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This Agreement made this day of i

1980, between the Scotch Plains~Fanwood Board of Edﬁcation, herein-
after referred to as the "Board," and the Scotch Plains-Fanwood
Association of Educational Secretaries, hereinafter referred to as

the "Secretaries."

ARTICLE I

RECOGNITION

The Board hereby recognizes the Asscociation ags the exclusive and
sole representative for collective negotiations ceoncerning terms and
conditions of employment for all secretaries, clerical personnel,
bookkeepers, office assistants, keypunch operators, data processors,
telephone operators, who are under written contract with the Board
or on leave; and excluding custodial, maintenance, cafeﬁeria,
transportation, aides, confidential secretaries (Superintendent’s
office--2, Business Administrator's office--1, Personnel office--l),
teachers, and supervisors. Unless otherwise indicated, the term
"secretary"” when used hereinafter in this Agreement shall refer to
all employees represented by the Association in the bargaining unit
as above defined, and references to female secretaries shall include

male secretaries.



ARTICLE II

NEGOTIATION PROCEDURE

}

\

Each year during the term of this Agreement, unless a term in
excess of one {l) year is provided herein, the parties agree to
enter into negotiations in accordance with the procedures set
forth by law to reach agreement on the terms and conditions of
employment for secretaries. Such negotiations shall begin no
later than a date set by the Public Employment Relations
.Commission.

Any agreement S0 negotiated shall apply to a2ll seéretaries,
be reduced to writing, and when adopted by both the Board and
the Association be executed by the respective parties.

During negotiations the Board and Secretaries will present
relative data, exchange points of view, and m;ke proposals and
counterproposals. Either party may, if it so desires, utilize

the sexrvices of outside consultants and may call upon professional

and lay representatives to assist in negotiations.
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ARTICLE III

- SALARIES
AND DEDUCTIONS FROM SALARIES

Salaries

The salaries of all employees covered under this Agreement
are set forth in Appendix A which is attached hereto and
made a part hereof.

Secretaries on a ten (10) month contract shall be paid in
twenty (20) semi-monthly installments. Secretaries on either
eleven (ll) or twelve (12) month contracts shall be paid
in twenty-four (24) semi-monthly installments. When a
payday falls on or during a school holiday, vacation or
weekend, secretaries shall receive their paychecks on the -
last previous working day. Secretaries shall receive their
final paychecks on the last working day of their contract
year.

Employment Increments

Any secretary employed prior to January 1 of any school year
shall be given full credit for one (1) year of service toward

the next increment step for the following yvear.



4, Credit for Prior Experience. In hiring new personnel,
credit up to the sixth (6) step of any salary level on the
Secretary Salary Schedule may be given for previous experience
and shall be at the sgle discretion of the Superintendent or his
designee. Personnel previously employed by the district may also
be granted credit for such prior experience with respect to
placement on the gulde and again, the extent of such credit shall
be at the sole discretion of the Superintendent or his designee.
In neither case shall the placement on the quide be the subject of
& grievance.

§. Movement between levels. When a secretary is advanced to

a higher level position, the placement on .the guida shall be in
accordance with her experience previously grantedland henceforth
alcumulated.

6. Notifieation.Secretaries shall be notified of their

contract and salary status for the year no later than Adr11 i0th.
Oeductions From Salary

1. The Board agrees to deduct from the salaries of the
Secretaries dues for the organizaticns which shall be specified
by the Secretaries‘as said Secretaries 1ndivjdual]y and voluntarily
authorize the Board to deduct. Suth deductions shall be made in
compliance with Chapter 233, Public Laws of 1969, {N.J.S.A. 52:14-15.9¢)
and under rules established by the State Cepartment of Education, said
menies, together with records of any corrections, shall be transferred
to the designated representative of the Secretaries’ Association by the
15th of each month following the monthly pay period in which deductions

were made.



2. Each of the associations named above‘shail certify to the Board,
in writing, the current rate of its membership dues. Any association
which shall change the rate of its membership dues shall give the Board
written notice prior to the effective date of such change.

3. Additicnal autherizations for dues deduction may be received
after August 1st under rules established by the State Dapartment'of
Education.

4. The filing of notice of a Secretary's withdrawal shall be prior
to December Ist or June lst and become effective to halt deductions as
of January 1st or July st next succeeding the date on which notice of
withdrawal is filed.

5. In addition, the Board agrees to deduct an amount from the
monthly salary which shall be forwarded to the Unian County Teachers
Federal Credit Union. Deductions will be made each payroll period.
Deductions can be in-any &mount in even round dollars: ;Secretaries shall
chmplete the form pres¢ribed by the Union County feachers Federal Credit

Union in order to authorize such deductions.



ARTICLE IV

Sick Leave,
Temporary Leaves of Absence
and
Extended L2aves of Absence

1. Sick Leave

a.

Ouring the term of this contract, all secretaries employed
will be granted one day sick Teave for each month of actual
employment in the district. However, no secretary shaf]
receive less than 10 days sick leave per year. The sick

leave days shall accumulate in accordance with the statutes of
the State of New Jersey.

Secretaries shall inform their immediate supervisor or his
designee as soon as it is practically feasible that a sick day
will be required. Each secretary shall be informed of the
person to be notified when the secretary is absent without
prior notice. Secretaries shall not secure substitute service
in the event of their own unanticipated absences. F$11ure to
notify may result in a denial of sick leave unless the super-
visor determines that exceptional circumstances existed that

prevented compliance with the notification procedure.

2. Temporary Leaves of Absence

a4,

Ouring the tarm of this contract, Secretaries shall be entitled.
to the following temporary leaves of absence without loss of pay
which shall be non-cumulative unless otherwise specified.

A total of two days leave of absence for such personal leave,
and for other matters which require absance during the school
hours, shall be applied for in writing to the secretary's
immediate supervisor. Notice of‘such personal leave will be

requestbd five days before the date of occurrence, except in

- -



ARTICLE IV (CONT.)

The case of emergency. The applicant for such a leave shall not
be required to state the reason for such a request. The granting
of such requests must be approved by the immediate supervisor.

One day of such personal leave may be accumulated so as to permit
the secretary a maximum of three personal days in one school year.
The actual time negessary for appearance in the court or before a
state administrative agency pursuant to a duly issued subpoena.
The subpoena shall be presenﬁed to the building principal in ad-
vance of the appearance at court or the administrative agency for
approval.

A-maximum of five days at any one time in the event of the death
of a mother, father, spouse, or child. A maximum of three days in
the event of the death of a brother or sister. A maximum of three
days in the event of the death of a father-in-law, mothgr-in-law,
grandmother, grandfather, brother-in-law, sister-in-lqw or grand-
child.

Members of the organized Reserve of the Army of the United States,
United States Naval Reserve, United States Air Force Reserve or
United Stat;s Marine Corps Reserve shél] be entierd to ]éave of
absance without loss of pay or time on é]] days on which she shall
be angaged in field training. The Board shall pay the difference
between the Secretaries' normal salary and that received from such
Military Reserve Unit. Secretaries shall make every effort to
participate in field training during non school periods whenever

possible.
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ARTICLE IV {CONT.)

Extended Leaves of Absence

A leave of absence without pay of up to two years shall be
granted to any Secretary, who has acquired tenur%, whao joins
the Peace Corps or VISTA. Upon return from such Heave of
absence, the Secretary shall assume the position on the Guide
which wauld have been held had the Secretary continued in
service.

Military leave without pay shall be granteq to any tenured
Secretary entering the military service of the United States.
Such Secretary shall be entitled to the benefits, rights and
privileges which she would have had or acquired if she had
actually served in such employment during such period of leave
of absence in accordance with N.J.S.A. 18A:6-33 and ﬁ.J.S.A.
38:23-4.

A leave of absence without pay of up to one year may be granted
to a tenure Secretary for the purpose of caring for a sick
member of the Secretary's immediate family, which is defined as
father, mother, brother, sister, husband, children, father-{in-law,
mother-in-law, grandmother or grandfather.

The Board may grant such additional leaves of absence without

pay as it may deem necessary and appropriate.

Maternity And/QOr Child Care Leave Palicy

a.

A Secretary, who becomes pregnant, shall notify the Superintendent

of such pregnancy as soon as it is medically confirmed. No



ARTICLE IV (CONT.}

Secretary who is pregnant shall be removed from her regular
secretarial duties during such pregnancy which occurs during

the school year for which she is employed or contracted unless,
as a result of such pregnancy, her secretarial performance has
been substantially impaired or her health would be impaired if
she were to continue her secretarial assignment. ’

A pregnant Secretary, prior to ceasing her secretarial duties,
may apply for and receive a maternity lea;e. Application for
such maternity leave shall be filed with the Superintendent &0
calendar days prior tc the commencement of such leave. [t shall
specify the date upon which it is desired that such maternity
leave shall commence and date upon which Secretary desires to
return to her secretarial duties. The Board may require the
secretary to produce a certificate from a physician to support
the requested leave period. In the event the Board &isputes the
length of the requested leave period,'a request shall be made

to the Union County Medical Society for the appointment of.an
impartial physician whose findings and conclusions shall be
binding upon_both the Board and the Secretary.

I1f the physician's certificate provided by the secretary or the
repart of the impartial physician does not suppert the length of
the requested leave period, the Board may deny such leave or
modify the length of time requested. If the physician's certifi-
cate produced by the Secretary or the advice of the impartial
physician supports the Tength of the requested leave period, the

8oard shall grant such lTeave except if the granting would



ARTICLE IV (CONT.)

substantially interfere with the administration of the school.
Upon granting of such leave, the term may be extended or reduced
based upon medical reasons upon applicaticn by the Secretary to
the Board for such extension or reduction. Such application

shall be supported by a certificate of a physician. IQ the event
of a dispute concerning the physician's certificate, the matter
shall be referred to the County Medical Society for determination
as set forth above. I[f there is no dispute with respect to the
application for extension or reduction based upon medical reasons,
such Teave shall be extended or reducad provided it shall not
interfere with the administration of the schools.

A non-tenure secretary shall acquire no right to obtain an exten-
sion of such leave beyond the end of the contract year in which
such leave {s obtained. Further, such non-tenure secretary shall
have no right to return to the secretarial duties in the subsequent
school year unless a contract has been offered by the Board and
accepted by the Secretary in accordance with the appropriate
statutes.

Nothing contained herein shall be déemed to preclude the Board from
requiring a doctor's certificate from any secretary prior to the
secretary resuming her secretarial duties and assignments upon the
termination of the maternity leave. Such doctor's certificate
shall certify that the Secretary is in all respects physically
capable of discharging the full scope of the secretarial duties.

A tenure secretary who adopts a pre-school child may also request

a maternity leave of absence without pay. Such secretary shaill

~10-



ARTICLE IV (CONT.)

notify the Superintendent as soon as applicafion for adoption

has been filed together with a statement of the tentative date
upon which de facto custody is to be received. The leave shall
commence ypon receiving de facto custody of the child and shall
continue for the batance of that school year together with the
next full school year. In the event the secretary wishes to
return to the district, she shall notify the Superintendent not
Tlater than March 1 of the succeeding schogl year.

Anything to the above, to the contrary notwithstanding, the Board
may grant maternity leave to a tenured secretary for the remainder
of the contract year and for‘the subseguent contract year upon
request by the secretary. The request for leave in the subseguent
contract year shall be made on or before March 1. The secretary
shall not be permitted to return prior to the termination of the

requested leave time once it has been approved.

Sick leave shall be grantad to a secretary on maternity leave in
accordance with provisions of N.J,5.A. 18A:30-1 et.seq., and

applicable rules, regulations, laws, agency and court decisions.

-11-



ARTICLE V
PROTECTION OF SECRETARIES AND PROPERTY

1. A secretary may use such reasonable force as 1s necessary to protect
herself from attack, to protect another person‘br property, to quell
a disturbance threatening physical injury to others, or to obtain
possession of weapons or other dangerous objects upon the person.

2. A. Whenever a civil action is brought against a Secretary for any

act or omission arising out of and in the course of the performance
of her duties, the Board of Education shall defray all costs of
defending such action, including reasonable counsel fees and
expenses, together with costs of appeal, if any, and shall save
harmiess and protect such Secretary from any financial loss re-
sulting therefrom. The Board may arrange for and maintain appro-
priate insurance to cover all such damages, losses and expenses.

B. Should any criminal action be instituted against a Secretary for
any act or omission arising out of or in the course of her duties,
and should such proceedings be dismissed or result in a final
disposition in favor of such Secretary, the Board of Education
shall reimburse the Secretary for the cost of defending such
proceeding, inciuding reasonable cﬁunse] fees and expenses of the
original hearing or trial and all appeals.

3. In the event a Secretary is absent as a result of injuries sustained
because of an assault upon the Secretary in the course of the Secretary's
duties, the Board of Education shall pay to the Secretary the full
salary or wages for the period of such absence, up to one calendar year,
without having such absence charged to the annual cick leave or cumula-
tive sick Teave. The amount of salary or wages paid shall be reduced

by the amouﬁt of any Workmen's Compensation award made for temporary

-12-



ARTICLE V  (CONT.)

disability. The Board may arrange for and maintain appropriate

insurance to cover the payment of such wages. \

A. Secretaries shall immediately report in writing %ases of assault
suffered by them in connection with their emp1oyﬁent, to their
principal. ‘

8. Such notification shall be immediately forwarded to the Superin-
tendent who shall comply with any reasonable request from the
Secretary for information in the possession of the Superintendent
relating to the incident or persons involved, and shall act in
appropriata ways as liaison between the Secretary, the police, and
the courts.

The Board shall reimburse secretaries for the reasonable cost of any

clothing or other personal property which is damagad or destroyed as a

result of an assault committed upon a member of tﬁe Association while

such member was acting in the discharge of his duties and within the
scope of his employment. Such reimbursement shall not cover any
clothing of the staff member or persconal property which was not
physically on the staff member's person during the assault. The

Board reserves the right to bring an action at law to recover any such

reimbursements made by the Board, and the Association agrees on behalf

of the staff member affected that the Board shall receive an authoriza-
tion and/or assignment of those rights of the staff member that may be
required in order for the Board to commence an action to recover such
costs.

The Board shall provide each Secretary a lockable place at the Secretary's

work place which can be used to secure personal property.

-13-
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ARTICLE VI \
USE OF SCHOOL FACILITIES BY SECRETARIES!

|

A. The Board agrees to make available to the Assoc?ation. public

records in accordance with the prevailing policy regardiﬁg such acgess.
1

Information relevant for negotiations will be furnished fireely without

charge. |
Representatives of the NEA, NJEA, UCEA, or SPFAES shall be

permitted to transact official local Association business before
or after regular working hours and during lunch. Permission

for use of the building must be obtained from the administrator

in charge of that particular building and such permission_shall

—— —e————

not be unreasonably withheld.
C. The Secretaries shall have the right to use school facilities

and equipment, including typewriters, mimeagraphing machines, other
duplicating equipment, calculating machines, and all types of audioyisual
equipment at reasonable times, when such equipment is not otherwise in use
in the building. The Secretaries will pay for any damage to any of the
aforasaid equipment. Permission of the building principal or his designee
shall be required for its use, which permission shall not te unreasonably
withheld. In addition, the Secretarial Association shall purchase or
provide any and all expendable supplies used in conjunction with such
equipment.

D. The Secretaries shall have in each school building space on a
bulletin board in each faculty lounge. Copies of all materials to be
posted on the bulletin board shall be given to the building principal.

E. The Secretaries shall have the right to use the inter-school
mail facilities and school mail boxes as {t deems necassary. All materials
will be submitted to the building principal for distribution. Normal

distribution procedures shall be followed.

-14~-



ARTICLE VII
SECRETARTAL GRIEVANCE PROCEDURE

1. Definition
A. A "grievance" is a claim by a secretary, a group of secretaries or
the Association based upon the interpretation, application, or violation
of this Agreement, policies or administrative decisfons affecting a
secretary or a group of secretaries except that the term "grievance"
shall not apply to:
1. Any matter for which a specific method of review is prescribed
and expressiy set forth by law or any rule or regulation of the
State Commissioner of Education; or
2. A-ccmplaint of a non-tenured Secretary which arises by reason
of her not being re -employed; |
3. A complaint by any Secretarial personnel occasioned by appointment
to or lack of appointment to, retention in, or lack of retention in,
any position for wnich tenure is either not possible or not required.
8. "Aggrieved party" shall mean any person or group of persons in the
negotiating unit filing for a grievance. However, when a group is
involved the grievance shall be processed as an individual grievance,
€. The “immediate superior" shall ﬁean the person so designated by the
organization chart which is annexed hereto. I[f the subject of the
grievance is such that it is system-wide, the immediate superiér is
the Superintendent of Schools.

D. "Days" shall be working days on which the business office is open.

2. Declaration of Purpose

It is the purpose of this procedure to secure, at the lowest possible ad-

ministrative level, equitable solutions to grievances of Secretaries -

=15~



ARTICLE VII (CON'T)

through procedures under which they may present grievances free from

coercion, interference, restraint, discrimination or reprisal, and by

which secretaries are afforded adequate opportunity to dispose of

their differences in a professional manner without, where possible,

invoking the Board of Education in time-consuming and costly proceedings.

3. Procedure

A. A grievance to be considered under this procedure must be initiated
within 20 days of its occurrence. The same time limit shall apply
to 10 or 11 month secretaries dqring the month(s) they do not work.

8. Failure at any step of this procedure to communicafe the decision
en a grievance within the specified time limits shall permit the
“aggrieved" to proceed to the next step. Failure of the "aggrieved"
to proceed to any step of this procedure to appeal a grievance to
the next step within the specified time limits sha]T_be deemed to be
acceptance of the decision rendered at that step.

C. Since it is important that grievances be processed as rapidly as
possible, the number of days indicated at each level should be con-
sidered as a maximum and every effort sh0u1§ be made to expedite
the process. The time limits specified may, however, be extended by
mutual agreement.

0. In the event a grievance is filed at such a time that it cannot be
processed through all the steps in this grievance procedure by‘the
end of the contract year, the time limits set forth herein shall be
reduced so far as practicable so that the grievance procedure may be
exhausted prior to the end of the contract year, or as soon thereafter

as possible.

-16-



ARTICLE VII (CONT)
It is understood that employees shall, during and notwithstanding
the pendency of any grievance, continue to observe all assignments
and applicable rules and requlations of the Board and aAministration
until such grievance and any effect thereof shall have been fully
determined.
Level One - A Secretary with a grievance shall first discuss it
with the building principal or appropriate administrator with the
objective of resolving the matter informally.
Level Two - If, as a result of the discussion, the "aggrieved"
person is not satisfied with the disposition of her grievance at
Level One, she may formally file the grievance in wfiting with the
principal or appropriate administrator within 5 days after the decision
at Level One, or 10 days after the grievance was presented, whichever
1s sooner. The written grievance should specifically. state:
{a) The nature of the grievance; (b) the nature and extent of in-
jury, loss, or inconvenience; (c) the results of the previous
discussions; (d} the aggrieved person's dissatisfaction with the.
decision previously rendered; and {e) the details of the specific
contract clauses or ‘N.J. State laws violated. The principal or ap-
propriate administrator shall meet with the aggrieved prior to com-
municating his written decision.
Level Three - If the aggrieved person is not satisfied with the dis-
position of her grievance at Level Two, or if no decision has been
rendered within 5 days after the grievance was delivered to the
building principal or appropriate administrator, ar 3 days after the

meeting between the building principal or appropriate administrator and



* ARTICLE VII (Cont.)

J.

the aggrieved, whichever is later, the Association may within
five (5) days after the decision by the building principal or
appropriate administrator, or fifteen (15) days after the

delivery of the grievance to the building principal or appropriate
administrator, whichever is sooner, refer the grievance to the
Superintendent or his designee. .

Level Four - If the aggrieved person is not satisfied with the

disposition of her grievance at Level Three or if no decision

has been rendered within ten (10) days after the grievance was
delivered to the Superintendent, the Association may within five
(5) days after a decision by the Superintendent or fifteen (15)
days after the grievance was delivered to the Superintendent,
whichever is sooner, submit the grievance through the Superinten-
dent to the Board of Education or to a committee designated by
the Board. The grievance shall set forth the elements contained
in Level Two together with all other prior decisioﬁs. A Board
level grievance hearing may be held ifirequested by either party,
but even if requested, the hearing at this level is not ﬁandatory.

Level Five - In the event an employee is dissatisfied with the

determination of the Board, the Association may submit a formal
demand for arbitration pursuant to the rules and regulations of

the American Arbitration Association.

The only grievances which may be arbitrated are those based upon
an allegation that there has been a violation of the express

r

written terms ©of the locally negotiated Agreement.

Grievances which concern the interpretation, application, or
alleged violation of policies and administrative decisions shall

not be subject to arbitrati_.on.l8



ARTICLE VII (Cont.)

C e

A request for such arbitration shall be made no later than
fifteen (15) days following the determination of the Board.
Failure to file within the time limit shall constitute a bar to
arbitration unless the parties have extended the time by mutual

agreement in writing.

A copy of the arbitrator'‘sdecision shall be simultanecusly furnished
to the secretaries and the Board. The arbitrator sh;ll limit
himself to the issue submitted and shall consider nothing else.

He can add nothing to, nor subtract anything from this Agreement
between the parties or any policy of the Board of Education.

The reqommendation of the arbitrator shall be final and binding

on the parties.

Nothing herein contained shall be construed as limiting the right
of any empldyee having a grievance to discuss‘the matter informally
with any appropriate member of the administration, and having the
grievance adjusted without intervention of the Association,

provided the adjustment is not inconsistent with the terms of this

Agreement.

Rights of Secretaries to Representation

A. Any party in interest may be represented at all stages of the
formal grievance (including Level One) by a representative of their
choosing.

B. No reprisals of any kind shall be taken by the Board or by the
secretaries against any party in interest or any other participan£
in the grievance procedure by reason of such participation.

Miscellaneous

A. If the secretaries should deem that a grievance is systemwide, a

committee of that group shall produce evidence of this fact and

-19-



ARTICLE VII (Cont.) S

meet informally to make such a presentation to the Superiqtendent

of Schools. The Superintendent will then determine whether such

a grievance is systemwide and, if so, he shall reply in writing
within five (5) days.

If the secretaries are dissatisfied with the decision rendered by

the Superintendent after the informal discussion, they shall proceed
to Level Three.

Decisions rendered at all Levels of this procedure shall be submitted

to the aggrieved and the Association.

-All documents, communications and records dealing with the process

of a grievance shall be filed in a separate grievance file and

not be kept in the personnel file of any of the participants.

Forms for f£iling grievances, serving notices, making appeals,

making reports and recommendations, and other necessary documents
shall be prepared jointly by the Superintendent and the secretaries
and given appropriate distribution so as to facilitate operation

of the grievance procedure.

All meetings and hearings under this procedure shall not be conducted
in public and shall include only such parties in interest and their
designated or selected representatives heretofor referred to in

this procedure. .

While any proceedings is pending and until a final determination

has been reached, all proceedings shall be private and any preliminarv
disposition shall not be made public without the agreement of all
parties.

All proceedings under this prbcedure shall be conducted after

school hours. However, in the event that any party in interest
requires time during the school day for the obtaining ©of documents
and other materials pertaining to the hearing, they shall apply

-20=
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ARTICLE VII (Cont.) : %
()

to the Superintendent of Schools through the building principal

or appropriate ‘administrator to obtain release& ime. .ShOuld the
Superintendent or his designee determine that there is no other
alternative, he may approve released time. }

The Board and the Secretaries agree to facilitatelany investigation
which may be required and toc make available any a*d all material,
relevant documents, communications and records concerning the
alleged grievance, except where confidential communications shall
implicate or otherwise bring about injury to the welfare of
innocent parties.

With the exception of Level Five, it is agreed that the Board and
the Secretaries shall individually assume costs for any secretarial
services in connection with the processing of the grievance.

In the event, however, that the parties mutually agree that a
transcript of the proceedings or other memorandum is desirable,
the cost of such transcript or memorandum shall be shared by the
Board and the Secretaries.

It has been heretofore acknowledged that the non-rehiring of a
non-tenured secretary shall not be the subject of a grievance.
However, such non-tenured secretary shall have the right to a
conference with the Superintendent concerning the matter. Such a
conference shall be requested within ten (1l0) days after notifica-
tion of the non-rehiring and be held within ten (10) déys from

the date of the request. There shall be no further appeal from

this conference.

-21-



ARTICLE VII!
PROFESSIONAL RELATIQNSHIPS

| .
The Board may not, by agreement or through arbitration, de1ﬁgate powers

i

and responsibilites which by law are imposed upon and 1odged\w1th the

Board. Any contract must include and, therefore, be subject&to the New

Jersey School Taws and all other applicable laws and regulations.

The Board, on its own behalf and on behalf of the electors of the district,
hereby retains and reserves unto itself, without Timitation, all powers,
rights, authority, duties and responsibilities conferred upon and vested

in 1t by the laws and the Constitution of the State of Hew Jersey, and of

" the United States.

The exercise of the powers, right, authority, duties and responsibilities

by the Board, the adoption of policies, rules, regulations and practices in
furtherance thereof, and the use of judgment and discretion in connection
therewith shall be I}mited only by the specific and express terms of this
Agreement and then only to the extent such specific and express terms

hereof are in conformance with the Constitution and laws of the State of

New Jersey, and the Constitution and Taws of the United States.

Nothing contained herein shall be considered to deny or restrict the Boarg
of its rights, responsibilities and authority under the New Jersey school
laws or any other national, state, county, district or local laws or regqula-
tions as they pertain to education.

The parties further acknowledge that this Agreement has been negotiated and
executad with the objective of setting forth mutual rights, obligations

and responsibilites. The parties further agree that in all aspects of their
relationships they shall comply with all appropriate law and recognized
standards of professional conduct and professional relationships. There

shall be no discrimination by the Board against any officer of the Secre-

-22-



ARTICLE VIII (CONT.)
taries' Association for any legal activity in carrying out her office,
nor shall the Secretaries' Association br ahy of its ﬁembers encourage
ar conduct a sfrike. impose sanctions or undertake any concerted
activity which shall cause a slow-down or disruption of any of the
operations and activities of the school system. Any grievance arising
under and out of this Agreement shall be prosecuted within the frame-
work of the Grievance Procedure. The Board acknowledges that it shall
fully comply with all of the abligations and responsibilities imposed
upon it by this Agreement and shall take no action or conduct any

activities which shall impair the operation of this Agreement.
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ARTICLE IX

SECRETARIES' RIGHTS REGARDING
UNIT MEMBERSHIP AND ACTIVITIES

The Board hereby agrees that every employee of the Board shall have the
right freely to organize, join and supportlthe Secretaries’' Association

ang 1ts affiliates for the purpose of engaging in collective negotiations
and other legally authorized concerted activities for mutual aid and
protection. As a duly selected body exercising governmaﬁtal power under
the laws of the State of New Jersey, the Board undertakes and agrees that
it shall not directly or indirectly discourage or deprive or coerce any
sécretary in the enjoyment of any rights conferred by Chapter 123, Public
Laws 1974 or other laws of New Jersey or the Constitution of Mew Jersey

and the United States; that it shall not discriminate against any secre-
tary with respect to hours, wages, or any terms or conditions of employment
by reason of her membership in Secretaries' Association and its affiliates,
her participation in any activities of the Secretaries’ Assoc1at1on and

its affiliates, collective negotiations with the Board, or her 1nst1tution
of any grievance, complaint or proceeding under this Agreement or othghaise
with respect to any terms or conditions of employment.

Nothing contained herein shall be construed to deny or restrict to any
Secretary such righis as she may have under New Jersey School laws or other
applicable laws and requlations. The rights granted to Secretaries
hereunder shall be deemed to be in addition to those provided elsewhere.

1. Whenever any Secretary is required to appear befofe the Board, or any
committee or member thereof, concerning any matter which could adversely
affect the continuation of that Secretary in her office, position or em-
ployment, or the salary or any increments pertaining thereto, then she
shall be given prior written notice of the reasons for such meeting or

interview and shall be entitled to have a representative of the Secretaries'
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ARTICLE IX (CONT)
Association present to advise her and represent her during such meeting
or interview. {
2. Whenever a Sacretary is required to appear before a principal
or gther administrator for a formal evaluation conference, such Secretary
sha11 have the privilage to adjourn the conference, if after 1ts
ccnmencement the Saecretary beliaves that such conference cculd adversely
affect the continuation of the Secretary in her position, salary, or salary
increment. The purpose of such adjdurnment would be to provide the
Secretary with an opportunity to obtain the services of a local representative
to be present to counsel and advise the Secretary during such subsequent
conference.
3. The principal or administrator, in the case of an adjournment, may
request the presence of the Superintendent or his designee during the
subsequent confarence. It is undergtood and agreed that the privilege to
adjourn the conference by the Secretary shall not be acquired uéti1 after
the commencement of the original conference, and the Secretary has deter-
mined that the conference is adversely affecting his or her position,
salary, or salary increment. Arrangements for a subsequent conferencsa
shall be made within three working days and the subsequent conference
shall take place no later than ten working days after the adjournment.

No Secretary shall be prevented from wearing pins or other identification

of membership in the Association or its affiliates.
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ARTICLE X
SECRETARIAL WORK HOURS

Secretaries are exéected to devote to their assignments the time required
to meet thelr responsibilities.

The work week for Secretaries shall consist of five (5) days; Monday
through Friday. The work day will consist of not 1es§ than eight ¢8)

hours which shall include a duty free lunch hour.

No'gecretary shall be required to report for duty earlier than 7:30 A.M.
nor be required as part of the regular work day to stay later than 5:00 P.M.,
Time in excess of the regular work week shall be considered overtime.
Starting and ending time for each Secretary shall be established by the

immediate supervisor.

Any Secretary who is required to work beyond the forty (40) hours in any

one work week shall be compensated at the rate of 1% times her hourly rate.
Secretaries shall have two breaks each working day, one in the morning and
one in the afternoon; neither break shall exceed 15 minutes in Tength.
Starting and ending time of tha break period shall be determined by the
immediate superior.

Secretaries shall perform such normal first aid as would be performed by
any reasonable and prudent person under similar circumstances.

When school 1s not in session, the work day for Secretaries shall consist
of not less than 7 hours which shall inciude a duty free lunch houf.

On those days, no secretary shall be required to report for duty eariier
than 7:30 A.M. nor be required as.part of the reqgular work day to stay

Tater than 4:00 P.M.
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ARTICLE XI

WORK YEAR AND HOLIDAYS

Secretarial Work Year

A. The work yvear for secretaries emploved on a ten (10} month
basis shall be September 1 through June 30.

B. The work year for eleven (1ll) month secretéries_shall
commence two (2) weeks prior to September 1, and shall

terminate the two (2) weeks subsequent to June 30.

‘'C. The work year for secretaries employed on a twelve (l12) month

basis shall be July 1 through June 30.
D. New ten (10) month personnel may be required to attend an
additional two (2) days for orientation purposes.
Vacations
A. Twelve (1l2) month secretarial personnel shall receive paid

vacation in accordance with the following schedule:

1l to 4 years 10 working days

5 to ¢ years 15 working davs -
10 to 19 years 20 working days
20 years and over 25 working days

B. Eleven (ll) month secretarial per;onnel shall receive l11/12ths
of the paid vacation days provided in section 2.A. above in
accordance with the number of years of service in the District.

C. Ten (1l0) month secretarial personnel shall receive '10/12ths of
the paid vacation days provided in section 2.A. above in
accordance with the number of years of service in the District.

D. Those secretaries who have completed eleven (ll) years of
service by June 30, 1980, will receive twenty-three (23)
working days vacation, or the appropriate proportion thereof

if they are ten (1l0) or eleven (ll) month emplovees, until
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ARTICLE XI {(Cont.)

3‘

they have completed twenty (20) years of service.

E. In the event a secretary is on vacation and becomes ill or
suffers a death in the family, the day involved shall not be
counted as part of vacation time. A physician's certificate
must be provided to verify the illness.

F. A maximum of five (5) vacation days may bhe carried over to
the next contract year when approved by the building principal
or immediate supervisor.

G. A secretary hired after the beginning of the contract year
will receive 5/6th day paid vacation for each full month of
employment during that contract year.

Holidays
A. All twelve (l12) month secretaries shall have thirteen (13)

' paid holidays which shall include:

July 4th

Labor Day

Thanksgiving Day

Day After Thanksgiving Day

Christmas and One Adjacent Day

New Year's Day

Good Friday

Memorial Day
Each year the Board shall specify two (2) additional holidays.
Each secretary shall take the remaining two (2) holidays on
days when school is not in session with the agreement of her
supervisor which shall not be unreasonably denied.
In addition, when Christmas eve falls on a week day that shall
constitute an additional holiday.

B. Eleven (ll) month secretaries shall receive all the holidays
provided in section 3.A. above., In the event that an eleven
{11) month secretary is asked to work at times other than
those provided in section 1.3. above, she shall receive a
holiday in lieu of July 4th.

C. %Ten (10) month secretaries shall receive all the holidays

provided in section 3.A. above except July 4th.
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ARTICLE XII
HEALTH INSURANCE

1. The Board shall provide for and pay the cost of health insurance program,
Such program shail inglude medical and surgical and major medical coverage
for full time employees and their family. The current plan being utilized
is that of Connecticut General Life Insurance Company. The benefits of
the Connecticut General Life Insurance Company shall be equal to or greater
than Blye Cross, 8lue Shield and Rider J. In addition, the medical program
shall include a $25.00 consultation fee and maternity benefits but the
maximum benefit per individual under the Major Medical Plan shall be the
sum of 3250,000.

2. The Board agrees to provide a basic dental plan. The Plan shall be New
Je;sey Dental Service Plan, family coverage, $25.00 deductible per individual
and $75.00 per family. In most cases, children are covered to the age of
23 unless married.

3. The Board shall provide for Health Care Insurance for individuais within
the unit who retire within the contract period, after serving the Scotch
Plains-Fanwood School District for 20 years or more. The coverage pré-
vided shall be that under current contract less Medicare when the individual

is eligible for Medicare. The cost of retirement coverage shall be as

follows:
1st year of retirement ................. 100% paid by Board
2nd year of retirement ......... cesese.. 90% paid by Board
3rd year of retirement ..... Cebeesareane 80% paid by Board
4th year of retirement ................. 70% paid by Board
5th year of retirement ......... Casarea 60% paid by Board
and from the 6th year forward........... 50% paid by Board

The individual so covered shall be required to pay the necessary contrib-
ution to the Board in advance of the payment of premium by the Board.

4. The Board shall only be reguired to make cne premium payment per

insurance progrém per family if more than one family member is
employed by the Board.
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ARTICLE XIII

TERM OF THE AGREEMENT

This Agreement shall be effective July 1, 1980, and shall continue
and remain in full force and effect to and including June 30, 1982,

when it shall expire.
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ARTICLE XIV
ENTIRE AGREEMENT

This Agreement and its appendices shall constitute the entire Agreement
between the parties and shail not be modified in whole or in part by

the parties except by an instrument in writing duly executed by both

parties.
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ARTICLE XV

NOTICE PROVISIONS . \
«
'\.
Whenever any nptice is required to be given to either of tTe parties
to this Agreement to the other, pursuant to the provisians%of this
Agreement, efther party shall do so by telegram or by certi%ied mail
at the following addresses: |
1. If by the Secretaries, to the Board of Education
2630 Plainfield Avenue, Scotch Plains, New Jersey Q7Q76
2. If by the Board to the President of the Association,
at her home address, which shall be provided to the

Board by the Association in writing.
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ARTICLE XVI
NON-DISCRIMINATION CLAUSE

The Board of Education and the Association agree that no discrimination

shall be carried on in any of their practices, and that the policies of

both organizations, as well as the application and in the administratjon
of this Agreement, there shall not be any discrimination on the basis

of race, creed, color, religion, national origin, sex, age, domicile or

marital status.
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ARTICLE XVII
SECRETARIAL EVALUATION

[t is agreed that a standard evaluation form shall be used by the Board in
connection with the evaluation of Secretaries. [t is further agreed that
tenured secrataries shall be evaluated a minimum of once each work year

by their immediate supervisor; non-tenured secretaries shall be evaluated
a minimum of twice each work year by their immediate supervisor. Secre-
taries employed after Qctober Ist shall be evaluated only once during that
school year. Those secretaries employed after April Ist will receive no
formél evaluation unless deemed necessary by the administrator in

charge.
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ARTICLE XVIII
SENIORITY AND SECURITY

School district seniority is defined as services by appointed employees

in the school district in the collective bargaining unit covered by

the agreement. An appointed employee shall lose all accumulated school

district seniority if he/she:

Resigns or is discharged for cause, irrespective of
whenever he/she is subsequently rehired by the school
district.

In the event of reduction of force, tenured employees shail be laid off

in the inverse order of seniority of the employees in the specific job

category (e.g. 12 month secretary, executive secretary). Shcould a

tenured empigyee have seniority in more than one category, she retains

seniority in only those categories, but it will be cumulative across

all categories at the lowest level only.

A. At least 30 days notice will be provided an appointed tenuréd employee
should a reduction in force occur. ‘ _

8. Appointed tenured employees released due to a reduction in force shall
be notified of all vacancies that occur within 60 days of their
release. Such notification shall be made by letter addressed to
the employee's last known address in his/her personnel file. Within
5 days the employee shall notify the Board if he/she desires to return to the
work involved in the notice. If he/she meets the qualifications for the
position, he/she shall return to work with the accumulated seniority
prior to the layoff. 'dages wi]{ be determined for the specific duties

at the time of reappointment.
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ARTICLE XIX
NOTICE OF VACANCIES

A1l vacancies shall be adequately publicized by the Superihtendent or
his designee. Such notice of vacancy shall be posted ten {10) working
days before the final date when applications must be sgbmit;ed. A copy
of said natice shall be posted in each school and/or bui]di@g, and
sRall also be given to the Association President. HMNotice o? vacancies
shall clearly set forth the basic minimum qualifications for the |
position, title of position and thé rate of compensation.

Employees who desire to apply for such vacancies shall submit their
applications in writing to the Superintendent or his designee within
the time.limit specified in the notice, and the Superintendent or

his designee shall acknowledge in writing the recaipt of all such
applications prior to filling of the position.

No position shall be filled until all properly submitted-applications
have been reviewed. '

A1l applicants shall be notified that the position has been filled.
The Association President shall be notified that the position has been

filled and by whom.
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ARTICLE XX
[NVOLUNTARY TRANSFER

No vacancy shall be filled by means of involuntary transfef‘if there
is a qualified volunteer available to fill said position. %he
Superintendent or his designee shall determine if the vo]un*rer is
qualified.

Notice of involuntary transfer shall be qiven to employee no later
than ten (10) days prior to the effective date. Such notices shall be
given in writing and shall include the reasons for such a transfer.

In the event that the employee objects to the transfer, he shall

be given an opportunity to meet with the Superintendent prior to

the effective date. The employee, at his option, may have Association

representation at such meeting.
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l
IN WITNESS WHEREQF the parties hereto have caused this Agr?ement

to be signed by their duly authorized officers and their corpoﬁ?te

seal affixad or have hereunto set their respective hands and se?Is.
i

|

SCOTCH PLAINS-FANWQOD
Attest: BOARD OF EDUCATION

_ by .
Secretary President

SCOTCH PLAINS-FAMWOQCO
ASSOCIATION OF EDUCATIGNAL
Attest: SECRETARIES

Sacretary President
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APPENDIY 2

SALARY GUIDE 1930-81

10 Mo. 10 MO. 11 Mo. 12 MO. EXEC. SEC.
NEW CLERK-TYPIST  SECRETARY SECRETARY SECRETARY &
STEP & OFF. ASST. & OFF ASST. & OFF. ASST. BOORKZEDERS
1 5,119 5,959 6,567 7,150 8,570
.2 5,469 6,334 6,967 7,600 9,120
3 5,844 6,765 7,442 8,118 9,748
4 v 6,218 7,197 7,917 8,636 10,375
5 6,633 . 7,675 8,442 9,213 - 11,066
6 7,047 | 8,153 8,969 9,788 11,757
7 7,542 8,728 9,601 10,479 12,609
8 8,107 9,379 10,316 11,258 13,507
9 8,700 10,053 11,059 12,062 . 14,520
10 9,385 10,825 11,907 12,977 15,643
Longevity
*17 Years . :
$500 500 500 500 500
*20 Years
$500 500 500 500 . 500

*Longevity will be issued at the completion of 17 and 20 years withiq the
District. Those now receiving greatar than the amount negotiated will not
be reduced.

Secretaries who are required to use their automobiles in the course of the
working day shall be compensated at the rate of 20 cents per mile.
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APPENDIX 8
SALARY GUIDE 1981-82

10 MO. 10 MO. 11 M0. 12 MO. EXEC. SEC.
$72P CLERK-TYPIST SECRETARY SECRETARY SECRETARY &
& OFF. ASST. & QFF. ASST. & OFF. ASST. BOOKXEEPERS
] 5174 $6056 56687 57266 58699
2 5524 6431 7087 76 9249
3 5902 6336 7519 8202 9842
4 6307 7301 8031 8761 10520
5 6710 7767 8544 9320 11197
6 7158 8283 9111 9943 11942
7 7605 8799 9679 10563 12588
8 8139 9419 10361 11309 13608
S ' 8749 10122 11133 12147 14577
10 9389 10849 1935 13017 15670
1 10128 11682 12850 14005 16282
Longevity
*17 Years
$500 500 500 500 500
*20 Years
5500 500 500 500 500

*Longevity will be issued 2t the completion of 17 and 20 years within the
District. Those naow receiving greatar than the amcunt necotiated will not
be reduced. .

Secretaries who are required to use their automobiles in

the course of the
working day shall be compensated at the rat2 o7 20 cents per

mile,
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