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CONTRACT PROPOSAL .

SCHOOL YEAR .

1976~77

1977-~78
Board of Education of the . Sussex County Vocational
Vocational School in the and Secretarial Association

County of Sussex

0ld contract with following changes:

Under Vacation & All Time Off to be zdded:

Vacation time is flexible, it is not restricted to the summer.

SATARY:
Each secretary will receive an increase of 9.17 of her 1375-76 salary.

1977~78 ~=~ each secretary will receive an increase of 4,17 of the 1976-77
salary, or the Cost of Living Adjustment--NewYork--July 1 - June 30, 1976-77,
as published by the Labor Department. :

HEALTH BENEFITS:
Add "Dental and Orthodontie"™ care to be paid by the Board.

ABOVE PROPOSAL AFPPROVED BY MEMBERS OF THE SUSSEX COUNTY VOCATIONAL SECRETARTAL
ASSOCIATION AT RATIFICATION MEETING, NOVEMBER 4, 1975.

In witness whereof, the parties hereto have caused this Agreement to be signed
by their respective presidents, attested by their respective secretaries, and
their corporate seals to be placed hereon, all on the day and year first above
written,

Sussex County Vocational-Technical Board of Education of the Vocational

Secretaries Association School in the County of Sussex
| (WL . . . - //// x} jZ{/
BY {{‘”,/ Ry P (/E L'ff' T B‘Y e L,/-C
President L President “
//f\ s
AP WA Sy
Br { A iy O e N Y S ARy e

Secretary “*;?’?r ’ Secretary



The Buard of Education fon the Vocational School in the County of Sussex
necognizes the Sussex County Vocational-Technical Secreianies Arsociation
as the collective negotiating unit concesning grlevances and feuns and
conditions of employment for the eligibfe secrefaniol employec.



TIME SCHEDULE FOR OFFICE

0f{ice employees on a itwelve month basis shall stant on July 1 of
each yew: and continue L -u June 30 of the succeeding year. Ten .
month employces shall be¥in work on September 1 and coniinue thhu
June 30 of the succeeding year. Eleven month employecs shall be
entiftled to cne month off dwiing the summen and the month will be
detenmined by the employee and her imnediate suptrvison.

Offices within the school will be open from 8:00 A.M.. 1o 4:00 P.M. .

duning the time when achool is in session, DTuwring the Aummer oA
months {starnding on the Monday of the week that (ncludes July 1) Asey this
and vacaticn perivds, the time wifl be &:30 A.M. %o 3:00 P.M. The _eys
required working howws for each empfogee duning aegulan schook N, e
session i85 7% hours pen day. This incfudes the Lunen perdod. Each e
employee will be given the hours fon reporting for work and the Lime

porn Leaving by hea Limmediafe supervisonr. :

LUNCH! PERIOD

ALL office aemplogees ane entitled fo a §ubl perdod inaccordance
with the bell schedule fon Lunch., Employees are reguesfed Lo
have thein funch here ot school unless there £s an emergency and
Zhey must Leave the building. Under These clrcumstfunces gou
should notify your immediate supervison prion 2o Leaving The
building. ' .

COFFEE BREAK ;

13

The coffee break is a perdiod of time that pewnits the empleyee 2o
nelax and enjoy the companion and jellowship with fellow empfoyees.

Cofpee and dessent s available througheut the schoof yearn in the
lTaculty Dining Room. A time perdod of 4fifteen minutes L8 provided
fon a coffee break and care should be exercdised noi te abuse the
privilege. The 2ime schedube of coffee breahs shafl be arranged
by the responsible unit adminisiraton.

The time allowed fon the coffee can not be accumulaied noi can
At be utilized to alten the nowmal working day fime schedule.



HOLTDAYS

The folfowing single holiday on muliiple hofiday Mthuﬂe b An
effect fon Lhe nun-Zeaching slaff:

New Yean's Day . l
Lincaln's Birnihday

Washinglon's Birnthday

Good Friday

lemonial Day

Juby 4th

Labor Day

Columbus Day

Veterans Day i _ ' !
Thanksgiving Day -

Chiristinas Day

Where the holiday comes on Saturday on Sunday, it shall be at the
discredion of the school adminirtraien, ox with prios approval of
the Boand. When a holiday is inefu: ‘od within the wonk week and
school is An sessdon, Zime off will be provided aX an am’wpfua/te
time thai will not infeafen with the daily operaiion of the scnool.
Tame off should be awranged through he errpfoyee & Armediate
ARperVLAON.

The school calendar wilfl be approved by the Bomd 0f Tduvaiion prioh
2o the beginning of each schook yean.

REGLIGIOUS HOLIDAYS

*

Absences fon the cbaervance of Legally established neldgious hofidays

as established by the State Commissdioner of Educafdon shall be allowed,
aften nequesting An widding Zo the Supenintendent and shall be -’?.Qz’_mbu"bied
up to a maxdimum of Zhree (3} days pern year, thereaften withoul pay.

RELEASLD TIME TOR MEETINGS

Whenever any nepresentalive of the Assocdetdlon on any sccrelary Ls hegquiaed
Lo pa}thupaia durding wonking hotwrs in negotiaticns, gilevance phoceedings,
on meetings, she shall suffern no Loss in pay.



VACATION AND ALL TIME OFF

y a person on a 17 month conthack, Leavés employment dunding
he yean and bejfore taking any vacation, they shall receive
vacation Lime caedit, o be faken as Zime on pay ai the ftime
of Leaving, as follows:

Up fo five full yrarns of service - one day fon each full
month of servdce dwiing Lhe cunient vacalion year up to
a maxiown of 17 days. - .

Up to fifteen §ubl yeans of seavdice - 1% days for each
full mondh of service dwring cunrnent uaca,tmn yeak up
Zo a moximum of 17-daya.

Ouen ﬁi.ﬁzee.n yaaz'bé of terviece - 2 days for each full
month of servdce . durning the cunnent vacatfion yean up
Ao a maximum of 22 days.

ALE vacation Time musi be worked oul with the {mmediate superviscr.
Vocation time muai be taken duning the regufan school yeon in which
they ane earned. Exceptions to this policy ashall be reguested in -
wiliding ninety [90) days puion 2o vacation fime Aequested. .

 No person with Less Than three months senvice 4in a gLven school yean
shatl be efigible forn vacation Lime. Non-cerndifdicated employees
hired duning Zthe yean are entitfed fo cne day of paid vacation fon
each {ufl month of empleyment up Lo a maxinum cf fwelve days afler
the Thnee months probationarny period has been cempleted.

ALL 12 month mnﬁojee,é ahe entitled o one secrheianial day off duning

each vacation perdiod (when sfudenis are nol in school for at Lpast
give [5) daus}.

INCLEMINT WEATHER

Seonetaniol atiendance shall not be requined whenevern aiudent
atiendance 48 noi requited due 2o Lncfement weather.

UNSAFE AND HAZARDOUS CONDITIONS

Secnetanies shall not be aequired To wonk under unsafe or hazandous
conditions, on fo peaform Zasks which endangen thein health, sajfety
oh well bedng.



ABSENCES AND LLAVES

Secnetanies calling in sick should calf thein immediate aupertson.
Time forms wiff be provided for the Supeniniendeni’s secrelanry.

When fhe fo:m has been completed by Zhe sechetany and hern immediale
supervison, L 48 to be nefuwrned Lo Zhe Supenintendent's Office.

PERSONAL TLLNESS

Abseonces for this cause shall be allowed and shalf incfude pay noZ
exceeding Awelve (12) school days £ime {n any one school yean.

1§ Less than aadld twelfve (12} scheof days of ollowed sick Leave 4ib
Zaken in any school year, Zhen the numben of days not utifized [but
not mone the 17) 4haﬂl be. cwmnlative. :

In all absences unden this section exceeding {5) consecutive school
days, the individual wust §ife a physician's centificate with the
Su.p?)tmzendcwt of the school.

TLINESS IN THE FAMTLY

Where pernsonal presence L4 advisable because oé Zhe cnidical iflness
of {a)l a parent, brnoiher, sisfen, husband, wife, child or |b) any
othen nelative E/w,{ng in the uldw,cducuﬁ 4 unmedmg family hotse-
hold, absence will be allowed:

For a period of five (5) days pen yean, noscumulative,.and
Thereaften without pay.
{This section L& introduced primanileny to provide ‘{)on perronal -
- pheseace An an emergency but not foa extended personal care.

Critical allness Ls defined as {Lfness diagnosed as such by a
medd cal awthornity).

MARRIAGE

Absences ovn account of marniage oh Lo attend weddings of nelativel
on griends may be.allowed upon nequest, bt shalk be without pay.



DEATH

Absences due to a death in the individual's immediate gamify ova howse-
hold, Anclnding fathen-In-Law and mothea-in- Law, shall be allewed with
pay fon the requited period not to exceed fowr (4) school days in each
Auch case.

Absences because of zthe death of a grandpanent, gaandchadd, nephew,
niece, arut, uncle, courin, brothen-<in-faw, sister-in-Law, daughiten-
Lh-Eaw on son-Ain-Law on othen refative not Livdng wiith the (inmediate
gamily ¢f the empfogyee wll be allowed with pay on The day of Zhe
funcral,

QUARANT INE

Absences due to quarantine on account of a confagiows disease, when

such guanantine £s not due 1o personal i88ness, Ahall be allowed, with
pay, provided that a certificate {rom 2he health cfficern of the community
on a school physician is presented and fifed with Zhe Superintendent

of the schook. '

PERSONAL BUSINESS

Absences not exceeding three duys per yearn, with pay, but not cceumilaiive,
shall be allowed. Requesi for pernsonal day should be made by a sconefany
Lthrough hen anea supervison five {5) days An advance. Appropriate
supervison should nolify the Superintendent’'s sechetany to facilitate
reecunding absences and 1o arwange office coverage, if necersary.

TRAVEL EXPFNSE

Reinbursement for thavel by siaff, using personal vehioles, shafl be at
the nate of $.74 per mife. Any out-of-state tidps shall be approved by
the Superintendent piion To the day of the tnip. Persons authonized

for neimbunsement shall be designaied by the Superinfendent.



PETTY CASH

Individuals waling purchases that nequine nedmbuwnsement through petiy
carh should seek approval of Ltheir <amediate supervison prior 1o -
making the puichase.

No purchasze exceeding $10.00 wifl be approved for pwichase {vaugh
pedty carh.

" Redmbursement will be made on only approved purchases and the presentation
0§ receipt gor making such a puhchase.

RETTREMENT

ALE empluyecs bel’unging Lo the Public Tmployees Refinement System shall
netine at the cfese 0f the schvol year after aifaining the age of 65 yeana,
unfess the employee, six months piion fo the date of retirement, Aeques ity
in wiiding that he be employed an additionaf ycan, and the request s
granted by the boand.. Such nequest may be made every yean until the
employee neaches the age of 70 vewws, when retinement s mandaony.

GRICVANCT PROCEPURE

A, Defanifions

I. Guievance

A "grievance” 44 a claim by a Aechetary on the Association based upon
the inteaphetation, application, oi alleqed violation of the Secretariuk
Policy Manual, agiecting an identified secnelony or group of secrefanics.

2. Agghieved Person

An "aggrieved person Ls the sechetary i secrelanies on Zhe Association
making the cfaim of a grievance. The aggricved pesnson, or porscens, should

be. Ldentified.

3. _sz,ti in Infenesit

A Ypandy in indenesi" 4s the person ox pc/‘wom maling Zhe claim and any
person aneluding the Associniion ch the Boand, who might be requined to Zfake
action oh against whom action might be taken <n onden 1o resolfve the claim.

B.  Purpose

The puapose of this procedurne L5 1o secune, at the Lowest possible Level,
equilable solutions to beth paniies of the probLems which may frem Lime fo
Lime enise affecting sechctandes.. Both parties agree that Zhese proceedings
will be hept as infornad and confidental as may be appropiate at any Leved
o the procedunc.



C. Procegua e

T. Tame Limils

The numben of days indicafed af ecach fevel should be conude)zea’ as a
max{mum and eveay effornt should be made 2o expedite the process. The Lime
Limits specified may, howeven, be extended by mufual agrcement.

ALL ghievances shall be §ifed within ten [10) wonking days of the date
of awarencss of the grievance.

7. _L_p_;_ua,{’. One -__T:nmei{_q{c Supe '“’E'i@.

A secrefany with a grlevance shall discuss the sane with his imrediate
supenion, edthern declly or if the individual chooses through the
Assoedalion's designated nepresentative, wu:h Zhe objective o nesolving
the matter ingjommally.

3. Level Two - Qupwﬁgn_rﬂ*it

1§ the aggrieved pernson is not sotisfied with fthe dsposition of his
grievance at Level One, he may file the grievance in (mifing with Zhe
Dinecton /! uoe/wmeudmu. o Schools (with a copy 1o the Associdlion) within
founteen (14) working days of the orcurence of the grievance or within
jounteen (14) wonking days of the dale when Zhe grievant neasonably should
have become awane of the grievance.

4, Leueji Three -~ Board of Cducation

1§ the employee is noi satisfied with ;Crw_ action Laken by the DUec/toh/
Supenrdintendend, he shall notify, in wiiling, within {10} worlking days,
the Secretany of the Board of Education. Thé Secretary of the Board of
Education Shall immediately notify the Presdident ¢f zthe Board pf Education
who shall arrange a heating 44 ,the employee 45 not salisf{ied with the
action. Said heaning o be held in executive sesrdion no Laten than the
nexd negufan Boand meeting.

14 eithen panty fadl 2o act witlhin the time Limifs prescrcbed, the
_grilevance shall be walve on moved fo The next siep, by the party noi
negligent.

D. Rights of Scorctaries o Representation

7. Secaetany and Association

Any aggrieved persen may be aepresented at all Atages cof the grievance
procedure by imself, ot, at his cpicon, by a nepresentative he selects.
When a seecrciary As ’aqﬂmmuud by the Assrpciation, the Asscctaiion shall
have the night Zo be present and to atate its views at all stages vf the
JALCuiiCe procrauna s,

2, Re Emf,.s_a,ti

No neprisals of any kind shall be zaken by the Board ox by any menber
0f the adminisination against any party Ln Lntu‘ze,bt cm_j nepresentative,



any membes of the Association, oi any othen particdpant in the grievance
procedute b:f aeason of such pm,cc,cprmwn

B, Miscellancous

1. Ghroup Gacevance

16, 4n zZhe judgment 'of the Asscedation, a grievance affects a group o
cfass of secnctanies, £he Association may submit such grievance 4n wiu,ung

ond shall eommence at Level One.

2. Wruetien Decdsdions

Decisions aendered ajter level One shafl be in wiiting, and shall
sed fonth the decision and the reasons Therfore and shall be transmitied

prompily To all parties Ln Ardtenest and fo The Aééoc,mi/wn.

3. Sepanaie Gilevanee File

ALL documends, commundentions and records dealing with the processing of
a ghicvance shall be {iled <in a separate grievance §iLe, ond shall not be
kept «n Zhe personnel §Lle of any of the partiedpants. .

4. MeeLings and Heardings

ALL meedings and heardings undern this procedunre shalf be conducted An
private.

s

. SALARHS

- L

A hining salary schedile shall be adhened 1o, fon the purpose of hiring
new employees; such schedule Lo be included in this agreement and updated
over a period of iwo years, by a mufucl agheement bofiveen the Assvcdiation
and fhe Buanrd., :

: CHANGES "IN (ORKING CONUTTIONS

Shoufd the Board desine Lo make any significant changes Ain the feams and
condl{fions of the unlf emplogee, they wilf negeiiate the sane with he
wiid employee.



Stunting slaries for the 1975-76 school yearn will be as fellows for 12
month sechctandes: ‘

CLenk-Typist - $4,300.00
Secnedoiial - 85 400,00
; “u

Secaetany 1o - wirecdvr 0f Sindend Peasunned Seivdcees, ousiness Ugfice, &
" Evendng Schaoel - $5,700.00.

Secnetany - Prineipal - $6,000. 00

Seenedany - Superintendent - $6,900.00

Raises will be received yearly af the stant of a new contract.
No pay haiste wiff be given 2o any employee having unden 3 months servdcee.

Aftern 3 fubl months Service raises will be § vf whai an enplayee with 12
§ull months of Aenvices would receive. :

0 - 3 months seavice no %
4 - & months senvice % the $
7 - 9 months senvice & the §

10 - 17 months senvice 3/4 Zhe %

12 FULL MONTHS senvice coemplefe %



In witness wheneof, the panties herefo have caused This Agreement fo be
© ddgned by thein nespective presidents, attested by Their hespective
secnetanies, and Zhein conporate seals to be placed hereon, all on the
day and jean finst above wniiten. '

Boand of Fducation of the Vocational '

Sussex County Vocational-Technical
School in the County of Sissex

Sechetanies Associlation

») M%ﬂ

BV ’}‘/fiﬁj.(ﬂ LZ (( L/_Jr C'A:
President ' Ph

7 ¥ '
td@/‘-ﬂv i A‘_ Sl

Semo,f.ﬁy / A (/

Secrefany




