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AGREEMENT

This Agreement made and entered into this day of
., 1976 between the Board of Education of the Township of
Teaneck (hereinafter called the "Board") and Teaneck Association of
Educational Secretaries (hereinafter called the "Association”) re-
presents the complete and final understanding of all bargainable
issues between the Board and the Association for the lifetime of

this Agreement.

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 pro-
cedures 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

A. The Teaneck Board of Education hereby recognizes the Teaneck
Association of Educational Secretaries as the exclusive representative
for collective negotiations concerning the terms and conditions of

employment for all secretarial, clerical and data processing personnel.



B. Unless otherwise indicated, the term "secretary" when used
hereinafter in this agreement shall refer to all employees repre-

sented by the Association in the negotiating unit as above defined.

Article III - EMPLOYMENT OPPORTUNITIES AND TRANSFERS

A. Employment Opportunities

In all cases vhere services are to be hired for which an employece
night qualify, the vacancy shall be advertised first throughout the
school system. Instructions for making application and the deadline
date for applications will be included with each notice, and a copy
of the notice shall be forwarded to the President of the Association.
In no case will the deadline date be less than (5) working days from
the date of distribution of the advertisement. In making the selection
of a candidate for any position, present employees shall be give prefer-
ence over applicants from outside the Teaneck school system if quali-
fications are comparable. The parties recognize that the ultimate
responsibility for making all appointments rests with the Board of
Education and agree that it is the obligation of the Board to fill all
vacancies with the best qualified personnel.
B. Transfers

Notice of an involuntary transfer or reassignment shall be given
to employees as soon as practicable. If an involuntary transfer or

reassignment is made, an employee's area of competence, length of



service in the Teaneck School District, length of service in the
particular school building and other relevant factors will be
considered in determining which employee is to be transferred or re-

assigned.

Article IV -~ WAGES

A. EBffective July 1, 1976, the wages of various job categories

shall be set and paid in accordance with the schedule attached

hereto and marked Addendum A.

B. It is understood by the parties that the classification and job
description of the positions included in this bargaining unit

is the sole determination and responsibility of the Board of Educa-
tion.

C. If a secretary, administrator or Association feels a position
deserves a change in classification, said secretary, administrator or
Association is encouraged to communicate said view to the Board for
consideration. It is agreed, however, that final decision of the Board

on any such recommendation shall not be subject to the grievance procedure,

Article V - VACATIONS AND HOLIDAYS

A. 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 - 4
Years 5 - 7

Years 8 and subsequent years

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

20 working days for each year

Less Than Complete Years of Employment

Less than 1 year or less than a complete

year during years 1 - 4

Less than a complete year during

years 5 -~ 7

Less than a complete year during

yvear 8§ and subsequent years

Earned Vacation

10 working days less one day

for each month® not employed.

15 working days less 3 days

for each month* not employed.

20 working days less 2 days

for each month¥* not employed.

#*Note: For purposes of this schedule a month of employment shall be

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

holidays).

B. Any employee discharged or terminating her employment during the

first year of employment shall not be entitled to any vacation.

C. There shall be fifteen (15) paid holidays per year. The holiday

schedule shall be that established by the Board after consultation with

the Association. No changes shall be made once the holiday calendar



is adopted except after discusssion of proposed change between the
Association and the Board. The Board reserves the right of final
decision on holiday calendar.

D. End-of-month paychecks will be released to secretarial personnel
taking earned wvacation time on the last day worked, provided that the
vacation period starts after the 15th of a month and includes the
actual end-of-month payday for that month (usually the 30th).

E. The mid~month paycheck will not be eligible for pre-vacation
issuance. Secretarial personnel may make arrangements with the
Business Office for these paychecks to be mailed to a bank for deposit
in their accounts.

F. Secretarial personnel may take earned vacation time at any time
during the school year, subject to the approval of their immediate

superior.

Article VI - INCLEMENT WEATHER

A. Secretarial employees will not be required to report for duty,
with the exception of certain employees, nor shall any employee suffer
any loss of pay, when school is declared closed due to inclement
weather or other emergency condition.

B. Certain personnel {(as shall be determined by the Board of Educa-
tion at the time of the emergency) will be required to report on

days when school is declared closed due to inclement weather or other

emergency condition.



They shall be additionally compensated at the rate of one and one-half
times their regular hourly salary for such reporting.
C. No other personnel but these authorized personnel may report or

may be compensated for such reporting.

Article VII - OVERTIME

A. Unless otherwise indicated in individual instances, which may be
less than thirty-five (35) hours per week, the normal work week of
secretarial emplovees shall be thirty-five (35) hours.

B. All overtime must be authorized by the Superintendent of Schools
according to procedures established by the Superintendent.

C. Overtime shall be compensated at the rate of one and one-half times
the employvee's normal hourly rate of salary. The normal hourly rate

of salary shall be calculated by: annual salary divided by 1820 hours
in the case of full-time personnel, or pro-rated equivalent in the

case of part-time personnel.

D. Overtime will be defined as that period of time occurring before

or after an employee's normal assigned working time, or anytime on days
when the employee is not scheduled to work.

E. No secretarial personnel covered under this agreement shall have
the right to authorize or require overtime, and there shall be no com-

pensatory time allowed.



Article VIII - GRIEVANCE PROCEDURE

A. DEFINITIONS

1. The term "grievance” as used herein, means a complaint by any
secretary or the Association that, there has been an inequitable, im-
proper, or unjust application of a policy, agreement, oOr administrative
decision affecting said secretary.

2. 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 secretary:

(b) in matters where the Board or its representatives are
without authority to act, according to law;

{¢) in matters of selection for promoticn.

3. The Grievance Procedure may be invoked through a hearing before
the 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 to the Commissioner
of Education pursuant to the provisions of Title 18A and the rules and
regulations of the State Board of Education .

4. 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.



5. The term "immediate superior"” shall mean the person to whom
the aggrieved secretary is directly responsible.
B. PROCEDURE
1. 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.

2. 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 lose pay
for such time.

3. Saturdays, Sundays and holidays shall not be considered working
days in the computing of the time limits indicated in the grievance
procedure.

4. BAny decision or answer to a grievance made at any step according
to the terms of the procedure, and which 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 binding upon all parties.



5. Forms for filing grievances, serving notices, taking appeals,
making reports and recommendations, and other necessary documents
shall be prepared jointly by the Superintendent of Schools and the
Association and given appropriate distribution so as to facilitate
operation of the grievance procedure.

C. STEPS

1. A secretary having a grievance shall present it to her im-
mediate 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 Superintendent of Schools
within three (3) working days. The immediate superior shall also be
furnished a copy at the time of serving.

3. Within five (5) working days of receipt of the written griev-
ance, the Superintendent of Schools shall arrange a meeting with the
secretary and her representative.

4. The Superintendent of Schools or his designated representative

shall give the secretary and her representative a written answer to the



grievahée within five (5) working days after the meeting. The
immediate superior of the secretary shall also be supplied with a
copy cf the answer at the same time.

5, In the event of the failure to act on the part of the Superin~
tendent of Schools or his representative within the time limit speci-
fied, 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.

6. Where an appeal is taken to the Board, the secretary shall sub-
mit the appeal in writing, specifying:

{a) the nature of the grievance;

(b} the results of the discussion between the secretary and
the immediate superior;

(¢} the basis of her dissatisfaction with the determination;

(d) the results of the discussion with the Superintendent of
Schools 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 davs from the receipt of the answer from
the Supevintendent of Schools, or his failure to act within the time
limit.

7. Copies of the appeal shall be furnished to the immediate superior

and the Superintendent of Schools.



8. 1If 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 Superintendent
of Schools who shall have the right, in writing, to reply thereto; copies
to be supplied to all parties.

9. The Board of Education shall make a determination within thirty
(39) 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 Superintendent of Schools of its determination. This time
period may be extended by mutual agreement of the parties.

10. In the event the secretary is dissatisfied with the determination
of the Board, she shall have the right to request advisory arbitration
pursuant to the rules and regulations established by the American Arbit-
ration Association.

11. 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 which to assert such a request.

12. 1In the event of arbitrxation, the costs of the arbitrator's

services shall be shared equally by the Board, the Secretary, and/or

- 11 -



Association, with the exception of the cost of any transcript which
shall be borne solely by the party or parties requesting it.
13. 1In any case, where a grilevance is based upon the direct
order, ruling or determination made by the Superintendent of Schools,
the aggrieved employee or the Association may appeal directly to the
Board of Education within ten (10) working days, by appealing in writ-
ing, specifying:
(a) the order, ruling or determination complained of;
(b) the basis of the complaint;
(¢) a request for a hearing, if a hearing is desired; with
a copy served, at the same time, upen 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.
14. Upon receipt of a grievance filed under the provisions of para-
graph 13, the procedure shall be as set forth in paragraphs 8, 9 and 10.
15. In the case of a secretary whose immediate superior is the Super~
intendent of Schools, the steps in the foregoing grievance procedure
shall apply except for paragraphs 2, 3, 4 and 5.
16. A grievance initiated by the Association shall be submitted to
the Superintendent of Schools as in Step 1 of the foregoing grievance
procedure, then, follow the remainder of the grievance procedure with

the exception of Steps 2, 3 and 4.



Article IX -~ EVALUATION

A. Observations of the work performance of the secretarial
personhel shall be conducted by the Administrator in charge. 8Such ob-
servations shall be conducted openly.

The daily working contact and relationship between an Adminis-
trator and secretarial persohfiel shall constitute observations as used
herein in this article and agreement.

B. Observations made by an Administrator shall be reduced to
writing. The employee shall be given a topy of any such observation and
subsequent evaluation made theréefrom. Non-tenure employees shall have a
minimum of two {(2) written observations each year.

C. BAn employee may reguest 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.

D. Each éemployvee shall be required to sign the evaluation form.
Signing does not signify approval. Only completed evaluation forms shall
be presented for signature.

E. The evaluation forms shall be placed in and comprise a part of
the personnel folder of each employee.

F. Annual evaluations, or semi-annual in the case of non-tenure
employees, shall be a composite of periodic observation and evaluations
made by the Administrator. A copy of said evaluation shall be provided

to the employee. The employee may request and shall be granted within a

- 13 ~-



reasonable period of time a conference to discuss her evaluation.
The employee may request and shall have the right to have representa-
tives 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.

G. This annual evaluation shall be part of the basis on which a
determination of an employee’s annual salary increment and/or adjust~

ment shall be based.

Article X - DUES

A. 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.

B. The Association shall indemnify, defend and save the Board
harmless against any and all claims, demands, suits or other forms of
liability that shall arise out of or by reason of action taken by the
Board in reliance upon salary deduction authorization cards submitted

by the Association to the Board.

Article XI - SICK LEAVE

A. Sick leave is hereby defined to mean the absence from his or

- 14 -



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.

B. During the years 1976-78 the personnel covered by this agree-

ment shall be entitled to extended sick leave according to the following

rules and regulations.

1.

Extended sick leave may be granted to newly employed
secretarial personnel only after 90 working days of
employment.

At the end of 90 working days, the Superintendent of
Schools must, on the basis only of the employee’s absence
record, indicate whether the employee shall be entitled
to extended sick leave or whether the initial 90 work-
ing day period shall be extended for the balance of the
contract year with a sick leave benefit of one day per
month.

Newly employed personnel shall be entitled to one day a
month sick leave during the first 90 working days of
employment.

Any personnel employed continuously for more than 90 con-
secutive working days, and re~employed for the following
contract vear, shall automatically be entitled to extended

sick leave.

- 15 -



Note: Contract year means one full working year of 10/12
months from the date of employment.

C. The granting of extended sick leave for the school years
1976-78 shall not be intended to entitle any employee in the event
extensive sick leave is not required, to accumulate 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. 1In 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.

D. The extended sick leave shall be on a probationary period
for the 1976-78 school years.

E. No doctor's certificate shall be required in the event of an
absence due to illness, unless, in the opinion of the Superintendent of
Schools, an abuse is taking place in an individual situation; a doctor's
certificate may be required of the individual for future absences.

F. The Association shall assist in investigating and controlling
alleged abuses of this policy and shall notify the Board in writing of
all actions taken.

G. The term "Extended Sick Leave" as used in this Agreement refers
to a sick leave not to exceed twelve (12) calendar months in duration

from date of initial illness.

- 16 -



H. All other Board regulations relating to absence, etc., shall
remain as per present policy.

Article XII - HOSPITAL/SURGICAL AND MAJOR MEDICAL INSURANCE

A. 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 will pay for the cost
of such coverage at no cost to the employee.

B. The employee acknowledges that he/she is obligated to inform
the Board within thirty (30)days whenever any change occurs in his 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.
Nothing in this Article shall limit the right of the Board to change

insurance companies, provided the coverage shall be comparable.

Article XIII -~ PROFESSIONAL IMPROVEMENT

A. The Teaneck Board of Education, in recognition of the services
rendered by a competent professional secretarial staff in maintaining
an effective educational program, offers to make payment for course
credit charges for courses taken in an approved institution.

B. The courses and institutions will be subject to the approval
of the Superintendent of Schools on behalf of the Board of Education.

Payment is limited to credit charges made by the institution and does

not include registration fees, student fees, books, etc.

-17 -



C. If, in the judgment of the Superintendent of Schools, it is
deemed advisable to establish an in-service program or course designed
for the improvement of secretarial skills, such course shall be estab-
lished at Board of Education expense. Secretarial personnel may attend

such course or courses on their own time and at their own expense.

Article XIV - EFFECTIVE LAWS

The Board and the Association understand and agree that all pro-
visions of this agreement are subject to law. 1In 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.

Article XV - ASSOCIATION RESPONSIBILITIES

A. The Association shall be responsible for acquainting its mem-—
bers with, the provisions of this Agreement and shall be responsible
for the adherence to the provisions of this Agreement by its members
during the life of this Agreement.

B. It is the responsibility of the Association, its members and
its representatives, to carry out administrative directives regarding
Board policies and administrative regulations, subject to the understand-
ing that the grievance procedure shall be available under the terms
specified in Article 8, if it is felt any such directive or policy is

in conflict with the express terms of this Agreement.
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Article XVI - BOARD/ADMINISTRATION RIGHTS

The Board of Education reserves to itself sole jurisdiction over
matters of policy and retains the right, subject only to the limitations
imposed by the language of this Agreement, or any successSor Agreement,
in accordance with applicable laws and regulations:

(1) To direct employees of the school district.

(2) To hire, promote, transfer, assign and retain employees in
positions in the school district, and to suspend, to demote, discharge
or take other disciplinary action against employees (subject, however,
to the provisions of the applicable statutes and rules and regulations
of the State Board of Education in such cases made and provided) and all
applicable laws and decisions of any New Jersey State or applicable
Federal Agency regarding these matters.

(3) To maintain the efficiency of the school district operations
entrusted to them.

(4) To determine the methods, means, and personnel by which such
operations are to be conducted, subject to the applicable laws and de-
cisions of any State or applicable Federal Agency.

(5) To take whatever other actions may be necessary to carry out
the patters of the school:district;#and to carry out without limitationms,
all of the powers, rights, authority, duties and responsibilities con-
ferred upon and vested in it, by the laws of the Constitution of ‘the’
State of Wew Jersey and of the United States as the same have been
interpreted eithér by admini®strative decisions, or by appropriate

courts of competent jurisdiction.



(6) Nothing in the above shall limit the Association directly
or indirectly, in its duty to fairly represent the membership of the
Association and to present: grievances, proposals, counter-proposals,

and to negotiate with the Board ofEducation on wages, hours and other

terms and conditions of employment.
(7) At no time will a secretary be expected to perform duties

which, by law, require certified personnel.

Article XVII - FULLY-BARGAINED PROVISIONS

This Agreement represents and incorporates the complete and final
understanding and settlement by the parties of all bargainable issues
which were or could have been the subject of negotiations. During the
term of this Agreement, neither party will be required to negotiate
with respect to any matter, whether or not covered by this Agreement,
and whether or not within the knowledge or contemplation of either
or both of the parties at the time they negotiated or signed this Agree-
ment .

Article XVIIT - TERM OF AGREEMENT

This Agreement shall become effective July 1, 1976 and continue

in effect until June 30, 1978.
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Article XIX - PRINTING OF AGREEMENT

This Agreement shall be printed in a manner and form mutually

agreeable.

the Board and the Association.

P
~

(/L’gt%

President, Teaneck Board of
Education

k ard of

,197¢
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of Educational Secretarie
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S q)_‘etarys Teaneck Assodiagion
Educational Secretaries
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ADDENDUM A

SECRETARIAL PERSONNEL

SALARY GUIDE REGULATIONS

1976 1978

Secretarial personnel, when employed for a position classified
as SECRETARY CLASS I, II, or III, shall be placed at the proper
step on the guide based on the number of completed years of
secretarial experience.

Secretarial personnel, when employed for a position classified
as ADMINISTRATIVE, SUPERVISORY or EXECUTIVE SECRETARY shall be
placed on the first step on the guide.

No credit for secretarial experience may be granted for place-
ment on these guides except as noted in regulation number 3.
Personnel applying for positions covered by these guides must
have the following minimum secretarial experience in order to
be considered for the position:

Administrative Secretary -~ Class II 4 years experience
Administrative Secretary - Class I 5 years experience
Supervisory Secretary 6 years experience
Executive Secretary 7 years experience

Secretarial personnel presently employed in a position under
Secretarial Class I, II, or III guides, and transferring to a
position covered under the Administrative, Supervisory or Executive
Secretary guides must meet the minimum secretarial experience
requirement indicated in regulation number 2, and will be transferred
to the appropriate guide and step reflecting the mext highest

salary above that the secretary is presently receiving.

All future guide movements will be made in normal progression
from the step cf placement.

Salary guldes are based on a twelve month 261 working day year
which includes 15 paid holidays and earned vacation time.

- 22 -



ADDEHNDUM A - continued

Ten month persomnel work a 217 day year from September 1 to June
30 which includes an average of thirty (30) days off during that
period and an average of 187 days actually worked.

In order to maintain equity of salary, holidays and earned vacation
between ten and twelve month persomnel, it is necessary to pro-rate
holidays and earned vacation for ten month personnel and reflect this
in the annual salary for individual ten month personnel. Such pro-
rating shall be as follows:

A.
B.
C.

D.

5.

217 working days + 261 working days = .8314 factor.

Twelve month guide amount » 261 working days = per diem amount.
15 paid holidays for 12 month personnel x .3314 -~ 12 1/2 paid
holidays for 10 month personnel.

Earned Vacation: Years 1-4 10 days x .8314 = 8 1/2 days -
See Scale "C"
Years 5-7 15 days x .8314 = 12 1/2 days -
See Scale "BY
Years 8 up 20 days x .8314 = 17 1/2 days -

See Scale "A"
Guide equivalency calculations for Ten HMonth Personnel.

GUIDE C - 187 actual working days + 12 1/2 paid holidays +
8 1/2 days earned vacation years 1-4 = 208 working
days x per diem salary = equivalent 10 month salary.

GUIDE B - 187 actual working days + 12 1/2 paid holidays +
12 1/2 days earned vacation years 5-7 = 21Z working
days x per diem salary = equivalent 10 month salary.

GUIDE A - 187 actual working days + 12 1/2 paid holidays +
17 1/2 days earned vacation years 8 up = 217 work-
ing days x per diem salary = eaquivalent 10 month
salarvy.

TEN/TWELVE MONTH VACATION TRANSFER

Ten month personnel transferring to 1Z month positions

will have their position on the vacation schedule as 12 month
personnel calculated by counting the number of complete years
in the 10 month position x 10 %+ 12 = comparable years in a 12
month position for vacation schedule purposes.

- 23 -



10.

ADDENDUM A -~ continued

Twelve month personnel transferring to 10 month positions
shall be entitled to any vacation earned while in the 12

month position during the school year. Such vacation time
shall be determined according to the partial year formula

and shall be taken while still occupying the 12 month position.

The position on the 10 month C, B, or A guide shall be based
on theilr vacation schedule position at the time of transfer.

Present (July 1, 1974) Data Processing Department personnel
positions, except for the Controller, shall be twelve month
secretarial positions.

Any new Data Processing Department personnel positions which

may be established hereafter, shall be secretarial positions

as determined sclely by the Board of Education. Such secretarial
positions shall come under the terms and conditions of these
regulations as they shall apply to Data Processing Department
persconnel. :

The place on the appropriate salary guide for newly employed
Data Processing Department personnel shall be determined by the
Board at the time of employment. The Board shall make the sole
determination as to the granting of credit for outside work
experience in establishing initial guide placement, and para-
graphs 1, 2 and 3 of these regulations shall not apply to

Dats Processing Department personnel.

Nothing in this agreement shall be interpreted as preventing

the Board of Bducation from granting additional compensation to
a secretary for additional responsibilities delegated to the
secretary as the result of a special or other than normal work
situation, Such compensation shall not become a permanent ad~
dition to the secretary's salary, and shall not be used to
establish permanent "off-guide’ salaries.

The Association shall have the right to bring to the Board's
attention, through the Superintendent of Schools, the names of
secretaries who may qualify for such additiomal compensation.
The decision of the Board regarding such additional compensation
shall be final and binding and shall not be subject to the
grievance procedure.
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SP&L:{‘\;A Y G‘UIDE S 1 !S CHEDULE AH
1976 1977
12 Month Personnel

SECRETARY SECRETARY SECRETARY
STEPS CLASS ITI CLASS IT CLASS 1
1 $7,762 $8,148 $8,925
2 7,995, 8,382 9,159
3 8,227 8,692 9,390
4 8,460 8,925 9,702
5 8,692 9,237 9,936
6 8,925 9,468 10,167
7 9,159 9,780 10,401
8 9,390 10,012 10,634
9 9,702 10,322 10,945
ADM., BECTY. ADM. SECTY. SUPERVISORY EXECUTIVE
STEPS CLASS II= CLASS TI* SECRETARY * SECRETARY*
1 $§ 9,702 $10,479 810,412 $12,807
2 10,167 11,022 12,186 13,970
3 10,634 11,564 12,807 14,747
4 11,099 12,186
5 V1,564 o ___
10 MONTH PERSONNEL
SECRETARY SECRETARY SECRETARY
CLASS TIL CLASS ITI CLASS III
STEPS C * B * AR
1 $6,183 $6,303 56,452
2 6,371 6,493 6,648
3 6,556 6,682 6,841
4 6,744 6,873 7,035
5 6,925 7,060 7,225
6 7,112 7,250 7,419
7 7,298 7,440 7,615
8 7,485 7,627 7,810
9 7,730 7,880 8,065
ADM, SECTY, ADM. SECTY ADM. SECTY
LASS I CLASS 11X CLASS 1T
STEPS c * B *® A%
(1-4 years) (5-7 vears (8 years up)
1 87,730 $7,880 $8,065
2 8,103 8,259 8,455
3 8,475 8,639 8,843
4 8,845 9,016 9,227
5 9,219 9,397 9,616

% SEE SALARY GUIDE REGULATIONS
Effective July 1, 1976
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"SCHEDULE B

SALARY GUIDES
1977 1978
12 Month Personnel

SECRETARY SECRETARY SECRETARY
STEPS CLASS 11T CLASS IT CLASS 1
1 $ 8,170 $ 3,577 $ 9,394
2 8,415 8,822 9,640
3 8,660 9,148 9,884
4 8,904 9,394 10,212
5 2,148 9,722 10,458
6 9,394 9,966 10,701
7 9,640 10,294 10,947
8 9,884 10,528 11,193
9 10,212 10,864 11,520
ADM. SECTY. A1, SECTY. SUPERVISORY EXECUTIVE
STEPS CLASS 11 # CLASS I # SECRETARY* SECRETARY*
1 $10,212 $11,029 $10,959 $13,480
2 10,701 11,601 12,826 14,704
3 11,193 12,171 13,480 15,521
4 11,682 12,826
5 2,170
10 IIONTH PERSONHEL
SECRETARY SECRETARY SECRETARY
CLASS IIT CLASS 11T CLASS IIT
STEPS C * B # A%
1 $ 6,508 $ 6,635 5 6,791
2 6,705 6,834 6,997
3 6,900 7,033 7,201
4 7,299 7,234 7,405
5 7,289 7,431 7,605
6 7,485 7,631 7,809
7 7,681 7,831 8,015
8 7,879 8,028 8,220
9 8,136 8,294 8,489
ADM., SECTY ADI. SECTY ADM. SECTY
CL4SS IT CLASS II CLASS 1T
STEPS C * B % A %
{(1~4 years) 5=-7 vears) (8 years up)
1 $ 8,136 $ 8,294 $§ 8,489
2 8,529 8,693 8,899
3 8,920 9,093 9,308
L 9,310 9,489 9,712
5 9,703 9,890 106,121

# SEE SALARY GUIDE REGULATIONS
Effective July 1, 1977
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ADDENDUM B

TABLE OF ORGANIZATION ~ SECRETARIAL PERSONNEL

Secretary

Administrator in Charge

Superintendent

Board of Education
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