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EREAMBLE

This Agreement made August 21, 1990, by and between the Board of Educatien of
the Town of Wastfisid, County of Unlon, State of New Jersey, hersinafter
rafaerrad to as the "Board" and the Westfield Associatlon of Educational
Secretaries, hereinafter referred to as the "Association,"

WHEREAS, the Board and the Assoclatlion have sntered into negotlations in
accordance with the provislions of the Employer-Employee Relations Act, Chapter
123, Publi¢c Laws of 1974 (N.J.S.A. 34:13A-1 et seq.)

NOW, THEREFORE, It is agreed as foliows:

ABTICLE |
BECOGNITION

The Board does hereby recognize the Assoclation as the excliusive and sole
representative for collective negotlations concerning grievances and terms and
conditiong of amploymant for all secretarles except:

The Executive Secretary to the Superintendent of Schools
The Executlve Secretary to the Board Secratary.

Temporary Help (who work less than 80 days and/or are not required to
bacome membars of PERS).

ARTICLE 1§
NEGOTIATIONS OF SUCCESSOR AGREEMENT

This Agresment shall not be modified in whole of In part by the partles except
by an Instrument In wrilting duly exscuted by both partles.

The parties agree to enter Into coilective negotlation over a successor
Agrasment In accordance wlth Chapter 123, Public Laws of 1974, In a good falth
effort to reach agreement on the terms and conditions of secretaries’
employment, Such negotlations shail bagin In the calandar year preceding the
calendar year In which thls Agreement expires In accordance wlth applicable
PERC rules.

Any Agreemsnt so negotlated shaill apply to all secretarles In ths bargaining
unit as dafined In Article |, be reduced to writing, be signed by the Board
and the Associatlon and bs adopted by the Board.

ABTICLE 111
GRIEVANCE PROCEDURE

A. peflinitions

1. GQrlevance
A "grievance" is a cliaim by a secretary or the Association based upon
the interpretation, applicatlion, or violatlon of this Agreement,
pollcies or administrative decisions affecting a secratary or a group
of secratarles.



An "aggrieved person” is the person or persons or the Association
making the claim.

B. Purpose

1‘

The purpose of thils procedure |s to secure, at the lowest possible
ievel, a rasoliution to the problams which may from time to time arise
affecting the terms and conditions of employment of secretaries. Both
parties agree that thass proceedings wiil ba kept Informa! and
confldantlal. |t s understood by both parties that this procedure is
not an Instrument for negotiating changes in this Agreement or In
policias.

Procedurs

Iime iimits

a. The number of days indicated at each leval shall be considered as
a maximum and every affort should be made to expadlte the process,
Tha time IImits speclfied may, however, be extended by mutua!
agresment.

b. Fallure at any step of thls procedures to communlcate the declislon
on a grievance within the specified time [imits shall be deemed a
denial of the grievance and shall permlt the aggrleved to proceed
to the next step. Fajlure to Iinitlate a grievance or faliure to
appeal a grievance decislon to the neaxt step within the specified
time fimits shall be deemed to be acceptance of the decislion
rendared and a waiver of the right to procsed to the next step of
the grievance procedure.

Year end grievances

In the event a grievance (s flled at such tims that |t cannot be
processad through all the steps In this grievance procadure by the end
of the school year, and, if left unrescived untii the beginning of the
foliowing school year, could result In Irreparable harm to a party In
interest, the time Ilimits set forth herein shali ba reduced so that
the grlevance procedure may be eaxhausted prior to the end of the
school year or as soon thereafter as Is practicable.

- | r

a. A socretary with a grievance shall, within thirty (30) working
days of the date of the occcurrence of ths event giving rise to the
grievance, or the date she obtained knewledge or could reasonabiy
have obtained knowledge of the occurrence, present the grlevance
in writing and dlscuss it with har Immediate superior.

b, If tha secretary s not satlisfled with the dlisposition of har
grlavance at Level one (a), or if no decision has been renderad
within five (5) working days after the pressntation of the
grlevance, and the secratary and her Immedliate superlor are under
the authority of a bultlding princlpal, she may flle the grievance



4.

8.

in writing with the principal and with the Association within five
(5) working days after the decision at Level one (a}, or ten (10)
working days after the grlevance was presented, whichever I[g
sooner.

Leve| two - Super|ntendent

If the secreatary ls not satisfled with the disposition of her
grlavance at Level one, or if no declslion has been rendered within
five (5) working days after the presentation of the grlevance, she may
Tlle the grievance In writing with the Superintendent and with the
Assoclation within five (5) working days after the decislion at Lavel
one or ten (10) working days after tha grievance was presented,
whichever |s sooner.

kaval three - Board

{f the secretary is not satisfied with the disposition of her
grievance at Lavel two, or If no declision has been rendered within ten
(10) working days after the grlevance was presented t¢ the

Super Intendent, she may, within five (5) workIing days after a decision
by the Superintendent or fifteen (15) working days after the grievance
was presantied to the Super ntendent, whichever s sooner, requast In
writing that the Assoclation refer her grievance to the Board. WIthin
ten (10} working days after recelving the written requast, the
Association shall refer tha grlesvance to the Board.

Leval four - Arbltration

a. |If a grievance concerns interpretation, application or vigclatlon
of tha Agreement and |f the Sacretary is not satisfled with the
disposition of her grlevance at Level three, or IT no declsion has
been rendsred within twenty (20) working days aftar the grisvancs
was delivered to the Board, she may, within flve (5) workling days
after a2 daclision by the Board or twenty-five {25) working days
after the grilavance was dalivared to the Board, whichever ts
sooner, request in writing that the Assoclation submlt her
grievance to arbitration. |If the Assoclation determines that the
grievance Is meritorious, [t may submit the grievance to
arbltration within fifteen (15) working days after receipt of the
requast.

B. Within ten (10) working days after such written notice of
submission to arbltrattion, the Board and the Assoclation shall
attempt to agree upon a mutually acceptable arbitrater and shail!
obtaln a commltmant from said arbitrator to serve. |If the parties
are unable to agree upon an arbltrator or to obtain such a
commitment within the spacliflad pariod, a requast for a [Ist of
arbitrators may be made t¢ the American Arbitration Asscciation by
alther party. The parties shall then be bound by the rules and
proceduras of the Amerlican Arblitration Assoclation In the
salection of an arbltrator.



The arbitrator so selected shalil confer with the representatives
of the Board and the Association and hoid hearings promptly and
shall Issue his declislon not later than twenty (20) days from ths
date of the close of the hearings or, if oral hearings have basen
walved, then from the date the final statements and proofs on the
Issues are submitted to him. The arbltrator’s decision shali be
in writing and shail set forth his findings of fact, reascning and
conclus!ions on the [ssuss submitted. The arbitrator shail pe
without powsr or authority to make any dacision which reqguires the
commisslon of an act prohibited by iaw ¢r which is violative of
the terms of this Agreement. The award of thsa arbltrator shall be
binding on the partiss for grievances concerning the axpress tarms
of this Agreement oniy and advisory for all other grlevances.

In the event that arbitrablility of a grlevance is at lssue betwsen
the parties, Jurlsdiction to rescive the Issue shall rest solaly
with the arblitrator selected in accordance with ths provisions of
Saction C (6) (b) of this Article.

The costs for the services of the arbitrator, Including per diem
sxpenses, If any, and actuail and nscessary travel, subsistence
expenses and the cost of the hearing room shall be borne equally
by the Board and the Assoclation. Any other sxipenses incurred
shali be palid by the party Incurring same,.

Blahts of Secretarles 10 Reprassntation

An aggrieved person may present her written grievance and process
It through the various steps of the griesvance procedure by
herself, or, at her option, through a represantative of the
Agsocliation. Whare an aggrieved person ls not repressnted by the
Assoclatleon, a representative of the Association shall have tha
right to bes prasent at every step of the grievance procadure to
present the views of the Associatlon.

Miscellaneous

1.

Group grlsvance

1T, in the Judgment of the Assocliation, a grisvance affactis a
group or cliass of secretaries, the Association may submlt such
grievance In writing to ths Superintendsant directly and the
processing of such grisvance shali be commenced at Lavel two.

Written decisjons

All decisions sha!l be In writing and shail be transmitted
promptly to all parties and to the Association,

Separate grievance flle

All documants, communications and records dealing with the
processing of a grievance shall be flied in a separate grlevance
file and shall not be kept in the personne! flle of any of the
particlpants.



All mestings and hearings under this procedure shall be conducted
In private and shall Include only the aggrlievad persons, thalr
selected representatives and the representatives of the
Assoclation

ARTICLE IV
SECRETARY RIGHTS

The Board undertakes and agrees that it shall not dlirectly or Indirectly
discourage or deprive or coerce any secretary in the enjoyment of any
rights conferred by Chapter 123, Publlic Laws 1974, or other laws of New
Jersey or the Constitutions of New Jersey and the United States.

Statytory Savings Clauge

Nothing contained here!n shall be construed to deny or restrict to any
secratary such rights as she may have under New Jersey Sc¢hool Laws or
other appllicable laws and reguiations,

| r r
whsnever any secretary Is required to appear before the Board or any
commlttee thereof concerning any matter which could adversgely affect the
contlnuation of that secretary Iin her office, poslition ¢f employment or
the salary or any Increments pertalning thersto, then she shall be glven
prior written notlice of the reasons for such meatings or Iinterview and
shal! ba antitled to have a representative of the Association present to
advise her and represent her during such mesting or Interview.

Assoclation |dentification
No secratary shall bs prevented from wearing pins or other ldentification
of membarship In the Assoctatlon or Its affiliates.

Just Causge
No Employee shall be discipiinad or reprimanded without Just cause.

ARTICLE ¥
ASSOCIATION RIGHTS AND PRIVILECES

Information
The Board agrees to furnish to thes Association In response to reasconabls
requasts from time to time all availables publie¢c Information.

Relsasad Time
Whenever any representative of the Assoclatlicon or any secretary

particlpates during working hours In nagotiations or grlsvance proceedirgs
she shall suffer no loss of pay.

Use of School Bulldings
The Association and its representatives shal! have the right to use, for
Assoclation purposes, school bulldings and recoms not In use for school

purposes at all reasonable hours upon proper appl!lcatlon made reascnably
in advance thareof.



The Asscclation shail have the right to use schoo! facilitles and
equipment at reasonable times when such esquipment is not otherwiss in use.
The Assoctation shafl pay for the reasonable direct cost ref{ated to such
use. The Assoclation recognizes that this provislon concerns Asscclation
bus Iness only.

Mall Facllities

The Associatlion shall have the right to use ths intarschool matl|
facllitlas as it desms necessary.

ARTICLE Y1
NORK_YEAR

The work year shall consist of 207.5 work days and shali sxtend from
July 1 to June 30 with the exceptlon of the flirst thirty (30) work

days in July-August. In the svant schools wllil ¢lose latar than June
27, the partlies agree to meat not later than April 1 to determine
whather or not the final work day wliil be June 30 or later. I[f a

iater date is agreed upon, the date on which secrataries return to
work shall be proporticnatety later. [n the avent that ten and
ona-half (10-1/2) moenth personnal shall be required to work In excess
of 207.5 work days during the work year, said perscnnsl shail be paid
1/200 of thair contract salary for sach zdditional day worksd, or,
alternatively, shall be alliowed compeansatory time off squal to the
extra day(s) worked. The decision as to whether said personne! will
raceaive compensatory time or extra pay will ba mads by the
Superintendent of Schools with the recommendation of the immediate
suparvyisor.

2. 1 h r
The work year for secretariss emplovead on a twalve (12) month basls
shall be July 1 to June 30 whi¢h shall In¢iude holldays and vacation
time.

Holidavys

1. Secretarles smployed on a twelve (12) month basis shall have fourteen
and ona=ha!f (14-1/2) holldays which shall Ifncluds one-half (1/2) day
prtor to the Thanksgiving recess and at least two days during the
Christmas recess, between December 26 and December 31 Incliusivae, to
cceur at the beginning or and of the work week. A hailf day Iis defined
as not mors than four and one-half (4 1/2) consecutive hours. In
additlon to tha foregeing, such secretaries shal! have an additional
"floating holiday," which may be uti!lized In the discretion of each
such secretary.

2. Secretarles employed on a ten and one-haif (10-1/2) month basis shall
be entitled to ali the twe!lve (12) month secretaries’ holldays which
fall during thelr work year, plus the Christmas, MlId-Winter and Spring
rscasses, Each secrotary shal) have an additional “ficating holiday"



which may be utillzed in the discretion of each such secrstary., The
super Intendent shall consult with the Assocliation prior to making
recommendations to the Beard for the school calendar.Ten and one-haif
(10 1/2) month empioyses shall recelve salary In lleu of addition
floating holldays as follows:

10-14 ymars of sxperience - Two (2) days salary
15 or more ysars of experience - Three (3) days salary
25 or more years of experience - Four (4) days salary

Such payment shali be made by June 30th of each year.

This provislon will onty apply to secretaries employed prior to
1990-91., »

€. Yacations
Twalve (12) month smployees shall be entlitiead to the following vacatlion
with full salary:

At the and of June of the flirst work year - .918 days per fufl month
of service,

At tha end of June of the first full work year through fourth work
year - 11 days

At the and of June of the fifth through tenth work year - 17 days
At the end of June of the eleventh work yvear and thesrsafter -~ 23 days

For the purposes of this Section, "work year" shall be desmed to mean the
period from July 1 through June 30 of the next year. The busliness office,
supar intendent ‘s office, parsonnel office, elementary c¢oordinator's
office, office of Instructlion, and special services’' offlce may take
vacat lons when school s in session. Prior approval of the Immedliate
suparvisor s required. All other 12-month employees may taks no more
than tenr (10) days when school Is In session provided the approval of the
Immedlate suparvisor, In such supsrvisor’'s scole discretion, is first
obtained.

D. lnclement Weather
Secretaries shall not report for work when school ls ¢losed because of
Inclement weather.

ARTICLE VI
WORKDAY

A. VYorkday
1. During the norma! school year, the workday of all futi-time
secretarlies on a 10~-1/2 month basis shall begln at 8:00 a.m. and shall
oend at 4:00 p.m. unleass changed by dlrective. -

2. During the normal school year the workday of all full-timea secratariss
on a 12-month basls shall consist of not more than eslght hours.



A,

B,

3. Secretarles empioyed on a part-time basis shail have a workday as
mutually agreed to by themselves and thelr suparvisor,

4, When school s not In session, the workday of all full=time
secretaries shall bagin at 8:00 a.m. and shall end at 3:00 p.m. with
one hour off for lunch for a total of six working hours a day, exceapt
at the follewing times when the scheduls shall be 8:00 a.m. to
4:00 p.m.;

a. The first six (8) workdays prior to thes opening of school.
b. From the last day of school through June 30.

Lunch Perlod
The workday of all full-tima secretaries shall Include a one-hour

duty—-free lunch period which |s not to count toward computation for
overtime In “D" below.

Break Perlods

Excopt In cases of emsrgency, all full-time secretarias shall be entitied
to two 15-minute break perlods, one in the morning and ona in the
aftarnoon.

Qvertime

Any time worked beyond that provided by Sections A, B, and C above shal
ba overtime, which shati be compensated at thes regular rate up toc and
In¢cluding 40 hourg in any ons work week and at one and one-half (1~1/2)
regular time rates for work In excess of forty (40) hours. Secretaries
may aisct 1o take compensatory time off equal to the overtime worked.
Compensatory time shall be scheduled whean mutually conveniaent.

ARTICLE VIf1
SALARLES

Satary Guide
Tha satary of each secretary covearad by the Agreement is set forth In

Schedule A and Schedula B which are attachad hereto and made a part
hareof.

Wethod of Payment

12 month secretaries wil! be paid in 24 semimonthiy iInstaiiments beginning
with the July 1 pay period.

10 1/2 month secretaries will be paid In 24 semimonthly insta!iments

beginning with the August 16 pay period. The flrst payment at the new
salary will bs on August 31.

Exceptiong '
When a payday falis on or during a school hollday, school vacation or

_weekend, secretaries shali recelve thelr pay chacks on their last previous

work Ing day.



The Board may withhold Increments for Insfficiency or other Just cause
related to the performance of dutles, and only In accordance with the

followlng:

1.

The Immediats supertor and/or the princlipal shail not forward any
racommendation to withheold a secretary’s incremsnt through the

super Intandent to the Board unless, at lsast ninety (80) calendar days
prior therato, and In no case {ater than April 1 of the preceding ysar
in which such action would take affact, the Immedlate superior and/or
principal has given to the secretary agalnst whom the recommendation
sha)| be made, written notlce of the alleged cause(s) for the
recommendation, specifying the nature thereof with such particulars as
to furnish the secretary an opportunity to corract and overcoma tha
same.

Once a recommendatlion s forwarded to the secretary and the Board, the
sacretary may within ten (10) working days flle a grisvance commencling
at the Superintendent’s Lavel. No action shail bes taken on the
recommendation untit the grievance |Is heard according to the grlevance
procedure as set forth heretofors In ARTICLE (1l of this Agreement.

Any Iincrement wlthheld under this provision shall be rastored the
following ysar uniess the procedures set forth In this provision are
followsd once again, In which case the Incremant or Increments
previously withhald and any additlionat increments which may be due may
be withhald.

Beclasgification

Tha 3Supsrintendent of Schoois has the sole responsiblility for
recommending sacretarial reclassification to the Board of Education.
Raquests for reclassiflcation may be made to the Superintendent by the
WAES, Individual secretaries or administrators,

During the length of this contract, an advisory commlttes comprised of
two mambers of the WAES and the Agsistant Superintendent for Business
shali meet after Foabruary 1 of esach contract year, when raguested oy
the Superintendent., This committes wiil be limited to reaviewing
reclassification requasts submittad to It by ths Supsrintendent. The
committee’s review wiil ba advisory and not binding.

The Superintendent will provide to tha WAES a list of all secrataries
seeking reclassification prior to the first meeting of the advisory
commlttee with the Assistant Superintendent for Buslness/Board
Secreatary.

The review of rectassification requests will Include:

1. consideration of the job description

2. analysis of actual dutles performed different from or more
axtensive than those. llsted in the Job descriptlion



3. comparlison of both (1) and {(2) with other positions in the same
classiflcation and ths requested classiflication

4, the recommandation of the supervisor to whom the secretary
requesting reciassiflcatlion reports,

Raqueasts for reclassification must be submitted by February 1 of the
Contract preceding the Contract year In which the reclassification, if
approved by the Board, would be sffactive.,

If any of thass requasts are approved by the Board, the
reclassiflcat!on shall be affective on July 1 of that year.

ARTICLE IX
IRANSFERS AND REASS|GNMENTS

Notiflcation of Vacancles

All secratarlail vacancies and/or new sac¢retarial positions arlsing within
the system shall be posted to all present personnel besfore seeking ocutsids
candidatas. Secretarles who desire to apply for such vacancles shall
submit their application In writing to the personnel office. 3Such posting
shall Include Job title, description and/or list of responsibliities,
skllls raquired and satary classification.

In the detarmination of requests for voluntary reasslignment and/or
transfer, the wishes of the individual secratary shail be honorad to tha
sxtant that the transfer does not conflict with the best Interests of the
schoo| system,

Reassignment - !nvoluntary

An Involuntary transfer or resassignment shall be made only after a meeting
batween the secratary involved and the supervisor at which tima the
sscretary shall be notified of tha rsason thereof. in the avent that a
sacratary cbjects to the transfar or reassignment at this meeting, upon
the raquast of the secretary the Supsrintsndent or his/her dasignee shall
moat with her. The secretary may, at her option, have an Asscclation
representative present at such mesting.

ARTICLE X
EMPLOYEES '™ ABSENCES

Each employes, whan absent from hls or her position for any reason
whatsoever, shall glve |mmedlate notlice to his or her Princlpal or
Supervisor, stating the reason for the abseance and |ts probable duration.

In the case of serious {llness or a prolongsed absence, it will| be
necessary for the employse, upon request, to be examined by the Board of
Education medlcal examiner prior to nis/her raturn to work. Before goling
to the Board of Education medical examlher, one must have a note from an
attending physician certifying that he/she is physically capable of
resuming his/her duties. The employes must take this with him/her at the
time of the appcointment.

10



1. Definitlon
a. Stick leave is dafined as an smployee's absence from har post of
duty because of her disablllty due to personal llIness or Injury.
2. Slck Leave
a. Each employse shalil be entitied to fifteen (15) davys sick leave
per y®oar.

b. A full year's aiiowance sha!l go Into effact July 1 of each year.
A new amployse who commances work after July 1 shall bs antitlad
to a full year's aliowance as detsrmined in paragraph ¢, 2, a
above.

c. When any employee usas In any year of the term of the Agreement
lass than the number of days per parmitted, days not utilized
shall be cumulative to be avallable to be used for sick !save In
subsaquent years, except that no parson shall bs ailowed to
Increase har total accumulation by more than fiftean (15) days in
any one year.

d. Sick days actually used reduce the fiftesn (15) days avallable for
accumulat lon.

e. All days allotted for the current year shail be usad bafores any
accumulated sick leave s used,

Retirement Stipend

Each amployes who has retirad (and not merely vested) undar the Public
Empioyees” Retirement System after fifteen (15) or more vears of service
In the Wesifleld School DIstri¢t and who s, as of such retirement,
antitied to begin ¢ollecting benefits from the Publlic Employess’
Retirement System, shall recaive an amount sgqual to har/hig number of
unused accumulated slek leave days times forty ($40.00) dollars, such
payment to be made withln a reasonzble period ¢f time after such
ratirement; provided, however, that the maximum amount payable to a
Secratary under this provision shall be four thousand dollars ($4,000).
It a secretary dies prior to retirement har/his estate shall receive tha
moneys provided hersin as If the sacretary had retired.

Temporary Leaves

1. Absence without salary deductlon or charge against slck leave may be
authorized by the Superintendent as follows:

a. For absence occasioned because an employee s quarantined for the
gickness ¢f another.

b. For absence occasionad by an accident on the Job.

11



Absence upon the specific approval of the Superintandent without
salary daduction or charge against sick leave is authorized as
follows:

a. Up to six {8) days during sach work year for the absence
occaslonad by thes death of & parent, husband, wife, son, daughter,
brother, sister, mother—-in-lfaw, father-in-law ¢r membsr of tha
amployesa's immediate housshold.

b. Up to three (3) days during each work year for absence occasloned
by death of each grandchild, son-in-law, daughter~-in-law or
grandparant.

c. Up to one (1) day during each work year for absence occasloned. by
death of each aunt, uncle, brothar—-in-law or sistar-In-law.

d. Up to an aggregate of four (4) days during each work year for
abgeance occasloned by the seriocus |linsass of any one or more of
the foliewlng: husband, wife, son, daughtar, father, mother,
brother, sister, grandparant, father-In-law, mother-in-law or
Immed!ate membsr of the amplovea‘s Iimmadi{ate housshold.

a. Absence wlithout salary deduction or charge against sick leave
may, In the discration of ths Superintendent and with his/her
approvai, bes authorized for reasons of parsonal emargency other
than tha raasons set forth In Secticns 1 and 2 above. A parsconai
emergency Is deflined as an unavoldable situation involving absance
during work hours which cannot be avoided without substantlal
hardship.

Written appiication shouid be made through tha Princlpal ¢or Superviscr
for approval of absence undar thls section, eithar In advance or
within 48 hours aftsr return to duty.

Jury Duty

in the event that an employee |s summoned for jury duty during the school
year, the amployes shail be required to file an application for a

postponement. IT the employees’ application for postponement |s denled,
tha Board shall pay her salary in full for the days absent for Jjury duty.

ARTICLE X|
EXTENDED LEAYES

Matern|ty

Matsarnity leaves w|thout pay shall be granted to pregnant secretaries
upon raqusst. Such request shall include the beginning date of the
leave and shall specify the anticipated terminatlion date of the leave.

The secretary shali begin her lsave without pay on the date speciflsd
in her raquest, or, |f her physical condltion Is In question, then her
leave shal! begin when she s no ionger able to produce a
certification from her physician that she is medically able to
continue to parform her job dutles.
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4. The leave without pay shall terminate on the date spacified In her
request unlass the secretary requests an extension whereupon the |save
may, in the discretion of the Board, be extended for an additional
specific period of time for reasons assoclated with the pregnancy,
birth or for other related causes, If, at the termination of such a
leave, the Board questlons the secrstary's physical condition or
capacity to resume parforming her former job dutles, then the
secretary shalil produce a certiflcation from her physiclan as to her
capacity to rasume har job dutles.

4. The Board shall not be regquired to axtend any maternity leave of
absencs of nontenured sacretaries beyond the end of the contract year
in which the |eave Is obtalned.

S. If there Is any dlisagreement betwesen the secraetary’s physlician and the
Board’s physlician over the physicaf condition of the secretary
raquesting maternity leave under the provisions of paragraphs 2 and 3
above, then the two physicians shall agree in good falth on a third
impartlal physlclan who shall examine the sacretary and whose medical
opinlon shall be conclusive and binding on ths Issus of the
sacratary’s madical capaclty to continue to perform hear job duties or
to resume such job duties.

€. Any secratary adepting a chlild shall bs entitiad to a leave simllar to
that provided In paragraphs one, two and three above, which leave
ghal| commence upon the secretary’'s recalving da facto custody of sald
chlld, or earlier [f necessary to fulfill the requlrements for the
adoption.

7. For any perled of disablillty caused or contributed to by a secratary’'s
pregnancy and/or c¢hlld birth, the sacretary may esiect to use her
accumulated sick leave, |f any, and shall receive, during any such
perlod, ful! pay and benafits. The period of disability caused or
contr iblted to by pregnancy and childbirth shall bs deemed to commencs
ons (1) month pritor to the anticipated deiivery date and terminate ons
(1) month after the actual dellvery, or for such longer or shorter
period that the secretary’s physician certifies that she is unable to
porform her Job dutles. In the event of any dlisagreement between the
sacratary’'s physiclan and the Board’'s physician as t¢ the secratary's
abliity t¢ continue or to resumes her Job duties, such disagreement
shail be resoclved pursuant to paragraph $§ above.

lliness in Fam!!iy

A leave of absence wlthout pay of up to one (1) year shall be granted for
the purpose of caring for a slc¢ck membar of the secretary’s immediate
famlty. Addlitlonal leave may be granted at the discretion of the Board.

ARTICLE Xil
INSURANCE PROTECTION

. Eull Health Care Coverage

The Board shatl pay the ful!l premlum for each secretary and, in cases
where appropriate, for family plan Insurance coverage from the Blue
Cross/Blus Shleld of New Jersay Rider J. Plan (P.A.C.E. program). in
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addltion, the Board shall pay the ful! premium for each secretary and, in
cases where appropriate, for famliy plan coverage for such basic dental
covarage and Riders as are providad In the Agreement betwaen the Board and

the Westflield Education Assocliation. This will include a mandatory second
opinlon for elective surgery as provided by Blue Cross.
Malor Medical Rider

The Board shall pay for all Employees for elther singls or family coverage
as may be appropriate, the full premium for the major medical rider
cover Ing catastrophic events., -

Prescription Plap

The Board shal!l pay for all Employeas, for either single or famlly
coverage as may be appropriate, the full premium for the Blus Cross
prescription plan as provided in the Agresment between the Board and tha
westfield Education Assoclation. Thls Includes a co-pay of ons dollar
($1) for generic and two doliars ($2) for nongeneric drugs.

Coverage After Retirement (Dental! and Prescription}

The Board agress to permit sach Employee, who has retired from the
Westfiold Public Schools under the provisions of the Public Employsa’s
Retlirement System and g entitlied to receilve pension payments thsreunder,
to continus his/har participation In the dental and prescription programs
which are the subject of this Article and which are In effect as of the
time of the Empicyes’'s retirement from the Westfisld Public Schools. In
order for an Employee to be so sligible to continue participation In said
dental and prescription programs after the Employese's ratirement, the
Employes must have retired after ten (10) or more years of sarvice in the
Westfleld Public Schools and must, within thirty (30) calesndar days of
retiremant from tha Wastfield Public Schools, submit to tha Board a
raquest In writing for continuad particlpation in said dental and
prescription programs. Each ret!red Employes who participates In the
dental and prescription programs which are the subject of this Article
shatl pay the cost for his or har parti¢cipation, such payment to be made
by monthly lnsataliments pald in advance. Ellgibillty for participation In
s3id dantal! and prescription programs shall ¢easa immediatsly upon ths
attainment by the ratired Employea of eligibility to participats |n
Medicars or upon the Employese’s death,

Coverage After Retirement (Hosoltal, Syrgical, Malor Medical)

Any secratary who has retired (and not merely vested) under PERS after 25
or mors years of ssrvice In the Westflisld Schooil District and whe Is as of
such retiresmant entitied to begin collecting bensfits from the PERS shall
ba entitlied to contlnue in the hospltallzation, surglcal and major medical
plan(se) contracted by the Board of Educatiom at Board expansea. Upon
achieving Medicare eiigibliity, Medicare will become the primary coverage
and ths employee wilil receive reimbursament for Medicare Part B as we)l as
contlinuing (n the district Blus Cross/Blus Shield Hospltal, Surglical and
Major Medical programs. [espendents of the retlired employes will also be
covared at Board axpense untlf the retirea’s death, after which they may
retain coverage at their expense,
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Any retired secrstary wilil be glven the opportun!ty to Join the district's
hospltal/medicai surgical and major medical programs at the time of
retirement. The employee must actuaily retire, not merely vest and notify
tha Board within 30 calendar days of their Intent to participate in the
insurance programs. The retirees will be required to pay the cost of the
Insurance for herself/himself and dependents.

Eaulvalency Coverage

Notwithstanding the provisions of Sectlons A, B and C, the Board and the
Assoclation agres that, in the event that the Board or the Association
desires to replace the [nsurance described In Sections A, B and C, the
Board may do so upon the following conditions:

1. Under no clrcumstances may the I[nsurance described in Sections A, B
and C bs raduced In any way below the coverage provided for,

2. There shall ke no break or discontinuance in Insurance coverage undsr
Sections A, B and C.

3. Any other provider of the insurance described in Sections A, B and €
muat provide insurance that is generally acceptable to hospitals (and
to doctors, dentlists and pharmacles, if applicable) in the area of
Westfield, New Jarsey.

4., Any other provider of thes insurance described in Sectlons A, B and ¢
must have a reputation for making payments within a reasonabls amount
of time.

5. Elither party shall have the right to raject the selection of a new
insurance provider for any of the reasons seat forth In subsections 1
through 4 above. Such rejeaction, [f It oceurs, may be submitted to
arbltration undar the terms of this Agresment.

ARTICLE XI11
REDUCTION FROM SALARY

Association Pavroil Dues Daduction

1. The Board agrees to deduct from the salaries of Its secretaries dues
for the Westfleld Assoclation of Educatlional Secrstariss, thea Union
County Education Assoclation, the New Jersey Education Assoclatlion and
the National Education Assoclation or any one or any combination of
such Associatlions as salid secrataries individually ang voluntarlly
authorize the Board to deduct. Such deductions shall be made In
compliance with Chapter 233, New Jersey Public Laws of 1969 (NJSA
52:14-15 9e&) and under rules establilished by the State Department of
Educatton. Salid monies together wlth current records of any
corrections shall be transmitted to such person as may from time to
time be designated by the Westflesld Assocliatlon of Educatlonal
Secretarles by the 15th of each month follewing the monthly pay per iod
In whlch deductions were made. The person designated shall disburse
such menles to the appropriate asseclation or associations.
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2. Each of tha assocliations namad above shali certify to the 8oard, In
writing, the current rate of its membership dues. Any assoclatlien
which shall change the rate of |ts membarship dues shall glve the
Board written notice prlor to the effective date of such changs.

B. Services
The Board agrees to deduct from the salary of any secretary and to forward

such monay as any secretary authorlizes the Board to deduct and to transmit
to tha Unlon County Teachers’' Federal Credit Unlon, for the purchass of
ons or more tax-sheltered anmnulity pians which have been approved by the
Board for deductlion, or for the purchase of Washington Nationa! Incoms
Protaction Insurance. Any secrstary may have such deductlons discont|nued
in accordance with the procedure of said agency.

ARTICLE X1Y
EACILITIES

The primary work areas of all secrstaries shall bs alr-conditioned uniess the
physical make-up of the arsa makes air condltlioning Impractical.

1t air conditloning 1s impractical, then adequatas ventilation wlli be
provided. :

ARTICLE XY
EMPLOYMENT

Substitutes

When & seocretary Is absent she shall notify the Substitute Call Service of her
absence. The secretary shall have no further responsiblility In acquiring a
substituted if one |s neaded.

ARTICLE XVI
TRAVEL AND CONFERENCE EXPENSES

A. Personnel undar this classification may apply for reimbursement up to
fifty percent (50X) of total travellng expanses when attending sducational
secrestary conventlions as program participants or officers. This reaquires
approval of the supervisor or prin¢clpal and the Superintendent of Schools.

B. Thea Board of Education agrees to pay the registration fee for members of
the Assocliatlion who attend, with the approval of thair immadiate
supervisors and/or principals, any workshops or conferences relative to
their positions, exciuding the New Jersey Education Assoclation
Convention, at a total aggregate cost for ail members of the Assoclatlon
not to saxcesd $1,000.00 sach yesar. A substitute will be provided If
necessary.

€. The Board agrees to pay up to a maximum of %$200.00 per ysar {(and In no
event greater than the actual cost of any approved course or courses) to
any secretary who shail have |ncurred tultion expsnses for courses taken
for professional Iimprovement, for which she shall have recelved prior
written approval by the Superintendsnt and for which evidence of the cost
thereof and of successful completion Is submitted to the Superintandent.
Any secretary can accumulate grants for a psricd of three (3) years up to
a maximum of $800.00.
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Any secretary traveiing In a car on school business may submit a voucher
for mlieage at the rate of $.245 per mile.

ARTICLE XVI]
MISCELLANEQUS PROYISIONS

If any provision of this Agreement or any application of this Agreemant to
any employes or group of smployees |8 hsld to be contrary to law, than
such provision or appilication shali{ not be deemed valid and subsisting,
except to the sxtent permitted by law, but ali other provisions or
appilications ghail continue in full force and affect.

Any individual contract betwesn the Board and an Individual secretary who
is a membar of the unit, herestofore or hesrsafter exscuted, shail be
subject to and consistent with the terms and condlitlions of this Agreement.
I1f an individual contract contains any provisions, inconsistent with this
Agreasment, this Agreement, during its duration, shall be controllling.

Coplas of thls Agreement shali be raproduced within sixty (60) days after
the Agreement Is signed, the cost to be borne equally by the Board of
Education and the Westfleld Assoclatlion of Educaticnai Secretaries.

Whenever used In this Agreemant, the masculine gendsr shali include the

feminine gander, and tha feminine gender shall Include the mascul lne.
ARTICLE XVII|
REPRESENTATION FEE

Burposs of Fee

IT an Employee doss not become a member of the Assoclatlon durlng any
membarship year (i.e., from September 1 to the followlng August 31) which
is covered In whole or In part by thls Agreement, said Employse will be
regquired to pay a represantation fes to the Assocliation for that
mambarship year to offset the costs of services rendered by tha
Agssociation as majority repressntative.

Amount of Fse
Prior to the beginning of each mambershlp year, the Assoclatlon wll]|

notify the Board In writing of the aggregate amount of the regular
mambership dues, inltiation fees and asssssments charged by the
Agsociatlon to sach of Its own membars for that membership year. The
rapresentation fee to be pald by sach nonmember wiil be equal to eighty-
flve (88X) parcent of sald aggregate amount.

Deduction and Transmigssion of fes

The Beard agrees to deduct from the salary of any Employees who Is not a
member of the Assoclation for the current membership year the full amount
of the representation fae referred to In Saction B above and promptly wiil
transmit the installments so deducted to the Asscclation.

The Board agrees to deduct the representation fee in equal Installments,
as nsarly as possible, from the paychecks pald to each Employee during the
remainder of the membershlip year In qusestion. The deductions will bagin
thirty (30) days after the Empioyeas bagins his or her emplcyment In 2
bargaining unit position,
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Iermination of Emoloyment

If an Employse who is required to pay a representation fees terminates his
or her amployment with the Board bafore the Association has recslvsd the
fuil amount of the representation fee to which it (s entltled under this
Article, the Board will deduct the unpald portlon ¢f the fea from the last
paychack pald to said Empioyse during the msmbarshlp year In guesticon and
promptly forward same to tha Assoclation.

. _Machaplcs

Except as otharwise provided in this Article, the mechani¢s for the
deductlon of repreasentation fees and the transmission of such feas to the
Assoclation wlil, as nearly as possible, be the same as those used for the
deduction and transmisslion of regular membership duss to the Association.

I

The Assoclatlion sha!! develop a demand and return system consistent with
Chapter 477, P.i.. 1979.

ARTICLE XX
EYALUAT ION PROCEDURE

Al! Secretarias will be provided with a minimum of one (1) written
avaluation per year to coincide with the present evaluation timellne whilch
is submitted to the Superintendent by February 15 of the year. Sald
evaluation shal!! be prepared by the secretary’'s immedliats supervisor,

There will be a conference between ths supervisor and secratary after the
avaluation has been written and submitted to the secretary, which
conference will ba haid not sconer than two (2) days after the recsipt by
the secretary of the written evaluation.

The signing of the written evaluation should occur within two (2) working
days of the review conferance,.

The secretary should have the right to submit his/her response wlithin ten
{10) days of the signing,

The suparvisor shall submit to the staff member an evaluation of his/her
job performance that Includes areas of strength, arsas of needed
improvement and suggested methods or means by which that staff member can
improve,

All sacretarlas shall have the right, upon reasonabla advance notice to
the Immedlate supervisor to inspsct the contents of his/her pearsonnet
flle. In connaction with any such inspection, the sscretary shali have
the right to be accompanied by an Association Representative of his/her
choosing |f s dasired.
ARTICLE XX
NOND I SCRIMINAT ION

The Board agrees that there shall be no discrimlination, and that all
practices, procedures and pollicies of the school system shall clearly
exemplIfy that there is no discrimination in the hiring, training, asslignment,
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promotlon, transfer, disclpline, salary, hours or terms and conditlons of
ampioyment of smplioyess or in the application or administration of this
Agreement, on the basls of race, creed, color, rellglion, national origin, sex,
domicile, age, marital status, sconomic status or handlcap.

ARTICLE XX|
DURAT{ON OF AGREEMENT

A. Duration Perlod
This Agreement shall be effective as of July 1, 1990, and shafl continue

Iin effact untlt June 30, 1992. This Agreament shali not bes extanded
orafly, and It s expressly understood that tt shall axplirea on the date
indicated, uniess it i1s extended in writing.

B. Statys of Incorporation

In witnass hereof, the partles hereto have caused thils Agreement to be
signed by thalr respectiva presidents and attested by thelr respective
secrataries, all on the day and year first above written.

WESTFIELD ASSOCIATION QOF WESTF [ELD BOARD OF EDUCATION
EDUCAT IONAL SECRETARIES

% Presg\t ﬁ%d—/
L("\)O\ T Y L \ / ’7/{/4/,,. 4-}

SecretQFy Secretary

/

!
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WESTFIELD ASSOCIATION OF EDUCATIONAL SECRETARIES

Salary Guide - 1990-1891
Step* 12-11 12=111 12-1¥ 12=Y 12-V] 10.3=11 10.5-fi4 10.5-tv
1 (4) 15,300 15,600 17,000 18,000 19,200 13,500 14,005 15,000
2 {5) 15,875 16,181 17,528 18,500 19,545 13,692 14,304 15,382
3 (B) 16,579 16,964 18,373 19,200 20,345 14,330 14,905 16,020
4 (7) 17,285 17,748 19,125 20,319 21,520 14,975 15,505 16,684
§ (8) 17,990 18,531 19,996 21,350 23,050 15,599 16,207 17,559
6 (9) 19,675 20,750 20,910 22,393 24,820 17,203 17,845 19,482
7 (1) 21,900 23,500 24,281 26,500 27,738 19,322 20,440 21,762
8 23,905 25,700 27,104 28,534 31,095 21,345 22,820 23,775

*(Yoriglnal stap

$600 longevity Increase for secretaries with 15 years of service in Westfleld but
less than 20 years of sarvice In Westfleid.

$900 longevity Increase for secretarles with 20 vears of service In Wastfiald bu?
legs than 25 years of service In Westfisld,

$1,100 longevity increase for secratarles with 25 or more years of service In
Westfleld, '

Placemant on the Gulde

A sacretary new to the Wastfleld School District shalt be placed on the initlal
stop of the salary guide, except in those ¢ases wherein the Superintendent
recommends 2 placemsnt at a higher step, provided, however that no secretary new to
the district bs piaced higher than Step 4.
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Step 12=14

16,000
16,877
17,305
18,073
18,843
19,700
21,850
23,899
26,087

0 0 N AW N =

$650 longevity Increase for sacretarises with 15 years of service In Westflsid but

WESTFIELD ASSOCIATION OF EDUCATIONAL SECRETARIES

16,800
17,004
17,638
18,493
19,348
20,776
23,525
25,725
28,026

Salary Guide -
12-1Y 12-V
17,000 18,500
18,532 19,623
19,108 20,169
20,030 21,01
20,851 22,154
21,802 23,279
24,281 26,500
27,104 28,899
29,554 31,108

lass than 20 years of sarvice in Westfiald.

$950 longevity Increase for secretarles with 20 years of service |n Westfield but

less than 25 yesars of service In Westfisid.

$1,150 longevity increass for secretaries with 25 or more ysars of service in

Wastfleld.

Placement on the Guide

A secretary new to the Wastfleld School District shall be placed on the [nltial

stap of the salary gulde, except in those cases whereln the Superintenden:

1981-1992

20,000
20,933
21,309
22,182
23,485
25,134
27,063
31,180
33,904

Fl

14,000
14,722
14,930
15,625
16,329
17,153
19,350
21,350
23,269

14,800
15,269
15,595
16,246
16,902
17 .667
20,840
22,875
24,878

16,000
16,3350
16,766
17,463
18,187
19,507
21,787
23,825
25,920

recommends a placement at a higher step, provided, however that no secretary new to
the district be placed higher than Step 4.
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