COLLECTIVE NEGOTIATION AGREEMENT

BETWEEN
_THE DUMONT BOARD OF EDUCATION

AND
THE DUMONT EDUCATIONAL SECRETARIES ASSOGCIATI

Jury 1,1976 - June 30, 1978
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Dervitz
Jerintendent of Schools

February 2, 1978

State of New Jersey
Public Employment Relations Commission

P.0.

Box 2209

Trenton, New Jersey 08625

Gentlemen:

This
tion

is to advise you that the following change in the Negotia-
Agreement between the Dumont Board of Education .and the

Dumont Educational Secretaries Association was approved at the
January 19, 1978 meeting of the Board:

"MOVE that the Dumont Board of Education approve

the amended Collective Negotiation Agreement between
the Dumont Board of Education and the Dumont Education-
al Secretaries Association, July 1, 1976-June 30, 1978
as mutually agreed to at the Unit Clarification Confer-
ence held on December 19, 1977 at the P.E.R.C. offices,
Newark, New Jersey as follows:

ARTICLE 1

Recognition

The following positions are to be included in the bargain-
ing unit represented by the D.E.S.A.:

1. Secretary to the Board Secretary - Business Office
2. Adm. Secretary-Purchasing/Accts. Payable - "

3. Administative Secretary III - Superintendents Office
4, Clerk-typist - Class B - Business Office "

Please incorporate this amendment in the Agreement previously

Ot

submitted.
Very truly yours,
L
M
David Dervitz
SUPERINTENDENT OF SCHOOLS
DD/h

istration Office /170 Washington Avenue, Dumoni, New Jersey 07628 / Phone

An Equal Opportunity Employer — F/M

. (201) 387-1600



Collective Negotiation Agreement
Between
The Dumont Board of Educaticn
and
The Dumont Educational Secretaries Association

July 1, 1976 - June 30, 1978

Preamble

This agreement is entered intc in order to comply with and conform to
the New Jersey Employer-Employee Relations Act as amended by Chapter 123
Public Laws of 1975, by and between the Board of Education and The Dumont
Educational Secretaries Association. The purpose of this agreement is to
establish an orderly procedure for negotiations between the Board of Edu-
cation and the secretarial/clerical personnel, leading to agreements on
terms and conditions of employment. ‘

ARTICLE I

Recognition

The Board of Ecucation recognizes the Dumont Educational Secretaries
Association as the exdlusive negotiating representative for all secretarial/
clerical personnel under the Supervision of a building principal, cafeteria
manager, and the Director of Buildings and Grounds.

The following secretarial/clerical employees are specifically excluded
from the provisions of this agreement:

1. Temporary, seasonal, and part-time employees other than regular
contracted part-time employees working an average of less than

20 hours a week.

Clerical Aides

Secretaries/Clerks Region V

Secretarial/Clerical personnel in the Office of the Superintendent
of Schools.

Secretarial/Clerical employees in the Office of the Secretary to the
Board of Education/Business Administrator or under his jurisdiction.
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/ ARTICLE II

Negbtiation of Successor Agreement

The parties for negotiation shall be composed of not more than

three members designated by the Associatiocn and three members
of the Board.

Negotiations shall be conducted according to the following
provisions:

o]

1. Requests for Negotjating Sessions

A negotiating session shall be initiated when either the
Beard or the Association delivers a written request for
such a session to the Superintendent.

A request for a negotiating session shall include a brief
statement of the matter or matters to be negotiated or
discussed.

Upon receipt of such a request, the Superintendent shall
prepare and transmit copies to each member of the nego-
tiating panels.

The Superintendent shall by consultation with cach side,
set a mutvally agreeable date, time, and place for the
requested negotiation session, as well as for subsequent
sessions until the matter is disposed of. He shall pro-
vide the services of a competent person acceptable to
both parties to keep the minutes of the negotiation
session, and he shall make 21l other arrangements appro-
priate or necessary for each session,

2. Conduct of fegotiating Sessions

A11 communications between the parties relating to this
Agreement shall be made in writing, addressed and given
to the President and Negotiation Chairman of and for the
Association and to the Superintendent of the Schools on
behaif of the Board.
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The parties agree to enter into collective negotiations over

& successor agreement in accordance with Chapter 123, Public
Laws 1975 in good faith effort to zeach agreement on all
matters concerning the terms, and conditions of secretarial/
clerical employment. HNegotiations shall be in accordance

with the timetable set by P.E.R.C. Any agreement so negotiated
shall apply to all secretarial/clerical personnel, be reduced
to writing, be signed by the Board and the Association, and be
adopted by the Board.

The starting day set by P.E.R.C. may be waived by mutual
agreement of the parties in writing.

The proposals of the Association presented on or before the
deadline date of November 1 will represent all the proposals
of the Association.

During negotiations, the Board of Education and the Association
shall present relevant data, exchange points of view. and make
proposals and counter-proposals. Either party may utilize the
services of professional and/or lay representatives to assist
in the negotiations.

In the event that the parties have nct, prior to December 1,
or a mutually agreed upon extensicn date, achieved a mutually
satisfactory agreement, at the written request of either party,
a copy of which written request will be delivered to the op-
pcsing party, the Division of Public Emplcyment Relations may,
pursuant to such request, join in negotiations tc mediate a
voluntary resolution of any impasse then existing. Should
such mediation fail to resolve such impasse or impasses, the
Division of Public Employment Relations may, pursuant to law,
recommend or invo ke fact-finding for settlement (any cost
incurred shall be borne equally by the parties).

The parties understand that it is of paramount importance to
the success of collective negotiaticns that the proceedings
of the cellective negotiations remain confidential and that
the premature release to news media or public groups would
be inimical to their mutual interest and to the public in-
terest. The representatives agree to observe the following
procedures, providing there has been good faith bargaining
all the time:

1. HWhen either party within the joint committee
intends to issue a statement to the public
news media, the full committee shall be in-
formed of the statement and its contents
bzfore release.
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2. It is further understood that the other party
may, if it wishes. issue a counter-statement
of its position in a joint release to public
news media under the same terms as noted above.

3. Any release to public news media must contain:

3. The name of the organization issuing
the statement.
b. The name of a responsible officer
(preferably the chairperson of the group
(committee) of such organization.

4. It is also agreed that a joint release will
be issued in the event that an unauthorized
statement is issued to public news media.

h. The parties agree that all items presented by November 1
have been discussed during the negotiations leading to this
agreement, and that no additional negotiations on this agree-
ment will be conducted on any item, whether contained herein
or not excent by mutual consent. Further, in the event
meetings are held and no agreement is reached between the
parties amending the agreement, then neither party shall be
charged with having created an impasse.

i. The execution of this agreement by the parties hereto shall
take place after ratification of the provisions herein by
the Association and by the Board at its next regular or
special mectings following the ratification by the Associa-
tion.

ARTICLE III

Applicable Law

It is expressly understood that this procedure shall be binding
upcn the Board of Education only to the extent permitted by the
Laws and Constitution of the State of MNew Jersey and of the
United States of fmerica and shall not impair the rights of any
individual under Articie I, Section 19 of the New Jersey State
Constitution.

It is understood by all parties that the Board on its own behalf
and on behalf of the clectors of the District hereby retains and
reserves unto itself, without Timitation, all powers, rights,
authority, duties and responsibilities conferred upon and vested
in it by law and the Constitution of the State of New Jersay and
of the United States.
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ARTICLE TV

Reproduction of this Agreement

The cost of producing one hundred (100) copies of this Agreement shall

be equally divided between the Board and the fAssociation.

A.

ARTICLE V¥

Gricvance Procedure

Definition of Grievance

Grievance shall mean any alleged violation, misinterpretation, or in-
equitable application of any existing law, regulation, policy, or pro-
vision of this agreement, which relates to or involves the employee in
the exercise of duties assigned to her/him.

Purpose

The purpose of this procedure is to securc at the lowest possible
administrative level, equitable solutions tc the problems which
may, from time to time, arise affecting the welfarc or working
conaitions of staff membors. Both parties agree that these pro-
ceading shall be kept informal and confidential as may be appropri-
ate at any level of the procedure.

Procedure

1. Since it is important that gricvances bo processed as rapidiy
as possibie, the number of days indicated a2t each level
should be considered as maximum and every effort should be
made to expedite the process. The time limits specified may,
however, be extended by mutual agrecment.

2. In the event a grievance is filed on or after Junc 1 { for
ten month employees) which, if left unrescived until the
beginning of the following school year, couid result in ir-
reparable harm to a party in interest, the time limits sct
forth here shall be reduced so that the grievance procedure
may be exhausted prior to the end of the school term or as
soon thereafter as is practicabile.

3. Level One
Any employse who has a grievance shall discuss it first with

his/her immediate superior in an attempt to resolve the matter
informally at that level.



C.

Procedure {Continued)
4,

Level Two

If, as a result of the discussion in level one, the matter is
not resolved to the satisfaction of the employee within five

(5) school days after presentation of the grievance in level
one, he/she shall set forth his/her grievance in writing to

the principal with copies to the Superintendent of Schools

and the Association. The Principal shall communicate his/her
decision to the employee, the Superintendent of Schocls, and
the Association in writing within three (3) school days of
receipt of the written grievance. A school day shall be
defined as any day in which the school is officially in session.

Level Three

The employee may within three (3) days after receiving

the principal's decision, appeal the principal's decision to
the Superintendent of Schocls The appeal to the Superin-
tendent mvst be made in writing and must set forth the grounds
upon which the grievance is based. The Superintendent shall
request a report on the grievance from the principal, shall
confer with the concerned parties, and upon request, with the
employee or principal separately. He/she shall attempt to resolve
the matter as quickly as possible, but within a period not to
exceed five (5) school days after receiving the appeal. The
Superintendent, at this time, shall communicate his decision,
in writing, along with supporting reasons, to the employee,
the principal and Chairperson of the Association.

Level Four

If the grievance is not settled to the satisfaction of the
employee after reaching the Superintendent of Schcols, the
matter may be referred to the Association for consideration.
This referral for consideration must be made within three
(3) school days. The Committee shall make a determination
as soon as possible, but within a pericd not to exceed five
(5) school days after referral, notifying the employee in
writing of that determination.

If the Association determines that the grievance has or may
have merit it shall recommend that the grievance be heard
by the Board of Educaticn. If the Association determines
that the grievance is without merit, the cmployee shaill
retain the right to appeal in writing to the Beard of Edu-
cation. The request in either case shall be submitted in
writing within three (3) school days, through the Super-
intendent of Schools who shall attach all related papers
and forward the request to the Board of Educatioen.
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C. Procedure {continued)

The Board of Education shall review the grievance, hold
a hearing with the employee,if requested, and render a
decision in writing within thirty (30) calendar days.

7. Level Five

Within ten (10) days of written notice of submission to
advisory arbitration, the Board of Education and the
Association will each name one advisor. A third member,
who shall be chairman, shall be named by the first two.

The advisory arbitrators so selected shall confer with
representatives of the Board of Education and the Asso-
ciation and hoid hearings promptly. They shall issue
their decision not later than ten (10) days from the date
of the closing of the hearings, or if oral hearings have
been waived, then from the date the final statements and
proofs are submitted to them. The advisory arbitrators'
decision shall be in writing and shall set forth the
findings of fact reasoning and conclusions on the issues
submitted. The arbitrators shall be without power or
authority to make a decision which violates the terms

of the Agreement. The decision of the arbitrators shall
be submitted to the Board of Education and the Association,
or the party of interest and shall be advisory only, and
no judgment may be entered thereon.

The costs for the services of an arbitrator including per
diem oxpenses, if any, and actual and necessary travel
and subsistence expenses, shall be borne equally by the
Board of Education and the Asscciation or the party of
interest.

8. Failure to File

If an employee does not file a grievance in writing with
the Superintendent within thirty (30)school days after
the empiovee knew or should have known of the act or con-
dition on which the grievance is based, the grievance
shall be waived.

D. Rights of Emplovze to Representation

Any individual member of the staff shall have the right to

appeal the application of policies and administrative decisions
affecting him/her through administrative channels. With respect

to his/her personal grievance, he/she shall be assured freedom from
restraint, interference, coercion, discrimination, or reprisal

in presenting his/her appeal. He/she shall have the right to
present his/her cwn appeal or designate representatives of the
Association or another person of his/her own choosing to
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appear with him/her or for him/her at any step in his/her
appeal. When an individual is not represented by the Associ-
ation, the Association shall have the right to be present and
informed at all stages of the grievance procedure.

Miscellancous

1.

Decisions rendered at Levels Two, Three, and Four of the
Grievance Procedure shall be in writing, setting forth the
decision and the reasons therefor and shall be promptly trans-
mitted to all parties in interest and to the President of the
Association. Dacisions rendered at Level Five shall be in
accordance with the procedures set forth in that paragraph.

A1l documents, communications and racords dealing with the
processing of a grievance shall be filed separately from the
personnel files of the participants.

Forms for filing grievances, serving notices, taking appeals,

making reports and recommendations, and other necessary docu-

ments shall be prepared and given appropriate distribution by

the Superintendent sc as to facilitate operation of the griev-
ance procedure,

No employee shall have the right to refuse to follow an
administrative directive or a board pciicy on the grounds
that he/she has instituted a grievance.

A1l personnel including the grievant, shall continue under
the direction of the Superintendent or his designated repre-
sentative regardless of the pendency of any grievance until
such grievance is properly determined. Any case of violation
shall be regarded as evidence of conduct unbecoming an
rmployee within the purview of the tenure of office act.

Any grievance supported by the Association and not resolved
to the satisfaction of the party of interest, after review
by the Board of Education may at the written request of the
fssociation be submitted to advisory arbitration, except in
the case of a grievance involving any of the following points:

a. A method by review is prescribed by law
or state board rule having the force and
effect of law, or any regulation of the
State Commissiconer of Education or any
matter which according to law is either
beyond the scope of board authority or
Timited to action of the board alone.

b. A complaint of a non-tenure secretarial/

clerical employee that arises by reason of
her/his nct being re-employed.



E. HMiscellanecus {continued)

¢c. A complaint by any secretarial/clerical
employes occasioned by appointment to,
or lack of appointment to, retention in,
or lack of retention in any position for
which tenure is either not possible or
nct required.

ARTICLE VI

Secretarial/Clerical Rights

Pursuant to Chanter 123, Public Laws of HNew Jersey, 1975; the Board
of Educatisen hereby agrees that every secretarial/clerical employee of the
Board shall have the right to organize, join and engage in collective
negotiation and other concerted and lawful activities for mutual aid and
protection. As a duly elected body exercising governmental power under
color of law of the State of New Jersey, the Board of Education undertakes
anc¢ agrees that it will not directly or indirectly discourage or deprive
or coerce any secretarial/clerical employee in the enjoyment of any rights
conferred by Chapter 123, Public Laws of Hew Jersey. or other lNow Jersey
applicable laws; that it shall not discriminate acainst any secretarial/
clerical employee with respect to terms and conditions of employment by
reason of her membership in the Asscciation and her participation in any
legal activities of her Association, or her institution of any grievance
with respect to any terms of conditions of employment.

ARTICLE VII

Manacement Rights Clause

The Board reserves to itself sole jurisdiction and authority over
matiers of policy and retains the right, subject only to the limitations
imposed by the language of this agreement, in accordance with applicable
laws and reguiations to:

A. Direct employees of the schoel district
B. To hire, promote, transfer, assign, and retain employees in

positicns in the school district, and to suspend, demote,
discharge, or take other disciplinary action against employees.

C. To relieve zmployees from duty because of lack of work or for
other legitimate reasons.

D. To maintain efficiency of the school district operations en-
trusted to them.



E. To determine the methods, means, and personnel by which such
operations are to be conducted: and

F. To take whatever actions may be necessary to carry out the
mission of the school district in situations of emergency.

It is understood by all parties to this agreement that under the
rulings of the courts of New Jersey and the State Commissioner of Edu-

cation, the Board of Education is forbidden to waive any rights or
powers granted by Tlaw.

ARTICLE VIII

Association Rights and Privileges

Duly authorized representatives of the secretarial organization may
be given permission to transact official secretarial organization business
on schoel property at such time and place as the admipistration deem
reasonable so as not to interfere with or interrupt normai school operations.

In the use of buildings by the Association, the Board of Education
may make a reasonable charge when special custodial service is required.

The Association may use school equipment when not otherwise in use in
accordance with Board Policy. Supplies in connection with such equipment
use will be furnished by the Association.

ARTICLE 1IX
Sick Leave

A. Definition of Sick Leave - 18A:30-1

"Sick Teave is hereby defined to mean the absence from his or her
post of duty of any person because of personal disability duc to
illness or injury, or bccause he or she has been excluded from
school by the school district's medical authorities on account of
a contagious discase or of being quarantined for such a disease
in his or her immediate household.”

B. Absence of all full-time employees shall be governed by State Law
and the following detailed provisions:

1. Sick lzave with pay shall be granted to all full-time
empioyeas of the Doard of Education in accordance with
the following schedule:

a. 10 days per year for each year of employment for
those on a ten-month contract.

b. 12 days per year for each year of employment for
those on a twelve-month contract.
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For absence of three days or less the employee must file
with the building principal a signed statement showing
dates or reason for absence immediately upon his/her return
to employment

Absencas beyond a three-day period require a doctor's
certificate. These certificates are to be attached to
the sick-leave form and forwarded to the Office of the
Superintendent.

If any employee requires in any school year less than the
specified number of days or sick leave with pay allowed,
all days of such minimum sick leave not utilized shall be
accumulative to be used for additional sick leave in
subsequent years. (18A:30-3)

Whenever an employee is absent from his post of duty as

a result of a personal injury caused by an accident
arising out of and 1in the course of his employement, the
Board f Education shall pay to such employee the full
salary wages for the period of such absence for up to

one calendar year without having such absence charged to
the annual sick leave or the accumulated sick leave.
(18A:30-2.1)

In cases where full salary is paid by the Board of Education
during periods of absence covered by Workmen's Compensation,
the employee shall endorse the Workmen's Compensation checks
to the Board of Education. {18A:30-2.1)

In cases where an employee must leave school during reguiar
hours for perscnal illness or other emergency, the following
rules shall apply:

a. Prior to one half (1/2) hour, full day deduction of
pay or time.

L. Prier to three hours, one half (1/2) day deduction of
pay or time; such time to begin when the employeds
normal work or school day begins.

For absences where no provision for payment has been made,
salary will be deducted as follows:

a. 10 month emplovees -- daily rate of 1/200 of
yearly salary.

b. 12 month employees - daily rate of 1/260 of
yearly salary.
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ARTICLE X

Extended Sick Leave

Prolonged Absence Beyond Sick Leave Period - 18A:30-6

In accordance with NJSA Title 18A, when absence exceeds the annuail
sick leave and the accumulated sick leave, the Board of Education may pay
any such person each day's salary less the pay of a substitute, if a sub-
stitute is employed or the estimated cost of the employment of a substitute
if none is employed, for such Tength of time as may be determined by the
Board of Education in each individual case. A day's salary is defined as
17260 of the yearly salary of a twelve (12) month employee or 1/200 of
the yearly salary of a ten (10) month employee. Application of this
statute will be in accordance with Board Policy #564.

ARTICLE XI

Personal Leave

In an effort to prevent undue hardship to individual staff members
who must be absent from school to attend to urgent personal business,
three days of perscnal leave without deduction in salary will be provided
for ecach year of regular employment. Such leave shall not be cumulative.

The intent of the Board of Education is that these days be used for
urgent personal business which cannot be attended to conveniently on a
day or time other than a school day.

Requests for leave of this nature shall be submitted to the Principal
or immediate superior for his/her recommendation preferably forty-eight
{48) hours in advance.

Reasons for leave in this category may include illness in the
family, religious holidays, death of friends, graduation of members of
the immediate family, house closing or moving. Additional leave in
this category may be granted upon recommendations 2% the Principal and
with the approval of the Superintendent of Schools.

Reason: or reasons for personal leave must be stated and it is
uncerstood that leave shall not be taken prior to or following a school
holiday with the following exceptions:

1. In extenuating situations a leave may be granted prior to
or following a school holiday. The Superintendent may,
in his discretionary power, grant personal leave. However,
a refusal to grant leave under this exception is not grievable.
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Z. Personal Leave is not to be used as an extension of
vacation time.

3. In the application for personal leave day request prior
to or after a school holiday pericd, sawd.request is to
gc directly from the scretaryty the Superintendent.

Granting of days of leave shall be in accordance with the operational
needs of the school system as defined by the Superintendent of Schools.

Any undue hardchips, caused by circumstances beyond §he control of
the employece, and not covered in this article, may be r§v1ewed by the
Superintendent upon request of the employece. The Superintendent may,

if he . deems it necessary, grant an adjustment of leave beyond the terms of
this article.

ARTICLE XII

Bereavement

Death in Immediate Family or Household

Three days leave with pay arc allowed for death in the immediate
family. For purposes of definiticn regarding absence, the immediate
family includes: husband, wife, child, or the father, mother, brother,
s*ster, grandfather, grandmother, or relatives by marriage in the same
degree of relationship, those serving the staff member in loco parents,
or any relative whose actual household at the time is 2lso the house-
hold of the absentee.

One day's leave with pay may be granted by the Superintendent of
Schools for reason of death of a relative, other than one in the
immediate family, (aunt, uncle, cousin).

In the event of unusuzl travel or perscnal problems in connection

with the use of bercavement Teave, additional leave days may be granted
by the Superintendent of Schools.

ARTICLE XIII

Leave of fibsence {withcut pay)

A leave of absence without pay of up to one school year may be
granted by the Board of Education for good reason upon the recommendation
of the Superintendent cf Schocls.
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ARTICLE XIV

Maternity Leave or Leave for Adoption

A maternity leave shall be granted subject to the following

conditions:

1.

A secretary/clerk shall notify the Superintendent of
Schools of her pregnancy in writing, accompanied by her
physician’s noto stating expected date of delivery

four menths in advance of the requested commencement
date of leave.

Maternity leave may be granted only to a sccretary/clerk

who has entered upon contractual continued service. The
cave may be terminated by the Board prior to its
expiration upon written request of the secretary/clerk and

written approval of the attending physician. At the

expiration of the leave, the secretary/clerk is expected
to return te duty or submit a letter cof resignation.

The absence of either acticn will result in termination

of emplcyment.

fo secretary/clerk shall be removed from her secretarial/
clerical duties during pregnancy, except upon cne of the
following basis:

a. Her secretarial/clerical performance has noticeably
declined.

b. The secretary/clierk is found to be medically unable
to continue working by her own physician and the
Board's physician, or where these physicians
disagree, by a third physician jointly selected
by the Board and tho secretary. whose opinion
on medical capacity shall be final and hinding.

c. Any other just cause.

Exact dates of the leave shall be arranged, if possible, to
be ¢f Teast disruption to the operation of the school system.

For tenure empioyeces the leave will be limited to one full
year, excliuding the current contract.

The Board need not grant or extend the leave of any non-
tenured secretary/clerk beyond the end of the contract school
year in which the leave is obtained, unless the Board, in its
cun discretion, agrees to an extension of said leave.

- 14 =



7 Nothing contained herein shall require the Board to offer a
contract for a new school year to any non-tenured secretary/
clerk who would not have been offered such a contract in the
absence of a maternity leave.

8. No secretary/clerk shall be barred from returning to work after
the birth of her child solely on thegrountl that there has not
been a time lapse betwzen the birth and her desired date of
return provided she supplies a physician’s certificate
attesting tc her ability to perform her working duties as
requested by the Board.

9. A secretary/clerk adopting a child shall receive similar leave
which shall commence upon receiving de facto custody or
earlier if necessary to fulfill the requivements for adoption.

10. Upon return from leave, the employee will be placed on the
appropriate level of the existing guide.

ARTICLE XV

Performance of Legal Responsibiiities

Loave for performance of a civic duty in serving on a petit or grand
jury when required by law shall be granted providing a Tetter confirming
the purpose of such leave from a sheriff, court, on United States Attorney,
depending upon Jurisciction, is filed with the Superintendent of Schools.
An amount egual to the income derived from jury service will be deducted
from the staff member's Lase salary.

Leave for acquiescing to 2 court or other valid subpocna, may be

allowed without loss of pay, dependent on circumstances and at the
discration of the Superintendent of Schools.

Health Benefits

The Board agrees to provide without cost to the employee, the
following:

A. The Public ang School Employees Health Benefits Program
administered through the New Jersey Division of Pensicns
or its egquivalent under individual or family plan which-
ever is applicable to the amployee. Carrier will be
chosen by the Board.
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B. Any change in benefits to teacher personnel will include
secretarial/clerical personnel.

ARTICLE XViI

Saiary and Hours of Work

The salaries of all eamployees covered by this agreement are set
forth in Appendix A.

The normal work waek shall be thirty-five (35) hours for all full-
time employees. Part-time employeces’ hours shall he mutally agreed to
by the employee and supervisor and approved by the Superintendent of
Schools, not to exceed thirty-~five (35) hours per week.

A11 hours, for full-time employees, over thirty-five (35) hours in
one week or over seven {7) hours in one day shall be paid at the straight
hourly rate. A1l hours over forty (40) hours in one week shall be paid
at the rate of time and one-half. Secrctaries/clerks required to work on
a Saturday, Suncay, or heliday will be paid one and one-half time's basic
hourly rate.

Only overtime that has received prior approval from the employee's
immediate supervisor* and the Superintendent of Scheels shall be paid
at the above rate and shall consist of a reasonable block of time (at
least one hour). The time worked shall be recorded on an overtime card
and signed by the immediate supervisor and the Superintendent of Schools.

Assignment of the hourly werk schedule for all employees shall be
recommended by the immediate supervisor and approved by the Superintendent
of Schools.

ARTICLE AVIIX

Hork-Schedule, Vacations, and Holidays

A. Work-Schedule

1. Twelve (12) month employees
The normal work schedule for twelve (12) month cmpioyees is
from July 1 through June 30 with a work week of thirty-five
(35) hours (seven hours per day with an hour for lunch).

o

* The immediate supervisor will be considered the Principal of the school
to which the employee is assigned.
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Ten (10) month employees )

The normal work schedule for ten (10) month employees 1S
from September 1 through June 30 with a work week of thirty-
five (35) hours (seven hours per day with an hour for lunch).

For the school year 1976-1977 twelve (12) month employees
will be required to work a total of one day during the recess
periods designated by the school calendar. In the 1977-

1978 school year, the twelve (12) month employce will be
required to work a total of three days during the recess
periods designated by the school calendar.

The ten (10) month employee in the 1976-1977 Agreement

will not be required to work during the recess periods desig-
nated by the school calendar. However, during the

1977-1978 portion of this Agreement the ten (10) month
employee will work a total of one day during the recess
periods designated by the school caiendar.

For any additional days worked beyond the employee's calendar,
the twelve {12) month emplcyees shall receive one two hundred-
sixtieth (1/250) of their regular salary; the ten (10) month
employees shall receive one ¥wo-hundradth {1/200) of their
regular salary. Any such additional time shall be volunteered
on the part of the employee.

During the N.J.E.A. conventicn recess, any employee showing
evidence of having attended the convention, shall not be
required to report to work. = A1l other employees shall be
required to work one day as recommendad by the building
principal or immediate superior, and as approved by the
Superintendent.

B. Vacations

1.

rach twelve (12) month employee shall be entitled to vacation
with pay at the annual rate of pay such employees are
receiving at the time such vacation is actually taken.

After one year, vacation wecks may be consecutive or in part,
Vacations for twelve (12) month cmployees will be taken
during July and August or when school is not in session.
Exceptions to this poiicy may be made with the approval of
the immediate supervisor and the Suparintendent of Schools.

If 2 legal holiday falls during an employee's vacation
pericd, the employee shall have an extra day off.

vacation schedules shouid be arranged with the immediate

supervisor who will foryard said schecule to the Office of
the Superintendent, for approval, no later than May 1.
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5. Vacation Schedule - twelve (12) month employees

a) less than 1 year, but more than four months
service -- 1 week

b) one year, but less than three years service -~
two weeks

c) three years service or more -- 3 weeks

6. Vacation days cannot be accrued beyond July 1 following
the work year in which they were earnad.

C. Helidays
For the contract period July 1 through June 30

Independence Day

Labor Day

Columbus Day

Veterans Day

Thanksgiving Recess (Thursday & Friday)
Christmas Day

New Year's Day

President's Day (Washington's Birthday)
Good Friday

Jemorial Day

In the cvent that Election Day is net a school holiday, two (2)
hours excused time shall be granted, without loss of pay, to vote.

ARTICLE XIX

Snow Days

A11 secrctarial/clerical personnel shall be exempt from reporting
to work on days when the schools are closed because of inclement weather.
It is recognizad that essential services must be performed; therefore,
key secretarial/clerical nersonnel required to report to work by their
jmmediate supervisors shall be given a day for the time worked. The
operaticn of the switchboard will be considerad a mandatory service.
Normal hours will be scheduled except that due allowance will be made
for the employsa's travel problems in the event transportation is
difficult.
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ARTICLE XX

Miscellaneous Provisions

This figrecement shall go into effect on July 1, 1976 and shall
expire on June 30, 1978. It shall be renegotiated prior to
its expiry by use of the negotiation procedures provided in
this Agreement. ‘

If any provision of this Agreement or any application of this
Agreement to any employee or group of employees is held to be
contrary tc law, then such provisicen or applicaticn shall not
be deemad valid and subsisting, except to the extent permitted
by law, but all other provisions or applications shall continue
in force and effoct.
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ARTICLE XXI

Duration of Agreement

This agreement shall be effective as of July 1, 1976 and
shall continue in effect until June 30, 1978. This agreement shall
pressly understood that it shall

not be extended orally and it is ex

expire on the date indicated.
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APPENDIX A

ASSIGHMENT OF CATEGORY AND SALARY INCREASE
197¢ ~ 1978

A, Assignment of Category

1. Classification has no reference to the individual's personal
ability or qualifications, but is intended to group together
positions which are basically similar in duties and
responsibilities.

2. Classification and category p]acemenf will be determined by
the Superintendent of Schools, subject to the approval of
the Board of Education.

3. All secretarial/clerical personnel under the supervision
of a building principal, cafeteria manager, and the direc-
tor of buildings and grounds with the exception of those
individuals excluded in Article I, shall be covered by
this Agreement.

B. Salaries for school year 1976-1978

1. Salaries for the 1976-1977 and 1977-1978 years shall be
increased over the 1975-1976 salary of the individual
employee covered by this Agreement as follows:

19761977 1977-1978
12 month employee $450. £550.
10 month employee 375. 450,

C. Withholding of Increments

It shall be clearly understood by all staff members that
negotiated salary schedules or individual contracts do not guarantee
an automatic salary increase. The Board reserves the right to
withholid for inefficiency or good cause, any and all employment
adjustment and merit increments.

Salary increasaes are not automatically granted, but are condi-
tioned upon the recommendation of the Superintendent of Schools,
subject to the approval of the Board of Education. Failure in any
given year to grant an increase does not create any future obliga-
tion to restore the increase.

-21-



