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SECRETARIAL/CLERICAL CONTRACT

For the School Years

>Z 1981-1983
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: SEt,um'ARIAL/umt,AL COMTRACT 1981-82 ~ 1982-83
I. AFFROVED HOLIDAYS ,
~ A. During the regular. school year the holidays fer the aecretarial/cléribal
staff will be the mame as the holidaya indicated on the achool calendar
adopted each year by the Board of Educatien. In acditien, secretaries/clerks
shall have fndependeqce Day and Labor bLay as holidays. If the holiday
occurs on a Saturday, secretaries/clerks shall have the prior Friday off.
If the holiday occurs on a bunday, secretarieas/clerke shall have the
fellowing monday off.
1. any of these are te . cnsidered regular work days if it should
become necemsary |due to exceanive closing caused by inclement weather)
to conduct classes for pupils.
2. Lin addition, the secretaries/clerks shall be excused frem work on asuch
daya that weather conditions. necessitate closing school for students,

iI. UNSURANCE PHOV'ECTION AND PRESCRIPTION POLLCY
A. The secretarial/clerical staff shall be eligible fer Blue Cross, Blue Shield,

Major Medical, HRider J paid by the Board of Educatien; Blue Croes Prescription
Plan $1,00 deductible for which the Board of kducation pays 50% ef the cost.

B, The Board shall create an account of $150.00 in 198182 and $300.00 in
198283 for each secretary/clerk which shall be for the purpese of reimbursing
each secretary/clerk for any med;cal expense for herself or her family which
ia not covered by any other insurance provided herein, Thie acceunt is for
each school year and is non~accumulative, There shall be twe (2) reimbursement
dates each echeol year, Heceipts shall be submitted to the Secretary ef the
Board of Education or her designee by November 30 and/or May 30. Payment
dates shall be on or before December 31 and on or befers June 30.

1II., SICK LEAVE POLICY ‘
A. Sick leave shall be based on ene day per full month of employment, accummlative,
B. Por the school year 1981-82, secretaries/clerks whe retire {rem the district

and qualify fer pension in aooo:gance with the previsions of the Pensien and
Annuity Fund shall be reimbursed for unused sick leave (above 75 days) at the
rate of 20% ef her perdiem (caloplated at 1/240 ef annual salary at the tine
of retirement) rate provided at least fifteen (15) years ef employment in the
Lower Cape May Hegienal Scheel Distrioct, Cemmencing the schesl year 1982-83,
secretaries/clerks whe retire frem the district and qualify fer pensien in
accerdance with the previsions of the Pensien and Annuity Fund shall be
reimbursed for unused sick leave at the rate of 29% ef her per d%fﬂ |
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(calculated -at 1/240 of annual salafy at the time ef retirement) rete
provided at least fifteen (15) yenra of eapleyment have been cempleted in

the Lewer Cape May Regienal Scheel Distriot.
VAUATION LEAVE POL1CY I

A.

B.

F.
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After full empleyment of ene yesr, sacretaries/clerks shall be entitled

te vacatien leave tetaling twe 2) calendar weeks, after five years
enpleyment, vacation leave will increese te three (3) calendar weeks,

after twenty years, vacatien lesve will increase te feur (4) calendar weeks.
A1l twelve menth empleyees (comgjleting a full fiscal year) ehall be entitled
te vacatien pay even though thp T servicea terminate it the clease eof the
fiscal peried. This pelicy is ﬂaaed on the premime that the empleyee has
earned this benefit by empleyment during the preceding fiscal year.
Vacation privileges are net affected by extended absence that ies covered by

-approved accumulated sick leave,

when absence from the job ia pr.hongud {over and beyond the approved
accummlated sick leave) then vac%tion leave shall be based on the fatio
ef total time on the jeb during the fiscal year.

Vacations are to be arranged so Eonplete offioe centinuity is maintained.
The building Principal will firat approve the dates before they become
effective, June 1 each year will be the deadline fer receiving vacation
requests, Seniority shall have preference.

If separation, regardless of cause, occurs before the clese of the fisoal

year (June 30), an employee ferfeits all rights under the pelicy.

GENERAL
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B.

0ffice hours

1. School talendar -~ Secretary/rlerk workday shall be eight heurs per day,
including a forty-five ninutF lunch, to commence not earlier than
7:00 a.m., and terminate not later than 4:30 p.m,

2, Summer - 8:100 a.m. = 2:100 p.w-
Break Periods

1« A ten (10) minute break peri&d will be provided to personnel fer
personal needs during both morning and aftemrncon,

Tenure

1, Tenure shall be acquirsd by all secretaries/clerks after satisfactory
employment following a parioé of three (3) consecutive calendar years
in accordance with State Statutea.
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'PERSONAL LEAVE POLICY

1. A1l twelve (12) month employees jshall be entitled to three (3) days, each
year to use for peraonal Teasons, Further, they shall have .ive (5) dayas
granted for death in the immediate family including spouse, children, mother,
father, sister, brother, grandfaiher, grandmother, grandeson, granddaughter,
and in-laws, each occurrence., One (1) day leave may be requested for
death of a close friend at the discretion of the Superintendent.

NEW EMPLOYEES

b

1. Hecommendation for salary step pfacement for new personnel will be at the

discretion of the superintenﬂoﬁt based upon clerical experience,

2. 1in the event s switchboard operator-clerk is{transferred to the position of
pecretary/clerk, then and in that event, sald switchboard operator-clerk
shall be placed on the step of the salary schedule of the clerical staff
which step would assure said switchboard operator~clerk that such transfer
would not result in a salary reduction.

TRAVEL REIMBUHSEMENT

1. ln the event a secretary/clerk should have to use her antemobile for scheol

related travel such as banking, pick up and/or delivery of school materials,
conforencead(employnent ralated); she shall be compensated at the IIlS
standard mileage by the IRS, as éf July 1 of the contract year,
MATERNITY LEAVE
1. Secretaries/clerks may apply for;and be granted sick leave due teo pregnancy
for a period not to exceed four (4) weeks before and four (4) weeks after
delivery of the child, Medical certification shall be required in accerdance,
The Board retains the right to have its own physician verify the medical
certification. The number of sick leave days shzll not exceed the number
the individual has accumulated.

CHILD REARING LEAVE

1. Secretaries/clerks may apply fer and may be granted child rearing leave for
the balance of the achool year dG&ing which the child bearing leave, as
specified abeve, eccurs, Secrota?ies/olerka absent less than ninety achoel
days shall receive an increment, ihe following year upen return emd all

benefits shall be restored.




LOWER CAPE MAY REGIONAL SCHOOL DISTRICT
SECRETARIAL/CLERICAL SAIARY GUIDE 1981-1982 & 1982-1983

(1981-1962)
CLERK GUID/ AD&.

STEP TYPIST CST SECT.
1l 7,439 7,870 8,2L8
2 7,781 8,232 8,627
3 8,123 8,594 9,007
L 8,466 8,956 9,386
5 8,808 9,318 9,
6 9,150 9,680 10,}&5
7 9,hg2 10,042 10,%2&
8 9,834 10,hok 10,903
9 10,177 10,766 11,283
10 10,519 11,128 11,003
11 10,861 11,490 Le,ohﬁ
13 11,203 11,852 12, Le»
16 11,545 12,21k 1L,3J1
19 11,388 2,570 13, Ldu
LONGEVITY:  $125.00 ;dven per yeur
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GUID/  ADM.
CST SECT.

(1982-~1983)
CLERK

STEP TYPIST
1 7,889
2 8,252
3 8,615
L 8,978
" 9,341
6 9,704
7 10,066
) 10,429
2 10,792
10 13,155
1L 11,518
17 11,881
13 12,24l
16 12,607
19 12,970
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8,346 8,747
8,730 9,149
9,11k 3,552
9,498 9,954
Gyt L0, 3560
10,260 16,759
10,650 11,161
11,035 11,564
LL,hly 2L, %00
BRSS!
12,18% 12,771
12,509 13,173
12,703 13,57%
13,337 13,976
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