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ARTICLE 1 
RECOGNITION 

A The Board of Education of Suttons Bay, hereinafter known as the Board, recognizes the Northern 
Michigan Education Association, affiliated with the MENNEA, as defined in Section II, Act 
379, Public Acts of 1965, hereinafter known as the Association, as the exclusive bargaining 
agent for all certified teaching personnel excluding substitutes, superintendent, principals, and all 
persons engaged 50% or more of their time in the direct administration and supervision of 
professional teaching personnel. 

B . A teacher shall be defined as anyone who must have a valid teaching certificate as a condition of 
employment. 

C. The Board of Education agrees not to extend these rights to any other labor organization for the 
duration of this Agreement. 
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ARTICLE 2 
BOARD RIGHTS 

A In order to carry out its responsibility for the development and operation of education programs 
providing the best possible educational opportunity for the Suttons Bay Public School District 
consistent with community resources, the Board retains and reserves unto itself, all powers. 
rights. authority, duties and responsibilities conferred upon and vested in the Board by law 
including by way of illustration. the following: 

1. The supervision, direction and control of the management and administration of the school 
system, its properties and facilities. 

2. The right to hire all employees and subject to provisions of the law, to determine 
their qualifications, to discharge, demote, or otherwise discipline employees for 
reasonable and just cause and to promote and transfer employees. · 

3. The right to establish grades and courses of instruction including special programs. 
and to provide for athletic, recreational and social events for students as deemed 
necessary or advisable by the Board. 

4. The approval of textbooks and teaching materials and various teaching aids. 

5. The right to determine class schedules. class size, the hours of instruction and the 
assignment of teachers and other employees with respect thereto. 

B . The exercise of the forgoing powers, rights, duties, and responsibilities by the Board and the 
adoption of policies. rules. regulations and practices in the furtherance thereof, shall be the 
exclusive prerogative of the Board except as otherwise limited by express provision of this 
Agreement. 

C . Copies of the Yfaster .-\greement shall be printed at the expense of the Board and furnished to all 
bargaining unit members. The Association shall receive an additional copy. 
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ARTICLE 3 
TEACHER AND ASSOCIATION RIGHTS AND RESPONSffiiLITIES 

A. The Association shall have the right to use school facilities outside regular school hours 
consistent with Board policy regarding the public use of these facilities. 

B The Association may post notices of its activities and matters of Association concern on 
Staff Room bulletin boards. 

C . Elected representatives of the Association shall be permitted to transact official 
Association business on school property during non-teaching hours such as lunch time. 
provided this shall not interfere with or interrupt normal school operations or 
instructional time. 

D. The Association may use school district mail service and teacher mailboxes for qummunication 
to teachers . 

E. Under normal circumstances, teachers shall not leave a scheduled class unattended. They shall 
also be responsible for general supervision of students. 

F. Teachers will make themselves available to assist students during the school day except for the 
teacher's lunch period. 

G. Teachers shall participate in scheduled after-school parent or student conferences and faculty 
meetings . Faculty meetings shall be scheduled with a minimum of forty-eight ( 48) hours 
advance notice. Faculty meetings shall normally be called no more frequently than once a week. 
Exceptions may be made should the principal or superintendent determine the need for an 
emergency faculty meeting. 

H. Teachers should view participation in school-sponsored activities as part of their professional 
responsibilities . 

I . Teachers shall not leave the school grounds during the school day without the prior permission of 
the building principal or his/her representative. The teacher's lunch period is excluded from this 
provision. however. teachers leaving the school grounds should notify the principal or his/her 
representative of their unavailability. 

J . Academic freedom shall be guaranteed to teachers and no special limitations shall be placed 
upon study. investigation. presenting and interpreting facts and ideas concerning man, human 
society, the physical and biological world and other branches of learning subject to accepted 
standards of professional responsibility set forth in the code of ethics of the education profession . 
In the enjoyment of such guarantees, the Association recognizes the Board bears ultimate 
responsibility for the determination of the curricular structure of the school system. 

K No bargaining unit member shall be disciplined without just cause. 

L . A bargaining unit member shall be entitled. at the request of the bargaining unit member. to have 
present a representati\·e of the .-\ssociation during any meeting with the administration where 
disciplinary action can reasonably be expected. When a request for such representation is made. 
no action shall be taken \vith respect to the bargaining unit member until such representative of 
the Association is present. 
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M. The teacher shall be entitled to the full rights of citizenship and no lawful Association, religious, or political 
activities of any teacher or Jack thereof shall be grounds for any discipline or discrimination with respect to 
the professional employment of such teacher. 

N. Teachers will have the right to review the contents of their records and files excluding recommendations 
obtained at the time of hiring and to have a representative of the Association accompany him/her to such 
review. Reviews will be conducted at times convenient to the administration. 

0. No material, originating after initial employment will be placed in his/her personnel file unless the teacher 
has had an opportunity to review the material. 

P. No action will be taken on any complaint against a teacher unless the complaint is in writing and signed by 
the complainant. 

Q. .The teacher may submit a written notation within ten ( 1 0) working days of knowledge of material regarding 
any material including complaints and the same shall be attached to the file copy of the material in question. 

R. When a teacher is requested to sign material placed in the file, such signature shall be understood to 
indicate his/her awareness of the material but shall not be interpreted to mean agreement with the content of 
the material. 

S. At the beginning of the school year, the Association shall be credited with ten ( 1 0) non-cumulative days 
during bargaining years and seven (7) non-cumulative days during non-bargaining years to be used to 
conduct Association Business. These days may be used by the Association Officers or their designees who 
are members of the Association to conduct association business under the following conditions: 
1. The Association shall request such leave from the Superintendent or his/her designee not less than 

forty-eight (48) hours in advance. 
2. No more than two (2) members may take said leave on the same day. 
3. No more than one event per month will be used for such leave. 
4. The Association shall reimburse the district for the cost of a substitute teacher if a substitute is hired. 
5. The Request for Association Business Leave Form will be used stating the reason for the requested 

leave. 
6. If extenuating circumstances warrant, the Superintendent may waive any of the above conditions. 

- . 
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ARTICLE4 
DEFINmONS 

A. For the purpose of this agreement, the following definitions apply: 

2. 

The term "days" shall mean the days of the week (Monday through Friday, excluding 
Saturday and Sunday) including the Thanksgiving Day, Christmas vacation, etc.). 

"Seniority" shall be defined to mean the length of continuous, uninterrupted teaching 
service in this district. 

3 . "Certified" shall be defined as possessing a valid provisional, permanent, continuing 
certificate or Michigan Department of Education authorization appropriate to the teaching 
assignment. 

4. "Qualified" shall mean: 

a. In the elementary grades (K-5) the holding of an elementary teaching certificate. In 
addition, teaching positions in art, music and physical education must also possess 
specific certification in the subject to be taught. 

b. In grades 6-8, a major or minor in the subject area to be taught or previous teaching 
experience of at least one year in the Suttons Bay Schools in the subject area to be 
taught. The Board may grant a temporary appointment to a teacher who does not 
meet the above criteria. Any teacher in this category shall agree as a condition of 
employment to be evaluated in this position at least two (2) times each semester. In 
the event that the teacher is found to be unacceptable at the end of the one ( 1) year 
period in such assignmen4 the teacher may not be assigned to this position in future 
years. 

c. In grades 9-12, a major/minor appropriate to the teaching assignment. 

d Meets the qualification standards for which the district is accredited. The Board 
will pay the tuition costs for courses required by the district for a teacher to meet the 
qualification standards for which the district is accredited. 
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ARTICLE 5 
TEACHING ASSIGNMENTS AND TEACHING LOADS 

A. The administration is solely responsible for determining the assignment of teachers within the district. 

B. The Board will make every attempt to keep the student-teacher ratio at 22-l in K-2; 25-1 in 3-6 
or less per room in the elementary building and 30-1 or less per room in 7-12 with the exception 
of Band and Choir. Any elementary class assigned more than thirty (30) students will, upon 
request of the affected teacher, be assigned an adult aide for one ( 1) hour per day for each 
additional student. Any secondary class (other than music) assigned more than thirty (30) 
students and more than 28-l ratio for all classes will, upon request of the affected teacher, be 
assigned an adult aide for one ( 1) hour per day for each additional student. 

C. In the laboratory class of: science, technical education, home economics, business machines and 
typing, the number of pupils shall be no more than the number of stations or work spaces 
provided. Small emergency additions beyond these limits will be made only with the classroom 
teacher's approval. · 

D. Each Middle SchooVSenior High teacher shall be given notification of his/her tentative teaching 
assignment for the upcoming year prior to the close of school. The Association will be given a 
tentative master schedule of all secondary teaching assignments prior to the end of school. 

1. Changes. it necessary, will be discussed with the teacher(s) involved. If changes are made 
after the close of school. written notification to the teacher(s) will be made. 

2. If changes are made after August 15 for the coming year, they shall be subject to approval 
by the teacher(s) involved, 

E . Secondary teachers shall normally have no more than four ( 4) subject matter preparations. In 
cases of emergency, as deemed necessary by the superintendent, a teacher. after prior 
consultation with the superintendent or his/her designee, may have his/her assignments changed 
and/or an additional subject matter preparation may be added for one ( 1) school year. This 
change shall not be mandatory in the next school year unless the teacher volunteers to teach the 
additional preparation. 

F. Teachers assigned to a conventional schedule shall have one ( 1) regular class period per day or 
its equivalent per week as unassigned preparation time. Teachers assigned to an unconventional 
schedule shall receive the equivalent number of minutes per week as a minimum preparation 
time. Any modular. block or otherwise unconventional schedule shall require staff involvement 
in the development process and consultation with the Association. Teachers assigned to both 
elementary and secondary levels shall not fall under this article but are to have one preparation 
period per day or its equivalent. Part-time teachers shall be assigned a pro rata amount of time 
for preparation time. 

G . Study halls will not be counted as a classroom preparation. All classes bearing the same title and 
description shall count as one ( 1) preparation. 

H . Secondary teachers shall have one ( 1) daily preparation period equal to a normal class period or 
its equivalent per week in a conventional schedule or in a block schedule. an amount of time 
corresponding to l/7 of a class day or its equivalent per week. Elementary teachers will be 
allowed a minimum of twenty (20) minutes per day planning time. Teachers and administrators 
will work together to try to schedule team prep time in a meaningful amount of time. 

I . Each marking period will be considered individually when scheduling preparation time. 
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A. The Board shall provide: 

ARTICLE 6 
TEACHING CONDITIONS 

I. A separate desk for each regular classroom teacher in the district with a lockable drawer 
space wherever possible. 

2. Lockable closet space for each regular classroom teacher to store coats and other personal 
items. 

3. Chalkboard or marker board in every regular classroom. 

-t Storage space in each classroom for instructional materials. 

B . The Board shall maintain phones in the Staff Rooms for the primary use of the t~chers during 
the school year. The phones are for school-related business or personal business of teachers to 
be conducted during time not assigned to classroom work. Any toll charges made by the 
Association or during the school day shall be the financial responsibility of the Association. 

C. The Board shall reimburse a teacher for personal property either stolen or damaged, that is being 
used for strictly instructional purposes, provided advance approval for instructional use is given 
in writing by the building principal. The building principal shall be informed of the use of such 
articles, the dates of such use. place of storage. and the value of the property. If, in the opinion 
of the principal. the risk is not equal to the instructional gain. such property shall not be used in 
the schools. Property not reported to the principal shall not require reimbursement if damaged or 
stolen. 

D. Every possible means will be employed to remove strictly clerical duties such as collection of 
money, etc .. from the teacher. Secretaries and employed aides will assume these duties. 

E. Classroom discipline is primarily the responsibility of the classroom teacher. Whenever it 
appears that a particular pupil requires assistance which the classroom teacher cannot provide. 
the administration will act to assist the teacher with respect to said pupil. 

F. A teacher may exclude a pupil from one ( I) class period when the continued presence of the 
student in the classroom becomes intolerable. In such cases. the teacher will furnish the principal 
- as promptly as his/her teaching obligations will allow - full particulars of the incident in 
writing. After the incident, a consultation will be held between the principal and the teacher. 

G. Any case of assault upon a teacher shall be promptly reported to the Board or its designated 
representative. The Board will render all reasonable assistance to the teacher in connection with 
handling of the incident by law enforcement and judicial authorities. 

H. Teachers shall report for work twenty (20) minutes before the beginning of classes and shall be 
free to leave fifteen ( 15) minutes after the schedule of classes has ended. On days preceding 
holidays or vacations. the teachers may leave at the close of the pupil's day. 

I. .-\II teachers will be guar.lilteed a duty-free lunch period. The Association recognizes that 
emergencies may occur requiring temporary supervision and assistance by the teaching staff until 
such emergencies cease. Changes in length of lunch period will be mutually discussed with 
building administration and staff and brought to superintendent and EA president for review 
before implementation. 
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J. Elementary teachers will not be required to supervise recess duty except in cases of emergency. 
Should regular elementary or secondary teachers volunteer and be assigned for recess duty, they 
shall be compensated for such duty with comp time computed on a 2-1 basis (i.e. every 60 
minutes of recess duty = 30 minutes of comp time.) or the same daily rate as School 
Improvement activities. Teachers working noon hour duty may be compensated for such duty 
with comp time computed on a 2- I basis instead of pay. 

K . Should it become necessary to increase instructional hours to meet the state requirements for full 
funding, the Board and Association will meet to seek a mutually acceptable solution to satisfy 
those requirements. All areas of the curriculum including calendar, schedule times and recess 
will be considered. This meeting shall occur by August 1 sl of each year. 

L. Least Restrictive Environment 

While the parties acknowledge the policy of Least Restrictive Environment (L~) is legally 
mandated. they also recognize the extent to which any individual handicapped student should 
participate in regular education programs and services must be appropriate to that student's 
unique needs determined by an Individual Educational Plan (IEP) on an individual basis. 

Further. the parties recognize that whether any handicapped student's participation in Regular 
Education programming can be achieved satisfactorily will depend upon the multiplicity of 
factors including, most notably, proper planning and coordination of the student's Regular and 
Special Education programming, appropriate supportive assistance to Regular Education 
personnel and the reasonableness of the demands placed upon Regular Education classroom 
personnel and the non-handicapped students in those classrooms. 

Recognizing periodic changes in student status and enrollment subsequent to the start of the 
school year. the administration, to the extent possible, will strive to equalize the placement of 
handicapped students. This equalization will not apply if the teacher volunteers to take 
additional handicapped students. In such situations, the administration. when possible, will 
reduce class size by an equivalent number on a one-to-one basis. 

The administration shall provide pertinent and legal information to the affected teacher(s) 
regarding placement of LRE students in their classrooms upon the teacher's request and 
whenever possible prior to such placement. The purpose of providing this information shall be to 
promote a school climate that is receptive to the placement and to maximize the potential of the 
student while minimizing possible areas of concern. Should prior provision of such information 
not be possible. the information shall be provided as early as can be arranged after the placement 
has occurred. At the teacher's request. information and/or training opportunities will be provided 
regarding appropriate instructional techniques and behavioral management for dealing with 
varying physical. mental. md emotional problems of mainstreamed students. 

1\tl. N'ledically Fragile Students 

Bargaining unit members. except a school nurse. shall not be required to provide school health 
services except in an emergency situation or for services or procedures that they have completed 
any necessary training and has been agreed upon by the involved parties in the IEP. 
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ARTICLE 7 
GRffiVANCEPROCEDURE 

A. A grievance shall be a complaint by a teacher, teachers, or the Association that there has been a 
violation of any provision of this Agreement. The following matters shall not be the basis of any 
grievance filed under the procedure outlined in this article; 
I. The termination of services of, or failure to reemploy, any probationary teacher. 
2 . The termination of services or failure to reemploy any teacher to a position on the extra

curricular schedule. 

It is expressly understood that the grievance procedure shall not apply to those areas in which the 
Tenure Act prescribes a procedure or authorizes a remedy (discharge and/or demotion). 

B. The Association shall designate its own representative(s) within each building to process 
grievances. The Board designates the principal of each building to act as its representative at 
Level One as hereinafter described and the superintendent or his/her designee to act at Level 
Two as hereinafter described. 

C. Written grievances under this article shall conform to the following specifications: 
1. It shall be signed by the grievant( s) and the Association. 
2. It shall be specific. 
3. It shall contain a synopsis of facts giving rise to the grievance. 
4. It shall cite the specific section(s) alleged to have been violated. 
5. It shall contain the date of the alleged violation. 
6 . It shall specify the relief requested. 

D . Any grievance not in compliance with C. ( 1 -6) supra, may be challenged as improper. 
Grievances challenged under this provision shall be corrected within time limitations hereinafter 
set forth. 

E . Time limitations hereinafter established, may be extended only by written. mutual consent of the 
parties. 

F. Level One: A teacher or the Association alleging violation of any provision of this Agreement 
shall. within ten ( 1 0) days of the alleged violation, orally discuss the grievance with the building 
principal. An association representative may be present at this oral conference. If no resolution 
is obtained within two (2) days of the discussion, the teacher shall reduce the grievance to 
writing as described in C. ( 1-6) supra. The written grievance form must be submitted to the 
principal within two (2) days of the oral discussion. Within five (5) days of the receipt of the 
grievance. the principal shall answer the grievance expressing written disposition with a copy of 
the grievance returned to the aggrieved. 

If no decision is rendered within five (5) days of the receipt or the decision is unsatisfactory to 
the grievant and the Association, the grievant shall. within five (5) days. appeal same to Level 
Two by filing such written grievance. 

G . Level Two: A copy of the written grievance shall be filed with the Superintendent or his/her 
designated agent as specified in Level One with the endorsemenc thereon of the approval or 
disapproval of the Association. Within five (5) days of receipt of the written grievance. the 
superintendent or his/her designated agent shall arrange a meeting with the grievant(s) and/or the 
designated association representative. at the option of the grievant. to discuss the grievance. 
Within tive (5) days of the discussion. the superintendent or his/her designated agent shall render 
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his/her decision in writing, transmitting a copy of the same to the grievant and the Association 
building representative. 

If no decision is rendered within five (5) days of the discussion or the decision is unsatisfactory 
to the grievant and the Association, the grievant shall. within five (5) days. appeal same to the 
Board of Education by filing such written grievance. 

H . Level Three: The secretary of the Board, on receipt of the written grievance, shall place the 
grievance on the agenda for the next regularly scheduled meeting of the Board. The Board shall 
render its decision not later than twenty (20) days after its hearing of the grievance. 

I . Level Four: 
I If the Association is not satisfied with the disposition of the grievance at Level Three, it may, 

within ten (I 0) days after the decision of the Board. refer the matter for arbitration to the 
American Arbitration Association, in writing, and request the appointment of a mutually 
selected arbitrator to hear the grievance. If the parties cannot agree on an areitrator, he/she 
shall be selected in accordance with the rules of the American Arbitration Association. 

2 . The decision of the arbitrator shall be final and conclusive and binding upon employees, the 
Board, and the Association. Subject to the right of the Board or the Association to judicial 
review, any lawful decision of the arbitrator shall be forthwith placed in effect. 

3 . The arbitrator shall have no power to add to, subtract from, disregard. alter or modify any 
terms of this agreement. 

4 . The arbitrator's fees and expenses shall be shared equally by the Board and the Association. 
All other expenses shall be paid by the party incurring the expenses. 

5· Arbitration hearings shall be held in the district unless the parties mutually agree to another 
location. 

I. Should a teacher or the Association fail to institute a grievance within the time limits specified, 
the grievance will not be processed. Should a teacher or the Association fail to appeal a decision 
within the limits specified. further proceedings of the grievance procedure shall be barred. 
Should the administration or the Board fail to respond to a grievance within the time limitations 
herein established. the grievance shall be automatically advanced to the next level. 

K . The processing of grievances or any consideration thereof. shall not be conducted during duty 
hours except by mutual consent. 
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ARTICLE 8 
TEACHER EVALUATION/MENTOR TEACHERS 

A Teachers shall be evaluated on all aspects of their regular teaching duties in the district. 

B. Probationary teachers shall be evaluated at least three (3) times per year with the first evaluation to 
be conducted not later than December 1. 

The probationary teacher will be provided with an Individualized Development Plan 
developed by appropriate administrative personnel in consultation with the individual 
teacher. 

The probationary teacher will be provided with at least an annual year-end performance 
evaluation. The annual year-end performance evaluation shall be based on, but is not 
limited to, at least 2 classroom observations held at least 60 days apart, unless a shorter 
interval between the 2 classroom observations is mutually agreed upon by the teacher 
and the administration. · 

The year-end performance evaluation shall include at least an assessment of the teacher's 
progress in meeting the goals of his/her individualized development plan. 

At least 60 days before the close of each school year, the Board shall provide the 
probationary teacher with a definite written statement as to whether or not his/her work 
is satisfactory. 

Tenure teachers shall be evaluated at least once every 2 years. 

Nothing in this article shall be construed to prevent a teacher from requesting any additional 
evaluation. The formal evaluation classroom visitation shall not take place the day immediately 
preceding or following a vacation. 

C. Evaluations shall be conducted by the building principal or the superintendent or their certified 
designee or a recognized authority in a particular field. Evaluation observations will last not less 
than thirty (30) minutes. 

D The teacher shall inform the evaluator of classroom objectives, methods, and materials planned 
for the teaching/learning situation. A pre-conference of at least fifteen minutes for this purpose 
shall be held no more than 7 nor no less than 3 work days prior to the formal evaluation. The 
time limitation may be waived by mutual consent. 

E . Within ten ( l 0) days of any written evaluation, the administrator will hold a conference with the 
teacher and will discuss the evaluation. Three (3) copies of the evaluation will be prepared. One 
( 1) copy of the evaluation will be presented to the teacher. one (1) copy shall remain in the 
principal's personnel file. and one (I) copy shall be signed by the teacher and placed in the 
teacher's personnel file by the last day of the school year. 

F . Inadequacies identified in the teacher's performance will be accompanied by those 
recommendations deemed necessary to assist the teacher in correcting problems. 

G. Should a teacher object to the contents of the evaluation, he/she may attach a copy of objections 
or explanations to the evaluation. 
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H The teacher's signature on the evaluation does not imply agreement with the contents of the 
report. 

MENTOR TEACHERS 

I. As state law mandates, each teacher in his/her first three (3) years of employment shall be 
assigned a mentor by the administration. The mentor teacher shall provide professional 
support, instruction and guidance. The purpose of the mentor assignment is to provide 
assistance, resources and information in a non-threatening collegial fashion. 

1 . Mentor teachers shall primarily be tenure teachers, currently working in the district. It is 
understood that if no appropriate mentor teacher is available from this group, 

- o mentor teachers may be retired teachers/ administrators, or college professors, or other as 
allowed by law. 

K. The administration will first seek volunteer mentors. In the event there are no volunteers, the 
administration shall assign mentors as needed in consultation with the Association. 

L . An effort will be made to match mentor teachers and new teachers who have the same area of 
certification and/or work assignment. 

M. Mentor and mentee teachers will have no formal involvement in the evaluation process of each 
other and their relationship will be collaborative and confidential. 

N . New teachers shall be provided with a minimum of fifteen ( 15) days of professional development 
instruction during their first three (3) years of classroom teaching. Time other than scheduled 
work days shall be voluntary. Appropriate expenses shall be paid by the District. 

0. Upon request. the administration may make available reasonable release time so the mentor 
teacher may work with the new teacher in his/her assignment during the regular work day. 

p. No later than the end of the first year that a person serves as a mentor teacher, he/she may attend 
a workshop or conference as directed by the administration for the purpose of training those who 
serve as a mentor. Appropriate expenses shall be paid by the District. 

0. The mentor teacher assignment will typically be for one (1) year, subject to renewal and shall be 
reviewed by the administration. Either party may terminate the assignment by serving written 
notice to the other. 

R . Teachers and the Association will be encouraged to provide input to the employer in the 
development of the guidelines and responsibilities for mentor teachers. 

S . If the state regulations regarding mentor teachers change, the Board and Association will 
mutually review this section. 
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ARTICLE 9 
REDUCTION IN PERSONNEL. LAYOFF, AND RECALL 

A. It is recognized that it is within the sole discretion of the Board of Education to reduce the educational 
program and curriculum when necessity dictates. 

In the event of a reduction in personnel, the Board shall retain tenured teachers with the greatest seniority 
provided they are certified and qualified to teach the remaining positions. 

It is expressly understood that the Association shall have the right to review the layoff list prior to 
notification of the individuals to be laid off. In the event of a dispute concerning the layoff list, the 
Association shall have the right to file a written grievance not more than seventy-two (72) hours after the 
termination of the meeting requesting review of the list. 

B . At the beginning of each school year. the administration shall prepare a seniority list. Copies shall be 
posted in the teacher's workrooms, and a copy given to the Association. President by October 15th. Any 
teacher may submit a challenge in writing 10 working days of the posting of the seniority Jist. The 
Association and administration ·will meet to review the challenge and correct or affirm the list. In the event 
more than one individual has the same effective date of hire (defined to be the first fonnal working day as a 
Schedule "A" teacher in this system), the individuals in the presence of a representative of the Association 
and the Board shall draw lots to determine which individual has the greatest seniority. 

C. A teacher shall lose seniority rights if he/she retires, resigns, or is discharged for just cause. 

D . In the event of layoff, probationary teachers shall be laid off first. A probationary teacher shall not be laid 
off unless there is a tenure teacher who is certified, qualified, and available to perform the duties of the 
position the probationary teacher is vacating or unless the position the probationary teacher is vacating is 
eliminated altogether. 

E. If further reduction is necessary. tenure teachers in the specific positions being reduced or eliminated shall 
be laid off on the basis of certification, qualification. and seniority. Layoffs made pursuant to this provision 
shall be made in inverse order of seniority. 

F. In the event a teacher's position is eliminated. the Board will employ that teacher in a position held by the 
least seniored teacher, if that teacher whose position has been eliminated is qualified and certified for the 
position held by the less seniored teacher. 

G Seniority shall not accrue during an unpaid leave of absence (except in an approved educational leave) or 
during layoff but shall be frozen for the period of layoff or leave. 

H Teachers shall be recalled from layoff in inverse order of layoff, provided the teacher is certified and 
qualified for the vacancy. A teacher's right to recall shall be for a period of time equivalent to the teacher's 
years of service to Suttons Bay Schools. The Board shall give written notice of recall from layoff by 
sending a certified letter to said teacher at the teacher's last known address. Said teacher must respond, in 
writing, within ten ( l 0) days of receipt of letter or forfeit the right to recall with the Suttons Bay Schools. 
The burden to keep the Superintendent's Office infonned of any changes of mailing addresses for the 
purpose of notification is the teacher's responsibility. 

I. A teacher who is laid off and is subsequently paid unemployment compensation benefits (associated with 
his/her regular reaching assignment) during the summer following the lay-off, and who is then subsequently 
recalled to a teaching position at the beginning of the next school year shall have his/her teaching 
compensation reduced by the gross dollar amount of the unemployment compensation benefits he/she was 
eligible for and received prior to being recalled and returning to his/her position with the District. 

14 
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ARTICLE 10 
LEAVES OF ABSENCE WITH PAY 

At the beginning of each school year. each teacher shall be credited with ten ( 1 0) days of sick 
leave. the unused portion of which may accumulate from year to year to a maximum of one 
hundred twenty ( 120) days. The teacher may use all or a portion of this leave to recover from 
his/her own illness/injury. Each teacher shall be given a written statement no later than the 
second pay period after the beginning of the school year concerning the number of sick days 
accumulated to date. In the case of an emergency, additional sick days may be granted at the 
discretion of the Board or its designee. 

(The interpretation of this article for an employee who has over 110 days accumulated as of 
September l of the new year will be that said employee will have the use of the number of sick 
days accumulated plus 10 additional days for the new contract year. (Example: accumulated days 
of 117 plus new contract years sick days of 10 equals available sick days for that contract year of 
127. If four days were used, the accumulated total at the end of the year would be 120 .. ) 

B . A teacher may take a maximum of five (5) bereavement days per school year for a death in the 
immediate family, not chargeable against the sick leave balance. Immediate family shall be the 
teacher's parents, parents-in-law, spouse, children, siblings. step-parents, grandchildren, 
grandparents, or sister/brother in law. Any days needed for bereavement which are not part of 
the aforementioned family will be deductible from sick leave and are to be considered on a case 
by case basis by the superintendent or his/her designee. 

C. A teacher may use a maximum of five (5) sick days per school year to attend to the illness/injury 
of a member of the immediate family an additional three (3) days may be used for children 
within same household. In the case of an emergency, additional sick days may be granted at the 
discretion of the Board or its designee. 

D . A teacher required to perform jury duty or appear as a witness under subpoena in a court of law 
shall remit the court-paid fee. less court-paid expenses, directly to the administration. 

E. Approved Absence Days: At the beginning of each school year. each teacher shall be granted two 
(2) non-cumulative Approved A.bsence Days to conduct business which cannot be conducted 
outside regular school hours. Unused days will be carried over as sick days. The use of 
Approved Absence Days shall be subject to the following conditions: 
l) Notification must be made in writing stating the reason for the requested absence to the 

Superintendent or his/her designee at least twenty-four (24) hours prior to the day 
requested using the Approved Absence Request Form (Appendix D). 

2 ) Approved Absence Days shall not be used for financial gain or recreational (hunting, 
camping, shopping, etc.) purposes. 

3 ) Approved Absence Days may not be taken the day before or day after a holiday or 
vacation period. Leaves may not be taken the first day of the school year or the last day of 
the school year. 

~ ) Exceptions to the above provisions may be granted on a case-by-case basis by the 
Superintendent whose decision shall be final. 

5) Improper use of Approved Absence Days by an employee \viii result in a dock day(s). 
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F. Professional Development Time 
The Board recognizes the importance of professional development time and shall allocate funds 
for staff professional development in the budget. This time shall not be deducted from sick leave 
or any other leave unless requested by the teacher. The teacher planning to use professional 
development time shall confer with and obtain approval from his/her principal at least one ( 1) 
week in advance of his/her absence. The teacher shall leave complete plans and adequate 
materials for substitute use. The Board shall provide for a substitute teacher and reimburse for 
agreed upon fees, housing, mileage and meals. When possible, members of staff who share 
responsibilities will attend the same conference to consolidate expenses. 

Professional development time shall be used for the purpose of: 
I) visitation to view other instructional techniques or programs; 

2) conferences, workshops, or seminars conducted by colleges and universities. 
professional organizations as related to their teaching or co-curricular assignment. 

16 



.. 
ARTICLE II 

LEAVES WITHOUT PAY 

A A leave of absence may be granted by the administration. Any leave of absence under this 
provision shall be taken without pay or accrual of contractual benefits (e.g., sick leave) except as 
provided for in the Family Medical Leave Act. Leaves may be granted for the following reasons: 

l . Full-time academic study related to the teacher's teaching area. 
2. Full-time attendance in an academic program to obtain qualification in an area outside 

the teacher's teaching area. 
3 . Other full-time educational participation involving demonstrable advantage to the 

district. 
4 . Campaigning for a full-time political office. 
5 . Recovery from an illness/injury which exceeds the accumulated sick days allowance 

upon presentation of medical evidence demonstrating the nature of the illness/injury. 
6. Other reasons (e.g., maternity, child care, adoption) approved in conforniity with the 

provision of this Agreement, at the discretion of the Board. 
7 Leaves for medical reasons. 

B. Teachers required to perform military service will be granted leave of absence under provisions 
of applicable federal law. 

C. A leave of absence must be requested in writing to the superintendent not less than forty-five 
( 45) days prior to the desired starting date of the leave. The actual starting date and date of 
return from leave will be decided by mutual agreement of the teacher and the superintendent. 
Exceptions to this provision may be granted at the discretion of the Board. 

D . An extension of the leave, not to exceed one ( 1) year, may be granted at the discretion of the 
Board provided that the teacher places a request for extension in writing not later than forty-five 
( 45) days prior to the return date established under Paragraph D supra. Exceptions to this 
provision may be granted at the discretion of the Board. 

E Those individuals on leave of absence for a regular school calendar year must inform the 
superintendent's office of their intent to return on or before April 1 of the school year during 
which the leave is in effect or forfeit their right to return. For those other leaves of absence of a 
one-year duration. notification of intent to return must be made to the superintendent's office at 
least sixty (60) days prior to the stated date of return from said leave or forfeit the right to return. 

F. Upon return from a leave of absence, a teacher shall be assigned to the former position. if 
available. or a substantially similar position. 

G A teacher may use accumulated sick days up to the starting date of the leave provided he/she 
performs all contractual duties and responsibilities. 

H. Teachers on unpaid leave of absence who desire to maintain their medical insurance may, subject 
to the provisions of the carrier. make provision for payment of the premium. The Board has no 
obligation to pay any insurance premium for a teacher on unpaid leave of absence except as 
provided for in the Family Nledical Leave .-\ct. 
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ARTICLE 12 
VACANCIES AND TRANSFERS 

A The Board agrees to give notice of any vacancy in any teaching position to the President of the 
Association ten ( 10) days prior to filling the position or five (5) days in case of an emergency. 
Teachers desiring to be considered for any vacancy must apply in writing for the position to the 
Superintendent. Vacancies shall be filled on the basis of certification, qualification and 
seniority. Teachers who are interested in applying for a change in position shall submit a written 
request for transfer to the Superintendent informing him/her of such interest by the last day of 
school for teachers of each year. Should vacancies occur during the summer, the Association 
President shall be provided a notice of vacancy and a list of all teachers who submitted a request 
for such a position. Summer notices shall be mailed to the Association President's ;ast known 
address. If a teacher who does not receive a summer paycheck informs the superintendent in 
writing that they desire a copy of postings, the superintendent shall mail the job posting directly 
to the person so desiring a change in position. The Board agrees to mail summer postings with 
summer payroll. 

B . Vacancies occurring between August I and September 15 may be filled by the Board without 
regard to posting requirements. Notice of vacancies filled under this paragraph shall be given to 
the Association President or his/her designee. Any teacher who wishes to be considered for any 
vacancy which he/she may anticipate occurring during this period may submit a request to the 
Superintendent not later than June 1. Teachers submitting such requests will be automatically 
considered for any vacancy arising during the above period. 

C. The Board agrees to give first consideration to its own personnel for the filling of vacancies; 
however, the filling of vacancies is solely a responsibility of the administration. 

D . Any new positions shall be posted with accompanying job descriptions. The Board supports a 
policy of considering filling vacancies. including supervisory positions, from within its own 
teaching staff but is not required to do so. 
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ARTICLE 13 
SCHOOL IMPROVEMENT 

A The Board, Administration. Teachers and Association recognize the necessity of maintaining an 
on-going District-wide and individual building school improvement process and the importance 
of continued recognition and development of quality educational services as a priority and-shared 
goal of the parties. 

B . The term School Improvement Plan as used in this Article shall mean and apply to a School 
Improvement Plan as provided in Public Act 197 of 1989 and P.A. 25 of 1990 as amended in 
1991 and in NCA Accreditation requirements. 

C. The Board and Association recognize that the terms and conditions of the collective bargaining 
agreement will govern with respect to wages. hours and other conditions of employment and that 
the terms of the contract shall not be altered or modified through the school improvement process 
unless mutually agreed to in writing by both parties. In the event of an irresolvable conflict 
between a school improvement plan and the collective bargaining agreement, the collective 
bargaining agreement shall prevail. 

D . For school improvement to be successfu_l. all parties should be committed and involved in the 
process. While the involvement for teachers in the school improvement process shall be 
primarily voluntary, there may be times that all staff may be required to participate. Should 
school improvement meetings or activities be scheduled during an employee's regular work day, 
the employee shall not suffer loss of pay to attend such meetings or activities. 

E . Should school improvement activities be requested by the Administration on days other than 
those in the normal school calendar (i.e. summer. spring vacation. winter vacation) the staff 
participating will be compensated at $85.00 per day in or equivalent comp time not to exceed two 
days during the current school year requested by the teacher and scheduled through the 
Administration. Participation under this Section E shall be strictly voluntary. 

F . The Superintendent shall provide copies of all building level School Improvement Plans, Annual 
Educ~tion Reports. other reports. recommendations of the committees. and meeting minutes that 
are produced to the Association within a reasonable time upon request. 

G . It is understood that School Improvement Committees will not address grievances of the Nfaster 
Agreement, will not evaluate individual employee performance. will not address discipline of 
employees. and will not address discipline of employees, and will not address wages or fringe 
benefits. 

H . The .-\ssociation President and Superintendent or their designees shall meet at the request of 
either party to discuss any concerns or problems which may arise under this article. 
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ARTICLE 16 
EARLY RETIREMENT INCENTIVE 

Any teacher who is eligible to retire under the Michigan Public School Employees Retirement System 
and has not less than ten (I 0) consecutive years of service as a teacher in the Suttons Bay Schools shall 
have the option to be granted an early retirement supplemental pay incentive equivalent to the purchase 
of universal buy-in credit subject to the following conditions: 

Conditions 

A . An employee must retire and not accept a position that is covered by the MPSER Act. 

B . An employee must be at the top of the salary schedule. A less than full-time teacher will 
be prorated for full dollar amount according to employment time. The Board of Education 
shall have the sole right to waive this requirement when there is a substantial savings to 
the district and in the Board's opinion is in the best interest of the district: The Board's 
decision shall be final and binding. 

C. Employees who opt for the retirement incentive program must, for the purpose of 
continuity, complete the first semester or complete the entire year at the Board's discretion. 

D. The teacher, through requesting Board purchase of universal buy-in credit, agrees to 
accept such purchase as waiver/satisfaction of any other claim for compensation (e.g. 
unemployment comp., etc.) against the district. 

E. The declaration by the teacher to request early retirement shall be made not less than 
ninety (90) calendar days prior to the end of the school year immediately preceding the 
year of retirement. The Board shall have the option to waive this requirement when in 
their judgment it is in the best interest of the district. Their decision shall be final and 
binding. 

F. No more than three (3) teachers shall be allowed early retirement in any one school year. If 
more than three (3) teachers select early retirement in one year, the Board may grant more 
than three (3) at its discretion. 

2. Benefit Allowance 

The reimbursement for the purchase of universal buy-in credit shall provide not more than either: 

A. Three (3) years of credit to staff up to thirty (30) years service credit or; 

B. One ( 1) year of credit to staff with over thirty (30) years of service credit including at least 
20 years in the Suttons Bay School district and be taken within the first five years beyond 30 
years of service credit. 
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ARTICLE 17 
DUES, FEES, PAYROLL DEDUCTIONS 

A. Within 30 days of active employment. any teacher may sign and deliver to the Board. an 
authorization for payroll deduction of local. state and national Association membership dues. 
Such authorization shall continue in effect from year to year unless revoked in writing. Pursuant 
to such authorization, the Board shall deduct a pro-rated share of such dues from each salary 
check. 

·1 . Deductions for teachers employed after the commencement of the school year shall be 
appropriately pro-rated. 

2. Payment of dues deductions shall be made monthly to the Sunons Bay Education 
Association/NMENMENNEA. 

B . Those employees who are members of the Association shall, as a condition of employment 
continue membership in the Association or pay a representation fee. Present employees shall 
have the option of: ( 1) becoming SBEA members, (2) becoming representation fee payers, or (3) 
making special project payments to the Association in the amount equivalent to the current 
representation fee. An employee who selects options 1 or 2 shall no longer be eligible for option 
3. The fees paid by the non-members to the SBEA shall be deposited in an account for local 
school educational projects and dispersed for that purpose only. The SBEA membership shall 
determine the projects making notification to the Board no later than June 30th annually. 

The above options l, 2. 3 are available to staff contracted prior to the date of 6/30/95. On[y 
options I and 2 are available to staff contracted after 6/30/95, 

Any bargaining unit member who is not a member of the association in good standing or who 
does not make application for membership or choose option 3 above within thirty (30) days from 
the first day of active employment shall. as a condition of employment, pay a representation 
benefit fee to the association pursuant to the association "policy regarding objections to political 
ideology expenditures " and the administrative procedures adopted to that policy. A 
representative benefit fee shall not exceed the amount of the association dues collected from the 
association members. The bargaining unit member may pay such fee directly to the association 
or authorize payment through payroll deduction as herein provided. in the event that the 
bargaining unit member shall not pay such representation fee directly to the association or 
authorize through payroll deduction the employer shall. upon completion of the procedures 
contained in paragraph E and pursuant to NfCLA 308.477; MSA 17.1277 (7) and at the request of 
the association deduct the representation benefit fee from the bargaining unit member's wages 
artd remit same to the association. 

C. The Association shall hold the Board harmless for any and all claims. demand suits. or other 
forms of liability by reason of action taken or not taken by the board or its designated agents for 
the purpose of complying with the provisions of the agency shop :1greement herein contained. it 
is understood that the Association shall have the right to comprise claims which may arise under 
this save harmless clause and shall provide the attorney or pay for the board designated attorney 
to defend the Board and its designated agents . 

...... ~ .. - -
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D. The Association has established a "Policy Regarding Objections to Political Ideology 
Expenditures." The policy (a copy of which shall be provided to the Board and each non
bargaining unit member by the Association) and the administrative procedures (including the 
timetable for payment) pursuant thereto applies only to non-association bargaining unit members. 
The remedies set forth in such policies shall be exclusive and unless and until such procedures, 
including any administrative or judicial review thereof shall have been availed of and exhausted, 
no dispute, claim or complaint by an objecting bargaining unit member concerning the 
application and interpretation of this article shall be subject to the grievance procedures set forth 
in this agreement or any other administrative or judicial procedure. 

E. The Association, in all cases of mandatory fee deduction pursuant to MCLA 408.477; MSA 
17.277 (7), shall notify the bargaining unit member of noncompliance by certified mail, return 
receipt requested. Said notice shall detail the noncompliance and shall provide ten (1 0) days for 
compliance and shall further advise the recipient that a request for wage deduction may be filed 
with the Board in the event compliance is not effected. If the bargaining unit member fails to 
remit the service fee or authorize the deduction for same. the Association may request the Board 
to make the deduction. The Board, upon receipt of the request for an involuntarY deduction, 
shall provide the bargaining unit member with opportunity for a due process hearing limited to 
the question of whether or not the bargaining unit member has remitted the service fee to the 
Association or authorized payroll deduction for same. 

F. Due to certain requirements established in recent court decisions, the parties acknowledge that 
the amount of the fee charged to non-members along with other required information may not be 
available and transmitted to non-members until mid-school year. Consequently, the parties agree 
that the procedures in this article relating to the payment or nonpayment of the representation fee 
by non-members shall be activated thirty (30) days following the association's notification to 
non-members of the fee for the given school year. In such event. it is agreed that the employee 
remains obligated for the entire annual representation fee. 

G. The Board agrees to provide the services mentioned above without charge to the Association. 
An alphabetical list of the names and addresses of all employees from whom deductions have 
been made shall be provided yearly. Any additions or deletions shall be communicated to the 
Association within five (5) work days of the change. 

24 



ARTICLE 18 
DURATION 

This Agreement shall become effective September 1, 1997 and shall expire on August 31, 2000 this 
Agreement shall not be extended verbally and shall expire on the date herein specified. 

WITNESSETH 

NORTHERN MICHIGAN EDUCATION 
AS SOCIA TION/MEAINEA 

President, NMEAIMEA/NEA 

NMEA Director 

Chief Negotiator 

Chairperson, Negotiations Committee 
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SUTIONS BAY BOARD OF 
EDUCATION 

President 

Secretary 

Treasurer 

Chief Negotiator 
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The Board will pay an additional $400 for teachers having twenty (20) or more approved semester hours taken after certificate. (BA 20) 

The Board will pay an additional $800 for teachers having forty (40) or more approved semester hours taken after certificate. (BA 40) 

The Board will pay an additional $500 over the MA column for teachers having ten (10) or more approved semester hours earned 
after the attainment of the Masters Degree. (MA 1 0) 

The Board will pay an additional $750 over the MA column for teachers having twenty (20) or more approved semester hours earned) 
after the attainment of the Masters Degree. (MA 20 

The Board will pay an additional $1000 over the MA column for teachers having thirty (30) or more approved semester hours earned 
after the attainment of the Masters Degree. (MA 30) 

.. 
The Course Approval Form is enclosed as an addendum to this contract. 
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SCHEDULE B 
EXIRA CURRICULAR 

Nothing contained in the extra curricular schedule shall guarantee that the positions 
listed shall be filled. nor prohibit the addition of additional personnel in any capacity. The 
Association agrees that Schedule ·s· positions are assigned on a yearly basis without 
tenure. In addition to the basic teacher salary as provided in Schedule A there shall be 
paid the following further sums: 

ACTIVITY % OF BASE SALARY 
Varsity Football 11 
Assistant Football 8 
JV Football Head 6 
JV Football Assistant 4 
Middle School Football (Head 4%. Asst 3%) 7 
Flag Football (2 positions 3% and 1 % each) 4 
Soccer Var-JV-MS 8-6-3 
Golf 6 
Cross Country Coach (if full boys & girls teams) 8 

(if not full boys & girls teams) 6 
Cheerleading Coach (fall) 3.5 
Cheerleading Coach (Winter) 4.5 
Varsity Basketball 11 
JV Basketball 8 
9th Grade Basketball 6 
7th & 8th Grade Basketball (4% each) 8 
Elementary Basketball 2 
Volleyball Var-JV-9TH-MS 10-7-5-3 
Ski Team Coach 6 
Baseball Cocch Var-JV 8-6 
Softball Coach Var-JV 8-6 
Track Coach Head-Asst 8-6 
Middle School Track (Boys & Girls 3<7'o each) 6 
Music Director 11 
Elementary Vocal Music 2 
Project HERO 4 
Yearbook - High School 4 
Yearbook - Middle School or Elementary 1 each 
School Sanctioned Clubs (Ski Club. SPA. SAAD, French, Spanish, Etc.) 2 
High School Play Director 3.5 
Middle School Play Director 2.5 
Driver Education (hourly rate) .059 in 97-98, .063 in 98-99 & 99-2000 
·senior Class Advisor (Plus .5% if a Senior trip is scheduled) 3.5 
·Junior Class Advisor 2.5 
·sophomore & Freshmen Class Advisors 2 
·sixth, Seventh & Eighth Grade Class Advisors 1 
·student Council HS - MS 4 - 2 
·National Honor Society 2 
Mentor Teacher 2 

In the event no bargaining unit member volunteers for the positions marked with a ..... the 
Association agrees it will select suitable persons from the bargaining unit to fill such 
positions on a yearly basis. 
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Internal Substitution Internal subbing will be paid at S 13.00 per hour unless comp time is 
requested in writing by the teacher. The date of use of comp time 
must be approved in advance by the building administrator. 

Music Director The Schedule B position of music director, choir, marching band, 
and stage band are included in the job description of music 
instructor and considered part of that position. 

Evaluations of Schedule B coaching positions shall be made within 6 weeks of the close 
of the season. Recommendations for continuance or non-continuance in position will be 
made as a part of the evaluation. 

The Association agrees that the Board may cancel an extracurricular program but not in 
an arbitrary or capricious manner and further agrees that the Board may allow 
responsibilities for a particular activity to be shared by more than one teacher. 
Percentages paid will be pro-rated according to the contracted salary percentages. 
The Association agrees that Schedule B positions are assigned on a yearly pasis. 

NOTE: Pay shall be determined on the above schedule by multiplying percentage 
assigned to the positions. 

YEARS IN SPORT /ACTIVITY STEP ON THE BA SCALE 
1-3 years 
4-6 years 
7-9 years 
10-12 years 
13 or more 

1 
2 
3 
4 
5 

The experience factor only applies to Football, Basketball , Baseball, Softball, Volleyball, 
Track, Skiing, Cross Country, Golf, Soccer, Cheerleading, Music Director, and Driver 
Education. Credit will be given for experience in the particular assignment while 
teaching/coaching at Suttons Bay. 

To compute the Driver Education hourly rate in accordance with the above year in 
sport/activity in step of the BA scale, a factor of .00059 in 1997-98 and .00063 in 1998-99 & 
1999-2000 will be applied. (Example: A person with 8 years Driver Education experience 
would use Step 3 of the BA scale X .00059 or .00063 to compute his/her hourly rate.) 

Teachers not qualified for experience factors shall be paid at BA 1. 

A coach moving to the next higher level position within the same sport will be placed at 
Step 2 of the new position provided he/she has at least the number of years experience 
to qualify for such placement. A coach moving to a lower level position within the same 
sport will be given full experience credit. 

Final payment for Schedule B duties shall be paid only after all equipment is stored and 
inventories completed. 

NOTE: If, during the life of this agreement, new activities are added to Schedule B, no 
salary shall be paid for such positions prior to consultation regarding the amount with the 
Association. Nothing shall preclude the possibility of this salary being subject to further 
negotiation at the next regular negotiating period. 
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ARTICLE 10: SECTION E 

SUTTONS BAY PUBLIC SCHOOLS 
APPROVED ABSENCE REQUEST FORM 

Approved Absence Days: At the beginning of each school year, each teacher shall be granted two (2) 
non-cumulative Approved Absence Days to conduct business which cannot be conducted outside 
regular school hours. The use of Approved Absence Days shall be subject to the following conditions: 

1) Notification must be made in writing stating the reason for the requested absence to the 
Superintendent or his/her designee at least twenty-four (24) hours prior to the day requested using 
the Approved Absence Request Form (Appendix D). 

2) Approved Absence Days shall not be used for fmancial gain or recreational (hunting, camping, 
shopping, etc.) purposes. 

3) Approved Absence Days may not be taken the day before or day after a holiday or· vacation period. 
Leaves may not be taken the first day of the school year or the last day of the school year. 

4) Exceptions to the above provisions may be granted on a case-by-case basis by the Superintendent 
whose decision shall be fmal. 

5) Improper use of approved absence days by an employee will result in a dock day(s). 

************************************************************************************ 

I hereby request a leave of absence on to 
conduct business which cannot be conducted outside regular work hours. 

This absence is for a __ Full Day; __ AM Half Day; __ PM Half Day 

Thereasonforthisabsenceis -----------------------------------------------------------------------------------------------

This request is being made in accordance with ARTICLE l 0, SECTION E and 
I attest that the above conditions are met as stipulated. 

Signed Date ____ _ 

Principal Approval Date _____________ ____ 

Superintendent Approval Date --------------
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SUTTONS BAY PUBLIC SCHOOLS 
COURSEAPPROVALFORM 

ARTICLE XIV: SECTIONS D & E 
Teachers who complete academic courses for additional compensation on the salary schedule will be so 
advanced provided all courses are completed and an official transcript is provided to the superintendent 
not later than the first teacher work day of the school year. Courses completed during the school year 
which require advancement will not entitle the teacher to advancement until the start of the next school 
year. 

All course work for advancement on the salary schedule must receive prior approval of the superintendent. 

TEACHER NAME ------------ DATE SUBMTITED ------

COURSE NUMBER----- COURSE TITLE--------------

INSTITUTION-------------- INSTRUCTOR--------

COURSE DESCRIPTION: 

TYPE OF CREDIT: __ UNDERGRADUATE ___ GRADUATE 

SEMESTER HOURS __ _ OR TERM HOURS ____ * 
*Term hours will be translated to semester hours using 3:2 ratio. 

COURSE DATES _________________ _ 

SUPER~~ENTAPPROVAL ____________ __ DATE ____ _ 

************************************************************************************ 

COURSE COMPLETION FORM 

The above listed course was completed on------------ GRADE ____ _ 

Please attach a copy of grade report form or transcript. 

Date submitted---------

************************************************************************************ 

PERSONNEL FILE FORM 

Present salary scale status: BA BA+20 MA MA+lO MA+20 MA+30 

Previous semester hours beyond BA or Y1A ----------

New salary sc:1le status: BA BA+20 MA MA+lO MA+20 MA+30 

Present semester hours beyond BA or i\-1A -----------
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Grievance # __ _ 

SUTTONS BAY PUBLIC SCHOOLS 
GRIEVANCE FORM 

SchoolYeM --------- Date Filed --------

NameofGrievant ----------------------------------

Association Representative ------------------------------------------------------

Date Grievance Occurred ----------------------------

Statement of Grievance ---------------------------------------------------------

(Use additional sheet if necessary) 

Relief Requested ----------------------------------------------------------
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STEP ONE 

DISCUSSION WITH PRINCIPAL 

A. Date of Meeting ------------------------------

8. D~~~tionby Principal---------------------------~ 

Signature of Principal 

STEP 1WO - SUPERINTENDENT 

A. Date of Meeting -------------

Date 

Date Received ------

8. D~p~itionbySuperin~ndeM ------------------------~ 

Signature of Superintendent Date 

STEP THREE - BOARD OF EDUCATION 

Date Received ------

A. Date of Meeting ----------------

B. Disposition by Board -----------------------------

Signature of Board President Date 

STEP FOUR - ARBITRATION 

A. Date of Notification to Board -------------

B. Date of Hearing ------------------

C. Award (Attach award of arbitration) ___ ---------------------

D. Date Award Received -----------------
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SUTTONS BAY PUBLIC SCHCOLS 
MINIMUM PERFORMANCE APPRAISAL FORM 

This appraisal form is part one of a two part system. The assessment of minimal expectations includes, 
but is not limited to the following list. The supervisor will indicate "satisfactory" or "unsatisfactory" with 
a "S" or a "U". Any "U" indication must have deficiency noted including suggestions for improvement. 

NAME GRADEJSUBJECT --------

SCHOOL DATE -------------------------

____ 1. Meets with and instructs the students in the locations and at the time designated 
according to contractual obligations and expectations. 

____ 2. Develops and maintains a classroom environment conducive to effective-learning within 
the limits of the resources provided by the District. 

____ 3. Prepares for assigned classes and shows written evidence of preparation upon request of 
the immediate supervisor. 

____ 4. sets and maintains high standards of classroom behavior. 

____ 5. Provides an effective program of instruction in accordance with the curriculum. 

____ 6. Strives to implement by instruction the District's philosophy of education and to meet 
instructional goals and objectives. 

____ 7. Takes necessary and reasonable precautions to protect students, equipment, materials and 
facilities. 

____ 8. Maintains records as required by law, District p'olicy, and administrative regulations. 

____ 9. Assists in upholding and enforcing school rules and administrative regulations. 

___ 10. Makes provision for being available to students and parents for education related 
purposes when necessary and under reasonable terms. 

___ 11. Attends and participates in faculty and department meetings. 

___ 12. Cooperates with other members of the staff in planning instructional goals, objectives 
and methods. 

___ 13. Assists in the selection of books, equipment and other instructional materials. 

___ 14. Establishes and maintains cooperative professional relations with others. 

___ 15. Performs related duties as assigned by the administration in accordance with the District 
policies and practices. 

___ 16. Uses good judgment. 
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___ 17. Works in a collegial relationship with the building administrator for improvement of 
teaching. 

___ 18. Provides for individual differences in students. 

___ 19. Grooming and general appearance are appropriate. 

CO~ENTS: -----------------------------------------------------

This appraisal has been reviewed with me. However. my signature does not necessarily indicate my 
agreement with the results. 

Appraised Teacher ------------------ Date --------

Supervisor-------------- Position--------- Date 

34 



AUGUST 
SMTWTFS 

1 2 
3 4 5 67 89 
10 11 12 13 14 15 16 
17 18 19 20 21 22 23 
24 (12 26 27 28 ® 30 
31 

SEPTEMBER 
SM TWTFS 

(I7 2 3 4 5 6 
7 8 9 lO 11 12 13 

14 15 16 17 18 .MJ 20 
21 22 23 24 25 26 27 
28 29 30 

OCTOBER 
SMTWTFS 

1 2 3 4 
5 6 7 8 9 10 11 
12 13 14 15 16 J1]18 
19 20 21 22 23 24 25 
:6 27 28 29 30 31 

NOVE\tlBER 
SMTWTFS 

l 
"'34~K.::rs 
9 10 11 12 13 14 15 

16 IT71 18 19 .20 21 22 
'--' ~' 23 24 25 26 C]J~29 

30 

DECEMBER 
SMTWTFS 

1 2 3 4 5 6 
7 8 9 10 11 ~ 13 

14 15 16 17 18 19 20 
21@G;·@~@27 
28®@® 

JANUARY 
s M T w T F s 

(Li ~ 3 
4 5 6 7 g 9 10 
II 12 13 14 15 ).6 17 
l 3 19 20 21 

..,_, .., ... 24 -- _.) 

:5 26 :-:- .:3 "'9 .J!J1 ~. - -1 

SUTTONS BAY SCHOOLS 
1997-98 

8/25 Staff Orientation Day 

8/26 First Student Day 

8/29-9/1 Labor Day Recess, no school 
Week of Sept 15 12:30 Early Release Inservice Day 
Week of Oct 13 12:30 Early Release Inservice Day 

10/31 End of yfarking Period 

11/5-7 Parent-Teacher Conferences 

11/17 Teacher Inservice Day 

11/27-28 Thanksgiving Vacation 
Week of Dec 8 12:30 Early Release Inservice Day 

12/19 

1/S 

1116 

Winter Holiday begins after full 
day of classes 

School Resumes 

End of Semester -1/2 day students, 
Full day staff 

Week of Jan 16 12:30 Early Release Inservice Day 

.2/16 Presidents' Day, No school 
\V eek of Feb 23 12:30 Early Release Inservice Day 

3 4-6 Parent-Teacher Conferences 
\V eek of :VIar 16 12:30 Early Release Inservice Day 
3/27 Spring recess begins after full day 

of school 
4/6 School resumes 

4/10 Spring Holiday Half Day For All 
Week of .-\pr 20 12:30 Early Release lnservice Day 
Week of :VIay 11 12:30 Early Release Inservice Day 
5/25 :VIemorial Day 

6/4 Last scheduled day of school 
Half day students/Full day staff 

6/5 Teacher Work Day 
Graduation Day 

I 81 Student Days 
183 V: T c~cher Contract Days 
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The school district shall be entitled to reschedule any days/hours lost in the l!vent school is closed for reasons which do not allow such 
days/hours to be counted J.S student instruction by the State Ot:!p:J.rtment o r" Education. The rescheduling of such days/hours shall not 
entitle employees to :J.dditional compensation. 
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SUTTONS BAY SCHOOLS 
1998-99 

8/31 Staff Orientation Day 

9/1 First Student Day 

9/4-9/7 Labor Day Recess, no school 
Week of Sept :!1 12:30 Early Release Inservice Day 
Week of Oct 19 12:30 Early Release Inservice Day 

1116 End of .\'larking Period 

11/11-13 Parent-Teacher Conferences 

11/16 Teacher Inservice Day 

11126-27 Thanksgiving Vacation 
Week of Dec 7 12:30 Early Release Inservice Day 

12/23 

114 

1122 

Winter Holiday begins after full 
day of classes 

School Resumes 

End of Semester -1/2 day students, 
Full day staff 

Week of Jan 25 12:30 Early Release Inservice Day 

2115 Presidents' Day, No school 
Week of Feb :!2 12:30 Early Release Inservice Day 

3/3-5 Parent-Teacher Conferences 
Week of :\Iar 15 12:30 Early Release Inservice Day 
3/26 Spring recess begins after full day 

of school 
4/5 
4/6 

Snow Day .Yiakeup 
School resumes 

Week of .-\pr 19 12:30 Early Release Inservice Day 
Week of .\'lay 10 12:30 Early Release lnservice Day 
5/31 :\-Iemorial Day 

6/4 Graduation Day 
6/9 Last scheduled day of school 

Half day students/Full day staff 

6/10 Teacher Work Day 

1 s: Student Days 
185 T ~acher Contract Days 
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The school disr.rict shall be entitled to reschedule any days/hours lost in the event school is closed for reasons which do not allow such 
days/hours to be counted as student instruction by the State Department or Education. The rescheduling of such days/hours shall not 
entitle employees to ::tddition::tl compensation. 
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1999-2000 

8/30 Staff Orientation Day 

8/31 First Student Day 

9/3-9/6 Labor Day Recess, no school 
Week of Sept .!0 12:30 Early Release Inservice Day 
Week of Oct 18 12:30 Early Release Inservice Day 
1115 End of y[arking Period 

11110-12 Parent-Teacher Conferences 

11115? Teacher Inservice Day 

11125-26 Thanksgiving Vacation 
Week of Dec 6 12:30 Early Release Inservice Day 

12'22 

1/3 

1/21 

\Vinter Holiday begins after full 
day of classes 

School Resumes 

End of Semester -1/2 day students, 
Full day staff 

Week of Jan 14 12:30 Early Release Inservice Day 

2'21 Presidents' Day, ~o school 
Week of Feb 14 12:.30 Early Release Inservice Day 

3/1-3 Parent-Teacher Conferences 
Week of :\far 13 12:30 Early Release Inservice Day 
3/27 Spring recess begins after full day 

of school 
4/3 
4/14? 

School resumes 
Spring Holiday 

Week of .-\pr 17 12:30 Early Release Inservice Day 
Week of yfay 8 11:30 Early Release Inservice Day 
5/29 ~Iemorial Day 

6/2 Graduation Day 
6/8 Last scheduled day of school 

Half day students/Full day staff 

6/9 Teacher Work Day 
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The school distnct shall bt! ~ntitled to rescht!du1e any jays/hours !ust in :he ~!vent school is closed for reasons which do not J.llow such 
days/hours to bt! ..:ounted J.S student insrruc~ion by me Stare Ot!p::mmenr uf Education. The rescheduling of such days/hours shall not 
>!ntirle employees to J.ddirional compensation. 
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