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This Agreement made this day of

1985, between the Scotch Plains-Fanwood Board of Education, here-
inafter referred to as the "Board"”, and the Scotch Plains-Fanwood
Association of Educational Secretaries, hereinafter referred to

as the "Secretaries”.

ARTICLE I

RECOGNITION

The Board hereby recognizes the Association as the
exclusive and sole representative for collective negotiations
concerning terms and conditions of employment for all secretaries,
clerical personnel, bookkeepers, office assistants, keypunch
operators, data processors, telephone operators, who are under
written contract with the Board or on leave; and excluding
custodial, maintenance, cafeteria, transportation, aides,
confidential secretaries (Superintendent's office-=2), quiness
Administrator's office--1, Personnel office--1), teachers, and
supervisors. Unless otherwise.indicated, the term "secretary"
when used hereinafter in this Agreement shall refer to all
employees represented by the‘Association in the bargaining unit
as above defined, and references to female secretaries shall

include male secretaries.



ARTICLE III

SALARIES AND DEDUCTIONS FROM SALARIES

A. Salaries

1. The salaries of all employees covered under this
Agreement are set forth in Appendix A which 1s attached
hereto and made a part hereof.

2. Secretaries on a ten (10) month contracé shall be paid
in twenty (20) semi-monthly installments. Secretaries
on either eleven (ll)} or twelve (12) month contracts
shall be péid in twenty-four (24) semi-monthly installments.
When a payday falls on or during a school holiday,
vacation or weekend, secretaries shall receive their
paychecks on the last previous working day. Secretaries
shall receive their final paychecks on the last working
day of their contract year.

3. Employment Increments

Any secretary employed prior to January 1 of any school
year shall be given full credit for one (l) year qf
service toward the next increment step for the foilowing
year.

4. Movement Between Levels

When a secretary is promoted to a higher level position,
the placement on the guide shall be at the same experi-
ence level as held in the job the promoted secretary

vacates.




B.

5.

Notification

Secretaries shall be notified of their contract

and salary status for the year no later than April 30th.

Deductions From Salary

1.

The Board agrees to deduct from the salaries of the
Secretaries dues for the organizations which shall be
specified by the Secretaries as said Secretaries
individually and voluntarily autharize the Board to
deduct. Such deductions shall be made in compliance
with Chapter 233, Public Laws of 1969, {N.J.S.A. 52:14-15.9c)
and under rules established by the State Department of
Education; said monies, togéther with records of any
corrections, shall be transferred to the designated
representative of the Secretaries' Association by the
15th of each month following the monthly pay period

in which deductions were made.

Each of the associations named above shall certify
to the Board, in writing, the current rate of ‘its
membership dues. Any association which shall change
the rate of its membership dues shall give the Board
written notice prior to the effective date of such

change.
Additional authorizations for dues deduction may be

received after August lst under rules established

by the State Department of Education.




ARTICLE 1V
SICK LEAVE,

TEMPORARY LEAVES OF ABSENCE

AND

EXTENDED LEAVES OF ABSENCE

Sick Leave

a.

During the term of this contract, all secretaries
employed will be granted one (1) day sick leave

for each month of actual employment during the first
school year of employment in the school district.
After the first year of employment, secretaries shall

be entitled to ten (10}, eleven (ll), or twelve (12)

sick leave days per year based upon the number of months

worked. Thelsick leave days shall accumulate

in accordance with the Statutes of the State of New

Jersey.

Secretaries shall inform their immediate supervisor
or his designee as soon as it is practically feasible
that a sick day will be required. Each secretary
shall be informed of the person to be notified when
the secretary is absent without prior notice. Sec-
retaries shall not secure substitute service in the
event of their own unanticipated absences. Failure
to notify may result in a denial of sick leave unless

the supervisor determines that exceptional circum-

stances existed that prevented compliance with the
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Up to a maximum of five (5) days shall be granted
at any one time in the event of the death of a
parent, spouse, child or grandchild. Up to a

maximum of three (3) days shall be granted in the

event of the death of a brother, sister, parent-

in-law, grandparent, brother or sister-in-law, son
or daughter-in-law. Days taken under this section

must be taken immediately following death.

Members of the organized Reserve of the Army of
the United States, United States Naval.ﬁeserve,
United States Air Force Reserve or United State;
Marine Corps Reserve shall bhe entitled to leave
of absence without loss of pay or time on all
days on which she shall be engaged in field
training. The Board shall pay the difference
between the Secretaries' normal salary and that
received from such Military Reserve Unit. Sec-
retaries shall make every effort to participate
in field training during non schooi periodé

whenever possible.




medically confirmed. No secretary who is pregnant
shall be removed from her regular secretarial duties
during such pregnancy which occurs during the

school year for which she is employed or contracted
unless, as a result of such pregnancy, her secre-
tarial performance has been substantially impaired
or her health would be impaired if she were to
continue her secretarial assignment.

A pregnant secretary, prior to ceasing her secretarial
duties, may apply for and receive a maternity leave.
Application for such maternity leave shall be filed
with the Superintendent sixty (60) calendar days
prior to the commencement of such leave. It shall
specify the date upon which it is desired that such
maternity leave shall commence and date upon which
secretary desires to return to her secretarial
duties. The Board may require the secretary to
produce a certificate from a physician to support
the reguested leave periocd. In the event the Board
disputes the length of the requested leave period,

a request shall be made to the Union County Medical
Society for the appointment of an impartial physician
whose findings and conclusions shall be binding upon
both the Board and the secretary.

If the physiciaﬁ's certificate provided by the
secretary or the report of the impartial physician

does not support the length of the requested leave

-10-



Nothing contained herein shall be deemed to preclude
the Board from requiring a doctor's certificate from
any secretary prior to the secretary resuming her
secretarial duties and assignments upon the termi-
nation of the maternity leave. Such doctor's
certificate shall certify that the secretary is in
all respects physically capable of discharging the
full scope of the secretarial duties.

A tenured secretary who adopts a pre-schoel child

may also request a maternity leave of absence without
pay. Such secretary shall notify the Superintendent
as scon as application for adoption has been filed
together with a statement of the tentative date upon
which de facto custody 1is to be received. The leave
shall commence upon receiving de facto custody of the
child and shall continue for the balance of that school
year together with the next full school year. In the
event the secretary wishes to return to the District,
she shall notify the Superintendent not later than
March l-of the succeeding school vyear. I
Anything to the above, to the contrary notwithstanding,
the Board may grgnt maternity leave to a tenured
secretary for the remainder of the contract year and
for the subsequent contract year upon request by the
secretary. The reguest for leave in the subsequent
contract year shall be made on or before March 1.

The secretary shall not be permitted to return prior

-12-



ARTICLE V

PROTECTION OF SECRETARIES AND PROPERTY

1. Secretaries shall immediately report in writihg
cases of assault suffered by them in connection with

their employment, to their principal.

2. Such notification shall be immediately forwarded to
the Superintendent who shall comply with any reasonable
request from the secretary for information in the
possession of the Superintendent relating to the
incident or persons involved, and shall act in appro-
priate ways as liaison between the secretary, the

police, and the courts.

The Board shall reimburse secretaries for the reasonable
cost of any clothing or other personal property which is
damaged or destroﬁed as a result of an assault committed
upon a member of the Association while such member was
acting in the discharge of his duties and within the scope
of his employment. Such reimbursement shall not cover any
clothing of the staff member or personal property which was
not physically on the staff member's person during the
assault. The Board reserves the right to bring an action
at law to recover any such reimbursements made by the Board,
and the Association agrees on behalf of the staff member

affected that the Board shall receive an authorization and/or
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ARTICLE VI

USE OF SCHOOL FACILITIES BY SECRETARIES

The Board agrees to make available to the Association,
public records in accordance with the prevailing policy
regarding such access. Information relevant for nego-

tiations will be furnished freely without charge.

Representatives of the NEA, NJEA, UCEA, or SPFAES shall
be permitted to transact official local Association
business before or after regular working hours and during

lunch. Permission for use of the building must be

obtained from the administrator in charge of that particular

building and such permission shall not be unreasconably

withheld.

The Secretaries shall have the right to use school
facilities and equipment, including typewriters, mimeo-
graphing machines, other duplicating equipment, calcu-
lating machines, and all types of audiovisual equiﬁment
at reasconable times, when such equipment is not otherwise
in use in the building. The secretaries will pay for any
damage to any of the aforesaid equipment. Permission

of the building principal or his designee shall be
required for its use, which permission shall not be
unreasonably withheld. In addition, the Secretarial

Association shall purchase or provide any and all
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ARTICLE VII

SECRETARIAL GRIEVANCE PROCEDURE

A. Definition

1. A "grievance" is a claim by a secretary, a group of secretaries or
the Association based upon the interpretation, application, or vigiation
of this Acreement, policies or administrative decisions affe;ting a
secretary or a group of secretaries except that the term "grievance”
skall not apply to:

a. iy matter for which a speciiic method of review is prescrited
and exﬁress1y set forth by law or any rule or regulation of the
State Commissiorer of Education; or |

b. A complaint of a non-tenured Secretary which acrises by reason

’ of her nut Seing re -employed;

€. A complaint by any Secretarial personnel occasisned by appointiant
to or lack f appointment to, retention in, or lack of retention in,
any position Tor which tenure is e.iher not possible or not required.

2. "Rqgrieved party" shall mean any person or group of persons in the
negotiating unit filing for a grievance. Hcwever, when a group is
involved the yrievance shall be processed as an individual grievance.

3. The "immediate superior” shall mean the person so designated b; the
organization c¢hart which is annexed hereto. I[f the subject of the
grievance is such that it is system-wide, the immediate superior is
the Superintendent of Schools.

4. "Days" shall be working days on which the business office is «jon.

B. Jeclaration of Purpose

[t is the purpose of this procedure to secure, at the lowest possible ad-

ministrative level, equitable solutions to grievances of Secretaries

-18--



[t is understood that employees shall. during and notwithstanding
the pendency of any grievance, continue to observe all assignments
and applicable rules and regulations of the Board and administration
until such grievance and any effect thereof shall have been fully
determined.

Level One - A Secretary with a grievance shall first discuss it
with the buiiding principal or appropriate administrator with the
objective of resolving the matter informally..

Level Two - If, as a result of the discussion, the "aggrieved"
person is not satisfied with the disposition of her grievance at

" Level One, she may formally file the grievance in writing with the
principal or appropriate adminisirator within 5 days after the decisicn
at Le§e1 Ona, or 10 days after the grievance was presented, whichever
is sooner. The writien grievance should specifically state:

(a) The nature of the grievance; {b) the rature and extent of in-
jury, loss, or inconvenience; (c) the results of the previous
discussions; (d) the aggrieved person's dissatisfaction with the
decision previously rendered; and {a) the details of the specific
contract clauses or N.J. State laws violated. The principal or ap-
propriate administrator shail meet with the aggrieved prior to com-
cunicating his written decision.

Level Three - If the aggrieved person is not satisfied with the dis-
position of her grievance at Level Two, or if no decision has been
rendered within 5 days after the grievance was delivered to the
building principal or appropriate administrator, or 3 days after the

meeting between the building principal or appropriate administrator and

-20-




11.

may submit a formal démand for arbitration pursuant to
the rules and regulations of the American Arbitration
Association.

The only griveances which may be arbitrated are those
based upon an allegation that there has been a violation
of the express written terms of the locally negotiated
Agreement.

Grievances which concern the interpretation, application,
or alleged violation of policies and administrative de-

cisions shall not be subject to arbitration.

A request for such arbitration shall be made no later than
fifteen (l15) days following the determination of the Board.
Failure to file within the time limit shall constitute a bar to
arbitration unless the parties have extended the time by mutual

agreement in writing.

A copy of the arbitrator'sdecision shall be simultaneously furnishe
to the secretaries and the Board. The arbitrator shall limit
himself to the issue submitted and shall consider nothing else.

He can add nothing to, nor subtract anything from tﬂis Agreement
between the parties or any policy of the Board of Education.

The recommendation of the arbitrator shall be final and binding

on the parties.

Nothingiherein contained shall be construed as limiting the right
of any employee having a grievance to discuss the matter informall:

with any appropriate member of the administration, and having the
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Forms for filing grievances, serving notices, making appeals,
making-reports and recommendations, and other necessary documents
shall be prepared jointly by the Superintendent and the secretaries
and given appropriate distribution so as to facilitéﬁe operation

of the grievance procedure.

All meetings and hearings under this procedure shall not be conducted
in public and shall include only such parties in interest and their
designated or selected representatives heretofor referred to in
this procedure.

While any proceedings is pending and until a final determination
has been reached, all proceedings shall be private and any preliminar
disposition shall not be made public without the agreement of all
parties. '

All proceedings under this procedure shall be conducted after
schcol hours. However, in the event that any party in interest
requires time during the school day for the obtaining of documents
and other materials pertaining to the hearing, they shall apply

to the Superintendent of Schools through the building principal

or appropriate administrator to obtain released time. Should the
Superintendent or his designee determine that there is no other
alternative, he may approve released time.

The Board and the Secretaries agree to faciiitate any investigation
which may be required and to make available any and all material,
relevant documents, communications and records concerning the
alleged grievance, except where confidential communications shall
implicate or otherwise bring about injury to the welfare of

innocent parties.
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ARTICLE VIII
PROFESSTONAL RELATIONSHIPS

The Board may not, by agreement or through arbitration, delegate powers

and responsibilites which by law are imposed upon and lodged with the
Board. Any contract must include and, therefare, be subject to the New
Jersey School laws and all other applicable laws and regulations.

The Board, on its own behalf and on behalf of the electors of the district,
hereby retains and reserves unto itself, without limitation, all powers,
rights, authority, duties and responsibilities conferred upon and vested

in it by the laws and the Constitution of the State of Hew Jersey, and of
the United States.

The exercise of the powers, right, authority, duties and responsibilities
by the Board, the adoption of policies, rules, reguiations and practices in
furtherance thereof, and the use of judgment and discretion in connection
therewith shall be limited only by the specific and express terms of this
Agreement and then only to the extent such specific and express terms
hereof are in conformance with the Constitution and laws of the State of
New Jersey, and the Constitution and laws of the United States.

Nothing contained herein shall be considered to deny or restrict the Board
of its rights, responsibilities and authority under the New Jersey school
laws or any other national, state, county, district or local laws or regula-
tions as they pertain to education.

The parties further acknowledge that this Agreement has been negotiated and
executed with the objective of setting forth mutual rights, obligations

and responsibilites. The parties further agree that in all aspects of their
relationships they shall comply with all appropriate law and recogn%zed
standards of professional conduct and professional relationships. There

shall be no discrimination by the Board against any officer of the Secre-
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ARTICLE IX

SECRETARIES 'RIGHTS REGARDING UNIT
MEMBERSHIP AND ACTIVITIES

The Board hereby agrees that every emplovee of the Board
shall have the right freely to organize, join and support
the Secretaries' Association and its affiliates fér the
purpose of engaging in collective negotiation and other
legally authorized concerted activities for mutual aid

and protection. The Board and Association agree that there
shall be no discrimination because of any activity or lack
of activitv on the part of any individual pursuant to the
exercise of rights granted by either this Contract or
State laws.

Nothing contained herein shall be construed to¢ deny or
restrict to any secretary such rights as she may have
under New Jersey school laws or cother applicable laws and
reqgulations. The rights granted to secretaries hereunder
shall be deemed to be in addition to those provided
elsewhere.

1. Whenever any secretary is required to appear before the
Board, or any committee or member thereof, concerning any
matter which could adversely affect the continuation of
that secretary in her office, position or employment, or
the salary or any increments pertaining thereto, then she
shall be given prior written notice of the reasons for

such meeting or interview and shall be entitled to

-28-



ARTICLE X
SECRETARIAL WORK HOURS

Secretaries are expected to devote to their assignments the
time required to meet their responsibilities.

The work week for secretaries shall consist of five (5) days:
Monday through Friday. The work day will consist of not less
than eight (8) hours which shall include a duty-free lunch
hour.

No secretary shall be required to report for duty earlier than
7:30 a.m. nor be required as part of the regular work day to
stay later than 5:00 p. m. Time in excess of the regular
work week shall be considered overtime. Starting and ending
time for each secretary shall be established by the immediate
supervisor,

Any secretary who is required to work beyond the eight (8)
hours in any one work day shall be compensated at the rate

of one and a half (1-1/2) times her hourly rate. Secretaries
shall have two (2) breaks each working day, one (1) in the
morning and one (1) in the afternoon; neither break shall
exceed fifteen (15) minutes in length. Starting and ending
time of the break period shall be determined by the immediate
superior.

Secretaries shall perform such normal first aid as would be
performed by any reascnable and prudent person under similar
circumstances.

When school 1s not in session, the work day for secretaries
shall consist of not less than seven (7) hours which shall

include a duty-free lunch hour. On those days, no secre-
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ARTICLE XI

WORK YEAR AND HOLIDAYS

Secretarial Work Year

A.

The work year for secretaries employved on a ten (10}
month basis shall be September 1 through June 30.
The work year for eleven (ll) month secretaries
shall commence two (2) weeks prior to September 1,
and shall terminate the two (2) weeks subsequent to
June 30.

The work year for secretaries employed on a twelve
{12) month basis shall be July 1 through June 30.
New ten (l10) month personnel may be required to
attend an additional two (2) days for orientation

purposes.

Vacations

A.

Twelve month secretarial personnel employed after
July 1, 1982 shall earn one (l) vacation day per full
month up to a maximum of ten (10) work days during
their first school year of employment in the Di;trict.
Thereafter, vacation shall be earned in accordance
with the following schedule. As used in this section
of the Contract, the term "year" means full school

years of service completed on June 30th.

1l to 4 years 10 working days
5 to 9 years 15 " .
10 to 19 years 20 " "
20 years or more 25 " "
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G.

Vacation pay entitlement at the time of termination,
after at least six (6) months of employment, will
be determined as follows:

Pay = Full months worked

since July 1 x annual days x dollars
12 per day

In the event a secretary is on vacation and becomes ill
or suffers a death in the family, the day or days in-
volved shall not be counted as part of vacation time.
A physician's certificate ﬁust be provided to verify

the illness.

3. Holidaxs

A,

The Board will establish and grant to all twelve (12)
month employees thirteen (13} paid holidays per year.
The days will be determined by the Board in accord-
ance with the school calendar. One holiday will be

a day adjacent to Christmas Day. In the event a
holiday falls during an employee's vacation period,
the emplojee shall receive an additional day of
vacation. 1In addition, when Christmas Eve falls on

a week day that day shall constitute an additidnal
holiday (this provision shall not be applicable in
1982).

Eleven (ll) month secretaries shall receive all the
holidays provided in section 3.A. above., 1In the

event that an eleven (l1) month secretary is asked

to work at times other than those provided in section
1.B. above, she shall receive a holiday in lieu of July

4th.
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ARTICLE XII
HEALTH INSURANCE

The Board shall provide for and pay the cost of health insurance program.
Such program shall include medical and surgical and major medical coverage
for full time employees and their family. The current plan being utilized
is that of Connecticut General Life Insurance Company. The benefits of

the Connecticut General Life Insurance Company shall be equal to or greater
than Blue Cross, Blue Shield and Rider J. [n addition, the Tedical program
shall include a $25.00 consultation fee and maternity benefits but the
maximum benefit per individual under the Major Medical Plan shall be the
sum of $250,000.

The Board agrees to provide a basic dental plan. The Plan shall be New
Jersey Dental Service Plan, family coverage, $25.00 deductible per individual
and $75.b0 per family. In most cases, children are covered to the age of
23 uniess married.

The Board shall provide for Health Care [nsurance for individuails within

the unit who retire within the contract period, after serving the Scotch
Plains-Fanwood School Djstrict for 20 years or more. The coverage pro-
vided shall be that under current contract less Medicare when the individual

is eligible for Medicare. The cost of retirement coverage shall be as

follows:
1st year of retirement ................. 100% paid by Board
2nd year of retirement ................. 90% paid by Board
3rd year of retirement ..... Ceeeeeeae .. B80% paid by Board
4th year of retirement ................. 70% paid by Board
Sth year of retirement ........... fereas 60% paid by Board
. and from the 6th year forward........... 50% paid by Board

The individual so covered shall be required to pay the necessary contrib-
ution to the Board in advance of the payment of premium by the Board.

. The Board shall only be required to make one premium payment per

insurance program per family if more than one family member is
employed by the Board.
-36-



ARTICLE XIV
NOTICE PROVISIONS

Whenever any notice is required to be given to either of the parties
to this Agreement to the other, pursuant to the provisions of this
Agreement, either party shall do so by telegram or by certified mail
at the following addresses:
1. If by the Secretaries, to the Board of Education
Cedar Street and Evergreen Avenue, Scotch Plains,
New Jersey 07076
2. If by the Board to the President of the Association,
at her home address, which shall be provided to the

Board by the Association in writing.



ARTICLE XVI'
SECRETARIAL EVALUATION

It is agreed that a standard evaluation form shall be used by the Board in
connection with the evaluation of Secretaries. It is further agreed that
tenured secretaries shall be evaluated a minimum of once each work year

by their immediate supervisor; non-tenured secretaries shall be evaluated
a minimum of twice each work year by their immediate supervisor. Secre-
 taries employed after October 1st shall be evaluated only once during that
school year. Those secretaries employed after April Ist will receive no
formal evaluation unless deemed necessary by the administrator in

charge.
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ARTICLE XVIII

NOTICE_OF VACANCIES

All vacancies shall be adequately publicized by the Superintendent or
his designee. Such notice of vacancy shall be posted ten (10) working
days before the final date when applications must be submitted. A copy
of said notice shall be posted in each school ahd/or building, and
shall also be given to the Association President. Hotice of vacancies
shall clearly set forth the basic minimum qualifications for the
position, title of position and the rate of compensation.

Employees who desire to apply for such vacancies shall submit their
applications in writing to the Superintendent or his designee within
thé time 1imit specified in the notice, and the Superintendent or

his designee shall acknowledge in writing the receipt of all such
app]icat{ons orior to filling of the position.

No position shall be filled until all properly submitted applications
have been reviewed.

A1l applicants shall be notified that the position has been filled.
The Association President shall be notified that the position has been

filled and by whom.
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ARTICLE XX

TERM OF THE AGREEMENT

This Agreement shall be effective on July 1, 1984, and shall
continue and remain in full force and effect to and including

June 30, 1986, when it shall expire.

IN WITNESS WHEREOF, the parties hereto have cailsed this
Agreement to be signed by their duly authorized officers and
their corporate seal affixed or have hereunto set their

respective hands and seals.

Attest:
SCOTCH PLAINS-FANWOOD BOARD SCOTCH PLAINS-FANWOOD ASSOCIATION
OF EDUCATION: OF EDUCATIONAL SECRETARIES:

‘ gV <:ngz;”‘14;
PresidenEQL //V' President
MM bt \ Ta DLrvo—_
Secretary

4 Secretary

-44-



APPENDIX A

SALARY GUIDE 1984-1985

STEP 10M Clk/Typ. 10M Sec/0A 11M Sec/0A 11M El Ex Sec 12M Sec/0A Ex Sec/Bkpr
G 7,400 8,600 9,450 10,000 10,300 12,250
F 8,350 9,600 10,550 11,150 11,500 13,800
E 8,850 10,200 11,250 11,850 12,250 14,700
D 9,400 10,900 12,000 12,650 13,100 15,675
c 10,300 11,850 13,000 13,700 14,200 17,000
B 11,500 13,300 14,575 15,325 15,900 19,000
A 12,900 14,750 16,200 17,025 17,650 21,200
1983-1984 Step 1984-1985 Step

3

A\G

5

6 “‘---__h_~“~?=F

7 >—E

8 . = D

9 7= C

10 =B

11 -
LONGEVITY

*17 years

$500 $500 $500 $500 $500 $500
*20 years
$500 §500 $500 $500 $500 $500

*Longevity will be issued at the completion of 17 and 20 years within the District.
Those now receiving greater than the amount negotiated will not be reduced.

Secretaries who are required to use their automobiles in the course of the working
day shall be compensated at the rate of 20 cents per mile.



