.

oo : = S

NOT
415 DOES

BOARD OF EDUCATION OF MILLVILLE

Millville, New Jersevy

AGREEMENT

ﬁetween: Board of Education of Millville
and

Millville Educational Clarical A fation
in affiliation with

New Jersey Civil Service Asaociation

Effective Date: July 1, 1976, through

) June 30, 1979

Agreement Date: June 24, 1976




TABLE OF CONTENTS

_ Page
Preamble T |
Article 1 Recognition evieeeressssocecnscsacane 2
Article 2 Negotiations Procedures, ... vesssesens 3
Article 3 Grievance Procedure,,, ... cescsccoses 4
Article 4 Equal Treatmenteesoceasecocsssscans v
Article 5 Periods of Employment & Pay Peﬁcds 7
Article & Sa.lary'............................... 8
Article 7 Fringe BenefitS.iecsecocsscccsceccee 9
Article 8 Leave of Absence Policy,,veesecooase 1l
Article 9 InsuranCe . veveceoscosscccccossanses 12
Axticle 10 VacancieS.csvscescesosnccrssessrosces 12
Article 11 Professioral Improvement Policy..... 13
Article 12 Bulletin BoardS.esesesceeessscssosse 13
Article‘l?: Duration of Agreement.............. 14

Ap‘pendixA SalarYSChedule essssencssessesstans 16

Grievance Form.....‘..'..l“..l........;.;'..... 15




PREAMBLE

. 1976,

This agreement, entered into this 24th day of June
by and between the Board of Education of Millville, .New Jersey,
hereinafter called the '"Board'", and the Millville Educational
Clerj.ca.l Assgociation, in affiliation with the New Jersey Civil

Service Association, Cumberland Council 18, hereinafter called

the ""Asgociation'’,
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ARTICLE 1

RECOGNITION

1:1 The Millville Board of Education recognizes Millville Educa-
tional Clerical Association, in affiliation with New Jersey
Civil Service Association, Cumberland Council 18, as the
designated representative for purposes of collective negotia-
tions, according to law, for all clerical staff members, in-
cluding full time and perrnanent pa.rt-hme clerical employees
as listed below: -

a.
b,
c.
d.

e,

f.
€.

Prineipal Clerk (Typing)
Bookkeeping Machine Operator
Clerk Stenographer

Clerk Typist

Senior Clerk Typist

Principal Clerk (Stenographer)
Clerk Typist {Part-time)

1:2 The Millville Board of Education has the right to refuse mem-
bership in the aforementioned unit in 1.1 at any time to the .
following:

3. Secretary to the Superintendent
b. Secretary to the Assistant Superintendent
r, Secretary to the Board Secretary

1:3 But excludi ng all other personnel in the Millville Public
Schools not enumerated in 1:1.
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2:1

2:2

2:3

ARTICLE 2

NEGOTIATIONS PROCEDURES:

Collective negotiations concerning terms and conditions of em-
ployment shall begin on a mutually agreeable date, not later
than October 15 of the year preceding the expiration date of
the agreement.

During negotiations the Board and the Association negotiating
team have the right to present relevant data, to exchange points
of view, and to rmake proposals and counter proposals,

This agreement shall not be modified in whole or in part by the
parties, except in writing duly executed by both parties,



©

3:1

3

:3:1.2

3:1. 3

3:1. 4

1.1

ARTICLE 3

GRIEVANCE PROCEDURE

Definition:

The term ''grievance'' shall mean an allegation by an employee
that there has been: .

a. A breach, misinterpretation or improper applica-
‘tion of the terms of this Agreement adversely -
affecting him; or

b. A claimed violation, misinterpretation, or misap-
plication of rules or regulations, existing policy,
or orders, applicable to the agency or department

which employs the grievant affecting the terms and
conditions of employment,

A grievance, to be considered under this procedure, must

be initiated by the employee within thirty (30) calendar days
of the time the employee knew or should know of its occur-
rence,

It is agreed by both parties that these proceedings will be
kept 235 informal and confidential as may be appropriate at
any level of this procedure,

Failure at any step of this procedu:r-..-. to comrmunicate the de-
¢ision on a grievance within the specified time limits shall
permit the aggrieved employes to proceed to the next step.
Failure at any step of this procedure to appeal a grievance
to the next step within the specified time limits shall be

deemed to be acceptance of the decision rendered at that
step,

It is understood that employees shall, duzring and notwith-
standing the pendency of any grievance, continue to observe
all assignments and applicable rules and regulations of the
Board until such grievance and any effect thereof shall have
been fully determined,

3:1.5 Since it is important that grievances be processed as rapidly

as possible, the number of days indicated at each level
should be considered as a macximumn and every effort should

be made to expedite the process, The time limits gpecified
may be extended by mutual agreement,
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3:2.2

3:3

3:3.1

3:3- 3

3:3,.4

Rights of Employees to Representation,

Any aggrieved person may be represented at all stages
of the grievance procedure by himself, or at his option,

by a representative selected or approved by the Assoc-
iation.

When an employee is not represented by the Association
in the processing of a grievance the Association shall at
the tirne of submission of the grievance at level two be
notified that the grievance is in process, have the right
to be present and present its position in writing at all
meetings with the employee held concerning the grievance
and shall receive a copy of all decisions rendered.

Procedure.,

Level One - Any emplovee who has a grievance shall dis-
cuss it first with his irmimediate superior in an attempt to
resolve the matter informally at that level.

Level Two - If, as a result of the discussion, the matter
is not resolved to the satisfaction of the employee within
seven (7) calendar days, he may set forth his grievance
in writing to his immediats superior on the grievance
forms provided, The immediate superior shall commun-
icate his decision to the employee in writing within five
(5) calendar days of receipt of the written grievance.

Level Three - The employee, no later than seven (7)
calendar days after receipt of the immediate superior's
decision, may appeal the immediate superior's decision
to the Superintendent of Schools, The appeal to the Super-
intendent of Schools must be made in writing reciting the
matter submitted to the immediate superior as specified
above and his or her dissatisfaction with decisions pre-
viously rendered. The Superintendent of Schools shall
attempt to resolve the matter as quickly as possible,

but within a period not to exceed fourteen (14) calendar
days. The Superintendent of Schools shall communicate
his decision in writing to the employee and the immed-
iate superior, :

Level Four - If the grievance is not resolved to the em-
ployee's satisfaction, he, no later than seven {7) calendar
days after receipt of the Superintendent’s decision, may
request a review by the Board of Education. The request
shall be submitted in writing through the Superintendent
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3:3,4.1

of Schools who shall attach all related papers and forward
the request within seven (7) calendar days to the Board of
Education. The Board, shall review the grievance and
shall, at the option of the Boazxd, or upon request of the
employee, hold a hearing with the employee and render

a decision in writing within thirty-five (35) calendar days
of the receipt of the grievance by the Board or of the

date of the hearing with the employee, whichever comes
later, '

If the grievance is filed as a result of alleged action ihiti-

. ated by the Superintendent of Schools, the Superintendent

3:4

3:4.1

3:5

3:5.1

3:50 2

3.5.3

3:5-4

i T .
TG e v

shall be present at the meeting with the Board, if said
meeting occurs, but shall not conduct the meeting,

Content of Forms

Grievance forms shall contain at least (a) the nature of
the grievance and the approximate date of occurence, (b)
the nature and extent of the injury, loss or inconvenience,
(c) the results of previous discussioa(s), (d) the employ-
ee's dissatisfaction with decisions previously rendered,
and (e) the exact nature of the remediation sought..

Council Representatives and Officers

The Council will notify the employer in writing of the names
of its Council Representative and Officers who are desig-
nated by the Council to represent employees under the
grievance procedure, The Council Representative may,

by mutual consent, be permitted the necessary time during
working hours to investigate a grievance which has been

.put forth in writing and further permission for such time

will not be unreasonably withheld or abused and providing
that a lirnit of one hour will be observed unless specifically
extended by the immediate supervisor.

Such Council Representative shall also have the opportunity
to consult with employees before the start of the work shift,
during lunch or breaks, or after the completion of the work
shift, The Personnel Committee will designate appropri-
ate places for such consultations.

The employer and the Council agree in conjunction with the
Grievance Procedure each will give reasonable considera-
tion to requests of the other party for meetings to discuss

grievances pending at any step of the grievance procedure.

By mutual consent, grievance proceedings may occur dur-
ing working hours, However, it is normally expected that
grievance proceedings will be held at times other than the




6:1

6:2

6:2. 1

ARTICLE 6

SALARY

All members of the unit shall work a 35 hour week at places
and times determined by the Board. Ary employee who is
acthorized or required to work beyond the normal work day
for his clagsification, by the Superintendent of Schools,
shall be compensated by compensatory time off or cash at
the regular rate between 35 and 40 hours and time and cne-
half for all titne over 40 hours, If the overtime is {gr the

benefit of the employee, the compensatory time or cash is
to be one for one.

Salary Guide « See Appendix A,

Advancerment on the guide shall be by apnual increments
according to the guide unless said increments are withheld
for cause upon the recommendation of the Superintendent
of Schools,

Longevity pay for in-district service to the Board will be
added  to Base salary anaually as followus:

After 15 years through 19 years $100,00 -
After zo.years through 24 years 200,00
After 25 years 300.00

No lengevity credit shall be granted for semce outside

‘the Millville School Distriet,

Employees emiployed before January lst shall be granted
one full year of experience. No other part-time credit
will be granted.
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ARTICLE 4

EQUAL TREATMENT

The employer and the Council agree that there shall be no

discrimination or favortism for reasons of sex, age,
nationality, race, religion, mazrital status, political affil-

iation, Council Membership, or Council activities.,

4:1

ARTICLE 5

PERIODS OF EMPLOYMENT AND PAY PERIOLDS

5:1 Twelve-~-months emplovees 52 weeks 26 pay periods

Ten-months employees 45 weeks* 224 pay periods

(*Ending one full week following last staff day and
beginning two full weeks prior to Labor Tay.}



7:1.2

U 7:2

7:3

7

e

3.1

7:4

7:4. 1

ARTICLE 7

FRINGE BENEFITS

Vacation Schedule

Vacation allowances for 12-month- employees shall be as
follows:

Under 1 year : 1 day per month
After 1 year through 8 years 12 days
After 8 years through 14 years 15 days
After 14 vears through 24 years 20 days
After 24 years 25 days
(Employment year is the fiscal year July 1 - Jure 30)

Ten-month employees shall be granted Christmas and
Easter recesses and teachers convention as vacation days o
in deference to state regulations covering vacations.

Employees employed in the district as of July 1, 1976

shall be granted up to three {3) years of credit toward

vacation if they mave to twelve-month positions prior to and during
the life of this contract,

Twelve-month secretaries - additional days off except for
required rotation of twelve-month secretaries to cover the
Board Office during vacations, etc,

{1) Christrmas recess
+~ {2) Easter recess

{3) Secretaries to be on call during above periods.

(4) Board office shall be open regular hours during
vacations and teachers convention, except
legal holidays.

(5) Additional days aff shall be in accordance with
school calendar,

Summer hours

Summer hours in school offices are from 8:30 A. M. %o
4:07 P, M., with ozne hour for lunch, Summer hours are
in effect during all of July and August, excluding the week
prior to Labor Day.

Snow Days

School offices will be open one-half hour later in the AL M.
and close one-half hour earlier in the P, M.

1=




7:5

7:5.1

7:6

Closing Prior to Vacations

All school offices close at 1:30 P. M. when schools operate
one-half day prior to vacations.

| Ten-month secretaries are paid for 45 weeks, as stated in

Article 5:1, However, should they be required, with ap-
proval of the Superintendent of Schools, to work beyond the
normal contracted period, they shall be paid on a pro-rated
basis of their ammual salary.

-10-
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8:2

8:2.1

8:2.2

8:203

8:3

LEAVE OF ABSENCE POLICY

Sick Leave

An employee is entitled to an annual leave of absence on
account of personal illness for a period of fifteen (15)
school days at full pay, Texn-month employees shall be
entitled to twelve (12) school days at full pay.

Any amount of sick leave allowance not used in any con-
tract year shall accumulate to the employee’s credit from
year ta year, to be used if and when needed for such pur-
pose, (Civil Service Rules: 4:1-17.16)

" A maximum total allowance of five (5) days per year, which

shall be deducted from the total of fifteen (15) days granted
for sick leave under 8:1, shall be granted for a combina-
Hon of the following reasons:

Death in the imumediats family; immediate family shall be
considered grandparent, parent, brother, sister, husband,
wife, child, or other relative living with the family,

Serious illness in the immediate family: Immediate family
‘same as 8:2,1 above, Maximum days that may be used for
this is three (3) days in any one year,

Personal Days: An employee is entitled to an annual leave
of absence on account of the death of a relative, a wedding,
a religious holiday, business or other justifiable personal
reason for a period of two school days at full pay. Such
leave of absence must receive prior approval.

School Business: Permission may be granted by the Super-
intendent of Schools or Board Secretary, as appropriate,
for personnel to attend meetings or conventions concern-
ing school business, to vigit a designatad school, not rmore
than one day each year without loss of pay.

Employees who retire aftar working fifteen (15) years in
the Millville School System will be compensated for one
hundred (100} percent of their accurnulated sick leave at

a rate of thirteen (13) dollarsz ia 1975-77, thirteen (13,50).
dollars and {ifty cents in 1977-78 and fourteen (14) dollaxs
in 1978-79. This provision applies only to sick days

earned during employment within the Millville School Dis-
trict, and accumulated by emplcyees with a minimum of fif-
teen (135) Years of service completed within the district.

One year notification by the employee is regquired,

Exception may be made for those employed in the District at
the t° - the contract is initiated who reach manditory re-

i . AT ,hoa;m:n fifra 7158)
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10:1

103]-‘ 1

ARTICLE 9

INSURANCE

Effective July 1, 1976, the Board will continue to provide,
at no cost to the employee and his dependents, membership
in the New Jersey Public and School Health Benefits Pro-
gram, which includes Blue Cross/Blue Shield with Rider J
and Major Medical Insurance. The Board will provide equal
coverage on health benefit as provided to all negat:.a.tmg
units except the a.d:m:.mstranve unit,

ARTICLE 10

VACANCIES

All vacancies, including newly created positions, or those
vacated due to promotions or resignations, are to be posted
so that all secretaries are aware of the opening. The
President of the Association shall receive a copy of posted
notices. Any secretary who wishes the opportunity to apply
for the open position should apply for said position within
one week of the date of the announcement.

Any secretary may apply for the open position, whether it

be promotional or transfer from one position to another,
8
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11:1

11:1,1

12:1

12:1,1

ARTICLE 11

PROFESSIONAL IMPROVEMENT POQLICY

As 2 means of encouraging professional improvement on the
part of staff members, the Board will reimburse staff mem-
bers for tuition for courses taken beyond those required to
meet employment requirements, to a2 maximum of six points
per year, Such courses shall have the prior approval of the
Superintendent of Schools and their successful completion
shall be attested to by submission of an official transcript
accompanied by a receipted tuition voucher.

To be eligible for reimbursement, courses taken must be
related to the improvement of the employee's work skills,

ARTICLE 12

- BULLETIN BOARDS

Space on bulletin boards will be made available by the
employer at permanent work locations for use of the
Association for the purpose of posting Association announce-
ments and other inforrnation of a non-controversial nature,

Items to be posted must carry 2 stamp identifying the source

and that the item is an official document of the Association.
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ARTICLE 13

DURATION OF AGREEMENT

13:1 This agreement shall be in effect as of July 1, 1976 and shall
continue in effect until June 30, 1979 in part subject to the
Association's right to negotiate over a successor agreement,
as provided in Axrxticle 2.

13:2 In witness whereof, the parties hereto have caused this agree-
ment to be signed by their respective Secretaries, all on the
day and year first above written,

13:3 This agreement shall not be extended orally and it is expressly
understood that it shall expire on the date indicated,

Millville Educational Clerical Association Millville Board of Education
in affiliation with
New Jersey Civil Service Association

" Cumberland Council 183

Date: June 24, 1976
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GRIEVANCE FORM

Pate:

w The undersigned grievant hereby submits the following grievance

to:

(a)

(b)

{c)

(d)

(e)

The nature of the grievance and the approximate
date of occurrence is:

-

The nature and extent of the injury, loss or incon-
venience to the grievant is:

Previous discussions have resulted in the following
disposition:

The grievant is dissatisfied with the previocus deci-
sion in the followi ng way:

The grievant seeks the exact remediation or relief
as follows:

Grievant

+e15-



'APPENDIX A

SALARY SCHEDULE

b e

s Clerk-Stenog, V]
Principal Book., Mach, Sr,Clerk Typist
Clerk-Steno, Cperx, & Sterno. Prin, Clerk - Clerk-Typ.
1976-77 (12 months) (12 months) know, of typing - {12 months)
1 $5,375 $5,075 $4, 830. " $4,560
2 5, 700 5,395 5,155 4,880
3 6,045 5,720 5,475 5,205
4 6,385 6,040 5,800 5,525
5 6,730 6,365 . 6,125 - 5,850
6 . 7,075 6, 685 6, 445 - 6,170
7 7. 420 7,010 6, 765 6,495
8 7,760 7,330 7,090 6,815
9 8,105 7,655 7,410 7,140
10 8, 450 7,975 7, 735 7,460
11 8,795 - 8,300 8,055 7,785
12 9,140 8,620 8,380 ' 8,105
1977-78 .
1 5, 460 5,100 " 4,855 _ 4, 585
2 5,805 5,480 5,215 4,925
3 6,155 5,825 5,565 5,270 -
4 6,530 6,175 5,915 5,620
5 6,895 6,525 6,265 5,970
6 7,270 6,875 6,615 = 6, 320
7 7, 640 7,220 6, 960 6, 665
8 8,015 7,370 7,305 7,015
9 . 8,380 7,915 7, 655 7,360
10° : 8,755 8,265 8,000 7,710
11 9,125 8, 615 8,355 - 8,055
12 9,500 8,965 8, 700 8,410
13 9,870 9,310 _ 9,050 8, 755
1678-79
1 5,490 5,125 4, 880 4, 610
2 5,925 5,535 _ 5,270 4,975
3 . 6,300 5,945 5,660 5,345
4 6, 680 6,320 6, 040 5,720
5 7,085 6,700 . 6,415 6,100
6 7,480 7,080 6,795 6,475
7 7,885 7,460 7,175~ é, 855
8 8,290 7,835 ' 7,550 7,230
g 8, 695 8,215 7,925 7,510
10 9,090 8,585 8,305 7,985
11 9,500 8,965 8, 680 8, 385
12 9,900 . 9,345 9,065 8, 740
13 10, 310 9,725 9, 440 9,125
14 10, 710 10,100 9,820 2,500




