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'hu“mﬂ- sats forth the mﬂmeﬂ!‘c of the partise with respsct to
Agreement teached January 27, 1972, ia sattlement of their collective bcrg.hiﬂ
Ations.

' m term of tha Agreement shall be from FPebrusry 1, 1972 through June 30, 1973,
- 'With incresses in salaries and other econminic u:m to be effective July 1, 1972

- “Balaries are to ba incressed effective July 1. 1972 b 1tiplying t
"salary schedule by 5.5%. y . y multiplying the present

-1f mot previocusly granted credit for prior work axperience, present employess

wo will be creditad with one year of previsuws wrk experience for purpose of place-
asnt om the salary guide,

e@ The application of items 2 and 3 will be in eccordence with the following emempla:

i Base salary ......c.0v0nciuvenenaea. $4,110,

. " " X 5.5% ........ Cereesas . 226,
L Normal increment ............ vevarae 210.
e Experience credit increment ,.,...... 210
sk, 756,
Present "differential” -
S (1f spplicable) ................. 500, L
New salary . §5.256.

4. The employes presently at Step 9 of the Salary Guide will alag be granted the
sppropriate prior work experisnce credit increment ($160.) om & '"red circle”
rats basis spplicable only to the smployee in question,

* &

3. Employess worbiiag in the Business Office, which was formmrly closed duriag the
Chriotuns and Baster Vesks and will now remain open during sudh weeks, will bave
their eamual salariee incressed by two sdditional weeks' pay in compansetien fer
wosking during the afovasmtiomed weeka,
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§. The parties agres to cooperate in fimding & satisfactory solutiem to the comsews
sxpressed by employses for their parsomal sefety vhen working slems. The Parties

agres to imitiats procesdings as premptly as posaible but se later them Merch 13,
1972, ¢o develep a solwtimm.

7. It {s enderstesd that a committee eof the parties will ba appeisted te megotiats the
b application of the present job descriptions to the employees swversd by the Agreement
wvith respact to vhethar or mot sech employess sre properly elassified. The partiea
agres that the job duties contained in said descriptions avres wot to be comsidered e
mtter for collactive nagotiations.
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ACREEMENT

This Agreement {s made and entered into effective as of the lst day of February,
1972, by and between the Manalapan-Engliahtown Regional Board of Education, hereinafter
referred to as the "Board", and the Manalapan-Englishtown Federation of School Secretaries,
Local 2198, American Federation of Teachers, AFL-CIO, hereinafter referred to as the
"Federation'.

ARTICLE I - RECOGNITION

A. The Board recognizes the Federation as the sole and exclus{ve bargaining agent for
secretaries and clerks 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
Superintendent of Schools and all other employees not specifically included herein,
pursuant to Chapter 303 o} the 1968 lawe of the State of New lersey, known as the New
Jersey Employer~Employee Relat{ions Act, concerning terms and conditions of employment.
B. Employees hired on a part time or temporary‘basls who work four (4) or more hours
per day shall be deemed to be full time employ;es upon accumulation of ninety (90)

such working davs within a school vear,

ARTICLE 11 - NON-DISCRIMTNATION

The parties agree to follow a policv of not discriminating igainst any employee
on the basis of race, color, creed, national oriv:: -ex, or marit i status, or
membership, or participation {n, or associatinoe with the activ tije- of any amplovee

organization.

ARTICLE TIT - GRIEVANCE ™ x EDURK

A. Definition - A “"grievance’ shall mean a comp!=int bv ar em . wee covered by this

Agreement that there 1s & violation, misiuterpret+t:on, o misapplication of the pro-

visi~ns of this Agreement concerni g employee wurxing « i tians, except that the term
“"grievance' shall not apply v (g% anv matter { r which a .pr. ific method of review is
prescribed efther by law or any regulation of the -rate wmission of Fducation or any
matter whi. s .ording to ‘aw 1s either beyond the scope f Board authoritv or limited
to action by the Board alone; and (b} a»: matter ~ot specificvail. part of this

Agreement .
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2.
B. Procedure - A grievance to be considered under this procedure sust be initiated
by the grievant within seven (7) 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: Any employee covered by this Agreement who has a grievance shall discuss
it firet with rhe school official serving as her immediate supervisor in
an attempt to resolve the matter informally at that level.

Step 2: If, as 8 result of the discussion, the matter is not resolved satisfactorily
within five (5) school days the grievant shall set forth her grievance in
writing to her immediate supervisor specifying:

(a) the nature of the grievance;

(b} the nature and extent of the injury, loss of incoavenience;
(c) the resultrs of previous discussion; and

(d) her dissatisfaction with decisions previaisly rendared,

The supervisor shall commnicate his decision to the grievant in writing
within five (5) wschool days of receipt of the written grievance.

Step 3: The grievant may, no later than five (3) school days sfter recelpt of the
decision in the foregoing Step, appeal the decisaion to the Superintendent
of Schools. The appeal to the Superintendent smst be made in writing
reciting the matter as specified above and her dissatisfaction with decisions
previously rendered. The Superintendent shall meet with the grievant and
attempt to resolve the matter as promptly as possibie sad shall communicate
his decision in writing to the grievant within twenty (20} school days of
receipt of the written grievance,

Step 4: If the grievance 1s not resolved to the grievant's satisfaction, she may
request, no later than five (5) school days sfter receipt of the Superin-
tendent's decision, a review by the Board. The request shall be submitted
in writing through the Superintendent who shall attach all related papers
and forward the request to the Board., The Board, or a committee thereof,
shall review the grievance and shall, at the option of the Board, hold a
hearing with the grievant and render a decision in writing within thirty
(30) school days of receipt of the grievance by the Board.

Any grisvant may be represented at all stages of the grievance procedure by
herself or, at her option, by a representative selected or approved by the Federationm.
C. Arbitretion - If the decision of the Bosrd does not resolve the grievance to the
satisfaction of the grievant and the Federation wishes review by a third party, the
grievance may be submitted to arbitration., If arbitration is requested, the Federa-
tion shsll notify the Board withinten (10) school days of receipt of the Board's

decision in Step 4 of the grievance procedure,.
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The following procedure shall be used to secure the services of an arbitrator:
(a) A request will be made to the American Arbitration Associatbn to submit &

roster of persons qualified to function as an impartial arbitrator in the

dispute in question;

(b) 1If the parties are unable to agree upon a mutually satisfactory arbitrator
from the submitted list, they will request the American Arbitration Associa-
tion to submit a second roster of names; and

{¢) 1If cthe parties are unable to agree upoh'a mutually satisfactory arbitrator
froam the second submitted list, either party may request, within ten (10)
school days from recel pt of such list, the American Arbitration Assocation
to designate an arbitrator,

The arbitrator shall limit himself to the interpretation and application of
the terms of the Agreement, to the lssues submitted to him, and shall not add to,
nor subtract anything from the Agreement between the parties. The decision of the
arbitrator shall be advisory only unless the Board and the Federation have previously
mitually agreed that it shall be final and binding.

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

ARTICLE 1V - FEDERATION RIGHTS AND FRIVILEGES
A. The Federation will be provided with a bulletin board in each faculty lounge

for the posting of official Federation notices and announcements to employees covered
by this Agreement and shall submit a copy of all wmaterisal to be posted to the Building
Principal.

B, The Federation shall have the privilege of calling meetings of employees

covered by this Agreement before and after school hours and, should occasion arise,
during appropriate lunch periods, subject to approval within the guidelines of Board
policies and provided such meetings do not interfere with the proper operaticn of

the school system,

C. Upon request, the Board agrees to make available to the Federation information

in the public domain.



D. The Board agrees to deduct from the salaries of employees covered by this
Agreemant dues for the Manalspsn-Englishtown Feders:ion of School Secretaries,

Local 2198, American Federstion of Teachers, AFL-CIO, in compliance with Chapter
310, Public Laws of the S:zate of New Jersey, 1967, and of the rules established

by the State Depsrtment uf Education. Such monies collected, together with records
of any corrections, sha.l be transmitted to tﬂe Treasurer of the Federation by the
thirtieth of each month following the monthly pay period in which deductions were
made. Authorizations for dues deduction shall be in writing signed by the individ-
ual concernad, {ues deductions will be made with the understanding that said deduc-
tions may e dlscontin.ed only {f the person originally suthorizing deductions files
a notice of withdrawal, in wvhi-h -ase dues deductions will terminste as of the Janu-
ary lat or ‘ul:. .8t next succeeding the date on which the notice of withdrawal was
filed. Authorize’':on of dues deduction is to be forwarded to the Secretary of the
Bosrd,

ARTICLE V - TRANSFERS, REASSIGNMENTS AND PRUMOT1ONS

A. 'n the event of a job vacancy, new position, or promotion, the Superintendent
shall cause to be posted notice of such openinga for fifteen (15) school days in all
faculty rooms prior to filling said vacancies, The notice to be posted shall include
the procedure to be followed in applying for the position and a brief description of
the necessary qualifications.

B, Vdﬂuntnty Transfers - Employees covered by this Agresment may submit requests

for job transfer or reassignmant to the Superintendent through their immediate super-
visors, In reviewing such request, the Superintendent shall consider the following
factors: (a) abllity, performanca evaluations, education and training, knowledge and
ak1ll required; (b) length of lorvic; in the Manalspsn-~Englishtown 8chool District;
and (c¢) the beast interest of the school system, The Superintendent will afford an

applicant an interview, {f requested,
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C. Involuntary Transfers - In event layeff or transfer to a lower-rated job
becomes necessary, due to reorganization or otherwise, the Federation will be ad-
vised and afforded an opportunity to discuss the matter and make recommendati ons.
However, it is recognized that the Board retains the right to make such layoffs or
transfers as it deems necessary in its discretion. In the application of the fore-
going, in the case of individual empkmees, tﬁ; Superintendent will consider the
same factors as set forth in paragraph B above. If the employee believes that the
application to her of the factors has been arbitrary or capricious, she may file a
grievance. If an employee's job is eliminated, that employee would be given priority
in filling a new position provided she was qualified te do the work.
D. If new positions are created within the bargaining unit, rates of pay for
such positions shall be established by the Board butthe Federation shall have the
right to negotiate with respect to whether guch rates of pay are equitable in rela-

tion to rates of pay for other jobs in the bargaining unit.

ARTICLE VI - WORKING CONDITIONS

A. The regular work week for a full-time emplogee shall consist of five (5)
seven-hour days exclusive of lunch and the reguiar work week for a half-day

ten month employee shall comsist of five (5) four-hour days.

B. While it is understood that the daily working hours of ai. full-cime emplovees
covered by this Agreement consist of seven (7) hours exciusive of lunch, when pupils
and teachers are dismissed early bscause of an coergency clerks and secretaries may
be excused one-half hour beyond pupils' dismissai at the discrection of the Superin-
tendent. However, clerks and secretaries will e required to work a full day when
pupils are dismissed early but teachers are required to b. on duty, either in the
classroom, at comterences, or «t in-service programs.

C. WNo clerk or secretary shall be required to report ‘o her assigmment on school
days designated as '"'storm days'. The Superintendent or his designee shall inform

employees of same.
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D. All clerks and secretaries covered by this Agreement will be afforded the
holidays listed as such in the School Calendar. It is understood, however, that
employees in the Business Office will be required to work during the Christmas and
Easter Weeks,

E. Overtime will be paid. for hours worked in excess of thirty-five (35) per

week at the rate of time and one-half the employee's regular atraight time hourly
rate. Double time will be paid for hours worked on Sundays and holidays but ower-
time will not be paid on more than one basis for the same hours worked.

F. Full-time employees will be entitled to receive two fifteen (15) minute rest
periods in the course of the day, with one period in the morning and the other in
the afternoon. Half-day employees will be entitled to one fifteen (15) winute rest
period d;ring the day. Employees will have the privilege of going to the nearest
lounge during these rest periods.

G. All ten-month employees are required to wﬁrk from Septesber lst to June 30th.

To the extent that a ten-month employee 18 required to work beyond ten months, such
employee will be compensated for the additional time at a rate of pay proportionate
to her current salary.

H. Twelve-month employees who have been employed full-time conti{muocusly for one
year or more will be eligible for two (2) weeks’ vacation and s:. h employees who
have been employed full-time continuously for {:ve (5) years or more will be eligible
for three (1) weeks' vacation., Twelve-month employees who have beer employed full-
time contimiously for six (5) months but less than one year «ill be eligible for one
weeks' vacation, which wust be taken during the months of July and August. Employees
who terminate their employment and who have not used up vacation days to which they
are otherwise entitled shall receive pay for such days

I. No employee covered by this Agreement shal: be dismissed without fair and

Just cause.

J. Employees shall not be required to use their cars for official school businem
K. HNo secretary or clerk shall be assigned duties which would require them to

perform such duties at home.




L. When a secretary is regularly scheduled to £ill the job of a higher-paid secretary/
Clerk, she shall be entitled to the higher rate of pay for each full day that she fills
the higher-rated position,

M. Secretaries will not be regularly scheduled to act as nurses.

ARTICLE VII - LEAVES OF ABSENCE

A. Sick Leave - The Board shall grant ten (10) days of sick leave per year to each ten
(10) month employee and twelve (12) days to each twelve (12) month employee and the
unused days shall accumulate without limit, A record of sick leave accumulation will
be {ssued to the employee by June lst. This record will list the name of the employee
and her record of accumulated sick leave with a place for signature indicating the
correctness of the record. A copy is supplied the employee and the signed copy is

for her personal file. When accumulated sick legve is exhausted, the Board will pay
the difference between the employee's pay and the substitute's pay, provided a sub-
stitute is called in, for a maxioum of fifteen (15) days per year.

B. Personal Leave Up to two (2) days leave of absence with pay fur personal, legal,

business, household or family matters which requ(rf absence during working hours will
be allowed per yesr. Application to the employee's :mmediate suprer :sor for personal
leave ghall be made at least one week before taking such leave {except in the  ase of
emergenc ies; wherebv. appiication shall be made as sonr as nes-itble after return to
duty), and the applicant for such leave shall not be required to state the reason for
eking such leave other than that <he is taking f{r under this paragraph. The days shall
not be cnsecutive and shall not be taken at the be.inning rr end ~f a varatior period.
Granting of the days of leave shall be in accordan.e with rt+ aperstional eeds of the
school system as definad by the ¢ .perintendent

C. Death ir Family Leave - In case of death in the immed ste family., ar employee may

be granted up to a maximum 5! five (5) davs absence withou: loss of pay. The immediate
family shall be defined as husband or wife =other, father. son, daughter, brother,

sister, mother-in-law, father-ir-law, urandparents and fosrer 1 ivents of the emplovee.

7.
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D. Maternity Leave - Maternity leave will be granted in accordance with applicable
statutes. Additional benefits may be granted at the discretion of the Board.

E. Jury Duty - Ewployees who are required to serve on jury duty will receive their
full salary during the period of such service, subject to their prowpt remittance

to the Board of an amount equal to the cowpensation paid to thew for such jury duty.

ARTICLE VIII - MISCELLANEOUS

A. Any employee covered by this Agreement who is required by the Board to take a
physical examination for any reason, such cost of the examination shall be borme
entirely by the Board,

B. The cost of tuition will be paid for courses if attendance is requested by the
Board and approval granted. Reimbursement will require satisfactory completion.

A coumittee to make recommendations with respect to appropriate coumes to be
considared for reimbursement will be appointed by mutual agreement of the parties.
C. DNo deduction from an employee's salary will be wade for participation in
collective bargaining negotiations held during regular school hours 1f such
particifpation during such time is specifically authorized by the Board.

D. An smployee mey request the right to inspect material in her individual
personnel file, except that all pre-employment material shall be treated as
confidential and shall not be made available to the employee. An employee may make
a copy of the material which she {s permitted to inspect.

E. 1If any proviaion of this Agreement is held to be contrary to law, then such
provision ahall not be deemed valid and subsisting, except to the extent permitted
by law, but all other provisions shall continue in full force and effect.

F. This Agreement incorporates the entire understanding of the parties on all
negotiable matters and shall not be ;dded to or deletad from until the expiration
date sxcept by mutual conaent of both parties and by an instrument in writing duly
executed by both parties. Negotiations on a new agreement shall cowmence no sooner

than October 1, 1972 and no later than October 31, 1972.
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G. Anything to the contrary notwithsteading, nothing in this Agreement shall
be deemed to constitute a walver by the Beard of, or to deny or restrict the Boerd
in the exercise of, the rights, responsibilities, or suthority granted to it under
applicable statutes,
H. In accordance with Chapter 303, changes or modifications in the terms and
conditions of employment as contained in this Agreement shall be made only through
negotiation with the majority representative,

ARTICLE TX - HOSPITILIZATION

The Boerd sgrees to continue present Insurance coverage for employees under
the State Health Benefits Plan.

ARTICLE X - SALARIES

The salaries of all employees covered by this Agreement are set forth in
Schedule A, which is attached hereto and made a part hereof.

ARTICLE XI - DURATION

This Agreswrnt shall be effective as of February 1, 1972 and continue in
effect through fune 30, 1973, except that any increcases 'n salariecs and other
economic benefits shall not become effective until ‘uly 1, 1972,

IN WITWESS WHEREQF, the parties have caused this Agreencnt 1o be executer

by their proper officers.

MANALAPAN-ENGL I SHT &N FEDERATION OF SCHOOL
SECRFIARIES, LA 98, AMERICAN FEDERATION OF
TEACHERS AFL'(IJ

By 4@ LL¢ ?’ di—-

‘. Al : - " o
AT 4 ’;lxgw%{{’;i




SCHEDULE A - SALARY GUIDE

1972 - 1973

Present Salary Fffective

Step Salary o July 1. 1972
1 $ 3960 3 4115
2 4110 4336
K| 4320 4558
A 4530 4779
5 4740 3001
b 4950 5222
7 5110 5391
8 5270 5560
4 5430 57249

Classilication for Position to be added to place an Guide

A, Board Secretarv's Office. ... uiiiniiiinercnons S 300
B. Pool Secretary..... Cre e e P 300
C. Principal’'s Secretary.......v.euveene-vnanncas ©00

D. Assistant to Superintendent and
Sdirector of Curriculum Secretaries............ 700

E. Bookkeeper,......... C e e e R - 1010

F. Hookkeeper - Payroll (Secretarv to
the Board Secretary)...ie.eooie.... Cr e e et s 900



