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PREAMBLE

This agreement entered into this 4th day

of December ‘ 1961 by

and between the Beard of Education of the Andover

Regional School District, the Township and Borough

of Andover, New Jersey, hereinafter called the "Board"

and the Andover Regional Secretarial/Clerical

Personnel, hereinafter called Secretaries.

This contract represents the only agreement between
the parties as noted in Article I, governing rates
of pay, wages and terms and conditions of employment

of the employee.
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ARTICLE I
RECOGNITION

A. The Andover Regional Board of Education, in accordance with the
privilege extended by the Public Employment Relatione Commission
in N.J.A.C. 19:11-3.1, grants recognition to the Andover
Regional Education Association as the sole representative for
collective negotiations as a bargaining unit for the secretari-
al/clerical personnel noted below who work twenty houre or more
per week.

INCLUDING: Secretarial /clerical personnel employed by the
Andover Regicnal Board of Education in the schocol

buildings.

EXCLUDING: Temporary, seascnal and part-time employees other
than regular contracted part-time employees working
an avarage of less than twenty (20) houre a weak,
clerical personnel in the Office of the Superin—
tendent of Schools and secretary to the Board
Secratary/School Business Administrator, teaching
gtaff members, supervieors, confidentlial employees
within the meaning of the Act, custodiana, mainte-
nance persconnel, head custodians, clerical aides,
cafeteria and transportation parscnnel, per diem
amployees, and all other employees not specifically
included above.

B. Unless otherwise indicated, the term "Secretary" when used
hereinafter in this Agreement, shall refer to all secretaries
reprasantad by the A.R.E.A. a8 above defined.
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ARTICLE IT
NEGOTIATIONS PROCEDURE

The parties agree to enter into collective negotiations over

a successor Agresmant in accordance with the Public Employee-—
Relations Act in a good faith effort to reach agreement on all
matters concerning the terms and conditions of smployees!
employment. Any agreement so negotiated and ratified shall
apply to all employees identified under Article I be reduced
to writing, be signed by the A.R.E.A. and the Board.

This Agreement shall not be modified in whole or in part by
the parties except by an instrument in writing duly executed
by both parties.

All proposals may be mutually exchanged at the firat scheduled
negotiation session or at an earlier date ag agreed upon by
both parties.
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ARTICLE III

GRIEVANCE PROCEDURE

Definitione

l. A grievance is a claim by an employee or the A.R.E.A.
based upon tha interpretation, application or vielation
of this Agreement.

2. An aggrieved parson is the person or persons of the
A.R.E.A. making the claim.

Purpose

The purpose of this procedure is to secure, at the lowast
poesible level, equitable solutions to the problems which may,
from time to time, arime affecting employees. Both parties
agree that thase proceedings will be kept informal and
confidential.

Procedure

1. Time limits - Parties must initiate this procedure within
30 days of the alleged occurrence. The number of days
indicated at each level should be considered as a maximum
and every effort should be made to expedite the procees.
The time limits specified may, however, be extended by
mutual agreement. Extension to September is available if

requested by sithar party and if grievance is filed near to

the end of the school year.

2. lLevel one-Principal or immediate supervisor - An employee
with a grievance shall first discuss it with his/her
principal or immediate supervisor, aither diractly or

through the A.R.E.A.'s designated representative, with the

objective of resolving the matter informally. Grievant
will state the sections vioclated, date of occurrence and
relief socught.

3. Lavel two-C.8,A, - If the aggrieved person is not eatisfied

with the dieposition of his/her grievance at Level 1, or
if no decision has been rendered within fiva (5) school
days after the presentation of the grievance, he/she may
file the grievance in writing with the A.R.E.A. within
five (5) achool days after the decision at Level 1 or ten
(10) school days after the grievance was presented,
whichever is aconer. Within five (5} school days after
recelving the written griavance, the A.R.E.A. may refer it
to the superintendent of schocls, who shall haar said
grievance. The aggrieved person, the grievance committee
and/or other representatives may attend.
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4 Level thrae - Board of Education - If the aggrieved is not
gatisfied with the disposition of the grievance at Level 2
or if no decision has been rendered within ten (10) school
daye after the grievance was delivered to the Superinten-
dent, the A.R.E.A., may, within five {(5) achool days after a
dacision at Level 2 or fifteen (15) school days after tha
grievance was delivered to the Superintendent, whichever
is sooner, file the grievance with the Board.

5. Level four - arbitration

a. If the aggrieved person is not satisfied with the
disposition of hie/her grievance at Level 3, or if no

decision has been rendered within ten (10) school days
aftar the grievance was delivered to the board of educa-
tion, he/she may, within five (5) school days after a
decigion by the board of education or fifteen (15)
echool days after the grievance was delivered to the
board, whichever is sooner, request in writing that the
A.R.E.A. submit ite grievance to arbitration. If the
A.R.E.A. determines that the grievance is meritorious,
it may submit the grievance to arbitration within fif-
teen (15) school days after receipt of a regquest by the
aggrieved person.

b. The parties agree to use the American Arbitration
Association as the administering agency and shall be
bound by the rules and procedures of the Bmerican
Arbitration Association.

¢. The arbitrator's deciegion shall be in writing and shall
be submitted to the Board and the A.R.E.A. and shall be
advisory on both parties.

d. The costs for tha services of the arbitrator, including
per diem expenses, 1f any, and actual and necessary
travel, subsistence expenses and the cost of the hearing
room shall be borne equally by the Board and the
A.R.E.A. Any other expenses incurred shall be paid by
the party incurring same.

D. Rights of Employees to Representaticon
1. Employee and A.R.E.A. - Any aggrieved person may be re-

presented at all stages of the grievance procedure by
representative(s} selected or approved by the A.R.E.A.



E. Miscellaneous

la. Group Grievanca - If, in the judgment of the A.R.E.A, a
grievance affects a group or class of employees within one
school building the A.R.E.A. may submit such grievance in
writing to that building principal. The A.R.E.A. may process
such a grievance through all lavels of the grievance proce-
dura even though the aggrieved person does not wish to do so.
Group grievances will identify the class or category of
enployee affected.

1b. Group Grievance - If, in the judgment of the A.R.E.A., a
grievance affects a group or class of employees employed
within both schools, the A.R.E.A, may submit such grievance
in writing to the superintendent directly and the processeing
of such grievance shall be commanced at Level two. The
A.R.E.A. may procegs such a grievance through all lavels of
the grievance procadure even though the aggrieved person does
not wish to do so. Group grievance will identify the class
or category of employee affected.

2. Written Decisicne - Decisions rendared at Level one which
are unsatisfactory to the aggrieved person and all decisiona
rendered at Levels two and three of the grievance procedure
shall be in writing setting forth the decision and the rea-
sons therefore and shall be transmitted promptly to the
A.R.E.A. Decisions rendered at Level four shall be in ac-
cordance with the procedures set forth in section C.5.c. of
this article.

3. Separate Grievance File - All documents, communications
and records dealing with the procesaing of a grievance shall
be filed in a separate grievance file and shall not be kept
in the personnel file of any of the participants.

4. Forms — Forme for filing grievances, serving notices,
taking appeals, making reports and recommendations and other
necessary documente shall be preparad jointly by the superin-
tendent and the A.R.E.A. and given appropriate distribution
0 as to facilitate operation of the grievance procedure.

5. Meetings and Hearings - All meetings and hearings under
this procedure ghall not be conducted in public and shall
include only such parties in interest and their designated or
selected representativea, heretofora referred to in this
aArticle.



ARTICLE IV

A.R.E.A. Secretarial/Clerical Parsonnal Rights

A. The righte and privileges of the A.R.E.A. Secretarial/Clerical
Personnel and its repregentative(s) as set forth in this Agree-
ment shall be granted only to the A.R.E.A., ag the exclusive
representative of the A.R.E.A. Secretarial/Clerical employees,
and to no othar organization(s) represgenting any portion of the
unit or potential member of the unit.

B. The A.R.E.A. Secratarial/Clerical Personnel and their represent-
atives may have the right toc use school buildings and office
equipment for meetings and preparation of Association materials,
providing the facility is available on request through tha
building principal before & a.m. and after 4 p.m.



ARTICLE V

EMPLOYEE RIGHTS AND PRIVILEGES

A. Pursuant to Chapter 123, Public Laws 1975, the Board hereby
agrees that every employee of the Board shall have the right
freely to organize, join and support the A.R.E.A. and its affil-
iates for the purpose of esngaging in collective negotiations and
other concerted activities for mutual aid and protection. The
Board shall not discriminate against any employee with respect
to hours, wages, or any terms or conditions of employment by
reason of his/her membership in the A.R.E.A. and its affiliates,
his/her participaticn in any activities of the A.R.E.A. or its
affiliates, collective negotiations with tha Board, or his/her
ingtitution of any grievance, under this Agreement or otherwise
with respect to any terms or conditions of employment.

B. Nothing contained herein shall be construed to deny or restrict
to any employee guch righte as he/sha may have under New Jergey
School Laws or other applicable laws and regulations. The
rights granted to employees here shall be deemed to be in addi-~-

tion to those provided elsewhere.

C. No employee shall be dieciplined without just cause.

D. All employees will be provided with a job description



ARTICLE VI

WORK YEAR

A. All 12 month secrataries shall have up to the following 12 paid

holidays, with an alternate day provided should the holiday fall
on other than a week days:

Labor Day New Year's (2}
Teachers' Convention (2) Good Friday
Thanksglving (2) Memorial Day
Christmas (2) July 4th

All 10 month secretaries shall have the same holidays listad
above with the exception of July 4th and Labor Day.

Leave with pay not exceeding three (3) days shall be allowad
when schools are c¢losed or would ba closed for snow emergencies.
The Superintendent shall call snow emergencies when conditions
warrant it, Secretaries who are eligible for enow day absences
shall not be charged for personal days, sick days, vacation
days, or any other short term leave on days when echools are
cloged for enow emergencies. If snow days exceed more than
three {(3) days, secretaries shall be reguirad to come in at the
request of their immediate supervisors. Days worked shall be
those of the school calendar, plus one day of each of the three
recese pericds (Christmas, winter, spring), assuming winter
and/or spring is a full week.

Working hours for secretaries shall be from 8:30 a.m. to 4 p.m.
with an hour duty free lunch unlese altered with the approval of
the immediate supervisor.

Summer hours shall be from 8:00 a.m. to 3:15 p.m. four (4) days
2 week. Summer hours for twelve month employees shall run from
July 1 up to the last full week prior to the opening of school.

Vacation

L. All present 12 month secretaries shall retain their 20 days
paid vacation., Vacation should be taken when achool is
closed but may be taken at any time during the school year
upon approval of the CSA and building principal.

2. The vacation schedule sghall be followed - 1 to 5 years of
employment ~ 10 days; 6 to 10 years - 15 days; over 10 years
20 days.

3. All secretaries shall be permitted to carry over 10 vacation
days from year to year provided that no more than five

consecutive days are used while school i in =aesion.
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ARTICLE VII
SICK LEAVE

All 12 month secretaries shall be granted sick leave of 13 days
each year. Such days will be cumulative.

All 10 month secretarise shall be granted sick leave of 11 days
e@ach year. Such days will be cumulativa.

8ick leave 1s hereby defined to mean the absence from his or har
post of duty, of any person because of peraonal disability due
to illness or injury, or because he or she has baan excluded
from school by the school district's medical authorities on
account of a contagious disease or of being quarantined for such
3 disease in his or her immediate household.

During a period of extended illness, when a secretary has ex-
hausted all sick laave, including cumulative leave and there ara
continued consecutive days of absence resulting from his/her
illness, the Board may, if it deems it is in the bast interest
of the district, extend for a maximum of 30 consecutive working
days authorized sick leave whereby the sacretary shall receive
the difference between his/her daily rate and the cost of hiring
a substitute. At the expiration of the 30 day extended sick
leave periocd, if the secretary ie Btill unable to return to
work, the Board shall review the case and decide whether to
continue the extension policy or grant the secretary a leava of
absence without pay.

Upon retirement, any secretary with a minimum of 15 years of
sarvice in the district shall be eligible for reimbursement of
all unused cumulative sick leave. Reimbursement shall ba made
on the basis of the number of sick days to which the secretary
ie entitled at the time of retirement times $2.00 times the
number of years in the district. The total amount of reimburae-
ment shall not exceed $3,300. ’

E. Upon retirement, any secretary with a minimum of 15 years of

F.

gervice in the district shall be eligible to continue any or all
insurance coverages currently in existence at the time of re-
tirement if sha/he so desires and any future extended benafits
offered, with the agreemant of each carrier, in either case.
Premiums for said c¢overage shall be the responsibility of the
secretary. The macretary may elect t¢ uge any financial bens-
fite due him/her under Paragraph D for premium payment if he/she
alacts to do so. When these funds are exhaustad the secretary
shall be responsible for reimbursing the Board for sald premiums
on a schedule agreed to between the Board and the secretary.

Secretaries shall be given a written accounting of accumulated
gick leave days no later than September 20th of each school

year.
_.g_



ARTICLE VIIL

TEMPORARY LEAVES OF ABSENCE

A. Secretaries shall be entitled to the following temporary non—
accumulative leaves of absence with full pay:

1'

Absence due to death in the sacretary's family or household
will be allowed with pay for the required pericd not to
exceed five days. The term "immediate family" shall include
secretary's gpouse, child, parent, father—-in-law, mother-in-
law, brother, sister, grandchild and any octhar member of the
immediate household.

Absence due to the death of a grandparent, nephew, niece,
aunt, uncle, cousin, brother-in-law, sister-in-law, daughter-
in-law, or other relative not living with the immediate family
of an employee will be allowed with pay for the day of the
funeral. This may be extended by the CSA one day upon re—
guest because of distance to allow adequate travel by

quickest conveyance. The name of the deceased and relation-
ship to the secretary shall he listed on the Teacher Absentee
Form when completed,

Absence due to eeriocus illness of a member of the secretary's
immediate family may be allowed for a maximum of 3 days. The
employee shall be required to identify relationship. The
term "Inmediate Family" shall mean spouse, parent, child, or
member of the immediate househeold.

All secretaries shall be antitled to three (3) days of ab-

sence for personal, legal businesa, household or family
matters which require abeence during school houre except
those secretaries who have completed ten (10) years of serv-
ice ice in the district prior to July 1, 1987 shall be enti-
tled to four (4) such days for the duration of their employ-
ment. BApplication to the secretary's principal or other
immediate supervisor for personal leava shall be made at
least 7 days before taking such leave except in case of
emergencies in writing on the form prescribed by the Board,
and the applicant for such leave shall be required to state
the reason for taking such a leave. At the end of each
school year one (1) accumulated sick leave day will be added
to each secretary's sick leave record for each two (2) unused
peraonal leave days.
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ARTICLE IX
EXTENDED LEAVES OF ABEENCE

Child-bearing and/or child-rearing leave shall be granted at the
request of the secretary. Child-rearing leave shall commence at
either the conclusion of the period of disability associated
with child-bearing or upon assumption of custody of the child.
Child-rearing leave =shall be requested at least 90 days prior to
the start of the leave. The request must be in the form of a
lettar of application to the Chief School Administrator. A
secretary on child-rearing leave shall notify the CSA of her
intent to return to active employment or resign no later than
April 1st of the school year preceding the term in which hear
leave would expire.

Any secretary adopting a child may receive a leave of absence
under the conditions set forth in Part A of this Article., Such
leave shall commence upon receiving de facto custody of maid
child, cor earliar, if necessary to fulfill the requirements of
adoption, but in no case with less than thirty (30) days written
notice to the Chief School Administrator.

Other leaves of absence, without pay, may be granted by the
Board if it deeme it in the best interest of the scheol district.

All benefits to which a secratary was entitled to at the time of
her leave, including accumulated sick leava, shall be restored

her upon her return. She sBhall be placed on the salary at the
same level she would have attained on the date tha leave com—
menced.

Leaves of absence defined in this Article and any extensions

thereof shall be applied for in writing. If approved, the leave
and/or extension shall be granted in writing.



ARTICLE X

EMPLOYMENT PROCEDURES

A. Placement on the Salary Schedule

C.

1. Adjustment to salary schedule

Any secretary employed prior to January 1 of any eBchool year
shall be given full credit of one (1) year of service toward
the naxt increment atep for the fellowing year.

Resignation

1. A secretary who is resigning from her position shall give no
less than thirty (30) days notice but preferably sixty (60)
days.

2. Barned vacation shall ba paid according to the proportion of
full months worked to the total contract year, unless proper
notice has not been given.

3. If the full notice is not given, earned vacation shall be
paid only in the same proportion as the amount of notice
actually given.

Secretaries shall ba notified of their contract and salary
status for the ensuing year no later than June lst.



ARTICLE XTI

SENIORITY AND JOB SECURITY

Tha Andover Regional School Pistrict eeniority is defined as
service by appointed employees in the Andover Regional District
in the ceollective bargaining unit covered by this Agreement. B&An
appointed employee shall loee accumulated school district
penlority only if she/he:

Resigns or ig discharged for cause, irreapective of whether
she/he ie subsequantly rehired by the school district.

In the event of reduction in force, the eecretaries shall be
laid off in inverse order of seniority.



ARTICLE XII

VOLUNTARY TRANSFERS AND REASSIGNMENTS

A. Notification of wvacancies.

The C.S.A. shall post vacancies as they occur.



A'

ARTICLE XIII

EMPLOYEE EVALUATION

Each member of the A.R.E.A. Secretarial/Clerical ataff shall be
evaluated by theilr immadiate supervisors at least once in each
school vear, to be feollowed in each ifnstance by a written
evaluation report and by a conference between the employee and
her immediate supervisor for the purpese of identifying
deficiencies and extending assistance for their correction.

All menitoring or cbservation of the work performance of an
employee shall be conducted openly and with full knowledge of
the amployee.

Each member of the A.R.E.A. Secretarial/Clerical staff shall be
given a copy of any visit or evaluation report prepared by her
evaluators at least one (1)} day prior to any conference to
digcuss it, No such report shall be submitted to the central
office, placed in the employee's file or otherwise acted upon
without prior conference with the employee. Each employee shall
ba required to sign the evaluation to verify that she/he has
seen it and had an opportunity for a conferenca.
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ARTICLE X1V

PROMOTIONS

A. Promotional positions are defined as positions paying a salary
differential and/or positions on the supervisory levels of
responaibility.

1.

When achool is in session, a notice shall be posted as far in
advanca as practicable. Applications shall be kept on file in
the office of the C.5.A., for continual conesideration for
future vacancies for & peariod of two years or until the office
is notified in writing by an applicant that the application is
withdrawn.

Employees who desire to apply for a promotional position
which may be filled during the summer period when school is
not in session shall submit their names to the €.S8.A. to-
gather with the position(s) for which they desire to apply,
and an addrese wheres they can be reached during the summer.

-16—



ARTICLE XV
FAIR DISMISSAL PROCEDURE
A. On or before June lst of each year, the Board shall give to
each member of the secretarial staff, continuously employed
since the preceding Saptember 30th either:

a. A writtan offer of a contract for employment for the next
succeeding year providing for at least the mame terms and
conditions of employmant but with suc¢h increases in
szlary and benefits as may be required by law or agreement
between the Board and the Association,

Qr

b. a written notice that such employment shall not be offared.



ARTICLE XVI

PROFESSIONAL DEVELOPMENT

A, In an affort to promote professional growth, members of the
secretarial staff may attend conferences, workshopa and/or take
courses. Such attendance must receive prior written approval of
the C.S.A. This approval will be based upon the determination of
the benefitas toc be derived for the district at the discretion of
the C.S5.A., as well as upon budget congtraints, The total

amount of funds shall in no case exceed $1,320 for 1991-92 and
$1,440 for 1992-93 for all employees who are & part of this con-
tract.

Eligible expenses are registration fees and travel costes for
conferenceg and workshops. Courses taken for credit shall be
eligible for actual tuition costse only. Reimbursement for

those activities will be made upon receipt of evidence of suc-
casaful participation as judged by the C.8.A. Then the employea
must submit a completed and signed board invoice.
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ARTICLE XVII
INSURANCE PROTECTION

In addition to the base salary, all secretaries will be
eligible for hospitalization coverage under the board-
sponsored group program with Connecticut General Life Insur-—
ance as carrier. The coverage will include medical/surgical
benefits with reasonable and customary charges paid in full.
The medical coverage shall include he Mandatory Second
Surgical Opinion (MSSOP) and Hospital Preadmission Certifi-
cate.

The Board will pay, as part of its contractual arrangement
with the secretarias, full coverage for single secretaries and
full coverage for any secretary wishing family coverage. It
will be tha responsibility of the secretary to determine the
type of coverage necessary for their protection and to notify
the Board of any desired change in coverage from the previous
year by July 1. Changee will be accepted after that date
only if there is a change in the secretary's marital or
family status.

The Board will also provide full, single or family (as the
case may be} major medical insurance with Connecticut General
Life Insurance Co. or any comparable plan to %1,000,000. It
will be the responsibility of the secretary to determina the
type of coverage necessary for his/her protection, and to
notify tha Board of any desired change in coverage as com-—
pared to the previous year by July 1. Changes will be
accepted after that date only if there is a change in the
secretary's marital or family status.

The Board has agreed to continue a dental health program for
all secretaries and their families. The Board has also agreed
to assume any additional premiums for the school years of this
contract.

The Board shall provide a prepaid Prescription Program for all
secretaries and their families. Co-pay amounts shall be "“O
for genaric drugs and $2.00 for regular drugs. The premium
ghall be capped at $585.00 for the duration of the contract.

The Board shall be respongible during ths 1991-93 school years
for all premium increases in ingurance coverage as described
in Paragraphs A. B, and C above. Paragraph B is excluded.

The Board may change insurance carriers providad the Associa-
tion is give the given the opportunity to examine the proposead
policy and provided A.R.E.A. agrees in writing that the replace-
ment policy is acceptable and agreeable to it and its members,
ag it conaiders such raplacement.

Secretaries who retire from the school district will be per-
mitted to purchase the insurance benefite provided in Sections
A and B. above to the extent allowed by the carrier. The
secretary shall pay the premium cost prior to the premium due
date. -19-~



ARTICLE XVIII

SALARIES

A. All secretarial staff shall ba paid as per Schedule A -
Salary Guide.

B. Each school year secretaries may individually elect to have
a dollar amount not less than $25.00 withheld from their
monthly pay and forwarded by the Board Sacretary to the
National Community or Tri—-Co for deposit in their personal
savings account. Responsihility for cpening the account and
forwarding the forms directly rests with the secretary. Au-
thorization for the Board Secretary to withhold money for the
school year must be completed by the individual secretary on a
form prescribed by the Board and said form muat be submitted to
the Chief Bchool Administrator by September 1, annually. Au-
therization cannot be changed at any time during the school
year. Any transeactions regarding withdrawals from their ac-
counts shall be the responsibility of the secretary and the
gavings institution.
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ARTICLE XIV

MISCELLANEQUS PROVISIONS

The Board will provide payroll deduction for Tax-sheltered
Annuities.

Secretaries will be reimbursed at the rate established by the
IRS for the use of their own carg for school-related duties.

The Beard and A.R.E.A. agree that there shall be no dis-
crimination, and that all practices, procedures, and policies
of the school system shall clearly exemplify that there is no
discrimination in the hiring, training, assignment promotion,
transfer, or discipline of employees or in the application or
administration of this agreement on the basis of race, creed,
¢olor, religion, national origin, Bex, domicile, or marital
gtatus.

This Agreement constitutes Board policy for the term of said
Agreement and the Board shall carry out the commitments
contained herein and give them full force and effect as
Board policy.
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ARTICLE XX

LONGEVITY

Secretarial longevity amounts of $450 shall be paid following
completion of tha 15th year of employment in the district.
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SCHEDULE A

SALARY GUIDE

1. Twelve month secretarias shall receive increases of 6% for
the 1991-1992 school year and 6% for the 1992-1993 schoocl

year.

2. Ten month secretaries shall receive 6% for the 1991-1992 school
year and 6% for the 19%92-1993 aschool year.

3. New employees will be hired at a rate not to excaeed current
minimum salaries.
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RRTICLE XXI
DURATION OF AGREEMENT

A. This Agreement shall be effective as of July 1, 1991 and
shall continue in effect until June 30, 1993.

B. In witness thereof the Aseociation has caused this agreement
to be signed by its president and asecretary and the Board has
caused this Agreement to be asigned by its president, attested
by its secratary and its corporate seal to be placed hereon,
all on the day and year first written above.

ANDOVER REGIONAL EDUCATION ASSOCIATION

BY

Prasident
BY

Secretary
DATE

ANDOVER REGICNAL BOARD OF EDUCATION

BY

President
BY

Secretary
DATE
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