BETWEEN
THE TRENTON BOARD OF EDUCATION
ARD ™ ‘
THE TRENTON EDUCATIONAL SECRETARIES ASSQCIATION

)( MEMORANDUM OF UNDERSTANDING '

Seﬁtember /0 , 1987

- 1. The contract between the parties dated July 1l, 1984 to
June 30, 1986 shall continue in full force and effect except as
specifically modified herein.

2. Article 10, Sect;on E, longevity shall be amended as
follows - add ~

45 years - Additional $600.00
50 years - Additional $600.00
3. Article 19, Sectiqn A, add:
"Secretaries shall be evaluated annually.®
4. At appropriate paragraph, aéd:

"Grievances will be presented in wr;tlng on the
appropriate form."

5. Article 10, C -[;he language of the paragraph is unclear
and the parties shall agree on an appropriate clarification.

6. The duration of the new contract is July 1, 1986 through
June 30, 1989.

. Effective July 1, 1986, salary guides shall be improved
by # /¢4 2 p5. 4V o ; 7 ~ Um sha
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Effective July 1, 1987:

Effective July 1, 1988, salary gquides shall be improved

Salary guides shall be improved by#f 7%, S, r3

and the minimum starting salary shall be
$10,000.00.

The dental coverage provided will be chahged
to full family coverage.

Secretaries retiring at ‘age 55 or colder with
25 years of service in the District shall be
entitled to continue, at Board expense,
individual coverage and New Jersey Blue Shield
Medical Surgical Plan (1420 series) and
individual coverage unlimited major medical
with Provident Life and Accident Insurance
Company.

a.
A.
B.
c.
by#\/fé oTddD .
10.

The base salary figure for 1985-86 salaries has been

agreed to be $2,312,066.00.,

11.

This agreement is subject to ratification by the full
Board and unit membership as well as to development of mutually

agreeable salary guides.

g % At Vs
<%Eir\ ) fZé@OV ’ -7ﬁEJ74"2/;¢ﬁ?7

Bopred Wegort7atort Barbarr. Egnol—

- S/ 9 /a/J"?'



AGREEMENT

Between

THE TRENTON

EDUEATIONAL SECRETARIES
ASS0CIATION
and
THE TRENTON

BOARD OF EDUCATION

July 1, 1984

to
zxL\June 30, 1986

SMITHSON & GRAZIANO, ESQUIRES

Attorneys for Trenton Beard
of Education

3685 Quakerbridge Road

Trenton, New Jersey 08619

(609) 890-0400
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MEMORANDUM GOF WIDERSTANDING
TRENTUO! EDUCATIONAL SECRETARIES
AND
TRENTON BDOARD OF EDUCATION

THEZ FARTIES ASREE TO THE FOLLOWING MODIFICATIONS TO THE
mhEVYIoUS FﬂL'hFTIVE SARGAINING AGREEMENT:

i. EMFLOYLEES HﬂLL RE ENTITLED TQ ONE ADDITIONAL SICK DAY
I EACH CONTRACT YEAR, THAT IS 1784-83 17 DAYS AND
178%-84 13 DAYS,

2. THE SUFERINTEMNDENT OR HIS DESIGNEE SHALL HEAR
BRIEVAMCES AT .LEVEL 1l. '

. PRNVISIONS REGARDING VACANCIES, FROMOTIONS., AND
CLUBSTITUTES SHALL REFLECT THE TERMS ©F THE RECENT
ATRITRATION "TTIEHC~1.

4. WRCEE:

M. UTING THE- 1987-84 SALARY GUIDES SEFARATIE COLUMNS
UL BE CREATED FUR EMFLOYEES BA3ED OW COLLEBE CREDITS (AS
WYITH TEALCHLES AND FARAFPROFESSIDMALS)Y. THE DIFFERENTIAL
VIZTWEEN COLDMHS WILL LS THE SAME AMOUNTS AS FRESENTLY
FEOVICED 11 ART. 10 OF THE 82-84 AGREEMEMT, WIHICH ARTICLE
WiLh FE DFILLETED TO RETLFCT THIS CHANGE.

B. TUHE SALARIES ON THOSE NEWLY FREFARED GUICES SHALL
L IMEREALIID AS FCLLOWS:
1794-85% .67 INCLUSIVE OF INMNCREMENT.
19382-84 &.8% INCLUSIVE OF INCREMENT.

C. M LIZDITIONASL $12,000.00 SHALL KE FROVIDED T BE

FLIED T GUIDES T ELIMIRATE INE”UITIES CAUSED BY CURRENT

CREMENT FRITERNS.

D. SIRJECT TO FREFARATION CF BUIDES ACCEFTARLE 70 BOTH

FARRTIES AMD 70 RATIFICATION BY MLMEERS AND THE BOARD.
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PREAMBLE

.This Agreement is made and entered into on this first

day of July, 1984 to June 30, 1986, by and between the TRENTON

BOARD OF EDUCATION (Hereinafter referred to as the "Board")
and the TRENTON EDUCATIONAL SECRETARIES ASSOCIATION (Hereinafter

referred to as the “Association).
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ARTICLE 1

RECOGNITION

A. The Board hereby recognizes the Associatiocn
. as the scle and exclusive repreéentative for collective
negotiations concerning grievances and terms and c¢on-
.ditions of empioyment for all personnel regularly emploved
under contract, or on leave from the Board, but excluding:

Trenton Administrators and Supervisors -

Trenton Education Association

‘Attendance Officers

Sec&rity Officers

Executive Secretarial Unit

Business and Teqhnical Unit

Cafeteri

Para-rFrofessional Unit

Mechanics and Laborers

Custodian Unit .

B. This Agreement is negotiated in order to establish

" the terms and conditions of employment for all contractual

employees represented by this uvnict.
cC. ?he provisions of this Agreement will constitute

a binding obligation of the parties for the duraticn or

- until changed by mutual consent in writing. Any'previously
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adopted policy, rule 'or regulation of the parties' -
which is ix conflict with A provision of this Agree-
ment shall be supeﬁceded and replaced by this Agree-
ment. Nothing in this Agreement which changes pre-

existing poiicy. rules, or regulations of the parties

"will operate retroactively unless expressly so stated.

4. Unless otherwise indicated, the term
"employee"™ and "secretary” when used hereinafter in
this Agreement shall refer specifically to thosa em-
ployees ideﬁtified in the negeotiating unit defined here-
in.

5. References to female émployees shall also apply

to male employees.




ARTICLE 2

MODIFICATION OF AGREEMENT
AND NEGOTIATION OF
SUCCESSOR AGREEMENT

A. Befors the Board adopts a change in policy

which affects terms and conditions-of employment, the

"Board will notify the Association in writing that is

is considering such a change. The Association shall

‘have the right to negotiate with the Boaxd for a mutually

acceptable change in said policy. Consistent with
N.J.5.A. 34:13a-1 et sec., as ameﬁded, the Board shall
noé a%fECE_any change in policy concernihg'te:ms}an& con=-
ditions of employment except those so negotiated and
included as pa=% of this Agreement and contained herein.

B. The Board'agrees to negotiate with the Associaticn

over a Successor Agreemen%t in accordance with N.J.S.A.

34:13A-1 et sec., as amended, the procecdure set for<h

herein in a good-faith effort on both sides to reach cen=-

tinuing agreement on salaries and conditions of smployment.

. The Association agrees to present to the Board its proposals

. for the Successor Agreement. Any agreement SO negotiated

shall appiy to all members of the negotiating unit and

shall be reduced to writing and signed by all the parties.

e ——— -




C. During the negotiations the party making.the
proposals shall submit such proposals in writing to the
other party. Negoﬁiations shall commence with a2 meeting
at a mutually satisfactory place within fifteen (15) days
after receipt of a proposal, hnléss the Board ang the
Association mu}ually agree in writing to an extension of
time, During negotiations, the Board and the Association
shall present relevant data, exchange points 0of view, and
make prcposal# and counterproposals. Each party shall
promptly make available tc the other, upon reguest, infcr-

mationwithin its possession which is not privileged under

‘law and which.is relevanﬁ to the subject under discussion.
Either party may, if it so desires, utilize the services
of outside consultants ané may call upon professional and
lay representatives to assist in the negotiations.

D. Whenever members of the bargaining unit are
mutually scheduled by the parties heretoc to participate
during working hours in conference, meetings, or in negoéﬁ-
ations respeqting the collective bargaining Agreement, thev
will suffer no léss of pay nor any recrimination.

E. The Board agrees not to negotiate concerning said
employees’in-tha negotiating unit as defined in Article i
of this Agreément, with any organization other ﬁhan the

S . Association for the duration of this Agreement.

~f -




F. ft is agreed that the cost of professionally
printing this Agreement shall be borne by the Board of
Education and the Association egually. The Association
shall be responsible for the final contract draft prior:
to printing.

G. This Aéreement incorporates the entire under=-
standing of the parties on all matters which were or
could have been the subject of negotiations. -During the
term of this Agreement, neither party shall be reguired

to negotiate with respect to any such matter whether or not

‘covered by this Agreement and whether or not within the

knowlehge or contemplation of either or both of the parties
at thé time they necotiated or executed this Agreement,

except by mutual agreement.
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' may, however, be exténded by mutual agreement.

ARTICLE 3

GRIEVANCE PROCEDURE

A. A "grievance" is a claim by an employee or thé
Association based upon the interpretation, agplication,
or viclation of this Agreement, policies or administrative
decisions affedting an employee or a group of employess.

B. Procedures for Adjusting Complaints and Grievances—
Since it is important that grievances be processed as rapidly
as possible, the number of days indica;ed at each level

should be considered as maximum ancd every effort should be

. made to expedite the process., The time limits specified

IZ the written grievance is not filed within thirty (30)
working days after the secretary knew or should have known
of the act or condition on which the grievance is based, then
the grievance shall be waived. A dispute as to whether a
grievance has been waived under this paragraph shall e -
subject to arbitration pursuant to Step Four.
STEP 1
.
The employee shall first discuss her”complaint orally

with her ammediate supervisor, either alone or accompanied

by an Association representative, witi the objective of




resolving the matter informally. In the event the carplaint is
not resolved informally, the employee shall present the grievance,
in writing, to the supervisor, but not more than five (5} working
days after the grievance meet:.ng The Supervisor must notify
" ‘grievant of his decision within five (5) working days.
STEP 2 _

- The Association and/or the employee may appeal the decision
of the Supervisor to the Superintendent or his designee, within,
seven (7) working days after receiving the decision of the immediate
Superviscr. The Superintendent or his designee, e.g., the Director
"C" Field Services, shall hold a hearing within seven (7) working days
and subsequently issue a decision in writing with supportive rationale
not later than five (5) hbrkjng days after -the hearing to the aggrieved
employee and the Association.
STEP 3 |

The Association may appeal the decision of the Superintendent, or
‘his designee, within five (5) working days after the receipt of the
decision to the Board. A hearing shall be held by the Board within
fifteen (15) working days after receipt of the appeal. The appeal shall

-



be in writing and accompanied by a copy of the decisioen

of the Assistant Superinténden; for Personnel/Support Services,

or his designee.
STEP 4

If£ the Board has failed to render a decision within

fifteen (15) working days from the date of the hearing, or

the written deci;ion is unacceptabﬁs to the aggrieved party,
the grievance may be submitted to arbitration. The decision
of the arbitrator shall be final and binding upon the parties
and the érbitrator shall be selected from the American
Arbitration Association and adhere to their rules and pro-
cedures. The arbitrator shall limit himself teo the issue
submitted to him and shall consider neothing else. He can

add nothing to, nor subtract anything from this Acreement.

MISCELLANEQUS PROVISIONS

A. TFailure at any step of this procedure to communicgte
the decision on a grievance withir the specified time limits
shall permit the Association to proceed to the next step of .
this procedure.

B. If a grievance arises frxom an action of authcrity
higher than the immediate supervisdr, the Association may-

present the grievance at Step 2 of this procedure without

Step 1 thereof. |

¢




C. No reprisals of any kind shall be taken bf-the
Board or by any members of the Administrative Staff
against any party in interest, any Association representative,
or any other participant in the grievance procedure by reason

£ such participation. -

D. Any party in interest may be represented at any
or all stages of the grievance procedure by himself, or,
at his opticn, by a representative selected by the Assccia-
tion. When a party is not represented by the Associazion,
the Association shall have the right to be present and to
state its views at all stages of the griavance procedure.

E. When any new evidence is submitted at a later step
by either party the grievanﬁ may be regquired to return to
Step 1.

F. The cost of arbitration shall be borne equally by
both parties.

| G. When a grievance is resolved the resolution of the
grievance shall include the department or administrator r;-

sponsible for implementation of relief granted.




ARTICLE 4
EMPLOYEE RIGHTS

A. Pursuant to N.J.S5.A. 34:13A-1 et sec., the Board
hereby agrees that every emplovee of the Board shall have
the right freely to organize, join and support the Associa-
tion and its affiliates for the purpose of engaging in
collective negotiations ané other concerted activities for
mutual aid and/or‘protection. As a duly selected‘body
exercising governmental power under the laws of the State
of New Jersey, thé Board undertakes and agrees that it shall
not.diréctly or indirectly discourage or deprive or coerce
any emplpyee in the enjoymént of any rights conferred by
N.J.S.A. 34:133-1 et Eég. and the United States; that it shall
not discriminate acainst anv employee with respect to hours,
wages, or any terms or conditions of employment by reason of
his membership in the Association and its affiljates, his
participation in any activities of the Association and its
affiliates, collective negotiaticons with the Board, or his
institution of any any grie;ance, complaint or proceedings
under this Agreement or otherwise with respect to any terms

or conditions of employment.

~-10-
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B. Nothing contaiﬁed herein shall be ccnstruéd to
deny ©or restrict to any emplovee such rights as he may
have under New Je:éey School Laws or other applicable laws
anéd regulations. The rights granted to employees hereunder
shall be deemed to be in additis; to those provided elQe-
where.

C. VNo ém;loyee shall be disciplined, reduced in rank
or éompensation. without just cause. No grievance on this
section shall be submitted to arbitration unless expressly

permitted by-law. Any such acticn asserted by the Board,

©r any agent or representative therecf, shall not be made

in public and shall be subject to the grievance procedure

herein set forth. Any dismissal or.suspensicon shall be con-
sidered a disciplinary action and shall at the option of the
emplovee be subject to the grievaﬁce procedure up to Step

3 ©of the grievance procedure. Any criticism of a secratary
wiil be done privately in a confidential manner.

D. No employee shall be prevented from wearing pins
or cther identification of membership in the Association
or its affiliates.

_ E. Employegs covered by this Agreement shall be
notified fn writing of their contract stétﬁs for the ensuing'

year no later than April 30.




ARTICLE S

ASSOCIATION RIGHTS AND
. PRIVILEGES

A. The Board agrees to furnish to the Essociatiqn
in response to reasonable requests, from time to time,
available publ}c information concerning the district.

B. Use of School Buildings -~ Representatives of the
association shall be permitted to transac+t official Asso-
ciation business dn ;chcol property at all reasonable times
provided that this shall not interfere with or interrupt
normal school operations. oo

C. The Association and its representatives shall
have the right to use school and Adiministration Building
faciiities and eguipment, including tvpewriters, mimeo-
graphing machines, photocopies, other duplicating eguipment,
calculating machines, etz. and various types of audio-visual
eguipment at reasconable times, when such ecuipment is not
otherwise in use. The Asscciaticon shall pay for the
reasgnable cost of supplies incident in such use.

D. The Association shall haQe she right to use the
inter~-school mail facilities and schcol mail boxes as it

deems nec;ssary.and without the azproval of the building

-12 ~
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principal or other menbers of the administration. Courtesy
copies of all notices shall be forwarded to the Director of
Personnel.

E. The richts and privileges of the Asscciation and

. its representatives as set forth in this Agreement shall be

granted only to the Association as the exclusive representative
of the employees, -and to no other organization.

F. An agency fee provision with the usual "safeguards”
in accordance with N.J.S.A. 34:13A-5.5 et seq., shall be

instituted at the 85% fee arrangment.
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ARTICLE 6
MANAGEMENT FUNCTIONS

Subject tc the provisiocns of this Agreement, the
Board of Education reserves all rights and functions
vested in it pursuant to applicable laws and regulations
and such cother functions as normally and customarily
exercised by the Board of Education in the management of

the. affairs of the;school districe.

1~




ARTICLE 7

PROTECTION OF EMPLOYEES AND
“PROPERTY

A. Employees shall not be required to work under
unsale or hazardous conditions nor to perform tasks
which endanger ;heir health, safety, ¢r well-being.
' B. Employees shall not be required to perform first-
aid/medical duties eﬁcept in emergencies.
Ci:) Secretaries shall not be reéuired to perform
tasks inconsistent with their general job description.
D. The Board shall reimburse employees for the

,reasonable cost of any clething or other persanal property

" damaged, stolen, or destroyed as a result of an assault

while the emplovees are discharging their duties within
the scope of their employment. The Board shall not be
resconsible for any personal property loss which results
froﬁ employee negligence.

E. Employees shall not be required to work in builé-
ings without the presence of a supervisor, Security guard,
or custodian. Should such situation arise, employees shall
prior, to departure, give notice to the Personnel Office
ciﬁiné Article 7, Sec. E. Such notice may not necessarily

terminate the work day.




F. Sufficient security shall be provided in the
parking lot of the Administration Building during departure
- time. '

G. Secretaries shall not be reguired to discipline
pupils sent to the office'by teachersor administra:oré
except in emergency cases., Nor shall secretaries be re-

quired to supervise or in any way assume respohsibility for

such pupils.



ARTICLE B

SENIORITY AND JOB SECURITY

A. In the event of any Reducation in Force (RIF),
éistrict-wide seniority (the Board appocintment date of
employment on a permanent basis) shall apply. The Board
shall retain the‘right to reduce the number of secretarial
and clerical positions when done for just cause.

B. Any such reduction as above defined; shall only
be accomplished in accordance with the following procedure:
The employee/s. affected by such a reduction shall have

ﬁg” seniority rights over the most junior employee within her

oo
'

current category of employment (as listed in the salary guice),
and those %mployee/s thus affected shall retain the same
rights in replacing the most junior employee/s in their
caﬁegories tafore reverting to the next lower category to
exercise seniority rights, but in no case shall an affected
employee/s reduction be any more than one (l) salary column
at a time as established on the salary guide.

C. All affected employee/s sha}l retain their cuxzrent
salazy until such time as their currant salary appears within

$50.00 of the next highest step of the new column.
. e ..

—’7.—
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ARTICLE 9

SALARY

Arr—

A. All employees in the unit shall be on their proper

.step and paid acoording to the salary guide as published in

the appropriate schedule.

B. For new employees, the salary quide shall be
implemented immediately. Years of experience as a secretary
in the Trenton Schools shall be given full years of experience
on quide. Secretaries returning to the Trenton Public Schools °
shall be given full credit for each years previous experience
in the Trenton Publié Schools as a secretary. (This provision
shall be retroactive for all secretaries currently employed by
the Board of Eiucétion.]

C. Pay checks covering all employees included in this
Agreement, with the exception of the Administration Building
employees, shall be delivered to school offices,

D. When a pay day falls on school holidays or vacation
days, all employees covered by this Agreement shall receive their
pay checks on the last previous working day.

E. The "first day 6f a school year™ shall herein mean

July 1 or the first working day immediately following.
£

~18-



B Allarployeesofﬂeksocmtms}allberelrb\rsed
for approved use of- their personal vehicle on Board related
business at the rate per mile consistent with Board policy.

G. The Board agrees to deduct from the salaries of
its enployees dues for any one or combination of Association
as said employees individually and voluntarily authorize the

Board to deduct.
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ARTICLE 10

SUPER-MAXIMIM AND LINGEVITY

A. All secretaries who have earned 30, 60 & 90 credits
shall be placed on the appropriate step of the salary guide.
Credits must be in approved work-related areas. '

B. The Board shall pay a reimbursement of up to $250
per year of tuition costs wpon satisfactory completion of
approved work-related courses. '

C. Ilongevity - Experience in the Trénton Public School

System. This would apply only to thoses secretaries who attain

their anniversary dates on or after July 1, 1979 and should not
apply to thoses who attained their anniversary date prior to
July 1, 1979. All unit employees who were employed prier to

July 1, 1976 are entitled to outside credit experience.
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23
30
35
40

years

vears

years
years

years

additiocnal
additional
additional
additional

additicnal

$600.00
$600.00
$600.00
$600.00
$600.00



ARTICLE 11

"VOLUNTARY TRANSFERS AND REASSIGNMENTS

A. Exployees desiring a change in employment shall
mak? their request in writing to the Assistant Superin-
tendent for Personnel/Support Services.

B. These.recuests shall be acknowledged in writing
bv the Board of Education within a reasonable amount of
time and shall be granted if a vacancy exis:sl if the
Board of Education, in its sole discretion, elects to
£ill the position.

C. 1If there are Ro vacancies at that time, the
applicant's reguest fcr transfer shall be kept active
until such written notiée of withdrawal is received by
the Assistant Superintendent for Personnel/Support

Services. A recuest shall be consicdered void at the end

cf each schocl vear.

21 -



ARTICLE 12

JINVOLUNTARY TRANSFERS AND

REASSIGMENTS

A. Involuntary transfers will be made only wheén necessary

-and cnly when the following procedure is strictly adhered to:

1. Notice of an involuntary transfer or reassignment
shall be given t& lsecretaries as soon as practicable, but in no
event less than ten (10) calendar days. prior to the formal action
by the Board.

2. An involuntary transfer or reassigmment shall be
made only after a meeting between the secretary involved and the
Director of Personnel at which time the secretary will be notified
of the reasons thereof in writing.

3‘. In the event that a secretary objects to the
transfer or reassignment, at this meeting, wpon the request of
the secretary, the Association will be notified and the Super-
:.ntende.nt or his designee will meet with the Association's
representative to discuss the matter before the transfer or
reassignment is effected. Representation shall be provided
consistent with the provisions of the grievance procedure.

This neet:l.ng shall not, however, delay the effective date of

the transfer.
. ¢
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4. A list of open positions in the schocl system
will be made available to all secretaries being involuntarily

transferred or reassigned upon request.

-24-




ARTICILE 13

1FAVE POLICIES

A, SIX LEAVE
Effective July 1, 1984, secretaries shall be allowed
-seventeen (17} days for leave because of perscnal illness.
Effective July 1; 1985, secretaries shall be allowed eighteen
(18) days for leave for personal illness.
B.‘ ACCUMULATED DBYS
The unused portion of such leave, as indicated in
Section A above, at the end of any year shall be cumlative,
’ C. ADDITINAL SICK LEAVE |
Only when a secretary has exhausted his/her accumilated
sick leave shall additional, non-accumilated sick leave benefits
be considered by the Board on a case by case basis, pursuant to
a written request. If additional sick leave time is granted by
the Board, the rate of pay for each additional day shall be less
the pay for a substitute. If no substitute is employed, no deduction
shall be made.



D. Employees returning to the T (/ -
_System should be entitled to previousl o v
/"'.‘. l' s K - -
leave. / (

E. ILINESS IN IMMEDIATE FAMILY ~' .- .,-";,.’-_,-“-"'""-" () .
Up to a total of three (3) & /< ;2% O

aliowed for illness in the immediate fz | ___ . oo oo puaye
Immediate family shall mean spouse, child, parent, brother, sister
or other relative living in the same household. - .
F. . DEATH IN FAMJ:Lf
Employees shall be allowed five (5) days without loss
" of pay at the time of death for immediate family which shall mean
spouse, child, parent, brother or sister, grandparents, mother-
in-law, father-in-law and any other relative living in the same
.household.
G. DEATH CF OTHERS
With the approval of the Syperinterdent of Schools,
an employee shall be allowed an absence with no loss of pay
for the death of others
H. PERSMNAL BUSINESS CF RELIGICU HOLIDAYS
Four (4) persolnal business days s.hail be allowed for

either personal business or religious holidays.
) .
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I. MARRIAGS OF EMPLOYEE OR IN IMMEDIATE FAMILY
One (l)oday shall be allowed with no loss of pay.
J.A OTHER 2MZRGENCY OR URGINT RIASONS
With the approval of the Superintendent of Schools,
absence for other eme:genci;s or urgent reasons may be
allowed. ‘
K. . COURT"ORDER

Absence for reason of subpoena shall result in no
deduction from salary provided the subpoeﬁa is filed with
the Secretary-ausiness Acministrator, except where the em-
ployee is a party to the suit in which case full deduction
shall be made.

L. JURY DUTY

Empioyees subpoened for ju:; duty shall receive

frll pay less fee received for such services.
M.. INTER-SCHOOL VISITATIONS, CONFERENCES, CONVINTIONS
“ With the approval of the Superintendent of Schools
with no loss of pay.
N. MATERNITY LEAVE
"Any female employee shall, upon recquest, be granzed
a leave éf,absence without pay for maternity purposes or the
adoption of a child for a period of not more than two (2)

years.
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Any pregnant employee ‘shall be entitled to céntinue
working as long as she is ph}sically able to do so, and to
retuzn to her dutiés when physically able. At the beginniné
of the seventh (7th) month of pregnancy, the employee's
personal physician shall issue a certifica;e stating that
the employee is physically able to continue her duties. Con-
currance of th; personal physician and the school medical
director may be reguired by the Board to establish the initial
date of the materaity leave. |

Any employee adopting an infant child may receive
similar leave which shall commence upon receiving de facto
e . custody of said infant. .

The employee requesting such leave as stated above
shall indicate a tentative return to work date on a leave
recuest form provided, and re-confirmation of suvch retu=:
to work date shall occur at least thirty (30) days prisr to
such return. |

0. CARING FOR SICK MEMBER OF IMMEDIATE FAMILY

A leave of absence, without pay, of up to one (1)
year may be granted toitenﬁred employees for the purpose
of caring for a sick member oﬁ the employee's family, con-
sis;ant with established Board peolicy, after the emploves
has submitted proof saﬁisfactory to> the Superintendent that

such leave is necessary.



P. RETURN FROM LEAVES
Employeestreturning aZfter an authorized leave of
absence shall be offered the same or similar position that
they held at the time said leave was commenced.
All benefits to which an employee was entitled
at the time his leave of absence commenced, including unused
accumulatgd sick leave ‘shall be restored to him ugon his
return from leave.
All extentions or renewals of leaves shall be
applied for and granted in wrizing.
Q. - RETIREMENT BENEFIT
Any employee with filteen (15) years or more qf
service in the Ireﬁ:on School District shall receive 1/240
of the emplovees base salary for each three (3) days of

unused accumulated sick leave upon the emplovee'sretiremenz.



ARTICLE 14

VACATIONS AND EOLIDAYS

A. Vacations may be taken during any time of the
vear at times approved by the immediate suypervisor.

8. The number of annual vacation days allowed
to secretaries- shall be based on the total number of
years of employment with the Trenton Public Schoeol System.

However, leave time granted by the Board of Zducaticn shall

not be calculated in years of employment for vacatiorn pur-

poses.
C. Annual vacation allowances for secretaries.shall
be made according to the feollowing schedule:

The first to the 1lth month - 1 day per month
of service. '

l year to 5 years - 12 days
5 years to 15 vears -~ 15 days
15 years to 25 years - 20 days
25 years and over - 25 days
D. Secretarxies att;ining their vears of service during
the months of July or Augus:fshall be eligible for vaca+ion
days that yearx.
E. %n any calendar year, where the vacation or any

part thereof is not granted by reason of pressure of busigess.




such vacation pericds or parts thereof not granted ;hgll
accunulate and shall be granted during the school year
a; mutually agreed by the secretary and immediate super-
visor, but not bevond the next succeeding school year.

F. Vacation allowance shall be granted to secretaries'
returning froy.unpaid leave in proportion to the amount'of
service rendered in that school year.

G. All vacation earned and all such time accumulated
shall be graﬁted to all secretaries upon retirement ©r
termination #rior to the end of the school year., Full
vacation allowances shall be granted to those secrecaries
whose retirement becomes effective after February-l of any
school. year. |

H. Each employee shall be entisled &0 the specified
holidays outlined on the approved school calendar.

I. If a holiday falls guring an emplovee's vacation
veriod, the emplovee shall be entitled to an extira vacation

day.




MEDICAL BENEFITS

1. Individual and Family coverage under the New
Jersey Blue Crcss Hospital Service Plan and the New
Jersey Blue Shield Medical Surgical ?lan, Rider J and
Medi-Group (750‘Series). Effective January 1, 1983,
coverage under the New Jersey Blue Shield Medical Surc-
gical Plan shall be upgraded to the 1420 Serias. |

2. OUnlimited major medical coverage with Provident
Life and Accifent Insurance Company, Family with 2ependent
coverage to age 25. This prog:am will ccver 100% of the
eligible major medical expenses fer the balance of a
calendar year when out-oe-pocket expenses in the 20% co-
instrance and 5100.00 deﬂuct Ble equal $500.00 per indi-
vidualor 51,000.00 per family.

3. Individual 60verage'for employees under the New
Jersey Dental Service Plan, Inc. (50-100 plan).

4. Any employee who retires shall be allowed to re-
main as part of the group plans provided by the Trenton
Board of Education. That retiree shall be responsible for
individua% payments at the group rates.

5. The Board will asseme administrative costs for a

payroll deduction dental program, if such is regquested by.




the Association.

.

6. Blue Cross/Blue Shield Drug Prascription - $1.00

Co-pay with contraceptives - Family Plan up to age 25,




ARTICLE 18

VACANCIES AND NEW POSITIONE

A. Notice of all vacancies and locations of aLL"
positicns, including new positions, shall be posted in’
each schoel and office building no later than thirty
(30) davs folldﬁing the formal notice of the Board action
that created such vacancy. i
l. Secretaries who apply for a vacancy shall
receive in writing from the Personnel Office proper acknow-
ledgement of their application/request within ten (10} days.
2. The Association must -be notilied in writing of
" all transiaers, etc. | ’ _
3. All vacancies shall be posted for a minimum of
ten (10) days.
B. The Association will be notified of the iden<ti-=zy
£ ¢he person selected for thé'position within sixty (60)
calendar days of the last day for the filing of applicatiors
or if the position has not been filled within that pericd,
of the.reason for the delay. .
C. When -a vacanecy is filied from within the district,
the"appoin;ee shall be notifiea no later than 10 days after

© the action has been taken by the Board.
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D. All pesitions when vacated shail be advertised
at the current job classiéicatipn.

E. Every in-house sacratary who appliss for a pcsi-
tion must be screened.

T




ARTICLE 17

SUBSTTTUTES

A. fWhen a secretarial position has been filled by a
temporary or substitute secretary for a pericd of 90 consecutive
working days, the position shall be deemed vacant ard filled by
reqular appointment as set forth in paragraph 16, unless the
position is eliminated by Board action. The purpose of this
paragraph is to limit the use of temporary or substitute secretaries
to pericds less than 90 days.

@ _Should a secretary be asked to assune the responsibilities
of a higher level secretary for mpre than twenty (20) working days,
the Board shall pay him/her at a rate which inclules a prorated
promotional increment from the initial date through the date on
which she/he is relieved. |
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ARTICLE 18

DAILY WORXING HOURS

A. The regular work day for secretaries shall cqnsist
of a-7 hour work day year-rouné exclusive of a duty free
lunch. )

B. Secretaries employed in the Administration Building
and School Buildings will begin work at 8:00 "a.m.

€. All work time over the regular 7 hour work day shall

be compensated at time and one-half.

(st
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ARTICLE 19

EVALUATION PROCEDURE

A. Secretarial evaluations shall be written by immediate
.supervisor. No secretary shall be evaluated by another secretary.
B. A secretary shall be given a copy of any evaluation

'report prepared by his/her evaluator at least one '(1) day before
any conference to discuss it. No such report shall be submitted
to the Central Office, placed in the secretary's file c;r otherwise
acted ypon without prior conference witﬂ the secretary.

C. A secretary shall have the right, wpon request, to
review the contents of his/her personnel file located in the Office
of Personel -and to receive copies at Board expense of any documents
contained therein., A secretary shall ﬁave the right to have a
representative of the Association accompany him/her during such
review.

D. No material derogatory to a secretary's conduct,
service, character, or personality shall be placed in his/her
personnel file unless the secretary has had an cpportunity to
review the material and receive a copy. The secretary shall
acknowledge that he/she has had the oppértm'ity to review smh
material by affixing her signature to the copy to be filed with
the express' understanding that such signature in no wéy indicates

a;;reen'e.nt with the contents thereof.
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“The secretary shall also have the right to submit a written
answer to such material. Said answer shall be reviewed by
the Superintendent m'.his designee and attached to the file
CcopY .

E. The Board agrees to protect the confidentialities
of perscnal references, academic credentials and other similar
dmts and sha.ll not establish any separate file which is not
available for the enployees inspection.

F. Prior to any annual written evaluation, the
immediate supervisor of a non-tenure secretary shall have a
conference with éaid secretary, fram time to time, regarding

his/her performance as a secretary.
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ARTICLE 20

JOB EVALUATICN COMMITTEZ

A. This "Committee” shall consist of seven (7)
merkers. Three (3) secretarial/clerical emplovees
appointed by the Association, three (3) administrators
appointed by tﬁé Superintendent of Schools and one (1)
Board of Educa;ion member appointed by the President
of the Trenton Board cof Education.

B. The purpose of the Committee shall be:

1. Review job descriptions mutually developed
between each secretarv and her iﬁﬁediate sup?r;isor.

2. Advise the Boaréd on the increased need for
[ ] .

secretarial positions and/or reclassification of existing

pecsitions. The committee shall report its findings by

Mavy 1 of each year.




ARTICLE 21

PROMOTIONS

A. A promotion shall be defined.as taking place
when an individual applies, and is selected for, a-
position which is rated Higher than the one they held
prior to such application. When ﬁromoted A secretary
shall receive a ;romoticnﬁl increment of not less than
$500.00 and shall move to_the aprropriate salhry guide
and the next highest dollér step.

B. Continuation in the same position, absent reclass-

ification shall not result in a promotion. .
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ARTICLE 22

DURATION OF AGREEMENT

A. This Agreement shall be effective as of July 1, 1984
.and shall contime in effect ntil June 30, 1986, subject to
the Association’s right to negotiate in accordance with N.J.S.A.
34-13a-1 et seg,-under procedures defined in Article 2 and
subject to the Association's right to negotiate a successor
Agreement as provided in Article 2. This Agreement shall not
be extended orally. ' |

B. This Agreement incorporétes all of the understandings
of both parties -and may not be modified subject to Article 2.

(5. In witness whereof the parties hereto have caused
this Agreement to be duly signed by their respective presidents
and attested by their respective vice-presidents.

BOARD OF EDUCATION QF TRENTON EDUCATIONAL SECRETARIES

ASSISTANT SECRETARY
Date:

—-i 2=

THE CITY OF TRENTCHN ASSCCIATION
PRESIDENT PRESIDENT
Date: Date:
Attest: Attest:

ASSISTANT SECRETARY
Date:



