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AO0TICLE 1

RECOGNITION

A, Unit
The Board hereby recognizes the Hopatcong Office Personnel Association as the exclusive
and sole representative for colliective negotiation concerning grievances and terms and
conditions of employment for all personnel whether under contract, or on leave, employed

by the Board. The Association consists of Clerks, Secretaries, Sr. Secretaries, Book-
keepers, and-Data Systems-Operator.

B. Definition of Employee

Unless otherwise indicated, the term "employee", when used hereinafter in this Agreement,
shall refer to all employees represented by the Association in the negotiating unit as
above defined.
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ARTICLE 11

~NEGOTIATION OF SUCCESSOR AGREEMENT

A. Poliey Changes

Consistent with Chapter 123, P.L. 7 N,J. 1¢74, the Board shall

o
not affect any change in Pelicy conecerning terms and conditions of
employment except those so negotiazted and included as part of this

Agreement and contained herein.
B. Deadline Pate

The partles agree to enfer into czllectlive negotiation cover-a
Successor Agreement in good-faith -7 fort to reach zgreement on all
matters concerning zalaries, hours and other conditions. Sucht
negotiations shall tegin not later than Sevtember 10 of the calendar
year preceeding the calendar year in whilch this Agreement expires,
Any Apreement negotiated shall be reduced to writing, be signred

by the Board and the Association, and be adoptéd by the Doard and
the Assoclation.

This agreement thall net be modlflied Iin whole or in part by the
partles except by an instrument In writing duly executed by both
parties,

D. Except as this Agreement shall hereinalter olherwise orovids, all
‘terms and conditions of employment applicable on the elfective date
of ‘this Agreement to employees covered by this Aqresnent as establilshed
by the rules, resulations ana/or nolicies of the Board in force on
sald date, shall continue to be s0 applicabvle during the term ol this
Agreement. Unless otherwise provided In the Agresment, nothing
contained herein shall be interprefzd and/or srplied as to climinete,
-reduce or otherwise detract from any employvee benerlt existing
prior teo its effective date.
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ARTICLE ITI

“SRIEVANCE PROCEDURE

Grlevance procedure shall be the district grievance procedure as
aprproved by the Roard of Education.
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ARTICLE 1V

EMPLOYEE RIGHTS A''D PRIVILEGES

A.

Yo employee shall be discinlined, reprimanded, reduced in rank or com-
pensalion or deprived of any professional advantace without just cause.
Any such action asserted by the Board, or anv avent or representative

“thereof, shall not be mads nublic and shall b2 subject to the grinsvance

procedure herein set forth. Any dismissal or suspension shall be con-
sidered a disciplinary action and shall, at the option of the emloyee,
be subject to the grizvance procedure.

Whenever any empioyec is required to annezar before the sunerintendant,
Board or any cormitize or member thereof concarning any matier whnicn

could adversely affect the continuation of that emnloyea in iis position,
emnloyment, or the salary or any increrpats pertainine thereto, then he
shall bz given prior writlen notice of the rdasons far such reeting or
interview and shall be entitled to have a reoresentative of tho Associa-
tion present to advise him and rzpresent him during such m2etinag or intfer-
view. Any suspension of any employee panding chargas shail be with pay.
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ARTICLE V

Daily Work HOurs

The work day from September 1st through June 30th shall consist of 8 hours

including 30 minutes uninterrupted lunch hour.

7:30 - 3:30
or 8:00 - 4:00
or 8:30 - 4:30

A. Summer Hours
1. The work day from July 1st though August 31st shall be 8:00 to 2:30

including 39 minutes of uninterrupted Tunch hour.



~ ARTICLE VI

EMPLOYIENT PROCEDURES

A. Pesignation

1. An employee who is resinning from his pesition shall give the nomal tuo
weeks notice.

1. Adjustment to Salary Schedule

tach employee shall bz placed on his nroper step of the salary schedule
as of tha beginning of the 1976-77 school year. /Any emplovee employad
prior to February 1 of any school year shall be given full credit for
one (1) year of service tovard the next i1ncrement step for the follcuing
year. ‘

C. Transporting Students

1. Employees shall not Lz required to drive students,

2. Members of the Association shall not bLe reguired to use their autonobiles:
in the performance of school dufies.



ARTICLE VII

WORK SCHEDULE

A. Vacation Schedule

1.

2.

3.

Vacation eligibility shall be determined as of July 1st

of each year.

Vacation times ghall be scheduled to coordinate with the
work schedule and shall be subiect to the approval of the
supervisor. Such approval shall not be arbitrarily withheld.

Employees shall be aligible for vacations on the following

basis:

a. Completion of six nonths of continuous enmployuent as

of July lst, but less than one year, one week

vacation with pay.

b. One year to five years of continucus employment as of

July lst, two weeks vacation with full pay.

Ce Five years ond beyond of contiruous ewpleyment as of

July lst, three weeks vacation with full pay.

s B, Holiday Schedule

1.

2.

All holldays are scheduled on the premise that the bulldings

will be ‘closed.
Scheduled holidays are:

Independence Day

Labor Day

Thanksgiving Day

Day after Thanksgiving Day
December 24

Christmas Day

December 31

New Year's Day

Goed Friday

Memorial Day
Washington's Birthday
Veteran's Day
Colunbus Day

Pége 7
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ARTICLE VIII

TNSURANCE PROTECTION

A. Health-Care Coverage

As of the beginnina o the 1075-77 schoolyear, the Board shall provide
health care protection. Th2 Roard shall pay the full premium for each
-employee and in cases where appropriate 17927 family plan insurance
coverage. :

1. The Hopatcong Board of fducation will nrovide coverace for hosnital-
jzation equal to or better then the 1975-75 Blus Cross, Blue Shield,
Rider J and Hajor ledical contract.

2. The Board of Education will annually select the insurance carriers,

3. For each emloyee who remains in the emiov of the Zoard for the full
schoolyear, tha Board shall make payvment of insurance premiurs to
provida insurance coverane for the full twelve (12) month period
commencing July 1st and ending June 33th. lhen necessary, naveent of
premiums in hehalf of the emnlovee shall be made retroactivelv or
prospactively to assure uninterrvunted narficipation and covarage,

B. Description to Employees

. A description of the health care insurance coverage shall be furnished
© to the employees in accordance with present policy by Cctoher 1, 1275,

C. Dental Insurance

The Board agrzas to provide the same per canita contribution for dantal
insurance beginning with the 1977-79 schoolyear as will be provided for
all other district employces. This per capita contribution will remain
the sare for both the 1977-73 and 1972-79 school years. #Any additional
expense beyond the per canita contribution by the Poard of Education wili
be the responsihility of the individual employee, :



ARTICLE IX

" LK LEAVE

A,

Accumlative

As of Sentember 1, 1976, all employees employed shall be entitled to
twelve (12} sick leave days each school year as of the first official
day of said school year whether or not they report for duty on that
day. tnused sick leave days shall be accumulated from year to year
with no waxinum limit, -

Nonaccunu[gﬁive

Ronaccunutlative additional sick Teave benefits shall be allowed to
employees accoraing to the follcwing:

The Board of Education may in the event of an enployee's extended
illness pay the emplioyee's salary less a substitute emnloyee's wages
for an additional thirty working days in any cne yeal after accumulated
days have been used. Request Tor a Health or Hardshin Leave will be
considered on an individual basis by the Superintendent and/or the
Board of Education,

Page 9
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ARYICLE X
" REDUCTICH IN RANK OR JOB CLASSIFICATION

A. Emplovees shall not be reduced in rank or job classificaticn without
just cause.

B, Any reduction in rank or job classification, regardless of coipensation,
shall be subjected to the grievance procedure (Article I11).



CARTICLE  XI

VOLUNTARY TRANSFERS AMD REASSIGNMENTS

A.

Hotification of Vacancies

1‘

Hopatcong Gffice Personnel will be notified of any vacancies or
new positions within the district Tor secretarial, clerical,
bookkeeping or data systems persennel, Such positions may be
awvarded to any applicants based on ooneral knowledge and ability.
General knowledge and ability being equal, seniority shall be

the deciding factor. :

Equal Educational Opportunity

The Hopatcong Board of Education affirms its responsibility to
ensure all students in tha public schoois of Hopstcong Borough
equal educational opportunity and all employees equal employment
opportunity regardless of race, color, creed,«religion, sex, an-
cestry, national origin and social or econemic status., To fulfill
this responsibility, the Board shall establish a program to review,
and modify as may be necessary, its present school and classroom
programs and einployment/coniract oractices.

Page 11



Page 12

ARTICLE XII
TROMOTIONS

Al11 qualified employees who desire to apply for a promotional
position shall be given adequate coensrtunity teo make apolication for such
positions and no poesitions shall Lz filled until all properly submitted
applications have been considered. The Board agrees to give due weight
to the background and attainments of all applicants and ather relevant
factors. In filling such vacancies, preference shall he given to
qualified employees already emplov=d by the Board and when all other
factors are substantially eaual, ic.ath of time in the Hanatcong School
District shall be-the deciding factor, The decision of the iruediate
Supervisor shall be final and bindinag,




CARTICLE  XIII

Accredited fvening High School - Surmer Schoo) and federal Programs

A, Posting

A1l openings for positions in community education program, summer
school, federal projects, and other nrogrems shall be publicized by the
Director of continuing education.

B, (riterja

In filling such nositions, consideration shall be given to an
emplovee's area of competence, atiendance record, and lensth of service
in the Hopatcong School District. Eoployees employed in the Hovatcong
School District shall have priority to such assignrants before aopoint-
ment to applicants from outside the district., The decision of the
Director of continuing educatien shall be final and binding.

Page 13
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ARTICLE  XIV

INVOLUNTARY TRANSFERS ARD REESSIGHIMENTS

A. Use of Voluntary Reauss*s

If possible, no vacancy shall be filled by mrans of involuntary
transfer or reassiagnments 17 there is a qualified volunteer available {o fill
said position. Final and binding decision shall be made by the Superintendent
and/or the Business Administtrator.

!

B. Notice

Notice of an involuntary transfer or reassignme=nt shall be given
to employees as soon as practicable, except in csses of emergency.

C. Criteria

When an inveluntary transfer or reassiunment is necessary, an
employee's area of competence, lenath of service in the tHopatcong School District,
length of service in a particular school buildina, and other relevant factors,
including, among other thinas, state and/or federal laws, rules, regulations or
administrative directives, shaill be censidered in determining which employee is
to be transferred or reassigred, Such transfers shall be made for the best in-
terests of the school district.
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ARTICLE XV
" EMPLOYEE FACILITIES AND EOUIZIENT

The Board of Educztion and the Iemediate Supervisor will be respon-
sible to provide all emplovees with the anpropriate equipment and suppiies
necessary to insure a high quiality of work.



™ -

RTICL

EXTENDED LEAVES OF ACcENCE

T

XVI

A.

Maternity
1. Natural Birth

tie Beard shall grant maternity leave without pay to any
employee upon the request subject to the following stipulations and
limitations:

(a) Maternity leave shall commonce on the date re-
quested by tiwe employee.

(b} Any employee aranted maternity leave without pay
according to the provisions of this section may at her discretion
elect to substitute all or any part of her accumulated sick leave in
lieu thereof and receive Tull pay and henefits for the same.

{c} Any cmployee granted maternity leave shall at
her request be restored to the exact same position vacated at the
comnencement of said leave,

(d) Ho employse shall be prevented from returning
to work after childbirth solely on the ground that there has not
been a time lapse between childhirth and the desired date of return.
An employee must provide two weeks notice prior to returning to em-
ployment.

. {e) The Board may remove any emnloyze from her duties
during precnancy unless the emplovee produces a certificate from her
physician that she is medicaily able to continue at work.

Adoption

Any employee adonting an infant child shall receive similar
leave which shall commence upon receivina de facio custodv of said
infant, or eariier if necessary to fulfill the reguirements for the
adoption. No employee on maternity leave shall, on the basis of
said Teave, be denied the opportunity to substitute in the Hopatcong
School District in the area of certification or competence. .

I1lness in Family

A leave of absence without pay of up to one (1) year may be

granted for the purpose of caring Tor a sick member of the employee's
imnediate family. Additional leave may be granted at the discretion of
the Board.

Other leaves of absence without pay may be granted by the Board for good
reason. _ .
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ARTICLE XVI {cont’d)
EXTENDED LEAVES OF ABSENCE

D._ Return from Leave

1. Salary

Upon return from leave granted pursuant to section A or B
of this article, an arployea receiving such leave after January 1st
shall be considarad as if they were actively employed by the Board
during the leave and shall be placed on the salary schedule at the
Tevel thay would have achieved if thay had not been absent, Ewp]oyees
beginning leave batwaen July Tst and December 31st shall not receive
increment credit for timz spent on leave,

2. Benefits ‘ )
A11 benefits to which an employee was entitled at the
tirm2 their leave cowmmanced, including unused accumulated sick leave
shall be restered to them unon their return, and they shall be assigned
to the same position wiich they held at the time sajd leave commenced,
if available ar, if not, to an equivalent position.

!

E. Extensions and Renewals

A1l extensions or renewals of leaves sha]l he applied for in
writing and may be granted by the Board.



ARTICLE XVII

TEIPORARY LEAVES OF ABSENCE

A.

Types of lLeave

As of the beginning of the 1976-77 school year, emnloyees shall be
entitled to the following termporary leaves of absence with full pay
each school year:

1. Personal

Two (?2) days leave of absence for personal, legal, business, housa-
hold or family matters which require absence during school hours,
foplication to tha employee's orincinal or ogther immdiate superior
for personal leave shall be made at least threz (3) days before
taking such leavae {excopt in the case of emergencies) and the apnli-
cant for such leave shall not be requirgd to state the reason for
taking such leave,

2. Death

Up to four (4) days at any one tire in the event of death or serious
illness of an erployee's spouse, ciild, pargnt, fathar-in-law, rother-
in-law, brother, sister, and anv other merber of the irmediate house-
hold. In the event of the doath of an emioyee or stucent in the
Hopatcong School District, the orincipal or immadiate superior of

said emloyae or studant shall grant to an appropriats number of
employees sufficient time off to attend the funeral.
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ARTICLE XVIIZ

PROTFCTICN OF LMPLOYEES

A.

Fnployees shall not be required to work under unsafe or hacardous

condition
or well-t

1.

the

¢ or to perform tasks which endanger their healitn, safety,

]
ing.

tmpleyees shall immediately revort cases of assault
by then in connection with their employment fo their
or other Lliyasediate superlor.

rrincical

PR ol -

suffered
.
-

Such notilication shall be immediately Toruvarded to fhe
superintendent who shall comply with any reasconable rojuest frem
the eirployee Tor information in the possecsion of the superin-
tendent relating to t¢he incident or the persons involwed, and
shall act in appropriate ways as lialsgn between the employee,
police, and the courts, :
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LARTICLE 71X
DEDUCTIC ! TROM SALARY

A.. Asspciation Payroll Dues Ceduction

Tha Board agrees to deduct from the salaries of its employees
duzs Tor the New Jersey Fducation  Association, emoleoyses individually
and voluntarily authorize the Board to deduct. Current records of any
corrections shall be inspected by such person as may from tire to time
be c¢-signated by the lispatcong Office Personnel Association by the 15th
of each month following the woninly pay paricd in which deductions were
macde,
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ARTICLE XX

HISCELLANEQUS PROVISIOQNS

A. Board Policy

The Board shall carry out the cormitments contained herein and give them
full force and effect as Poard policy.

B. Compliance between Individual Contract and Master Agrecrent

My individual contract betwoon thz Loard and an individual amioyee,
herotofore or haraaftor exacuted, shall be subject to and consisiant
witlh the terms and conditions of this fareomant. f an individual con-
tract contains any lanquace inconsistent with this Agreepent, this
Agreemznt, during its duration snall be controlling.

C. Course Reimburserent .
To encouraqe and promote the arowth and training of personnel, the Doard
of Education will reimhurse staff merhers for 1397 of the actual twition
exnenses for courses costing $95, »noy cradit or less., Tuition costs in
excess 565, ser crodit will be limited to a maximum reirhurserent of
$65.00 per credit. Registration fee will be reimbursed 1770,

Courses must b2 approved by the Sunarintendsnt in accordance witn the
following critaria: '

1. Lach course must be within the scope of the staff ramber's work
area and dremed by the superintendent to be valuable in imdroving
the performance of the staff wenmber.

2. No reimbursemant will hs given for courses unless such courses are
approved by the suncrintendent.

3. A1l requests by employeas for aporoval of courses must be channeled
through tha building principal te the sunerintendent as follows:

a. requests for Fall Semester courses, not later than October 13th.
*b. requests for Spring Semester courses, not latzr than February 18th.
c. requasts for Summer Sérestor courses, not later than July 15th,

4. Requests for reimbursement received after the above mentioned dates
will not bz considered.

5. Reimbursement for approved courses will be paid to staff members as
follows:

a. approvad Fall Semester courses, paid Fébruary 18th
b. approved Spring Semester courses, paid July 18th
¢. approved Summer Screster courses, naid October 18th

A statement of final passing grade attained {no grade Tower than a

"¢ or its equivalent will be acceptable} and a receipt for tuition
and registration fee payment must be submitted along with the business
office voucher.requesting reimbursement. VYouchers and receipts must
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ARTICLE X¥, cont'd.

be forwarded to the businzss office at least seven days prior to the
payrent dates Tisted above.

6. Since tha reimbursement for staff irmroverent is provided for the
benefit of the schools of Hopatcono Caracuch, no reimbursement will be
made for courses taken by staff merbers who do not raceiva contracts
for the following year or by staff merberswho for any reason indicate
that they are lcaving the system.

D. Continuous Service Loncevity
Office personnel to bz givan an incrorent of $327. after 15 consecutive
years in tha Honatcong Schools and 5397, after 29 consecutive yvears in
the flopatcong Schools. Increment to be paid beginning the 10th and 21st
years over and above normal salary,

E. All secrztaries must b2 skillad in transcription.

F. Personnzl will not b2 regquired to report for work on days when schools
are closad due to inclerent weather,

G. The present number of stens on the Guide (11) may not be increased untit
the 1973-70 contract negotiations.
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OFFICE PERSONNEL

SALARY GUIDE

1976-77
Sr. Secretary
Data Systems
Clexk Secretary ' Bookkeeper
$5363. $6688. $6944,
5563. 6888, 7194.
5782, 7107. ‘ 7468.
6023, ' - 7347. 1 7769.
6263, : 7588. 8070.
6625. , 7829. 8432,
6866 . “ 8311, - 8913.
7227. 8793, 9335,
7588. , 9275, © . 9877.
7950. 9756 . | 10359.

Above puide personnel will receive an increase equal to
9.5% of their previous year's salary.

Continuous service longevitv--$300, after 15 consecutive years in
the Borough schools: $300. after 20 consectuve vears in the Borough
schools. Increment to be paid beginning the 16th and 21st years
over and above the normal salary.
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OFFICE PERSONNEL

SALARY GUIDE

1977-78
Sr. Secretary
Data Systems
Clerxk Secretary : Bookkaeeper
$5825. $7260. 87541,
6025. 7460. 7791.
6262. - . 7897. 8088.
6523. 7957. 8414. ‘
6783, 8218, 8740.
7175, 8479. 9132,
7436, 9001. | 9653.
7827. o 9523. 10,175,
8218. 10,045. : 10,697,

8610, ) 10,566. 11,218,

Above puide personnel will receive an increase equal to 8.3% of
their previous year's salary.

Continuous service longevity--%300. after 15 consecutive yvears in
the Borough schools: S$300. after 20 consecutive years in the
Barough schools. Increment to be paid heginning the 16th and
21st years over and above the normal salary.
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AFLICLE XXT

[ I
w1

AO

(TION OF AGREENENT

Duration Period

V. This agreement shall bhe effective as of July 1, 1576 and
continue in effect until June 30, 1979.

2. Salaries will be open for negotiation for the 1973-73
contract.

In witness whereof the fssociation has caused this fgrzzment
to be signed by its president and secretary and the Board has caaq“d
this agreement to be signed by its president, attested by its szcretary
and its corporate seal to be placed nerton, all on tha day and vear
first above written,

Hopatcong Office Personnel Association Honatcong Roard of [ducation
e ’.)
- -y 1
By: ///4¢#>//, o L e By: ' Tlme Aﬁ;’d/zza,»
(Pres1dmnt) ' {(President)

By: éﬁft( ey A/{}%’ 118 S 74;/:L -f(//élﬂfﬁai

i (Secretary) , {Secretary)
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AMDING

Reference: Article VII, Bi
Page
Agrcement betwecn The ’0'irfcnq Foard of Fducation and
Hopatcong Office Forsonnel lsscceliaticn 10976-1879.,
B, 1. All nhnlidays ave scheduled ca b2 pymise that the bDuildings will
e closed., I[ the buitdinos z:: opan on any of the listed holit:ys
cquitable arrangemonis, mutuvalls ageezd upm, =hall be mnde by thc

“

Supcerintendent and the Associus i

llopatcong Office Personnel Asscociation -
i
By Oy P

(Tresident)

Doard of Iduaitlu Pyzsident

//Zj. z//,( e

Hopa

l,l {,I\ rr

- -—\

By jZ
(.r‘;t: Eg'li.

it.



