H-4017

AGREEMENT

Between

TEANECK BOARD OF EDUCATICN
AND
TEANECK ASSOCIATION

of
BDUCATIONAL SECRETARIES

Effective July 1, 1969



AGREEMENT

This agreement made and entered into this day of 1969,
between the Board of Education of the Township of Teaneck (herein-
after called the "Board") and Teaneck Association of Educational

Secretaries, (hereinafter called the "Association®):
ARTICLE I - PURPOSE

The Board and the Association have entered into this agreement
for the purpose of establishing conditions under which employees,
as hereinafter defined, shall be employed to work for the Board
and procedures for the presentation and resolution of grievances,
and for the purpose of regulating the mutual relations between
the Board and said employees with a view to promoting and insuring

harmonious relations and cooperation.

ARTICLE II - RECOGNITION

The Teaneck Board of Tducation hereby recognizes the Teaneck
Association of Educational Secretaries as the exclusive and sole
representative for collective negotiations concerning the terms
and conditions of employment for all secretarial and clerical

personnel whether under contract or on leave.

Unless otherwise indicated, the term "secretary" when used
hereinafter in this agreement shall refer to all secretarial and

clerical employees represented by the Association in the negotiating

unit as above defined,
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ARTICLE IIT - WAGES

Effective July 1, 1969, the wages of various job catagories

shall be set and paid in accordance with the schedule attached

hereto and marked Addendum A,

ARTICLE IV - VACATICNS

Twelve month employees shall be entitled to vacation according

to the following schedule:

COMPLETE YEARS OF EMPLOYMENT
(July 1 - June 30)

EARNED VACATION

Years 1 - Ly
Years 5-7

Years 8 and subsequent years

Less Than Complete Years of Employment

Less than 1 year or less than a

complete year during years 1 - L4

Less than a complete year during

years 5-7

Less than a complete year during
year 8 and subsequent years

#Note:

10 working days for each year
15 working days for each year

20 working days for each year

Earned Vacation

10 working days less one day

for each month* not employed.

15 Working days less 1 1/2
days for each monthi* not

employed

20 working days less 2 days

for each month* not employed

For purposes of this schedule a month of employment shall be

considered to be a month of eleven working days or more (including

holidays).
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Any employee discharged or terminating her employment during the

first year of employment shall not be entitled to any wvacation.
ARTICLE V - INCLEMENT WEATHER

Secretarial employees will not be required to report for duty,

nor shall they suffer any loss of pay, when school is declared closed
due to inclement weather conditions, with the exception of certain

employees.,

Certain "key" personnel as shall be determined by the Board of
Education will be required to report on days when school is delcared
closed due to inclement weather conditions. They shall be compensated
at the rate of one and one half times their regular hourly salary

rate for such reporting.

No other personnel but these "key" authorized personnel may report

or may be compensated for such reporting.
ARTICLE VI - OVERTIME

Employees authorized and required to work overtime will be
compensated at the salary rate of one and one half times the regnlar
hourly salary paid to that individual, Authorized overtime shall mean
overtime for emergency or unusual circumstances. Said circumstances
shall be as defined and indicated by the Board of Education in its
regulations., No secretarial or clerical personnel covered under this

agreement shall have the right to authorize or require overtime.
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Overtime shall consist of a reasonable period of time as

defined by the Board of Education in its regulations.

There shall be no compensatory time allowed., Any compensatory
time due secretarial or clerical personnel as of June 30, 1969,

shall be taken prior to September 1, 1969, or shall be forfeit.

ARTICLE VII - GRIEVANCE PROCEDURE
DEFINITIONS

The term "grievance" as used herein, means a complaint by any
secretary that, as to her, there has been an inequitable, improper,
or unjust application of a policy, agreement, or administrative

decision effecting said secretary.

The term grievance and the procedure relative thereto, shall not
be deemed applicable in the following instances:
(a) the failure or refusal of the Board to renew the contract
of a non-tenure secretarys
(b) 1in matters where the Board or its representatives are
without authority to act, according to law.
(¢) in matters of selection for promotion.
‘The Grievance Procedure may be invoked through a hearing beforc ihwo
Board in matters where the Board has exercised its discretion and the
exercise of said discretion is thereafter challenged.
In such cases the procedure for final review shall be by appeal io
the Commissioner of Education pursuant to the provisions of Title 184

and the rules and regulations of the State Board of Education.,
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The term "secretary" shall mean any regularly employed individual,
receiving compensation from the Board under the provisions of the
salary guide for secretarial personnel, regardless of the title of
the position filled by the individual.

The term "immediate superior" shall mean the person to whom the

aggrieved secretary is directly responsible.
PROCEDURE

A secretary processing a grievance shall be assured freedom from

restraint, interference, coercion, discrimination or reprisal,

In the presentation of a grievance, the secretary shall have the
right to present her own appeal or to designate a representative to
appear with her at any step in her appeal. Whenever the secretary
appears with representative(s), the Board or its representative(s)
shall have the right to designate a representative to participate at

any step in the grievance procedure.

A secretary shall not lose pay for time spent during her regular
working hours at the following steps of the grievance procedure. In
the event that it is necessary to require the attendance of other
employees during any of the steps, such employees shall not losnc puy

for such time.

Saturdays, Sundays and holidays shall not be considered working
days in the computing of the time limits indicated in the grisvance

procedure,
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Any decision or answer to a grievonce made at any step according
to the terms of the procedure, and wiich is not appealed to the
succeeding step within the time limits provided, or within such
additional period of time as may be mutually agreed upon in writing,
shall be considered final settlement and such settlement shall be biné~-

ing upon all parties.
STEPS

1. A secretary having a grievance shall present it to her
immediate superior within ten (10) working days after the occurrence
of the event from which the grievance arises. An answer shall be sub;
mitted within three (3) working days.

2. If the secretary is not satisfied with the answer, the grievance
shall be put in writing, specifying;

(a) the nature of the grievance;

(b) the results of the previous discussion;

(c) the basis of her dissatisfaction with the determination;
signed by the secretary and presented to the School Business Admini;
strator/Board Secretary within three (3) working days. The immediato

superior shall also be furnished a copy at the time of serving.

Within five (5) working days of receipt of the written giicvince,
the School Business Administrator/Board Secretary shall arrangc a

meeting with the secretary and her representative.
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The School Business Administrator/Board Secretary or his desig-
nated representative shall give the secretary and her representative
a written answer to the grievance within five (5) working days after
the meeting, The immediate superior of the secretary shall also be
supplied with a copy of the answer at the same time.

3. In the event of the failure to act on the part of the School
Business Administrator/Board Secretary or his representative within
the time limit specified, or in the event of dissatisfaction on the
part of the secretary with the answer given, the secretary may appeal
within ten (10) working days to the Board of Education.

L. Where an appeal is taken to the Board, the secretary shall submit
the appeal in writing, specifying;

(a) the nature of the grievance;

(b) +the results of the discussion between the secretary and the

immediate superior;

(c) the basis of her dissatisfaction with the determination;

(d) the results of the discussion with the School Business

Administrator/Board Secretary or his representative;

(e) +the basis of her dissatisfaction with the determination;
signed by the secretary, and presented to the Board within the time
limit of ten (10) working days from the receipt of the answer from
the Szhool Business Administrator/Board Secretary, or his failure
to act within the time limit.

Copies of the appeal shall be furnished to the immediate superior

and the School Business Administrator/Board Secretary.
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5. If the secretary, in her appeal to the Board, does not request a
hearing, the Board may consider the appeal on the written record
submitted to it, or the Board may, on its own, conduct a hearing;

or it may request the submission of additional written material on

the grievance, from the secretary. The secretary shall, at the same
time, supply copies of this additional material to the immediate
superior and School Business Administrator/Board Secretary who shall
have the right, in writing, to reply thereto; copies to be supplied

to all parties.

6. The Board of Education shall make a determination within thirty (30)
working days from the receipt of the grievance and shall, in writing,
notify the secretary, her representative if there be one, the immediate
superior and the School Business Administrator/Board Secretary of its
determination, This time period may be extended by mutual agreement

of the parties.

7. In the event the secretary is dissatisfied with the determination
of the Board, she shall have the right to request advisory arbitra-
tion pursuant to the rules and regulations established by the Public
Employment Relations Commission under the provisions of Chapter 303,

Laws of 1968,

A request for advisory arbitration shall be made no later than
fifteen (15) working days following the determination of the Board,
unless the secretary and the Board shall mutually agree upon a longer

time period within ton assert such a request,
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In the event of arbitration, the costs of the arbitrator's

Services shall be shared equally by the Board, the secretary, and/
or Association, with the exception of the cost of any transcript
which shall be borne solely by the party requesting it,
8. In any case, where a grievance is based upon the direct order,
ruling or determination made by the Superintendent of Schools,
Assistant Superintendent of Schools or School Business Admini strator/
Board Secretary, the aggrieved employee may appeal directly to the
Board of Education within ten (10) working days, by appealing
in writing, specifying;

(a) the order, ruling or determination complained of;

(b) the basis of the complaint

(c) a request for a hearing if a hearing is desired;
with a copy served, at the same time, upon the party making such
direct order, ruling or determination. Said party shall have the
right, within five (5) working days, to reply thereto, with a copy

of such reply served upon the secretary.

Upon receipt of a grievance filed under the provisions of
paragraph 8, the procedure shall be as set forth in paragraphs 5,6,
and 7.

9. In the case of a secretary, the immediate superior who is the
Superintendent of Schools, Assistant Superintendent of Schools or
School Business Administrator/Board Secretary, the steps in the fore-

going grievance procedure shall apply except for paragraphs 2 and 3.
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ARTICLE VIII - EVALUATION

1. Observations of the work performance of the secretarial
personnel shall be conducted by the Administrator in charge. Such
observations shall be conducted openly.

The daily working contact and relationship between an Adminis-
trator and secretarial personnel shall constitute observations as

used herein in this article and agreement.

2. Observations made by an Administrator shall be reduced to
writing. The employee shall be given a copy of any such observation
and subsequent evaluation made therefrom. Non-Tenure employees

shall have a minimum of two (2) written observations each year.

3. An employee may request and shall be granted a conference
with the Administrator in charge to discuss her observation and
evaluation, Such a conference shall be granted within ten (10)

working days.

Li. Each employee shall be required to sign the evaluation form.
Signing does not signify approval., Only completed evaluation forms

shall be presented for signature.

5. The evaluation forms shall be placed in and comprise a part

of the personnel folder of each employee.
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6. Annual evaluations, or semi-annual in the case of non-
tenure employees, shall be a composite of periodic observation and
evaluations made by the Agministrator. Copies of said evaluation
shall be provided to each employee, The employee may request and
shall be granted within a reasonable period of time a conference to
discuss her evaluation. The employee may request and shall have the
right to have representatives of the association participate in
this conference to review and discuss her evaluation. In all cases,
the employee shall be required to sign the evaluation. Such signature

shall not signify approval of the evaluation,

This annual evaluation shall be the basis on which a determinatén
of an employees annual salary increment and/or adjustment shall be

based,

ARTICLE IX - DUES

The Board agrees to deduct from the monthly salary of each
employee who furnishes a written authorization, the amount of monthly
Association dues. Remittance of dues collected shall be made to the
Association at the end of each calendar month, together with a list

of employees from whose pay such deductions were made,

Deduction of Association dues shall be pursuant to N.J.S. 52:

14-15.9e. (see addendum B)
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ARTICLE X - UNLIMITED SICK LEAVE

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

The term "sick leave" as above defined shall not include
maternity leave.

(b) During the year 1969-1970 the personnel covered by this
agreement shall be entitled to unlimited sick leave subject, however,
to rules and regulations to be negotiated between the parties
governing the procedures and principles applicable in such cases.
Said regulations may distinguish between newly employed individuals,
persons who have been in the employ of the Teaneck School System
for one or more years and those employees under tenure.

(¢) The granting of unlimited sick leave for the school year
1969-1970 shall not be intended to entitle any employee in the event
extensive sick leave is not required, to éccumulate more than ten (10),
or in the case of twelve (12) month employees, twelve (12) days of
unused sick leave in accordance with the provisions of R.S.18A:30;7.
In the event less than 10/12 days of sick leave are utilized by any
employee covered by this agreement, there shall be credited to the
employee in his sick leave account, the difference between the number

of days actually used and ten/twelve (10/12) days.
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In no event shall any person covered by this agreement be
entitled to unlimited sick leave until all accumulated sick leave
has first been exhausted.

(d) The unlimited sick leave shall be on a probationary period
for the 1969-70 school year and shall, at the discretion of the
Board, revert to present policy, if the Board feels abuses
warrant.

(e) No Doctor's certificate shall be required in the event of
an absence due to illness, unless, in the opinion of the School
Business Administrator/Board Secretary, an abuse is taking place in
an individual situation, a doctor's certificate may be required of
the individual in order to receive salary for the period of such
absence.

(f) The Association shall assist in investigating and con;
trolling alleged abuses of this policy.

All other Board regulations relating to absence etc., shall remain

as per present policy.

ARTICIE XI
HOSPITAL/SURGICAL AND MAJOR MEDICAL INSURANCE

The Board will provide Blue Cross, Blue Shield and Rider J
coverage and Major Medical coverage for employees requesting such
coverage at no cost to the employee. For those employees electing
to secure coverage for their dependents, the Board, effective July 1,

1969, will pay for the cost of such coverage at no cost to the employee,



page 1

The employee acknowledges that she is obligated to inform the
Board within thirty (30) days whenever any change occurs in her
or her dependents status as it relates to this coverage: failure
to so inform the Board may result in Board refusal to continue any

coverage.
ARTICIE XIT - NO-STRIKE CLAUSE

The Association agrees that during the term of this agreement,
the employees of the Board who it represents will not strike or
take any other collective action to disable the Board in the dis-
charge of its statutory duy, and the Association agrees that such
action would constitute a material breach of this agreement, and

would render this agreement null and void, at the option of the Board

of Education.

ARTICLE XIIT - EFFECTIVE LAWS

The Board and the Association understand and agree that all
provisions of this agreement are subject to law. In the event that
any provision of this agreement shall be rendered illegal or invalid
under any applicable law, regulation or adjudication, such illegality
or invalidity shall affect only the particular provision which shall
be deemed of no force and effect but it shall not affect the remain-

ing provisions of this agreement.
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ARTICLE XIV - TERM OF AGREEMENT

This agreement shall become effective July 1, 1969, and
continue in effect until June 30, 1970, or for a period not to
exceed two calendar years from the effective date, unless and until
either of the parties desire to change or terminate the same. The
party desiring such change or changes or termination shall notify
the other party in writing of that fact prior to October 1lst of -

the year of the request, and after said date negotiations shall

commence.,

President, Teaneck Board of President, Teaneck Association
Education of Educational Secretaries
Secretary, Teaneck Board of Secretary, Tesneck Association
Education of Educational Secretaries

21969 21969




ADDENDUM A

TEANECK PUBLIC SCHOOLS

SECRETARIAL PERSONNEL

SALARY GUIDE

1969 - 1970
10 Month 10 Month 12 Month 12 Month
Secretary Prin., Secty. Secretary Prin. Secty.
Year 196970 1969-70 1969-70 1969-70
1 3,485 3,690 4,420 4,680
2 3,658 3,890 4,615 4,905
3 3,831 4,090 4,810 5,130
4 L,004 4,290 5,005 5,355
5 4,177 4,490 5,200 5,580
6 4,352 4,690 5,400 5,810
7 4,512 4,877 5,600 6,040
8 4,672 5,064 5,800 6,270
9 4,945 5,375 6,000 6,500
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INDEX TIMES
12 Mo. Prin. Secty.

POSITION YEAR Place on Guide

High School Principal's Secretary 1 1.05
2 1.10
J.H.8. Principal's Secretary and 1 1,025
H.S. Vice~Principal's Secty. 2 1.05
Data Processing, Head Secretary 1 1.10
2 1.20

Payroll Supervisor 1 1,15
2 1.30

Executive Secty. to Supt. of Schools 1 1.20
" " " Sec./Bus. Adm. 2 1.35
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Effective - July 1, 1969



ADDENDUM B

"DUES LAW"

N-JQS-52:14"15¢930

Whenever any person holding employment, whose compensation is paid
by this State or by any county, municipality or board of education in
this State, or by any board, body, agency or commission thereof shall
indicate in writing to the proper disbursing officer his desire to have
any deductions made from his compensation, for the purpose of paying
the employee's dues to a bona fide employee organization, designated
by the employee in such request, and of which said employee is a
member, such disbursing officer shall make such deduction from the
compensation of such person and such disbursing officer shall transmit
the sum so deducted to the employee organization designated by the
employee in such request.

Any such written authorization may be withdrawn by such person
holding employment at any time by the filing of notice of such with-
drawal with the above-mentioned disbursing officer. The filing of notice
of withdrawal shall be effective to halt deductions as of January 1 next

succeeding the date on which notice of withdrawal is filed.



