
~=-----~---

3/iP3
~It--------------I ~

o DUSTRI L

RELATIONS COlLECTIO
~ ...lchlgan State Unlversity~t---------------t~

Agreement
between

The Board of Education
of

Lapeer Community Schools
and

Lapeer Community Schools
Lapeer Educational Support Personnel

(Lapeer E.S.P.)

1994 ·1996





I. Recognition

II. Association Rights

Ill. Agency Shop, Dues, and Payroll Deductions
IV. Grievance Procedure

V. Continuity of Operations
VI. Employee Rights and Protections

VII. Management Rights

VIII. Seniority/Length of ServicelProbation
IX. Reduction in Work Force
X. Classifications
XI. Vacancies, Transfers, Promotions

XII. Hours and Working Conditions
xm. Overtime

XIV. Compensation
XV. Holidays
XVI. Vacations
XVII. Insurance

xvm. Longevity

XIX. Leaves

XX. Personnel Files and Evaluation

XXI. Discipline of Employees
XXII. Non Unit Personnel
XXIII. General

XXIV. Care of Students

XXV. Duration and Scope of Agreement
Appendix A -- Salary
Appendix B - Job Descriptions
Appendix C - Grievance Forms

Appendix D - Personal Business Day Request Form
Letters of Understanding

Snow Day Interpretation
Members as Substitutes
Definition of Day
Americans with Disabilities Act
Job Security Agreement

1
1-2
3-4

4-6

6
7

7-8
8-10
10-13
14-15

15-23

23-26

26

26
26-27
27-29
29-32

32

32-37

37-38
38
38-39
39
40
40-41

42

43-77
78-79

80

81-85
81
82
83
84
85

TABLE OF CONTENTS

Article

Iesp cOlllrac:ttorc





Page 1

ARTICLE I
RECOGNITION

A. The Board of Education of the Lapeer Community Schools (hereinafter called the Board)
hereby recognizes the Lapeer Community Schools Lapeer Educational Support Personnel
Unit (hereinafter called L.E.S.P.), an affiliate of the Michigan National Education
Association as the sole collective bargaining representative for the sole purpose of
negotiating an Agreement with respect to wages, hours, terms and conditions of
employment for all Instructional Paraprofessionals, Elementary Building Paraprofessionals,
all full-time and regular part-time Office Secretarial Employees, Media Paraprofessionals
and Alternative High School Paraprofessionals employed by the Board excluding all
employees working in positions requiring teacher certification, in cafeteria operations, in
transportation operations, in custodial and maintenance operations, in Community
Education programs, in secondary building supervision, and all supervisory,
administrative, and managerial positions including the Secretary to the Board, Data
Processing Manager, Accounting and Purchasing Manager, Human Resources Secretary,
all confidential employees, all substitute employees, all temporary employees and all other
employees.

B. The term "employee" when used in this Agreement shall refer only to personnel employed
by the Board and defined in "A" of this Article.

C. The term "L.E.S.P." when used in this Agreement shall refer only to those members of the
bargaining unit employed by the Board and defined in "A" of this Article.

D. Bargaining unit work shall be performed by members of the bargaining unit who are
covered by the Master Contract except that substitute or temporary help may be employed.
No position will be filled by a substitute for more than thirty (30) days except in the case of
an employee on sick leave.

ARTICLE II
ASSOCIATION RIGHTS

A. The Board and the Association agree that there shall be no discrimination against any
employee with respect to hours, wages, or any terms or conditions of employment by
reason ofherlhis membership in the L.E.S.P., or collective negotiations with the Board; and
her/his institution of any grievance, complaint or proceeding under this Agreement.

B. The L.E.S.P. and its representative shall have the right to use Board buildings upon proper
application at all reasonable hours for meetings which do not interfere with the regular
program.

C. Bulletin board space will be provided at convenient locations and normal school messenger
service may be used by the L.E.S.P. for communication purposes to the employees for
union business. In addition, postings for Adult Education employees will be placed in all
work sites whenever possible.
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D. The L.E.S.P. shall be permitted to transact official business on Board property at all

reasonable times, provided that it shall not interfere with, or interrupt, normal operations.

E. Whenever the president or other officers of the L.E.S.P. or their designee are scheduled,
by mutual agreement, during working hours, to participate in conferences, reprimand

. meetings, grievance hearings, or negotiations, they shall suffer no loss of pay and, when
necessary, substitute service shall be provided.

Whenever such meetings, hearings, etc. are a result of a union initiated procedure involving
a third party outside of the contractually provided grievance procedure the Board shall
have no responsibility for the payment of employees absent from work to attend such
procedures.

F. The Board agrees to make available to the Association in response to reasonable requests
available information which is compiled in an established form or report which is a matter
of public record.

G. Before major revision of policy which will effect L.E.S.P. members, the L.E.S.P. shall be
given opportunity to advise the designated agents of the Board prior to its adoption and/or
general publication.

H. The rights granted herein to the L.E.S.P. shall not be granted or extended to any competing
labor organization.

I. L.E.S.P. members shall have the right to distribute L.E.S.P. material to other bargaining
unit members so long as such distribution does not interfere in the normal operation of the
work area of her/his job performance.

1. The L.E.S.P. members shall be permitted to use Board equipment, including computers,
printers, typewriters, mimeograph machines, duplicating machines, copying machines,
calculating machines, and audio visual items, when such equipment is not otherwise in use.
The L.E.S.P. shall pay for the reasonable cost of all materials and supplies incident to such
use and for any damage to such equipment.

K. Association Leave: Three (3) days shall be provided for Association Leave in the event
the Association is desirous of sending representatives to local, state, or national
conferences conducted by the Association for the furtherance of its own professional
purposes or other business leaves pertinent to Association affairs. Said representatives
shall be excused, providing the frequency does not significantly interfere with the quality
of the employees' work. For days in excess of three (3) per school year, the Association
will reimburse the district for the costs of substitutes for the additional days, and providing
that said request for leave has been submitted to the Superintendent or his designee for
approval as soon as possible prior to the leave. Association business shall be defined as
determined by the Lapeer Educational Support Personnel Executive Board.
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ARTICLEID

AGENCY SHOP, DUES, AND PAYROLL DEDUCTIONS

A. In accordance with the terms of this Article, each bargaining unit member with 30 days of
employment shall, as a condition of employment, join the Association or pay a Service Fee
to the Association. Bargaining unit members joining the Association shall pay dues and
assessments to the Association in accordance with its policies and procedures.

1. Service Fee Payers: Bargaining unit members not joining the Association shall
pay a Service Fee to the Association as determined in accordance with the MEA
Policy and Procedures Regarding Objections to Political-Ideological Expenditures.
The remedies set forth in this policy shall be exclusive, and unless and until the
procedures set forth therein have been availed of and exhausted, all other
administrative and judicial procedures shall be barred.

2. Non-Payment of Dues or Service Fees: If a bargaining unit member does not pay
the appropriate amount of dues or service fee to the Association, upon written
notification by the Association, the employer shall deduct the amount from the
bargaining unit member's wages and remit same to the Association.

Should such involuntary payroll deduction become legally disallowed, the
employer shall, at the written request of the Association, terminate the employment
of such bargaining unit member within thirty (30) days of receiving the notification
by the Association. The parties agree that the failure of any bargaining unit member
to comply with the provisions of this Article is just cause for discharge from
employment.

3. Payroll Deduction: Upon written authorization by a bargaining unit member or
pursuant to paragraph 2, the employer will deduct the appropriate amount of the
dues or service fees from the bargaining unit member's wages. The deductions will
be made in equal amounts from the paychecks of the bargaining unit member
beginning with the first pay following receipt of the written authorization from the
bargaining unit member or the Association and continuing through the last pay
period in May of each year.

4. The Association agrees to indemnify and save the Board, including each individual
school Board member, harmless against any and all claims, demands, costs, suits,
or other forms of liability, including back pay and all court or administrative agency
costs that may arrive out of or by reason of action taken or not taken by the Board,
or in reliance upon signed authorization cards or lists furnished to the Board by the
Association for the purpose of payroll deduction of dues, or for the purpose of
complying with this Agreement subject to the following.

a. The Association, after consultation with the Board, has the right to decide
whether or not to appeal the decision of any court or other tribunal
regarding the validity of the section or the defense which may be assessed
against the Board by any court or other tribunal.



ARTICLE IV
GRmVANCEPRQCEDURE

Page 4
b. The Association has the right to choose the legal counsel to defend any said

suit or action.

c. The Association shall have the right to compromise or settle any claim
made against the Board under this section.

B. Any employee who is a member of the L.E.S.P. or who has applied for membership, may
sign and deliver to the Board an assignment authorizing deduction in the L.E.S.P. Such
authorization shall continue in effect from year to year unless revoked in writing between
August I and August 31 of any year. Pursuant to such authorization, the Board shall
deduct a pro-rata amount for such dues from each regular pay check of the employee
beginning with the first paycheck in October and ending in June of each year.

C. The L.E.S.P. shall, on or before the fifteenth day of September of each year, give written
notification to the Superintendent of the amount of its dues which are to be deducted in the
coming school year under such dues authorizations. The amounts of deductions for these
dues, as per said written notifications, shall not be subject to change during that entire
school year.

D. Dues deductions shall be transmitted by the Superintendent to the local L.E.S.P. Treasurer
within thirty (30) days after such deductions are made.

E. The Board agrees to make payroll deductions upon written authorization from employees
for the following programs approved by the Board:

1. Credit Union
2. Tax Sheltered Annuities
3. Insurance

A. Defmitions

1. A grievance is defined as any claim by an employee or the L.E.S.P. that there has
been a violation, misinterpretation, or misapplication of any provision of this
Agreement.

2. All time limits herein shall consist of work days. Time limits may be extended only
upon written mutual consent of the parties.

B. Purpose -- The primary purpose of this procedure is to secure, at the lowest level possible,
equitable solutions to the problems of the parties. Both parties agree that these proceedings
shall be kept as confidential as may be appropriate at each level. Nothing contained herein
shall be construed as limiting the right of any employee with a grievance, or the supervisor,
to discuss the matter informally with an appropriate member of the administration or the
L.E.S.P.
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Procedure -- Before entering into the following prescribed grievance procedure, it is the
desire of the Association and the Administration that an effort may be made to resolve the
problem through direct verbal communication and discussion between the parties involved.
The presence of an Association Representative may be requested at such meeting.

Level I - Any employee( s) with a grievance shall submit it, in writing, to the
principal/supervisor within fifteen (15) days from its discovery. Within five (5) days of
receipt of the grievance, the principal/supervisor shall meet with the grievant(s) in an effort
to resolve the grievance. She/he shall indicate her/his disposition of the grievance within
five (5) days of such meeting and shall furnish a copy thereof to the L.E.S.P.

Level n - If the grievant(s) is not satisfied with the disposition at Level I, or if no
disposition has been rendered within five (5) days of the Level I hearing, the grievant(s)
may file an appeal with the Superintendent. Within five (5) days of this filing, the
Superintendent or her/his designee shall meet' with the grievant(s) and the Association
Representatives and within ten (10) days of such meeting shall render her/his disposition of
the grievance.

Level ill - If the Association is not satisfied with the disposition at Level II, or if no
disposition has been rendered within fifteen (15) days of the Level II hearing, the grievance
may be submitted, within ten (10) days, to arbitration before an impartial arbitrator. If the
parties cannot agree as to the arbitrator within five (5) calendar days from the notification
date that arbitration will be pursued, she/he shall be selected by the American Arbitration
Association in accordance with its rules which shall likewise govern the arbitration
proceeding. Both parties agree that the decision of the arbitrator shall be final and binding.
The fees and expenses of the arbitrator shall be shared equally by the parties.

D. Rights to Representation -- An Association representative has the right to be present at all
levels of the grievance procedure upon request of the grievant( s).

E. General Provisions

1. All grievances and dispositions shall be completed in writing on the forms set forth
in Appendix. C, which is attached to and incorporated in this Agreement. The
Association shall be provided the appropriate copies of these forms.

2. A grievance may be withdrawn at any level without establishing a precedent.

3. A complaint or grievance may be withdrawn at any level without prejudice or
record.

4. Information necessary to the determination and processing of any grievance shall
be furnished upon request.

5. Documents, communications, and records dealing with a grievance shall be filed
separately from the personnel files of the participants.

6. The employee involved in a grievance procedure, mutually scheduled during the
work day, shall be excused with pay for that purpose.
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7. The parties may mutually agree to waive any level of the grievance procedure.

F. Powers of the arbitrator are subject to the following limitations:

I. He/she shall have no power to add to, subtract from, disregard, alter or modify any
of the terms of this Agreement.

2. He/she shall have no power to establish salary scales.

3. He/she shall have no power to interpret state or federal law.

4. Where no financial loss has been caused by the action of the Board complained of,
the Board shall be under no obligation to make monetary adjustments and the
arbitrator shall have no power to order one.

5. He/she shall have no power to rule on any claim or complaint for which there is
specific remedial procedure or forum established by law or by regulation having the
force of law.

>1

G. Appeal of Discharge of Suspension

1. Written notice of discharge or suspension shall be presented to the employee and
the Association on the same day.

2. Grievances involving an appeal of discharge or suspension shall be initiated
directly at Level II.

ARTICLE V
CONTINUITY OF OPERATIONS

A. Both parties recognize the desirability of uninterrupted operation of the instructional
program during the school year. The Association agrees that neither it nor any of the
employees in the Association, during the period of this Agreement, will participate in,
authorize, assist or support any strike, slowdown, sanction work stoppage of any kind in
this district including "mass sickness" or any concerted or group activity which has the
effect of withholding, in full or in part any services unless the Board refuses to implement
an arbitration award issued in accordance with this contract, after the appeal procedures
have been completed. In the event of any violation the Board may take whatever
disciplinary action it deems appropriate including discharge. The Board agrees that it will
not, during the period of this agreement, directly or indirectly engage in or assist any unfair
labor practice as defined by Section 10 of the Public Employment Relations Act.

B. In the event of such violation of this Article the Union shall endeavor to return the
employees to work as expediently and quickly as possible.
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ARTICLE VI

EMPLOYEE RIGHTS AND PROTECTION

A. The employee shall be entitled to full rights of citizenship and a private life and no
religious or political activities of anyemployee or the lack thereof shall be grounds for any
discipline or discrimination. The parties recognize that the schools' classroom shall not be
used to advocate the employee's religious or political beliefs.

B. The provisions of the Agreement, and the wages, hours, terms and conditions of
employment shall be applied without regard to race, creed, religion, color, national origin,
age, sex, or marital status.

C. Any case of assault upon an employee shall be promptly reported to the Board. The Board
will provide the employee initial legal counsel to advise the individual ofherlhis rights and
obligations with respect to such assault and shall promptly render all reasonable assistance
to the employee in connection with handling of the incident by law enforcement and
judicial authorities. Time lost by an employee in connection with any incident mentioned
in this section shall not be charged against the employee's sick or personal leave and the
employee's regular salary shall be maintained until such time the employee becomes
compensable under the Michigan Worker's Compensation Law. At the option of an
employee, the Board shall pay the difference between the disability benefits provided by
the Worker's Compensation Law and the sick leave benefits herein provided. To the extent
that the Board makes payment to the employee for that portion of his salary not reimbursed
under the Worker's Compensation Law, said partial payments shall be charged pro rata
against the employee's accumulated sick leave.

D. The Board will reimburse employees for any loss, damage, or destruction of clothing or
glasses of the employee while fulfilling professional duties and assignments. The' Board
and Association agree there shall be no duplication of benefits and such reimbursement
will be determined after the employee's personal insurance coverage benefits, if any, are
deducted from the amount of the claim. This will not include theft.

E. In the event a significant complaint or charge is made by any person or group against any
employee, the individual shall be given full information with respect thereto and with
respect to any investigation conducted by the Board.

ARTICLEVll
MANAGEMENT RIGHTS

A The Board, on its behalf, and on behalf of the electors of the school district, hereby retains
and reserves onto itself, without limitations, all powers, rights, authority, duties and
responsibilities conferred upon and vested in it by the laws of the Constitution of the State
of Michigan and the United States, including, but without limiting the generality of the
foregoing, the right to:

1. Manage and control the schools' business.

2. Direct the working forces and promote, reassign, layoff, and transfer employees as
may be necessary.
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3. Determine the size and placement of the working force and location of all work
operations.

4. Adopt and enforce reasonable rules and regulations.

5. Determine all services, supplies, and equipment necessary to continue operation.

6. Determine standards of operation and goals for improvement.

7. Determine qualifications for employees generally and the specific qualifications for
various positions.

8. Determine all financial policies and operations.

9. Determine the supervisory organization for all operations.

B. The exercise of the foregoing powers, rights, authority, duties, and responsibilities by the
employer, the adoption of policies, rules, regulations, and practices in furtherance thereof,
and the use of judgment and discretion in connection therewith shall be limited only by the
terms of this Agreement and then only to the extent such terms thereof are in conformance
with the Constitution and laws of the United States.

ARTICLE VIII
SENlORlTY/LENGTH OF SERVICEIPROBATION

A. Seniority

1. New employees hired by the Board shall serve a probationary period for the first
ninety (90) working days of their employment. In the event a probationary
employee is absent during herlhis probationary period, the number of days absent
will be added to the ninety (90) work days probationary period.

2. When an employee completes the probationary period in a satisfactory manner,
shelhe shall be entered on the seniority list and shall rank for seniority purposes
from the first day of work.

3. If at any time prior to the completion of the probationary period, the employee's
work performance is unsatisfactory to the District, shelhe may be dismissed by the
Board. Probationary employees will receive a performance review on or about the
30th day of employment. Such review will inform the employee of hislher
performance level as of that date. Problems should be identified and methods of
improvement specified. The provisions of Article IV do not apply to probationary
employees. This is not to be construed as limiting the Board's prerogative to
discharge after seniority has been established subject to the condition of Article IV.

4. Seniority shall be from the first date of work as a member of the bargaining unit
and total years of accumulation in bargaining unit position. Seniority will be
granted in quarter, half, or full year units only. An employee must work as a part-
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time or full-time employee forty-five (45) days in a school year semester to qualify
for the appropriate unit of seniority. Employees working more than four (4) hours
per day will receive full credit. Employees working four (4) hours or less per day
will receive one-half (!12) credit. Twelve month employees, (230 day, and 185 + 45
day) may apply days worked in June toward the forty-five (45) day requirement for
the second semester of that work year; days worked during July and August may
be applied toward the forty-five (45) day requirement for the first semester of that
work year.

5. Identical seniority dates shall be handled as follows:

a. Date of hire

b. A lottery shall be used to resolve any ties which remain. Such a lottery will
be mutually established by parties to this Agreement.

6. Seniority shall accrue for sick leave for a period of up to one (1) year and any other
leave of absence of less than one (1) month.

7. Seniority shall remain frozen, but shall not accumulate for any leave of absence
(except sick leave of more than one (1) month) or during layoff.

8. Leaves of absence, layoff, voluntary and involuntary transfer and/or promotions
shall not interrupt continuous service, which means employment in the school's
service without break or interruption.

9. In October of each year the Board shall publish and distribute to each member of
the bargaining unit a copy of the complete seniority list for the members of the
bargaining unit. Upon publication there shall be a thirty (30) day challenge period
of the seniority list. The list shall include 1) the employees' names, 2) current
classifications/number of hours assigned, 3) building assignments, 4) dates of hire,
and 5) years of service.

10. The L.E.S.P. President shall receive a seniority list and a L.E.S.P. employees list
which includes members' home addresses and phone numbers.

11. An employee who leaves the bargaining unit to accept another position with the
District shall neither gain nor lose seniority for a period of one (1) year; at that time
the employee shall make the choice of returning to the bargaining unit to a like
position, if available, or being taken off the seniority list.

12. It shall be the responsibility of each employee to notify the District of any change
of address or telephone number. The employee's address and telephone number as
it appears on the District's records shall be conclusive when used in connection
with the layoffs, recalls, or other notices to employees.
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B. Loss of Seniority - An employee shall be terminated and lose herlhis seniority rights if

shelhe:

1. Quits

2. Is discharged and not reinstated

3. Is laid off for a period of two (2) years

4. Retires

C. Adult Education Seniority -- The following provisions apply in lieu of Article VITI,
Section A. 4.:

1. Seniority within the L.E.S.P. shall be from the first date of work as a member of the
bargaining unit and total years of accumulation in a bargaining unit position.
Seniority will be granted in quarter, half, or full year units only. Employees
working more than twenty (20) hours per week will accrue as full credit.
Employees working twenty (20) hours a week or less, will receive one-half (1/2)
credit. An employee must work at least one-quarter (1/4) of his/her scheduled work
year during a semester (one-half of the scheduled year) to qualify for a unit of
seniority. For example, a thirty-four (34) week employee working less than twenty
(20) hours per week works ten (10) weeks prior to going on leave. The employee
worked more than one-half (1/2) of the first semester, qualifying for a semester's
credit. The employee worked less than twenty (20) hours per week so the
employee received one-half (1/2) credit resulting in one-quarter (1/4) year of
seniority credit.

2. Seniority with respect to postings and staff reduction within the Adult Education
classification group shall be maintained in addition to the above. Seniority shall be
determined as total service time as an Adult Basic Education employee, as
determined by District records and certified by the parties.

A. Should the administration determine that it is necessary to reduce the work force by
elimination of positions or reduction in work hours, such reductions shall be accomplished
in the following manner. Employees who are to be laid off shall be given no less than
thirty (30) days written notice. The word layoff shall mean a reduction in the employee
work force due to a decrease in work, lack of funds, change in educational program, or a
reduction in students in the district, in the building, or in a program.

B. Employees who are to be laid off shall be given no less than thirty (30) days written notice.
Should it become necessary to reduce the number of work hours of employees in a
particular classification of employees or to reduce the number of employees work hours in
all classifications, such layoffs or reductions, shall be by seniority and job classification.
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The following procedures will be followed:
1. Reductions and eliminations of positions will be by Employee Classification

Group:
Office Staff (Salary Class I)
Office Staff (Salary Class II)
Office Staff (Salary Class ill)
Building Staff (Salary Class N)

* Seniority for Adult Basic Education Paraprofessionals will be Adult Basic
Education seniority.

2. The District shall determine the position(s) within each classification and the
classification within each classification Group to be reduced or eliminated. The
total reductions and/or eliminations will be determined.

3. The reductions or eliminations necessary in each classification of employees will be
made by probationary, temporary and part-time employees in the classification
being laid off or reduced in hours first and if further reductions are necessary the
employee with least seniority shall be laid off or reduced in hours.

a. Full-time employees whose jobs have been eliminated or reduced in hours
may bump the least senior person within hislher classification. Full-time
persons laid off or reduced in hours in one classification may bump the least
senior employee in the same classification group with the same number of
scheduled work days.

If there are no less senior employees in the same classification group
working the same number of days, the employee will have the option of (1)
bumping the least senior employee in the classification group working more
days than the more senior employee, (2) in the event there are no less senior
employees working more days in the classification, the employee will have
the option of bumping the least senior employee in the classification group
working fewer days nearest in number to the working days of the senior
employee a 230 day or 185 + 45 day (or 12 month) employee may exercise
the option of bumping the least senior 230 day or 185 + 45 day (or 12
month) employee in the next lower paying classification group). If there are
no less senior employees in the classification, the employee may bump into
the next lower classification.

b. Full-time persons bumped from a position under Section a. above may
bump the least senior person in the next lower paying classification group
with the same number of scheduled work days (A 230 day or 185 + 45 day
(or 12 month) employee so affected may bump the least senior employee in
the same classification group working fewer days nearest in number to the
working days of the senior employee) (1) bumping the least senior
employee in the classification group working more days than the more
senior employee, (2) in the event there are no less senior employees
working more days in the classification, the employee will have the. option
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of bumping the least senior employee in the classification group working
fewer days nearest in number to the working days of the senior employee.

c. Full-time persons bumping from a position under Section b. above may
bump the least senior person in the next lower paying classification group.
The bumping will follow the rules set forth in Section B., 3.b. set forth
above. The process will continue until the least senior employees are laid-
off.

d. Employees are presumed to have the skills and qualifications necessary to
bump employees at the same or a lower level with the exception of the head
Accounting and head Payroll positions. Before an employee can bump
such persons they must demonstrate accounting skills as determined by the
District instrument.

e. If more than one position is eliminated in a classification during a layoff, the
least senior employees in each classification will be laid off or bumped
down and to the extent possible, people remaining in a classification will
retain their current position. If an opportunity to select between two jobs
exists, the more senior employee will be given first choice.

4. Probationary employees shall be considered as terminated rather than laid off in the
event of a reduction in work force. There shall be no requirement for the District to
rehire. In the event they are rehired at a later date, they shall then be treated for all
purposes of this Agreement as a new employee.

5. In the event of a serious emergency situation over which the employer has no
control (for example but not limited to, power failure, flood, fire, serious vandalism,
air quality-asbestos problems, etc.) which necessitates a temporary layoff or
reduction in hours (not to exceed five (5) work days) the provisions of this Article
shall not apply. An effort will be made to keep bargaining unit employees working
during this time; affected employees will be laid off by seniority to the extent
possible.

6. A laid off employee shall, upon application, be granted priority status on the
substitute list according to her/his seniority. Laid off employees may continue their
fringe benefits by paying the regular per subscriber rate premium for such benefits
to the carrier when underwriting rules allow.

7. Employees on layoff retain their seniority for purpose of recall for a period of two
(2) years. Any employee on layoff for more than two (2) years shall lose her/his
seniority and any further rights under this agreement.

8. Laid off employees shall be recalled in reverse order of layoff: but in all cases the
most senior laid off employees shall be recalled first provided they are qualified for
the position to be filled. Should an entire classification of employees be restored at
a single time all such consequently recalled people shall be returned to their
previous position whenever possible regardless of seniority.
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9. Notice of recall shall be sent by registered mail to the employee's last known

address. The employee is responsible for reporting changes of address to the
Human Resources Office. The employee shall have five (5) school days to report
to work from the date that the notice was delivered to the employee's last known
address. .

10. Should the Board reinstate a position that had been eliminated, or fill a position that
had been allowed to remain vacant, the current employee who previously held said
position, if not on layoff, shall be offered the position if said reinstatement occurs
within two (2) years. Subsequent vacancies shall be posted and filled pursuant to
the terms of Article XI (Vacancies, Transfers and Promotions).

11. If the Board anticipates a reduction of staff or hours it shall notify the L.E.S.P. and
allow the opportunity for consultation, prior to making any formal action.

12. Part-time employees whose jobs have been eliminated or reduced in hours will
follow the same bumping process. The total number of "hours worked" will be
substituted for the number of "work days" in the process set forth above.

C. Reduction of Hours

1. When it becomes necessary to either increase or reduce the hours of a
paraprofessionaks) in a position for circumstances related to the position(s) or as
part of a General Administrative change which is not part of a layoff resulting in
reduction of the work force, the following conditions shall apply:

b. Full-time employees who do not wish to work additional hours or do not
want their work hours reduced may transfer to the position of an employee
with less seniority, if available, whose position is in the same Classification
Group.

c. If there are more than one less senior employee, as referred to in Item b.
then the employee transferring must transfer to the position of the least
senior person.

d. The employee displaced shall be transferred to the position vacated by the
employee whose hours were adjusted. The position shall not be posted.

--------------------------------------~-- -



ARTICLE X
CLASSIFICATIONS
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A. All current employees are assigned to one of the following positions (classifications) for
work assignments (e.g. Instruction - High School Secretary). All positions (classifications)
are placed in one of two (2) Classification Groups (Office Staff or Building Staff). The
Classification Groups are recognized for purposes of Article IX -- Reduction in Work
Force. The Classification Groups and the designation of the work year for each position
(classification) are as follows:

OFFICE STAFF * WORK YEAR
Instruction - Secretary-in-Charge (Senior High) 185 days + 35 days
Instruction - Secretary-in-Charge (Junior High) 185 days + 30 days
Business Office 230 days
Business Office 230 days
Business Office 230 days
Central Staff Secretary 230 days
Facilities and Support Services - Secretary-in-Charge230 days
Business Office Clerical 230 days
Business Office Secretary 230 days
Instruction - High School Secretary

Guidance
Attendance
Internal Funds/Athletics

Instruction - Junior High Secretary
Instruction - Elementary Secretary
Instruction - District Media Center Secretary
Instruction - Secretary

Education Services
Switchboard
Special Education
Substitute Systems
Auxiliary Secretary

Woodside School Secretary
Adult Career Training Secretary
Facilities and Support Services Secretary

Transportation
Transportation
Auxiliary Support
Health and Athletics
Cafeteria
Central Duplicating

Media Paraprofessional

BUILDING STAFF
Instructional Paraprofessional
Elementary Building Paraprofessionals

185 days + 35 days
185 days + 20 days
185 days + 20 days
185 days + 20 days
185 days + 15 days
185 days

185 days + 45 days
230 days
185 days + 35 days
185 days + 10 days
180 days
185 days + 25 days
185 days + 20 days

185 days + 45 days
185 days + 45 days
185 days + 35 days
185 days + 35 days
185 days + 20 days
185 days + 35 days
185 days

30 - 185 days
185 days

SALARY CLASS
I
I
I
I
I
I
I
II
II

II
II
II
II
II
II

II
II
II
II
II
II
II

II
II
II
II
II
II
ill

IV
IV
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* All employees who were twelve month employees as of September 1, 1994, shall be

"grandparented" and will remain twelve month employees until they leave a twelve month
position. When aU "grandparented" twelve month employees have left twelve month
positions, aU contract references to twelve month employees and aU references to
vacation days shan be eliminated.

B. Classifications by Work Year

I. School Year Employee -- Employees assigned as school year (185 day) employees
shall be assigned to work on each day that teachers are scheduled. They may be
assigned at the determination of the supervisor to work on other days preceding or
following the basic academic year or in vacation periods, not to exceed five (5)
days. Adult Basic Education Aides shall be considered school year employees.

2. Less Than 230 Day (Twelve Month) Employees -- Employees assigned as less
than 230 day (twelve month) employees shall be assigned to work on each day that
teachers are scheduled.

3. 185 Day + 45 Day (Twelve Month) Employees - Employees assigned as 185 day
+ 45 day (twelve month) employees generally shall be assigned to work on each
day that teachers are scheduled.

4. 230 Day (Twelve Month) Employees -- Employees assigned as 230 Day (Twelve
Month) Employees shall be assigned to work 230 days that the Central Office is
open for normal business except for such absences provided by the provisions of
this contract.

REVIEW OF SECRETARIAL CLASSIFICATIONS

C. Classification changes shall take place through: 1) the negotiations process, 2) letters-of-
agreement if it is a mutual concern and takes place during the life of a ratified master
agreement.

ARTICLE XI
YACANCIES, TRANSFERS, PROMOTIONS

A. A vacancy shall be defined, for purposes of this Agreement, as an opening which the
District intends to fill in a position previously held by a bargaining unit member, or a newly
created position within the bargaining unit. No vacancy. shall be filled until it has been
posted for at least five (5) working days except on a temporary basis not to exceed thirty
(30) school days.

B. Whenever a vacancy occurs or is anticipated, the Human Resources Office shall
immediately notify the L.E.S.P. Notice of such vacancy shall be sent to all buildings and
shall be posted. Additionally, whenever a vacancy occurs during the school year summer
vacation period, notification of vacancy will be provided by way of a phone call-in system.
Should the phone system be unavailable, notice of vacancy will be mailed to all L.E.S.P.
members qualified to fill the position.
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C. The Board declares its support of a policy of filling position vacancies from within the
bargaining unit.

1. Building Staff Positions - Vacancies will be filled with the most senior, qualified
bargaining unit applicant. Qualifications will be the minimum qualifications set
forth in the skill requirements section of the relevant job descriptions contained in
Appendix B and as referenced in paragraph "L., 1." below.

2. Office Staff Positions - Vacancies will be filled with the most qualified bargaining
unit applicant. Qualifications will be the qualifications set forth in the skill
requirements section of the relevant job descriptions contained in Appendix B, as
specified in specific position postings, and as referenced in "L., 2." below. In no
event shall a non-bargaining unit member be hired for a bargaining unit position
when a bargaining unit member meets the minimum qualifications as set forth in L.,
2., a., b., c. and d.

In the event two or more bargaining unit members are equally qualified for a
position as determined through L., 2., a., b., c. and d. below, the most senior
applicant shall receive the position.

D. After the expiration of the posting period, vacancies will be filled within a reasonable
period of time. When a vacancy or new position is filled, the Board will immediately
notify the L.E.S.P. President in writing. If a layoff occurs affecting the applicant selected
to a posted position before the starting date of the position, the vacancy will be reposted.

E. Requests for transfer to a vacancy shall be made in writing.

F. All transfers shall be made in accordance with the criteria established In the job
descriptions on file in the Human Resources Office.

G. Vacancies occurring while employees are eligible for recall will be posted and filled
pursuant to the terms of this Article. In order to avoid undue delay in the tilling of
vacancies during a period of recall, when it is apparent to Administration that a number of
vacancies and/or subsequent vacancies may occur, the following will apply:

o If at any time during the recall process the Administration determines that a number
of vacancies may arise, resulting in a delay in the filling of positions as a result of
the posting process, the Administration and Association may mutually agree to
suspend the posting process and provide for a bid meeting.

o All known vacancies will be posted for a period of at least five (5) working days
prior to the bid meeting. Employees on layoff will be notified by letter of the
meeting, vacancies, and procedure involved. (For the first such meeting the parties
will develop a process to insure that all members are informed of the importance of
the meeting and how the vacancies will be filled.)

o Posted vacancies will be filled by the most senior, qualified person who bids for the
position. Subsequently created vacancies will be filled in the same manner.
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o
All employees (active or on layoff) interested in filling any of the posted positions,
or positions which may subsequently be created by those filling positions, should
be present. Employees covered by this agreement who cannot be present must
make arrangements, in writing, to have someone select for him/her.

o
At the close of the bid meeting, all selections shall be final and binding.

H. Involuntary Transfers

1. The parties agree that unrequested transfers of employees are to be minimized and
avoided whenever possible.

2. An involuntary transfer will be made only for good cause. The Assistant
Superintendent for Human Resources shall notify the affected employee and the
L.E.S.P. of the reasons for such transfer. If the employee objects to such transfer,
the dispute may be resolved through the grievance procedure.

3. Bargaining unit members shall not be placed on a lower step (wage scale) due to
such transfers.

I. In the event of promotion from one classification to another, the bargaining unit member
shall be given a fifteen (15) work day trial in which to show his/her ability to perform on
the new job. The employer shall give the promoted bargaining unit member reasonable
assistance to enable him/her to perform up to the employer's standards on the new job.
Upon employee request or at the Board's discretion, the Board may provide the bargaining
unit member an orientation period as determined by the Board. The intent of such
orientation, if provided, is to familiarize the successful applicant with his/her new job
requirements in areas such as the following: daily operations; building procedure;
paperwork and forms; and familiarity with the computer. Such an orientation period, if
provided, will be conducted by the employee who previously held the position or an
employee in a similar position whenever possible. Such an orientation period, if provided,
will not be considered part of the trial period. If the bargaining unit member is unable to
demonstrate ability to perform the work required during the trial period, or at the option of
the affected bargaining unit member, the bargaining unit member shall be returned to
his/her previous assignment.

1. Voluntary Transfers

1. A voluntary transfer is defined as an employee requested movement to a position
paying the same as, or a lower rate of pay than, the employee's current position.

2. If a requested voluntary transfer is granted, the employee will receive the rate of
pay for the new position.

3. In the event of a voluntary transfer, the bargaining unit members shall be given a
ten (10) work day trial, five (5) of which shall be with students present if the
position is filled at the beginning of the school year and the assignment is in a
building with students, in which to show her/his ability to perform on the new job.
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The employer shall give the transferred bargaining unit member reasonable
assistance to enable himlher to perform up to the employer's standards on the new
job. If the bargaining unit member is unable to demonstrate ability to perform the
work required during the trial period or at the option of the affected bargaining unit
member, the bargaining unit member shall be returned to herlhis previous
assignment. All subsequently affected staff will bump back to their prior
assignment. An employee who receives a voluntary transfer, but then exercises the
option to return to hislher former position and then posts for another position under
this provision will be denied the right to exercise herlhis right to be returned to
herlhis previous assignment for a period of one (1) year from the date of the initial
transfer.

K. Any bargaining unit member who is assigned to, and performs, the duties of another
bargaining unit position in a higher classification shall retain herlhis original rate of pay for
the first two (2) consecutive work days and will thereafter be paid the regular rate for the
position.

A bargaining unit member's pay rate shall not be changed as the result of any temporary
change in duties.

L. QualificationslSkillsffraining

1. Employees hired for, assigned, or applying for transfer to building staff positions
must demonstrate proficiency in the use of the computer work station( s) utilized in
a specific position and compatible software. Such utilization will be specified in
each position posting. Said proficiency shall be detennined by examination to be
developed by the Board in cooperation with the Association. Said examination (s)
shall reasonably reflect the entry level skills and/or knowledge required for the
position. Successful completion of said examination(s) shall be demonstrated by
attainment of score( s) indicating such proficiency as determined by the Board in
cooperation with the Association. Such examination( s) shall be offered at least two
(2) times during each school year, once in January and once in June, and each
bargaining unit member shall be sent notification of the scheduled time and place of
testing. Any bargaining unit member may arrange to have an Association
representative present to observe the examination session(s).

Prior to the examination( s), the Board agrees to provide to bargaining unit members
scheduled to take the examination( s) a one (1) hour period in which to review the
examination( s) format and practice on computer workstations used in the
examination( s).

The parties agree that confidentiality of examination( s) and examination results
shall be maintained at all times though examination scores of an individual shall be
shared with that individual upon request. The Association president shall be
provided a complete list of examination scores upon request. The Human
Resources Office shall be responsible for administration of examination( s).

For a lateral move (transfer) a building staff employee will not be required to retake
a previously taken examination, if proficiency standards on the examination(s) have
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been achieved by the employee, unless the applied for position requires skills not
used in the employee's present position.

2. Employees hired for, assigned, or applying for transfer to Office Staff positions
must demonstrate the following:

a. Proficiency in typing at the level of at least sixty (60) words per minute (55
wpm for media paraprofessionals) as determined by examination, to be
developed by the Board in cooperation with the Association. Examinations
shall be administered on a computer keyboard.

b. Proficiency in word processing, use of the computer workstation( s), and
compatible software utilized in a specific position. Such utilization will be
specified in each position job posting. Such proficiency shall be determined
by examination(s) developed by the Board in cooperation with the
Association.

c. Proficiency in organizational skills and job specific skills utilized in a
specific position. Such proficiency shall be determined by ex.amination(s)
developed by the Board in cooperation with the Association.

d. Effective human relations skills shall be determined by the Board and
measured by interview( s) and/or previous employee evaluations. The
Association will be afforded an opportunity to offer related suggestions.

Any and all examinations referenced above in L., 2., a., b., and c. shall reasonably
reflect the skill and/or knowledge required for the position as determined by the
Board. Minimally, successful completion of said typing proficiency exam as
referenced above in L., 2., a. shall be demonstrated by attainment of at least sixty
(60) words per minute (55 wpm for media paraprofessionals). Minimally,
successful completion of said examination(s) referenced above in L., 2., b., and c.
shall be demonstrated by attainment of score(s) indicating such proficiency as
determined by the Board in cooperation with the Association. Any bargaining unit
member may arrange to have an Association representative present to observe the
examination session(s).

Prior to the examinations referenced in L., 2., a. and b., the Board agrees to provide
to bargaining unit members scheduled to take the examination( s) a one (1) hour
period in which to review examination( s) format and practice on the computer
workstations used in the examination(s).

The parties agree that confidentiality of exams and exam results shall be maintained
at all times though exam scores of an individual shall be shared with that individual
upon request. The Association president shall be provided a complete list of exam
scores upon request. The Human Resources Office shall be responsible for
administration of exams.

For a promotion to an Office Staff position, an employee will not be required to
retake previously taken examinatiorus), if proficiency standards on the



c. The Board reserves the right to determine the necessity of classroom
paraprofessionals contingent upon enrollment and the needs of the program
as per past practice.
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examination(s) have been achieved by the employee within the last twelve (12)
month period. For a lateral move, an employee will not be required to retake a
previously taken examination if proficiency standards on the examination( s) have
been achieved by the employee. Lateral move shall be defined as a move within
the following 17 groupings but not between these groupings.

a. Elementary Secretaries
b. Secondary Secretaries

Adult Career Training
Woodside School Secretary

c. Business Office Accounts Payable
d. Business Office Payroll/Insurance
e. Business Office Payroll/Purchase Orders
f. Business Office Secretary
g. Business Office Clerical
h. Educational Services
1. Special Education
J. Central Staff
k. Facility and Support Secretary

Health and Athletics
Cafeteria
Auxiliary Support

1. Switchboard
m. Substitute Systems Secretary
n. Transportation Secretaries
o. District Media Secretary
p. Central Duplicating Secretary
q. Media Paraprofessionals

Current Office Staff employees (including Media Paraprofessionals) in grouping a.,
b., h., k., n., or q., as of December 1, 1994, are grandparented in said grouping and
shall not be required to take any examination(s) referenced in Article XI, L., 2., a.,
b., and c. when making a lateral move.

M. Paraprofessional Staffing

1. Adult High School Completion Paraprofessionals

a. Adult High School paraprofessionals shall be filled the Monday prior to the
week classes begin.

b. Adult High School- Vacancies in the Adult High School Program shall be
filled by those employees in the position the prior year before vacancies are
open to other Adult Education paraprofessionals or L.E.S.P. employees.
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d. The work year of the Adult High School paraprofessional is contingent

upon student enrollment, program needs, as per past practice.

2. Adult Basic Education Paraprofessionals

a. Adult Basic Education paraprofessional positions will be filled first by those
with seniority as Adult Education paraprofessionals, subject to the
provisions set forth below. Next, they will be filled by employees with
L.E.S.P. seniority, pursuant to the posting process. Finally, they will be
offered to outside applicants.

b. Vacancies in Adult Basic Education paraprofessional positions shall be
determined by September Ist of each work year by the administration.

c. For staffing purposes, A.B.E. paraprofessionals in the position the previous
year shall be assigned to the same position providing the number of
positions and/or hours in the A.B.E. paraprofessional group has not
changed. If the number of hours has increased, the position will be placed
in the pool. If the number of hours has decreased, the affected employee
will have the right to remain in the position.

d. If positions and/or hours have increased or decreased in comparison to the
previous school year all positions will be posted September 1st and a
staffing meeting will be scheduled no sooner than five (5) days and not later
than ten (10) days after the posting to fill the remaining assignments.

e. Positions will be selected by seniority and qualifications (minimum
qualifications as set forth in the Skill Requirements Section of the Job
Description set forth in Appendix B) by those employees present at the
staffing meeting or who have submitted written application for a specific
vacancy. Remaining vacancies will be posted for L.E.S.P. employees
pursuant to Article XI A--D.

f. Employees may select any combination of assignments so long as they do
not exceed forty (40) hours per week.

g. Once the assignments have been posted for the staffing meeting they will
remain as posted for the entire school year with the exception of a financial
emergency due to a loss of enrollment or the elimination of a program by a
contracted outside agency.

h. Vacancies occurring following the September meeting will be filled in
accord with Article XI A--D, and M.2.a. prioritization.

3. Media Paraprofessionals, Building Paraprofessionals, and Instructional
Paraprofessionals

a. Initial positions for a school year shall be filled as follows:
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I. Media paraprofessionals and full-time Building paraprofessionals

shall be assigned to the same position held the previous school year
if the same position exists. If the number of hours of the position has
decreased or the position has been eliminated, staffing shall occur
pursuant to Article IX, B., 3. of the Master Agreement. Any
bumping resulting from the initial staffing process delineated below
(caused by employees eligible to bump pursuant to Article IX) will
occur simultaneously with the posting meeting.

2. Instructional paraprofessionals, less than full-time Building
paraprofessionals and full-time Building paraprofessionals wishing
to place their position in the pool and to participate in the selection
process shall be assigned by the following process. Full-time
Building paraprofessionals wishing to place their prior year position
in the pool shall so notify, in writing, the Human Resources Office
no later than three (3) calendar days preceding the staffing meeting
referenced below. Such a decision shall be irrevocable, but any
employee mayselect any position (including one the employee had
previously vacated) if consistent with the following provisions.
After the Board has made determinations of positions for the
ensuing school year and no later than two weeks prior to the
scheduled first day of class for students, a listing of tentative
positions will be sent to Instructional and Building
paraprofessionals. Said listing shall include work location( s), work
schedule(s), and medical or hygiene procedures of each tentative
position. No later than one week prior to the scheduled first day of
class for students and no sooner than five (5) work days after
distribution of the listing of tentative positions, a staffing meeting
will be held to fill all positions. All known positions will be posted
at said meeting. The positions posting shall include location( s),
work schedule( s), and medical or hygiene procedures known at the
time of the posting. Positions will be selected by seniority and
qualifications (minimum qualifications as set forth in the skill
requirements section of the job description set forth in Appendix B)
by those eligible employees present at the staffing meeting or who
have submitted written authorization empowering someone to select
for them. If more positions are available than the number of
participants (including laid off employees, if any), positions may be
combined at any point in the selection process until the number of
positions equals the number of participants. Combined positions
must be compatible (e.g. allow reasonable drive time, etc.) and shall
total no more than seven (7) hours per day. Positions combined in
this manner will not be provided mileage. Positions may not be
combined if it would result in laid off employees, if any, not having
had the opportunity to select a position. Remaining vacancies will
be posted for L.E.S.P. employees.

b. Vacancies occurring following initial staffing will be filled pursuant to
Article XI. .
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4. After completion of all steps for staffing paraprofessionals, if there are any staff
who are discovered unplaceable they shall receive immediate verbal notice of
layoff to be followed by written notice which shall be considered timely notice
under contract provisions; similarly, if there are any staff who are reduced in hours
in comparison to the previous year, they shall receive immediate notice of reduction
which shall be considered timely.

ARTICLEXll
HOURS AND WORKING CONDITIONS

A. WORKDAY

1. An employee's work day shall be as follows:

Office Staff

All Positions 8 hours

Except:

Facilities and Support Services - Auxiliary Support
Instruction - Junior High Clerical
Instruction - Auxiliary Secretary
Media Paraprofessionals

Up to 8 hours
Up to 6 hours
Up to 4 hours
Up to 8 hours

Bunding Staff

Instructional Paraprofessionals
Elementary Building Paraprofessionals

Up to 7 hours
Up to 7 hours

2. A full-time employee shall be one who works thirty (30) hours or more per week.
An employee who works less than thirty (30) hours per week shall be considered

. part time. Employees working in more than one position within the bargaining unit
will be credited with the total number of hours worked in determining benefits
under the terms of this contract.

3. Subject to Article IX -- Reduction in Work Force, Section B. 5., an employee will
be notified at least thirty (30) days in advance of any reduction in the employees
work hours.

4. An employee shall be allowed one fifteen (15) minute rest period during each four
(4) hour period of work. An employee who works a minimum of three and one-
half (3Y2) hours will be allowed one fifteen (15) minute rest period. Office Staff
employees shall be allowed one twenty (20) minute rest period during each four (4)
hour period of work.

5. Employees working at least five (5) hours shall be provided a one-half (Y2) hour
duty-free unpaid lunch period. Employees assigned to paraprofessional positions
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who must work through their lunch period because of attending to particular special
needs students such as P.O.H.I. students shall be paid continuously from start of
work day to end of work day and shall be allowed time for lunch. Employees
having responsibilities during the students' lunch periods shall be allowed an
alternate time for lunch.

6. An employee shall be notified at least five (5) work days in advance of any changes
in work times.

7. The normal work day shall be between 7:00 a.m. and 5:00 p.m. The Substitute
System Secretary's hours shall be 5:00 a.m. -- 2:00 p.m., unless otherwise mutually
agreed upon. Adult Education Paraprofessionals work day shall be between 8:00
a.m. and 10:00 p.m.

B. SCHOOL CLOSINGS

1. When regularly scheduled student attendance days are cancelled due to weather or
other emergencies all employees designated as 230 day or 185 + 45 day (twelve
month) employees shall be expected to work their regular shift.

2. When regularly scheduled student attendance days are cancelled due to weather or
other emergencies employees designated as less than 230 day (185 + 45 day or 12-
month) employees generally do not report to work and shall not be paid for the day
if not worked, if the day is required by law to be made up for State Aid or
contracted obligations; such employees not working shall be scheduled to work on
and be paid for the days later designated by the official school calendar, determined
solely by the Board and in respect to other collective bargaining agreements, as
make up days. Any employee who has begun work prior to the school closing will
be paid his/her hourly rate for time worked prior to cancellation. In no event will
employees receive less than two hours pay if they report for work prior to
cancellation.

As an exception to the above-referenced practice, less than 230 day or 185 + 45
day (12-month) employees working more than 185 days may voluntarily work
when regularly scheduled student attendance days needing to be made up are
cancelled due to weather or other emergencies pursuant to the stipulations that
follow:

a. The supervisor, after recervmg approval of the Human Resources
department administration, may approve of the employee working the day;

b. The day worked shall not result in any future non-work day that is a student
attendance day;

c. Approval of such a work day shall not result in or relate to any request for
additional work days later in the school year.

This exception does not apply for any employee working 185 days (or less) or to
230 day or 185 + 45 day (12-month) employees.



This provision does not restrict the Board's right to assign employees to
responsibilities for or to positions requiring or specifically for the purpose of the
direct supervision of students either on a temporary or permanent basis. Such
assignment shall not require administrators or teachers being assigned to also be
present during such assignments. All employees may be assigned, consistent with
applicable laws, the general purposes of their position and past practices, to such
responsibilities as being in charge of and responsible for student supervision in
classrooms, hallways, lunch rooms, playgrounds, and other school areas.
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3. On days when students are released early for weather or other emergencies in any

or all buildings employees. shall work their regular shift unless hazardous or
unhealthful conditions, as determined by the Superintendent, exist. In such
circumstances employees shall be released when notified by the Superintendent.

4. Whenever the administration delays the start of classes at some or all of the
buildings, employees shall be expected to work their regular hours. Should it be
necessary to make up the day, employees will be paid for the additional day.

5. If an employee is unable to report to work due to inclement weather, she/he may
use any emergency day or vacation leave time provided to her/him under the
contract.

6. When conditions develop during a day requiring the early closing of the offices, all
office employees will be paid for a regular work day for their category.

C. GENERAL CONDITIONS

1. No employee shall be left in charge of a classroom as a substitute for an absent
teacher except for a temporary period until a certified substitute arrives.

2. All staff meetings will be held during the working day, excluding lunch hour.

3. Any committee participation shall be on a volunteer basis.

4. The District will not as a matter of practice have employees left alone in a building.

5. The responsibility for supervising the playground during recesses generally shalf be
that of the building paraprofessional. Instructional paraprofessionals may be
assigned playground supervision only in situations as follows:

a. If the assignment specifically relates to a special needs group or individual
that the instructional paraprofessional generally works with (if the recess is
for students in addition to the special needs student( s), the building
paraprofessional also will be on the playground);

b. If resulting in no loss of L.E.A. contractually-required and/or IEPC-
mandated instructional time with students, as supplement to the building
paraprofessional or to periodically enable the building paraprofessional to
work on specific SAP and ESC related building activities;



Labor Day
Thanksgiving Day
Day after Thanksgiving
December 24,25

December 31 and January 1
Good Friday
Monday during Spring Recess
Memorial Day
July 4 (for 230 day, 185 + 45 day, and 12

month employees)
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c. As temporary substitute in the absence of the building paraprofessional in

emergency situations.

6. Persons hired as secretarial substitutes for absent employees shall be paid $8.06 per
hour.

7. Persons hired as Adult Education substitutes for absent employees shall be paid the
beginning rate of pay for the position. Regular Adult Education employees
substituting for other Adult Education employees shall be paid their hourly rate.

ARTICLExm
OVERTIME

When it is necessary to schedule overtime work to an employee or employees, it shall be
scheduled or assigned to the extent practical, to the employee or employees of the building,
section, office, department, or classification at which the need arises.

The administration shall have the right to assign additional work hours to an employee
working less than full time rather than to assign overtime hours to another employee. This shall
include circumstances of having employees assigned to offices, sections, departments, buildings,
or classification other than their normal work assignment.

When more than one employee may be assigned overtime and a mutually agreeable
arrangement among the affected employees is not determined, such assignment or adjustment shall
be made by the appropriate supervisor on the basis of seniority.

Overtime will be paid at time and one-half for all hours over forty (40) in the work week.
Time paid during the work week constitutes time worked for overtime purposes.

ARTICLE XIV
COMPENSATION

The wage rates of employees covered by this Agreement are set forth in Appendix "A"
which is attached to and incorporated in this Agreement.

ARTICLE XV
HOLIDAYS

A. The employer will pay eligible employees the regular daily wage for the following holidays
to all regular employees, even though no work is performed:
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When any of the above holidays occurs on a Saturday or Sunday, the following or
preceding work day shall be paid with no work performed, In those years in which July 4
falls on a Tuesday or Thursday, the preceding Monday or following Friday will also be
observed as a holiday.

B. The following eligibility rules shall govern the payment of holiday pay:

1. The employee would otherwise have been scheduled to work on such day if it had
not been observed as a holiday. This provision is interpreted to make an employee
eligible for holiday pay if her/his normal work year is extended by the Board in
order to meet district need for work beyond the employee's regular number of work
days. If an employee must work additional days to complete hislher scheduled
work year, he/she will not receive holiday pay for those holidays not included in
his/her scheduled work year.

2. Adult Education paraprofessionals shall be paid their daily rate as holiday pay for
all holidays which fall within their work year. Employees not scheduled to work on
a holiday shall not be paid for that day. Employees working fifteen (15) or more
hours in a week shall receive their average daily rate or the days pay whichever is
greater. All paraprofessionals will be paid for Christmas Eve, Christmas Day, New
Years Eve, New Years Day as described above.

ARTICLE XVI
VACATIONS

A. Vacations

Twelve month employees shall be entitled to vacation benefits as outlined below. In
determining years of service for vacation, total years of service will be total, continuous
years of District service without a break in service in a District position. Service time is
determined as of June 30 of each year.

For employees who were L.E.S.P. bargaining unit members on or before February 15,
1993, service time only shall include total, continuous years of District service without a
break in service in a District position.

For employees entering the L.E.S.P. unit after February 15, 1993, service time only shall
include total, continuous years of District service without a break in service in a District
position with employees working more than twenty (20) hours per week receiving full
credit; employees working twenty (20) hours or less per week will receive one-half (1/2)
credit.

Service Time YacatioD Days

a. less than one year number of days from proration scale

b. one year or more but
less than five years

10 days
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c. five years or more but

less than six years
10 days plus number of days
for months over 5 years from
proration scale

d. six years or more but
less than eleven years

e. eleven years or more but
less than twelve years

f. twelve years but less than
fourteen and one-half years

g. fourteen and one-half years
but less than fifteen years

h. fifteen years or more

15 days

15 days plus number of days
for months over eleven years from proration
scale

20 days

21 days

22 days

PRORATION SCALE *

Months Days Earned Montbs Days Earned

1 0 7 2~
2 ~ 8 3
3 1 9 3~
4 1~ 10 4
5 2 11 4~
6 2~

* For twelve month employees with less than one (1) year of service as of June 30 of
each year. '

Vacations may be taken at anytime during the year (July 1 - June 30), providing they have
met with the approval of the immediate supervisor and they do not conflict with the
following:

1. Vacations must be scheduled tentatively by July 15 of each fiscal year. Changes
will be allowed only upon specific approval of the Superintendent.

2. Whenever possible, vacations shall be taken in one week units.

3. No vacations will be granted the week previous to the starting of school.

4. No further vacation "cany-over" will be allowed.



230 day and 185 + 45 day (Twelve Month) Employees - all categories
Less than 230 day Employees-all categories
185 day Employees - all categories

$25,000
$20,000
$20,000
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B. Employees who have three (3) weeks or more of paid vacation will not be permitted to use

unpaid days. Twelve month employees who have less than three (3) weeks of paid
vacation will be permitted to use up to five (5) unpaid days per year.

Unpaid leave for 185 day + 35 day employees not having paid leave is discouraged and
should not be annual in nature, but it is agreed that up to five (5) days of unpaid leave per
school year for vacation-like purposes shall be granted by the Administration to said
employee.

Unpaid leave for less than 185 day + 35 day employees not having paid leave is
discouraged and should not be annual in nature, but it is agreed that up to five (5) days of
unpaid leave per school year for vacation-like purposes may be granted by the
Administration to said employee.

C. No payment will be made for unused vacation days for individuals with less than five (5)
years of seniority leaving the employment of the Board of Education before the end of the
fiscal year.

ARTICLEXVll
INSURANCE

EMPLOYEE BENEFITS

It is the responsibility of each employee to apply for said insurance coverage. No
employee shall be eligible for insurance coverage until enrolled in the policy. No employee will
actually be covered by said insurance coverage until expiration of the waiting period, if any, and
until the effective date of the coverage which shall be determined by the carrier.

Changes in family status shall be reported by the employee within 30 days of such a
change. The employee shall be responsible for any overpayment of premiums made by the Board
on hislher behalf for failure to comply with this provision.

A. Life Insurance: The Board shall provide group term life insurance protection in the
amount specified below which will be paid to the bargaining unit member's designated
beneficiary. In the event of accidental death, the insurance will pay double the specified
amount.

Employees working four (4) hours or less, but more than two (2) hours per day shall
receive one-half (~) of the indicated coverage.

B. Medical Insurance:

1. The Board will provide to the employee and eligible dependents, M.E.S.S.A.
SuperCare I. A change in the current health plan shall be determined mutually by
the Board and Association. The HMO Plan shall be mutually approved by the
Association and the Board.
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2. The amount of monthly payment shall be based on the M.E.S.S.A. SuperCare I
rate, as of July 1, 1994, and shall be adjusted as rates may increase for said
coverage. Should the carrier add new benefits to the certificate of insurance and
notify the Board that said addition will cause a specified increase in the monthly
payment, the Board shall not pay the increased cost. The increased cost would be
paid by the employee by payroll deduction.

3. All S & F riders on the Blue Cross/Blue Shield policies are the individual
responsibility of the employees. Similar provisions of M.E.S.S.A. Super Care I will
also be the responsibility of the employee.

4. Employees covered by another health care plan are' not eligible for health insurance
coverage unless the other coverage is terminated. Should it be impossible for the
employee to terminate the other insurance the employee will receive the district
health care benefit.

5. The Board will carry employees retiring, or eligible to retire, for a period of two (2)
months after the date of their resignation.

The Board will provide health insurance for a period of up to two (2) months to laid
off less than 230 day employees, if eligible, who have completed their entire work
year (e.g. 185 days + 10 to 35 days) if they agree not to apply for unemployment
benefits until September 1 following layoff. Any eligible laid off employee who
has completed hislher entire work year who applies for unemployment benefits
prior to September 1 shall have the Board-paid contribution limited to one-half
(1/2) the premium rate. The Board will provide health insurance through August
(maximum of two months) for resigning less than 230 day employees, if eligible,
who have completed their entire work year. Any employee not completing an entire
work year shall have fringe benefits terminated the month in which layoff or
resignation occurs.

6. The Board shall provide, by the schedule below, to bargaining unit members the
medical insurance provided in this Section B. .

Board Paid Amount

Regular employees working six (6) to eight (8) hours/day 100%
Regular employees working one-half (Y2) time or more 50%

7. Each year the month of September will be the open enrollment period for
employees to select their health insurance plan.

8. Recognizing the increasing cost of medical insurance, it is mutually agreed that
both parties will consider cost containment measures for medical insurance if said
measures do not prove to reduce coverage for, are not unreasonably inconvenient
for, nor add financial burden to the employees. Said measures will become
effective upon agreement between the Board and the Association.



E. Vision Care:
Employees and eligible dependents working thirty (30) or more hours per week:
Employees working twenty (20) to twenty-nine(29) hours per week:

VSP3
VSP 1
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9. For employees enrolled either in the Family or Two Person M.E.S.S.A. SuperCare I

plan, the Board shall provide up to ninety (90%) percent payment for non-
reimbursed deductible medical expenses up to a $90.00 maximum for medical
services provided to the employee or family during each calendar year. This
payment shall be made only once each calendar year either at the time $ 100 is
accumulated in verifiable deductible expenses or at the end of the calendar year for
the expenses accumulated at that time, whichever occurs first. The intent of this
provision is to pay the deductible provided in the M.E.S.S.A. SuperCare Iplan. For
employees on a single plan the maximum is $45.00.

C. Long Term Disability Insurance: Employees working at least one-half (!12) time or more
shall be provided long term disability insurance, by a carrier determined by the Board,
providing two-thirds (2/3) coverage of wages up to a maximum of three thousand dollars
($3,000.00) per month.

Long Term Disability Insurance -- will include the following provisions:
662/3% of salary after ninety (90) calendar days qualifying period
$3,000 monthly maximum
24 hour coverage, immediate employee eligibility
Preexisting conditions, limitation waived
Social Security freeze with family offset
50% maximum offset to benefit of wages
Six (6) months before new waiting period is required
Premium paid during waiting period for L.T.D. and premium waiver for persons qualifying

for L.T.D.
L.T.D. after ninety (90) days
Mental, nervous, drug and alcohol:

These conditions covered without limitations for two (2) years with the requirement
of confinement for fourteen (14) consecutive days in each ninety (90) day period
thereafter.

D. Dental Insurance: Employees, and eligible dependents, working at least thirty (30) hours
per week shall be provided Delta Dental Plan E-07 (80, 80, 80 to $1,200). Employees
working at least one-half (!12) time or more shall be provided Delta Plan Co-03. Where
possible, spouse employees will be coordinated to provide 100 percent coverage.

F. Eligibility, coverage, and benefits under the above insurance plans are subject to the terms
and conditions including any waiting period or other time limits, contained in the contracts
between the District and the carrier. Any rebates or refunds on premiums paid by the
District shall accrue to the District.

G. Employees shall have the option of purchasing short term disability insurance from
M.E.S.S.A. or Washington National and may have the amount paid through payroll
deduction.
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H. Retirement Allowance:

The Board agrees to provide two hundred dollars ($200.00), upon retirement, to bargaining
unit members who have worked for the district for ten (10) years. In addition, the Board
agrees to provide twenty dollars ($20.00) per each year of service beyond the tenth (lOth)
year upon retirement.

I. For purposes of this article, Adult Education Paraprofessionals working thirty (30) or more
hours per week shall be considered full time. One-half (1/2) time shall be considered
seventeen and one-half (17 1/2) hours or more per week.

ARTICLExvm
LONGEVITY

A. Regular full-time employees will receive a lump sum longevity payment based upon their
length of service as of June 30 of each year. Total length of service will be total District
service.

B. For longevity purposes one year of work credit (length of service) will be allowed for each
full year worked (185 days or more) without a break in service in a District position. There

. will be no proration of longevity payments.

C. The longevity payment will be based upon the employee's length of service. The longevity
payment will be paid to those eligible employees, as. set forth above who are employed and
on the Districts' payroll in June of each year. The longevity payment schedule is as
follows:

Years of
Employment

After 0-4 years
After 5-7 years
After 8-11 years
After 12-15 years
After 16 years and over

None
$368
$421
$448
$473

ARTICLE XIX
LEAVES

A. Regular employees shall have one (1) day credited to their individual sick leave accounts
following the completion of each month of regular employment. The value of a sick leave
day credited to an employee's individual account shall be based on her/his regular
assignment during the month it was earned. Each employee shall be entitled to an
accumulation of the unused portion of each year's leave to a total of sixty (60) days. When
an employee first reaches an accumulation of sixty (60) days shelhe will have a one-time
opportunity to accumulate sick days to ninety (90) days. Any employee who chooses to
retain herlhis accumulated sick days to ninety (90) days, for whatever reason, shall notify
the Board and Association, in writing, of herlhis decision. Failure to provide such
notification shall result in sixty (60) days being the maximum accumulation.



The following conditions shall apply:
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These sick days shall be available at the beginning of the school year, provided that when
an employee is terminated or quits she/he shall have deducted from the final pay any
previous payment for unearned sick leave.

1 Adult Education Paraprofessionals shall accumulate sick time at the rate of one (1)
hour of sick leave for every eighteen (18) hours worked.

2 Employees working eight (8) hours per day may use sick time in one quarter (1/4)
increments.

B. Compensation for Unused Sick Days

1. The maximum accumulation of sick days shall be sixty (60) or ninety (90) as
specified above. Employees reaching the maximum shall be granted days each
year but shall not increase accumulation. Those employees who in the future shall
have the maximum accumulation plus unused days above their maximum shall be
granted $11.16 for each unused day above the maximum on June 30.

2. Upon retirement or voluntary termination, employees with at least ten (10) years of
service to the district will receive $14.50 compensation for each unused sick day.

a. For employees electing sixty (60) days as the maximum accumulation,
compensation shall be for all unused days.

b. For employees electing ninety (90) days as the maximum accumulation,
compensation shall be limited to all days above sixty (60).

C. In the event of an absence of an employee for illness in excess of five (5) consecutive
working days, the Board may, at its expense, require an examination by an independent
physician. In situations of apparent abuse of sick leave, the problem will be brought to the
attention of the employee and after the third incident a physician's signed statement as
proof of illness will be required.

D. The Board may, at Board expense, require an employee to submit to a physical or mental
examination by a mutually agreed upon specialist to determine whether involuntary sick
leave is warranted.

E. Each employee will be notified by September 15th of each year, the number of sick leave
days carried over from the preceding year for each employee covered by this Agreement.

F. Leave of absence with pay chargeable against the employee's sick leave allowance shall be
granted for the following reasons:

1. For personal illness or health disability or medical appointment or illness in the
immediate family which shall include spouse, children, father, mother, brother,
sister, or any person whose relationship is equivalent to that of a household relative.
In addition, sick leave credit may be used by the employee for critical illness of
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her/his grandparents or grandchildren, son-in-law, daughter-in-law, brother-in-law,
sister-in-law, mother-in-law or father-in-law.

2. In the event of a death covered in paragraph G. of this article, two (2) additional
working days may be granted to attend to necessary arrangements which are to be
deducted from the individual sick leave bank.

G. Three (3) days leave of absence with pay, not chargeable against the employee's sick leave
allowance, shall be granted in the case of the death of the spouse, son, daughter, mother,
father, mother-in-law, father-in-law, son-in-law, daughter-in-law, grandparents,
grandchildren, brother, sister, brother-in-law, sister-in-law, or any person whose
relationship is equivalent to that of a household relative. Two (2) days for each school year
may be used for the death of a personal friend. The second day is deductible from sick
leave.

H. Personal Business Leave Days

1. Personal Business is an absence necessitated by circumstances that are of a
personal nature to the employee and cannot be attended to outside the normal
working day. Personal Business days shall be approved without substantiation or
explanation except for the periods of time delineated on the "Request for Personal
Business Leave" form. Due to the difficulty of securing substitutes on Fridays and
a past history of excessive Personal Business day use on Fridays, employees are
encouraged to plan for prearranged Personal Business days on days other than
Friday. Employees may be contacted to request a rescheduling of Personal
Business days contingent upon substitute availability.

2. All employees covered by this Agreement earn two (2) days off per year, with pay,
for the purpose of attending to personal business. Personal Business days can
accumulate to four (4) days. Any in excess of four (4) will transfer to accumulated
sick leave. A person employed during the second semester shall be granted only
one (I) day for that semester. A person employed on a part-time basis shall have
the days prorated, based upon their percentage of time employed.

3. The day(s) must be requested by presenting the "Request for Personal Business
Leave" form (Appendix D) to the building principal. The leave may be of such a
nature that a request in writing ahead of time is not practical. In this event, the
building principal should be contacted by telephone prior to the absence and the
request shall be put in writing after return.

4. It is the district's intent that Personal Business Days are appropriate and typical of
the following obligations, although these are not all inclusive: court appearances,
scheduled medical examinations, religious holidays, college graduation exercises,
real estate transactions, honors convocations honoring the employee or members of
his or her immediate family, legal or financial matters, moving, registration at a
university, marriage, and other personal matters of a business nature. Personal
Business Days may not be used for vacation or hunting.
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5. One emergency day per year will be granted or allowed to be used in one-quarter

(y;.) day increments. This day. is deductible from sick leave.

6. Adult Education employees working fifteen (15) hours or more in a week shall
receive two (2) Personal Business day(s). Employees working less than fifteen (15)
hours a week are entitled to one (1) Personal Business day.

7. Personal Business days shall not be used in increments that exceed the work day
being covered by the leave provision (i.e. employees cannot earn more in leave
than they earn while on the job).

8. All bargaining unit members who were in the bargaining unit as of July 1, 1986,
receive one (1) additional personal day each year which will be taken in accordance
with the terms of the contract, excluding the first and last day of school, the day
before or after holidays, and the first and last day of their work year.

I. Personal accident involving worker's compensation: Sick leave allowances for
employees injured while working for the Lapeer Community Schools and thus becoming
eligible for Worker's Compensation benefits shall be as follows:

1. Accumulated sick leave days shall, on an optional basis to the employee, ·be made
available to the injured employee during the period shelhe is unable to work as a
result of an accident.

2. If the employee chooses the option of using sick leave days, herlhis Worker's
Compensation benefits shall be supplemented by school funds to give the employee
the equivalent' of herlhis regular daily rate. The employe's sick leave would be
charged with a proportionate amount of time lost based on the ratio of the school
funds used to make the employee's regular daily rate.

J. The following leaves of absence without payor other benefits shall be granted by the
Board for up to one (1) year when requested by an employee:

1. Maternity, including adoption of a child

2. Personal illness or injury, if accompanied by a physician's statement. The
physician's report, at the employee's expense, shall be given to the Superintendent
indicating need for leave. Seniority shall accumulate during such leave for a period
of up to one (I) year. Upon expiration of an employee's sick days, the employees
medical insurance, as set forth in Article XVII. Insurance, Section B., will be
continued at Board expense for an additional two (2) months.

3. Prolonged illness in the immediate family as described in "F-I" of this Article.

4. Education

K. Other leaves, or extensions of leaves, may be granted at the discretion of the Board upon
written employee request.



1. An employee required by the administration to attend a workshop or take
specialized training shall have herlhis enrollment fee, materials and mileage paid by
the Board. When such training takes place outside the Lapeer area, necessary
expenses for room and meals shall also be paid by the Board. Regular salary shall
continue during this period.
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L. Upon return from leave, the employee's previously accumulated sick days shall be restored

and previously accumulated seniority shall be restored.

M. An employee returning from a leave of absence of one (1) year or less shall be returned to
the same previously held position. If the position has been eliminated, the employee shall
be offered the first available position. Whenever possible the employee will be placed in a
position comparable to the position previously held. An employee returning from a leave
of absence longer than one (1) year shall be offered the first available position.

N. Any employee called for jury duty during herlhis regular working hours shall be paid the
difference between the jury duty pay and the employee's regular daily pay. The District
will pay the employee herlhis full daily rate and the employee must reimburse the District
the amount of compensation, less mileage received for jury duty. Should the employee not
reimburse the District, it shall be deducted from her/his third pay following the completion
of jury duty, or upon separation, whichever is earlier.

o. The Board will reimburse the employee on the same basis as in paragraph "N" of this
Article, for court appearances connected with the employee's employment by the District
other than employee vs. Board, or when subpoenaed by court.

P. Professional Leave -- An employee may request a conference day for professional
improvement. It is understood that such a day will be granted at the discretion of the
administration. Policies for approval of expenses will be established by the Board. The
number of employees who may be absent at one time would be determined by the
administration. If conference days are curtailed or eliminated due to financial limitations, a
Personal Business Day without expenses paid and subject to the criteria for approval of
conference days, can be used for a conference day.

Q. Reduction in Staff Leave -- During a reduction in staff any employee may request a leave
of absence for a period not to exceed two (2) years. The leave shall be granted if said leave
would result in the return of an employee from the reduction in staff list or avoid the layoff
of an employee currently on staff. Upon return from such leave the Board will return the
employee to an available position consistent with seniority and staffing roles prevailing.

R. Employee Improvement

2. If an employee is required to attend training sessions outside the normal work day,
shelhe will be paid herlhis hourly rate for the time spent during such training.

3. Employees may enroll in the Lapeer Community Schools Adult Education Program
for courses that would directly relate to their employment with the school district,
provided that:
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a. Enrollment in such courses must have prior approval of the Human

Resources Office.
b. Fees for approved courses shall be paid by the Board of Education.
c. Courses shall be limited to one (1) per semester.
d. Request for approval must be made, in writing, stating course and fees and

meeting nights at least two (2) weeks in advance of the first meeting.

ARTICLE XX
PERSONNEL Fll..ES AND EVALUATION

A. An employee shall have the right to review the contents of all records, excluding
references, of the Board pertaining to said individual originating after the initial
employment, and to have an Association Representative, if requested, present at such
review.

B. No material shall be placed in employee's personal record unless shelhe has had an
opportunity to review said material. The employee may submit a written notation
regarding any material and the same shall be attached to the material in question. If an
employee is requested to sign material to be placed in herlhis file, such signature thereon
shall be understood to indicate herlhis awareness of the material, but in no instance shall
said signature be interpreted to mean agreement with the material's content. All materials
related to adverse evaluation shall be removed after a period of three (3) years provided
that subsequent evaluations indicate that the adverse evaluation is no longer representative
of the employee's performance. All evaluations shall be retained a minimum of three (3)
years and shall be removed thereafter only upon the specific request of the employee.

C. Evaluation of Permanent Employees

1. The work performance of an employee shall be evaluated at least biennially. It is
mutually agreed and understood that evaluations may occur as frequently as needed
in the judgment of the supervisor, consistent with other contract provisions as
applicable.

2. Evaluation shall be conducted by a supervisor designated by the Human Resources
Office who is knowledgeable about the position and the employee's performance in
it. The person conducting the evaluation shall not be a member of the bargaining
unit.

3. Before an employee is rated unsatisfactory in herlhis job performance, the
supervisor shall meet with the individual at least one (1) month prior to such a
rating being submitted in order to put the employee on notice that herlhis job
performance is not satisfactory and to discuss means of improvement.

4. If the employee is rated unsatisfactory in herlhis job performance at the review, the
supervisor will counsel the employee as to how to improve and how to proceed to
strengthen the weakness. The evaluation form will contain the program specifically
stating the weakness and the plan of assistance for overcoming the deficiency.



ARTICLEXXll
NON-UNIT PERSONNEL
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If the nature of the weakness in herlhis job performance requires a reevaluation
prior to the next review, it will be so stated in the plan of improvement. A
reevaluation will take place only after a thirty (30) day period of time has passed to
allow time for improvement.

If a deficiency stated in one evaluation is absent from the following evaluation, the
employee will be presumed to be performing in a satisfactory manner in that area.

5. A Joint Committee consisting of three (3) representatives of the Board and
Association will develop the evaluation forms and criteria for the evaluation
process.

D. An employee shall be notified, in advance, of the purpose of a meeting in which an
unsatisfactory evaluation is to be reviewed and signed, and the employee shall be entitled
to have an Association representative present.

ARTICLE XXI
DISCIPLINE OF EMPLOYEES

A-. No employee shall be disciplined, reprimanded, reduced in rank or compensation without
reasonable cause. Any such discipline, reprimand, reduction in rank or compensation by
the Board or representatives thereof, shall be done in privacy. The employee shall be
informed of the basis for disciplinary action and will be provided with .all information
concerning the basis for this action.

B. The parties recognize the merits of progressive discipline. It is therefore agreed that
progressive discipline shall be exercised and shall include: verbal warning, written
warning, reprimand, suspension with or without pay, and discharge as a final and last
resort. Alleged breaches of discipline shall be brought to the employee's attention as
promptly as possible. Any complaint not called to the attention of the employee may not be
used as the basis for any disciplinary action against the .employee. Written
warning/reprimands shall be signed by employee for acknowledgment purposes.

C. An employee shall. be notified, in advance, of the purpose of a meeting in which
disciplinary action is to occur, and the employee shall be entitled to have an Association
representative present.

A. Bargaining unit work shall be performed by members of the bargaining unit who are
covered by this Agreement subject to the exceptions set forth below.

B. The parties recognize that student help (co-op/work study students) may be used to assist
secretaries, consistent with past practice. Student employees will not be used to reduce,
eliminate, or replace bargaining unit positions.

C. The parties recognize that unusually heavy workloads may, from time to time, necessitate
the hiring of temporary employees to perform work also done by bargaining unit members



ARTICLExxm
GENERAL
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on a short term basis (usually for a period of one (1) week but in no event longer than thirty
(30) days. Before outside help will be hired, part-time employees working in the
classification in the building where the work is to be performed will be given the
opportunity to work additional time (up to the hours of the full-time schedule for the
position) on a temporary basis to alleviate the problem. If work is still available part-time
employees in the same classification group will be given the opportunity, on a seniority
basis, to work additional time under the same conditions set forth above. If work is still
available after offering it to such part-time unit personnel, the District may employ
temporary help to complete the task. In no event will temporary employees replace
bargaining unit employees, nor shall their employment reduce the number of hours
regularly worked by the bargaining unit member. Temporary employees will not be used
to perform overtime assignments traditionally performed by bargaining unit members in
conformance with past practice.

D. The Employer agrees that supervisors or non-unit personnel shall not be used at any time to
displace bargaining unit members regularly employed in the bargaining unit. Such
personnel shall not be restricted in their performance of bargaining unit work in
conformance with past practice, or for the instruction or training of employees or in
emergencies. For purposes of this provision, an emergency shall be defined as an
unforeseen circumstance or a combination of circumstances which call for immediate
action in a situation which is not expected to recur.

A. Nothing contained within this Agreement shall be construed to deny or restrict to any
employee rights she/he may have under the Michigan General School Laws, or the
applicable laws and regulations.

B. In the event that any provisions of this Agreement shall, at any time, be held to be contrary
to law by a court of competent jurisdiction from whose final judgment or decree no appeal
has been taken within the time provided for doing so, such provisions shall be void and
inoperative; however, all other provisions of this Agreement shall continue in effect.

C. Copies of this Agreement shall be printed at the expense of the Board within thirty (30)
days after it is signed, and shall be presented to all bargaining unit members now
employed, or hereafter employed by the Board. The L.E.S.P. shall be provided with ten
(10) copies, at no charge to it, for its use and up to twenty (20) more copies if requested.

D. In the event a new position is instituted by the District, the District will notify the
Association President and L.E.S.P. representative in writing. The District will have the
right to set a temporary rate for the position which, unless the Association notifies the
District in writing during the first thirty (30) days of its desire to negotiate over the wages,
hours and working conditions of the position, will become the permanent rate after the first
thirty (30) days. To the extent possible, the District will confer with the Association prior
to the implementation of the position.
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ARTICLE XXIV

CARE OF STUDENTS

All employees assigned to a school building may, when necessary, be assigned specific
duties which arise from the special physical and health needs of particular students who may be
assigned to the building. Whenever possible and in accord with existing statutes and regulations
students requiring specialized health or care services such as, but not limited to catherterization,
feeding, toileting, showering, dressing, shall be assigned to a building having an established POHI
program andlor an employee identified as Instructional Paraprofessional. Assignment of such
students to a particular building shall not require the Board to establish any particular program or
to hire any particular new employee.

The administration shall provide appropriate trairung 'in any required techniques or
procedures needed by the employee to fulfill any such assignments related to this provision. The
employee shall be provided such hygienic equipment as may be necessary to appropriately provide
such assistance. The training and procedures to be used shall be in accord with the providing
guides and directions of the State Department of Education and the local and State Department of
Health.

The principal of the building shall determine the specific assignment of, scheduling of or
sharing of such responsibilities among the bargaining unit employees in the building; provided,
however, that such duties shall be primarily fulfilled by the Instructional Paraprofessional, if such a
position exists in the particular building or by the Building Paraprofessional otherwise unless
otherwise mutually agreed upon within the building.

All bargaining unit employees assigned to a school building shall receive appropriate
annual inservice training in first aide techniques and shall assist in and provide, along with other
trained staff, emergency treatment as may be necessary.

The Board shall provide by its appropriate insurance carriers or by other appropriate means
adequate liability protection for employees performing such tasks when they are acting within the

. scope of their district assigned responsibilities.

Except in emergencies the employee shall have in the immediate area another employee
responsible for observing and being available to assist in the procedures performed related to this
prOVISIon.

ARTICLE XXV
DURATION AND SCOPE OF AGREEMENT

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

B. This Agreement shall be effective upon ratification by the parties and shall continue in
effect through June 30, 1996. Negotiations between the parties shall begin sixty (60) days
prior to the contract expiration date. If, pursuant to such negotiations, an Agreement on the
renewal or modification is not reached prior to the expiration date, this Agreement shall
expire at such expiration date unless it is extended by mutual agreement of the parties.

IN WITNESS WHEREOF, the parties have caused this agreement to be executed by their
authorized representative as of December 15, 1994.

by by

and and
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APPENDIX A

SALARY

Effective January I, 1995

Salary Classification Beginning 6...mD. 12 rno 18 rno 24 rno 36 rno 48 IDO

I $11.31 $11.52 $12.04 $12.29 $12.44 $13.12 $13.62

II $10.56 $10.76 $11.26 $11.49 $11.66 $12.28 $12.59

III $10.08 $10.24 $10.38 $10.53 $10.67 $10.96 $11.25

IV $ 8.22 $ 8.45 $ 8.89

Paraprofessionals with driving responsibilities receive an additional twenty-five (25) cents per hour
during driving.

Effective July I, 1995

Salary Classification Beginning 6...mD. 12 rno 18 rno 24 roo 36 roo 48 roo

I $11.65 $11.86 $12.38 $12.63 $12.78 $13.46 $13.96

IT $10.90 $11.10 $11.60 $11.83 $12.00 $12.62 $12.93

ill $10.42 $10.58 $10.72 $10.87 $11.01 $11.30 $11.59

IV $ 8.56 $ 8.79 $ 9.23

Paraprofessionals with driving responsibilities receive an additional twenty-five (25) cents per hour
during driving.
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APPENDIXB

JOB DESCRIPTIONS

OFFICE STAFF

Instruction - Secretary-in-Charge
Business Office
Central Staff Secretary
Facilities and Support Services - Secretary-in-Charge
Business Office Clerical
Business Office Secretary
Instruction - High School Secretary

Guidance
Attendance
Internal Funds/Athletics

Instruction - Junior High Secretary
Instruction - Elementary Secretary
Instruction - District Media Center Secretary
Instruction - Secretary

Education Services
Switchboard
Special Education
Substitute Systems
Auxiliary Secretary

Woodside School Secretary
Adult Career Training Secretary
Facilities and Support Services Secretary

Transportation
Auxiliary Support
Health and Athletics
Cafeteria
Central Duplicating

Media Paraprofessional

BUILDING STAFF

Instructional Paraprofessional
Elementary Building Paraprofessional
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JOB DESCRIPTION

I. Job Title: Instruction - Secretary-in-Charge

u. Reports to: Principal

Ill. General Description of Position:

The Secretary-in-Charge is responsible for the efficient operation of the school offices
including the following:
< Organization of clerical work for the entire department
< Monitoring of clerical staff work in the department .
< Identification of needs for additional help in the building or providing temporary

help to other buildings
< Maintenance of all routines, calendars, reporting requirements and office files

within the building
< Knowledge of and ability to perform or to identify needed assistance (including

substitutes) to perform all clerical tasks accomplished in the building

IV. Work Year: 185 days + 35 days (Senior High)
185 days'+ 30 days (Junior High)

V. Work Week: 40 hours

VI. Salary: Class I

VD. Skill Requirements:

A. Excellent all-round secretarial skills
B. Typing with speed and accuracy (minimum 60 wpm)
C. Capable of composing letters with good grammar and accurate spelling
D. Ability to work with speed and accuracy in demanding situations
E. Clerical proficiency as demonstrated by clerical test at or above the 50th percentile,

in the following areas: math, English, clerical speed and accuracy
F. Excellent organizational skills and ability to determine work priorities and

individual work task adjustments in order to accomplish the department's
responsibilities with assigned staff

G. Proficiency in word processing and use of computer work stations and compatible
software utilized in the position

H. High school diploma or equivalent (minimum)
I. Basic Bookkeeping aptitude
1. Effective human relations skills, organizational skills, and job-specific skills
K. Ability to exercise initiative and effectively work independently
L. Ability to perform the responsibilities of the position
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Job Title: Instruction - Secretary-in-Charge (continued)

VID. Essential Job Functions:

A. Assume responsibility for general operations of school offices
B. Assume responsibility for files and records including monitoring of work in relation

to the following:
< Pupil accounting - enrollment
< Report cards/progress reports
< CAs
< Discipline
< Student debt
< Annual reports/accreditation·
< Internal Funds
< Building Staff Absence
< Others as needed

C. Maintain inventory of office supplies and order supplies for the building
D. Maintain staff and student handbooks
E. Maintain accurate calendar of events and building use schedule
F. Assume responsibility for distribution of mail
G. Prepare and distribute school newsletters and communication to staff
H. Assume responsibility for coordination of clerical functions pertaining to open

houses, parent-teacher conferences, orientation programs, awards programs, and
school ceremonies

I. Assume responsibility for coordination of student assistance in areas such as
obtaining homework when absent and use of clinic when ill

1. Assist in development of master schedule and student scheduling
K. Assist in District program registration as assigned

IX. Auxiliary Job Functions:

Perform other related duties as assigned
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JOB DESCRIPTION

I. Job Title: Business Office Secretary - PayroUlInsurance;
Payrull/Purehase Orders; Accounts Payable

II. Reports to: Assistant Superintendent of Finance

III. General Description of Position:

The Business Office - Accounting personnel are responsible for assistance with all business
office functions relating to accounting, recordkeeping, and processing of needed
paperwork.

IV. Work Year: 230 days

V. Work Week: 40 hours

VI. Salary: Class I

vu Skill Requirements:

A. Understanding of accounting principles as demonstrated by performance on the
district instrument

B. High degree of accuracy and organization
C. Clerical proficiency as demonstrated by clerical test at or above the 50th percentile
D. Typing with speed and accuracy (minimum 60 wpm)
E. Proficiency in word processing and use of computer work stations and compatible

software utilized in the position
F. Excellent skills and ability to work independently
G. Effective human relations skills, organizational skills, and job-specific skills
H. High school diploma or equivalent (minimum)
I. Ability to perform the responsibilities of the position

VIII. Essential Job Functions:

A. PayroWlnsurance
1. Assist in processing payroll
2. Process annuities and insurances
3. Verify employment
4. Generate retirement reports
5. Process retirement forms
6. Input revenue information
7. Generate quarterly and year-end reports
8. Maintain petty cash
9. Monitor costs for federal program
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Job Title: Business Office Secretary - PayroWInsurance; Payrolt'Purchase Orders;

Accounts Payable (continued)

VITI. Essential Job Functions:

10. Perform duties of other Business Office - Accounting and clerical personnel
as needed

II. Assist in District program registration as assigned

B. PayroUIPurchase Orders
1. Assist in processing payroll and prepare related reports as necessary
2. Maintain sick leave records
3. Process purchase orders
4. Maintain petty cash
5. Reconcile bank statements
6. Distribute incoming U.S. Mail
7. Assist in generating quarterly and year-end reports
8. Serve as contact person for MESC
9. Perform duties of other Business Office - Accounting and clerical personnel

as needed
10. Assist in District program registration as assigned

c. Accounts Payable
1. Write checks for General Fund, Athletic Fund, and Cafeteria fund
2. Post expenditures and receipts for some funds
3. Transfer funds from savings to checking
4. Code bills and input data
5. Pay utility bills
6. Balance accounts, generate reports, and communicate with banks as

necessary
7. Provide information to auditors
8. Perform duties of other Business Office - Accounting and clerical personnel

as needed
9. Assist in District program registration as assigned

IX. Auxiliary Job Functions:

Perform other related duties as assigned
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.JOB DESCRIPTION

I. Job Title: Central StaffSecretary

II. Reports to: Superintendent and Central Staff Administrators

III. General Description of Position:
The Central Staff Secretary is responsible for the efficient and routine operation needs for
district activities supervised by Central Staff Administration, including but not limited to
the following:
< public information;
< Extension( enrichment) Programs;
< student files;
< pupil accounting records;
< assisting Board secretary and Human Resources secretary as needed when not in

conflict with confidentiality

IV. Work Year: 230 days

V. Work Week: 40 hours

VI. Salary: Class I

VIT. Skill Requirements:

A. Excellent all-round secretarial skills
B. Typing with speed and accuracy (minimum 60 wpm)
C. Proficiency in word processing and use of computer work: stations and compatible

software utilized in the position
D. Capable of composing letters with good grammar and accurate spelling
E. Ability to work with speed and accuracy in demanding situations
F. Clerical proficiency as demonstrated by clerical test at or above the 50th percentile,

in the following areas: math, English, clerical speed and accuracy
G. Ability to determine work priorities and individual work: task adjustments in order

to accomplish the department's responsibilities with assigned staff
H. Word processing and computer application aptitude
I. High school diploma or equivalent (minimum)
1. Basic bookkeeping aptitude
K. Effective human relations skills, organizational skills, and job-specific skills
L. Ability to exercise initiative and effectively work: independently
M.. Ability to perform the responsibilities of the position
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Job Title: Central Staff Secretary (continued)

VID. Essential Job Functions:

A. Assist the Board Secretary and Human Resources Secretary as may be needed to
perform the work of the Board, Superintendent, and Human Resources Office when
not in conflict with confidentiality provisions for non-union office staff.

B. Substitute for the Board Secretary or Human Resource Secretary when necessary.
C. Perform all clerical tasks and operates with a high degree of self direction to fulfill

the routine operation needs for district activities supervised by the Central Staff
Administration, including but not limited to the following: public information,
extension (enrichment) programs, student files (C.A.s).

D. Coordinate data processing activities of Transportation Office Personnel, Data
Processing Staff, and other staff to enroll, assign, transfer students, and maintain all
pupil accounting records.

E. Assist administrators and managers in making clerical staff work adjustments to
assure that district business is completed in a timely manner and at the most cost
effective level.

F. Type accurately at a minimum of 60 wpm.
G. Assist in District program registration as assigned

IX. Auxiliary Job Functions:
Perform other related duties as assigned
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JOB DESCRIPTION

I. Job Title: Facilities and Support Services - Secretary-in-Charge

II. Reports to: Director of Facilities and Support Services

Ill, General Description of Position:

The Secretary for Facilities and Support Services is responsible for the efficient operation
of the department including the following:
< Organization of clerical work for the entire department
< Monitoring of clerical staff work in the department
< Identification of needs for additional help in the department or providing temporary

help to other departments
< Responsibility for all routines, calendars, reporting requirements and office files

within the department
< Knowledge of and ability to perform or to identify needed assistance (including

substitutes) to perform all clerical tasks accomplished in the department

IV. Work Year: 230 days

v. Work Week: 40 hours

VI. Salary: Class I

VU. Skill Requirements:

A. Excellent all-round secretarial skills
B. Typing with speed and accuracy (minimum 60 wpm)
C. Proficiency in word processing and use of computer work stations and compatible

software utilized in the position
D. Capable of composing letters with good grammar and accurate spelling
E. Ability to work with speed and accuracy in demanding situations
F. Clerical proficiency as demonstrated by clerical test at or above the 50th percentile,

in the following areas: math, English, clerical speed and accuracy
G. Excellent organizational skills and ability to determine work priorities and

individual work task adjustments in order to accomplish the department's
responsibilities with assigned staff

H. High school diploma or equivalent (minimum)
1. Basic bookkeeping aptitude
1. Effective human relations skills, organizational skills, and job-specific skills
K. Ability to exercise initiative and effectively work independently
L. Ability to perform the responsibilities of the position
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Job Title: Facilities and Support Services - Secretary-in-Charge (continued)

vnr, Essential Job Functions:

A. Serve as secretary to the Director of Facilities and Support Services
B. Assume responsibility for all clerical functions relating to Facilities and Support

Services
C. Assume responsibility for files and records in the department
D. Inform Director of custodial absences as needed and/or incidental department

problems.
E. Assist the Director and/or departmental managers, as needed, in making the

necessary contacts with district suppliers and/or repair agencies
F. If needed, take responsibility for inventories of department supplies, and prepare

and submit inventories for custodial and maintenance supplies
G. Assume responsibility for preparing necessary requisitions to secure services for the

safe and efficient operation of district facilities and support services
H. Assist in inventory control and obtaining parts information from actual job sites
I. Obtain a working knowledge of electrical, mechanical and related work

terminology as well as transportation unit terminology
1. Main school district's voting records including data entry of new and cancelled

registrations and address changes supplied by township clerks. Assist in school
election process

K. Assist in District program registration as assigned

IX. Auxiliary Job Functions:
Perform other related duties as assigned
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JOB DESCRIPTION

I. Job Title: Business Office Clerical

II. Reports to: Assistant Superintendent for Finance and Operations

III. General Description of Position:

Responsible for reviewing, processing, paying and filing invoices.

IV. Work Year: 230 days

v. Work Week: 40 hours

VI. Salary: Class II

VIT. Skill Requirements:

A. Excellent all-round secretarial skills
. B. Typing with speed and accuracy (minimum 60 wpm)
c. Proficiency in word processing and use of computer work stations and compatible

software utilized in the position
D. Ability to work with speed and accuracy in demanding situations
E. Clerical proficiency as demonstrated by clerical test at or above the 50th percentile,

in the following areas: math, English, clerical speed and accuracy
F. Excellent organizational skills
G. Word processing and computer application aptitude
H. High school diploma or equivalent (minimum)
I. Basic bookkeeping aptitude
1. Effective human relations skills, organizational skills, and job-specific skills
K. Ability to exercise initiative and effectively work independently
L. Ability to perform the responsibilities of the position

VIll. Essential Job Functions:

A. Review, process, pay, and file invoices
B. Reconcile payroll bank statements
C. Take receipt ofU. S. Mail for Business department
D. Maintain inventory records
E. File 1099 forms
F. Calculate and code mileage forms
G. Assist in District program registration as assigned

IX. Auxiliary Duties:

Perform other related duties as assigned
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JOB DESCRIPTION

I. Job Title: Business - Business Office Secretary

II. Reports to: Assistant Superintendent for Finance and Operations
Data Processing ManagerlPurchasing Manager

III. General Description of Position:

Responsible for performing regular and routine office procedures related to the business
operation without regular supervision

IV. Work Year: 230 days

v. Work Week: 40 hours

VI. Salary: Class II

VII. Skill Requirements:

A. Excellent all-round secretarial skills
B. Typing with speed and accuracy (minimum 60 wpm)
C. Proficiency in word processing and use of computer work stations and compatible

software utilized in the position
D. Ability to work with speed and accuracy in demanding situations
E. Clerical proficiency as demonstrated by clerical test at or above the 50th percentile,

in the following areas: math, English, clerical speed and accuracy
F. Excellent organizational skills
G. Word processing and computer application aptitude
H. High school diploma or equivalent (minimum)
I. Basic bookkeeping aptitude
1. Effective human relations skills, organizational skills, and job-specific skills
K. Ability to exercise initiative and effectively work independently
L. . Ability to perform the responsibilities of the position

VIII. Essential Job Functions:
A. Serve as secretary to the Assistant Superintendent for Finance and Operations
B. Count all money coming into the Administration and Services Center from

individual schools, outside groups, state, townships, etc., write receipt and mail
C. Process tax levy checks
D. Assist in bid preparation, mailing, and tabulation
E. Process Workers' Compensation Claims
F. Process SEV changes for State Aid purposes
G. Process billings for room usage and transportation
H. Process Student Insurance forms
I. Compile and type all reports from break-ins and vehicle accidents
1. Maintain band instrument inventories
K. Process outgoing U.S. Mail and all inner school mail



Job Title: Business - Business Office Secretary (continued)

VIll. Essential Job Functions:

L. Junior high student record and schedule changes (computer inputing)
M. Prepare monthly telephone billings
N. Handle student records backup
O. Assist in District program registration as assigned

IX. Auxiliary Duties:

Perform other related duties as assigned
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JOB DESCRIPTION

I. Job Title: Instruction - High School Secretary

II. Reports to: Principal or designee

III. General Description of Position:

Responsible for clerical functions in assigned office area(s)

IV. Work Year: 185 days + 35 days (Guidance)
185 days + 20 days (Attendance)
185 days + 20 days (Internal Funds/Athletics)

V. Work Week: 40 hours

VI. Salary: Class II

VII. Skill Requirements:
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A. ExcelIent alI-round secretarial skills
B. Typing with speed and accuracy (minimum 60 wpm)
C. Proficiency in word processing and use of computer work stations and compatible

software utilized in the position
D. Ability to work with speed and accuracy in demanding situations
E. Clerical proficiency as demonstrated by clerical test at or above the 50th percentile,

in the folIowing areas: math, English, clerical speed and accuracy
F. Excellent organizational skills
G. Word processing and computer application aptitude
H. High school diploma or equivalent (minimum)
I. Basic bookkeeping aptitude
1. Effective human relations skills, organizational skills, and job-specific skills.
K. Ability to exercise initiative and effectively work independently
L. Ability to perform the responsibilities of the position

VIll. Essential Job Functions:

A. Guidance
1. Perform all clerical functions relating to the Guidance Office
2. Maintain student records including CAs and assist with student membership

counts
3. Supervise student assistants
4. Process transcript requests and college applications
5. Prepare for Honors Convocation
6. Mail student progress reports
7. Assist in District program registration as assigned
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Job Title: Instruction - High School Secretary (continued)

VIll. Essential Job Functions:

B. Attendance

1. Perform all clerical functions relating to the Attendance Office
2. Maintain all records relating to student attendance and supervise procedures

for teacher reporting of student attendance
3. Coordinate and implementbuilding tardiness procedures
4. Communicate with parents/guardians by letter and telephone, as needed,

regarding student attendance matters
5. Supervise student assistants
6. Assist in mailing progress reports, if needed
7. Secure and distribute homework assignments for absent students
8. Assist in District program registrationas assigned

c. Internal Funds!Athletics

1. Perform all clerical functions relating to building athletic programs
2. Prepare and distribute master eligibilitylists and forms

. 3. Count, deposit, and reconcile Internal Funds monies; and maintain related
records

4. Supervise student assistants
5. Prepare year-end report for auditors
6. Assist in District program registrationas assigned

VllI. Auxiliary Duties:

Perform other related duties as assigned



Page 57
JOB DESCRIPTION

I. Job Title: Instruction - Junior High Secretary/Guidance,
Athletics and Attendance Secretary

II. Reports to: Junior High Principal

III. General Description of Position:

Responsible for clerical functions relating to the junior high office including guidance
program, athletics and student attendance

IV. Work Year: 185 days + 20 days

v. WorkWeek: 30 hours

VI. Salary: Class II

VII: Skill Requirements:

A. Excellent all-round secretarial skills
B. Typing with speed and accuracy (minimum 60 wpm)
C. Proficiency in word processing and use of computer work stations and compatible

software utilized in the position
D. Ability to work with speed and accuracy in demanding situations
E. Clerical proficiency as demonstrated by clerical test at or above the 50th percentile,

in the following areas: math, English, clerical speed and accuracy
F. Excellent organizational skills
G. Word processing and computer application aptitude
H. High school diploma or equivalent (minimum)
I. Basic bookkeeping aptitude
J. Effective human relations skills, organizational skills, and job-specific skills
K. Ability to exercise initiative and effectively work independently
L. Ability to perform the responsibilities of the position

VIII. Essential Job Functions:

A. Perform general office receptionist activities
B. Maintain and prepare computer report card system (as needed)
C. Fulfill responsibilities relating to student attendance as assigned by the principal
D. Assist in training and supervision of student assistants in the office
E. Maintain correspondence file
F. Prepare athletic eligibility lists and weekly eligibility reports
G. Maintain CA-39s
H. Schedule parent-teacher conferences
I. Prepare student progress reports for mailing and/or distribution
1. Compile homework assignments for absent students
K. Prepare weekly disease report for county health department
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Job Title: Instruction - Junior High Secretaryl

Guidance, Athletics and Attendance Secretary (continued)

VIII. Essential Job Functions:

L. Monitor clinic as appropriate
M. Assist in District program registration as assigned

IX. Auxiliary Duties:

Perform other related duties as assigned
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JOB DESCRIPTION

I. Job Title: Instruction - Elementary Secretary

II. Reports to: Principal or designated person in charge

III. General Description of Position:

The Elementary School Secretary is responsible for the management and smooth operation
of the elementary office, requiring a high degree of organizational skills and the ability to
respond in a positive manner to the public.

IV. Work Year: 185 days + 15 days

V. Work Week: 40 hours (Secretary)
Up to 20 hours (part- Time)

VI. Salary: Class II

VII. . Skill Requirements:

A. Excellent all-round secretarial skills
B. Typing with speed and accuracy (minimum 60 wpm)
C. Proficiency in word processing and use of computer work stations and compatible

software utilized in the position
D. Ability to work with speed and accuracy in demanding situations
E. Clerical proficiency as demonstrated by clerical test at or above the 50th percentile,

in the following areas: math, English, clerical speed and accuracy
F. Excellent organizational skills
G. Word processing and computer application aptitude
H. High school diploma or equivalent (minimum)
1. Basic bookkeeping aptitude
1. Effective human relations skills, organizational skills, and job-specific skills
K. Ability to exercise initiative and effectively work independently
L. Ability to perform the responsibilities of the position

VllI. Essential Job Functions:

A. Serve as secretary to the building administrator-in-charge and perform clerical
functions as needed

B. Enroll all new students; keep enrollment records up to date; do Fourth Friday
count

C. Maintain student records
D. Maintain inventory and order all school supplies and office equipment
E. Ability to perform First-Aid and CPR
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Job Title: Instruction - Elementary Secretary (continued)

VIll. Essential Job Functions:

F. Maintain Internal Funds for school
G. Schedule Parent-Teacher Conferences
H. Process new materials and books
I. Sort and disburse mail
1. Prepare some bulletin Boards and showcases
K. Type and contribute to newsletter
L. Prepare staff/building reports and evaluations
M. Perform functions of an office manager
N. Assist in District program registration as assigned

IX. Auxiliary Duties:

Perform other related duties as assigned
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JOB DESCRIPTION

I. Job Title: Instruction - District Media Center Secretary

II. Reports to: District Media Coordinator

III. General Description of Position:

Responsible for coordinating and performing the clerical duties of the district media
program

IV. Work Year: 185 days

V. WorkWeek: 40 hours

VI. Salary: Class Il

VII. Skill Requirements:

A. Excellent all-round secretarial skills
B. Typing with speed and accuracy (minimum 60 wpm)
C. Proficiency in word processing and use of computer work stations and compatible

software utilized in the position
D. Ability to work with speed and accuracy in demanding situations
E. Clerical proficiency as demonstrated by clerical test at or above the 50th percentile,

in the following areas: math, English, clerical speed and accuracy
F. Excellent organizational skills
G. Word processing and computer application aptitude
H. High school diploma or equivalent (minimum)
I. Basic bookkeeping aptitude
1. Effective human relations skills, organizational skills, and job-specific skills
K. Ability to exercise initiative and effectively work independently
L. Ability to perform the responsibilities of the position

VIII. Essential Job Functions:

A. Serve as secretary to the District Media Coordinator performing all clerical duties
as assigned

B. Apply established circulation and storage procedures to all media materials and
equipment

C. Prepare financial reports, bibliographies, lists and indexes as are necessary
D. Maintain records of media acquisitions and circulation for inventory, maintenance

and certification purposes
E. Participate in and support training and in-service programs
F. Maintain budget and all accounting procedures
G. Maintain accounts payable and receivable
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Job Title: Instruction - District Media Center Secretary (continued)

VIll. Essential Job Functions:

H. Assist in inventory procedures as required in the media center
I. Provide assistance to teachers, students, and other clients by answering basic media

information questions, explaining procedures, and handling procedural concerns
1. Locate materials in the media center for clients and verify information utilizing

media center records
K. Repair books and other materials
L. Assist in instruction of elementary computer system and operation
M. Assist in District program registration as assigned

IX. Auxiliary Duties:

Perform other related duties as assigned
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JOB DESCRIPTION

I. Job Title: Instruction - Secretary (Central Office)

II. Reports to: Department Administrator

III. General Description of Position:

Responsible for central office clerical duties as assigned.

IV. Work Year: 185 + 45 days
230 days
185 + 35 days
185 days + 10 days
* 180 days

(Educational Services)
(Switchboard)
(Special Education)
(Substitute Systems)
(Auxiliary)

V. Work Week: 40 hours
* 20 hours

VI. Salary: Class II

VII. Skill Requirements:

A. Excellent all-round secretarial skills
B. Typing with speed and accuracy (minimum 60 wpm)
C. Proficiency in word processing and use of computer work stations and compatible

software utilized in the position
D. Ability to work with speed and accuracy in demanding situations
E. Clerical proficiency as demonstrated by clerical test at or above the 50th percentile,

in the following areas: math, English, clerical speed and accuracy
F. Excellent organizational skills
G. Word processing and computer application aptitude
H. High school diploma or equivalent (minimum)
I. . Basic bookkeeping aptitude
1. Effective human relations skills, organizational skills, and job-specific skills
K. Ability to exercise initiative and effectively work independently
L. Ability to perform the responsibilities of the position

VIII. Essential Job Functions:

A. Educational Services
1. Perform office receptionist responsibilities as assigned.
2. Perform required responsibilities for educational services department

including the following:
a. Maintain records and process needed information relating to school

improvement and ESC funds
b. Order appropriate testing and scoring services and ready for

distribution
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Job Title: Instruction - Secretary (Central Office) continued

VID. Essential Job Functions:

c. Coordinate scheduling for Outdoor Education, Safetyville, Family
Life and other educational programs

3. Serve as secretary to central office administrator(s)/manager(s) and/or
coordinator( s) as assigned

4. Be knowledgeable of central office instruction - clerical functions as
necessary to perform basic responsibilities as needed

5. Assist with maintenance of student enrollment records
6. Assist in District program registration as assigned

B. Switchboard -
1. Perform required responsibilities specific to switchboard assignment
2. Maintain phone repair services
3. Type psychologicals for District
4. Be knowledgeable of central office instruction - clerical functions as

necessary to perform basic functions as needed
5. Assist in District program registration as assigned

C. Special Education
1. Maintain central records pertaining to special education students, staff, and

programs
2. Coordinate inventories, requisition, ordering, and distribution of special

education supplies and materials
3. Perform office receptionist responsibilities as assigned
4. Perform required responsibilities specific to assigned office area(s)
5. Serve as secretary to central office administrator( s) and/or manager( s) as

assigned
6. Be knowledgeable, as necessary, of all central office instruction - clerical

responsibilities
7. Assist in District program registration as assigned

D. Substitute Systems
1. Perform substitute systems duties for instructional staff and building clerical

staff
2. Complete ISD monthly and annual reports on substitute instructional staff
3. Perform required responsibilities specific to substitute systems assignment
4. Be knowledgeable as necessary, of central office instruction - clerical

responsibilities
5. Assist in District program registration as assigned

E. AuxWary
1. Perform substitute systems duties for instructional staff and building 'clerical

staff
2. Be knowledgeable as necessary, of central office instruction - clerical

responsibilities
3. Assist in District program registration as assigned

IX. Auxiliary Duties:

Perform other related duties as assigned.
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JOB DESCRIPTION

I. Job Title: Woodside School Secretary

II. Reports to: Designated Person in Charge of Alternative High School
Director of Facilities and Support Services

III. General Description of Position:

Responsible for clerical functions relating to Alternative High School and for providing
general information and assistance to the public and staff involved in other programs or
services housed or provided at Woodside School

IV. Work Year: 185+ 25 days

v. Work Week: 40 Hours

VI. Salary: Class II

VII. Skill Requirements:

A. Excellent all-around secretarial skills
B. Typing with speed and accuracy (minimum 60 wpm)
C. Proficiency in word processing and use of computer work stations and compatible

software utilized in the position
D. Ability to work with speed and accuracy in demanding situations
E. Clerical proficiency as demonstrated by clerical test at or above the 50th percentile,

in the following areas: math, English, clerical speed and accuracy
F. Excellent organizational skills
G. Word processing and computer application aptitude
H. High school diploma or equivalent (minimum)
I. Basic bookkeeping aptitude
1. Effective human relations skills, organizational skills, and job-specific skills
K. Ability to exercise initiative and effectively work independently
L. Ability to perform the responsibilities of the position

VIII. Essential Job Functions:

A. Alternative High School

1. Serve as secretary to Alternative High .School Program and all staff
assigned to the program

2. Assist with preparation of classes, schedules, and programs
3. Assist with preparation of promotional material and distribution
4. Prepare information for registration, classes and teachers at the beginning of

each program
5. Develop procedures and register students for programs
6. Perform proper accounting procedures necessary for the programs
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Job Title: Woodside Secretary (continued)

VIne Essential Job Functions:

A. Alternative High School

7. Maintain accurate records and process information as required or requested
for State reports, attendance, payroll, inventory, purchasing, etc.

8. Assist with substitutes
9. Maintain student records, student schedules, and pupil accounting records
10. Assist with graduation as needed
11. Order and return REMC materials
12. Assist in District program registration as assigned

B. General Building Operations

1. Serve as building contact person as directed by the program supervisors for
each program housed at Woodside in order to provide general information
and assistance to the public

2. Submit weekly employee absence report for building programs
3. Sort and distribute building mail
4. Maintain building usage calendar
5. Assist in District program registration as assigned

IX. Auxiliary Job Functions:

Perform other related duties as assigned
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JOB DESCRIPTION

I. Job Title: Adult Career Training Secretary

II. Reports to: Adult Education Training Program Coordinator

III. General Description of Position:

Responsible for clerical functions relating to all adult career training academic programs

IV. Work Year: 185 days + 20 days

V. WorkWeek: 40 hours

VI. Salary: Class IT

VII. Skill Requirements:

A. Excellent all-around secretarial skills
B. Typing with speed and accuracy (minimum60 wpm)
C. Word processing and computer applicationaptitude
D. Proficiency in use of computer work stations and compatible software utilized in

the position
E. Clerical proficiency as demonstrated by clerical test at or above the 50th percentile,

in the following areas: math, English, clerical speed and accuracy
F. Ability to work with speed and accuracy in demanding situations
G Excellent organizational skills
H. High school diploma or equivalent (minimum)
I. Basic bookkeeping aptitude
1. Effectivehuman relations skills, organizational skills, and job-specific skills
K. Ability to exercise initiativeand effectivelywork independently
L. Ability to perform the responsibilitiesof the position

VIII. Essential Job Functions:

A. Serve as secretary to the Coordinator of Adult Education Training Programs and
perform related responsibilities for Adult High School completion, Adult Basic
Education, Voc-Fund and Summer Schoolprograms

B. Assist with the preparation of classes, schedules and programs
C. Assist with the preparation of promotional literature and distribution for academic

programs
D. Prepare information for registration, classes and teachers at the beginning of each

semester
E. Maintain accurate records as required or requested for State reports, attendance,

payroll, textbooks, grades, etc.
F. Assist with supervisionof programs and students during evening hours
G. Assist with student records and transcripts
H. Order and return REMC materials
I. Initiate contact with parents or students as necessary
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Job Title: Adult Career Training Secretary (continued)

vm, Essential Job Functions:

1. Assist with recruiting substitutes as necessary
K. Assist with scheduling and operation of other community education or community

activities assigned to the building in the evening
L. Assist with preparation and implementation of graduation activities
M. Open/close classrooms and coordinate A.V. equipment use
N. Assist in District program registration as assigned

IX. Auxiliary Job Functions:

Perform other related duties as assigned
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JOB DESCRIPTION

I. Job Title: Facilities and Support Services - Secretary

II. Reports to: Manager of Support Services (as designated)

III. General Description of Position:

Responsible for clerical functions relating to assigned area(s) of Facilities and Support
Services

IV. Work Year: 185 days + 45 days Transportation (primary responsibility)
185 days + 45 days Transportation (primary responsibility)
* 185 days + 35 days Auxiliary Support
185 days + 35 days Health & Athletics (primary responsibility)
185 days + 20 days Cafeteria (primary responsibility)

V. Work Week: 40 hours
* 20 - 40 hours

VI. Salary: Class II

VII. Skill Requirements:

A. Excellent all-round secretarial skills
B. Typing with speed and accuracy (minimum 60 wpm)
C. Proficiency in word processing and use of computer work stations and compatible

software utilized in the position
D. Ability to work with speed and accuracy in demanding situations
E. Clerical proficiency as demonstrated by clerical test at or above the 50th percentile,

in the following areas: math, English, clerical speed and accuracy
F. Word processing and computer application aptitude
G. High school diploma or equivalent (minimum)
H. Basic bookkeeping aptitude
I. Effective human relations skills, organizational skills, and job-specific skills
J. Ability to exercise initiative and effectively work independently
K. Ability to perform the primary responsibilities of the position and ability to adjust

individual work tasks to accomplish the work priorities of the department

VID. Essential Job Functions:

A. Transportation
1. Perform clerical functions in transportation department
2. Maintain files and records as well as perform bookkeeping and

billing/payroll responsibilities
3. Assist in District program registration as assigned



Job Title: Facilities and Support Services - Secretary (continued)
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VITI. Essential Job Functions:

IX. Auxiliary Job Functions:
Perform other related duties as assigned

A. Transportation (continued)
4. Order supplies as necessary
5. Enter and access computer files as assigned
6. Maintain departmental calendars as assigned
7. Keep bus routes and map current; assist in route and bus stop assignments

and changes involving drivers and students
8. Dispatch buses and assist in incidental situations involving drivers and

students
9. Schedule and assign trips according to need and contract provisions
10. Account for drivers and busses at end of each school day

B. Health, Athletics and Safety
I. Perform clerical functions in the area of athletics, health, and safety
2. Maintain files and records as well as perform bookkeeping and

billing/payroll responsibilities
3. Assist in District program registration as assigned
4. Maintain and update C-IOOs
5. Order supplies as necessary
6. Enter and access computer files as assigned
7. Maintain departmental calendars as assigned

C. Cafeteria
I. Perform clerical functions in the food services department
2. Verify and deposit all cafeteria monies as well as perform bookkeeping of

such
3. Assist in Districtprogram registrationas assigned
4. Maintain month-end inventory for all cafeteria
5. Prepare monthly State reimbursement reports
6. Assist in processing cafeteria invoices for payment
7. Process free and reduced price lunch applications and yearly verification of

such
8. Order supplies as necessary
9. Enter and access computer files as assigned
10. Maintain departmental calendars as assigned

D. * AUIillary Support
1. Perform clerical functions for the department of Facilities and Support

Services
2. Enter and access computer files as assigned
3. Assist in Districtprogram registration as assigned
20 hour work week to be extended as needed and determined by administrator-in-
charge (therefore, position can not be combined with any other position)

*



Page 71
JOB DESCRIPTION

I. Job Title: Facilities and Support Services -
Central Duplicating Secretary

ll. Reports to: Director of Facilities and Support Services

ill. General Description of Position:

Responsible for processing paper, utilizing computer capabilities to create items such as
newsletters, flyers, brochures, certificates and graphs; responsible for performing
necessary maintenance and repairs on all machines used in the duplicating department.

IV. Work Year: 185 days + 35 days

v. Work Week: 40 hours

vu. Salary: Class II

VIII. Skill Requirements:

A. Excellent all-round secretarial skills
B. Typing with speed and accuracy (minimum 60 wpm)
C. Proficiency in word processing and use of computer work stations and compatible

software utilized in the position
D. Ability to work with speed and accuracy in demanding situations
E. Clerical proficiency as demonstrated by clerical test at or above the 50th percentile,

in the following areas: math, English, clerical speed and accuracy
F. Word processing and computer application aptitude
G. High school diploma or equivalent (minimum)
H. Basic bookkeeping aptitude
I. Effective human relations skills, organizational skills, and job-specific skills
J. Ability to exercise initiative and effectively work independently
K. Ability to perform the primary responsibilities of the position and ability to adjust

individual work tasks to accomplish the work priorities of the department

VIII. Essential Job Functions:

A. Process duplicating requests as directed on form
B. Operate various types of duplicating machines to reproduce handwritten or

typewritten materials
C. Maintain records showing quantity and type of paper used, type of work

performed, and time spent on each order
D. Order and inventory supplies
E. Operate other machines such as paper cutter, folder, etc.
F. Perform necessary maintenance and repairs on Xerox machines, cutter, folder,

binder, etc.



G. Use office micro-computer to set up and layout district publications (Desktop
Publishing)

H. Assist in District program registration as assigned
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Job Title: Facilities and Support Services - Central DupUcating Secretary (continued)

VllI. Essential Job Functions:

IX. Auxiliary Duties:

Perform other related duties as assigned
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JOB DESCRIPTION

I. Job Title: Elementary/Secondary Media Paraprofessional

ll. Reports to: Principal and/or Media Coordinator as designated

ill. General Description of Position:

Responsible for clerical and technical tasks relating to the media center; provides
instruction in media center usage.

IV. Work Year: 185 days

v. Work Week: 10 - 40 hours

VI. Salary: Class ill

vu Skill Requirements:

A. High school diploma or the equivalent (minimum)
B. Training and/or experience in supervising children in structured activities
C. Demonstrated skills for positive interpersonal relationship with students, building

staff, and supervisors
D. Proficiency in use of computer work stations and compatible software utilized in

the position
E. Keyboard skills at a measurable proficiency of 55 wpm as measured by district

instrument
F. Ability to effectively instruct classroom groups in the presence of the teacher
G. Ability to successfully complete initial and subsequent training sessions relating to

the position
H. Ability to work independently and creatively to implement the goals of the media

program
I. Effective human relations skills, organizational skills, andjob-specific skills

Vill. Essential Job Functions:

A. Perform routine handling of media center records and materials, including
maintaining the card catalog and shelf list, performing circulation procedures,
maintaining order of materials in the collection, and preparing materials for
circulation

B. Provide assistance to students, teachers, and other clients by answering basic media
informationquestions, explaining procedures, and handling procedural concerns

C. Implement the district-wide elementary media instruction program with classes by
addressing class groups, questioning students, demonstrating procedures, reading
stories, showing media, and performing other related activities required by the
program

D. Locate materials in the media center for clients and verify information utilizing
media center records
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Job Title: Elementary/Secondary Media Paraprofessional (continued)

VID. Essential Job Functions:

E. Order items from district and regional media centers, check in, notify users, and
return

F. Send requests for materials and materials requested to other building media centers
G. Oversee, troubleshoot, and assist students and teachers in use of audiovisual

materials and equipment, including computers
H. Assist in implementation of building level and district-wide media promotions and

special school projects
I. Create BuIIetin Boards and other media relevant displays, with the assistance of the

media specialist
1. At the secondary level, repair books and other materials; at the elementary level,

identify materials in need of repair and direct to the District Media Center
K. Perform the yearly inventory of print and nonprint materials
L. Assist if needed in ordering procedure for new or replacement materials
M. Maintain financial records for the media center as needed and directed
N. Maintain general orderliness of the media center
O. Use computer and related technology for media center management
P. Assist in implementing the district's Able Leamer (Orr) program
Q. Supervise students in areas such as hallways, cafeteria, bus lines, and settings

relating to before and after school activities
R Assist in District program registration as assigned

IX. Auxiliary Duties:

Perform other related duties as assigned
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JOB DESCRIPTION

I. Job Title: Instruettonal'Paraprofesslonal

II. Reports to: Principal or designee

m. General Description of Position:
Provides instructional, technical, clerical and supervisional support to staff and students in
the elementary building

IV. Work Year: 30 -185 days

V. Work Week: Up to 35 hours

VI. Salary: Class IV

VII. Skill Requirements:

A. Instructional Paraprofessional and Chapter I Paraprofessional
1. Proficiency in use of computer work stations and compatible software

utilized in the position
2. Demonstrated skills for positive interpersonal relationships with students,

building staff, parents, and supervisor
3. Ability to instruct and aide students in a structured situation, including use

of computers as directed by teacher
4. Ability to work independently, with minimal supervision and frequent

interruptions
5. Ability to follow procedures accurately and completely
6. Ability to interact with special needs students
7. High school diploma or equivalent (minimum)
8. Ability to perform the responsibilitiesof the position

B. Chapter I Paraprofessional

1. Requirements
a. Training and/or experience in supervising children in structured

activities
b. Ability to successfully complete initial and subsequent training

sessions relating to the position
c. Ability to work independently and creatively to implement the goals

of the Chapter I program .
d. Ability to work with Chapter I eligible students within the context of

the regular classroom

2. Preferred Qualifications
Post secondary work in a Human Services related curriculum preferred (e.g.
child development, psychology, or education)
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Job Title: Instructional Paraprofessional (continued)

Vill. Essential Job Functions:

A. Instructional Paraprofessional
1. Provide assistance with group or individual academic instructional and

supervision in the classroom and other school setting
2. Provide assistance to teachers with instructionalmaterial planning
3. Assist in preparation and adaption of class materials
4. Operate office equipment
5. Assist teachers and students in the use of media equipment and computers
6. Assist with the physical/health needs of special needs students (e.g.

toileting, catheterizing, removal of braces, and maneuvering of wheelchairs)
7. Supervise students in areas such as hallways, cafeteria, bus lines, and

settings relating to before and after school activities
8. Assist in Districtprogram registrationas assigned

B. Chapter I Paraprofessional
1. Provide small group or individual reading instruction within the regular

classroom or in other building settings for Chapter I eligible students
2. Assist in the evaluation and monitoring of reading progress for Chapter I

eligible students
3. Participate in the implementation of the Chapter I program communication

procedures with teachers and parents of Chapter I students
4. Have a general knowledge of operational guidelines and service delivery

models allowableunder Chapter I
5. Assist in the preparation and adaptation of materials to be used in teaching

reading to eligible students
6. Assist Chapter I students in the use of media equipment, computers and

related softwarepackages
7. Complete a yearly inventory of materials/equipment purchased through

Chapter I funds
8. Assist the Chapter I teacher in record keeping and other necessary

management activitiesrequired by Chapter I
9. Assist, when possible, in the supervision of students during non-

instructional times
10. Assist in Districtprogram registration as assigned

IX. Auxillary Duties:

Perform other related duties as assigned
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JOB DESCRIPTION

Job Title:I. Elementary Building Paraprofessional

Reports to:ll. Principal or Designated Person in Charge

ID. General Description of Position:

Responsible for instructional, technical, clerical and supervisional support to staff and
students in the building

IV. Work Year: 185 days

v. Work Week: Up to 35 hours

VI. Salary: Class IV

VII. Skill Requirements:

A. Clerical skills, especially typing and ability to operate standard office equipment
B. Proficiency in use of computer work stations and compatible software utilized in

the position
C. Ability to exercise tact and discretion in relationships with students, faculty and

parents
D. Ability to instruct and aide students in a structured situation, including use of

computers
E. Ability to work independently or with minimal supervision
F. High school diploma or equivalent (minimum)

VIll. Essential Job Functions:
A. Supervise students in areas such as hallways, cafeteria, bus lines, playground and

settings relating to before and after school activities as directed by the building
administration

B. Collect money and tickets during lunch
C. Provide assistance with group or individual academic instruction in the classroom
D. Assist teachers with media use and instructionalmaterial planning for the classroom
E. Assist teachers and students in the use of media equipment, including computers in

their classroom
F. Assist clerical staff as assigned
G. Identify, sort and make minor repairs on materials not housed in the media center
H. Assist in Districtprogram registrationas assigned

IX. Auxiliary Job Functions:

Perform other related duties as assigned
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APPENDIXC

Official Grievance Number -----
Name _ Date filed _

School _ Date Grievance Occurred ----
level Submitted _ Individual Grievance -----

Contract Citations:

Statement of Grievance:

Relief Sought (attach additional sheets where necessary):

Signature of Grievant

Signature indicating receipt of form

Date

Submit all copies to principal or secretary. The principal or secretary will sign and date receipt.

Distribution:
White
Blue
Yellow
Pink

Association Office
Principal
Human Resources Office
Grievant
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APPENDIXC

OFFICIAL LAPEER SCHOOL DISTRICT GRIEVANCE DISPOSITION FORM

TO: --------------

Your grievance filed and assigned number _
has been reviewed at Level and a determination has been made as follows:

Date: _ Signature: _

Signature-Indicating Receipt by Grievant _ Date: _

Distribution:
White
Blue
Yellow
Pink

Association Office
Principal
Human Resources Office
Grievant
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APPENDIXD

LAPEER COMl\'IUNITY SCHOOLS
REQUESTFQRPERSONALBUS~SSLEAVE

Personal business is an absence necessitated by circumstances that are of a personal nature to the employee
and cannot be attended to outside the normal working day.

1. A request for personal business leave must be forwarded to the Human Resources Office for processing three
(3) days in advance prior to the leave day(s). Prior requests are not required for emergencies, but the normal
process would be to submit requests in advance.

2. IT IS ALWAYS THE EMPLOYEE'S RESPONSIBILITY TO NOTIFY THE PRINCIPAL OR
SUPERVISOR OF AN ABSENCE FOR EITHER PRIOR-REQUESTED OR EMERGENCY
PERSONAL BUSINESS LEAVE.

3. All personal business leave requests should be on this form; however, the Absence Report Form must be
completed following the absence and sent to the Business Office.

4. All requests must be processed through the building principal.
5. Processing of the personal business leave request does ~ indicate that the employee has sufficient leave

days available. It is the employee's responsibility to maintain a record of leave days used.
6. Notification of Personal Business Leave arrangements will be sent to the employee via school mail.
7. Personal Business Days requested the day before or the day after school holidays or vacation periods may

require verification.
8. Personal Business Days may Wlt be used for hunting or vacation (Master A2reement, Article XIX, H. 4.) .

••••••••••••••••••••••••••••••••••••••••••••••••••••••••••
By signing below, the employee acknowledge that this leave is consistent with related contract provisions.

Employee's Name Date of Request .

Building Assignment(s)/position Date(s) of Absence - Indicate times if
less than a full day

Explanation if#7 applies _

CHECK THE BOX BELOW IF THE LEAVE REQUEST IS PURSUANT TO ARTICLE XIX, H., 7.
(APPLICABLE ONLY TO EMPLOYEES HIRED ON OR BEFORE JULY 1, 1986).

DYES

Signature••••••••••••••••••••••••••••••••••••••••••••••••••••••••••
SUPERVISOR - Sign and indicate any staffing concerns prior to sending to the Human Resources Office.

Supervisor's Signature Date••••••••••••••••••••••••••••••••••••••••••••••••••••••••••
Internal Administrative Office Action: __ APPROVED NOT APPROVED

Signature Date



LETTER OF UNDERSTANDING
SNOW DAY INTERPRETATION

Page 81

For the Board For the Association

Employees will be paid for the number of work days cancelled due to inclement weather or
building emergencies classified as grade days according to the state. These days will not have to
be made up. School work day cancellations beyond the days allowed by the state shall be made
up, and the employee will not be paid on the cancelled day, but on the make-up day.

Date Date
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LETTER OF UNDERSTANDING
L.E.S.P. MEMBERS AS SUBSTITUTES

I. When L.E.S.P. employees are laid off and substitute employees are needed, then L.E.S.P.
members who have indicated a willingness to substitute in positions for which they are
qualified shall be given first preference.

n. When substitutes are needed during school year vacation periods, L.E.S.P. members
working school year assignments shall be given first preference for substituting in positions
for which they are qualified.

m. When a position increases in hours, it is not considered a vacancy according to Article XI
and will not have to be posted.

For the Board For the Association

Date Date.
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LETTER OF UNDERSTANDING

ARTICLE XIX - DEFINITION OF DAY

THE PARTIES AGREE that as a general rule, day will refer to the particular work day of
the individual employee, e.g. 3.5 hour paraprofessional uses one sick day when ill. One sick day
equals 3.5 hours.

However, for the purpose of accumulation and payout, the parties agree as follows:

I. Accumulation of sick days shall be based on full days.

A full day for a paraprofessional is seven hours. Paraprofessionals may accumulate up to
four hundred and twenty hours ( 7 hours x 60 days).

A full day for a secretary is eight hours. Secretaries may accumulate up to four hundred
and eighty hours (8 hours x 60 days).

Paraprofessionals and secretaries working less than. a full day will accumulate and be
charged hours based on the number of hours worked per day, e.g. a paraprofessional works
3.5 hours/day for a full year and doesn't use a sick day (10 unused days). In order to
determine the number of hours to be applied to the maximum accumulation (420), the
number of hours worked per day would be multiplied by the number of unused days (3.5
hours x 10 days = 35 hours).

2. Payouts following maximum accumulation, retirement, or termination, specified in the
Agreement will be based on a full day (7 hours for paraprofessionals and 8 hours for
secretaries) utilizing the aforementioned accumulation of hours.

For the Board For the Association

Date Date
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LETTER OF AGREEMENT
AMERICANS WITH DISABILITIES ACT LANGUAGE

The employer shall make reasonable accommodation to the known physical or mental
limitations of an otherwise qualified handicapped individual, unless the employer can demonstrate
that the accommodation will impose an undue hardship on the operation of the program.

1. Reasonab le accommodation may include:

a. Accessibility of district facilities

b. Job restructuring, part-time or modified work schedules, acquisition or modification
of equipment or devices, the provision of readers or interpreters or other similar
action.

2. The employer will provide notice to the Association of any potential need for
accommodation and seek Association input on proposed accommodations.

In determining whether a proposed accommodation is reasonable and not an undue
hardship, the employer will look to the factors set forth in the ADA and 504 of the
Vocational Rehabilitation Act.

.....

For the Board For the Association

Date Date



JOB SECURITY AGREEMENT
Page 85

For the duration of the Master Agreement, it is agreed that no current L.E.S.P. member will
be laid off, reduced in hours, or removed from a current job assignment due to the maintenance or
expansion of building manager positions. Also, for the duration of the Master Agreement, it is
agreed that bargaining unit vacancies will be filled by bargaining unit employees.

For the Board For the Association

Date Date
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