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PREMABLE

In compliance with and pursuant to the provisions of Chapter
123, Public Laws of 1974, State of New Jersey, this Agreement is
made and executed this - 14th day of July 1981,
between the Board of Education of North Hanover Township,
Burlington County, New Jersey, (hereinafter referred to as the
"Board") and the North Hanover Township Educational Clerical

Workers Association (hereinafter referred to as the "Association").



ARTICLE I
Recognition

A. Pursuant to Chapter 123, Public Laws of 1974 of the State of New
Jersey, the North Hanover Township Board of Education hereby recognizes
the North Hanover Township Educational Clerical Workers Association as
the exclusive representative for the purpose of collective negotiations
concerning terms and conditions of employment for all clerical pergonnel
under contract with the Board except for: Personnel directly working for
the Superintendent, Assistant Superintendent, and the Board Secretary.

B. Unless otherwise specified in the Agreement, the personnel included
in this unit described ahove shall herein be referred to as employees.

ARTICLE II
Negotiation Procedure

A. In accordance with the provisions of Chapter 123, Public Laws of
1974 of the State of New Jersey, the parties agree to commence negotiations
in accordance with the time frames dictated by the Public Employees
Relations Commission.

B. Neither party in any negotiations shall have any control over the
selection of the negotiating representative of the other party.

C. The parties mutually pledge that their representatives shall be
clothed with the necessary power and authority to make proposals, consider
proposals, and make counter-proposals during the course of the negotiations.
The Association understands that any agreement is tentative until ratified
by a majority of the Board at a public meeting.

D. This agreement incorporates the entire understanding of the
parties on all matters which were the subject of negotiation. During the
term of this agreement as set forth in Article XVI neither party shall 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 executed
this agreement except as required by statute.

E. In the event that the parties mutually agree to alter, amend or
supplement this contract, the terms of said agreement shall be reduced to
writing, signed by the parties hereto and adopted by the Board. The terms
hereof shall not be otherwise modified.

F. The Board agrees that during the term hereocf, it will not negotiate
concerning the employees in the bargaining unit defined in Article I with
any other organization than the Association.

ARTICLE III

Grievance Procedure

A grievance means a complaint by an employee(s) that he/she has been
treated unfairly or inequitably.



Any employee has the right to appeal his/her case at each level of this
procedure, assured that such appeal shall not be subject to criticism, undue
publicity, or harassment because he/she utilizes this procedure for
adjudication of any grievance.

If a grievant utilizing this procedure does not initiate his/her
appeal within any of the following time limits, the issue shall be
considered resolved.

If the following prescribed time factors are not adhered to by school
authorities, then the grievant may process his/her grievance to the next
level of appeal.

Since it is important that grievances be processed as rapidly as
possible, 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 limits specified may, however, be extended by mutual agreement.

Level I - Any employee who has a grievance shall first discuss his/her
contention with the principal of the building to which he/she is assigned
{(or with the supervisor to whom he/she normally reports if such be the
case), and thereby attempt to resolve the issue informally. To be viable

a grievance must be initiated within thirty (30) calendar days of the event,
or when he/she could have reasonably known of the event.

If the issue is not resclved to the employee's satisfaction, he/she
shall submit the matter in writing to the building principal within five
(5) school days detailing the specifics of the issue, the results, if any,
of his/her previous discussions, and attach any relevant supporting data
to his/her letter. The building principal shall answer in writing to the
grievant within five (5) school days of receiving the letter, advising the
employee of his determination concerning the matter.

Level II - If the employee filing the grievance is not satisfied with the
principal's determination, he/she shall address a letter to the Superin-
tendent of Schools within five (5) school days requesting a personal
appointment concerning the matter and forward a copy of this letter to

the principal who shall then forward the total correspondence to the
Superintendent for his/her review. The grievant shall be provided a
meeting by the Superintendent within five (5) school days after receipt of
the grievant's letter. At this meeting the superintendent shall review
the grievance and attempt to resclve the issue. He/She may also have
present other personnel he/she believes helpful in supplying pertinent
information for his/her deliberation. Within five (5) school days of

this meeting the superintendent shall render a decisicn in writing to the
grievant with copies of this letter to other pertinent parties of interest,
such as the principal.

Level III - If the grievant is not satisfied with the written determina-
tion of the Superintendent, he/she may within five (5) school days of
receipt submit a written appeal addressed to the Board of Education,
attention of the Board Secretary, (with a copy to the Superintendent who
shall then forward the grievance file to the Board Secretary), requesting
a review of the Superintendent's determination. Such review will be held



by the Board, or a committee of the Board with jurisdiction for this
purpose, who shall conduct a hearing with the grievant within fifteen
(15) school days of receipt 9f the grievant's letter requesting review.

The results of the board's review shall be communicated in writing
to the grievant by the Board Secretary within ten (10) school days of
the review. If the aggrieved person is not satisfied with the
disposition of his/her grievance at Level III, or if no decision has
been rendered within ten (10) school days after the grievance was
delivered to the Board, he/she may within five (53) school days after a
decision by the Board of fifteen (15) school days after the grievance
was delivered to the Board, regquest in writing that his/her grievance be
submitted to arbitration.

LEVEL IV - Within ten (10) school days after such written notice of
submission to arbitration, the Board and Association shall attempt to
agree upon a mutually acceptable arbitrator and shall obtain a commit~
ment from said arbitrator to serve. If the parties are unable to agree
upon an arbitrator or to obtain such commitment within the specified
period, a request for a list of arbitrators may be made to the American
Arbitration Association by either party. The parties shall then be bound
by the rules and procedures of the American Arbitration Association in the
selection of an arbitrator. The arbitrator so selected shall confer with
the representatives of the Board and the Association and hold hearings
promptly and shall issue his/her decision no later than twenty (20)
school days from the close of the hearings or, if oral hearings have been
waived, then from the date of the final statements and proofs on the
issues presented to him/her. The Arbitrator's decision shall be in
writing and shall set forth his/her findings of fact, reasoning and con-
clusions on the issues submitted. The arbitrator shall be without power
or authority to make any decigion which requires the commission of an

act prohibited by law or which is violative of the terms of this agree-
ment. The decision of the arbitrator shall bhe submitted to the Board and
the Association and shall be binding upon the parties. Acknowledging
binding arbitration as the means of resolution for a dispute arising
under this agreement, there shall be no form of strike. The cost for the
services of the arbitrator as agreed to by both parties shall be borne
equally by the Board and the Association. Any other expenses incurred
shall he paid by the party incurring them.

ARTICLE IV
Emplovee Rights

A. Whenever any employee is required to appear bhefore the Superin-
tendent, the Board, or any committee thereof concerning a disciplinary
hearing which could adversely affect the continuation of that employee
in his/her office, position, or employment, or the salary or any incre-
ments pertaining thereto, then he/she shall be given prior written notice
of the reasons for such hearing and shall be entitled to have representa-
tive of the Association present to advise him/her and represent him/her
during such meeting or interview.



B, Pursuant to Chapter 123 of the Public Laws of 1974, the Board
and Association hereby agree that every:employee within the defined
bargaining unit shall have the right to freely organize, join and
support the Association for the purpose of collective negotiations with
the Beoard, and the Board and Association will not directly or indirectly
discourage, deprive or coerce any employee with respect to the exercise
of such rights. The Board and Association further agree that neither will
discriminate against any employee by reason of membership or participation
in the activities of the Association, or the lack of such, or the
processing of any grievance hereinunder.

C. No employee shall be disciplined, or reduced in rank or compensa-
tion without just cause.

D. No employee shall be prevented from wearing pins or other reason-
able identification of membership in the Association or its affiliates.

E. Both parties to this Agreement understand that empioyees without
certification are not expected to function as teaching professionals
within and to the extent expected of certification.

F. Secretaries and clerk-assistants shall be notified of their
contract and salary status for the ensuing year no later than April 30th
of the school year except that such notification of salary status shall
be dependent upon completion of salary negotiations for the next
contract year.

ARTICLE V
Agsociation Rights

A. The Board agrees to make available to the Association in resvonse
to reasonable requests at the time of negotiations, the annual financial
report, directory of all personnel in unit, and other data in the public
domain.

B. Whenever any employee in the bargaining unit is permitted or
required by the Board to participate during working hours in negotiations,
grievance proceedings, conferences or meetings, he/she shall suffer no
loss in pay.

C. The Association may have meetings in accordance with the Board's
policy for building use.

D. The Association shall have the right to make reasonable use of
the school mail boxes or inter-school facilities provided all material
except meeting announcements are in sealed envelopes.

E. The Board agrees to deduct from the salary of employees dues of
the Agsociation and its affiliates as authorized by the employee. Such
deduction shall be made according to Chapter 233 NJ Public Laws of 196%
and rules of the State for such deduction.



ARTICLE VI
Hours of Work

A. All unit members shall work six and one-half (6%) hours per day,
exclusive of a one hour lunch period. All approved work performed over
forty hours in a five day week shall be paid at the rate of time plus
one-half.

B. Reasonable hours encompassing the work day will be established
by the School District for all clerk-assistants and secretaries.

C. Employees in the unit shall work from September 1 through June 30
but shall not be required to report for work on days which the schools
are closed except in emergency situations and those days required during
the summer and that the pay of such shall be pro rata rate of pay based
on the successor agreement effective September.

ARTICLE VII
Leaves of Absence

A. Sick Leave - 2All ten month employees shall be entitled to ten
days of paid sick leave in each work vear.

B. Emergency Absence -~ All employvees shall be entitled up to five
days off with full pay in the event of death in the family per Board
Policy.

C. Personal Absence - All employees in the bargaining unit shall be
entitled up to three days of paid leave to conduct personal business per
Board Policy. Such days shall not be cumulative.

D. Accrued Leave Statement - All employees will receive a written
statement of accrued sick leave once per year.

E. Unpaid Leave of Absence for Family Illness - Each secretary and
clerk-assistant who requires an extended leave of absence without pay
because of serious illness in the immediate family (defined herein as
immediate kin, the same household) shall make such request to the Board
through the Superintendent and such leave shall not be capriciously denied.
Each request shall be accompanied with certification by a physician of the
need for such leave. Leave shall be for one full year, or the balance
of a work year if such be the case. Normally each request must be made at
least sixty (60) days prior to commencement (in case of a bona fide
emergency, the sixty (60) days notice of regquirement may be waived), and
application for return must be made in writing at least sixty (60) days
prior to the start of the subsequent work year. Reapplication for such
leave must also be made at least sixty (60) days prior to the beginning
of the next work year. Return from leave shall not be credited as active
service for pay or benefits (but shall be entitled to applicable current
benefits), and failure to comply with the time requirements stated above
shall be understood as resignation by the employee.



ARTICLE VIII
Termination of Employment

The contract of a non-tenure employee may be terminated by either
the Board or by the employee upon prior written notification of at least
thirty (30) calendar days. Such termination carried ocut by the Board
need not be for cause nor is it required that a statement of reasons be
given or a hearing afforded. However, the parties acknowledge that they
are in agreement that it is to their mutual benefit that terminated
employees shall be made aware of the reasons for termination if requested
in writing within five (5) school days. To that end, the Board shall
attempt (at its discretion) to furnish a statement of reasons for termina-
tion and grant an opportunity for an informal hearing, if regquested in
writing within another five (5) school days, to a terminated employee.
Nothing contained herein shall be construed as an attempt to alter in any
way, nor to add to, the requirements of law concerning the termination of
the. employment of tenure employees, nor does this preclude laycff by the
school district of any employee.

Reduction in Force

If an employee is to be reduced in force because ¢of economic circum-~
stances, then such shall be done by seniority within that category
(Example: Secretary, Clerk-Assistant, Bookkeeper, etc.) and he/she
shall be placed in a recall pool for one (l}) year's duration. The above,
however, is not to be applicable for any employee who is not offered
subsequent appointment prior to his/her fourth year of consecutive employ-
ment, nor will this apply to any employee whose individual contract is
cancelled by notice of either party in accordance with such contract's
time provisions.

ARTICLE IX
Salaries

A. The salary of each employee in the bargaining unit shall be
computed in accordance with Schedule A, which is annexed hereto and
incorporated as a part herecf.

B. Salaries hereunder shall be paid on the fifteenth and last day
of  the month; in the event that said date may fall on a weekend or heoliday,
salary payments will be made on the preceding work day.




ARTICLE X
Health Insurance

A. As of the beginning of the 1980-81 school year, the Board shall
provide health-care protection.

B. The health insurance carrier(s) shall be the Hospital Service Plan
of NJ (Blue Cross) and the Medical-Surgical Plan of NJ (Blue Shield) for
the basic hospitalization and medical-surgical coverage with Rider J and
Major-Medical coverage or the egquivalent in accordance with the Board's
Master Plan.

C. The insurance carrier(s) shall be requested to provide to each
employee a description of the health care insurance coverage provided under
this Article, which shall include a clear description of the conditions
and limits of coverage as listed above.

D. Liability coverage shall be in accordance with and to the extent
reguired by law.

E. Effective July 1, 1980, the Board of Education shall pay for each
clerical worker eligible and choosing to enroll the full single or the
full family prescription plan (commonly referred to as One Dollar ($1.00)
co-pay) .

ARTICLE XI
Promotions

A. A promotional position shall be one which pays a higher rate and
which encompasses a higher level of responsibility.

B. When a promotional position becomes vacant, notice of said vacancy
shall be posted on the bulletin board of the central office of each school.
Said notice shall be posted at a reasonable time in advance of contemplated
action so as to give prospective applicants a reasonable opportunity to
apply. Said notice shall indicate the duties, gqualifications and salary
range for the position. If a promotional or new secretarial position
becomes available during the summer recess, then such notice shall be mailed
to the Association President.

C. Employees desiring to apply for such positions shall submit
applications in writing to the Superintendent within the time limit specified
in the notice.

D. The Board agrees in considering such applications to give due
consideration to the applicant's background and attainments along with
other relevant factors.

ARTICLE XII

Voluntary Transfers

A. In the event that a vacancy occurs in any similar unit position,
the superintendent shall, within a reasonable time thereafter post notice
of the vacancy on the bulletin board in the central office and in each
school.



B. Any employee in the unit who desires to transfer to another
building may file a written statement of request to do so with the super-
intendent, including the position and location to which transfer is
desired.

C. In the review of requests for voluntary transfer, the Board shall
consider the wishes of the individual employee but shall retain the right
to dispose of any requests in accordance with the best interest of the
school system.

ARTICLE XIII
Invoeluntary Transfers

A. Notice of an invocluntary transfer or reassignment shall be given
to employees as soon as practicable.

B. When arr involuntary transfer or reassignment is necessary,
consideration shall be given, among other things, to an employee's area
of competence, length of service in a particular location, and all other
relevant factors in determining which employee is to be transferred.

C. In the event that an employee objects to the transfer or reassign-
ment upon the request of the employee, the superintendent or his designee
shall meet with him/her. The employee may, at his/her option, have an
Association representative present at such meeting.

D. An employee being involuntarily transferred or reassigned shall
be so transferred or reassigned only to an equivalent salary position.

E. The ultimate determination regarding transfers rests with the
Board of Education.

ARTICLE XIV
Administration of Contract

A. If any provision of this Agreement or any application of this
Agreement to any employee or group of employees is held to be contrary to
law, then such provision or application shall not be deemed valid and
subsisting, except to the extent permitted by law; but, all other provisions
or applications shall continue in full force and effect.

B. Any individual employment contract issued to a member of the
bargaining unit shall be subject to the provisions hereof as to salary
and terms and conditions of employment.

C. The Board and the Association agree that there shall be no
discrimination in the hiring, training, assignment, promotion, transfer,
or discipline or employees or in the application or administration of this
Agreement on the basis of race, creed, color, national origin, sex, city
or town of residence or marital status. :




D. This Agreement incorporates the total understand of the Board
and the Association.

E. This Agreement constitutes Board Policy for the term of said
Agreement, and the Beocard shall carry out the commitments contained herein
and give them full force and effect as Board Policy.

F. Changes in terms and conditions of employment shall first be
negotiated with the Association in accordance with the requirements of
Chapter 123, P.L. 1974.

G. Copies of this agreement shall be reproduced at the expense of the
Board within thirty (30) days after the agreement is signed and a copy
given to each employee.

H. Whenever any notice is required to be given by either of the parties
to this agreement to the other, pursuant to the provision(s) of this
agreement, either party shall do so by telegram or certified mail letter
at the following addresses:

1. If by the Association, to the Board at School # 1
2. If by the Board, to the Association President,
North Hanover Township Educaticnal Clerical Workers Association

ARTICLE XV
Miscellaneous

A. For the first two consecutive days when a secretary or clerk-
assistant is absent from the job, they will be replaced by a substitute
clerical person if the work lcocad warrants such a substitute. The deter-
mination of the need for a substitute secretary or clerk-assistant is
determined by management. After the second consecutive day of absence a
substitute secretary or clerk will autocmatically be provided.

B. All school related travel shall be paid at the going rate established
by the Board. It is understood that Schools # 1, #2, #3 and #4 are
considered one complex and there is no mileage paid for travel among these
schools.

C. Secretaries and Clerk-Assistants may have in-service days.
In-service days may be on the same day as teachers or on another mutually
agreed to time. Secretaries and clerk-assistants may be permitted to attend
seminars or assembly programs held on scheduled in-service days if such
programs will be of benefit to their professional growth.



ARTICLE XVI
Term and Duration

A. This Agreement shall be effective as of September 1, 1981 subject
ta the rights of the parties to negotiate a successor agreement as
provided in Article II.

B. This Agreement shall not be extended orally and it is explicitly
understood that it shall expire and terminate absolutely on June 30, 1983.

C. In Witness Whereof the Association has caused this Agreement to be
signed by its President and Secretary and the Board has caused this Agree-

ment to be signed by its President and Secretary and its corporate seal
to be placed hereon all on the day and year first above written in the

Preamble.
Z- /=5
Date of Signing)

NORTH HANOVER TOWNSHIP EDUCATIONAL CLERICAL WORKERS ASSOCIATION
BYC . g ! ! ’ '/
By e o A

5} (Its Secretary)

NORTH HANOVER TOWNSHIP BzgRD OF EDUCATION
By
-

- 10 -




SCHEDULE A
1981-82 and 1982-83

SALARY GUIDE

SECRETARIES
1381-82
STEP 1 - 5600
2 - 5800
3 - 6100
4 - 6400
5 - 6700
6 - 7000
7 - 7300
8 - 7600
g - 7900
10 - 8200
11 - 8500
12 - 8800
13 - 9200
14 - 98600
15 - 10,000
16 - 10,400
17 - 10,800
18 - 11,300
19 - 11,800
20 - 12,300
21 -

1982-83

6200
6400
6700
7000
7300
7600
7900
8200

"8500

8800
8100
9400
9700
10,100
10,500
10,900
11,300
11,700
12,200
12,700
13,200

CLERK-ASSISTANTS

STEP

|l o

HOWOIOWUM&WNPEP

1981-82

4400
4700
5000
5300
5550
5800
6050
6300
6550
6800

1982-83

4700
5000
5300
5600
5300
6150
6400
6650
6900
7150
7400




