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ARTICLE I

RECOGNITION

The Vineland Board of Education recognizes the
Vineland Educational Secretaries Association as the
designated representétive for purposes of collective
negotiations concerning grievances and terms and
conditions of employment for all clerical staff
members including full-time and permanent part-time
clerical employees but excluding the secretary to the
Superintendent of Schools, the secretary to the
Secretary of the Board/Assistant Superintendent in
Cﬁarge of Business and éhe principal clerk in the
Division of Business and Finance for the Board of

Education.



A.

ARTICLE II

. NEGOTIATIONS PROCEDURES

Collective negotiations concerning terms and
conditions of employment shall begin no later than
provided by law. -

During negotiations, the Board and the Vineland
Educational Secretaries Association negotiating .
teams shall have the right to present relevant data,
to exchange points of view, and to make proposals
and counferproposals.

This Agreement shall not be modified in whole or
in part by the parties, except in writing, duly
executed by both parties.

The Board agrees not to negotiate concerning

said employees in the negotiating unit as defined

in Article I of the Agreement with any organization

other than the Association for the duration of this

Agreement.




ARTICLE III

GRIEVANCE PROCEDURE

A. Definitions

l. A grievance is an allegation by a secretary,
secretaries, or the Association that there is a #iclation
in the interpretation, application, or administration
of the terms of this Agreement. A grievance may also
be an allegation by a secretary, secretaries, or the
Associaﬁion concerning an administrative decision of
the principal or supervisor. Such grievance may be
appealed up to and including Level Three; the decision
of the Supérintendent shall be final with respect to
grievances concerning administrative decisions,
| 2. An "aggrieved person” is the person or persons
making the claim.

3. A "party in interest® is the persaon or persons
making the claim and any person who might be required
to take action or against whom action might be taken in
order to‘resolve the claim.

B. Purposes

The purpose of this procedure is to secure, at the
lowest possible level, equitable solutions to the
problems which may, from time to time, arise affecting

secretaries. Both parties agree that these proceedings



will be kept as informal and confidential as may be
appropriate at any level of the procedure.
c. Procedure

1. 8Since 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.

2. In the event a grievance is filed at such a
time that it cannot be processed through all the steps
in this Grievance Procedire by the end of the school
year and, if left unresolved until the beginning of
the following school year, could result in irreparable
harm to a party in interest, the time limits set forth
herein shall be reduced so that the Grievance Procedure
may be exhausted prior to the end of the school year
or as soon thereafter as is practicable.

3. (a) Any aggrieved person may be represented
at all stages of the Grievance Procedure beyond Level
One by himself, or at his option, with a representative
selected or approved by the Association.

(b) 1If a grievance affects a group or class
of secretaries, the Association may submit such grievance

in writing to the Superintendent directly and the




processing of such grievance shall be commenced at
Level Three.
4., (a) Level One
A secretary with a grievance shall first
discuss it with her érincipal or immediate superviscr
with the objective of resolwving the matter informally
at this level. Upon request of the secretary, the
Association's designated representative may be present
as an observer.
(b) Level Two
If, as a result of the discussion, the matter
is not resolved to the satisfaction of the qmployee
within ten (10) school days, he shall set forth his
grievance in writing to the principal or supervisor
speéifying:
(11 The nature of the grievance.
(2) The nature and extent of the
injury, loss or inconvenience.
(3) The results of previous discussibns-
(4) His dissatisfaction with decisions
previously rendered.

(c} Level Three

If the aggrieved person is not satisfied with

the disposition of his grievance at Level Two, or if




no decision has been rendered within ten (10) school
days after presentation of the grievance, he may file
the grievance with the Superintendent of Schools -
within ten (10) school days after the decision at
Level Two of fifteen (15) school days after the

" grievance was presented, whichever is sooner.

The decision of the Superintendent- with
respect to appeal of grievances for administrative
decisions shall be final and not subject to further
appeal.

(d) Level Four

If the aggrieved person is not satisfied
‘with the disposition of his grievance at Level Three,
or if no decision has been rendered within ten (10)
school days after the grievance was delivered to the
Superintendent, he may, within ten (10) school days
after a decision by the Superintendent or fifteen (15)
" school days after the grievance was delivered to the
Superintendent, whichever is sooner, submit his
grievance to the Board of Education. The Board shall
review the grievance and within a period of thirty
(30) days shall render a decision in writing to the
aggrieved person.

(e) Level Five

If the decision of‘the Board does not




rasolve the grievance to the satisfaction of the
secretary, the Association may request a review by
a third party. Such request must be made in writing
to the Board of Education through the Superintendent's
office within ten (10) days of the Association's
receipt of the Board's decision. The Board of
Education shall not be required to give reasons for
its decisions, and the Board's decision in the follow-
ing matters shall be final and not subject to appeal
to a third party:
(1} Any matter subject to any Civil
Service rule, Civil Service regulation or Civil
Service law or any matter with the jurisdiction
of the New Jersey Civil Service Commission; or
(2) A complaint of a temporary or
provisional employee which arises by reason of
his termination.
5. (a) The following procedure will be used to
secure the services of an arbitrator:
(1) A joint request will be made to
the American Arbitration Association to submit
a roster of persons qualified to function as
an arbitrator in the dispute in question.
(2) If the parties are unable to

determine a mutually satisfactory arbitrator



from the submitted list, they will request
the American Arbitration Association to submit
a second roster of names.

(3) If the parties are unahle to
determine, within ten (10) school days of the
initial request for arbitration, a mutually
satisfactory arbitrator from the second
submitted list, the American Arbitration
Association may be requested by either party
to designate an arbitrator.

(b} The arbitrator shall limit himself to
the issues sﬁbmitted to him and shall consider nothing
else. He can add nothing to, nor subtract anything
fronm thé Agreement between the parties or any policy
of the Board of Education. The recommendation of the
arbitrator shall be binding on the parties. Only the
Board and the aggrieved and his representatives shall
be given copies of the arbitrator's report of findings
and recommendations. This shall be accomplished within
thirty (30) days of the completion of the arbitrator's
hearings.

D. Miscellaneocus

1. Each party will bear the total cost incurred




by themselves.

2. The fees and expenses of the arbitrator are
the only costs which will be shared by the two parties
and such costs will be shared equally.

3. If the time is lost by a secretary due to
arbitration proceedings and necessitates the retention
of a substitute, the Board of Education will pay only
the cost of the substitute. The time lost by the
secretary must either be without pay or charged to
personal time.

4. (a) PFailure at any level of the procedure
to appeal a grievance to the next level within the
specified time limits shall be deemed to be acceptance
of the decision rendered at that level.

(b) It is understood that secretaries shall,
during and ndtwithstanding the pendency of any grievance,
continue to function in their duties until such grievance

or any effect thereof shall be fully determined.



GRIEVANCE PROCEDURE FORM

This form will be used for presenting a grievance in accordance with the Department
Procedures. Items must be completed in ink or typed.

Institution, agency, or other component of Department

Name Title Date

Date of Incident - My grievance is

To correct my grievance the following should be done

( ) I will represent myself
Check One
( )} My employee representative will be

Name Title Org.(if any)

Employee Signature

- e = o wm Em o e s omm e m am w ms s o R e = o e = am E wm mm W o e M wm = we m owm w e e =

STEP 1
SUPERVISOR
Action taken
Date
Has grievance been satisfactorily resolved: Yes No
Employee Signature Immediate Supervisor Signature

-10-




STEP 2

Action taken

Date

Has grievance been satisfactorily resolved: Yes No

Employee Signature Department Head Signature
Vineland Board of Education

- o m m mr e E e A o Sy w e M m Er S o w wr em e Mk e W W o ow E wm wk B am we s e W e e M e W

STEP 3

THIS SECTION TO BE COMPLETED BY EMPLOYEE

' ( ) I will not have non-employee representation
Check One

( ) My non-employee representative(s) will be
Name (s) ' Organization
Action taken
Date
Has grievance been satisfactorily resolved: Yes No
Employee Signature Chairperson Signature

Vineland Board of Education

-11-



ARTICLE IV

DUES DEDUCTIONS

In accordance with appropriate State statutes
and regulations, the Board agrees to deduct Vineland

Educational Secretaries Association affiliates dues.

-12-




ARTICLE V

PAY SCHEDULE, VACATION SCHEDULE, WORK SCHEDULE

A. Pay Schedule

Group A . . . . .- . Administrative Offices (12 months)

Group B . . . . . . Secondary Schools (12 months)

Group C . . . . . . Elementary (1C months) and other
ten (10) months employees

B. Vacation Schedule

1. All permanent employees or full-time prowvisional
employees shall be entitled to vacation leave based on
their years of continuous accumulated service:

(2a) Annual vacation leave with pay shall be
earxrned at the rate of one (1) working day of vacation
for each month of service during the remainder of the
fiscal year following the date of appointment; twelve
(12) working days' vacation thereafter for every year
and up to ten (10) years of service; fifteem (15)
working days' vacation after the completion of ten (10)
years arid up to twenty (20) years cf service; twenty
(20) working days' vacation after the completion of
twenty (20) years of service. Permanent or provisional

part-time employees shall receive wvacation credit

-13~




allowance of a proportionate basis. Leaves of absence for
military or national volunteer service or other leaves granted
by the Board or interruptions of employment due to involuntary
separation because of economic restrictions suffered by the

Board or reorganization shall not be considered to break conting—
ity of service for earned service credit, however, the period of
separation shall not count as service time. Employees on leave
with pay shall continue to earn vaéation entitlement.

(b) Vacation allowance for twelve (l12) month employees
mus£ be taken during the months of July and/or August immediate-
ly following the year in which earned, or at such times as
directed by the Board, or when possible, at other mutually agreed
times. Ten (10) months employees shall take vacation during the
Christmas and Easter Recess period plus other days prior to the
end of the work year as arranged by the scﬁéol principal provided,
however, that not more than two (2) vacation days shall be sched-~
uled during the Christmas recess. Upon exhaustion of the-fore—
goin§ vacation schedule, employees who still possess vacation en-
titlement may request. to carry such into the succeeding year only
or be paid for the remaining days on a prorated basis at the end
of the work year.. Upon termination of employment, accumulated

unused vacation days shall be paid on a prorated basis.

-14-




C.

Work Schedule

Group A, B, C . . . . . Off all legal holidays
Also off at the close of the school
day on the day prior to Thanksgiving
and at the close of the last school
day preceding Christmas.
Group A . . . . . . « . In addition to the above, Group A
employees shall be off during the
Christmas recess except as noted be-
low; the Friday following Thanks-
giving Day and the Monday following
Easter.
Any Group A employee who plans to
attend the NJEA Convention is re-
guired to report attendance in
accordance with Title 18a:31-2.
NOTE: Selected personnel will be
asked to work during the Christmas
recess. For any days worked, such
employees will be paid on a pro-rata
basis.
Group Band C . . . . . Off when teachers are not required.
to report to duty within the pupil
calendar.
The normal work week for all employees shall be thirty-five
(35) hours exclusive of lunch, seven (7) hours per day. Any
part-time regularly employed staff member shall be compensated
on a pro-rata basis with this base.
Overtime payment at the rate of time and one-half shall be
paid employees who work their assigned duties entirely outside
the reqular hours of work and shall commence when the employee
has worked 35 hours in a given calendar week. For the purpose
of determining that week, holidays shall count as regular work
days. All overtime shall be rounded off to the nearest 15

minutes at the end of each pay period. This will be remune-

_15_



rated at the rate of time and a half the hourly rate and pay-
ment made no later than the second regqular pay day if possi-
ble.
The work year shall be:

Ten (10) months -~-—- September 1 - June 30

Twelve (12) monthsg —-=—-—- July 1 ~ June 30

The ten (10) months employee may be required to report for
work up to five (5) working days before ﬁhe teachers arrive
for the new school year. For those days pricor to September 1,
the secretary shall be compensated on a pro-rata basis for
each such day worked. The application of this rule shall

apply for any days worked after June 30.

Longevity Schedule

12~19 years local experience . . . $100 beyond base pay
20-24 years local experience . . . $200 beyond base pay
25-29 years local experience . . . $300 beyond base pay
30-34 years local experience . . . $400 beyond base pay

35 or more years local experience. $500 beyond base pay

Leave with Pay

Two (2) days . . . . for the marriage of the employee; being
precluded from working due to mandates
of cne's religion; or for legal business.

One (1) day . . . . for the marriage of a member of the
immediate family; death of a relative
other than a member of the immediate

family; or for the death of an intimate
friend.

Salary Guide (See Appendix) -

-16—




Rules for Implementation of Salary Guide

1. Employees are to be paid in accordance with the salary
guide but not less than the minimum nor more than the maxi-
mum based on the appropriate classification and credible
experience.

2. Increments shall be paid on the employee's anniversary
date which is the determined date of hire or date of promo-
tion.

3. The Salary Guide shall consist of steps zero (0)
through eleven (1l) during 1978-79. Step twelve (12) will

be added to the Salary Guide for 1979-80.

The Board of Education has the right to establish new cleri-

cal positions and their salary ranges.

-17-
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ARTICLE VI

PROMOTIONAL INCREASES

When an employee is promoted, that employee shall
be placed on the salary step in the ;ew classification
according to the following:

1. ‘Using the current salary find the nearest
dollar amount in the new classification and advance one
step under that classification.

2. The date of promotion shall then be
considered the anniversary date for purposes of future

salary increments in the new classification.

-18-




ARTICLE VII

VACANCIES

All vacancies, including newly created positions
or those vacated due to promotions or resignations,
are to be posted so that all secretaries are aware
of the opening. Any secretary who wishes the oppor-
tunity to apply for the open position shall apply for
said position within one (1) week of the date of

announcement.

-19-



ARTICLE VIIT

INSURANCE

The Board of Education agrees to assume one hundred (100%)
percent of the cost of Blue Cross, Blue Shield, Rider "J¥%
and Major Medical coverage under the New Jersey State Health
Benefits Plan for each eligible and desirous employee and
his/her eligible dependents.

Employees may elect to receive medical insurance provided by
a Health Maintenance Organization (HMO). Such employees
shall have deducted from their salaries the amount of the
premium which is in excess of the premium paid by the Board
of Education for the similar class of coverage of Blue Cross,
Blue Shield, Rider "J" and Major Medical insurance provided

other employees.

‘Effective September 1, 1979, the Board of Education shall fur-

nish a prescription-drug insurance policy to all full time-
members of the clerical staff. The Board's contribution for
such insurance computed on an annual basis (July 1 through
June 30) shall be as follows:
(a) Full family coverage . . - . . . $87.50 per émployee
{b) Husband and wife coverage. . . $87.50 per employee

{c) Parent and child coverage. . . . $56.00 per employee
(d) Single coverage . .« . « « . . . $36.00 per employee

It is expressly understood that should the insurance carrier
increase its rates during the life of this contract, the li-
ability of the Board of Education for premium contributions
shall not exceed the monetary sums indicated above. The pre-
scription-drug insurance shall be a $1.00 co-pay plan without
contraceptives.

The Board reserves the right to change the insurance carrier
provided the benefits are equal.

-20~




ARTICLE IX

SICK LEAVE

1. General

(a) All permanent employees or provisional
employees shall be entitled to sick leave with pay-
based on their'aggregate years of service.

{(b) Sick leave may be utilized by employees
when they are unable to perform their work by reason
of persconal illness, accident or exposure to contagious
disease. Sick leave may also be used for short periods,
not exceeding five (5) days, because of death in the
employee's immediate family or for the attendance of
" the empioyee upon the member of the immediate family
who is seriously ill.

2. Amount of Sick Leave

(a) The minimum sick leave with pay shall
accrue to any permanent or provisional full-time -
employee on the basis of one (1) working day per month
during the remainder of the first fiscal year of
employment after initial appointment and fifteen (15}
working days in every fiscal year thereafter. Part-
time permanent or provisional employees shall be

entitled to sick leave on a prorated basis. For the

-2]1-



purposes of this provision a full-time employee is one
who is under contract and works a full twelve (12)
months.

(c) An employee who has been reemployed shall
be credited with the total accrued sick leave at the
termination of his previous employment.

3. Reporting of Absence on Sick Leave

If an employee is absent for reasons that
entitle him to sick leave, his supervisor shall be
notified promptly as of the employee's usual repoxrting
time, if physically able, except in those work situations
where notice must be made prior to the employee's
starting time:

(a) PFailure to so notify his supervisor may
be cause of denial of the use of sick leawve for that
absence and constitute cause for disciplinary action.

| (b) BAbsence without notice for five (5)
consecutive days could constitute a resignation. not in
good standing.

4. . Verification of Sick Leave

(a) An employee who shall be absent on sick
leave for five (5) or more consecutive working days may
be required to submit acceptable medical evidence

substantiating the illness:
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(i) An employee who has been absent on
sick leave for periods totaling ten (10) days in one
calendar year consisting of periods of less than five
(5) days, may be required to. submit acceptable medical
evidence for any additional sick leave in that year.
unless such illness of a chronic or recurring nature
requiring_iecurring absences of one (1) day or less
in which case only one certificate shall be necessary
for a period of six (6) months.

(ii) Proof of illness of an employee on
sick leave may be required whenever such requirement
appears reasonable. Abuse of sick leave may be cause
for disciplinary action.

(b} In case of leave of absence due fo
exposure to contagious disease, a certificate from the
Department of Health may be required.

(c) In case of death in the immediate family,
reasonable proof may be regquired.

(d) The Board of Education may require an
employee who has been absent because of personal illness,
as a condition of his return to duty to be examined,
at the expense of the Board by a physician designated
by the Board. Such examination shall establish whether
the employee is capable of performing his normal duties

and that his return will not jeopardize the health of
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other employees.

5. Substitute Emplovees

Hourly basis substitute employees shall not
be entitled to sick leave or vacation leave.

6. Accumulation of Credits

Sick leave and.vacation leave credits shall
continue to accrue wﬁile an employee is on leave with
pay. Credits shall not accrue while an employee is
on any leave without pay except military leave, unless
otherwise mutually agreed to.

7. Absence Without Leave

(a) Any unauthorized absence of an employee
from duty.shall be an absence without leave. and may be
cause for disciplinary action.

(b) Leave granted for a particular reason
-and used for a purpose other than that for which such
leave has been granted shall be an unauvthorized absence

and may be cause for disciplinary action.
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ARTICLE X

MISCELLANEQUS

A, Separability

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 substituting, except to the extent
permitted by law, but all other provisions or appli-
cations shall continue in full force and effect.

B. Just Cause Provision

No employee shall be disciplined, reprimanded,
redﬁced in rank or compensation or deprived of any
professional advantage without just cause. Any
such action asserted by the Board, or any agent or
representative thereof, shall not be made public and
shall be subject to the Grievance Procedure herein
set forth.

C. Thé Board agrees to pay the full cost of courses
taken by employees related to skills and knowledge
improvement when such courses are required by the
Board.

D. On days when schools are closed for teacher
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in-service training, the Vineland Educational Secretaries
Association will, upon notification to thé Superintendent

by the President of the VESA, be permitted to conduct its

own in-service training program of up to two hours duration
for employees covered by this Agreement.

E. Fach employee covered by this Agreement shall be given

a copy of his/her job description..

F, ﬁhenever any representative of the Association or any
emplofee is mutually scheduled by the parties to participate
during working hours in negotiations, conferences, or meet-
ings, ﬁe shall suffer no loss in pay.

G. Representatives of the Association, the New Jersey
Education Association, and the National Education Association
éﬁaii be permitted to transact official Association business
on school property at all reasonable times provided that this

shall not interfere with or interrupt normal school operations.
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ARTICLE XI

DURATION OF AGREEMENT

This Agreement shall be effective as of July 1, 1978 and

shall continue in full force and effect until June 30, 1980.

IN WITNESS WHEREOF, the Vineland Educational Secretaries
Association has caused this Agreement to be signed by its duly
elected officers who represent that they have the authority to
execute this Agreement; and the Vineland Board of Education by
its President and Secretary have signed this Agreement and have

caused the corporate seal to be placed thereon.

VINELAND EDUCATIONAL SECRETARIES VINELAND BOARD OF EDUCATION

ASSQCIATION
/yw%@ P %egﬁa g}ieﬂn/ow
Attest: ' Attest:
/fi%ﬂxiﬁj N. Dalrney, ézzi;:léz””““W“’J
N U/ ¢7' Secretary

Date: déiﬁzézsz o5
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