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PREAMBLE

THIS AGREEMENT entered inte this 29th day of April

of 1980 by and between the BUOARD OF EDUCATION OF THL

VOCATIONAL SCHOOL IN TUE COUNTY OF SUSSEX, the County

of Sussex, New Jersey, hereiunafter called the "Boarg"

and SUSSEX COUNTY VOCATIONAL SECKETARIAL ASSQCIATION,

hereinafter called the "Association.”
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ARTICLE I Page 1

RECOGNITION

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

specially funded.

All other positions, not specifically defined above, are

excluded.
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MISCELLANEQUS

lUnsafe and Hazardous Conditions.
Members of the Association shall not be required to work
under unsafe or hazardeous conditions, or to perform tasks

which endanger their health, safety or well being.
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TIME SCHEDULE

Office employees on a twelve-month basis shall start on July 1
of each year and continue thru June 30 of the succeediang year.
Ten month employees shall begin work on September 1 and countinue
thru June 30 of the succeeding year.

Offices within the school will be open from 8:00 A.M. to 4:00 P.M.
during the period August 25 through June 30. The required working
hours for each employee during the period August 25 through

June 30 is 7-1/2 hours per day. This includes the lunch period.
During the period July 1 through August 24, the hours will bhe

from 8:30 A.M. to 3:00 P.M, The required working hours for each
employee during the period July 1 through August 24 is 6~1/2

hours per day and includes a 30 minute lunch period. Each
employee will be given the hours f{or reporting for work and

the time for leavimg by her/bis immediate supervisor.

Lunch fericd - All office employees are entitled to a full period
in accordance with the bell schedule for lunch. Employees are
requested to have their lunch here at achool unless there is an
emergency and they must leave the building. Under these circum-
stances, you should notify vyour immediate supervisor prior to
leaving the building.

Coffee Break -~ The coffee break is a period of time that per-
mits the emplovee to relax and enjoy the companionship and
fellowship with fellow employees.

Coffee and dessert is available throughout the scheool year in

the Faculty Dining Room or other designated areas. A time
period of fifteen minutes is provided for a coffee break and
care should be exercised not to abusce the privilege. The time

schedule of coffee breaks shall be arranged by the responsible
unit admipistration.

The time allowed for the coffee cannot bhe accumulated nor can
it be utilized to alter the normal working day time schedule.
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HOLIDAY SCHEDULE
1980-81
(12 Days)

The following single holiday or multiple holiday schedule is
in effect for the non-teaching staff:

1., 1Independence Day Yriday, July 4, 1980

2. Labor Day Monday, September 1, 1980

3. Veteran's Day Friday, November 14, 1980 (observed)
4. Thanksgiving Day Thursday, November 27, 1980

5, Day after Thanksgiving Friday, November 28, 1980

6. Christmas Day Thursday, December 25, 1980

7. Day after Christmas Friday, Decewber 26, 1980

8. New Year's Day Thursday, January 1, 1981

8, Day after New Year Friday, January 2, 1981

10. Washington's Birthday Monday, February 16, 1981 {(observed)
1l. Good Friday Friday, April 17, 1981

12, Memorial Day ‘ Monday, May 25, 1981 (observed)

All future Holiday Schedules will consist ¢of no less than 12 days
a year and will be developed in consultation with the Asscociation.

Where the holiday cowmes on Saturday or Sunday, it shall be given
at the discretion of the school administrator, or with prior
approval of the Board. When 2 holiday is included within the
work week and school is in session, time off will be provided at
an appropriate time that will not ionterferewith the daily
operation of the school. Time of[ will be arrvanged through

the employee's immediate supervisor.

The school calendar will be approved by the Board of Education
prior to the beginning of each school year.
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ARTICLE V Page 5

VACATION

Vacation time will be earned as follows (based on a full-contract

vyear of work):
Up to filve full years of seyvice ~- 12 days per year

More than five and up to fifteen
full yeare of service ~=- 17 days per year

Over fifteen years of service ~~ 22 days per year

During the {first year of employment, vacation will be esarned
on a pro~rated basis.

Vacation carry-over to the next year will not be authorized
unless approved by the Superintendent or Assistant Super-
intendent for Business.

Asgociation members leaving employment during the contract
year and before taking wvacation shall receive the cpportunity
to take the vacation or be credited for pay purposes on a pro-
rated basis at the discretion of the Board of Education,

Vacation tiwme must be arranged with the immediate supervisor.
If agreement cannot be reached, the Superintendent or Assistant
Superinteandent for Business will make the final determination.
Vacation time shall be taken prior to Jume 30th of the contract
yvyear in which the wvacation is earned.
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SICK LBAVE

Members absent due to illness will call their immediate
supervisor. Time forms will be provided by the Administration
and when completed, will be returned weekly to the Super-
intendent'’s Qffice. )

Absences for personal illness shall be allowed and shall include
pay not exceeding twelve (12) days time in any one contract
year., If fewer than said twelve (12) days of allowed sick

leave is taken im any contract year, then the number of days

not utilized shall be cumulative.

Absences for illness exceeding five (5) consecutive days will
require a physician's certificate, indicating nature of illness
and readiness for return to work; said certificate to be filed
with the Buperintendent of the School.

Upon retirement, a member will be paid at the rate of $10.00
a day for unused sick leave up to a maximum of $300.00,.
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FERSONAL DAYS & OTHER AUTHORIZED ABSIENCLES

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

Absences due to a death in the individual's immediate family or
household, including father-in-law or mother-in-law, shall be
allowed with pay for the required period but not to exceed four
(4) days in each such case.

Absences because of the death of a grandparent, grand child,

nephew, niece, aunt, uncle, cousin, brother-in-law, sister-in-law,
daughter-in-law or son-in-law or other relative not living with

the immediate family of the employee will be allowed with pay on the
day of the funeral only.

Absences not exceeding (3) three days per year, with pay, bul not
accumilative, shall be alleowed. Request for these personal days
shall bLe made through the immediate supervisor (5) five days in
advance except in emergency situations. Appropriate supervisior
will notify the Superintendent's secretary to facilitate recerding
absences and to arrange office coverage, 1f nccessary.

Whenever any represcntative or member of the Association 1is
Tequired to participate during working hours in negotiations,
grievance proceedings or approved meetings with the Administration
or the Board, the member shall suffer no loss in pay.

Maternity

1. Mautral Birth - The Board shall prant malernity leave without
pay to any member upon request subject to the following
stipulation and limitations:

2. Maternity lecave shall cowmence on the date requested by Lhe
member providing the Board is notified 90 days in advance
of date requested.

3. Any member pranted maternity leave without pay according
to the provisivns of this section may at her discretion elect
to substitute all or any part of her accumulated sick leave
in lieu thereof and receive full pay and benefits for the same.

4. No member shall be prevented from returning ro work
after childbivth svlely on the pround that there has
not been a time lapse between childbirth and the desired
date of return providing the Board is notified 60 days
in advance of time of desired date of return.,



ARTICLE VIT Page 8

PERSONAL DAYS & OTHER AUTHQRIZED ABSENCES

{continued)

Maternity (con't)

5. The Board shall not remove any member from her duties
during pregnancy unless the member cannot produce a
certificate from her physician that she is medically
able to continue working.

6. The Board shall not disc¢riminate against any person
in violation of N.J.S.A. 10:5-1 et. seq., The Law
Against Discrimination, nor in violation of the Con-
stlitutions of the State of New Jersey and the United
States.

Unpald vacation and leave may be granted by the Superintendent
upon written request.

Inclement Weather - Secretarial attendance shall not be required
whenever schooeol is closed due to inclement weather. Provided,
however, that any secretarial work left unperformed by vittue

of non-attendance pursuant hereto shall be subsequently performed
at a time mutually arranged between the secretary and the
supervisor. Such make-up work shall be performed without
additional cowpensation to the secretary.

All twelve (12) month employees hired prior to July 1, 1980
are entitled to one (l) secrectarial day off during each of
the following recess periods:

Christmas - Winter Recess - Spring Recess

These days must be taken during each recess period.
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REIMBURSEMENT

When required to utilize personal transporation for school
use, individuals shall be reimbursed at the rate established
by Board Policy. Persons authorized for such reimbursement
shall be designated by the Assistant Superintendent for
Business.
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RETIREMENT

All employees belonging to the Public Employees Retirement

System shall retire at the close of the school year after attaining
the age of 65 years, unless the employee, six months prior to the
date of retirement, requests in writing that he be employed an

additional year, and the request is granted by the Board of

. Education. Such request may be made every vear until the employee

reaches the age specified in law when retirement is mandatory.
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GRIEVANCE PROCEDURE

A, DEFINITIONS

1. GRIEVANCE
A "prievance" is a claim by a member of the Association
based upon the interpretation, application, alleged violation of this
Agreement, affecting an identified member or group of members.

2, AGGRIEVED TERSON

An "aggrieved person” is the member or members or the
Assocation making the claim of a grievance. The aggrieved person,
" pr persons, should be identified.

3. PARTY IN INTEREST

A "party in interest" is the person or persons making
the claim and any person including the Association or the Board,
who might be required to take action or against whom action mipght

be taken in order to resolve the claim,

B. PURPOSE

The purpose of this procedure is to secure, at the lowest
possible level, equitable solutions to both parties of the problems
which may from time to time arise affecting members. Both parties
_agree that these proceeding will be kept as informal and confidential

as may be appropriate at any level of the procedure.

c. PROCEDURE
1. TIME LIMITS
The number of days indicated at each level should be
considered as a maximum and every effort should be made to expedite
the process. The time limits specified may, however, be extended

by mutual agreement.

All grievances shall be filed within ten (10) working

days of the date of awareness of the grievance.



ARTTCLE X Page 12

GRIEVANCE PROCEDURE

(Continued)

2. YEAR END GRIEVANCES -

In the event a grievance is f{iled at such time that
it cannot be processed through all steps in the procedure by the end
of the schoel year, the prievance steps shall be accelerated, if
possible, or the time shall be extended by mutual consent.

3. LEVEL ONE ~ TMMEDIATE SUPLRIOR, PRINCIPAL OR BUSINESS
ADMINISTRATOR

A member with a grievance shall discuss the same with

‘his immediate superior within fourteen (14) working days of the occurence

.- of the grievance or within fourteen (14) working days of the date when

the grievant reasonably should have become aware of the grievance. The

member may discuss the matter either directly or if the individual chooses

through the Association's designated representative, with the objective

of resolving the matter informally.

4. LEVEL TWO = SUPKRINTENDENT AND/OR ASSISTANT SUPERINTENDENT

1f the aggrieved person is not satisfied with the dis~
position of his grievance at Level One, he may file the grievance in
writing with the Director/Superintendent of the School and/or the
Assistant Superintendent (with a copy to the Associatiecn) within

fourteen (14) working days of the conference specified in Level One.

3. LEVEL THREE - BOARD OF EDUCATION

If the emplovee is not satisfied with the action talen
by the Director/Superintendent and/or Assostant Superintendent, he
shall notify, in writing, within ten (10) working days the Sectetary
of the Board of Educaticn. The Secretary of the Beard of Education
shall immediately notify the President of rhe Board of Education who
shall arrange a hearing if the enployee is not satisfied with the
action. Said hearing to be held in executive session no later than
the next regular Board meeting. Board findings will be final.

1f either party fails to act within the time limits
prescribed, the Grievance shall be waived or moved to the next step,

by the party not negligent.
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GRIEVANCY. PROCEDURL

s r {Continued)
bD. RIGHTS OF MEMBERS TO REPRESENTATION
1. MEMELER AND ASSOCIATION

Any agprieved person may be represented at all stages of
the grievance procedure by himself, or at his coption, by a representative
he/she selects. When a member is not represented by the Association,
the Association shall have the right to be present and to state its
views at all stages of the grievance procedure.

Z. REPRISALS
No reprisals of any kind shall be taken by the Board or by
any member of the administration against any party in interest, any
'.representative, any member of the Association, or any other participant
in the grievance procedure by reason of such participation.
E. MISCELLANEQUS
1. GCROUP GRIEVANCE

1f, in the judgment of the Association, a grievance affects
8 group or class of members, rhe Association may submit such grievance
in writing and shall commence at Level One.

2, WRUITEN DBECIS1LONS

Decisions rendered after Level One shall be in writing, and
shall set forth the decision and the reasons therefore and shall be
tranemitted promptly to all parties in interest and to the Association.

3. SEPARATE GRIEVANCE VILE

All documents, coumunicaticns and records dealing with the
processing of a grievance shall be filed in a separate grievance file
and shall not be kept in the pewrsonnel file of any of the participants.

4. MERTING AND LEARINGS

All meetings and hearings under this procedure shall be

conducted in private.
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A. Medical and Dental Coverage will be provided on the same

basis as provided for the teaching staff and will be paid for by

the Board of Education.

B. SALARY GUIDE 1980-81
Step Clexk/Typist Step Secretaries
i, $§7,109.00 1. 5§ 7,638.00
2. 7,455.00 2. 8,010.00
3. 7,817.00 3. 8,322.00
4, 8,198,C0 4. 8§,647.00
5. 8,598.00 5. 8,985.00
6. 3,018.00 6. 9,236.00
7. 9,459.00 7. 9,895.00
8. 9,922.00 8. 10,379.00
s 9. 10,887.00
10. 11,356.00
11, 11,913.00
1. Perscanel hired after February 28/29 will remain on
their step for the following school year.
2., Step on guide shall be as determined by the Board
of Education,
3. Years @E gservice to determine vacation shall be from

-
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date of hire.
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DURATION OF AGREEMENT

This agreement shall be effective as of July 1, 1980 and shall
continue in effect until June 30, 1981.

In witness whereof, the Secretarial Association has caused
this agreecment to be signed by its President and Secretary, after
ratification by the members of the assocciatbtion at a meeting duly
called for that purpose, and the Board has caused this agreement
to be duly signed by its President and attested by 1its Secretary
pursuant to a resolution duly adopted by the said Board the 27
day of April, 1980,

.ThHis agreement has been executed in duplicate, one copy to
be retained by the Board, and one copy to be retained by the
Association, such duplicate original copy being permanently bound.

VOCATIONAL TECHNICAL SCHOOL
OF THE COUNTY OF SUSSEX

BOARi/j;/i;;;;EQO
//'4’?[ Zf/f

President

SUSSEX COUNTY VOCATIONAL-
SECRETARLAL ASSOCIATION

Py A
President

4222ﬂ, CB}”'22£;/ )ﬁiﬁ;;a::J

ATTEST:

?;;%;ﬁa§(/;7/}%§Z2§ZZ;:% Secretary

Board S€cretary



