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PREAMBLE

THIS AGREEMENT entered into this 10th cay of February of 1981

by and between the BOARD OF EBUCATION OF THE VOUATTONAL SCHOUL IN

TUE COURTY OF SUSSEX, the County of Sussex, KNew Jersey, hereisafter

called the "Board" and SUSSEX COUNTY VOCATIONAL SECRETARJAL ASSOCIATION,

hereinafter called the "Association."
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ARTICLE T

RECOGNITILON

The Board of Education of che Vocational School in the County
of Sussex recognizes the Susscx County Vocational Secretarial
Association as the collective negotiating unit concerning
grievances and terms and conditions on behalf of all full-time
secretarial and clerical employees not specially funded.

All other positiouns, not specirically defined above, are ex-

cluded.
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ARTICLE TI

MISCELLANEOUS

Unsafe and Hazardous Conditions:

Members of the Association shall not be required to work unander
unsafe or hazardous conditions, or to perform tasks which en-

danger their health, safety, or well being. Time lost because
of the above couditions will be made up as agreed upon betwcen
the employee and his/her supervisor, bul in no casc shall the

elapsed time exceed two (2) weeks,
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ARTICLE TIT

TIME SCHEDULE

Office employees on a twelve-month basis shall start on July 1st

of each year and continue through June 30th of the succeeding

year. Ten month cmployees shall begin work on September lst and
continue through June 30th of the succeeding year.

The required working hours for each employee during the period

July lLst through the third (3rd) Friday in August are 6 1/2 hours
per day and includes a Lhirty (30) minute lunch period. During
this period, the hours will be from 8:30 p.m. to 3:00 p.m., unless
other hours are agrecd to by the employee and his/her supervisor.
The required working hours for each employee during the pericd
starting on the fourth (4th) Monday in August through June 30th

are 7 1/2 hours per day., This inc¢ludes the lunch period. Each
employee will be given the hours for reporting for work and the
time for leaving by her/his immediate supervisor during this period.
These hours will generally be between the hours of 7:00 a.m. and
10:00 p.m.

Lunch Period - All office employees arc entitled to a full periced
in accordance with Lhe bell schedule for lunch. Employvees are re—
guested to have their lunch herc at school unless there is an emer-
gency and Lhey must leave the building. Under these circumstances,
you should netity your immediate supervisor prior Lo leaving the

building.



Article III - Time Schedule (Continued)

E.

Coffee Break - The coffee break is a period of time that permits
the employee to relax and enjoy the companionship and fellowship
with fellow employees,

Coffee and desseri is available throughcut the school year in the
faculty dining rovowm or other designated areas. A time period of
fifteen minutes is provided for a coffee break and care should be
exercised not to abuse the privilege. The time schedule of coffee
breaks shall be arranpged by the responsible unit administration.
The time allowed for the coffee cannot be accumulated nor can it

be utilized to alter the normal working day time schedule.
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ARTICLY TV

FOLIDAY SCFEDULE

July 1, 1981, through June 30, 1984
(Tweive {12) davs)

The fellowing holiday schedule is in effect and the dJate observed will be

added each vear after the Ecard has approved the scheol vear and the date

ohserved has been developed in consultation with the Assoclation:

Holiday Date Ohserved
1. Inderendence Day Friday, July 3, 1981

2. TFirst Week day after Independence Day Monday, July 6., 1981

3, Labor Day Monday, Septemeoer 7, 1981
4. Colunmbus Day Menday, Cctober 12, 1981

5. Thankspgiving Day Thursday, November 26, 1981
6. Day aiiler Thanksgiving Day Vriday, November 27, 1981
7. Day before Christmas Thursday, December 24 1981
g, Christmas Day Friday, December 25, 1981
9. Day bofore New Year's Day Thursday, December 31. 1981
10, New Year's Day Friday, January 1, 1982
11, Good Friday Friday, April 9, 1982
12. Memorial Day Monday, May 31, 1382

Ail future holiday schedules will cenists of no less than twelve (12) days
a year and will be develouped in consultation with the Association.
IThe scheol will be closed during the above holidays and the weekend prior

to or following the nearest date listed above.
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ARTICLE V

VACATION

Vacation time will be carned as follows (based on a full-contract
year ol work):
Up to five full years of service —— 12 days per year

More than five and up to fiftcen -- 17 days per vear
full years of service

Over fiftcen years of service -=- 22 days per year

During the first year of employwent, vacation will be earned on a
pruo-rated basis.

Vacation carry-over to the next year will not be authorized unless
approved hy the Superintendent or Assistant Superintendent for
Businass.

Association members leaving employment during the coniract year and
before taking vacation shall receive the opportunity to take the
vacation or be credited for pay purposes on a prorated basis al the
discretion of the Board of Education.

Vacation time must be arranged with the immediate supervisor. If
agreement cannot reached, the Superintendent or Assistant Superinten-
dent for Business will make the [inal determination. Vacation time
shall be taken prior to June 30th of the contract year in which the

vacation is earned.
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ARTICLE VI

S1CK LEAVE

Members absent due to illness will call their immediate supervisor.
Time forms will be provided by the Administration,and when completed,
will be returned weekly Lo the Superintendent’s Office.

Absences for personal illiness shall be allowed and shall include pay
not exceeding twelve (12} davs time in any one contract year. 1If
fewer than said twelve (12) days of allowed sick leave is taken in

any coulract year, then the number of days mot uLilized shall be cumu~
lative.

Absences for illness exceeding [ive (5) consecutive days will require
a physician's certificate, indicating nature of iliness and readiness
for return to work; sald certificate to be filed with the Superintendent
vf the School.

Upon retivement, a member will be paid at the rate of $10.00 a day for

unused sick leave up teo a maximum of $300.00.
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ARTICLE VIT

PERSONAL DAYS & OIHER AUTHORIZED ABSENCES

Absences on account of marriage or to attend weddings of relatives or
friends may be allowed by the Superintendent on request, but shall be
without pay.

Absences due Lo a death in the individual's immediate family or house-
heold, including father-in~law or moLher-in=law, shall be allowed with
pay for the required period but nolL to exceed four (4) days in each such
case.

Absences because of the death of a grandparent, grandchild, nephew,
niece, aunt, uncle, cousin, brother-in-law, sister—Iin-law, daovghler-
in-law or son-in-law or other relative unot living with the immediate
family of the emplovee will be allowed with pay on the day of the
funeral only.

Absences not exceeding (3) days per vear, with pay, but not accumulative,
shall be allowed. Request for these personal days shall be made through
the immediate supervisor (5) [ive days in advance except in emergency
siluations. Appropriate supervisor will notify Lhe Superintendent's
secrcetary to facilitate reccording absences and to arrange office cover-
ape, if mecessary. Unused Personal Days will be carried over as sick
days at the end of each school year.

Whenever any represcntative or member of the Association is required to
participate during working lbwours in negetiations, gricvance proceedings
or approved meetings with the Admiaistration vr the loard, the memher
shall suffer noc loss in pay.

Maternity:

1. Natural Birth = The Beoard shall grant maternity leave without pay

Lo any memher upon request, subject to the following *stipulations and



Paje

ARTICLE VII
PERSONAL DAYS & OTHER AUTHORLIZED ABSENCES (Continued)

limitcations:

a. Maternity leave shall commence on the date requested by
the member providing Lhe Board is notified 90 days in
advance of date requested.

b. Any member granted maternity leave without pay, according
to the provisions of this section,may al her discretion
elect Lo substitute all or any part of her accumulated sick
leave 1n lieu thercol and rececive full pay and benefits for
the same.

¢, No member shall be prevented from returning to work after
childbirth solely on the ground Lhat there has not been a
time lapse between childbirth and the desired date of return
providing the Beard is notified 60 days in advance of time
of desired date of return.

d. The Bosrd shall uot remove any member from her duties during
pregnancy uniess the member cannot produce a certificacte from
her physician that she is medically able to continue working.

¢, Ihe Board shall not discriminate against any person in viola-
tion of MN.J.S.4. 10:5-1 et.seq., the Law Against Discrimiuation,
nor in wviclation of the Constitution of the SLate of New Jersey
and the United States.

G. Unpald vacation and leave may be granted hy the Superintendent upon wrilten

reguest.
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« ARTICLE VII
PERSONAL DAVS & OTHER AUTHORIZED ABSENCES (Continued)

H.

J.

Inclement Weather -
1. Secretarial attendance shall not be required whenever school is closed due
to inclement weather, Provided, however, that any secretarial work left un-

performed by virture of nonattendance pursuant hereto shall be subseguently

performed at a time mutually arranged between the secretary and the supervisor.

Such make-up work shall be performed without additiongl compensation to¢ the
secretary.

2. The switchboard shall be covered from 8:00 a.m. to 3:30 p.m.during days
when school is closcd due to inclement weather or for other unscheduled
causes. Time worked during said cleosing shall acerue as additional vacation
time. The decision of whether to open the switchboard, when, and for how
long shall rest solely with the superintendent or his designee. Coverage
shall be arranged by the Agsocialion.

3. Closing in excess of Lhose days allotted in the school calendar shall be
made up priof to June 30th of ecach year as full work days or as less of
a day’s pay at the option of the emplovee.

All twelve (12) month employees hired prior Lo July 1, 1980, are entitled to

one (1) secretarial day off during each of the following recess periods:

Christmas Winter Recess Spring Recess

These days must be taken during each recess period.

Any full-time secyetary or cffice clerk, who desires to attend the Annual Con~

vention of the New Jersey Hducation Assouciation, musc file an application for

attendance with his/her immediate supervisor no less than thirty (30) days
pricr to daLe of convention. Permission shall be granted by the Superintendent
for not more than two (2) days in any one year. The attendee shall receive
their full salary for days of actual attendance upon filing with Lhe secretary
ol the Board a Cercificate of Attendance sipned by the Exccutive Secretary

of the Assocation. -
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ARTICLE VIITL

REIMBURSEMENT

When required to utilize personal transportatioen for school use,
individuals shall be reimbursed at the rate established by Beard
policy. Persons authorized for such reimbursment shall be desig-

nated by Lhe Assistant Superintendent for Business.
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ARTICLE IX

RETITIREMENT

All ewployees belonging te the Public Employees Retirement System
shall retire at the close of the school year after attaining the

age of /0 years, unless the employee, s5ix months prior to the date
of retirement, reduests in writing that he be employed an additional
year, and the request is granted by the Board of Fducation. Such
request may be wmade every year until the employee reaches the age

specified in law when retirement is mandatory.
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ARTICLE X

CRIEVANCE PROCEDLURE

A, Definitions:
1. GRIEVAXNCE
A "grievance" is a claim by a member of the Association based upoun
the interpretation, appliicaticn, alleged violation ef this Agrecment,
aftecting an identified member or group of members.

2. AGGRIEVED PERSON

An "aggrieved persen'” is the member or members or the Association
making the claim of 2 grievance., The agprieved person, or persons,
snould be identifiad.

3. PARTY IN INTEREST

A "party in iaterest'" is the person or perscns making the claim

and any person including the Association or the Board, who might be

required to taxe action or against whom action mipght be taken in order

to resolve the claim.

B. Purpose:

The purpose of this procedure is to secure, at the lowest possible level,
equitable solutions to bhoth parties of the problems which may from time to
time arise affecting members. Bolh parlies agree that these proceedings will
be kept as informal and confidential as may be appropriate at any level of
Lhe procedure.

C. Procedure:

1. TIME LIMITS

The number of days indicated at each level should be considered as
a maximum and every effort should be made to expedite the process, The
time limil specified may, however, be extended by mutual sgrecmenl.

All grievances shall be filed witnin ten {10) working days of the

-

date of awareness of the grievance.
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ARTICLE X
GRIEVANCE PROCEDURE (Continued)

2. YEAR ENB GRIEVAKCES

In the event a gricvance is {iled al such time that it cannot
be processed through all steps in Lhe procedure by the end of the
school year, the grievance steps shall be accelerated, if possible,
or the time shall be extended by mutual consent,
3. LEVEL ONE - IMMKEDTIATE SUPERIOR, PRINCIPAL, OR BUSINESS ADMINISTRATOR

A mewber with a grievance shall discuss the same with his immediate
superior within [ourteen (14} working days of the occurence of the grie-
vance or within fourteen (14) working days of the date when the grievant
reasonably should have become aware of the grievance. The member may
discuss the mactter directly,or if the individual cheoses, through the
Assceiation's desigunated represaentative, with the objective of resolv-
ing the matter informally.
4, LEVEL TWC - SUPERINTENDENT AND/OR ASSISTANT SUPERINTENDENT

1f the aggrieved person is net satisficd with the disposition of
his grievance at Level One, he may file the grievance in writing with
the Direcior/Superintendent of the Schoal and/or the Assistant Super-
intendent {with a copy Lo the Association) within fourteen {14) working
days of the conference specilied in Level One.
5., LEVEL THREE — BOARD OF EDUCATION

If the emplovee is not satisfied wiglh the action taken by the
liirector/Superintendent and/or Assistant Superintendent, he shall notify,
in writing, within ten (10} working days the Secretary of the Board of
Education. The Secretary of the Board of Education shall immediately
notify Lhe Preslident of the Board of Education wha shall arrange a hear-
ing if the employee is not satisfied with the action. Said heariug to
be held in execublive sesslon wo later than the next repular Board meest-

ing. Beard findings will be final.
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ARTICLE X
GRIEVANCE PROCEDURE (Continued)

If either party fails to act within the time limits prescribed,
the Grievance shall be waived or moved to the next slep by the parcy
net negligendi.

. Rights of Members to HKepresentation:

1. MEMBERS AND ASSOCTATLON

Any aggricved person may be represcnted aL all stages of the
agrievance procecdure by himself, or at his option, by a representative
he/she selectg, When a mewber is not represented by the Association,
the Association ghall have the right Lo be present and to state its
views at all stapges of the grievance procedure,
2., REPRISALS

No reprisals of any kind shall be taken by tne Board or by any
member of the administralion apainst any party in interest, any repre-
sentative,-any member of the Association, or any other participant in
the grievance procedure by reason of such participation.

E, Miscellaenous:

1. GROUP GRIEVANCE

If, in the judgment of the Associatioun, a grievance affects a group
ar class of wmewbers, Lhe Association may subamit such grievance in writing
and shall commence at Level One.
2. WRITTEN DHECISTONS

Decisions reudered after Level One shall be in writing, and shall
set forth the decision and Lhe reasons therefore and shall be transmitced
promplly bto all parties in interest and Lo the dssociation.
3. SEPABRATE CRIEVANCE FILE

All documents, communications, and records dealing with the process—

ing of & prievance shall be filed in a separate griewance file and shall
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ARTICLE X
GRIEVANCE PROCEDURE (Contiuued)

not be kept in the personmel file of any of the participants.
4, MEETING AND HEARINGS
All meetings and hearings under this procedure shall be conducted

in private.



ARTICLE XI

SALARIES AKD BENELV 1V §

A. Medical and Dental Coverage will be provided on the same basis as provided
for the teaching staff and will be paid for by the Board of Education.

B. Salary Guide - July 1, 1981, Lthrough, Junc 30, 1984:
CLERK TYPIST

Step 1981-1982 1982-1483 1983-1984

L $ 7,495.00 $ 7,902.00 S 8,332.00
2 7,855.00 8,282.00 8,732.00
3 8,238.00 8,680.00 9,152.00
4 8,638.00 9,103.00 9,591.00
3 9,059.00 9,545.00 10,059.00
6 9,501.00 10,019.00 10,547.00
7 9,965.00 10,499.00 11,061.00
8 10,452.00 11,011.00 11,651.00

SECRETAKTES

Step 1981~1982 1982-1983 1%83-1984

1 $ 8,053.00 $ §,491.00 5§ 8,955.00
2 2,440.00 8,599.00 5,383.00
3 8,851.00 9,326.00 9,533.00
4 9,196.00 9,780.00 10,305,000
5 9,555.00 10,162.00 10,807.00
6 9,4928.00 10,558.00 11,229.40
7 10,206.00 10,970.00 11,667.00
8 10,934.00 11,278.00 12,122.00
G 11,4649.00 12,082.00 12,462.00
10 12,030.00 12,6/3.00 13.,351.00
11 12,548.00 13,293.00 14,0040.00
1z 13,164.00 13,866.00 14,68%.00
13 - 14,546.00 15,322.00
14 - - i6,073.60

NOTE: 1. Over Guide — Increase of 5% over lasi year's salary.

2. Perscnnel hired after February 28/29 will remain on their step
for che following school year.

3. Step on guide shall be ag determined by the Board of Education.

4. Years of service to delerwine vacation shali be Trom date of
hire.
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ARTICLE XII

DURATION OF AGREEMENT

This agreement shalli be effective as of July 1, 1981, and shall continue
in effect until June 30, 1384.

In witness whereof, the Secretarial Association has caused this agree-
ment to be signed by its President and Secretary, after ratification by the
members of the Association at a meeting duly called for that purpose, and the
Board has caused this agreement to be duly signed by its President and at-
tested by its Secretary pursuant to a resolution duly adopted by the said
Board the _ 17th  of Maréh 1981.

This apreement has been ¢xecuted in duplicate, cne copy to be retained
by the Board, and one copy te be retained by the Association, such duplicate
copy being permanently bound.

BOARD OF EDUCATION OF THE

VOCAT LONAL SCHOQOL IN THE
COUNTY OF SUSSEX

:1 . . ,
P . ! J ( . .
. A ‘la L. F el sy ! Lt e /

PresidenF

SUSSEX COUNTY VOCATTONAL-
SECRETARIAL ASSOCIATION

//{ (t,/h,?/ /R{[C/{f,«rmr:é .

President

ATTEST:

Pt T

Poard Seccretary

[ ;.a,;.k, ¢)> d Rt 7\/r51?:._

Secretary




