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PREAMBLE
This Agreement is entered into by and between the West Milford Township Board of
Education (hereinafter referred to as the "Board") and the West Milford Educational Secretaries

Association (hereinafter referred to as the "Association”).

ARTICLE 1
RECOGNITION

The Board hereby recognizes the Association as the exclusive and sole representative for
collective negotiations concerning terms and conditions of employment for the categories of unit
secretaries, clerical aides and building aides (hereinafter referred to as "employees"®) for the

duration of this Agreement.

ARTICLE O
GRIEVANCE PROCEDURE

A. DEFINITIONS:
1. Employee--the term "employee” shall mean any regularly employed individual
included in Article I of this Agreement.

2) Grievance--a "grievance” is an allegation by an employee or the Association on

behalf of a group of employees that there has been a breach, misinterpretation, or improper |

application of the terms of this Agreement, or arbitrary or discriminatory application of, or failure

to act pursuant to, policies or administrative decisions affecting terms and conditions of
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emplbsiment.

3. Aggrieved Pagtx-—a.ﬁ "aggriéved party” is the employee or employeeé or any
authorized repre;sentati{/é thereof filing the complaint.

4. Immediate Superior--the term "immediate éuperio’r" shall mean the principal, except
&hen the grievance affects more than one school in the district, whereupon the. term "immediate
superior” shall mean the Superintendent of Schools. |

5. School Day—a"school day" in the grievance procedure shall be defined as any day
when the Board of Education is open. | |

6. Regresentative—;the term "representative” shall mean an agent assigned by the
Association.

B. PURPOSE:

The purpose of this procedure is to resolve grievances affecting employees at the lowest
step. Both parties agree that these procee&ings will be kept informal and confidential.

The Board and the Association hereby declare that any employee of the Board invoking the
grievance procedure herein set forth shall be free from any prejudicial or punitive action.

C.  PROCEDURE:

- 1. Time Limits--Grievances shall be moved by the steps described below promptly.
Time may be extended by common agreement, in writing.
2. Step One--An aggrieved ‘employee shall first discuss the grievance with his

immediate superior either within five (5) school days of the occurrence or when the employee is
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aware that an incident can lead to a grievance.

The reply or decision to the grievance a;: this step shéll be made to the aggrievéd eﬁ}pldfjee
within three (3) school days.

3. Step Two--If the aggriéved employee is not satisfied with the disposition of the
grievance at Step One, he m#y submit the grievance in writing to the Superintendent. The appeal
to the Superintendent shall be made within three (3) days. The Superintendent shall render his
decision after receiving such written grievance from the aggrieved employeé. '

4. Step' Three--If the grievagée is not resolved to the satisfaqtion of the aggrieved
employee, a review by the Board of Education may be requested within five (5) days of the
Superintendent's decision. The request shall be submitted in writing through the Supérintendent of
Schools. The Board, or a comumittee thereof, shall review the grievance and shall hold a hearing
with the aggrieved employee and render a decision in writing to the aggrieved employee. Steps
Two and Three shall not exceed forty (40) _échool days from the date the grievance shall have been
received by the Superintendent.

5. Step Four--Arbitration-If the aggrieved émpioyeé is not satisfied with the
disposition of his grievance in the foregoing steps, he shall have thirty (30) school days to notiﬂ
the Board and file for arbitrﬁtion. Failure to act within said thirty (30) school days shall indicate
the;t thel grievance has been withdrawn. |

The Board or the aggrieved employee, or his representaﬁve, 'shall apply for an arbitrator

- through the Public Employment Relations Commission and shall be governed by rules and
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regulgtions thereof. The arbitrator's decision shall be final and binding on all partieé. The cost of
the services of the arbitrator, including px;ofessional fees and expenses, if any, shall Ee borne
equally by the Board and the aggrieved employee. Any additional expenses shall be paid by the
party incurring same.

6.  Thearbitrator shall not add to or subtract from, or in any way modify, the terms of

this Agreement.

ARTICLE 111

WORK YEAR/CALENDAR
A. Secretaries
1. The work year will consist of 194 work days td be taken as follows:
a. 180 days while school is in session.
b. 14 days as assigned by immediate supervisor and approved by the
Superintendent. |
c. Payment for additional work béyond the 194 days will be at a 1/194
rate.
2. Position posting for summer empidyment shall be issued on or before May

 1st, unless extended by mutual consent, and specify the following:
a. Position

b. Number of work days available
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C. Date requirements
3. Summer position preference will be given to the person in position. Normal

screening procedures shall apply.

B. Building Aides -

1. The work year shall consist .of 182 days while school is in session.

2. The vs:rork week shall consist of five consecutive days, Monday through
Friday. |

3. Building aides assigned .to another unit category for a period not less than

. five (5) consecutive work days shall .be' paid at the "on guide" year one entry hourly rate of the
_ unit category assigned. : |
..4. Building aides \&orking in t.helsummer fora secréfary éhall be paid 1/ 194‘*‘ of
the year one entry hourly rate. | |
C.  Clerical Aide
1. The work year shall consist of 182 days per year.

2. The work week shall consist of five consecutive days, Monday through

Friday.
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ARTICLE IV
SICK LEAVE

A. Sick Leave Allowable
1. Euilding Aidés: 10 days per year.
2. Clerical Aide: 12 days per year.
3. Buiiding Secretary: 12 days per year.

B. For purposes of this Article, sick leave is hereby defined to mean the absence from
his or her post of duty, qf any person because of pérsonal disability due to illness or because he or
" she has Been excluded from school ﬁy the school districf’s medical authorities on account of a
contagious disease or of being quarantined for such a disease in his or her immediate household.

(N.J.S.A. Title 18A:30-1).

C. All days of sick leave not utilized in any year shall be cumulative.
D. Physician's certificate may be requested after three (3) consecutive sick leave days.
E. Employees, except building aides, shall receive payment for unused sick days upon

certified retirement at rate of $70.00 per day in 2003-04; $73.00 per day in 2004-05, and $76.00
per day in 2005-06. Pa_yment shall be made by January 15" of the year fbllbwing retirerent.
This provision does not apply to building aides.

F. The maximum benefit for unused sick leave shall not exceed 125 days for
employees hired effective July 1, 1985, and after. This provision shall not apply to employees

hired prior to July 1, 1985. -
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ARTICLEV |
PERSONAIL LEAVE

A. Full-time employees shall be entitled to five (5 ) days of full pay for personal leave
to be nop-cumulative, as follows: |

1. Iliness in the immediate family (proof of illness may be requested).

2. Two (2) days for personal busiﬁess. Application to the. employee's Principal
or other immediate superior for persdnal leave shall Be madé at least eight (8) days before taking
such lleave (except in the event.df emérgenciess; .T.he épplicant for sucﬁ leave sﬁall not Be réquired
to state the reason except on Mbhdays,_Fridays, or the dziy preceding or day following a échool
holiday '(.)r lvaca'.‘tion.. : | o o

3. Marriag
*No more than five (5) days shall be allowed in the above ("A 1- 3")

B. Death in the nnmediate fazmiywallowance of up to ﬁve (5) days leave shall be
granted. "Tmmediate family" shall be deﬁned to include: father, mother, spouse, child, brother,
sigter, mother—in—la.w,. fa'ther;in—lav.\;, so_ﬁ— or ldaﬁghter—in—law,- siétep- or brother;iﬁwlaw, and
grandpéiéﬁis. o o |

C. Le“gﬁaulmTime necessary for attendance m anylegal #ction réiatéd to the émployee' $
empiéymént or..in any proceediné in whiéh ttlx‘e. éistricf. 1s a party, or in ansr (5),ther. lega} proceeding
‘when thé employee shall t;c rec:luire& lby lziw t:o attend. | o o |

D. Building Aides:
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1 Personal leave provision of two (2) personal days per year, witﬁ pay, \%rhig:h_ are not
cumulative. |

2. Death in the immediate family--allowance of up to four (4) days leave shall be
granted. "Immediate family" shall be defined to include: father, mother, spouse, child, brother,

sister, mother-in-law, father-in-law, son- or daughter-in-law, sister- or brother-in-law, and

grandparents.
3. Family illness — one day (proof of illness may be required).
ARTICLE VI
LEAVES OF ABSENCE
A. Maternity Leave. Whenever a full-time empldyee shall become pregnant, she shall

furnish the employer with a certificate from ber physician stating the expected date of delivery and
the certification of the last day of active employment. She shall be eligible, forty-five (45) days
from presentation of the ceftiﬁcate, to recn;:ive maternity leave without pay for oﬁe calendar year
and such additional time as will permit the leave of absence to terminate on the following June 30
except leaves commencing prior to and including October 15 in which the Iegve of absence sﬁail
extend only to June 30,

" B. The Superintendent of Schools, for proper cause and upon application of the
employee, may recommend the termination of the leave (prior to its proper date of termination) for

approval to the Board of Education.
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C. Should anty employee absent on maternity leave, develop any illness or malady asa

result of such pregnancy and be unable to resume her work at the end of her leave because of such
illness or malady, she may be granted further leave of absence, not to exceed one (1) year, without
pay, upon the recommendation of the School Physician of the Board of Education until she has
recovered from such illness.

D. Auy tenure employee adopting an infant child shall receive similar leave which shall

éomence upon receiving de facto custody of said infant, or earlier, if necessary to fulfill th¢
requirements for the adoption. |

E. No employee on mateﬁty leave shéil, on the basis of said leave, be denied the
opportunity to substitiite in the West Milford School Distriét in the areas of her competence.

F. A leave of absence without pay of up to one (1) year shall be granted to tenure

employees for the purpose of caring for a sick member of her immediate family if accompanied by

certification of hardship. A leave of absence without pay of up to one (1) year may be grantedtoa

non-tenure employee for the purpose of caring for a sick member of her imumediate fe;mily if
accompanied by certification of hardship. Additional leave may be granted at the discretioﬁ of the
Board.

G.  An employee shall not receive increment credit for time spent on a leave granted
pursuant to this Article.

H. Upon returning from any Board approved leave of absence, an employee shall

return to the same category position held at the time the leave commenced.

-9
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I. A temporary leave of absence, without pay, may be granted by the Board at the

written request of an employee.

ARTICLE VII
EMPLOYEE DEVELOPMENT

A. The Board shall pay the full cost of tuition and other reasonable expenses incurred
in connection witﬁ any course, workshop, seminar, conference, in-service training session, or such
sessions which an employeé is required to attend by the Board.

B.‘ An employee may request tuition reimbursement and other reasonable expenses
incurred upon enrollm_ent or atten&ance In any course, workshop, scminaf, conference, in-service
training session which, in view of the employer, will enhance the operation of the §fﬁce of the
employgc or the school operation in general. The request shall require the recommendation of the

employee's principal and the approval of the Superintendent.

ARTICLE VI
WAGES AND HOURS

A. . Theregular hours of employment for all full time employees shall be thirty-five (35)
hours per week Monday through Friday divided over the five (5) working days of seven (7) hours

work plus one (1) hour lunch.

10
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B. -QOvertime Hours

1._ Time and one-half (1 1/2.") shall be paid for all work performed at tﬁe request
of the immediate supervisor or Superinténdent of Schools under the following conditions:
a. All secretaries may be required to work a reasonable amount of
overtime. |
b. All work in excess of seven (7) hours in one day or thirty—ﬁve (35)
hours in one week will be paid for at the overtime rate, Or compensatory time, at the rate of
straight time up to 40 hours, and at a rate 'of time and one-half above 40 hours.
2. All work perfofmed on a recognized holiday oi on Sunday shall be
compensated at double the regular rate of pay, |
3. Overtime provisions shall comply with the Fair Labor Standards Act,
C. Employees workiﬁg three and one-half hours pér day shall receive one (1) fifteen
minute rest period per day. Employees 1u;.ro'rk,ii-lg'I‘I.hirty-ﬁve (35) hou:s per week or more shall
receive two (2) fifteen minute rest periods per day.

D. Compensation benefits are set forth in the attached Schedule A and are part of this
Agreement. '

E. On déys students are dismissed éaﬂy due to inclement weather, unit members shall

-

be released by their building administra.t'ion,' provided the bliilding is appropriately covered.

11
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ARTICLE IX
SENIORITY

A. Definition
1. Seniority shall be defined as the length of time an employee has worked
contimuously under regulal.:‘contract in a specific bargaining unit category as defined by Article I:
Recognition.
B. The Administration shall maintain a seniority list of employees by category, and a
copy shall be furnished to the Association prior to July 15.
C.  Accrual |
1. An employee's seniorify shall commence at the date of initial hire under
regular contract. ‘In the event that two or more employees commenced their employment on the
same date, seniority shall be determined by alphabetical order of their last pames ét date of hire.
2. Seniority shall accrue during a continuous authorized leave of absence with

pay. Seniority shall not accrue during leaves-of absence without pay.

D. Loss of Seniority. An employee's seniority shall be lost when the employee:
I. terminates voluntarily.
2. is discharged for cause.
3. is laid off for a period of one year or a period exceeding the length of the

employee's continuous service, whichever is less.

4. is absent without leave for three (3) consecutive days without notification

12
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and séiisfactory excuse to the administration.

3. fails to report to work vs;hen recalled from layoff.

6. fails to report to work after the expiration of a leave of absence.

7. ‘has been employed elsewhere while on authorized leave of absence.

1L Employees shall be laid off on the basis of their senjority.

2. In the event an employee ié scheduled to be laid off and there exists a vacant
posiﬁon in category, then seniority shall prevail in considering employees to be laid off.

3. Employees cannot exercise seniority to displace other employees in existing
positions except under the layoff procedure. |

F.  Recll
1 Whenever a vacancy occurs, employeés who are on layoff shall be recalled

in accordance with their seniority in the réverse order in which &ey were laid off.

2. In cases of recall, the employee is to advise the Board within three (3)
working days after written receipt by registered mail at the employee's last known address as to
whether or not the employee's rights to recall will be exercised. Laék of notification will

constituté a loss of recall rights.

13
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ARTICLE X
PROMOTIONS AND TRANSFERS

A. Promotions

1. When a secretarial vacancy occurs, the Board shall appoint the employee
applicant, if any, with the greatest seniority who demonstrates the necessary ability and work
experience to do the job. This decision may be appealed tﬁrough all steps of the grievance
procedure.

2. An employee who is promoted shall serve a 90-day probationary period as if
the employee were a new hire. If the employeé is removed from the ne\i job during the
probationary period, the empléyee shall be returped to the employee's former job without loss of
seniority or other benefits, except that if the employee is discharged the employee may make claim
to the grievance and arbitration provisions of the Agreement.

3. A job opening shall be posted on appropriate bulletin boards in each school
for a period of five working days. Copies of all postings shall be sent to thé Association

President.

14
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B. Transfers

1. Nothing herein shall pfeciude the Board from filling emergency positions
with any employee in the bargaining unit whom it finds qualified, provided such temporary
assignment shall not exceed fifteen (15) working days. If the emergency extends beyond ﬁfteen
(15) working days, the Board and the Association will meet to work out a mutually acceptable
'solution. | |

2. If a twelve (12) month employee is transferred to a 194 day position, the
salary of the formef twelve month employee shall be reducéd to the salary of a 194 day employee.

3. The Boar& shall make.every reasonable effort to transfer employees within
their own respéctive ;r)érgaining unifs. Howevefl, should it become necessary to transfer an
employee into a unit pos.ition, it sﬁaﬁ_ be discﬁssed with. the Prgsident of the Agsociation ﬁ)rior to
the transfer.

4.  The reward for a fair day's Qvork is a fair day's pay. The Association agrees
that it will fully cooperate with the Board and support the Board's effort to assure a fair day's
: lwork on the part of all employees covered by this Agreement. The Association will actively
. combat absenteeism and other practices that wil1 impair efficiency. It further agrees that all
employe;es will abide by all rules and will attempt to eliminate all waste, to conserve materlais and
supplies and improve quality, follow safe practices, and reinforce good will among the Board and

its employees. .

15
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ARTICLE XI : =
EMPLOYEE RIGHTS AND PRIVILEGE :

A. No employee shall be disciplined or reduced in rank or compensation without just
cause.

B. Whenever any employee is required to appear before .the Superintendent, Board, or
their designee, conceming. any matter which could adversely affect the continuation of that
employee in her position, employment, or salary or any increments pertaining thereto, then she
shall be given prior written notice of the reasons for such meeting or interview and shall be
entitled to have a representative of the Association present to advise her and represent her during
such meeting or interview. Suspension of an employee pending charges may be with pay at the
discretion of the Board. This section does not apply to immediate supervisor»employee‘
conferences. |

C. The Board of Education shall provide an allowance of $17.50 for smocks or aprons
for employees. Payment shall be made to the employee after the submittal of a receipt to the
Board of Eduéation.

D. Released time shall be provided for full-time employees who must travel out of

town.to complete requirements for a Board requested physical examination. This provision shall

" not apply to doctor’s visits required pursuant to Article IV, Paragraph D.

E. Pursuant to Chapter 123, P.L. of New Jersey 1974, the Board hereby agrees that

every employee of the Board shall have the right freely to organize, join, and support the

16
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Association and its affiliates for the purpose of engaging in collective negotiations and other
concerted activities for mutual aid and protect.ion.. As a duly selected body exercising
governmental power under color of law of the State of New Jersey, the Board undertakes and
agrees that it shall not directly or indirectly discourage or deprive or coerce any employee in the
enjoyment of any rights conferred by Chapter 123, Public Laws of New Jersey 1974, or other laws
of New Jersey or the Constitutioe of New Jersey and the United States; that it shall not
discriminate agamst any employee W1th respect to hours, wages, or terms or conditxons of
employment by reason of her membershlp in the Assocxanon and its affiliates, her part;cxpatmn in
any' activities of the Association and its affiliates, coilective negotiations with the Board, or her
ins{ifution of any geie;raoce; 'c:ompleiot, or oroeeediﬁg z‘mder. thxs Agreement or oehefdise with
respeci: to any tei‘me or conditions of empioyment. |
" F.  Tenure will be granted as per Title 18A.

ARTICLE XII
DUES CHECK-OFF

A. It is agreed that upon submission of a dues checkoff card for payroll deduction of
her Association membership dues. the .proper deductzon w111 be made each month from the
employee 's .salary and forwarded to the Assomatzon Dues deducnons shall contmue for the
duratxon of this Agreement or any extensions thereof | |

B. The dues as deducted and forwarded monthly to the Assoc1at10n shall be

accompanied by a list of the pames of all employees from whose wages such dues deductions have

17
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been made. )

C. The duly authorized financial officer of the Association shall certify to the Board the
amount to be deducted monthly from the wages of such employees. The amount to be deducted
from the wage of any employee who has authorized deductions shall not be increased or decreased

until thirty (30) working days after written notice of such change has been received from the

Superintendeﬁt from the duly authorized financial officer of the Association.

ARTICLE XI11
SAVINGS CLAUSE

A. Except-as this Agreement shall otherwise provide, all terms and conditions of
employment appliéable on the effective date of this Agreement to employees covered by ‘the
Agreement as established by practice, rules, regulation or policies of the Board in force on said
date, shall continue to be so applicable duﬁng the term of this Agreement. Board practice shall
not be interpreted or construed to mean isolated or occasional practice(s) which in the discretion of
the Board are detrimental to the operatiqn of the West Milford School System.

B. If any provision of this Agreement or any application of the Agreement, to any
employee or group of employees is held to be contrary to the law, then such provision or

' application shall not be deemed valid and subsisting, except to the e.xtent permitted by law, but all

other provisions or applications shall continue in fuil force and effect.

18
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ARTICLE XIV
BOARD RIGHTS )

A.‘ The Board, on its behalf and behalf of the citizens of the Township of West
Milford, of Passaic County, in thé State of New Jersey, ﬁerebj retains and reserves unto itself, all
powers, rights, authorities, duties and responsibilities conferred ﬁpon and vested in it by the laws
and the Constitution of the State of New Jersey a1l1d of the United States.

B. The exercises of the powers, righté, :iuthorities‘, duties, and responsibilities of the
Board, the adoption of the policies, rules, regulations and practices in furtherance thereof, and the
use of judgment and discretion in connection therewith, shall be limited only by the terms of this
‘ Agreemeﬁt and then only to the extent such terms adopted are ﬁot in violation of the Constitution

and the laws of the _State of New Jersey and of the United Statgs.
C. The Board shall have the right to discharge, suspend, or discipline aixy employee for
- just cause. The Board will notify the Assoéiation in writing of any discharge or suspension within
one (I) working day from the time of suspension or discharge. If the Association desires to contest
the discharge or suspension, it shall give written notice to the Board within five (5) working days.
In such event, the dispute shaiil be sub_rmﬁed aﬁd determined under thé grievance procedure.

- ARTICLE XV .
DURATION OF THE AGREEMENT

This Agreement shall remain in full force and effect from July 1, 2003, ﬂxmugh June 30,

2006. Not less than 120 days prior to the Board's budget submission date or 90 days prior to the

19
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expiration of this Agreement, whichever. comes first, either party desiring termination or
modification shall make known its desires in writing to the other party. If neither party shall give
notice this Agreement shall continue in full force and effect. If either party shall give such notice,

then negotiations shall commence no later than 90 days prior to the expiration date.

20
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ARTICLE XVI
CERTIFICATION OF AGREEMENT

IN WITNESS WHEREOF, the parties hereto have certified ratification of this Agreement

by the signatures of their respective Presidents and attested to by their respective Secretaries, all -

on the day of , 2004.

' BOARD OF EDUCATION OF THE
TOWNSHIP OF WEST MILFORD,

IN THE COUNTY OF PASSAIC
ATTEST: |
< ) By: M/b /JU,Z-
Ste /veﬁ“Cea Bzusi’ness Adtmmstratorl Midgf Tofiw, President

~"“Board Secretary

\ O President

21
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SCHEDULE A: COMPENSATION/BENEFITS

A. SALARY:

1. General Secretary*

2003-04 2004-05 2005-06
34,445 36,080 ‘ 37,795
*Entry Level Salary: 1st Year of Employment less $2,000

2und Year of Employment less $1,000
3rd Year of Employment (on guide maximum)

2. Building Aide:

Step 1: $14.40}hour $15.08fh6ur : $15.80/hour
Step 2: $14.93/hour $15l.63/h0ur $16.38/hour
Step 3: $15.51/bour $16.25/hour $17.02/hour

3. Clerical Aide:

2003-04 2004-05 2005-06

$20.95 2195 $23.00
B.  LONGEVITY:
This longevity provision applies only to employees hired prior to July 1, 1991. For
purposes of this paragraph, employees who have served as building aides and secretaries without a
break in service and whose hire date is prior to July 1, 1991‘, shall qualify for longevity as

provided below.

22
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Years of Employment Secretaries Building Aide

After Ten (10) Years $350 $175
After Fifteen (15) Years $700 : : $350
After Twenty (20) Years - $1,050 - $525
After Twenty-Five (25) Years $1,400 $700

After Thirty (30) Years _ $1,750 $875

Effective July 1, 2004:

Years of Employment -Secretaries . Building Aide
After Ten (10) Years $375 . - $185
After Fifteen (15) Years - $750 $370
After Twenty (20) Years $1,125 ' $535
After Twenty-Five (25) Years $1,500 - ‘ $740
After Thirty (30) Years $1,750 . $875

C. STIPENDS: The building principal’s secretary shall receive a stipend of $3OO per year.
D. INSURANCE: The Board shall provide and pay the following insurance for full-time
employees and their enrolled dependents.

1. A Board»—sponsored insurance program of mediqal—surgical hospitalization,
major medical, and dental protection. Tﬁe xﬁajor medical deductibie shail be $200 per
person/ $4b0 per family. The hospitalization/medical surgical plan shall include éré-—
cei‘tiﬁcation/continuéd.stay réview anci mandatory seco'nc.i sﬁfgical 6§ini§n. Eﬁlployegs hifed
after .May 20, 2004 é.hali ounly be ei.i.giblle for ﬁoiﬁt-of—serviéé (POS) medical in'sﬁraﬁce clovelrage,

if otherwise qualiﬁc.d.
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2. Employees currently enrolled in traditional indemmity medical insurance coverage
who voluntarily switch to POS coverage will receive 35% of the difference in premiums between the
traditional indemnity plan and the POS plan for the same coverage type. Payment shall be made for
three (3) years following the switch. After three (3) years, payment will terminate. Once an
employee swiiches into POS, the employee shall no longer be eligible for traditional indemnity
coverage.

3. Employees may voluntarily forego health insurance coverage. Any employee who
voluntarily foregoes health insurance will receive a stipend in the amount of: $1,500 in 2003-04;
$1,750 in 2004-05; and $2,000 in 2005-06. Any employee who voluntarily forgoes health insurance
coverage shall be entitfed to re-establish coverage in which he/she is eligible upon the occurrence of
a major life event. |

4. Parties will include in their subsequent negotiations contract and in their settlement
thereof any increase in the total cost of the medical benefit plan over 15% for the prior school

year.
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