have a 
kindergarten run, be bn the trip board, the kindergarten 
board, etc. 

I b. The choices of the cJr:·iver should guarantee s/he wi 11 be 

I 
covered. For instance, a driver who is fifth (5th) on the 
seniority list should, have five (5) choices listed in 
priority order. 

I 
c. Three (3) copies of this request rrust be subnitted, one ( 1) 

copy each for rnanag~t, Errployee' s file and Union steward. 

I 
3. Failure to follow the above steps wi 11 cause the driver to take the 

lowest seniority run upon his/her return fran leave of absence. The 
driver wi 11 not be allowed to be bn the trip board or have a kindergarten 
run. Should the returning E'J11)1oyee refuse this position, the obligation 
of the district shall be ended. · 

I SECT ION 29: WORK 50-iEDULE AN) OVERT If'E. CXJwPENSAT ION 

I 
A. A "full-time" Errp1oyee is defined. as saneone who works at least eight (8) 

hours per day during the schaol year, five (5) days per week, and is not 
a full-time Enl)loyee of any othr organization. 

I B. A11 Ei11)1oyees sha11 have regu1ar ~tart i ng and quitting t irres. E'n'ployees 
are expected to be at their regu1ar ly assigned bu i 1 dings at their 
schedu 1 eel startins times. Start;hg and quittins times wi 11 not be 

I adjusted after OCtobr 1st except as such changes are m.Jtually agreed to 
by the Union and the Erl1lloyer. 

1. During holiday breaks, afternoon and midnight shifts have the 
option to work the day shift. If ., activity is scheduled ci.ringI 

! 

breaks, Esrployees will be Q.iv., the option of working the afternoon 
shift on a vo 1 untary basis. ; If no 911) loyee volt.nteers, the 
activity wi 11 be filled by the lowest seniority within theI ·building. 

I . c. E"rl1) loyees who are working a sche4iled shift but are s«\t hane because of 
no work wi 11 be paid one-ha1 f of their normal shift of work, or the 
amunt actually worked, whichever is greater, but in no case less than 
two (2) hours.

I D. An Errployee called for anergency purposes outside of his/her regular 
shift ~; 11 be guaranteed at least two (2) hours pay.

I 
I 
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I 
I E. custodians and Mainteoaoce}Groynds-utiljty Employees 

1• A11 full-time custodial and maintenance En"ployees shall have

I one-ha1f ( 1/2) hour 1unches and two (2) fifteen ( 15) minute breaks. 

2. During the surmer rronths, a$ custodians are needed to ranain after 

I 3:30 p.m., the afternoon and midnight shift personnel shall do so 
on a rotating basis. 

I 
3. It is understood and agreed~ that regular part-time custodians are 

aTployed and that their work assigrments shall be within the hours 

I 
estab1ished for the part i cullar shift to which they .are assigned. 
Except in emergencies, any Changes i ri custodia1 schedu1es when 
school is not in session will require three (3) days prior notice. 

I 
4. Eight (8) hours work will b~ considered a full day for all 

Employees covered by this obntract. 

I­
5. For all custodian, ma.intenahce and grounds-uti 1ity Errployees, the 

first shift is any shift that regu1ar 1y starts on or after 
4:00 a.m., but before 11:00 a.m. The second shift is any shift that 

I 
regularly starts on or aftet- 11:00 a.m. but before 7:00 p.m. · The 
third shift is any shift that regularly starts on or after 

· 7:00 p.m. but before 4:00 a.~m. 

I 
6. Prior to the 1isting of ovet-time, the actninistration shall provide 

infonnat ion on such work that is expected to be CXJ11) leted dLring 
the assignnent of overtime Which would be considered specific or 
routine in nature. The Br1)1oyeea bidding ori a parti cu1ar overtirne 
assigrment wi 11 be able to ·inquire into the nature of work that is

I expected to be carp1eted during the overtime ass igrment. 

. 7. Any custodian who works· in (mre than one ( 1) building and wishes to 
be on a rotation 1ist for overtime shall have the choice of only 

'I 
I one ( 1) bu i 1ding and sha11 hot i fy the Director of Buildings ~ 

Q--ounds in writing as to which building s/he would 1ike to be 
included in for said overtime. 

8. Overtime wi 11 be first distributed ·equally amng the non­
probationary Ertp loyees with:in a building. 

I 
I 9. The Director of Buildings ~ Qo'-ounds will provide a "district­

wide" custodian/warehouse ahd a maintenance/grounds-utility 
overtime 1ist. When overtime camot be filled within a building/ 

I 
classification, it wi 11 be distributed equally by s.,iority within 
the group classification on a district-wide basis. A "NO" answer 
constitutes a turn. A11 the E:lq) loyees on ·the 1ist sha11 be asked 
prior to any EIJ1) loyee being asked ~e than once. 

. . 

I 
a. E:nlJloyees up for sch~led week.,d ovrtime may not work 

overtime if they called in sick the day before. 

I 
10. Every three (3) rronths the adninistration wi 11 update this overtime 

1ist. The Director of Buildings and Qo-ounds wi 11 confer with the 
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I 
I President of AFSCME on equal distribution of the district-wide 

overtime. The AFsa£ president wi 11 be given a copy of the 
djstrict-wide overtime list. 

I 
I 11. In the absence of an Errployee one (1) day to (30) days, said 

position will be filled within the building by the highest senior 
Errp loyee unless there is ari emergency situation. 

12. Head CUstodians sha11 be p1aced by bid in each secondary schoo1 , at 
all elementary school locations with over ten (10) classroans, and

I ~oswe 11 Qmrun ity Center. 

I 
13. Sunner work hours for all Custodians, warehouse and maintenance 

grounds-utility Employees ~ill be four (4) days per week, ten (10) 
hours per day, noting the f:o 11owing: 

a. This wi 11 be a pi lot program for the sunner of 1992 (last 
week of June, all of July, and the first week of August).I . .. 

b. During the week of July 4th, , Employees will work eight (8)

I hours per day and have the holiday off. · 

I. c. Sunner hours wi 11 be 6:00 a.m. - 4:30 p.m. (which wi 11 
include one ( 1) thirty (30) minute lunch hour and two (2) 
fifteen (15) minute breaks). · 

I d. Representation fran the Union and the f.rq)loyer wi 11 evaluate 
said pi lot progran in the f•ll of 1992 and make 
recannendations for its possible continuance. Either side 
may elect to have the pi lot discontinued.

I e. A11 Errployees wi 11 be paid at the straight-time rate of pay 
for the ten ( 10) hOur,s. · 

I f. No additional breaks ~ lunch time wi 11 be added to those 
days. 

I g. At Croswell , the En1) loyees may have to rotate 
responsibi 1ities during the pi lot so that the building ca11 
remain open and funct iona1 five (5) days per week. 

I 
I h. The cafeteria-uti 1ity ·person wi 11 do the Central Office mai 1 

run responsibi 1ities on one (1) of the five (5) days to allow 
the warehouse-uti 1ity. person to be involved in the pi lot. 

i . It 01.Jst be noted that~ any ut11 i zing of sick days, prsona1 
' days, business days ahd vacation days wi 11 be charged for at

I ten ( 10) hours, rath.t- than the norma1 eight (8) hour day. 

j. In all buildings, (for example, the high school) it will be 
necessary to schedule a portion of the involved ErrployeesI Monday through Thursd~y and a portion Tuesday through Friday 

I 
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I 
I to allow the continuance of existing sunner prograns. Most 

bu i 1 dings, however, wi 11 be open Monday through Thursday 
during the Sl.llTner "pilot" hours. 

I NOTE: Any itan not dealt with here that appears to be a problan because of the 
initiation of this program will be decided on by the administration during this 
pi lot progrcm.

I F. Transportation Smplovees: Bys Drivers 

I. 1. Drivers' schedules wi 11 be ~et by the Transportation Supervisor. 
Routes wi 11 be timed and estimated prior to the begiming of the 
school year. All .relief drivers and regular education drivers will 
be guaranteed a mininun of • two (2) hours a.m. and two (2) hour

I p.m. schedule. The Enllloye$ is to remain available for work 
assignnent if the shift is less than two (2) hours. Special 
education drivers wi 11 be ~aranteed a mininuri of five (5) hours. 

I When a special education school is on half-day sessions, special 
education drivers will be paid for all clock hours worked on that 
day. 

I 2. Bus driver assignnents wi 11 ;· be prepared and packaged by total 
estimated hours and assisneP on the basis of a seniority bid at a 
designated time not less than one (1) week prior to the begiming

I of the schoo1 year. Any driver who camot be present at the bid 

I 
time rrust fo 11ow the steps but1ined in Sect ion 22 I • Bus drivers 
wi 11 have the option, only at bid time, to bid on a run or becxme a 
relief driver. A relief driver has the right to bid on any posted 
run. 

I 3. New routes, that is, routes which are estab1 i shed or have becxme 
perrrenent ly vacant after the initial route assi9f'11W"t period at the 
begiming of the school year, wi 11 be posted for five (5) working 
days plus one ( 1) day for seniority bid. 

I. 
I 
I 4. Adjustments wi 11 be nade during the first four (4) weeks of the 

schoal year to arrive at regular route times. The Transportation 
Supervisor wi 11 ass i;n buses to the routes at the begiming of the 
schoo1 year before the routes are pieked by the drivers. New 
routes estab1ished clur ing the schoo1 year sha11 have a bus assigned 
to it before the route is posted. If new buses are ordred prior 
to the beg i ming of the schoo1 year, they wi 11 be assigned to · · 
routes before route selectipn. When new buses are ordred, they 
wi 11 be assigned and posted, and they wi 11 not be assigned as sub

I buses. 

5. Transportation l:l\1)1oyees wi.ll be paid at their regular rate of pay 
while attending drivers' sChool, or on road tests, which wi 11I include travel time and any time lost, plus two (2) hours pay. 

I 6. Union stewards shall be paid two (2) hours for time worked on 
organizing routes on route se1ection day. 

I I 
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I 
I 7. When an Errp loyee is absent for an .,tire day and a re1 i ef driver 

fills the absence, the relief driver will fill the entire run. 

I 8. When an Errployee is unable to drive his/her assigned noon run, s/he 
I'TlJSt notify the Transportation Supervisor no later than the a.m. 
punch-in time of that day. The noon run wi 11 then be filled by 

I regular bus drivers who wish to be included in consideration for 
noon runs and have signed up for such a run at the begiming of the 
school year based on senior~ty and rotation. 

I 9. AJl Eill:>loyees of the bus ga.i-age will use the time clock available. 
A 1 ist of the starting time : (punch-in time) for all bus drivers 
wi 11 be posted on the bulletin board. 

I 
I 10. In the event of a bus driver vacancy resulting from sick leave, 

vacation or leave of absence, where the rep1acanent driver will be 
able to substitute for five : (5) days or rrore., the following 
procedure wi 11 apply:_· 

a. Vacancies without prier notice wi 11 be posted inmediately.

I Drivers wishing to bid on the vacancy shall .sutmit a written 
bid to the Transportation Supervisor by afternoon punch-in 
time on the second (2nd) day of posting. The most senior 

I driver bidding sha11 assune ·the vacant posit ion on the 
rrorn i ng of the third (3rd) day. However, if this vacancy 
inc1 udes a Kindergarten run, said K i ndergart., run sha11 

I becane a separate run . Wld be offred to the next ..,;or 
EiTl> loyee. If a bus crivr with a Ki.ndergart., run is off for 

I 
an exta'lded period of thirty (30) working days or mre, the 
Kindergarten run wi 11 be offred to the next drivr in 1ine 
for the Kindergart., run. If the ~loyee returns before the 
end of the schoo1 year, s/he returns to the Kindergarten run. 

' 

b. Vacancies with advane._ notice shall be posted inmediately.I Drivers wishing to bi~ on the vacancy shall subnit a written 
bid to the Transportation SUpervisor by aftrnoon punch-in 
time on the second ( 2hd) day of posting. The most senior

I driver bidding shall assune the vacant position on the first 

I 
( 1st) day of vacancy. , Howevr, if this vacancy inc1udes a 
Kindergarten run, said Kindergarten run sha11 becane a 
separate run and be offred to the next senior Ea'q)loyee. If 

I 
a bus driver with · a Kindergarten run is off ·for an ext81Cied 
period of thirty (30) ; working days or more, the Kindergarten 
run wi 11 be offred to the next driver in 1ine for the 
Kindergarten run. If the E'l'l1) loyee returns before the ...ct of 
the schoo 1 year, s/he_returns to the Kindergarten run. 

c. Upon the return of th- absent driver, a 11 Bt1) loyees invo 1 ved I wi 11 return to their fanner positions. 

I d. Persons in these positions for more than thirty (30) calendar 
days would receive behefits according to Section 29 E. 

I 
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I 
I e. New or vacated Kinder9arten runs shall be offered by 

seniority to drivers with a Kindergarten run. 

I 11. Bus drivers wishing to be included in consideration for field trips 
shall sign up at the beginning of the school year. Drivers signing 
up will be listed in order of seniority and on a rotation basis. 

I New drivers may be added as they CQll)lete their probationary period 
plus the thirty (30) calend~ days additional driving time. Field 
trips wi 11 be assigned to those on the 1ist in order of seniority 
and on a rotating basis.

I 12. Bus drivers wishing to be signed up for field trips will be listed 
in order of seniority and on a rotating basis. 

I 
I a. New drivers to be added as they complete their sixty (60) day 

probationary period plus thirty (30) calendar days additional 
driving time. · 

b. Field trips will be pOsted three (3) working days in advance. 
Saturday trips will be posted Thursday. Sunday trips will be

I posted inmediately after Saturday trips are signed. Monday 
trips wi 11 be posted Friday. Tuesday trips w i 11 be posted 
immediately after Monday trips are signed. 

I c. Erll) 1oyees absent on the day fie1d trips are posted wi 11 have 
an "absent" marked on ·the assigrmant sheet. 

;I d. Drivers accepting the ;field trip m.ast initial the trip board 
indicating their accePtance between 7:00 a.m. until Bq)loyee 
p.m. punch-in time th41 day the field trip is posted, 
indicating their acceptance. If a trip is posted after theI p.m. punch-in time, a .driver must sign by the end of his/her 
work day or it shall be a pass. · 

I e. Drivers are to notify the suprvisor as early as possible if · 
they do not intend to .accept the field trip. 

'I '· f. A driver refusing an *asigrmant for a field trip shall lose 
his/her turn unti 1 hi*/her name canes up a.Sain on the 
rotation schedu1e. 

I g. Four ( 4) consecutive ~asses in a rat~ and the driver's nana 
wi 11 be dropped fran the field trip 1ist. 

I h. Absences shall not be utilized in the CXJ11)utation of four (4) 
consecutive passes. (Absences do not stop passes.) 

I i. If a · canceled field trip causes a driver to be posted for 
two (2) overlapping trips on the same day, that driver ·will 
be allowed the next available trip also. 

j. Shou 1 d a trip be cance1ect, the driver affacted sha11 becaneI eligible for the next available trip not already assigned.
(cancellations do not stop passes.) 

I ~1 

I 



I 
I k. Drivers that take an assignnent ITLISt work either an a.m. or a 

p.m. run on the day of the assignment. 

1. The bus drivers required to take out-of-district field trips

I will be granted a minimum of four (4) hours pay; in-district 
is two (2) hours pay. 

I m. You can take a school pass if trip happens to fall on a 
school date. Drivers wi 11 lose their turn on the 
trip boarQ until their next turn in rotation. 

I n. Please sign up as soon as possible. Give others time to 
sign. 

I o. Drivers refusing an ~signment for noon runs shall lose their 
turn until their name~ again come on the rotation schedule. 
Four ( 4) consecutive passes in a row and the driver's nane 

I wi 11 be dropped fran the noon trip ·1 ist. Absences shall not 
constitute a pass on a previous assignment. 

p. On continuous trips~ additional prep time will be paid.

I q. Bus drivers required to take overnight trips: 
I 

I 1. Shall be paid time worked. This would include prep 
time for second day and then be treated as a regu1ar 
field trip. 

I 2. Reasonable reint)ursement for meals and lodging (where 
group is staying) wi 11 be nade. 

I 13. Bus drivers re(JJired to return to work after leaving the premises, 
upon request of their supervisor, will be paid a minimum of two (2) 
hours. 

I 14. Bus drivers wi 11 be allowed to have two (2) hours work time for rostr 
preparation. 

I 15. The Brployer agrees to pay ;or the cost of the chauffeur's licauses 
for all E/T1)1oyees in the bargaining unit who are required to have 
than. Payment for the chauffeur's 1icense wi 11 be made at the time 
the 1icense is secured. HoWever, in the event the Elq)loyee 

I 
I terminates ert1) loyment prior to the CCJ11) 1etion of those years 

already paid for, corresponding adjustment will be made in the last 
paycheck to reirrburse the E'rfployr for the advanced payment. 

' 
16. Transportation of four (4) qr nxre pupils going on field trips 

fran any school wi 11 be don~ by bus drivers. Field trips which areI scheduled in small vehicles wi 11 be driven by bus drivers. 

17. The E'J1l)1 oyer wi 11 pay for ttie phys i ca1 examinat ion required for

I EJT1)1oyees driving school buses. Such examination will be by a 
physician or physicians designated by the E'Jrployer. However, 
EJ'rl)loyees wishing to have a rmre thorough examination by their <7ttln 
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I 
I physician or the physician designated by the E'.rrployer wi 11 be 

a 11owed up to the aoount charged by the designated physician. The 
first such examination prio~ to the beginning of emplo~t will be 
at the Employee's expense. 

18. The Errployer will pay up to ·_$50.00 toward the physical examination

I required by law to drive a schoo1 bus. Receipts and/or bills rrust 
be submitted to the distric~. The school district will reimburse 
the Employee or pay the doctor. 

I 
I 19. When a bus driver averages five (S) hours or roore for a thirty (30) 

calendar day period (or rrorf!), the driver sha11 receive ho1iday 
pay, sick pay and vacation ~ay for the number of hours worked. 

G. Traoscortat ion Enp 1oyees: Mechanics 

I 1. Lost, stolen and damaged tools needed to work on the school's 

I 
vehicles will be replaced b~ the school district, provided an 
inventory of tools is recorded, kept current by the Errllloyee, filed 
in the Transportation Supervisor's office, and if the occurr81Ce is 
reported to and certification is nw.de by the Supervisor of 
Transportation. · 

I 2. Meehan i cs wi 11 on1y be used ;to drive schoo1 buses in an emergency 
situation. 

3. The bus mechanics' ~s wi ll be estab1i shed by the transportationI supervisor and the bus mecheni cs sha11 have a one ( 1 ) hour 1unch 
hour period, except when students are not in session. 

I 4. OVertime wi 11 be paid as fo l lows: 

A. Time and one-half wi 11 be paid as follows:

I 1. For a11 hours ovr eight (8) in one day. 

I 
2. For hours worked in excess of forty (40) hours in any 

one ( 1) week. 
3. Working on Satur.day. 
4. There sha11 be no pyrsniding of overtime. · 

I B. Double time wi 11 be paid as follows: 

I 
1 • For a11 hours worked on SUndays. 
2. For all hours worked on holidays. Time worked on 

holidays wi 11 be double time plus holiday pay. 

I s. In the absence of the senior rnechan i c of one ( 1) day to thirty ( 30) 
working days, said position will be filled by the highest senior 
Enl>loyee, as long as the Enployee is qualified. 

I 
I 
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I 
I H. FOOO SERVICE EMPLOYEES 

1 • The Food Service Department has two ( 2) c 1ass if ications: 

I (1) cook and (2) cashier. In the oook classification are included 
the subclassifications of: Senior High Head Cook, Senior High 
Cook, Senior High Assistant Cook, Jr. High Cook, Jr. High Assistant 
Cook, and E1ementary Cook. 

I 
I 2. Food Service working hours ~ha11 be estab1i shed and assigned by 

seniority by the Food Service Supervisor in accordance with the 
building schedule and cafet~ia needs at the begiming of the 
school year. Food Service ~loyees shall be guaranteed work for 
the entire year when their kitchens are in operation. 

I ' 3. 
' 

All Food Service extra hour~ during the regular lunch progran shall 
be assigned by seniority in job classification in each kitchen. 

I 4. Any absences resu1t i ng in si-'eater hours sha11 be f i 11 eel by lli:)V i ng 
all other seniority Employees in that job classification up to fill 
that position or any subseq~ent position in that kitchen. 

I 5. When a school is not serving lunches and regular seniority 
Errp1oyees are not working, they sha11 be ca11ed by job 
classification into work before any substitutes are called. 

i 

I 
I 6. In the event a Food Service, 811) loyee is absent due to sickness, 

vacation, or per'sona1 reasohs, aubstitutes wi 11 be ca11eel. In a 
schoo1 where on1 y two ( 2) cOoks are assigned, the cook who is ·not 
absent can be assigned additional hours of the abs.-.t cook's 
schedule before the substitute cook is assigned hours of work. 

I 7. When a Food Service Er\'1)1oyee is assigned to work in a higher 
subc1ass if ication for lll:)r8 than four (4) hours, the ~ loyee aha11 
receive the rate of pay for the highr classification. When the

I Ei11l1oyee works in a 1ower c 1assif ication, the 911) loyee sha11 
receive his/her regular rate of pay. 

I · 8. All hours of work perfonned in the cafeteria for special ev.,ta, 
which are not part of the regu1ar approved Board of Education 
lunchroan progran, wi 11 be paid at a rate of time and one-half 
( 1 1/2) provided that the t ·ime worked is paid for through the ·I payro11 department . OVert irne for specia1 events wi 11 be assigned 
by job classification. 

I Exceptions to this provision are: 

I 
a. Extra time assigned to cafeteria personnel for the 

Board approved lunchroan progran. 
b. Extra time assigned for cleaning purposes. 

I These hours wi 11 be paid at the nonna1 hour 1 y rate un1ess they 
exceed over eight (8) hours in one day or forty (40) hours in any 
week. 

I 
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I 
I Hours of work performed for .specia1 events sha11 be divided as 

equally as possible district-wide arong all regular Brployees. An 

I updated 1i st sha11 be posted and maintained at the high schoo1 • 
Whenever work is required f6r special events, the person with the 
least amount of special event hours will be called first and so on 
down the 1ist in· an attEill)t ; to equalize the hours. For purpose of

I this c 1ause, hours of work for spec i a 1 events not worked because an 
I 

' . 

I 
Errployee was absent or did hot choose to work wi 11 be charged to 
the Enl:> loyee • . En'll1oyees wi 11 not be charged if they are not 
available due to a oonflict' with their nonmal work schedule. 
Specia1 event hours wi 11 revert to zero (0) at the beginning of 

I each school year. 

I 
9. A11 hours worked on Saturda~ wi 11 be caT1)ensated for at the rate of 

one and one-ha1f ( 1 1/2) times the regu1ar hour1y rate. Any hours 
worked on Sunday will be ~ansated for at the rate of two times 

I 
( doub 1 e time) the regu1ar hour 1y rate. Any hours worked on 
ho 1idays sha11 be carPensated at the rate of two time ( doub 1e time) 
the regular hourly rate in •ddition to holiday pay.

' . 
10. Food Service Employees attending meetings at the request of the 

Eirc:>loyer, outside of their regular working hours, will be paid for

I at their regular rate. 

I 
11. The ~ loyer wi 11 pay for the amua1 phys ica1 exanination required 

for Food Service Etrployees. SUch exanination wi 11 be by a 

I 
physician or physicians designated by the En'p loyer. However, 
En1Jloyees wishing to have a rmre thorough exanination by their own 
physician or the physicians designated by the Bq)loyr, wi 11 be 
allowed up to the arrount ch~ged by the designated physician. The 
first such examination prior to the beginning of 811)1oyment shall 
be at the Employee's expense.

I 12. Major appliances wi 11 be repaired as soon as possible. 

I 13. The Food Service SUpervisor. wi 11 offer the cook's clusificaticn 
personne1 the opportunity of working extra hours a mininun of one 

I 
( 1 ) time each semester for the purpose of c 1eaning those faci 1ities 
in the kitchen that cannt?t be done clr ing their regu1ar shifts. 

14. Each kitchen shall be equipped with a portable fan. 
I

I 15. Food Service Enllloyees wilt be allowed breaks and lunch time 
according to their schedu1~ 

·, 
consecutive hours. 

4.0 hours - 5.9 hours =one (1) 15 minute breakI 6.0 hours - 7.9 hours = one (1) 15 minute break and 
one (1) 30 minute lunch 

8.0 hours = tWQ (2) 15 minute breaks and I one (1) 30 minute lunch 
The 30 minute lunch break is unpaid time. 

I 
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I SECT ION 30: t-kX..I DAYS 

A. Holidays paid for by the Elrllloyer . at a regular rate of pay shall apply to 

I ( 12) month Errp 1oyees who are regu Jar1y errp 1oyed for eight (8) hours or 
rrore per day, as follows, during the 1ife of this Agreement. The 
following days shall be celebrat~ as holidays: 

I 
Independence Day 
Labor Day

I Thanksgiving Day 

I 
Day after Thanksgiving 
Christmas Eve 
Christmas Day 
New Years Eve 
New Years Day 
Good Friday

I Easter Monday 
Merror i a 1 Day 

I 
Independence Day 

I Labor Day 
Thanksgiving Day 
Day after Thanksgiving 
Chr i strnas Eve 

I a-r i stmas Day 

I 
New Years Eve 
New Years Day 
Good Friday 
Easter Monday 

. Merorial Day 

I 
Independence Day

I Labor Day 

I 
Thanksgiving Day 
Day after Thanksgiving 
a-r i strnas Eve 

I 
Christmas Day 
New Years Eve 
New Years Day 
Good Friday 
Easter Monday 
Maror i a1 Day

I 

1991-92 

Thu~sday, July 4, 1991 
Monday, Septamer 5, 1991 
Thursday, Novamer 28, 1991 
Friday, November 29 1991 
Tuesday, December 24, 1991 
Wednesday, December 25, 1991 
Tuesday, December 31, 1991 
Wed~esday, January 1, 1992 
Friday, April 17, 1992 
Mon9ay, April 20, 1992 
Mon~ay, May 25, 1992 

1992-93 

Friday, July 3, 1992 
Monday, Septerrber 7, 1992 
Thursday, Noverrber 26, 1992 
Friday, Noverrber 27, 1992 
Thursday, December 24, 1992 
Friday, Decari;)er 25, 1992 
Thursday, Deca1Cer 31 , 1992 

l 

Friday, . January 1, 1993 
Friday, April 9, 1993 
Monday, April 12, 1993 
Monday, May 31, 1993 

1993-94 

Monday, July 5, 1993 
Monday I September 6,. 1993 
Thursday, Novarber 25, 1993 
Friday, Noveni:ler 26, 1993 
Thursday, Oecarbr 23, 1993 
Friday, Decermer 24, 1993 
Thursday, December 30, 1993 
Friday, December 31, 1993 
-Friday, Apri 1 1, 1994 
Monday, Apri 1 4, 1994 
Monday, May 30, 1994 

I 
B. It is undrstood that the Enllloyees of this contract wi 11 be given 

one-half ( 1/2) day off for their Union picnic providing they attend same. 
Three (3) men-bers of the bargaining unit, nutually agreed upon by both 

I 
the Local and the Adninistration, wi 11 be allowed off with pay on the 
mOrning of the Union .picnic to prepare for sane. Dates to be 
estab1i shed. 

I 
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I c. Ell1) 1oyees w i 11 be granted the Friday fo 11owing Thanksgiving as a ho1i day 

as 1isted above except that when ~chool is in session on that day, the 
El'rp loyees of this contract wi 11 wbrk a normal shift without premiun, but 

I one (1) day will be added to their vacation. 

I 
D. It is understood that when a holiday falls on a Saturday, it shall be 

celebrated on Friday. When it falls on a Sunday, it shall be celebrated 
on Monday. Errp 1oyees m.ast work a. fu 11 day the 1ast regu1ar1y schedu 1 ed 
work day before a holiday, and a full day the first regularly scheduled 
work day following a holiday in ~der to receive pay for that particular

I holiday. 

I 
E. I f for any reason c 1asses are in ~ess ion during any of the above days, 

fJ'll)loyees wi 11 be expected to repbrt for work at their regular rate of 
pay . other days wi 11 be determin~ as ho1 i days by m.Jtua 1 agreanent 
should this occur. 

I SECT ION 31 : c::g1?ENSAT ION SQjEOULE 

I 
A. A11 E:r11) loyees of the bargaihing unit wi 11 receive benefits based on 

their regular hours worked. , For bus drivers, their regular hours 
wi 11 be determined by Octob.. 1st of each year. A11 others wi 11 be 
detennined after thirty (30) days in the posit ion. 

I B. Corpensat ion is based on 2,beo hour per year, with a forty (40) 
hour work week. OVertime ih excess of eight (8) hours per day, or 
forty (40) per week, shall be paid at the rate of time and one-half

I (1 1/2). 

I 
c. Should an ~loyee be pram~ed to a higher classification, the 

Elq:)loyee wi 11 rmve to the step of the new classification in 
accordance with the En1) loy_. • s nul'Cer of years of service in the 
district. 

I o. When an E'.rrp loyee is assigned to work in a higher classification 

I 
for rmre than four (4) consecutive hours, the 9'r1l1oyee shall 
receive the rate of pay for the higher classification. Wh.-. an 
E'nl:> 1oyee works in a l011er c 1 ass if i cat ion, the Err()1oyee wi 11 receive 
his/her regu1ar rate of pay. 

I E. Bus drivers wi 11 be paid at their regular rate of pay for all time 
spent on field trips unless ( it wi 11 result in over eight (8) hours 
81l) lo)ment in one day, or ferty (40) hours in that week, in which 
case time and one-half (1 1/2) shall be given for those hoursI beyond the eight (8) hours per day, or beyond the forty (40) hours 
per week. Field trip time wi 11 not be used to detennine fringe 
benefits. 

I F. Relief drivers wi 11 be paid ;for all b.,.fits under this agreena'lt 
based on their average hour* worked during the previous schoo1 
year.I G. Relief drivers wi 11 be paid for all ~efits under this agreement 
based on the re1i ef driver with the 1east arrount of hours worked 
the previous school year.
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I 
I H. Carpensat ion schedu 1 es are shown on Appendix I • 

SECTION 32: PART-TIME EtPLOYEES 

I A. Carpensation schedules are shown 6n Appendix 1. 

I 
B. A part-time worker shall be defined as a regular Err1Jloyee with a job 

assigrment of less than eight (8) .hours per day. Hours assigned shall be 
determined to be part of a regular shift. The Wor-kload shall be assigned 
by the Supervisor. 

I c. Because of the concept of true prq-ration, the following indicates what 
fringe benefits the part-time Errp1oyees that are a part of this 
bargaining unit will receive:

I Life Insurance- The Board will provide the following life insurance for 
all part-time Errployees: 

I 
I $15, 000 tenn po 1icy for f:rrl) 1oyees working .6 hours but 1ess than 8 hours 

per day. 
2 $10,000 term po 1icy for Ert1lloyees working 4 hours but 1ess than 6 hours 

per day. 
$ 5,000 term pol icy for Brployees working 2 hours .but less than 4 hours 

per day.

I D. Hospitalization -The Board will provide the type of hospita14medica1­
surg i ca1 coverage present1 y carr i~ for· each fu11-time Errp loyee for part­
time Enllloyees, and wi 11 cover the cost of the praniun on a true prorata 
basis (a percentage of .an eight (8) hour day) • I. 

E. Vision Insurance - The Board wi 11 provide vision insurance for each full­

I time fn1)1oyee and fni ly and for part-time Blllloyees, and wi 11 cover the 
cost of the preniun on a true pror,ata basis (a percentage of an eight (8) 
hour day).

I 5PECS: 

I 1. Exanination 
2• Single Vision La"\Ses 
3. Bifocal Lenses 
4. Tr i foca1 Lenses

I 5. Lent i cu 1 ar Lenses 
6. Frames 
7. Contact Lenses 

I 
I 

i 
80% ~f reasonable and custcmary 
8~ of reaaonable and custcmary 
8~ of reasonable and custcmary 
80% of reuonable and custcmary 
80% of reasonable and custcmary 
8~ of reasonable and custcmary 
$32. 00 per 1a"\8. 8~ of cuatcmary and 
reasOnab1e charges is paid if acuity of the 
patient is not correctable to 20/70 in the 
better eye with conventional lenses, but 
can be corrected to 20/70 or better by the 
use of contact lenses. 

F. Vacations - Vacation pay wi 11 be g-ven to each part-t ima Errp loyee in

I his/her last paycheck of the school year • . Part-time Errployees wi 11 earn 
vacation based on the years of service with the school district according 
to the schedule as spelled out for . full-time Employees except that the 

I ! 
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I 
I portion and fractional part of the day will be used to multiply the 

schedule as 1isted. For ex81l1Jle, if a part-time Elt'ployee works four (4) 
hours per day and has been errployed for three (3) years, the following 
formula will be used to detenmine his/her vacation pay.

I Vacation Schedule X Portion of Day 

1-3 yrs. = 10 days x 75% =7 1/2 daysI 
' 

;' 

I 
G. Ho1idays - For a 11 part-time Eilllloyees that are a part of this bargaining 

unit the Board of Education will provide holiday pay for those days that 
fall within the E'Irl>loyee's normal .wcirk year for the hours worked on a 
normal 'day bas is. For exsrp le, if the Errllloyee nonnally works five (5) 
hours per day, the Employee will·receive five (5) hours pay for those

I holidays that are within the Elll'Jloyee's nonnal work year. 

I 
H. Longevity- For all part-time Emp loyees that are a part of this 

bargaining unit the Board of Educ~tion will provide longevity pay as 
spelled out for full-time Employ~s except that it wi 11 be based on a 
prorata basis considering the fraqtional part of the day worked. For 
exarp le, an Employee who has worked for ten ( 10) years for the district

I and is presently working four (4) hours per day, the following fonrula 
will apply to detenmine longevity ·pay: 

Contract Schedule X Portion of DayI 10 years =$600 X 4 hours (.50%) =$300 

I SECT ION 33: UN I FQRMS 

A. custodians - The Board wi 11 furnish to each regularly arployed custodian 
Ef11:lloyee three (3) uniforms every year (choice of cotton or polyester)

I and two (2) t-shirts. Unifonns wi 11 be distributed no later than Labor 

I 
Day. New Eilllloyees will receive their unifonns as soon as possible after 
CCJll)letion of their probationary period. The En"ployee shall be 
respons i b 1e for the care and c 1ean1i ness of the uniforms. 

I 
B. Maintenance and Q:oynds-utilitY ~ ~. Board will furnish these two groups 

with four (4) unifonns per year (cbtton, if available). lhese 
Er\l)loyees may .choose coveralls instead of uniforms. Gloves wi 11 also be 
furnished. · · 

I c. Mechanics wi 11 be furnished daily lanifonns provided by a uniform srvice 
of management's choice. The foll~ing conditions wi 11 also prevai 1: 

I 1 • Meehan i cs wi 11 be readY to begin work, dressed in their 
unifonms, at the start of their shift. 

I 
2. Mechanics wi 11 use the:· parts roan, or agreed upc;>n place, for 

changing into their un' fonns. 
3. Mechanics will work until the end of their shift and then 

change clothes on their own time. 
4. It is understood that ho soiled service unifonns will be

I taken hane. 
5. Gloves will also be furnished. 

I 39 

I 



I 
I D. Drivers - Beginning with the 1989-90 schoo 1 year and every third (3rd) 

year beyond that, management wi 1~ purchase a new winter jacket and spring 
jacket for each driver. Additionally, . new drivers will be provided with

I a winter and spring jacket. The jackets are to be kept clean and in good 
repair by the driver. 

e. Food Services Department- At the. beginning of each school year, all cookI classification personnel will be paid $70.00 toward uniforms, and will be 
provided with five (5) aprons per school year. 

I F. Qrounds-Utility and Maintenance- The Board will provide monkey faced 
· gloves for the grounds-uti 1ity and maintenance Errployees. The frlllloyees 

will turn in old gloves to show n•ed of obtaining new ones.

I SECT ION 34: INSURANCE 

I A. For purposes of detenmining eligibility for the insurance provisions of 
this section, it is understood th~t a "full-time" E'n'ployee is defined as 
saneone who works ten ( 10) months per year for the E'Jrp 1oyer, at eight (8) 
hours per day, five (5) days per week, and is not a full-time Errployee of

I any other organization. The Errployee is responsible for CQll)leting the 

I 
necessary insurance .application forms. It shall further be the 
Errp 1oyee' s respons i b i 1 i ty to repott imned i ate1 y to the Errp1oyer a 11 
changes in his/her current insurance status. Exall)le: .divorce, birth, 
etc. 

I B. Hospitalization Insurance- Upon jroper completion of the required 
hospitalization application fonn ~Y the Eirp1oyea, the .Board of Education 
wi 11 provide a hospital-medica1-s~rgica1 and major medical plan simi Jar 
to the following: Blue Cross-Blue ;Shield MVF-1 with D45NM rider, the

I $2.00 deductible prescription rider, and tt.. rider with a $50.00 per 

I 
insured person deductible, or a $100.00 per insured family deductible pr 
calendar year. The Board of Edu~tion wi 11 bid this hospitalization plan 
to eligible carriers and will detennine the successful carrier. This 

I 
coverage sha11 inc1ude spouse and ;e 1 i g i b1 e dependents, but aha11 not 
include extra payment for sponsor8d dependents and family continuation 
riders. Additional benefits may be purchased, such as sponsored 
dependent and f ani 1y centi nuat ion on an indiv idua1 basis by payro11 
deduct ion; however, it is agreed the addit iona1 costs wi 11 be borne by 
the Enl'lloyee. Any ErJ1:)1oyee who elects not to carry hospitalization may

I double his/her 1ife insurance coverage instead of the hospitalization. 
It is understood that part-time ErJl,loyees would be able to double only 
that a"TDJnt of insurance that they are ent it1ed to. 

I 
I c. Life Insurance - A11 EiTp loyees in the bargaining unit, upon propr 

app1ication, wi 11 be covred by 1i;fe insurance on a group basis in the 
principal am:>unt of $20,000. The P,..ovisiona of the group pol icy and the 
rules and regulations of the carrier shall govrn as to mmencemeut and 
duration of benefits and a 11 other aspects of the coverage. The $20,000 
~~mUnt of the po 1icy sha11 continue unt i 1 Septsriler 30, 1994, inc1ud i ng 
a 11 vacation and regular SI.J1111et" periods as long as the individua1 remainsI an E'tT1' 1oyee of the Board of Education. 

I Employees electing not to be cover~ by hospital~ical-surgical 
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I 
I coverage may elect to have double the 1ife insurance protect ion they are 

entitled to instead of hospitalization coverage. The E:rrployee may 
request this in writing to the Assistant Superintendent for Human 
Resources. 

D. Vision Insurance ~ Upon proper completion of the required vision 
insurance application fonm by tne Employee, the Board will provide visionI insurance for each full-time E"Jlllloyee and fani ly as follows: 

I SPECS: 

1 • Exanination 80% pf reasonab1e and custanary 
2. Single Vision Lenses 80% of reasonable and custanaryI 3. Bi foca 1 Lenses 8~ of reasonab1e and custcmary 
4. Trifocal Lenses 80% 9f reasonable and custanary 
5. Lenticular Lenses 80% of reasonable and custanary 
6. Frames 80% of reasonab 1 e and custcmaryI 7. Contact Lenses $32.po per 1ens. 80% of custanary and 

reasonable charges is paid if acuity of the patient is not 
correctable to 20/70 in the better eye with conventional lenses,I but can be corrected to 20/10 or better by the use of contact 
lenses. 

I E. Dental P1an - Upon proper CQ11) let ion of the required vision insurance 
application fonn by the Errployee, the Board of Education wi 11 provide a 
dental insurance plan for all f~ll-time Employees and all part-time 
Errployees, and wi 11 cover the obst of the premit.m on a true prorataI ·basis. 

The denta1 p 1 an wi 11 JrOV ide a $600. 00 per person, per ·contract year,I max~nun. The dental plan will~ similar to the following: 
' 

7<a of the reasonab1e and custanary charges of a dentist for preventative

I and anergency expenses: · · 

1. Routine oral exsninations and cleaning (prophylaxis) but not rmre 
than once each in any priod of six (6) consecutive months.I .2. Topical application of fluoride • 

3. Space maintainers replacing permanently lost teeth for dependent 
chi 1dren under 19 years of age.I 4. Emergency pa11 iative treatment. 

6~ of the reasonable and custanary charges of a dentist for the

I following "genera1" dentist exp,_es: 

1. Dental x-rays. 
2. Extractions (except those ·performed in connection with orthodonticI treatnw\t) • 
3. · Oral surgery (except When perfonned in connect ion with orthodontic 

treatment).I 4. Fillings (amalgam, silioo~e, acrylic, synthetic, porcelain, and 
CCJ1l)Osite fi 11 ing restoration). 

I 
5. General anesthetics (when : medically necessary and adninistered in 

connect ion with ora1 or denta1 surgery) • 
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I I 

6. Treaan.nt of periodontal ~ other diseases of the gums and tissuesI of the roouth. 
1. Endodontic treatment (including root canal therapy). 
8. Injection of antibiotic drugs (by the attending dentist).I 9. Repair or recement i ng crowns, in1ays, on1ays, bridgework, or 

dentures, or relining or rebasing of dentures rrore than six (6) 
roonths after the installation of an initial or reJ)lacement denture

I (~ rrore than one ( 1) rel ining or rebas ins in any period of .thirty­
ai x ( 36) c0nsecut i ve montns) • · 

I 
10. Inlays, onlays, gold fillings, or crown restoration .(only when the 

tooth cannot be restored with an ana lgam, s i 1i cote, aery1ic, 
synthetic, porcelain or o9mPosite filling restoration). 

\ 
I 

I The above "general" dental expenses wi 11 be subject to a $25.00 per person, per 
fiscal year deductible, $50.00 family deductible.per fiscal year (July 1 to 
June 30 each year) • 

Effective 10-01-92 the dental wi 11 invease fran $600 per 111EJ'1tler per year toI $1 ,000 per merrber per year, .with an arthodont; c rider of $1 , 000 1ifet ime 
maxinun per family 111EJ'1tler. · 

I F. Sick Bank- The first fifteen ('5) days of illness or disability of an 
Enployee who has not been hospitalized shall be covered by the Erfllloyeels 
own aca.nu1ated sick 1eave days, On the sixteenth ( 16th) day theI Enployee nw.y draw sick leave fr~ the sick bank to a maxinun of fifteen 

I 
( 15) days. In the event the Enl'lloyee continues to be d i sab1ed, the 
Enployee nw.y then participate in the disabi 1ity program out1ined in G. 
below. · No sick bank uti 1izatiOf) for disabi 1ity supplements. 

I 
Prsons withdrawing sick leave ~ys fran the bank wi 11 not be required to 
rep1ace these days except as a ~egu1ar contributing n'lEililer of the bank. 

I 
A max inun of fifteen ( 15) work ~ys during one ( 1 ) schoo 1 year may be 
drawn by one individual fran th.- bank. . 

When the bank is reduced to fif~y (SO) days, each Esrployee shall donate 
one ( 1 ) day to rep1enish the baf\k. 

I The Union President wi 11 be notified in writing whenever sick days are 
drawn fran the bank. 

I G. Djs8bi 1ity Insurance - Upon propr CXJ11)1etion of the required disabi 1ity 
insurance fonn by the Erl1) loyee, i the Board sha11 provide a short-tenn 
disabi 1ity progran for all E:r11lloyees who have not been hospitalized

I beginning on the thirty-first ($1st) consacut ive work day of illness at 

I 
the rate of sixty prcent (6~) ; of the insured person Is dai 1y sa1ary for 
a period of one hundred and four (104) weeks for accident and one hundred 
and four ( 104) weeks for s ick,..s. The month1y sa1ary sha11 not exceed a 
monthly maximum benefit of $1,2po.oo. 

I The Board wi 11 allow Clrployees to opt in the payment of the diffrence 
between the Errp loyee Is regu1ar -a1ary and the arrount received on 
disabi 1ity with sick days or vaeation days (at the Efll>loyee' s option, in 
writing), such days being deducted in the same way as rroney paid to the
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.­

I extent of the Employee's accumulated sick leave and vacation days. 

When an EJTp loyee is hospita1ized and/or when an En1:> loyee has hadI outpatient surgery, the disability benefit begins on the first (1st) day 
of confinement in a hospital or the day of outpatient surgery that is 
approved by the insurance carri.r.

I SECT ION 35: MISCELLANEOUS 

I A. All accidents or injuries of any nature, regardless of seriousness, shall 
be reported at once to the Super:visor. Employees shall furnish all 
infonmation necessary to complete required accident report. 

I· B. The Board will provide the Tine :(skin test) for all Bmployees in the 
bargaining unit, fully paid for by the Board of Education. Any Employee 
who is allergic to the skin test will be allowed $30.00 toward their 

I X-ray cost fram their individual physician when the bill is presented to 
the Human Resources Office. 

I c. Ccrrpensat ion schedules are shown in Appendix I • 

SECT ION 36: WORKERS' cxrtPENSAT ION 

I In the event an Enllloyee loses time -. a result of illness or injury incurred 

I 
in the course of his/her emplo~t, for which the Employee receives benefits 
under the Michigan Workers' Ccrrpensation Act, the Board wi 11 allow Ef1'1lloyees to 
have the option (in writing) of being ' paid the diffrence between the tmOUnt 

I 
paid for OCJl1)8Mation and the .oount normally earned on a straight-time basis 
as long as the individual has days rtl'fl&ining in his/her individual sick bank. 
A prorated STDJnt of time sha11 be deducted fran his/her sick bank for each day 
of absence. Wh., En'p loyees are releaSed to return to work after having bert 
absent on a Workers' Ccrrpensat ion dis~i 1ity, they wi 11 be reinstated to the 
classification held prior to his/her injury.

I i 

$ECTION 37: WAIVER 

I . The parties acknowledge that during the negotiations which resulted in this 

I 
Agreanent, each had the unlimited right and opportunity to make dEmands and 
proposa1 s with respect to any subject ~ or matter not rerroved by 1aw fran the 
area of collective bargaining, and that the understandings and agreanents 
arrived at by the parties after the exercise of that right and opportunity are 
set forth in this Agreement. Therefoere, the Erallloyer and the Union, for the 
1ife of this Agr...,t, each vo1untari 1y and unqualifiedly waives the right,

I and each agrees that the other aha11 not be ob 1i gated to bargain co11ect ive1 y 

I 
with respect to any subject or matter not specifically referred to or covered 
in this Agreenant, even though such subjects or matters may not have b..-. 
within the knowledge or ccnterqllation of either or both parties at the time 
they negotiated or signed this Agr~t. 

I 
I 
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I SECT ION 38 : DURAT I ON OF AGREe£NT 

This Agreement sha 11 be effective as of , October 1 , 1991 , and sha11 cont;nue in 
full force and effect until September 30, 1994. At any time subsequent toI August 1, 1994, either party may give ~itten notice to the other of its desire 

I 
to negotiate a new Agreement for the following year, and meetings for that 
purpose shall begin after delivery of such written notification, provided, 
however, that nothing in this paragraph or elsewhere in this· Agreement shall be 
construed to require the Errp1oyer to ccmnit an unfair labor practice or 
otherwise violate the law by any irrproper recognition of or support or 

I assistance to the Union. 

LETTER OF ~ERSTANDING 

I Substitute custodians are not rnerri:>ers of the AFSQ£ bargaining unit, and their 
hourly rate of pay is not subject to negotiations. 

I ·ASBESTOS 
i 

The school district wi 11 operate well within the guidelines of the law 

I· regarding asbestos. The school district wi 11 provide training at Erfl;)loyer 
expense· to any and a 11 Etrp1oyees i nvo 1 ved and wi 11 uti 1 i ze safety equ i lll*\t 
that is well within the guidelines regarding asbestos (AHERA and OSHA). 

I 1. Properly trained Etrployees wi 11 wc)rk only on small scale clean-up, repair 

I 
operations and emergency response$. This shall not include the large 
sea1e abatanent projects 1isted if1 the rnanagenant p 1 an approved by the 
State (ex811)1es: the removal of ubestos pipe covering fran the Raneo Jr. 
High School 1927 attic, and the R~ Sr. High School rfm)val of cei 1ing 
tile in six (6) classroans and adjac.,t corridors). 

I 2. For each Errployee who has been directed to ·perfonn asbestos related work 
within any given year, regardless :of the size of the job or the 
frequency, the District wi 11 pay ~or an arnua1 X-ray or begin a medica1

I monitoring progran set up by the State/Federal authority at a physician 
of the Board's choice. 

3. When possible (at the supervisor' ai discretion) two (2) Enployees shall 
. perfonn any rem::>va1 procedure.I · 

I 4. Under normal conditions (see note ;belatt) a work order shall be presented 
to fn1lloyees perfonning an asbestds ·task. It shall include: 

. a. A written procedure fran starting task to di sposa1 of materia1 and

I clean-up. 
b. All equi~t and materials required for . the execution of · that 

specific task. 

I c. Be signed and dated by per*on or supervisor respons ib1e for the 
task. 

I 5. We wi 11 provide a copy of the N£RA ·Law to every certified asbestos !nllloyee 
who requests one. 

Note: During an emergency situation, verbal directions shall be given with a 
follow-up written work order as soon as time penmits.

I ~ 

44 

I 



I 
I DR IV ING RECORD 

No person shall be penmitted to operate a Romeo Community School District 
school vehicle if that person's driving record has placed the school districtI into a high risk pool. 

The Board wi 11 provide evidence that the insurance rates have increased 

I significantly due to said person. 

The person wi 11 be a11owed to bid on other open positions using his/her 
seniority. If a position is attained, seniority will be earned in theI classifications/he is working in. If a position is not attained, s/he will 
have the right to seek unerrployment benefits without the Board of Education 
challenging his/her claim • . The person shall be excluded from the leaveI requirement, Section 22 E. (i.e. shall be allowed to seek other erl1lloym8nt 
while on leave status). · 

I Seniority will be frozen fran the day the Elq)loyee was unable to work. 

I 
As soon as the person's liability is exhausted, s/he will be allowed to return 
to his/her position under Section 22 H. 

I 
I 
I 
I 
I 
I 
I 
I 
I 
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APPDmiX I 

Hlintenance/Grounds otilit! 
Sr. Shop Maintenance/Leader 
Shop Maintenance 
Sr. Shop Maintenance Engineer/Leader 
Maintenance Engineer 
H.V.A.C. PersCD 
Sr. Grounds-utility Person/Leader 
Grounds-Utility Person 

Cooks 
Senior High-Head Cook/Leader 
Senior High-cook 
Sr. High-Assistant Cook · 
Jr. High-cook 
Jr. High-Assistant Cook 
Elementary Cook 

~biers 

Mechanics 
Sr. Bus Mecbanic/Leader 
Bus Necbani c 
Mechanic Trainee 

CUstodial/Narebguse 
Head Custodian-Sr. High 
Head CUstodian-Jr. High 
Head CUstodian-Elementary 
CUstodian 
Warehouse Perscm 
Warebous~tilitr Driver 
cafeteria-utilitr ~ver 
Regular Part-'l'ime CUstodian 

'l'raosportatim 
Regular Bus Drivers 
Relief Bus Drivers 

1991-92 a:lf1'RAC1' YEAR 
P[ob1 1st:. 2nd. 3rd. 

12.32 
10.47 11.11 11.44 11.94 

12.43 
10.47 11.11 ll.44 11.94 
10.47 11.11 11.44 11.94 

11.45 
9.48 9.96 10.38 10.89 

9.35 9.77 9.94 9.94 
8.65 9.04 9.21 9.21 
8.20 8.53 9.04 9.04 
8.65 9.04 9.21 9.21 
8.20 8.53 9.04 9.04 
8.20 8.53 9.04 9.04 

6.47 6.57 6.72 6.72 

12.43 
10.47 ll.il 11.44 11.94 
8.59 9.12 9.65 10.18 

10.00 10.50 11.02 11.33 
9.88 10.37 10.95 11.17 
9.70 10.23 10.54 11.06 
9.62 9.88 10.28 10.70 
9.70 10.23 10.54 11.06 
9.62 9.88 10.28 10.70 
9.62 9.88 10.28 10.70 
9.62 9.88 10.28 10.70. 

.. 
9.46 10.28 10.71 10.71 
9.46 10.28 10.71 10.71 
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(Effective October 1, 1991) 
Lcmaevit~: - for All Full-tig 811>1O!ees 

Years of Service {Effective 10[01[91} 
10 years $ 600. 
12 years 800. 
14 years 1,000. 
Payments to be made oo the first 
payday after the anniversary date 

Shift Premiun Pay 
.15 per hr. afternoons (3: 00-11: 30 p.m. ) 
•20 per hr. nddnights (11:00 p.m. 

7:00 a.m.) 
.15 per hr. Jr. & Sr. High 

Afternoon & Midnight Leaders 

Journeyman cards 
•25 per hr. per card 

Pesticide Certification 
.25 per hr. 

Cooks Certifigtion {M.S 1 F.s~A.) 
.15 per hr. 

S\lnne[ Paint Crew Leader 
.15 per hr. 

Mechanic Certi,ication (See Appendix) 
.15 per hr. 

Asbestos Certificatign 
.25 per hr. 

A.&.l. Certificatim 
.25 ea. per hr. (max~- $1.75) 

http:max~-$1.75


-------------------
~intenancelGrounds Utilit! 

Sr. Shop Maintenance/Leader 
Shop Maintenance 
Sr. Shop Maintenance Engineer/Leader 
Maintenance Engineer 
H.V.A.C. Persm 
Sr. Grounds~tility Person/Leader 
Grounds~tility Person 

Cooks 
Senior High-Head Cook/Leader 
Senior High-Cook 
Sr. High-Assistant Cook 
Jr. High-Cook 
Jr. High-Assistant Cook 
Elementary Cook 

~biers 

Mechanics 
Sr. Bus Mechanic/Leader 
Bus Mechanic 
Mechanic '1'rai.nee 

CUstodial/Narehouse 
Head CUstodian-Sr. High 
Head CUstodian-Jr. High 
Head CUstodian-Elementary 
Custodian 
Warehouse Persm 
Warehouse-Utility Driver 
Cafeteria-utility Driver 
Regular Part-'line CUstodian 

'l'ransportatim 
Regular Bus Drivers 
Relief Bus Drivers 

APPDmiX I 
1992-9~ aJf1'RACT !'FAR 

Prob1 1st. 2nd. 3rd1 

13.12 
11.15 11.83 12.18 12.72 

13.24 
11.15 11.83 12.18 12.72 
11.15 11.83 12.18 12.72 

12.19 
10.10 10.61 11.05 11.60 

9.96 10.41 10.59 10.59 
9.21 9.63 9.81 9.81 
8.73 9.08 9.63 9.63 
9.21 9.63 9.81 9.81 
8.73 9.08 9.63 9.63 
8.73 9.08 9.63 9.63 

6.89 7.00 7.16 7.16 

13.24 
11.15 11.83 12.18 12.72 

9.15 9.71 10.28 10.84 

10.65 11.18 11.74 12.07 
10.52 11.04 11.66 11.90 
10.33 10.89 11.23 11.78 
10.25 10.52 10.95 11.40 
10.33 10.89 11.23 11.78 
10.25 10.52 10.95 11.40 
10.25 10.52 10.95 11.40 
10.25 10.52 10.95 11.40 

10.07 10.95 11.41 11.41 
10.07 10.95 11.41 11.41 
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(Effective October 1, 1992) 

Looaevit!- for All Full-t~~ ~ees 
Years of Service (Effective 10/01/92) 
10 years $ 600. 
12 years 800. 
14 years 1,000. 
16 years 1,200. 
18 years 1,400. 
Payrrents to be made on the first 
payday after the anniversary date 

Shift PremiYD Pa! 
.15 per hr. aftemocms ( 3 pn - 11:30 pn) 
•20 per hr. midnights ( 11 pn - 7 am) 
.15 per hr. Jr. & Sr. High 

Aftemooo & Midnight Leaders 

JourneYIIBll. Cards 
•25 per hr. per card 

Pesticide certificatign 
.25 per hr. 

Cooks Certificatim (M.S.F.S.A.} 
.15 per hr. 

Sllnner Paint C[ew Leader 
.15 per hr. 

Mechanic Certificatigo (See Appendix) 
.15 per hr. 

Asbestos Certi~icatign 
.25 per hr. 

A.s.E. Certifi£Atiml 
.25 ea. per hr. (maxinun- $1. 75) 



-- ----------
MaintenanceJOrounds UtilitY 

Sr. Shop Maintenance/Leader 
Shop Maintenance 
Sr. Shop Maintenance Engineer/Leader 
Maintenance Engineer 
H.V.A.C. Person 
Sr. Grounds-Utility Person/Leader 
Grounds-Utility Person 

~oaks 
Senior High-Head Cook/Leader 
Senior High-cook 
sr. High-Assistant Cook 
Jr. High-cook 
Jr. High-Assistant Cook 
Elementary Cook 

cashiers 

·Hechanies·· 
Sr. Bus Mechanic/Leader 
Bus Mechanic 
Mechanic Trainee 

CUstodial/Warehouse 
Head Custodian-Sr. High 
Head CUstodian-Jr. High 
Head Custodian-Elementary 
CUstodian 
Warehouse Person 
Warehouse-Utility Driver 
cafeteria-Utility Driver 
Regular Part-Time CUstodian 

Transportation 
Regular Bus Drivers 
Relief Bus Drivers 

----- -·-
APPIIfi)IX I (Effective October 1, 1993) 

1993-94 alfl'RAC1' YEAR 
Prob. 1st. 2nd. 3rd. Lqlqevity - for All Full-time Brp}oyees 

13.97 Years of Service (Effective 10/01/93) 
11.87 12.60 12.97 13.55 10 years $ 600. 

. 14.10 12 years 800 • 
11.87 12.60 12.97 13.55 14 years 1,000. 
11.87 12.60 12.97 13.55 16 years 1,200. 

12.98 18 years 1,400. 
10.76 11.30 11.77 12.35 Payments to be made an the first 

payday after the anniversary date 

10.61 11.09 11.28 11.28 Shift Premi.t.m Pay 
9.81 10.26 10.45 10.45 .15 per hr. afternoons (3 - 11: 30 pn) 
9.30 9.67 10.26 10.26 •20 per hr. midnights (11 pn - 7 am) 
9.81 10.26 10.45 10.45 .15 per hr. Jr. & Sr. High 
9.30 9.67 10.26 10.26 Aftemocn & Midnight Leaders 
9.30 9.67 10.26 10.26 

Journeynan cards 
7.34 7.46 7.63 7.63 • 25 per hr .· per card 

PestiCide certifieatioo 
14.10 .25 per hr. 

11.87 12.60 12.97 13.55 
9.74 10.34 10.95 11.54 Cooks Certificaticn (M.S.F.S.A.) 

.15 per hr. 

11.34 11.91 12.50 12.85 
11.20 11.76 12.42 12.67 ' Summer Paint Crew Leader 
11.00 11.60 11.96 12.55 .15 per hr. 
10.92 11.20 11.66 12.14 
11.00 11.60 11.96 12.55 Mechanic Certificatioo (See Appendix) 
10.92 11.20 11.66 12.14 .15 per hr. 
10.92 11.20 11.66 12.14 
10.92 11.20 11.66 12.14 Asbestos Certification 

.25 per hr. 

10.72 11.66 12.15 12.15 A.S.E. Certification 
10.72 11.66 12.15 12.15 .25 ea. per hr. (maxinun- $1.75) 
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- - - - - - - - IIIJPENIPII- - - - - - - - ­
Assistant Superintendent 

for Human Resources 

1
Director of Buildings 

and Grounds 

Maint. & Jrnds-Ut11/leader 
t 

Sr. Shop Maint. Leader 
Shop Maintenance 
Sr. Maintenance Engnr/leader
Maintenance Engineers
H.V.A.c. Prrson 

Sr. Grnds-Utility/leader 
Grounds-Utility Person 

Director ofiBuildings 
and Grounds 

Custodial a~d Warehouse 

*Head Custodian - Sr. High
*Head Custodian - Jr.H1gh
*Head Custodian - Middle Sch. 
*Custodian I 
*Part-time Custodian 

I 
Warehouse Person 
Warehouse-Util. Person 
Cafe-Ut11. Person 
(·if ·worJc·tng-··ht this dept) 

*Step 1 - grievance procedure 

TransportatJon Supervisor 

I 
Mechanics &Transportation 

Sr. Bus Mec~anic/leader
Bus Mechaniq
Mechanic Trainee 

IRegular Bus Driver 
Penm. Relief Bus Driver 

Immediate supervisor could be either 
the Director of Buildings and Grounds 
or the building administrator, whoever 
gives right to the grievance at Step 1. 

Food Servic~s Supervisor 

I
Cafeteria 

Sr. High Held Cook/leader
Sr. High Cook 
Sr. High Asst. Cook 
Sr. High Food Aide 
Jr. High Cook 
Jr. High Asst. Cook 
Elementary Cook 
Salad Bar Cook 
Cashiers 
Cafe-UtilitY Person 
(if working in this dept) 
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APPENDIX Ill 

I JOB DESCRIPTIONS 

Page 

I Senior Shop Maintenance Person/Leader •...••••••••••••••.••••.•••.•.•••••••52-53 

I 
I 

Shop Maintenance Per-son ..••••..•••••.•••••••••••.•••.•••.....•••••••••••••. 54-55 
Senior Maintenance Engineer /Leader •••.••.•••••.•...•.••.•••.•...•••••.••••56-57 
Maintenance Engineer (Electrical Skills) .•.•.•.••••.•••......•••••.•••.•SS-59 
Maintenance Engineer (Heating, Ventilation &Air Conditioning Skills) •.• S0-61 
Maintenance Engineer (Strong Plumbing Skills) ••.•.•.•.••••.••.•••••••••• 62-63 

Senior Grounds-utility Person/Leader .••....•.•..•............•.•..•..•...•64-65I Grounds-uti 1ity Person .•••••••••••••••••••.•••••.•.•••••••••••••••••••••. ~ 66-67 

I 

I Ser\ ior- High Head O::>ok/Leader ••••.•..••••••••••.•••..••.•••••••••••••••••.•••• 68 
Serlior- High Cook ••.....••••••••••••••••••.•••••••••••••••••••••.••••••••••••• 69 
Sel1i01"" High Assistant Cook •••••••••••••••••.••••••.•.••••••••••••.••••••••••• 70 
Serl i or Hi gh Food A i de . . • • • • • • • • • • • • • • • • • • • • • • • • • • • • ·• • • • • • • • • • • • • • • • • • • • • • • • • • 71I ..JtJn;01"" High c::;:c,o,k ••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 72 
.JlJnior Hi gh Ass i stant Cook . • • • • • • • • • • • • • • • • • • . • • • . • • • • • • • • • • • • • • • • • •• • • • • • • • • 7 3 
E 1 El118r\tary Cook •••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 7 4 
Salad Br Cook..... . •••.•••••.••••.••••••.•••.•••••••••••••••••••.•••••••75 
cafetr i a cashier. • . .•••••••••.••••••••••••••••••••••••••••••••••••••••••• 76 

I 
I Serlior Bus Medlanic/Leader ••••••.•••••••••••••• ••••••••••••••••••••••••••77-78 

Bus r-ledlan i c • • • • • • • • • • • • • • ·• • • • • • • • • • • • ••• ~ • • • • • • • • • • • • • • • • • • • • • • • • • • • . • • •••••• 79 
Bus r-ledlan i c Trainee ...•.••••••••••••.••••.••••••••••••••••••••••••••••••••••80 

I Sdloo1 Bus e>r- i ver- •••••••••••••••••••••••••••••••••••••••••••••••••••••••••81-82 

I Head CLastod i an • • ~ • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • •. • • 83-84 
CLastodian • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • ••••••• 85-86 
After-t"llOrl ~ Mic:lrlight Leader- ••• ~ •.•••••••••••.•••.••••••••••••••••••••••••••• 87 

I 
Warel1ouse Person••••••••••••••••••••••••••••••••••••••••••••••••••••••••••88-89 
Warel1ouse-ut i 1i ty Persoo••••••••••.•.•••••••••••••••••••••••••••••••••••••••• 90I cafeter-ia-Uti 1ity Person•.•.•••••••• ~ •••••••••••.•••.•••••••••••••••••••••••• 91 

I Appendix IV r-ledlan i cs cart i f i cat i 011. • • • • • • • • • • • • • • • • • • • • • • • • • • • •••••••• 92-94 

Appendix v - AFSCME Evaluation tnstrument ••••••.•••••.•••••••••••••••••• 95-97 
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JOB DESCRIPTION 

I SEN IOR SHOP MAINTENANCE PERSON/LEADER 

Title: Senior Shop Maintenance Person/Leader

I Responsibi 1 ity: In the perfonnance of \the duties, the Senior Shop Maintenance 
Person/Leader is respOnsible to the Director of Buildings and 
Grounds through the1 Assistant Superintendent for HumanI Resources through the Superintendent. 

I 
General Duties: The Senior Shop Maintenance Person/Leader shall have direct 

responsibi 1ity for g~era1 repairs to buildings and equipnant 
requiring carpentry ~ility, be responsible for the proper 
processing of work ord~s re1ated to the repair and rnaintenance 
of carpentry items for the school district, and be responsibleI for the purchase of items required for general repairs and 
finished carpentry i terns for the schoo1 district. Add it iona11y, 
the Senior Shop Maintenance Person/Leader wi 1~ be cooperating

I with the Director of .ui ldings and Q--ounds in the supervision 
of the Shop Maintenance Persons regarding the construction, 
insta11 at ion and repair of carpentry items for the schoo1 

I district. 
! 

Qualifications: 1 . Damnstrate ability to perform the specific duties 1isted 
below.I 2. Successfu1 CQ'f1) 1etion of sane post secondary schoo 1ing/ 
training in carpentry progrsn is desirable. 

3. ttJst be able to read blueprints and schen.tic drawings. 
4. ft.lst be able to read and understand written directionsI and 1iterature relating to this responsibi 1ity. 

I 
5. tt.lst be able to work with minim.m supervision, beins . 

responsible to CCJ11)1ete projects efficiently and in a 
dependab 1e rnanrW-. · 

6. Carpenter Jour~yman status is des irab1e. 

I Specific Duties: 1 • To CXJ'r1) lete ·and process work ordrs as they relate to . 
carpentry requests in trrns of detrmining the scope and 
sequence of a required carpentry project, CCJ11)1eting the

I construction of the required carpentry project, finishing 
and installing items related to carpentry projects. 

I 
. 2 • To construct and reinstall miscellaneous shelving, cup­

boards, wood dbors, door hardware, toilet partitions, 
mirrors and other built-in and portable equipnent, etc., 
as required.-- · 

3. To repair wood :flooring, tile floors, stairs.

I 4. To build, proyide fonnica-type finishing process and 
;nsta11 storage cabinets, sink cabinets, book racks, 
tab1es, etc. 

I 5. To insta11 window glass and glazes. · 
6. To repair desk tops, seats, wood doors, general repair, 

etc. 
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Job Description - Senior Shop Maintenance Person/Leader 

I 
7 . To repair and i nsta11 p 1 ayground equ if:Jl'lent, swing 

seats, teeter-totter boards, etc. 
8. To make fonns f<>r concrete wa11 s, curbs, etc.I 9. To perfonn mas~ry projects, such as but not 1imited to 

sidewalks, driveways, block, brick, tile, etc.,

I insta11at ion . ~ 
10. To perfonn dryw.ll/gypsun board installation and to 

finish sane. 

I 11. To carplete painting and wall and floor fabric repair 
and small insta11ation. 

12. To perfonn any $net all duties within the classification 
as assigned by the 0 i rector of Bu i 1dings and ~ounds 
through the Assistant Superintendent for HunanI Resources through the Superintendent. 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
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I 
I JOB DE~IPTION 

SHOP MAINTENANCE PERSON 

I Title: Shop Maintenance Person 

Responsibi 1ity: In the perfonnance of ·the duties, the Shop Maintenance Person 

I 
I is responsible to the Sr. Shop Maintenance Person/Leader, the 

Director of Bu i 1dings :and Q--ounds through the Assistant 
Superintendent for Hum&n Resources through the 
Superintendent. 

I 
General Duties: The Shop Maintenance ~erson shall have direct responsibi 1ity 

for general repairs to buildings and equipnent requiring 
carpentry ab i 1ity, be .respons ib1e for the proper processing 
of work orders re1ated to the repair and maintenance of 
carpentry items for the school district, and be responsible

I for the purchase of items required for general repairs and 
finished carpentry it.!rns for the school district. · 

I • 

I Qualifications: 1. Demonstrate abi 1ity to perfonn the specific duties 
listed below. 

2. successful c:aypletion of sane post secondary 
school ins/training in carpentry progran is desirable.I 3. ttJst be able to read blueprints and schanatic drawings. 

4. ttJst be able to ,read and understand written directions 
and 1iterature relating to this responsibi 1ity.

I 5. tt.lst be able to;work with mininun supervision, being 
responsible to C:al1)1ete projects efficiently and in a 
dependable ~. 

I 6. carpenter JourneyrMn status is desirable. 

Specific Duties: 1 • To CQ11) 1ate and,process work orders as they re1ate to 
carpentry requuts in trms of determining the scopeI and sequence of • a required carpentry project, 
c:aypleting the Construction of tho required carpentry 
project, finishing and installing items related to 
carpentry proje¢5.I 2. To construct anti install miscellaneous shelving, 
cupboards, wood~ doors, door hardware, toi 1et 
partitions, mirrors and othr built-in and portableI equ ipnent, etc. ·, as required. · 

3. To repair wood flooring, tile floors, stairs. 
4. To build, provide fonnica-type finishing process andI install storage cabinets, sink cabinets, book racks, 

tables, etc. ! 

5. To install windbw glass and glazes.

I 6. To repair desk tops, seats, wood doors, general repair, 
etc. 

7. To repair and install playground equipnent, swing 
seats, teeter-tOtter boards, etc.I 8. To make forms fpr concrete walls, curbs, etc. 
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Job Description - Shop Maintenance Person 

I 
I 9. To perfonn masonry projects, such as but not 1imited to 

sidewalks, driveways, block, brick, tile, etc., 
installation. 

10. To perform drywall/gypsun board installation and to 
finish sane.

I 11. To complete painting and wall and floor fabric repair 
and sma11 installat ion. 

I 
12. To perfonn any .,d all duties within the classification 

as assigned by the Director of Bu i 1 dings and ~ounds 
through the Assistant Superintendent for Human 
Resources through the Superintendent. 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
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I 
JOB DESCRIPTION 

SENIOR MAINTENANCE ENGINEER/LEADER

I Title: Senior Maintenance Engineer/Leader 

Responsibi 1 ity: In the performance of the duties, the Senior MaintenanceI Engineer/Leader is responsible to the Director of Bu i ldings 
and Grounds through tHe Assistant Superintend~t for Hunan 
Resources through the Superint endent.

I General Duties: Under the supervision ·of the Director of Buildings and 
Grounds, the Senior ~intenance Engineer/L:eader wi 11 perform 
minor repairs for the :maintenance &n·:J r QPair work required 

I 
I in carp1eting tasks i r\ p1urb ing, heat i n9 at·'~ vent i 1at ion, 

e 1ectr ica1 work and rna intenance o ( ~ ~ .. :,:-,\: of the 
school district. 

Qualifications: 1. Dem:lnstrate abi 1ity to perfonn t ! ·_) specific duties 
1isted below. 1 

2. Successful carpletion of sane post secondaryI schoo1ing/train i ng in p1urbi ng/mechan i ca1 progran 
and/or electrical mechanical progran and/or pneunatic• 
repair and installation work progran is desirable.I 3. A Journeyman's card in either ele~- ·- ,_" . ;llurbing or 
tiVAC is desirable. 

4. ttJst be able to read blueprints and schematic drawings.

I 5. r-tast be able to read and understand written directions 
and literature relating to this responsibility. 

I 
6. t-t~st be able to ;work with mininun supervision, being 

responsible to ~lete projects efficiently and in a 
dependab1e manner. 

Specific Duties: The Senior Maintenance Engineer/Leader shall be responsibleI for the following in the assigned areas: 

I 
,. To be reSponsible for repair, installation and service 

of all plumbing and plumbing fixtures. 
2. To be responsible for welding and brazing. 
3. To lead joints and solder lead solder joints.

I 4. To cut, fit and assermle pipes for watr, gas, stean, 
sewage, stonn water, etc. 

5. To make routine· inspection of buildings in district. 
6. To requisition materials to perfonn various jobs.I 7. To adjust, repair and test thennostats, both electrical 

and pneunat i c. 
8. To repair, lubricate and test electrical and pneunatic

I dSlll8"' eontro1 motors, va1ves and other re1ated 
equipnent. 

I 
9. To adjust oi 1 f iired burners, carbust ion centro1, oi 1 

valve pre-heaters. 

I 
I 
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I 
I Job Description - Senior Maintenance Engineer/Leader 

I 10. To test chemical content of boiler water and blow-off 
boiler. 

I 1 1 • To clean boilers for state inspection or yearly 
inspect ion, as ~equired. 

12. To perfonm minor electrical wiring in .the district. 
13. To repair doorw.-e 1 ocks, stop hinges, out side uti 1i ty 

equi~t, clocks and bells.I 14. To repair custodial equipnent, vacuuns, scrubbers, etc. 

I 
15. To install windQw glass, plexiglass, etc., and glazers.
16. To repair roofs ;and gutter systems. 
17. Establish work standards. 
18. To troubleshoot ; service and install heating, 

refrigeration, air conditioning and related equipment 

I as needed in the district. 

I 
19. To calibrate, lubricate, test, repair and/or replace 

a 11 pneunat i c and e 1ectr i ca1 darper contro1 rrotors, 
va1ves and other re1ated equipment.

20. To assist the administration with a district-wide 
energy conservation program and energy ifT1Jrovement 
s~tn. · ·I 21. To assist bui 1 ding rnaintenance persons when assigned.

22. To assist the &e;ministration in the developnent of a 
preventative maintenance program. 

I 23. To attend trade ;related inservice training courses when 
practical and possible. 

I 
24. To perfonn any and all duties within the classification · 

as assigned by the Director of Bui 1dings and Q-ounds 
through the Assistant SUperintendent for Hunan 
Resources through the Super intendant. 

I 
I 
I 
I 
I 
I 
I 
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I 
I JOB DE~IPTION 

I MAINTENANCE ENGINEER 

Title: Maintenance Engineer (with electrical skills) 

I Responsibi 1ity: In the performance of , the duties, the Maintenarlce Engineer is 

I 
'responsible to the Senior Maintenance Engineer Leader, 
through the Director ef Bu i 1dings and Q-ounds through the 
Assistant Superintendent for Human Resources through the 
Superintendent. 

Genera1 Out ies: Under the supervision ~ of the Senior Maintenance

I Engineer/Leader and the Director of Buildings and Grounds, 

I 
the Maintenance Engineer wi 11 perfonn minor repairs for the 
maintenance and repair work required in CCJll)leting tasks in 
p lt.rrbing, heating and ventilation, e lectrica1 work and 
maintenance of all equipnent of the school district. 

J 

Qualifications: 1. Demonstrate ability to perfonn the specific duties 
1isted below. lI 

' 

2. Successfu 1 Calll1etion of sane post secondary schoo 1i ng 
in an electrical/mechanical progran is desirable.

I 3. fi'A.Ist be ab 1e to read b 1 uepr ints and schernat i c drawings. 
4. ttJst be able to ·read and understand written directions 

and literata.re relating to this responsibility. 

I 5. ttJst be able to work with mininun supervision, being 
responsible to CcJ'I1)1ete projects. efficiently and in a 
dependab1e mamr. 

I 6. E 1 ectr ica1 Jourr\eyman status is des i rab1e. 
I 

Specific Duties: The Maintenance Engin$r shall be responsible for the 
following in the assi~ areas:

I 1. To be responsible for repair, installation and service 
of all plumbing :and plumbing fixtures. 

I 2. To be responsible for welding and brazing. 
3. To lead joints .,d soldr lead soldr joints. 
4. To cut, fit and assarble pipes for water, gas, stean, 

sewage, stonn water, etc. . 
5. To make routine inspection of buildings in district.I 

I 

6. To requisition n\aterials to perfonn various jobs. 
7. To adjust, repair and test thennostats, both e 1ectr ica1 

and pneunat i c. 

I 
I 8. To repair, 1ubr icate and test e 1ectr ica1 and pneurat i c 

da11:Mr centro1 rmtors, va1ves and other re1ated 
equipnent. . 

9 . To adjust o i 1 fired burners, carbustion centro1 , o i 1 
valve pre-heaters. 

10. To test chemical content of boiler water and blow-off 
boiler.I . 

11. To clean boiler$ for state inspection or yearly 
inspection, as required.

I 12. To perform minor electrical wiring in the district. 

sa 
.I 
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I 
I Job Description- Maintenance Engineer (with electrical skills) 

I 
1 3 . To repair doorware 1ocks, stop hinges, outside uti 1i ty 

equipnent, clocks and bells. 
14 . To repair custodia1 equ i r:ment, vacut.mS, saubbers, etc. 
15. To install window glass, plexiglass, etc. and glazers. 

I 16. To repair roofs and gutter systems. 
17 . Estab1ish work standards. 
18. To troubleshoot, service and install heating, 

refrigeration, air conditioning and related equipnent

I as needed in the district. 

I 
19. To calibrate, lubricate, test, repair and/or replace 

a 11 pneunat i c and e 1 ectr ica1 daTper contro1 rrotors, 
valves and other related equipment. 

I 
20. To assist the adninistra'tion with a district-wide 

energy conservation progran and energy iiT'fJrovement 
system. 

21 . To assist building maintenance persons when assigned. 
22. To assist the adninistration in the developnent of a 

preventative maintenance program. 
23. To attend trade related inservice training courses whenI practical and possible. 
24. To perfonn any and all duties within the classification 

as t·ssigned by the Director of Buildings and ~oundsI thrc 'Jgh the Assistant SUperintendent for Hunan 
Res )i arces through the Superintendent. 

I 
I 
I 
I 
I 
I 
I 
I 
I 59 

I 

http:vacut.mS


I 
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JOB OESCR IPT ION 

I MAINTENANCE ENGINEER 

I 
Title: Maintenance Engineer (with heating, ventilation and air 

conditioning skills) 

Responsibility: In the perfonnance of the duties, the Maintenance Engineer is 
responsible to the Senior Maintenance Engineer/Leader through I the Director of Bui ldi·ngs and G--ounds through the Assistant 
Superintendent for Human Resources through the 
Superintendent.

I Genera1 Out i es: Under the supervision _of the Senior Maintenance 
Engineer/Leader and t~e Director of Buildings and G"ounds, 
the Maintenance Engin.,.. wi 11 perform minor repairs for the 

I 
•I maintenance and- repair work required in carpleting tasks in 

plurbing, heating and ' ventilation, electrical work and 
maintenance of all equir:ment of the school district. 

Qualifications: 1. Daronstrate abi 1 ity to perfonn the specific duties 
listed below. 

2. Successful completion of same post secondary schoolingI in an electrical, mechanical and pneunatic repair and 
installation wqrk progran is desirable. 

I 3. ~st be ab 1e to read and understand a11 trade 
blueprints and schematic drawings and directions. 

I 
4. f't.lst possess the abi 1ity to read and understand written 

directions and 1iterature in the HVAC field for better 
understanding. 

I 
5. ttJst be able W work with minim.m supervision, being 

responsible to oarplete projects efficiently and in a 
dependab 1 e manner. 

6. A Third Class Refrigerant Operator's License is 
desirable. 

I Specific Duties: The Maintenance Engineer shall be responsible for the 
following in the assigned areas: 

I 1. To be responsible for repair, installation and service 
of all pluriling and pluming fixtures. 

2. ·To be responsible for welding and brazing. 
3. To lead joints and solder lead ·solder joints.I 4. To cut, fit arid assermle pipes for water, gas, stean, 

sewage, stonn 'water, etc. 

I 5. To make routine inspection of buildings in district. 
6. To requisitiori materials to perform various jobs. 
7. To adjust, reJ)air and test thet"'ttOstats, both electrical 

and pneunat i c ~ 
8. To repair, lubricate· and test electrical and pneunaticI d8nl)er contro1 rrotors, va 1 ves and other re1ated 

equipnent. 

I 
I 
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I 
I Job Description- Maintenance Engineer (with HVAC skills) 

I 9. To adjust oil fired burnersJ ccm:,ustion controlJ oil 
valve pre-heaters. 

I 10. To test chemical content of boiler water and blow-off 
boiler. 

11. To clean boilers for state inspection or yearly 
inspection, as required. 

12. To perfonm mi~ electrical wiring in the district.I 13. To repair doorware 1ocks, stop hinges J outside uti 1i ty 
equ i J21l8flt, c1 ocks and be 11s. 

14. To repair custodial equi~t, vacuuns, scrubbers, etc.I 15. To install wind9w glass, plexiglass, etc. and glazers. 
16. To repair roofs : and gutter systems. 
11 . Estab1ish work standards.I 18. To troubleshoot~ service and install heating, 

refrigeration, ~ir conditioning and related equil708flt 
as needed in th~ district. 

19. To calibrate, lt,Jbricate, test, repair and/or replaceI a 11 pneunat i c ahd e 1 ectr ica1 darper contro1 motors, 
valves and oth~ related· equipment. 

20. To assist the administration with a district-wideI energy conservation progrsn and energy irrprovanent 
system. ; 

21. To assist building maintenance persons when assigned.

I 22. To assist the ~inistration in the developnent of a 
preventative rnaintenance progran. 

23. To attend trad~ related inservice training courses when 
practical and r'ossible.I 24. To perfonn any and all duties within the classification 
as assigned by )the Director of Buildings and ~ounds 
through the Assistant SUper intend.,t for l-Unar\I Resources through the Superintendent. 

I 
I 
I 
I 
I 
I 
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I 
I ~ DESCRIPTION 

MAINTENANCE ENGINEER

I Title: Maintenance Engineer (with strong plumbing skills) 

I Respons i b i 1i ty: In the performance o{ the duties, the Maintenance 
Engineer/Leader is r.pons ib1e to the Senior Maintenance 
Engineer through the Director of Buildings and Grounds 
through the Assistant: Superintendent for Human Resources

I through the Superintendent. 

I 
General Duties: Under the supervision. of the Senior Maintenance 

Engineer/Leader and the Director of Buildings and Grounds, 

I 
the Maintenance EnginMr wi 11 perfonn minor repairs for the 
maintenance and repa i ~ work required in carp1et i ng tasks in 
p lurbing, heating and' ventilation, e lectrica1 work and 
maintenance of all eqUipnent of the school district. 

Qua1ificat ions: 1. OenD'lStrate abi .1ity to perfonn the specific duties · 

I listed below. · 
- 2. Successful CQ'll)1etion of sane post-schooling in a 

p 1urb i ng/mechan i ca1 progran is des i rab1e. 

I 3. ttJst be ab1e to read b1uepr i nts and schanat i c drawings. 
4. f'«Jst be ab1e to· read and understand written direct ions 

and literature relating to this responsibility. 

I 5. ttJst be able to;work with mininun supervision, being 
responsible to ~lete projeCts efficiently and in a 
dependab1e manner. 

6. Plumbing Journe~ status is desirable.

I Specific Duties: The Maintenance Engint.er shall be responsible for the 
following in the assigned areas: 

I 1 . To be responsible for repair, installat ion and service 
of all plumbing , and plurbing fixtures. 

2. To be responsible for welding and brazing.

I 3. To lead joints and solder lead solder joints. 
4. To cut, fit ancf asserrb le pipes for water, gas, stean, 

sewage, stonn ·water, etc. 
5. To make routine inspection of buildings in district.I 6. To requisition materials to perfonn various jobs. . 

I 
7. To adjust, repa1r and test thenTDstats, both e1ectr i ca1 

and pneunat i c. 
8. To repair, 1ubr i cate and test e 1ectr i ca1 and pna.nat ic 

dar11ler centro1 motors, va1ves and other related 
equipnent.

I 9. To adjust oi 1 fired burners, CCl'Tbustion control, oi 1 
va1ve pre-heaters. 

I 
I 
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I 
I Job Description -Maintenance Engineer (with strong plumbing skills) 

I 10. To test chemica 1 content of boi 1er water and b1ow-off 
boiler. 

11. To clean boilers for state inspection or yearly

I inspection, as required. 
12. To perfonn minor electrical wiring in the district. 

I 
13. To repair doorware locks, stop hinges, outside utility 

equ i r:xnent, c 1ocks and be11 s . 
14. To repair custodial equipt~ent, vacuuns, scrubbers, etc. 
15. To install window glass, plexiglass, etc. and glazers. 

I 16. To repair roofs and gutter systems. 
1 7 • Estab1ish work standards. 
18. To troubleshoot, service and install heating, 

refrigeration, air conditioning and related equipment

I as needed in the district. 

I 
19. To calibrate, lubricate, test, repair and/or replace 

a 11 pneunat i c and e 18ctr i ca1 dsll>er contro1 ~rotors, 
va1ves and other re1ated equ i I=J'IW\t. 

I 
20. To assist the administration with a district-wide 

energy conservation program and energy irrprovement 
system. 

21. To assist building maintenance persons when assigned. 
22. To assist the adninistration in the developnent of a 

preventative maintenance progran. .

I 23. To attend trade related inservice training courses when 
practical and possible. 

I 
24. To perform any and all duties within the classification 

as assigned by the Director of Buildings and ~ounds 
through the Assistant SUperintendent for Hunan 
Resources through the SUperintendent. 

I 
I 
I 
I 
I 
I 
I 
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I 
--­

I JOB DESCRIPTION 
SENIOR GROUNDS-UTILITY PERSON/LEADER

I Title: Senior Grounds-utility Person/Leader 

I Responsibility: In the perfonmance of the duties, the Senior Grounds-Utility 
Person/Leader shall be directly responsible to the Director 
of Bu i 1dings and ~ounds through the Assistant Superintendent 
for Human Resources through the SUperintendent. 

I 
I General Duties: The Senior Grounds-utility Person/Leader shall be responsible 

for the supervising ol: all persons assigned to the grounds 
department. Addit ion~ lly, the Senior Grounds-uti 1ity 
Person/Leader shall b$ directly responsible for the care and 
maintenance, protectiOn and preservation of all areas 
affecting the outside conditions of school buildings and

I grounds and other auxiliary related buildings. 

I 
Qua1ificat ions: 1. Three (3) years ;of related work experience in grounds­

keeping activitjes. 
2. Must be able to :read, understand and interpret written 

direct ions and 1iterature app1icab le to this 
responsibi 1ity. ;I 3. Must have know1~dge and ski 11 s in operating standard 
grounds-keeping equipnent such as rrowers, tractors, 
trenchers, etc. i 

4. Certification ih pesticide and herbicide application isI ·desirable. 

I 
5. Certification as a Master Gardener or Q--eenskeeper is 

desirable. 

I 
Specific out ies: Under the direct ion of the 0 i rector of Bu i 1dings and a--ounds 

the Senior Grounds-Uti 1ity Person/Leader shall perfonn the 
following duties: 

1 • To estab1ish work schedu1es for a 11 persons assigned to

I this department and see that these schedu1es are 
carried out. . 

I 
2. To have knowlec:ise of and instruct others in the 

operations of all vehicles and equipnant assigned to 
the grounds department. 

I 
3. · To repair and maintain vehicles -and equipnent assigned 

to the grounds :department. 
4. To report danages to the Director of Buildings and 

G--ounds in the .event of major repair. 
5. To grade and ccbnstruct new 1awn sites.

I 6. To recannend the quantity and quality as well as the 

I 
proper use of ferti 1izers, seed, weed killers and other 
products used in the maintenance and construction of 
lawns, and the applying of same. Training will be 
provided. 

I 
I 
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I 
I Job Description- Senior Grounds-utility Person/Leader 

I 7. To make a 11 possible repairs on parking lots and 
driveways . 

8. To participate and be responsible for the removal of

I snow and ice when necessary. 
9. To assist the Director of Buildings and Grounds in 

developing and maintaining a district-wide landscaping
and grounds maintenance progran. I 10. To assist other rnai ntenance personne 1 when necessary. 

11. To stripe, mark ; etc., athletic fields and parking . · 
lots.

I 12. To perfonm othef duties and responsibilities within the 
classification as assigned by the Director of Buildings 
and Grounds through the Assistant Superintendent for

I Human Resources through the Superintendent. 

I 
I 

• 

I 
I 
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JOB DEsafl PT ION 

GROUNDS-UTILITY PERSON 

Title: Grounds-Uti 1 i ty Person 

Responsibility: In the performance of the duties, the Grounds-Utility Person 
shall be directly resPonsible to the Senior Grounds-utility 
Person/Leader through . the Director of Buildings and Grounds 
through the Assistant Superintendent for Human Resources 
through the Superintendent. 

Genera1 Out i es: The Q--ounds-uti 1 ity P$rson shall be directly responsible for 
the care and rnaintenailce, protection and preservation of a-11 
areas affecting the at:.tside conditions of school buildings 
and other auxiliary r +lated buildings. 

Qualifications: 1. Demonstrate abi1ity to perfonm the specific duties 
listed below. 

2. Must be .able to ;read, understand and interpret written 
directions and literature applicable to this 
responsibi 1ity. ; 

3 . tot.Jst have knowledge and skills in operating standard 
groundskeeping ~i,:ment such as rrowers, tractors, 
trenchers, etc. : . 

4. Certification in pesticide and herbicide application 
desirable. · 

5. Certification a$ a Master Gardener or a-eenskeeper 
desirable. 

Specific Duties: Under the direction of the Senior a-ounds-uti 1ity 
Person/Leader and the Director of Buildings and Grounds the 
Grounds uti 1ity Person/Leader sha11 perfonn the following 
duties: 

1. To mow, trim or farti 1ize lawns, shrubbery and trees. 
2. To prepare new s... beds for grass, clear land for 

preparation of new play fields and maintain sane . . 
3. To c 1ean and repair driveways, roadways, c 1ean ditches 

and Rtonn drains and cultivate such areas as designated 
by the supervisor. 

4. To repair and maintain athletic or playground equipnent 
and the areas whlre this equi pnent is i nsta11ed. 

5. To be able to optrate all vehicles and equi~t 
assigned to the grounds department. 

6. To do minor repairs on a 11 equiJ:IlWlt. 
7. To perform winter duties which wi 11 include the snow 

removal program ~nder the direction of the supervisor, 
which usually indicates very irregular hours. 

a. 1n cases of anergency, the ~ounds-ut i 1ity Person may 
be asked to substitute as a custodian during the day 
shift work hours ~ 
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I 

Job Description -Grounds-Utility Person 

I 9. To assist other maintenance personnel when necessary. 
10. To stripe, mark, etc., athletic fields and parking 

lots. 
11. To perfonm other duties within the classification asI assigned by the Senior Grounds-utility Person/Leader 

through the Director of Buildings and Grounds through 
the Assistant Superintendent for Human ResourcesI through the Superintendent. 

I 
I 
I 
I 
I 
I 
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I 
I JOB DESCRIPTION 

SENIOR HIGH HEAD COOK/LEADER

I Title: Senior High Head Cook/Leader 

I Responsibility: In the performance of the duties, the Senior High Head 

I 
Cook/Leader shall be responsible to the Food Services 
Director through the Assistant Superintendent for Human 
Resources through the Superintendent. 

General Duties: The Senior High Head Cook/Leader shall be responsible for 
assisting the Food Services Director and maintaining a food 
service progran consistent with the BOard of EducationI guidelines for all students in the Romeo Community School 
District. 

I Specific Duties: 1. To make sure food is prepared for all schools. 
2. To make sure food is in stock for all meals. 
3. To oversee other cooks and their duties.

I 4. To report any prob 1ems which might cane up to the 
supervisor. 

5. To assign different duties which might cane up.

I 6. To report any equipment which is not working and needs 
repair. 

7. To inventory food related materials to insure adequate 
supply is available in the school.I 8. In the event the Head Cook is absent, the Food Services 
Director wi 11 assign duties to one of the Senior High 
Cooka.

I 9. To perfonn other duties within the classification as 

I 
assigned by the Food Services Director through the 
Assistant .superint.ndent for~ Resources through 
the SUper intendant. 

I 
I 
I 
I 
I 
I 
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I 
I JOB DESCRIPTION 

SENIOR HIGH COOK

I Title: Senior High Cook 

Responsibility: In the perfonmance of the duties, the Senior High Cook shall 

I 
I be responsible to the FoOd Services Director through the 

Assistant Superintendent for Human Resources through the 
Superintendent. 

I 
General Duties: The Senior High Cook shall be responsible for assisting the 

Food Services Director and maintaining a good service progran 
consistent with the Board of Education guidelines for all 
students in the Ramea Community School District. 

Specific Duties: 1. To do baking.I 2. To prepare all ,food. 
3. To make sure a 111 carts going out are filled. 
4. To make sure a 11 food ordered by other schoo1s is

I shipped out. 
5. To make sure all ala carte items are made and ready to 

be put out. 
6. To serve food *'d take rmney.I 7. To c 1ean k itch*' and c 1ean ovens. 
8. To take over ~d Cook's duties in her absence when 

assigned by the Food Services Director.I 9. To he1p where rleeded. 
10. To perform oth~ duties within the classification as 

assigned by the Food Services Oi rector through the· 
Ass i starat Superintendent for Hunan Resources throughI the Superintendent. 

I 
I 
I 
I 
I 
I 
I 
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I 
I JOB DESCRIPTION 

I SENIOR HIGH ASSISTANT COOK 

I Title: Senior High Assistant Cook 

Responsibi 1 ity: In the performance of the duties, the Senior High Assistant 
Cook shall be responsible to the Food Services DirectorI through the Assistant Superintendent for Human Resources 
through the Superinten~t. 

General Duties:I The Senior High -Assistant Cook shall be responsible for · 
assisting the Food Servrices Director and maintaining a good 
service program consistent with the Board of Education 
guidelines for all students in the Romeo Community SchoolI . District. [ 

Specific Duties: 1. To help fill the /carts going in the morning (cooking I certain foods to put in the carts).
2. To help prepare food for ala carte 1ine and "A" 1ine. 
3. To help prepare the main dish for the day.I 4. To help serve durling lunch at different times and to 

take turns with lunch money. · 
5. To help clean kitbhen and ovens. 
6. To he 1 p where needed. 
7.I To perfonn other duties within the classi"fication as 

assigned by the F~ Services Director through the 
Assistant Super inFendent for Hunan Resources through I the Superintendent. 

I 
I 
I 
I 
I 
I 
I 
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JOB DESCR IPT ION 

I SENIOR HIGH FOOD AIDE 

I Title: Senior High Food Aide 

I Responsibility: In the perfonmance of the duties, the Senior High Food Aide 
sha11 be responsible to the Food Services Director through 
the Assistant Superintendent for Human Resources through -the 
Superintendent. 

I 
I General Duties: The Senior High Food Aide shall be responsible for assisting 

the Food Services Director and maintaining a food service 
program consistent wi~h the Board of Education guidelines for 
all students in the ROmeo Community School District. 

Specific Duties: 1. To put all items for ala carte out on t~e serving line.

I 2. To resupp 1 y items as others are so1d. 
3. To restock a 11 ~aper and s i 1 verware products as needed. 
4. To serve to students and teachers all items that are 

not out for them to serve thanselves.I 5. To put all itemis away after serving time is over. 
6. To clean up and wipe down serving bar at the end of the 

day.I 7. To help other kitchen staff in the kitchen wherever 
help is needed. 

8. To clean kitchen and clean ovens.

I 9. To take over Head Q:x)k's duties in his/her absence. 

I 
10 . To perfonn other duties within the classification as 

assigned by the Food Services Director 
though the Assistant Superintendent for 
Ht.man Resources through the Superintendent. 

I 
I 
I 
I 
I 
I 
I 
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I 
JOB DESCRIPTION 

I JUNIOR HI Gi CX)OK 

Title: Junior High Cook 

I Responsibility: In the perfonmance of the duties, the Junior High Cook shall 
be respons i b 1 e to the Food Services Director through the 
Assistant Superintendent for Human Resources through the

I Superintendent. 

General Duties: The Junior High Cook shall be responsible for assisting the 
Food Services Director and maintaining a food service progrsnI consistent with the Board of Education guidelines for all 
students in the Romeo Community School District. 

Specific Duties: 1.I To order the food needed which they wi 11 be cooking. 
2. To make the ala carte items. 
3. To prepare the food for serving.
4. To serve the food and clean up the kitchen.
5.I To inventory food related materials to insure adequate 

supply is available in the school. 
6. To perform other duties within the classification asI assigned by the Food Services Director through the 

Assistant Superintendent for Hunan Resources through 
the Superintendent.

I 
I 
I 
I 
I. 
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I 
I JOB DESCRIPTION 

JUNIOR HI Gi ASS ISTANT COOK

I 
I Title: Junior High Assistant Cook 

Responsibility: In the perfonmance of ;the duties, the Junior High Assistant 
Cook shall be responsible to the Food Services Director I 'through the Assistant Superintendent for Human Resources 
through the Superintendent. 

General Duties: The Junior High Assistant Cook shall be responsible for 

I 
I assisting the Food Set;vices Director and maintaining a food 

service program consi$tent with the Board of Education 
guidelines for all students in the Romeo Community School 
District. 

Specific Out ies: · 1. To be responsible to order the food which they wi 11 beI cooking in the event the cook is absent. 
2. To help prepare : ala carte items. 
3. To help prepare _their food for serving. 
4. To help serve the food and clean up their kitchen.I 5. To inventory foOd re1ated materia1s to insure adequate 

supply is avai l~le in the event the cook is absent. 
6. To perform other duties within the classification asI assigned by the.Food Services Director through the 

Assistant Superintendent for HUnan Resources through 
the Superintendent.

I 
I 
I 
I 
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I 
I 
I Title: 

Responsibi 1ity: 

I 
I Genera1 Out ies: 

I Specific Duties: 

I 
I 
I 
I 
I 
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JOB DESCRIPTION 

EL&ENTARY COOK 

Elementary Cook 

In the performance of the duties, the Elementary Cook shall 
be responsible to the Food Services Director through the 
Assistant Superintendent for Human Resources through the 
Superintendent. 

The Elementary Cook shall be responsible for assisting the 
Food Services Director and maintaining a food service program 

1 consistent with the Board of Education guide 1 ines for a11 
students in the Romeo Community School District. 

1. To order the amount of food itens they want shipped. 
2. To prepare food and vegetables. 
3. To serve up the food which is shipped to them. 
4. To clean up after the serving is over. 
5. To inventory food related materials to insure adequate 

supply is available in the school. 
6. To perform other duties within the classification as 

assigned by the Food Services Director through the 
Assistant Superintendent for Human Resources through 
the Super.intendent. 
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I 
I JOB DESCRIPTION 

SALAD BAR CXX)f( 

I 
Title: Sa1ad Bar Cook

I Respons ib i 1ity: In the perfonmance of the duties, the Salad Bar CoOk $hall be 
responsible to the Food Services Director through the 
Assistant Superintendent for Human Resources through theI Superintendent. 

I 
General Duties: The Sa1ad Bar Cook sha11 be respons i b 1 e for assisting the 

Food Services Director and maintaining a food service progran 
consistent with the Board of Education guidelines for all 
students in the Romeo Community School District. 

I Specific Duties: 1 . To order the anount of a11 sa1ad bar i terns that are 
needed for the week. 

2. To prepare all salad bar items. I 3. To clean up after the serving is over. 
4. To inventory all related food items and materials to 

insure adequate supply is available for salad bar.

I 5. To do week 1y ordering of a 11 food if the e 1 ementary 
cook is off work. 

e. To clean kitchen and clean ovens. 
7. To take over the Head Cook's duties in his/her absenceI when assigned by the Food Services Director. 
8. To perfonn other duties within the classification as 

assigned by the Food Services Director through theI Assistant Superintendent for Human Resources through 
the Superint endent. 

I 
I 

I I 
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I 
I JOB DESCRIPTION 

I CAFETERIA CASHIER 

I Title: cafeteria cashier 

Responsibility: In the perfonmance of the duties, the cafeteria .cashier shall 
be responsible to the Food Services Director through theI Assistant Superintendent for Human Resources through the 
Superintendent. 

General Duties: The Cafeteria cashier shall be responsible for assisting the 

I 
I Food Services Director and maintaining a food service program 

consistent with the Board of Education guidelines for all · 
students in the· Romeo Community School District. 

Specific Duties: 1. To collect and record/register all cash generated fran 
the sale of food in the school lunch program. ·I 2. To maintain and recOrd a 11 prepaid 1unch 1ists 
according to Federal regulations. 

3. To reconcile, record and prepare daily sales and 
deposit reports.I 4. To provide vending refunds and reirrbursements as 
needed. 

5. To keep assigned areas clean and sanitary during lunch 
service.I · 

6. To order supplies as needed. 
7. To perfonn other duties within the classification as

I assigned by the Food Services Director through the 
Assistant Superintendent for Hunan Resources through 
the Superintendent.

I 
I 
I 
I 
I 
I 
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I 
I JOB DESCRIPTION 

I SENIOR BUS MECHANIC/LEADER 

Title: Senior Bus Mechanic/Leader 

I 
I Responsibility: In the perfonmance of ;the duties,, the Senior Bus 

Mechanic/Leader is re~ponsible to the Supervisor of 
Transportation through the Assistant Superintendent for Human 
Resources through the Superintendent. 

Genera1 Out i es: In the perfonmance of the duties, the Senior Bus 
Mechanic/Leader shall thave general supervision and be I direct1 y respons i b 1 e for the care, maintenance and repair of 
a 11 schoo1 buses. The Senior Bus Meehan i c/Leader sha11 see 
that the school buses ~ are maintained in a satisfactory and 
safe condition for the transportation of students. The 

I 
I Senior Bus Mechanic/L~der is directly ·responsible for the 

c 1ean1i ness and order1i ness of the bu i 1ding work area and 
equ i r:ment. ·. 

I 
Specific Duties: The Senior Bus Mechan~c/Leader shall be responsible for the 

following in the assi~ned area: 

1. To make weekly, , rmnthly and annual inspection of school 
buses, or as retauired, in order to insure a min inun of 
road failures ahd a maxinun of safety and econcmyI operation. 

2. To approve or disapprove schoo1 buses for inmediate 
use, to make repairs and rep1acanent of parts asI . necessary .and tP report to the SUpervisor of 
Transportation :the mechan i ca1 fa i 1ure of any bus. 

3. To take inservijce courses whenever possible andI endeavor to upSrade, with advice and know1edge, the 
mechanics under? the Senior Bus Mechanic/Leader's 
supervision. ; 

4. To keep recordS and make reports as required on:I a. a 11 bus.S - tune-ups, tires, brakes, o i 1 changes, 
clutches ;, safety equipnent, etc. 

b. a 11 stock parts for buses.I c. garage .quipnent. 
5. To unlock gates and garage doors in the a.m. 
6. To check work Performed by mechanics.I 7 • To see that a11 spare buses are started in the a.m • 

. 8. To start buses ' 1/2 hour early in the a.m. 
9. To assign vari<>us duties to garage errployees: 

a. rotate repair work, assigning roost irrportantI repairs first. 
b. report tO the Transportation SUpervisor any · 

necessity for overtime in order to have buses I ready for runs the following day. 

I 
c. schedule buses for oil change and tune-ups 

between runs whenever possible~ and assign spare 
buses. 

I 
77 



I 
I Job Description - Senior Bus Mechanic/Leader 

10. To be responsible for all repair work, for which theyI have been so notified, to buses prior to them leaving
the garage. 

11 . To order a11 rep1acement parts for buses, chassis andI gear lube, motor oil, anti-freeze, batteries, oxygen, 
radiators, heater cores, etc. 

12. To assign a mechanic to check gasoline storage tanksI every five (S) days. 
13. To receive all parts for buses and mark prices for 

stock.

I 14. To maintain records for all buses and maintenance 
vehicles. 

15. To estimate damage to buses caused by accidents. 
16. To do special wiring and electrical work.I 17. To do various welding, soldering, refinishing, ·pruning

and painting . 
18. To supervise the work of garage errployees and work with

I them daily. 
19. To perfonn other duties within the classification as 

assigned by the Supervisor of Transportation through 
the Assistant Superintendent for Human ResourcesI through the Superintendent. 

I 
I 
I 
I 
I 
I 
I 
I 
I 
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I 
I JOB DESCRIPTION 

BUS r-Ea-tAN IC

I Title: Bus ' Mechanic 

Responsibility: In the performance of the duties, the Bus Mechanic isI responsible to the Supervisor of Transportation through the 
Assistant Superintendent for Human Resources through the 
Superintendent.

I General Duties: The Bus Mechanic shall be directly responsible for the care, 
rna i ntenance and repair of schoo 1 buses. S/he sha11 see that 
the school buses are rhaintained in a satisfactory and safe 

I 
I condition for the transportation of students. S/he shall b8 

responsible for the cleanliness and orderliness of the · 
building area and equipment. 

· Specific Duties: The Bus Mechanic shall be responsible for the following in 
the· assigned area: · · 

I 1. To make weekly, ;monthly and annual inspection of school 
buses, or as required, in order to insure a minirn.m of 
road failures and a maximum of safety and economy ofI operation: ~ · .. 

2. To report to heild mechanic any fa i lure of a bus which 
would make it unsafe for transporting students.I 3. To take inserviee training courses where possible and 
practical. · 

4. To keep records and make reports as required.

I 5. To obtain and keep a current chauffeur's license. 
6. To see that a 11 buses are started in the a.m. 
7. To repair any bus that fails to operate safely. 
8. To repair buses as needed.I 9. To drive a bus route, when required, in cases of 

anergency. 
10. To cooperate with fellow E!ll1)1oyees. 

I 
I 11. To perfonn other duties within the classification as 

assigned by the SUpervisor of Transportation or the 
Head Meehan i c through the Assistant Superintendent for 
Hunan Resources through the SUper intendant. 

I 
I 
I 
I 
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. Title: 

I Responsibi 1ity: 

I 
Genera1 Out ies: 

I 
I 
I Specific Duties: 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

JOB DESCRIPTION 

BUS MECHANIC TRAINEE 

Bus Mechanic Trainee 

In the performance of .the duties, the Bus Mechanic Trainee is 
responsible to the SUpervisor of Transportation through the 
Assistant Superintendent for Human Resources through the 
Superintendent. · 

The Bus Mechanic Trainee shall be directly responsible for 
the care, maintenance and repair of school buses under the 
direct ion of the Seni6r Bus Mechanic/Leader. S/he sha11 see 
that the school buses are maintained in a satisfactory and 
safe condition for th~ transportation of students. S/he 
shall be responsible for the cleanliness and orderliness of 
the building area and equipment. 

The Bus Mechanic Trainee shall be responsible for the 
following in the assigned area under the direction of the 
Senior Bus Mechanic/Leader: 

1 . To make week 1y, :month 1 y and annua1 inspections of 
school buses, or as required, in order to insure a 
minimum of road failures and a maximum of safety and 
econcmy of operation~ 

· 2. To report to th$ Senior Bus Mechanic/Leader any failure 
of a bus, which would make it unsafe for transporting 
students. . 

3. To take inservide training courses where possible and 
practical. 

4. To keep records :and nw.ke reports. as required. 
5. To obtain and keep a current chauffeur's license. 
6. To see that all buses are started in the a.m. 
7. To repair any bus that fails to operate safely. · 
8. To repair buses as needed. 
9. To drive a bus route, when required, in cases of 

emergency. 
· 10. To cooperate with fellow fltl)loyees. 
11. To perfonn other duties within the classification as 

assigned by the Supervisor of Transportation or the 
Senior Mechanic through the Assistant Super intendant 
for Hunan Resources through the Superintendent. 
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I JOB DESCRIPTION 

I SCHOOL BUS DRIVER 

Title: School Bus Driver

I Responsibility: In the perfonmance of the duties, the School Bus Driver is 
responsible to the Transportation Supervisor through the 
Assistant Superintend$nt for Human Resources through theI Superintendent. 

General Duties: The School Bus Driver is responsible for the transportationI of students in an ord~ly and safe manner to and fran school 
as well as an additional range of curricular and extra­
curricular activities 'as offered by the school district. In 
the perfonmance of the duties the School Bus Driver must pass I and adhere to a 11 requirements mandated by the State of 
Michigan for School B~s Drivers.

I . Specific Duties: The School Bus Driver :shall be responsible for the foll011ing
in his/her assigned area: . 

I 1. To check bus before leaving yard: lights, brakes, turn 
signals, gas, tires, overhead flashers. 

2. To keep windows of bus clean - front, doors, driver's

I side window and rear. 
3. To obtain and k.eeP current a chauffeur's 1icense. 
4. May direct and/or assign the seating of students on the 

bus to maintain proper discipline of students. InI addition, disciplinary action slips may be issued in 
accordance with the discipline policy. 

5. To prepare and . keep current a roster of a11 students"I assigned to ride the bus. 
6. To maintain a route description and note a11 changes 

prQ1lltly. ~ 
7. To prepare accident reports whenever necessary, I personal, vehicle, broken glass, student, etc., on 

· appropriate forms made ava i 1ab 1e. 
8. To attend bus driver training classes and inserviceI meetings at the direction of the Transportation 

SUpervisor. 
9. To have a phys~cal exanination before Sept8'1'ber of eachI year. 

10. To know how toi use fire extinguishers and fuses. 
11. To report in writing any bus repairs needed to the head 

mechanic. · 'I 12. To keep inside of bus clean, sweep after p.m. run and 
whenever necessary. 

13. To wash back of bus whenever needed so that letterings,I lights and license plate may be easily seen. 
14. To maintain a~ your expense a bus driver's jacket, 

which the Schoo1 Board has provided. 
I 
I 
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15. 
16 . 

17. 

Job Description - School Bus Driver 

To fuel bus during layover time when possible. 
To call transportation office when ill or unable to 
work. 
To perfonm other duties within the School Bus Driver 
classification as assigned by the Transportation 
Supervisor through the Assistant Superintendent for 
Human Resources through the Superintendent. 

I 



I JOB DESCRIPTION 

I HEAD CUSTOO IAN 

Title: Head CUstodian

I Responsibility: In the perfonmance of the duties, the Head CUstodian shall be 
responsible to the Building Principal and/or Director for the 
day-to-day operations through the Director of Buildings andI Grounds through the Assistant Superintendent for Human 
Resources through the Superintendent. 

I General Duties: The Head Custodian sh~ll have direct responsibility for the 
care, maintenance, protection and preservation of the school 
building and its contbnts within the assigned area. S/he 
sha 11 see that the buii lding is at a 11 times maintained in aI satisfactory condition for use and occupancy. S/he shall be 
directly responsible for the cleanliness, sightliness and 
orderliness of the building and its equipment. Additionally, 

I 
I s/he shall supervise ~he custodial personnel with the 

cooperation of the Director of Buildings and Grounds and the 
building administrator. 

Specific Duties: 1. Deroonstrate abi!l ity to perfonn the specific duties 
listed below, as well as the specific duties in #1-21 
of the custodial job description.I 2. To be responsible for the care, maintenance and 
protection of the assigned building. · 

3. To be responsible for the care, condition andI appearance of all physical property, which includes the 
building and grounds. 

4. To be responsib.le for the inspection of the buildingI and be continuoUsly fani 1iar with the physical 
condition of the building. 

5. To open the bui·lding and through inspect ion see that 
the building is ready for use in tenms of cleanliness,I heating system, lights, pool, etc., if applicable. 

6. To notify the Director of Buildings and ~ounds and the • 
building administrator in the event any conditionsI exist which may affect the operation of the school. 

7. To be respons ib1e for the maintenance of a 11 gyrmas iun 
equipment as we11 as periodic inspect ion of sane, and

I to report any needed repairs to the building principal 
or Director of Buildings .and Grounds. 

a. To maintain an adequate inventory of supplies and . 
organize the purchasing and distribution of custodialI supplies as needed. 

I 
9. To be responsible to see that all building and grounds 

are cleared of snow during winter m:>nths. 

I 
.I 
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I 
I Job Description - Head CUstodian 

10. To be responsible for minor repair and maintenance ofI equipment in the building and grounds and report, when 
necessary, those items for repair which are not in the 
custodian's jurisdiction to the Director of BuildingsI and Grounds and the building principal. 

11. To be responsible for the minor maintenance of the 
following: heating and ventilation, air compressor, 
water softener, poo1, if app1 icab le, fire a lann systEm, I etc., performing such duties as greasing, changing oi 1, 
filters, etc. 

12. To immediately notify the Director of Buildings and I Grounds and the building principal in case of burglary 
and/or loss of property. 

1.3. To be respqnsible for receiving and receipt of allI goods and supplies delivered to the building. 
14. To work out building assignment schedules regarding 

placement of all custodial staff through the 
cooperation of the building principal and the DirectorI of Buildings and Grounds. · 

15. To be responsible for perfonming assigned custodial 
work and other work as time permits for the cleaningI and upkeep of the building. 

16. To perform other duties within the c 1 ass if icat ion as 
assigned by the Director of Buildings and &oundsI through the building adninistrator through the 
Assistant Superintendent for Human Resources through 
the SUperintendent.

I 
I 
I 
I 
I 
I 
I 
I 
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I 
I JOB DESCRIPTION 

OJSTOOIAN

I 
Custodian 

I Responsibility: In the perfonmance of ~ the duties, the Custodian shall be 
responsible to the Head CUstodian and Supervisor of 
Operations through the Director of Buildings and Grounds

I through the Assistant Superintendent for Human Resources 
through the Superinte~dent. 

Genera1 Out ies: The custodian shall h•ve direct responsibility for the care,I maintenance, protect iQn and preservation of the schoo1 
building and its cont•nts within the assigned area. S/he 
shall see that the bujlding is at all times maintained in a I satisfactory condition for use and occupancy. S/he shall be 
directly responsible for the cleanliness, sightliness and 
orderliness of the building and its equipment.

I Specific Duties: The custodian shall be responsible for perfonning the · 
custodian work requir.d for cleaning and upkeep of the 
building in the assigned areas.I · 
1 . To crop, sweep, *crub floors and other surfaces. 

I 2. To clean, renovate, renew floor surface finishes. 
3. To clean and du$t furniture, fixtures, windows, doors, 

trim and related furnishings. 
4. To wash and clean 1ight fixtures. 
5. To rep1ace incandescent and f 1uorescent 1ights.I 6. To move furniture, supplies and miscellaneous equipnent 

as directed. 
7. To sweep or shove1 snow fran steps and wa1ks atI building entrances and to salt icy spots, when it is 

necessary. 

I 8. To co11ect, bag or dispose of waste paper, inside and 
outside. 

9. To lock and unlock classroan doors, windows and offices 
and turn off unnecessary 1ights.

I 10. To m:>p lavatories, toilet roans and rest roans and 
clean rest roam fixtures. 

11 . To clean and service smoking urns and ashtrays.

I . 12. To collect debris or junk and place in containers for 
rerrova1. 

13. To clean and wax furniture. 
14. To wash windows, partitions and walls when needed.

I 15. To report itans that require repair. 
16. To follow written work schedules. 
17. To guard property through visual inspection against 

fire, theft and i 11 ega 1 entry and to secure theI building. 
18. To make periodic inspection tours. 

I 
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Job Oeser i pt ion - CUstodian 

19. To work on ladders, scaffolding.
20 . To perfonm internal painting when necessary.
21. To perfonm other duties as pertains to the job 

classification as assigned by the Director of Buildings 
and Grounds through the building administrator through
the Assistant Superintendent for· Human Resources 
through the Superintendent. 
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Spec~fic Duties: 
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JOB DESCRIPTION 

AFTERNOON OR MIDNIGHT LEADER 

Afternoon or Midnight CUstodial Leader 

In the perfonmance of the duties, the Afternoon or Midnight 
Custodial Leader shall be responsible to the Head Custodian, 
the Supervisor of Operations, through the Director of 
Buildings and Grounds through the Assistant Superintendent 
for Hunan Resources 'through the Superintendent. 

The Afternoon or Midrlight Custodial Leader shall be 
responsible to assist and help ~11 Employees who work on 
his/her shift in the :care and maintenance, protection and 
preservation of the school and its contents within the 
assigned school building. S/he shall see that the building 
is at all times maintained in a satisfactory condition for 
use and occupancy. Addit ionally, s/he sha11 perform other 
duties within the job classification working in conjunction 
with the head custodian and the building administrator. 
1. To be responsible for assisting and helping all 

Ertllloyees working on the shift and be responsible for 
performing cus~ial work in connection with the 
cleanliness and usability of the building as shown in 
the custodian job description 11-21. 

2. To be responsible for the care, maintenance and 
protection of ~he assigned building. 

3. To be responsitl le for the care, conditiQn and 
appearance of the building, which in sane cases may 
include certain portions of the grounds. 

4. To be responsible for the inspection of the building 
and be continu6usly fani 1 iar with the physical 
conditions of ~he building. 

5. To open the building and through inspection see that 
the building i* ready for use in terms of cleanliness, 
heating system~ lights, etc. 

6. To notify the Oireetor of Buildings and Qo-ounds and the 
building administrator in the event any conditions 
exist which may affect the operation of the school. 

7 . To be respons i b 1 e to see that a 11 bu i 1 ding and grounds 
are .cleared of snow during the winter rronths. 

8. To immediately.notify the Director of Buildings and 
grounds and the building principal in case of burglary 
and/or loss of·: property. 

9 . To work out bu ~ 1 ding ass i grment schedu 1 es regarding 
placement of aJ 1 custodial staff through cooperation 
with the head eustodian, the building principal, and 
the Director of Buildings and Grounds. 

1 0. To perfonn other duties as pertains to the job 
classification; as assigned by the Director of Buildings 
and Grounds th~ough the building administrator through 
the Assistant Superintendent for Human Resources 
through the Su~erintendent. 
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Title: 

Responsibility: 

Genera1 Out ies: 

Qualifications: 

Specific Duties: 

JOB DESCRIPTION 

WAREHOUSE PERSON 

Warehouse Person 

In the perfonmance of l. the duties, the Warehouse Person shall 
be responsible to the 1Director of Buildings and Grounds . 
through the Assistant Superintendent for Human Resources 
through the Superintendent. 

Under the supervision of the Director of Buildings ~d 
Grounds, the Warehous~ Person shall be responsible for 
developing and maint~ining a computerized program and 
warehouse operation for systemrwide stock inventory control. 

The Warehouse Person shall have the following qualifications: 
1. Ability to mai~tain records and filing system. 
2. Possess good math and reading ability. 
3. Have or be abl~ to obtain a valid chauffeur's driving 

1icense. 
4. Warehouse exp~ience desirable. 
5. carputer ski 11s des i rab1e; however, wi 11 i ngness to 

1earn carputer .ski 11 s is required. 

The Warehouse Person :shall be respOnsible for the following: 

1. To coordinate incanins freight and deliveries and be 
responsible fo(- storage and/or distribution of sane. 

2. To report a 11 shortages and/or danages to vendors 
and/or carriers and notify the Business Office of the 
sane. 1 

3. To coordinate the preparation and sh ir:ment of materia1 s 
fran Centra1 Warehouse to indicated buildings on 
approved requ iait ions or purchase orders. 

4. To maintain a barputer i zed perpetua1 inventory of a 11 
stock. 

5. To coordinate interna1 rnai 1 deliveries. 
6. · To notify the Business office and Maintenance Office 

when supp 1 i es :are 1ow and in need of reordering. 
7. In the absence of the Warehouse-uti 1 i ty Or iver, the 

Warehouse Person wi 11 make daily mai 1 deliveries and 
pick-up from the Administrative Office to the offices 
of each schoo 1 bu i 1ding/department. This wi 11 inc1ude 
pickup and delivery of mail to local post office. 

8. To be responsible for the care and custodial 
maintenance of the Warehouse faci 1ity to include 
housekeeping functions of sweeping, wet mopping, floor 
stripping, wa)(ing, dusting, window washing, rest roan 
cleaning, tr~h removal etc., of the warehouse faci 1ity 
building and its contents such as stock, furniture, 
equipment, fi¥tures, shelving, etc., and to keep the 
grounds/parkihg area free of trash and debris and the 
dock and steps free of snow/ice. 

I 



I 
I Job Description - Warehouse Person 

9. To properly secure the warehouse facility and adjoining 
maintenance facility at the end of the shift, settingI alanms and securing gate to the premises. 

10. To perfonm other duties within the classification 
pertaining to central warehouse operations, as may beI assigned by the Director of Buildings and Grounds 
through the Assistant Superintendent for Human 
Resources through the Superintendent.

I 
I 
I 
I 
I 
I 
I 
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I 
I 
I 
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I 
I JOB DE~IPTION 

WAREHOUSE-UTILITY PERSON 

I 
Tit 1e: Warehouse-uti 1 i ty Person 

I Responsibility: In the performance of the duties, the Warehouse-Utility
Person shall be responsible to the Director of Buildings and 
Grounds through the A$sistant Superintendent for Human

I Resources, through the Superintendent. · 

General Duties: Under the supervision of the Director of Buildings and 
Grounds the Warehouserutility Person shall be responsible forI those duties related to the delivery process of the school 
district. ' · · 

I Qualifications: 1. Valid Michigan Chauffeur's license. 
2. ~uter skills desirable; however, wi 11 ingness to learn 

computer skills: is required. 
3. Ability to maintain records and filing system.I 4. Possess good math and reading ability. 

Specific Duties: The Warehouse-uti 1 ity Person shall be responsible for theI following in the assigned area: 

1 . To be responsible for all incaning and outgoing mai 1 asI we11 as providing appropriate postage on a 11 rna i 1 • 
2. To assist in loading materials for delivery. 
3. To de 1 iver a 11 prdered materials to various buildings. 
4. To ·assist in ~intaining an orderly inventory.I 5. To haul chairs, instrunents and various equir.ment by work 

orders. : 
6. To assist in ~loading shipnents to central warehouseI facility. : 
7. To assist in housekeeping/custodial duties at central 

warehouse fac i 1 i ty when necessary.

I 8. To fi 11 in for Warehouse Person due to absences· when 
necessary. 

9 . To perfonn other · duties within the classification 
pertaining to central warehouse operations, as may be 

I 
I assigned by the Director of Bu i 1 dings and a--ounds through

the Assistant Superintendent for Human Resources 
through the Superintendent. . 

I 
I 
I 
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I 
I JOB OESCR I PT ION 

CAFETERIA-UTILITY PERSON

I Title: Cafeteria-Utility Person 

Responsibility: In the perfonmance of ·the duties the cafeteria-Utility PersonI shall be responsible to the Food Services Director, Director 
of Buildings and Grounds through the Assistant Superintendent 
for Human Resources through the Superintendent . 

I General Duties: The Cafeteria-utility; Person shall be responsible for 
assisting the Food Services Director in the delivery and 
maintaining of prepar~d foods for each of the satelliteI schools in the school district. Additionally, at times when 
the Cafeteria-Utility. Person is not perfonming delivery 
services, this person. shall be assigned custodian I responsibilities by the Director of Buildings. 

Specific Out ies: 1. To de1iver prepared foods fran the high schoo 1

I cafeteria kitchen to each of the sate11 ite schoo1s 
within the schobl district. 

2. To deliver an ~propriate smunt of energency rations 
to the schoo1s in the event an anergency shou 1d arise,I which would not allatt for delivery. 

3. To make food service deliveries fran the warehouse to 
. the ma. in k i tcheh and a11 other schoo1s.I 4. To have knowledge of available food stock in the 

warehouse and rriake this infonmat ion known to the Food 
Services Direetbr. 

5. To deliver to the bank the accounted for lunch rronies I of each of the food programs in the school district. 
6. To deliver additional food to all buildings when 

required.I · 7. To assist in the cleaning of the main kitchen, which 
prepares food, and be responsible in cleaning of food 
carts. .I 8. To assist as a .building custodian during times when 
lunches are not served, i.e. specifically summer 
rronths. 

9. To be responsible for checking gas, oil, tires and theI genera 1 condition of food services truck every morning. 
If there is any problem with the food services truck, 
report the pr~lan to the Food Services Director I irrmediate ly. The Food Services cafeteria-uti 1ity 
Person nust a 1 so be respons i b 1 e for c 1 ean 1 i ness of the 
food services ~ruck, both interior and exterior.I 10. To perfonm oth~ duties within the classification as 

may be assigned by the Food Services 
Oi rector, Director of Bui 1 dings and ~ounds 
through the Assistant Superintendent for I Human Resources through the Superintendent.

1 
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I 
I APPENDIX IV 

MEa-tAN I C CERTIFICATION PROGRAM

I 
The State of Michigan, concerned with the safety of.motor vehicles, has embark­

I 
I ed on a program of certification for vehicle mechanics. Since January 1, 1978, 

every repair facility has been required ~ to have in its employ at least one 
mechanic certified in each category of repair which the facility provides. 

Effective January 1, 1981, all motor vehicle mechanics must be certified in the 
repair category in which they repair or ;service motor vehicles. Although 
governnenta1 agencies are currently ex~t fran these State regulations, theI Board of Education's concern for student safety necessitates our voluntary 
compliance with a Bus Mechanic Certification Program. 

I In addition to the Michigan State certi~ication program, the Automotive Service 
Excellence has developed a progran of c~tification for mechanics. In fact, it 
is our understanding that the ASE Progr*n was used as the model by the State of

I Michigan in develop-rent of their progran and is considered by many to be more 
meritorious and carprehensive in content. ASE is a nonprofit corporation 
organized to encourage the hishest standard of autarotive service in the pub1i c 
interest. Both ASE and the State plans to offer tests and certificates inI eight areas of autCXTOtive and six areas .of heavy duty truck (school bus) repair 
that are of particular interest to the Raneo Cann.lnity Schools. A mechanic 
must pass the prescribed test covering the various categories of auto and truckI repair and have at least two years of hands-on work experience to qualify for 
certification under each program. The certificates issued by ASE are valid for 
either five or five and one-half years depending on the series of examinations 
CCJll)leted by the mechanic. To renew a certificate, a school bus mechanic isI required to pass a recertification examination. 

Our most recent experience with the Michigan State Police Vehicle Inspection I Program indicates that an upgrading of the skill level in diagnostic and repair 
methods of our schoo 1 bus mechanics is des i rab 1e. · 

I The program agreed to, and which is to be iJll)lemented for Raneo bus mechanics, 
is one that utilizes both the State and .ASE certification plans. The Raneo 
plan is out 1ined in the following Merror~dun of Agreement:

I 
I MEr1:>RANOlt1 OF A~EEMENT 

I 
Merrorandun of Agreement, entered into the 14th day of Apri 1, 1980, between the 
Raneo C'4Trrunity Schools and the Transportation Chapter of Local 12614, 
A.F.S.C.M.E. 

I 
I 
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,; 

I Certification 

A. General principals of the Romeo School Bus Mechanic Certification

I Program. 

1 • 

I 
I 2. 

I 3. 

I 4. 

I 5. 

I 
I B. Phase 

1. 

I 
I 
I 
I 
I 
I 2. 

I 
3. 

I 

The certification program is an attempt to encourage the school bus 
mechanics of the Romeo Schools to achieve certification in the ASE 
Certification Program. 

An Employee holding certificates in the same area from both the 
State of michigan and ASE shall receive the higher wage adjustment, 
but not both. 

The maximum wage adjustment an Employee may receive under this 
Certification is $1.75 (14 ASE Certificates at$ .25 each/per
hour). · 

The wage adjustment shall be rescinded for any and all certificates 
that expire or shall became invalid for any reason . 

Failure for any Employees to info~ the administration that the 
certificate has expired~ became invalid, shall subject them to 
immediate disciplinary action. 

I - Michigan State eertif1cates 

Certificates issued by the Michigan Department of State Bureau of 
Autarotive Regulation - Mechanic Certification Division, Lansing, 
Michigan in the following areas are applicable to the Romeo . 
Certificat~on Program. 

AUTCM)BILE 

a. Front End &Steering Systems 
b. Automatic Transmissions 
c. Manua1 Transmissions & Front & Rear Ax 1e 

HEAVY DlJ0f J"$LOS (Schoo1 Bus) 

d. Engine Repair - Gaso1ine 
e. Drive Trains , 
f. Suspension &Steering 
g. Electrical Systems : 
h. Brakes &Braking Sy$tems 
i . Diesel 

The Head Meehanics, Meehani c Leader and Meehan i c who possesses a 
certificate and has properly filed it with the Transportation 
Center is eligible for a$ .1~ per hour wage adjustment for each 
certificate the Employee achieves in the areas outlined in 
paragraph B. 1. 

A Mechanic Helper who possesses the appropriate State of Michigan 
certificates shall receive a wage adjustment of$. 15 per hour per 
certificate. 
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I 
I c. Phase I I - ASE Certificates 

I 
1. Certificate issued by the Automotive Service Excellence in the 

following areas are applicable to the Romeo .Certification Program. 

AUT010BILE 

I a. Automatic Transmissions Test No. A2 
b. Manua1 Transmission & Rear Axle A3 
c. Front End A4 
d. Brakes ASI e. Heating &Air Conditioning A7 
f. Tune-up AS 

I HEAVY DUTY TRUCK (School Bus) 

g. Gasoline Engines Test No. T-1 
h. Diesel Engines T-2I ; . Drive Train T-3 
j. Brakes T-4 
k. Suspension &Steering T-5I 1. Electrical Systems T-6 
M. Body Repair B-1 
n. Painting &Refinishing B-2I 2. The Head Meehan i c, Meehan i c Leader or Meehani c ·who possesses 
certificates and has properly filed them with the Transportation 
Center is e1i g i b 1e for a $ ~ 25 per hour wage adjustment for eachI certificate the Employee achieves in the areas outlined in 
paragraph C. 1. 

I 3. A Meehan i c He1per who possesses certification and has proper 1y 
filed with the Transportatipn Center is eligible for a $.15 per 
hour wage adjustment for ea~h certificate the Employee achieves in

I the areas outlined in parag~aph C. 1. 

D. Wage Adjustment Dates 

I 1. Fa11 adjustment date sha11 be October 1st of each year. Any 
Errployee wishing to receive a Fall wage adjustment based on 
certification must submit a properly authorized certificate byI Septerrber 1st. 

2. Spring adjustment date shall be Apri 1 1st of each year. Any 
Smployee wishing to receive a Spring wage adjustment based onI certification must submit a properly authorized certificate by 
Apr i 1 1st . 

I 
I 
I 
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I 
APPENDIX V 

AFSCME EVALUATION INSTRUMENT

I Ra1EO CXM1JN ITY sa-tOOLS 

I Location ---------­Name ---------------------------­
Position Date --------------­

I , EMPLOYEE PERFoRMANCE APPRAISAL 
for . 

Bus/Mechanic Staff

I CUstodial/Mai;ntenance Staff 
Food Services Staff 

A. Performance appraisal dictates ari opinion on how well the individual 

I 
I perfonms the requirements of his/her job. Evaluations should be based on 

observations. Consideration should be given to day-to-day and overall 
perfonmance since the last appraisal. 

B. A description of the column headings P, F, S, G and 0 follows: 

P - Poor : Fa i 1 s to meet posit i o'n requirements or meets them on 1 y inI part . Oef in i te1y be 1 Ow acceptab1 e standards. 

I F - Fair: In general, meets minimum requirements of the job. 

s - Satisfactory: Meets practically all position requirements. 

I G - Good: Meets a 11 job requ i reinents and, in many instances, exceeds 
them. · 

I 0 - OUtstanding: In genera1 exc~s posit ion requirements. Operates 
at sustained ~ perfonmance. 

I c. The eva1uator shou 1 d 1 eave b 1 ank those i terns that are not app 1 i cab 1 e or 
unobserved. · 

D. o:mnents are essential to an appraisal. Ccmnents should be used to

I exp 1 a in ratings, when necessary; *nd to make specific suggest ions for 
improvements and/or development. 

I E. The intent of this evaluation fonh is to assist 811)1oyees in their 

I 
professional growth, which result$ in more CQ'll)etent, well-prepared 
individuals capable and desirous of improving their work skills and 
performances. 

F. The large boxes at the left hand side of the fonn indicate an overall 
rating. The nurbered items indic•te specific CQ1l)onents that relate to

I the category. 

I 
G. Upon Call) 1et ion of this report, forward it in a sea1ed enve 1 ope to the 

Human Resources Department, with a copy given to the person evaluated. 

I 
I 



I 
I 

Ra1EO CXHtJN I TY sa-iOOL.S 

Nme ___________________________ 
Position~----------------------

K~OFWORK 

I The understanding of basic 1. Knows details of 
fundamenta 1s, methods and operat ~ions. 
procedures of his/her job. 2. Knows equipment and 

materials. ____ _I 3. Knows Why things are done.____ _ 
4. Learns: work quickly. 

I ~NTS: -------------------------------------------------------­

I 

QJANT I TY OF M)RK _e_ _£._ _§_ .JL _Q_ 
Volume of acceptable work 1 • Overa1.1 vo1une of work. ____ _I compared to what might 2. Consis~ency of production.____ _ 
reasonably be expected . 3. Efforts to ifl'Prove output.______ _ 
....f._ ..£_ _§__ _g_ _Q_ 

~NTS: ------------------------~------------------------------~ 

I 
I QJAL ITY OF MJRK 

G--ade of acceptable work 1. Accura~y of work. 
<:all)ared to what might 2 • Thoroughness of" work. 
reasonably be expected. 3. Neatness of work. 

4. Rel iabi 1ity of work.· 

I • 

~NTS=-----------------------------------------------------

I 
I ADAPTMILITY _e_ _E_. _L _g_ _Q_ 

Quickness to learn new 1. Adjusts to new situations.____ _ 
duties and adjust to new 2. Quick to learn new duties.____ _ 
situations encountered 3. Follows organization 

I· 
on his/her job. pol icy ~ 
_f_ ..£_ __§_ _g_ _Q_ 

~NTS=----------------------------------------------------------

I AITIT\DE 
The interest, enthusiasm and 1. Takes pride in work ____ _ 
attitude shown toward his/ 2. Dan:>nstrates self-control.____ _I her work, the organization 3. Friendly and tactful. ____ _ 
and fellow workers. 4. Has sense of duty to 
_e_ _£_ __§_ _g_ _Q_ the organization.

I 
~NTS=------------------------------------------------------

I 
I 
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