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AGREEMENT

This Agreement is made and entered into effective as of the ist day of
July, 1975, by and between the Manalapan-Englishtown Regional Board of Educa-
tion, hereinafter referred to as the "Board”, and the Manalapan-Engiishtown

Federation of School Secretaries, Local 2198, American Faderation of Teachers,

AFL-CIG, hereinafter referred t0 as the "Federation®. g »

ARTICLE I - RECOGNITION

A. The Board recognizes the Federation as the sole and exclusive bargaining
agent for secretaries and clerks, hereinafter referred to as emploves(s),
employed by the Board full-time (herein defined as twenty (20) or more hours
of scheduled work per week}, excluding, however, the secretary to the Superin-
tendent of Schools, the secratary to the School Business Administrator, the
secretary to the Board Secretary and all other employees not specifically
included herein, pursuant to Chapter 123 of the 1974 laws of the State of

New dersey, known as the New Jersey Employer~-Employes Relations Act, concerning
terms and conditions of emplovment.

B. Employees hired
hours per day shall
ninety (90) such wor

on a part-time or temporary basis who work four (4) or more
be deemed to be full-time employees upon accumuiation of
king days within a school year. :

C. The above defined unit alsc includes all aides emploved by the Manalapan-
Englishtown Board of Education pursuant to certification of representation
PERC Docket No. R0O-632, June 14, 1973.

ARTICLE I1 - NON-DISCRIMINATION

The parties agree to follow a policy of not discriminating against any
employee on the basis of race, color, creed, national origin, sex, or marital
status, or membership, or participation in, or association with the activities
of any employee organization.

ARTICLE II1 - GRIEVANCE PROCEDURE

A. Definition - A “grievance” shall mean a compiaint by an emplovee covered

by this Agreement that there is a viotation, misinterpretation, or misapplication
of the provisions of this Agreement concerning emplovee working conditions,
except tnat the term "grievance" shall not apply to {a) any matter for which

& specific method of review is prescribed eithar by law or any regulation of

the State Commissioner of Education or any matter which according to law is
either beyond the scope of Board authority or limited to action by the Board
alone; and (b} any matter not specifically part of this Agreement.,



B.

Procedure - A grievance to be cons zd@ra% under this procedure must be

initiated by the agrievant within fourteen {14} calendar days from the time
of its occurrence or the time when the aggrieved became aware or should
have become aware of the alleged grievance.

Step 1:

Step 2:

Step 3:

Any employee covered by this Aqrﬂemeﬂt who has a grievance shall
discuss it first with the school official serving as her im-
mediate supervisor in an attempt to resolve the matter informally
at that level.

*

esuit of the discussion, the matter is not resolved

actorily within five (5} school é&}s‘ the grievant shall
ar grievance in writing to her immediate supervisor
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a&. ‘the nature of the grievance;
b.  the nature and extent of the injury., loss or inconvenience;
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d. her dissatisfaction with decisions previcusly rendered.

The supervisor shall communicate his decision to the grievant
in writing within five (5) schoel days af receipt of the writte
grievance.

The grievant may, no later than five (5} school days after receipt
of the decision in the fo 9@@‘&@ Step, appeal the dec&s*&n to her
next higher Tevel of supervision. which in the case of Business
Gffice employees shall mean the School Business Administrator.

In case of other emplioyees this shall mean the Superintendent of
Schocls.  This appeal to the Superintendent or Schoot Administrator
must be made in w?a+1ﬂz reciting the matter as specified above

and her dissatisfaction with decisions previously rendered. The
Suﬁerwq?enﬁerx or School Business Administrator shall meet with
the grievant and attempt to resolve the matter as promptly as
possible and shall communicate his decision in writing to the
grievant within twenty {20} school days of receipt Q? the written
arievance. '
IT the grievance is not resolved tion,
s%e may requesi, no later than f
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55 Aéﬁ “w;aéeraa de-
aegt 3%@%% be submitted
’% ;f**ﬁaq thro ag% % t 3&%@9% Business Adminis-
trator, who shall att i1 related papers and forward the request
to the Board. The Board, or a committee xh@ eof, shall review the
grievance and shall hold a hearing with the grievant and render
. decision in writing within thirty (30) school days of receipt
of the grievance by the Board.
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ion not resolve the grievance
fac 't and the Federation wishes
hi ance may be submitted to
i “Qﬁegzedg the Federation
th {10} school days of receipt
) of the grievance g*@rwéu &,
D used to secure the services
to)

a. t will be made to the American Arbitration Associ-
submit a roster of persons gualified to function
artial arbitrator in the dispute in gquestion

b. arties are gres upon a mutually satis-

ctory arbitrator bmitied Vist, they will re-
gusst the American Association to submit a
second roster of nams

€. If the parties are unable fo agree upon a mutually satis-

factory arbitrator from the Second Submitted list, either
party may reguest within ten (10) school days from receipt
of such 1ist, the American Arbitration Association to
designate an arbitrator.

The arbitrator shall Timit himself t o the interpretation and

application of the terms of the Agreement, to the issues sub-

mitted to him, and shall not add tﬁ? nor subtract anything
from the Agreement between the parties. The decision of the
ayh?*faze? shall be final and binding

The cost for the services of the arbitrator, including per diem

expenses, if any, and actual and HEC@3§&$§ ravel, subsistence

expenses, and the cost of the hearing room shall ke borne
equatly by the Board and the Feﬁevaiéﬂﬁ‘ ﬂﬁy other expenses
incurred shall be paid by the party incurring same.

General Provisions

Any grievant may be represented at
g?gcgaufﬂ by %ﬁrﬁés?y or at her opti
selected or approved by the Federai

all stages of the grie
ion, by a2 representatiy

No reprisals of any kind shall be
in the grievance procedure by rea
The time for a meeting or a hearing at 211 steps other than
Step 1 within the pre escribed time limits shall be Fixed by
mutua] agree menz Such hearings must take place within the
time Timits provided in each step.

Any grievance placed in employee's file shall contain all related
papers, including the wriiten resolution of the grievance.

3.
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B. The Federation shall have the pr’v*iﬁca of caliin g m
ployees covered by this Agreement before and after schoo
should occasion arise, during : pgrﬁﬂwﬂate lunch periods,
approval within the guidelines of Board policies and pro
meetings do not interfere with the p proper Gﬁéra?%aﬁ of ©
The phrase appropriate lunch periods shall apply only to
who are schedules & lunch period.
C. Upon request, the Board ajrzes to make available
information in public domain

D. The
by this Agreement dues for

Board agrees to deduct from
the Manalapan- Eﬁg%%c%t@Wﬁ Feﬁefatiaﬂ

the salaries of emplioyees cov

School Secretaries, Local 2198, ﬁm@rzcan Federat

in compliance with
1967, and of the

Such monies col
be transmitted o the

made. %ar?@ rizations for
the individual concerned.
stand?ﬁg h T said deduc
ori ;wd?sj authorizing deduc

succeeding date on which the

ARTICLE V - PERSORNEL FILES

A. An emplovee may
dual personnel fi1
treated as confide
An employee may m
inspect.
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ARTICLE VI - TRANSFERS

ND PROMOTICNS

A, In the even

?04?@193, or promotion, the
superintendent
i

baﬁgg to be posted notice of such openings
for fifieen (15 s i1 faculty rooms prior to filling said
vacancies. The no 2 posted shall include the procedure to be

followed in applying for the position and a brief description of the

necessary quatifications. If the nature of the vacancy to be filled

changes during the fifteen {?5} day vosting period, a revised posting shall be
made for a new fifteen (15) Lay period. The salary of the new position

shall be included in the posting, but the Board shall be free to post

a position without an agreed upon salary if the parties fail to reach
agreement upon the salary within one (1) calendar week prior to the

intended posting date.

B. Voluntary Transfers - Employvees covered by this Agreement may submit
requests Tor job franster or reassignment to the Superintendent or his
designee lhrough their immediate supervisors. In reviewing such re-
quests, the Sy @er1m%erdeﬂ% or his §§%7§ﬁ?t shall consider the following
factors: (a} é5?§7b§ performance eva ua+?0ﬁ53 eduycation and traan@ﬂg,
knowledge and skill requived; (b) length of service in Manalapan-English-

town School District; and {c) the best interest of the school system.
The Superintendent or his designee will afford an applicant an interview,
if requested.

Tﬁva;uﬁe”wy Transfers-Secretaries - In the event of Tayoff, traﬁgfer
¢ a lower-vated job, or transfer to another 3@3 in another buiiding on
ther than tTemporary bagxsg or the elimination of a job, becomes necessary

C.
t
o

n will be advised in

F
due to reorganization or ih@?%§393 the qu#ga io
he matter and make recom-
Bo:
on

v‘
advance and afforded an opportunity to discuss t
mendaticns. However, it is recognized that the

o e retains the right
to make such layoffs, t?&&;?ﬁf& or job eliminati
ti
i‘

d
as it deems necessary
’%
Q

(1‘2"“‘5

ng, in the case of

nee witl consider

sbove, I1f the employee

% been Qwﬁifrafy

vee's job is eliminated,
in Ezﬁu thereof and

appiication of the fore
up@ﬁtnteﬁﬁeﬁt or his des
rih 1& paragraph B,
cation to her of the ¥
or capricicus, she may file a ﬂ”?ﬂgance if

that am@*ﬁg&e vould be given one week's noti
would bo given priority in filling & new posi
to do the work, HNo pay 16 ?e%ugvee if there
employee's service. The provisions of this Se

fual i
the same factors a
helieves tka% A1
Gu

,,,,.;”)

ion provided she was qualified
g ?0 1ﬂ?sfP§D*30ﬁ in Lhe
ection do not apply to af

n case of temporary layoeff {not exceed
‘ e given one day's notice or one éa
normatly worked. In event of termin
ven one week's notice or one week's pay
noring i 1y worked.  Any employee sublected to a te mporary fayof
te?w.ﬁaiﬁam or transfer to another building shall be given p“zar%ty in
returning to her previocus position should an opening occur, or in filling
i new 99*?*1Qﬁ provided she was qualified to do the work. However, it is
recognized that the Board retains the rights to make such layoffs, transfers
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or 3@* @$;mife jons as 1t deems necessary in its discretion. In the

app iCatiuﬂ of the foregoing, in the case of individual empéeveﬁs, the
superintendent will consider the zame factors as set forth in par ”ap% 8
above, Er the emploves 3“*?9??3 that the application to her of the fac-
tors has been arbitrary or capricious, she may file a grievance,

t. If new positions are rwaate within the bargaining unit, rates of pay
for such positions shall be established by the Beard, subject to the pro-
visions of paragraph 25 above, but the Federation shall have the right to
negotiate with respect to whether such rates of pay are equitable in
relation to rates of pay for other jobs in the bargaining unit.

A. Secretaries - The regular work wgﬁx for a full-time employee shall con-
f 5

sist of five (5} seven-hour days exc tusive of Tunch and the regular work
week for a half-day ten- -month employee shall consist of five (5} four hour
days. The provisions of this Section do not apply to aides.

B. When pupiis and teachers are dismissed es riy because of an

emargency, employess may be eﬁ€d°tﬁ ene-half hour bﬁy& id the pupils’ dis-
missal at the zg“?ﬁﬁéﬂﬂ of the Superintendent or his designee. However,
employees will be reguired to work a full day when pupils are dismissed
early but teachers are required to be on duty, either in the c¢lassroom,

at conferences, or at inservice programs.

i!

0. Secretarie

the ﬁg?*usyéniégte
month empiay h
Aides shall
agnd Christm
to work dur
worked on a
ployees at 1
or not t%eg W
week, The n‘m vigio

and Fas.er ﬁﬁe&g shall be saéj
January 15, 1976,

et&v%ée covered by this Agreement will be afforded

uch in the School g&fﬁﬁaﬁ;; ATT twelve (12)

ce%w@ July 4th and Lﬁﬁu? Day as §a1 “holidays.

day pay for New Year's Day, Easter, Thanksgiving

3 2n the Business foﬁre will be P&qﬂzfgd nowever,
ind Easter weeks and will be paid for the time

. ;ﬁe Board shall notify Business Office em-
alendar days in advance concerning whether

0 work during either Christmas or Faster

section i ér%ﬁ%ﬂsﬁg te work during Christimas

ect to r?»rﬁ jotiation not later than
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i
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E. Secretaries - Overtime will be paid for hours worked in excess of
thirty-five {35) per wee& at the rate of time and one- -half the employee’s
regular straight time hourly rate. Double time will be paid for hours
worked on Saﬁavﬁafsg \&ﬁduy and holidays but QV%V&HNQ wiil not be paid

on more than one basis for zh@ same hours worked Only overtime authorized
by the emplovee’s immediate supervisor will be C“Wﬁ%ﬂiaiéd The provisions

of this Section do not apply to aides.
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F. Qeave*“w%as - Full-time empiovees will be entitled to receive two
fifteen (15) minute rest periods in the course of the day, with one period
in Lhe morning and the other in the afiernocon. Half-day emplovees wiil

be entitled to one fifteen (15) minute rest 9@?% od during the day.  Em-
ployees will have the privilege of going to the nearest Tounge du iring
these rest periods. 3 .

i
§2)

{

Aides who work in the classroom more ﬁha& four (4) hours per day shall be
entitled to continue the practice $¥ iving rest periods within the
school day.

G. All ten-month &mpi@yﬁeg are reqguired to wavk from 5§pfem%ew st to
June 30th. To the extent that a ten-month employee is regquired to work
beyond ten months, such GM“*ﬁv e will be c%mpensau&ﬁ for the additional
time at a rate r% pay proportionate to her current salary. Aides shal

paid their appropriate hourly vrs t if employed during the summer re

1
i
[

€55,

H. Secretaries - Twelve-month employees who have been employed fu? ~time
continuously for one year or more will receive two (2) weeks vacation.
Employees who will be on the Tifth (8th} step as of July 1, 1975, will
receive three (3} wee?ﬁ vaga%“’P Empl oyees who will be on the seventh
{7th) step as of July 1, 1975, will receive four [4) weeks vacation.
Twelve-month ewa‘ﬂy@es wh& ﬁg”ﬁ v@%ﬂ ﬁﬁgéﬁved full-time continuously gm
3%x (é} months éuﬁ ;%%% %haﬁ one vear will receive one (1) week vacati

re months of July ana August. Employees

: S ¥
ta whz h zhey are GZ%%;%@%% %ﬂt?ﬁ?@d shall ?%
Vacations may be taken duri 3

pay f 3
prior approval of the
t

duy
Superintendent or his designee ¥aaa ion egﬁgié ity for personnel ‘
employed after July 1, 1975, shall be determined by full year; of service
completed as of June 30th of each year. Eligib hility will be (a) six (6)
months to one (1) year - one (1) week; one (1) year to three (3} years -
two (2} weeks; three (3) weeks after four (4) years; and four (4} weeks
after six (8) years. The provisions of this Section do not apply To aides

e

1 o insure personal safety, no employee shall be expected io work
atone in any facility of the Board. In accordance with past practice,
amﬁsaye@ﬁ may be temporarily moved from cne buiiding to another to
accomplish this purpose.

1

No eﬁ§%§§ea covered by this Agreement shall be dismissed without
Jus

]
LV
fair and @ t cause.

K. Employees shall not be requived to use their cars for gfficial school
businass.

i éa employee shall be assigned duties which would require her to perform
such duties at home.

M. When an emplovee is scheduled to work at a job that commands a higher
}aiary than the position at which she regularly works, she sha ’I be en-
titled te the higher rate of pay for each half-day that she filis the
higher rated position.
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duled to work per day. S?Q% leave

of hours that they are normally sche
ide pe transferred to a full~time position.

will be carvied aver should ap ai

B. pe' onal Leave Secre aries - Leave of absence with pay for personal,
fegal, sz.&sss %ﬁgg@h@ id or family matters which require absence during
working hours will be allowed on the basis of up to two (2) days per year
for ten {10) month empleyess and up to three (3) éafs per year for, twalve
{12) month employees. Application fto the emplo oyee ‘s immediate supervisor
for perscnal leave shall be made at Teast one wee %gferﬁ *aﬂ;ﬁg QUCb
leave {except in the case of emergencies; whereb j apg ication shall be
made as soon as possible after return to duty), and the applicant for such
Teave shall not be required to state the reason for takéng such leave
other than that she is faking it under this paragraph. The days shall not
be consecutive and shall not be taken at the beginning or end of a vacation
period. Grantin g of the days of leave shall be in accordance with the
cperational needs of the school system as defined by the Superintendent.
The provisions of this Section do not apply to asées

Aides - lLeave of absence wit h pay pers&%a“ fegal, business, housenold

or family matters which require ab 59%;3 during working hours will be allowed
on the basis of up o two (2) da ays per yﬁar for ten {10) month emplovees.
ﬁppi?catéaﬁ to the employes’s immediate supervisor for persconal Teave shall
be made at Teast one week before taking susﬂ leave (except in the case of

5

emergencies; whereby, §p§§éca+§§ Sbazi be made as soon as possible after
return to duty), and the applicant Tor such leave shall not be required
to state the reasen for taking such Teave other than she is taking it
under this paragraph. The days shall not be consecutive and shall not

be taken at the beginning or end of a vacation pericd. Granting of the
days of leave shall be in accordance with the cperational needs of the
scheol system as defined by the Super%aieﬂéeﬁﬁ. It is agreed that aides
receiva their personal leave time based on the number of hours they are
normaily scheduled to work per day.

C. Death in Family or Critical Iliness Leave - In case of death or
critical 1iiness in the immediate family, an employvee may be granted up
to @ maximum of five (5] days absence per occurrence without loss of pay.
The immediate family s%g 1 be defined as hushand or W%;eg mother, father,

i
son, daughter, brother, sister, mother-in~law, father- in-law, hrother-in-
faw, sist @f«“ﬁ taw, gia ndparents and foster parents of the employesa..

D. Maternity Leave - Maternity Teave will be gran u@ﬁ in accordance with
ppliceble statutes. Additional benefits may be granted at the discretion

a
of the Roard.

E. Jury Outy - Secretaries - Emg?gy;§s who are reoguired to serve on jury
dw%y will veceive their full salary during the period f@r such service,
subject to their p?“ﬁpi remittance to the beéwd of an amount ecual to
the compensation paid to iﬁam fur such Jury duty. ?%9 provisions of this
Section do not P;ﬁ?j to aides,
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H. This Agreement incorporates the entive . understanding of the pariies
on a?% negotiable matters and shall not be added to or deleted from
until the expiration date except by mutual consent of both parties and
by an instrument in writing duly executed by both ?é?ié&&; fecotiations
on a new agreement shall commence no sooner than required by PERC rules.

I. Anything to the contrary ﬁGiW?tﬁ&ﬁaﬂdiﬂg, nothing in this Agreement

shall be desmed to constitute a waiver by the Board of, or fo deny

or restrict the Board in the exercize of, the rights, responsibiltities,
anted to 1t und

or authority gr ler applicable statutes.

»5

J. In accordance with Chapter 123, changes or modifications in the terms
and conditions of emplovment as contained in the éq eement shall he made
oniy tnrouch negotiation with the majority representative.

effective July 1, 1976, the Board shall increase insurance coverage for
employees under the State Health Benefits Plan to the 750 Series. This
Articie shall not apply to aides unless they work four {4} or more hours
per day and accumulate ninety (90) or more such working days within a
school year
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1 and clerical positions in Federal Prﬁ rams will
letin boards for fifteen {15} school days. The

€ he procedure to be fa??awﬁd in making application
ications vr egxzreu for the job. It is undersicod that no
rk on a Federal Frogram position shall be performed during
] is otherwise emplioyed by the Board.

b
O
-
il
3 3
&
ot -

.
hy
ting will pr

[ { T
[t

1 employees covered i A
shich 15 attached hereto and mad

sty wmesd

ol e
w
wy
33

fgreement are set forth
e a part thereof

=11 -



‘ . .

ARTICLE X111 - DURATION

This Agreement shall be effective as of July 1, 1975, and continue in
effect through June 30, 1977, except as amended in Afzar?e V11, Section D.

IN WITNESS THEREOF

> parties have caused this Aareement to be execuled
by their prope 5
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SCHEDULE A - SALARY GUIDE
1975-7¢ 1976-77
Step A 5 Step A B
j $5020 $5560 1 $5200 $5765.
2 $5260 $5830 2 $5470 $6060
$5560 16100 3 $5765 $6355

L T ¥

5 $6100 $6640
£ $68370 $6510

7 6540 37180 $6945 $7530
8 56970 $7450 g $7240
*9 $7180 57700 **Q $7520 $8120
CATEGORY A - School Office Clerks, Switchboard/Receptionist, Clerk in
iness Administrator’s 0Fficae, Accounts Pavable Clerk,
: sistant Board Secretary, Clerk in the
ffice, Assistant Payroll Clerk
CATEGORY B - Principal's Secretary, Secretary to t&e Divector of
Pupil Personnel, Sacretary io the Curriculum Supervisers,
Secretary to the Assistant ! u?%f*nt@ﬂa At Instruction,
Bookkeeper, Bookkeeper-Payroll, Key fdﬁfh Operator,
Secretary to Transportation Coordinator.
AIDES - Effective July 1, 1975 -~ $2.90 per hour - Category A
§2.35 per hour - Category B
{Aides who work in the Special
Services Classroom:
Effective July 1, 1976 - 53.16 per hour - Category A
$3.65 per hour - Category B
*a11 employees who receive 2 salary above that Tisted on Step 9 A and B
of '75-'76 Guide shall have their '74-'75 salary increased by $700.00
as of July T, 1975.
**L11 employess who receive a salary above that Tisted on Step 8 A and B
of the "76-'77 Guide shall have their '75-'76 salary increased ty 9% as
of July 1, 1975,

4 $6060 $6650
5 $6355 $6945
$6650 $7240




