q052- é K?O/?{A !

SECRETARIAL/CLERICAL NEGOTIATIONS AGREEMENT
BETWEEN

THE BOARD CF EDUCATION

|
g

AND

THE LAKEVILLE EDUCATIONAL SECRETARIES ASSOCIATION

JULY 1, 1991 THROUGH JUNE 30, 1994

LAKEYILLE COMMUNITY SCHOOLS
&-11107 Washburn Road
Ofisville, Michigan 48463

Michigan State Unive sity
LAB‘_."M ANL "JL‘-..-D'_QIP&
RELATIONS LIBRARY




I NDEX

ARTICLE I - PURPOSE. . . . e s s+ s s e s s s s s e e = & @ s+ e
ARTICLE II - NON- DISCRIMINATION. % & @ @ % B & @ R 8 e 88 o @ @
ARTICLE III - RECOGNITION AND DEFINITIONS. . . . . . . . .

Section 1 - Regular Full-Time Secretarial/Clerlcal Personnel.
Section 2 - Regular Part-Time Secretarial/Clerical Personnel.
Section 3 - Temporary - Substitute Employees. . . . « « .« .
Section 4 - Probational Secretarial/Clerical Personnel.
Section 5 - The Terms "Board" and "Association" . .

ARTICLE IV - BOARD RIGHTS AND RESPONSIBILITIES . .
ARTICLE V - LEAVE PROVISIONS .
Section 1 - Attendance. .

. . . - - - . .

. & o = @
L N A
" s " s 8 »
® & 8 B * =

- -
- - - - . - - - . -
- .
-

Section 2 - Sick Days . . R R . .

Section 3 - Personal Days o d o e B a8 . i 'y & #@
Section 4 - Funeral DayS. . « « « « o « « = . o & o m w
Section 5 - Unpaid Leaves of Absence. . . . % i e .
Section 6 - Jury Duty . . . 6w ow ow s e e . . & .

ARTICLE VI - SENIORITY . . . . .
Section 1 - Probationary Peri

Section 2 - Seniority Dates
Section 3 - Seniority List.
Section 4 - Layoff and Recall
Section 5 - Loss of Seniority
ARTICLE VII - TRANSFERS AND VACANCIES
Section 1 - Transfers . . . . .
Section 2 - Job Posting . . . . .
Section 3 - Aptitude and Skill Tes
Section 4 - Selection . . o @
ARTICLE VIII JOB CLASSIFICATION WORK YEAR AND WORK DAY.

. . . .

d
E

L] L] L] L] L] . .
" & & & ® & & 8 & & & @
LI T T T R R N |
e & = 8 8 = % »
. . L] . L] . . L

. L] L] .

S

-
-
-
-
-
-
.
L]
-
.
.
-
-
.
-
-
.
. . . -
-

e (T e o o o o o o »
- - - - - - - - - L]
- L] - L] - - - L] L] .
- L] - - L] - - L] - .
- L] - L] L] - - - . .
- L] - - L] .

. L] - - - .

. -

« & 8 & 8 8 & = = *® =

3 . . L]
.
.

I e e ol e e e e e e e e e e e el
CWVWNJOOUBLEBEWWWWWNHROOM®O-Jo U101 s B WK

Section 1 - Length of Work Year and Work Day. . . . . 5 Wi
SAction 2~ Hol¥davs: i s o 5 5 4 o 5 & & 9,5 & © w4 w0 .
Section 3 — WOrk Day. . « ¢ o « o o o o o o o o o o » . .
Section 4 - Overtime. . . . . . ke PR .
Section 5 - Rest Periods. . . . i . " .
Section 6 - Vacations . . . . . . :

ARTICLE X - GRIEVANCE PROCEDURE. . .
ARTICLE XI - FRINGE BENEFITS . . . .

MDD
MNP PRPROoOO

ARTICLE IX - WEATHER AND OTHER PERILS.

Section 1 - Medical Insurance .

® & 8 & & ® & & ® & & ® 8 @

ARTICLE XII - DURATION OF AGREEMENT. . . . . . .
SCHEDULE A-1 - SALARY SCHEDULE . . . . « « « + &

: : 25
Section 2 - Dental INSUTrANCe. . « o « « o o o o o = s o« &= . 26
Section 3 - Life Insurance. . . . - " S .
Section 4 - Long-Term Disability Insurance. . o -k .
Section 5 - Commencement of Insurance . . . . s p

WD N
Hwoo-JdJ



LAKEVILLE EDUCATIONAL SECRETARIES ASSOCIATION CONTRACT

It .is
harmonious
Board and

insure true

AGREEMENT BETWEEN
THE LAKEVILLE COMMUNITY SCHOOL DISTRICT,
hereinafter referred to as the Association.
ARTICLE I

PURPOSE

the purpose of this Agreement to promote and insure
relations, cooperation and understanding between the
the members of the Association covered hereby, to

collective bargaining, and to establish standards of

wages, hours, working conditions and other conditions of

employment.



LAKEVILLE EDUCATIONAL SECRETARIES ASSOCIATION CONTRACT

ARTICLE II

NON-DISCRIMINATION

The Board and the Association both recognize their
responsibilities wunder Federal, State and Local laws pertaining
to fair employment practices as well as the moral principles
involved in the area of Civil Rights. Accordingly, both parties
reaffirm - by this Agreement the commitment not to discriminate

against any person because of race, creed, color, religion,

national origin, sex, age or handicap.




LAREVILLE EDUCATIONAL SECRETARIES ASSOCIATION CONTRACT
ARTICLE III
RECOGNITION AND DEFINITIONS
‘ A, The Board hereby recognizes the Association as the
exclusive representative of all the secretarial/clerical
personnel (hereafter referred to as the employee) for the
purpose of collective bargaining, with respect to rates of
pay, hours of employment, and other conditions of employment,
except those listed in Paragraph B below:
B The following are excluded from the bargaining unit:

1 Secretary to Superintendent of Schools
2% Head Bookkeeper
3. Payroll/Fringe Benefits (Beginning July 1, 1992)

4, Assistant Superintendent’s Secretary (Beginning
July 1, 1992)

5. Accounts Payable/Receivable Clerk (Beginning
July 1, 1992)

6. Substitutes, and probationary employees
T Students

cs Definitions
Section 1 - Reqular Secretarial/Clerical Personnel:
Those employees who have established their seniority
and who are regularly assigned to an established
secretarial/clerical position. These employees are

covered by all provisions contained in this Agreement.




LAKEVILLE EDUCATIONAL SECRETARIES ASSOCIATION CONTRACT

Section 2 - Reqular Part Time Secretarial:

Clerical Personnel

Those employees who have established their seniority

and who are regularly assigned to less than a forty (40)
hour work week to an established secretarial/clerical
position. These employees are entitled to a pro-rated
portion of fringe benefits as follows:

Employees with five (5) hours or less - 1/2 fringe benefits,
employees with six (6) hours and up - full benefits.
Section 3 - Temporary — Substitute employees:

A substitute employee is one who is hired to replace a
regular employee on a day-to-day basis for less than

sixty (60) work days, after which time, said substitute
employee shall be designated a temporary employee.

A temporary employee is one who is_hired to replace a
regular employee for a specified period of time, more than
sixty (60) work days, but not to exceed one calendar year.
At the end of one calendar year the temporary employee shall
begin to accrue seniority. Eligibility for fringes shall
begin on the sixty-first work day. A temporary employee shall
not be hired to replace a regularly scheduled employee on

his/her non-scheduled work days unless the regularly scheduled

employee refuses additional days.




LAKEVILLE EDUCATIONAL SECRETARIES ASSOCIATION CONTRACT

Section 4- Probationa Secretarial/Clerical Personnel:

These employees have been employed to fill an established
secreta.rial/clerical position. They must sérve a probationary
period of sixty (60) work days. Upon satisfactory completion
of the probationary period these employees shall be eligible
for appropriate fringes. The employee’s seniority date will
be established as the first date worked in a probationary
position within the bargaining unit.

Section 5 — The Terms "Board" and "Association":

The terms "Board" and "Association™ shall include
authorized officers, representatives, and agents.

Despite reference herein to, the "Board" and

"Association" as such, each reserves the right to act

hereunder by committee, or designated representative.




LAKEVILLE EDUCATIONAL SECRETARIES ASSOCIATION CONTRACT

ARTICLE IV

i BOARD RIGHTS AND RESPONSIBILITIES

The Board, on its own behalf and on behalf of the electors
of the District, hereby retains and reserves unto itself, without
limitation, all powers, rights, authority, duties and
responsibilities conferred upon and vested in it by the laws and
the Constitution of the State of Michigan, and of the United
States.

The exercise of powers, rights, authority, duties and
responsibilities by the Board, 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 specific and express terms of this agreement in
conformance with the Constitution and laws of the State of
Michigan, and the Constitution and laws of the United States.

Nothing contained herein shall be considered to deny or

restrict the Board of its rights, responsibilities and authority

given by law.




LARKEVILLE EDUCATIONAL SECRETARIES ASSOCIATION CONTRACT
ARTICLE V
LEAVE PROVISIONS
Section 1
The Board and Association agree that regular attendance of
all employees is essential. Further, it is agreed that the
Leave Provisions here set forth provide for the reasonable
absences from work of employees. The Board reserves the
right to investigate suspected abuses of the leave
privileges and to require reasonable proof when evidence
exists that abuse has occurred. Furthermore, the Board has
the right, limited by the provisions of this agreement "and
applicable laws, to discipline employees for abuse of leave
privileges or for excessive absenteeism or tardiness. The
Board confirms the Association’s right to use the Grievance
Procedure when the Association alleges that the contract has
been violated in respect to leaves and absences of employees.
Section 2 - Sick Days:
A. Each regular employee shall be entitled to sick days
according to the folloﬁing schedule:
Less than full year personnel - 12 days per year
Full year personnel - 14 days per year
L These sick days may be used for personal illness
of employee or serious illness in the immediate
family. (Immediate family shall be defined as:

mother, father, sister, brother, spouse, child, or



LAKEVILLE EDUCATIONAL SECRETARIES ASSOCIATION CONTRACT
Section 2 — Sick Days: (Continued
step-child, mother-in-law, father-in-law, son-in-
law, daughter-in-law, grandparent, grandchild or
any permanent resident in the employee’s home.
A physician’s statement may be required in cases
where absence exceeds three consecutive days.

2. Employees will not be allowed sick days for

staying at home with their children with minor
childhood ailments. This is a personal
responsibility not covered by sick days, but may
be covered under personal affairs.
The employer may require the employee to submit a
physician’s verification that a member of the
employee’s immediate family is ill and that it is
necessary for the employee to be in attendance to
care for the immediate family member.

B. Each employee’s bank of accumulated sick leave will be
credited for the entire work year at the beginning of
each work year. In the event the employee’s employment
is terminated for any reason during the work year, an
adjustment will be made in his/her final paycheck for
sick leave already paid but not actually earned.

C. Under no circumstances shall sick time be used for
personal business, vacations, or purposes other than

those stated in Article V, Section 3.



LAKEVILLE EDUCATIONAL SECRETARIES ASSOCIATION CONTRACT

Section 2 - Sick Days: (Continued)

D. Employees who have been employed by the school district
for at least tenl(lo) years shall be paid twenty-five
(25%) percent for each accumulated sick leave day upon
termination.

Section 3 - Personal Days:

Each employee shall be entitled to use three (3) sick days

annually as personal business days for the reasons indicated

below. These days must be approved by the Superintendent, or

his designee, one (1) week in advance, whenever possible. In

the event these three (3) days are no£ used as personal business

days, they will remain in the sick bank. -

A. Religious obligations

B. Dental Appointment

C. Transaction of legal business
D. Registration for courses
E. Requests for approved leave for other reasons may be

submitted in writing to the Superintendent, or his
designee, for consideration.
Section 4 - Funeral Days:
An employee shall be granted up to five (5) consecutive work
days off without loss of pay for a funeral of an immediate
family member, as described below. (Spouse, father, father-
in-law, mother, mother-in-law, children, step-children,

grandchildren, brother, brother-in-law, sister, sister-in-law,

10



LAKEVILLE EDUCATIONAL SECRETARIES ASSOCIATION CONTRACT
Section 4 - Funeral Days: (Continued)
grandparents, niece, nephew, and any permanent resident in the
employee’s home. The first day off will commence on the first
day following the death of the immediate family member and shall
include non-scheduled work days. These funeral days will not be
charged as sick days. In the event that additional days are
needed, sick days may be used.
Section 5 — Unpaid Leaves of Absence:
Unpaid leaves of absence may be granted at the discretion of the
Superintendent, or his/her designee, not to exceed ten work days.
An unpaid leave of absence for more than ten working days
may be granted by the Board of Education upon application for a
period of up to one year with the assurance of returning to the
same or similar position. Employees extending a leave for
more than one (1) year shall have the assurance of returning to
the first open position for which the employee is qualified. An
employee shall request an uﬁpaid leave of ‘absence at least two
weeks in advance. In extreme and unusual circumstances, the
Superintendent may waive the two-week notification requirement.
Approval for leaves of more than sixty (60) work days shall be
submitted to the Association. It is the employee’s responsibility
to notify the Superintendent, or his/her designee, of the
employee’s intention to return to employment at least five days
prior to the expiration date of the Board approved leave.

Seniority shall continue to accumulate for approved continued

11



LAKEVILLE EDUCATIONAL SECRETARIES ASSOCIATION CONTRACT
Section 5 — Unpaid Leaves of Absence: (Continued)
absence for a period not to exceed six (6) months.
Seétion 6 — Jury Duty:
Employees requested to appear for Jjury qualification or
service shall receive their pay from the employer, up to a
period of forty-five (45) work days, for time lost as a
result of such appearance or service, less any compensation

received for such jury service. Any mileage received by the

employee for travel will not be considered compensation
affecting jury duty pay. Employees subpoenaed to appear in
court on behalf of‘the school district shall receive their pay
from the Board less any.compensation received from the Couft.
ARTICLE VI
SENIORITY
Section 1 - Probationary Period:
A newly hired employee shall be on a probationary status for the first
sixty (60) work days, taken from and including the first day worked
in an established secretarial/clerical position. If at any time prior
to the completion of the probationary period, the employee’s work
performance is documented as being unsatisfactory, he/she may be
dismissed by the Board, without appeal from the Association. Newly
hired employees who are absent during the first sixty (60) work days
of employment shall work additional days equal to the number of days

absent, and such employee shall not have completed.his/her probationary

period until these additional days have been worked.

12




LAKEVILLE EDUCATIONAL SECRETARIES ASSOCIATION CONTRACT

ARTICLE VI

SENIORITY
Section 1 — Probationary Period:
A newly hired employee shall be on a probationary status for
the first sixty (60) work days, taken from and including the first day
worked in an established secretarial/clerical position. If at any time
prior to the completion of the probationary period, the employee’s work
performance is documented as being unsatisfactory, he/she may be
dismissed by the Board, without appeal from the Association.
Newly hired employees who are absent during the first sixty (60) work
days of employment shall work additional days equal to the number of
days absent, and such employee shall not have completed his/her
probationary period until these additional days have been worked.
Section 2 — Seniority Dates:

Upon satisfactory completion of the probationary period, an
employee will be classified as a regular employee. The employee’s
seniority daté will be established as the first date worked in
the probationary position.

Section 3 — Seniority List:

The Board will make available annually upon request to the
Association a seniority list that will include the employees names
and seniority dates.

Section 4 — Lavoff And Recall:
Employees shall be laid off and/or transferred by seniority and

shall also be recalled by seniority for reinstatement or creation of

13




LAKEVILLE EDUCATIONAL SECRETARIES ASSOCIATION CONTRACT

Section 4 - Lavoff And Recall: (Continued)
bargaining unit employee returns as a substitute she/he shall retain
the step achieved during regular employment and shall be paid from the
salary schedule of the position temporarily assigned. Temporary help
brought in to assist the full-time regular staff during peak work
periods shall be paid at the rate determined above.
Section 5 - Loss of Seniority:

Employees shall'lose their seniority when they:

A. Voluntarily resign

B. Are Discharged for Just Cause

C. Fail to Return from Approved Leaves of Absence

D. Retire
ARTICLE VII

TRANSFERS AND VACANCIES
Section 1 — Transfers:
A, Within Unit:

The Superintendent may transfer employees from one position to
another, providing such employee is eligible and qualified for the
position to which the transfer is made. Transfers will be made only
after the employee has had the opportunity to discuss the proposed
transfer with the appropriate supervisory personnel. If an employee is
voluntarily transferred during the school year to a lower
classification, said employee’s annual salary will not be reduced for
the duration of that school year. If an employee 1is involuntarily

transferred to a lower classification, said employe’s annual salary

will not be reduced.




LARKEVILLE EDUCAEIQNAL SECRETARIES ASSOCIATION CONTRACT

Section 4 — Layoff And Recall: (Continued)
bargaining unit employee returns as a substitute she/he shall retain
the step achieved during regular employment and shall be paid from the
salary schedule of the position temporarily assigned. Temporary help
brought in to assist the full-time regular staff during peak work
periods shall be paid at the rate determined above.
Section 5 — Loss of Seniority:

Employees shall lose their seniority when they:

A. Voluntarily resign

B. Are Discharged for Just Cause

53 Fail to Return from Approved Leaves of Absence

D. Retire
ARTICLE VII

TRANSFERS AND VACANCIES
Section 1 - Transfers:
A. Within Unit:

. The Superintendent may transfer employees from one position to
another, providing such employee is eiigible and qualified for the
position to which the transfer is made. Transfers will be made only
after the employee has had the opportunity to discuss the proposed
transfer with the appropriate supervisory personnel. If an employee is
voluntarily transferred during the school year to a lower
classification, said employee’s annual salary will not be reduced for
the duration of that school year. If an employee 1is involuntarily

transferred to a lower classification, said employe’s annual salary

will not be reduced.




LAKEVILLE EDUCATIONAL SECRETARIES ASSOCIATION CONTRACT

B. Transfers OQut of Unit:

Any secretary accepting a position, voluntary or
involuntary, out of the secretarial/clerical unit, but within
this school district, shall freeze her years of seniority within
the unit at the time of leaving. Within a sixty (60) work day
trial period, she may return to her previous position without penalty.
Following this sixty (60) work day trial period, he/she may return to
an open poéition, for which he/she is qualified, in the
secretarial/clerical unit, with full rights and years on seniority as
of date of leaving. Effective date of the above, after Board
approval, shall be retroactive to date of hire into that position.
Section 2 - Job Posting:

A wvacancy shall be defined as a current or newly créated
position in the bargaining unit which the school is expecting to
fill and which is expected to last more than ninety (90) calendar
days. Vacancies or newly created positions shall be filled based
upon the criteria contained in Section 4 of this article.

All full-time secretarial/clerical vacancies and newly
created positions in the system shall be posted ten (10) working days
in each building and in the Superintendent’s Office. Secretaries on
vacation will be notified, via mail, of any postings. Applications
must be in writing and all current employees applying shall be
interviewed by the appropriate supervisor prior to final
selection. All applicants shall be notified, in writing, within two
weeks of final selection for the position.

15



L}KEVILLE EDUCATIONAL SECRETARIES ASSOCIATION CONTRACT
Section 2 - Job Posting (Continued)

Employees changing positions to a posted position will serve a
probationary period of sixty (60) work days. The Board and/or employee
shall have the right to revert back to the former position with no.loss
of seniority within the sixty (60) work day probationary period and all
other employees affected by the initial move shall also revert back to
their former positions.

Employees changing to a higher classification within the
bargaining unit shall be paid at the step of the position from which
he/she changed or the first step to which he/she is changing,

whichever is higher during the probztionary period.

Section 3 — Skill Tests:

All employees making application for a vacant or newly created
position shall be required to take common skills tests appropriate
for the position if the position requires additional skills not
utilized in present position. All applicants for vacant, temporary,
substitute, or hewly created positions who are not members of the
LakeVille Secretarial Association shall be required to take skills
tests. All substitute employees must pass the skills tests before
they are employed. Administration will provide a list of available
substitute personnel at the beginning of each school year.

Section 4 — Selection:

Selection of applicants for positions will be made by the
Board of Education or its designated representative and will be
based on all of the following criteria:

16



LAKEVILLE EDUCATIONAL SECRETARIES ASSOCIATION CONTRACT
Section 4 — Selection: (Continued)
A. Extent of experience and training'iwithin or without

the school district)

B. Length of service in the district

Cs Degree of skills and abilities

D Probability of success in assignment
E. Health and attendance

ARTICLE VIII

JOB CLASSIFICATION, WORK YEAR AND WORK DAY

Section 1 — Length of Work Year and Work Day:

A. S1 or Bl - Assistant Superintendent’s Secretary/
Purchasing, Payroll/Employee Benefits Clerk:
The work year for secretaries/clerks in S1 or Bl is 260
work days per year beginning July 1 and ending June 30.
Employees in this class will submit a planned work year
schedule for the ensuing year to their supervisor prior
to June 15. The schedule will indicate which days the
employee plans to work during the year. The
secretary’s/clerk’s supervisor will make the final approval
of the planned work year. (See Salary Schedules.)

B. S2 or B2 - Transportation/Warehouse Secretary, Accounts
Payable Clerk, High School Principal’s Secretary (210
days) . The work year for these employees, except High School

Secretary, in S2 or B2 is 260 work days per year beginning

17



LAKEVILLE EDUCATIONAL SECRETARIES ASSOCIATION CONTRACT
Section 1 - Length of Work Year and Work Day: (Continued)

July 1 and ending June 30. Secretaries/clerks in this class
will submit é planned work year schedule for the ensuing
year to their supervisor prior to June 15. The
schedule will indicate which days the employee plans to

work during the year. The employee’s supervisor will make the

final approval of the planned work year. (See Salary
Schedules.)
S3 or B3 - High School Secretary (Counseling), Middle

School Secretaries (2), Adult/Community Education
Secretaries (2), Special Education Secretary.

The employees in S3 or B3 work year is as per Salary Schedule.
Employees in this class will submit a planned work year
schedule for the ensuing year to their supervisor prior to
June 15. The schedule will indicate the appropriate number of
days as per Salary Schedule and which days the employee plans
to work during the year. The employee’s supervisor will make
the final approval of the planned work year.

S4 or B4 - Elementary Secretaries, Food Service/Sub
Coordinator Secretary, Career Education Secretary, Assistant
High School Secretary.

The work year for employees in S4 or B4 will be as per Salary
Schedule. Employees in this class will submit a planned work
year schedule for the ensuing year to their supervisor prior

to June 15. The schedule will indicate the number of days

18



LAKEVILLE EDUCATIONAL SECRETARIES ASSOCIATION CONTRACT
Section 1 - Length of Work Year and Work Day: (Continued)

as per Salary ‘Schedule and which days the employee

plans to work. During the school year these employee’s work
calendar will normally be the same as the teachers’ calendar.
The employee’s supervisor will make the final approval of the
planned work year.

S5 or C5 - Library Clerks.

The work year for employees in S5 or C5 is as per Salary
Schedule. Employees in this class will submit a planned work
year schedule for the ensuing year to tﬁeir supervisor prior
to June 15. The schedule will indicate the number of days
worked as per Salary Schedule and which days the employee
plans to work during the year. During the school year these
employees’ work calendar will normally be the same as the
teachers’ calendar. The employee’s supervisor will make the

final approval of the planned work year.

Section 2 — Holidays: (Effective July 1, 1985)

The employer will pay a normal day’s pay to full-year
employees for the following holidays, even though no work is
performed: Labor Day, Thanksgiving Day, Day after Thanksgiving,

Christmas Eve Day, Christmas Day, New Year’s Eve Day, New Year’s

Day, Good Friday, Memorial Day and July Fourth.

The employer will pay a normal day’s pay to less—than;full—

year employees for the following holidays, even though no work is

performed: Labor Day, Thanksgiving Day, Day after Thanksgiving,

19



LAKEVILLE EDUCATIONAL SECRETARIES ASSOCIATION CONTRACT

Section 2 - Holidays: (Continued)

Christmas Eve Day, Christmas Day, New Year’s Eve Day, New Year’s Day,
Good Friday, and Memorial Day.

Section 3 -~ Work Day:

The employees’ work day shall be eight hours and shall include a

paid lunch period of not less than thirty minutes. The lunch

~ period will be scheduled in accordance with the organizational
pattern best suited to the particular building and/or department.

Supervisors will attempt to keep interruptions during the lunch

period to a minimum.

Section 4 - Overtime:

Overtime work shall be voluntary except in emergencies as
determined by the Superintendent or his designee. All hours
worked beyond the regular work day of eight (8) hours shall be
paid at the rate of 150% of the regular hourly rate.

Section 5 — Rest Periods:

Employees shall be entitled to one (1) fifteen minute rest period

in the morning and one (1) fifteen minute rest period in the afternoon.

Section 6 — Vacations: (Effective July 1, 1985)

All twelve month employees covered by this Agreement who
have completed one (1) full year of service shall receive seven (7)
days vacation with pay, upon completion of two (2) years of service
shall receive ten (10) days vacation with pay, upon completion of four
(4) full years of service shall receive fifteen (15) days vacation

with pay, and upon completion of eight (8) full years of service

20




LAKEVILLE EDUCATIONAL SECRETARIES ASSOCIATION CONTRACT
Section 6 - Vacations: (Continued)
shall ‘receive twenty (20) days vacation with pay. Days are meant
to be working days.
Employees employed after July 1lst of any year shall receive paid
vacation days on a pro rata basis.
Employees voluntarily leaving this employment shall receive

vacation pay based on the pro ration.

ARTICLE IX
WEATHER AND OTHER PERILS
A. Whenever school is dismissed on a school session day because
of severe weather or other emergencies, all ten (10) month
employees covered by this Agreement will not be required to
report to work on all such days and shall be paid their
normal day’s pay even though no work is performed by the
employee with the following provision:
The Board shall be entitled to reschedule any days lost in
the event school is closed for reasons which do not allow
such days to be counted as days of student instruction.
Provided employees did not work on days so rescheduled, the
rescheduling of such days shall not entitle employees to
additional compensation.
B. On those days schools are not in session due to inclement
weather conditions, secretaries are not required to work
unless specifically requested to by their immediate

supervisor, or in the event that adverse weather conditions

21




LAKEVILLE EDUCATIONAL SECRETARIES ASSOCIATION CONTRACT
Weather and Other Perils: (Continued)
or other emergencies develop during the school day, and it
is determined to be too hazardous for the empldyees to re-
main in the building, and school is.dismissed, the employees
covered by this Agreement will be allowed to leave the
building after all of the students have been evacuated. The
employees covered by this Agreement will suffer no loss of
pay for all such days. If secretary is not requested to
work, any work that needs to be completed will be made up at
no additional cost to the district. If secretary is called
in and is not able to report, available personal leave and

vacation days may be used.

ARTICLE X

GRIEVANCE PROCEDURE
Section 1
An Association grievance is a difference between the Employer and the
Association which involves an employee or groups of employees and
concerns the interpretation or application of any provision of this
Agreement and may be processed directly to Step 2 of the Grievance
Procedure.
Section 2
Any employee grievance is a difference between the Employer and any
employee concerning the interpretation or application of any provision

of this Agreement. All employee grievances are to be initiated at Step

1.




LAKEVILLE EDUCATIONAL SECRETARIES ASSOCIATION CONTRACT
Section 3 - Grievance Procedure
The time elements in the steps can be shortened or extended by mutual
written agreement.
Section 4
For the purpose of processing grievances, working days shall be defined
as Monday through Friday, excluding all paid holidays.
Section 5
A grievance concerning alleged safety hazards may be processed directly
to Step 2 of the Grievance Procedure.
Section GI
Any Employee or Association grievance not presented for disposition
through the grievance procedure within five (5) working days of the date
of the occurrence of the conditions giving rise to the grievance, or
within five (5) working days of the date, it is reasonable to assume
that the employee or Association first became aware of the conditions
giving rise to the grievance, unless, the circumstances made it
impossible for the employee or the Association, as the case may be, to
know prior to that date that there were grounds for such a claim, the
grievance shall not hereafter be considered a grievance under this
Agreement.

Section 7

A. Step One
1 An employee having a grievance must present it orally to his

. supervisor. In the event an employee desires that an association

representative be present, he/she shall make his request through
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Section 7 - Grievance Procedure (Continued)

B.

1-

the supervisor.

In the event the grievance ié not settled orally by the
supervisor, the employee and/or association shall submit the
grievance in writing to the supervisor within three (3) working
days from the oral presentation. The employee and the
association representative shall sign the grievance forms.
The grievance forms must indicate (1) a statement of the
grievance and the facts upon which it is based and citing the
alleged violation(s) of this agreement, and (2) the remedy or
correction requested. The supervisor shall give his decision in
writing within three (3) working days. -

Step Two

Any appeal of a decision rendered by the immediate supervisor
shall be presented in writing to the Superintendent or his
designee within five (5) working days of the date of receipt of
the written decision of the immediate supervisor. The appeal
shall state the reason or reasons why the decision of the
immediate supefvisor was not satisfactory.

The Superintendent and/or his designee shall meet with the
Association Designee at a time mutually agreeable to

them, but no later than fifteen (15) calendar days following
receipt of the appeal.

The Superintendent and/or his designee shall then give his

decision in writing to the Association Designee within five
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Section 7 - Grievance Procedure (Continued)

(5) working days of the meeting.

c. Step Three
1. If the appealing party is not satisfied with the disposition of

the grievance by the Superintendent or his designee, then within
thirty (30) calendar days from the date of receipt of the
decision rendered by the Superintendent or his designee, the
grievance may be submitted to the Board of Education for a
hearing.

2. The Association shall have the right to have a representative
present during the Board of Education hearing.

3. The Board of Education shall render its decision in writing not
later than thirty (30) calendar days from the date of receiving

the grievance.
ARTICLE XI

FRINGE BENEFITS
Section 1 - Medical Insurance:

The employer shall pay the premiums for MESSA Super Med 1II,
or its equivalent. Employees who receive hospitalization
insurance coverage from a source other than through the school
district must elect either of the following:

i Drop the insurance coverage from the alternative
source, with adequate proof, and retain coverage solely
by the LakeVille Community Schools, or,

2, Drop coverage provided by the LakeVille Community

Schools and retain coverage through alternative
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Section 1 - Medical Insurance: (Continued)
sources. In lieu of dropping coverage provided by the
LakeVille Community School District, the employee shall

receive a tax sheltered annuity as follows:

Health Insurance $40 per month
Vision Insurance $10 per month
Dental Insurance $10 per month

Part-time employees annuity would be proratéd accordingly.

If changes in the family situation occur which cause the
employee or employee’s family to lose coverage, the employee shall be
entitled to coverage for self, épouse and children if not otherwise
covered.

The Board has the right to name the carrier for insurance
coverage. The health insurance coverage shall be made equivalent
to MESSA Super Med II. The name of said carrier to be determined
via the bid process but the Board shall not solicit bids from a
HMO carrier. The unit member maintains the right to retain their
own primary physician and/or the employees choice of doctors.

Section 2 - Vision Insurance:

The Board shall provide no less than Vision Service Plan 3, subject
to the rules of the insurance carrier.

Section 3 - Dental Insurance:

The Board shall provide DELTA full-family dental insurance
; "Plan A", or its equivalent subject to the rules of the insurance

carrier. In the case where both husband and wife are employed by
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Section 3 - Dental Insurance: (Continued)
the Board, double coverage will not be provided.
Section 4 - Life Insurance:

The Board will provide group term life insurance which has a
face wvalue of $50,000 and which provides double indemnity for
accidental death or dismemberment for all secretaries/clerks
subject to the rules of the insurance carrier.

Section 5 - Long-term Disability Insurance:

The Board will provide long-term disability coverage for all
secretaries/clerks at least the minimum rate of 66 2/3% to
commence on the 6lst calendar day of disability. This coverage
shall be subject to the rules of the carriers.

Section 6 — Commencement of Insurance:

All insurance protection shall commence in accordance with
-the provisions of the insurance carriers, but in no case later
than thirty (30) calendar days following the approval of this
agreement by the Board of Education and shall continue until a
new contract has been ratified.

A. For employees who have worked or have been paid sick leave for
at least one working day between the first and fifteenth day
of the month, all fringe benefits will be paid for which the
employee is eligible for that month only. When the
employee’s unpaid absence extends into the following month,

; fringe benefits shall be terminated effective with the first

day of the following month.
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Section 6 — Commencement of Insurance: (Continued)
B. For employees who have worked or have been on paid sick leave
. ' on or beyond the fifteenth calendar day of the month, fringe
benefits for that month and the following month will be paid
by the school district. Again, only those fringe benefits
for which the employee is eligible and in which he or she has
been enrolled, will be paid.
C. Employees have the option to continue or convert their health

and or life insurance at their own expense, subject to the

rules of the carrier.
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ARTICLE XII
DURATION OF AGREEMENT
Section 1.

If any provision of this Agreement, or any application of
the Agreement to any employee or group of employees shall be found
contrary to law, then such provision or application shall not be
deemed valid and subsisting except to the extent permitted by
law, but all other provisions or applications shall continue in
full force and effect.

Section 2.

This Agreement shall be effective as of July 1, 1991, and
shall continue in effect until the 30th day of June, 1994.

This Agreement shall not be extended orally, except by mutual consent,
and it is expressly understood that it shall expire on the date

indicated.

FOR THE LAKEVILLE BOARD OF EDUCATION:

| £/9/ 2+
Richard Shade, President Date
\I-{‘NAN—:H:#: é ,q Eq.-l/
Howz;? Merriman, Superintendent Date
W/ ARRTN 5/e7/22
C?ééf Negotiator Date
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FOR THE LAKEVILLE EDUCATIONAL SECRETARIES ASSOCIATION:

| Epsioe B Rhoade .

Member - Negotiatin Date

@nﬁéééw/ s AP T2
- Negotiating Committee Date

5-I27-972

Date

er - Negotiating Committee

Jjm:

(secre.con)




SCHEDULE A-1
SALARY SCHEDULE
EFFECTIVE 7/01/91

hwwnn Ull(nm o w

Step 1 Step 2 Step 3

POSITION Days Hourly Hourly Hourly
=1 ASSISTANT SUPERINTENDENT’S SECRETARY 250 10.43 10.68 10.92
-1 PAYROLL/FRINGE BENEFITS 250 10.43 10.68 10.92
-2 TRANSPORTATION/WAREHOUSE SECRETARY 250 9.74 10.00 10,23
-2 HIGH SCHOOL SECRETARY - PRINCIPAL 210 9.74 10.00 10.23
2 ACCOUNTS PAYAELE 250 9.74 10.00 10.23
-3 ADULT/COMMUNITY ED. SECRETARY 250 9.07 9.33 9.56
-3 HIGH SCHOOL SECRETARY - COUNSELOR 210 9.07 9.33 9.56
-3 MIDDLE SCHOOL SECRETARY 205 9.07 9.33 9.56
-3 SPECIAL EDUCATION SECRETARY 210 9.07 9.33 9.56
-4 ELEMENTARY SECRETARY 200 8.92 8.97 9.21
-4 ASST HIGH SCHOOL SECRETARY-ATTENDANCE 195 8.72 8.97 9.21
-4 CAREER EDUCATION SECRETARY 185 8.72 8.97 9.21
4 FOOD SERVICE SECRETARY 195 8.72 " 8.97 9.21
-5 LIBRARY CLERK - MIDDLE SCHOOL 190 8.38 8.63 8.87
-5 LIBRARY CLERK - HIGH SCHOOL 185 8.38 8.63 8.87

aaQ (?(nmm

When secretarial work year exceeds their regularly scheduled work days, vacation days
shall be granted on the basis of one (1) day vacation for every five (5) additional
days worked. When the secretarial work year exceeds 230 days, full-time fringe
package shall become effective. This provision does not apply to temporary
assignments outside of normal school year that employee has volunteered to perform.
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SCHEDULE A-2
SALARY SCHEDULE i
EFFECTIVE 7/01/92

Step 1 Step 2 Step 3
POSITION Days Hourly Hourly Hourly
S-2 TRANSPORTATION/WAREHOUSE SECRETARY 250 10.42 10.70 10.95
S-2 HIGH SCHOOL SECRETARY - PRINCIPAL 210 10.42 10.70 10.95
S-3 ADULT/COMMUNITY ED. SECRETARY 250 9.70 9.98 10.23
S§-3 HIGH SCHOOL SECRETARY - COUNSELOR 210 9.70 9.98 10.23
S-3 - MIDDLE SCHOOL SECRETARY 205 9.70 9.98 10.23
S-3 SPECIAL EDUCATION SECRETARY 210 9.70 9.98 10.23
S-4 ELEMENTARY SECRETARY 200 9.33 9,60 9.85
S-4 ASST HIGH SCHOOL SECRETARY-ATTENDANCE : 195 9.33 9.60 9.85
S-4 CAREER EDUCATION SECRETARY 185 9.33 9.60 9.85
S-4 FOOD SERVICE SECRETARY 195 9.33 9.60 9.85
C-5 LIBRARY CLERK - MIDDLE SCHOOL 190 8.97 9.23 9.49
C-5 LIBRARY CLERK - HIGH SCHOOL 185 8.97 9.23 9.49

When secretarial work year exceeds their regularly scheduled work days, vacation days
shall be granted on the basis of one (1) day vacation for every five (5) additional
days worked. When the secretarial work year exceeds 230 days, full-time fringe
package shall become effective. This provision does not apply to temporary
assignments outside of normal school year that employee has volunteered to perform.
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