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1:1

ARTICIE 1
RECOGNITION

The Board hereby recognizes the Association as the exclusive and sole
representative for collective hegotiations concerning the terms and
conditions of employment for all full-time personnel under contract,
employed by the Board:

Including:

Benefits Coordinator

Administrative Secretary (Level 1A)
Accounting Assistant (Level 1A)
Business Assistant (Level 1A)

Head Secretary Secondary (Level 14)
Elementary Seeretary/Secretary {Level 1)
Secretary (Level 2)

Secretary (Level 3)

But excluding: All other personnel of the school district not specifically
enumerated in the inclusion set forth above and. However, all unit
disputes regarding newly created positions may be referred to PERC for a
unit determination.




2:2

2:3

2:4

3:1.2

3:1.3

3:2

3:2.1

3:2.2

The parties agree that no new proposals may be introduced after the
second megotiation session. After that date, the parties shall exchange
points of view, modify their existing proposals and make counter-
proposals in response to the proposals of the other party. The Board
shall make available to the Association, upon request, all public

to assist the Association in making reasoned and accurate proposals
during the negotiations process. The costs of all such requests shall be at

Neither party in any negotiations shall have any control over the selection
of the negotiating representatives of the other party.

This Agreement shall not he modified in whole or in part by the parties
except by an instrument in writing duly executed by both parties.

ARTICLE 3
GRIEVANCE PROCEDURE

Definition

A “grievance” is a claim by an employee that he/she has suffered a loss
or injury as a result of misinterpretation, misapplication, or violation of
this Agreement, Board policies, or administrative decisions affecting
terms and condition of employment. As used in this Article, the term
“employee” shall means (@) an individual employee, (b) a group of
exmployees having the same grievance, (c) the Association.

A grievance to be considered under this procedure must be initiated by
the employee or group of employees within ten (10) workdays of its
occurrence.

An aggrieved person is the Person or persons making the claim.

Procedure

Failure at any step of this procedure to communicate the decision on a
grievance within the specified time limits shall permit the aggrieved to
proceed to the next step, ; -

Failure at any step of the procedure to appeal a grievance to the next step
within the specified time limits shall be deemed to be acceptance of the
decision rendered at that step.

[ 38 ]



3:2.3

Level 1: Imformal level (Immediate Supervisor)

Any employee who decides either alone or with the assistance of the
Association that he/she has a grievance shall discuss it with his/her
immediate superior in an attempt to resolve the matter informally at that
level.

3:2.3.1Level 2: Grievance put into writing (Immediate SUpervisor or principal)

3:24

3:2.5

If as a result of the discussion, the matter is not resolved to the
satisfaction of the employee, then the employee shall, within seven (7)
work days of such discussion, set forth his/her grievance in writing to
his/her principal or other Immediate superior, specifying:

a. The nature of the grievance and date occurred.

b. The specific provisions of the Agreement, Board policies or
administrative decisions being grieved.

c. The results of the previous discussions.

d. His/her dissatisfaction with decisions previously rendered.

e. Relief sought.

The principal or immediate superior shall communicate his/her decision
to the aggrieved and his/ber representative in writing within seven (7)
workdays of receipt of the written grievance.

Level 3: Superintendent

The employee no later than seven (7) work days after receipt of the
principal’s decision, may  appeal the principal’s decision to the
Superintendent of Schools, The appeal to the Superintendent must be
made in writing, reciting the matter submitted to the principal as
specified above and the employee’s dissatisfaction with decisions
previously rendered. The Superintendent shall attempt to resclve the
matter as quickly as possible, but within a period not to exceed thirty-five
(35) workdays, the Superintendent shall communicate his/her decision in
writing to the employee, the principal, and the Association. If the
grievant or Association requests a meeting at the Superintendent’s level,
the Superintendent or his/her representative shall conduct a meeting
concerning the grievance and render a decision within the time limits set
forth herein. ’

Level 4: Board of Education ,
The Association has the right to appeal grievance to the Board of
Education. The Board, or a committee of the Board, may hax;e a hearing



3:2.6

Level 5: Arbitration

If the employee and/or Association are dissatisfied with the decision of
the Board and only if the grievance pertains to a violation of this
Agreement between the Board and the Association and review by an
arbitrator is desired, the Association shall file with the Public
Employment Relations Commission a request for the submission of a list
of arbitrators to hear the particular issue. This request must be made no
later than fifteen (15) workdays after receipt of the Board's decision. A
copy of this request must simultaneously be submitted by certified mail
or receipted hand delivery to the Board of Education. Additionally, a
grievance may not be submitted to arbitration, which pertains to:

a. A grievance of a non-tenured employee which arises by reason of
his/her mid-year termination, not being reemployed, or appointment
to or lack of appointment to, retention in or lack of retention in any
position for which tenure is either not possible or not required.

b. No grievance shall be taken to arbitration that impinges upon the
right of the Board of Education to appoint, promote, assign,
involuntarily transfer, or withhold increment.

C. Any matter for which a method of review is provided for by law or
any regulation of the State Board of Education, or the Commissioner
of Education, or any matter which according to law is beyond the
scope of the Board's authority or limited by law to Board authority
alone.

d. An employee, in order to process his/her grievance to arbitration,
must have his/her request for such action accompanied by the
written recommendation for such action by the Association, which
shall represent or approve the representative of said grievant at the
arbitration level.

3:3 - 3:4.8 Remain the same.

3:3

3:3.1

3:3.2

The following procedure will be used to secure the services of an
arbitrator from the Public Employment Relations Commission (PERCQ):

A request by the Association will be made to the Public Employment
Relations Commission (PERC) to submit a roster of persons qualified to
function as an arbitrator in the dispute in question.

If the parties, in accordance with the rules of the Public Employment
Relations Commission (PERC) are unable to determine a mutually
satisfactory arbitrator from the submitted list, they shall request that a
second list be submitted to the parties.



3:3.3

3:3.4

3:3.5

3:3.6

3:3.7

3:3.8

3:4
3:4.1

3:4.2

3:4.3

3:4.4

If the parties are unable in accordance with the rules of the Public
Empleyment Relations Commission (PERC) to agree upon an arbitrator
from the second list, then the appointing agency may be requested by
letter by either party to designate an arbifrator.

The arbitrator so selected shall confer with the representatives of the
Board and the Association, shall hold hearings promptly, and shall issue
his/her decision not later than 30 workdays from the date of the close of
hearings.

The arbitrator shall limit him/herself to the issues submitted to him/her
and shall consider nothing else. He/she can add nothing to nor subtract
anything from the agreement between the parties.

The recommendations of the arbitrator shall be binding. His/her decision
shall be in writing, but he/she shall be without power or authority to
make any decision, which requires the commission of an act prohibited
by law or which is violative of the terms of this Agreement.

The parties shall be responsible for all costs incurred by each and only
e fee and expense of the arbitrator shall be shared by each party paying
one-half.

If a court stenographer is requested by either party, the cost will be borne
by the party requesting the stenographer. However, should the party not
requesting the stenographer later Tequest transcripts pertaining to the
proceeding, they will then bear the proportionate share of the original
cost. Parties requesting transcripts of the proceeding shall bear the cost
of said transcripts.

General Regulations

All appeals taken past the immediate superior of the aggrieved party
must be stated in writing.

All time limits stated within this procedure must be strictly adhered to
unless an extension is mutually agreed upon in writing by both parties.

Employees presenting an appeal or assisting in the presentation of an
appeal are assured that no reprisals shall result because of their normal
and proper participation. ,

The aggrieved party and his/her representatives shall have the right to be
present at all hearings conducted at every step of the grievance
procedure, following the informal step.

W



3:4.5

3:4.6

3:4.7

3:4.8

3:4.9

The right of an employee to attempt to resolve a grievance directly
through normal administrative procedure is not to be abridged in any
way.

There will be no suspension of a grievance procedure when schools are
not in session except by mutual consent of the parties.

The aggrieved shall have the right to present his/her own appeal or
designate representatives of the Association to appeal with him/her or
for him/her at any step in his/her appeal through the level of the
Superintendent. If the aggrieved does not designate a representative and
the grievance has been submitted in writing, the Association shall be
notified that a grievance is in process and shall have the right to be
represented at all hearings pertaining to the grievance.

In the event that a grievance results from an action of a school official
higher than the rank of principal, the grievant may set forth his/her
grievance in writing to that official specifying:

a. The nature of the grievance and date occurred.

b. The specific provisions of the agreement, Board policies or
administrative decisions being grieved.

¢. Theresults of the previous discussions.

d. His/her dissatisfaction with decisions previously rendered.

e. Relief sought.

The official to whom the grievance is submitted shall render his/her
decision to the secretary in writing within seven (7) work days of receipt
of the written grievance, unless said official is the Superintendent of
Schools; in which event, the thirty-five (35) workday answering period set
forth in the Superintendent’s level shall apply. Grievances filed at the
advanced level based on an action of the Board of Education shall be
initiated and handled at the level of the Superintendent, if applicable.

Mid-year terminations of non-tenured secretaries will be subject to the
Grievance Procedure up to and including the Board level. However, such
grievances cannot be appealed to arbitration.



4:1

4:2

4:3
4:4

4:5

4:6

4:7

ARTICLE 4
RIGHTS OF THE PARTIES

The management of the Hamilton Township Board of Education and the
direction of its employees, including the right to hire, suspend, discharge
for just cause, promote, demote, transfer employees, for just and
legitimate reasons, are recognized to be in the right of the Board of
Education except as otherwise provided in this Agreement. However,
nothing contained herein shall be construed to deny or restrict to any
employee or the Board such right as each may have under New Jersey
School Laws or other applicable laws and regulations.

Whenever any employee is required to appear before the Board or
committee thereof, concerning any matter which could adversely affect
the continuation of that employee in his/her office, position, or
employment, or the salary or any increments pertaining thereto, then
he/she shall be given prior written notice of the reasons of such a
meeting or interview and shall be entitled to have a representative of
his/her choosing present to advise him/her and represent him/her
during such a meeting or interview,

Deleted pursuant to negotiation.

The Association shall have the limited right to use school facilities and
equipment upon approval of the appropriate administrator. The
Association shall pay for the actual cost of all materials and supplies
incident to such use. The Association shall be responsible for the cost of
repair of any facilities or equipment used which is necessitated by their
misuse or abuse.

- Employees shall be notified of their appointment and salary status for

the ensuing year no later than June 30,

Release Time for Meetings: Whenever, by mutual consent of the parties,
any representative of the association or any secretary participates during
working hours in negotiations, grievance proceedings, conferences, or
meetings, he/she shall suffer no loss in pay.

Just Cause: No employee shall be disciplined, reprimanded or reduced in
rank or compensation without Just cause. Any such action asserted by
the Board, or any agent or representative thereof, shall be subject to the
grievance procedure herein set forth.



4:8

5:1
5:2

5:3
»5:3.1

5:3.2

54
5:4.1

All political flyers, advertisements, or campaign endorsement literature
being distributed by way of school mailboxes, shall be either folded or
placed in an envelope so that no printed matter is exposed to public view.

ARTICLE 5
WORK YEAR/VACATION

The work year shall be all week days during the employee’s contract
period with the exception of scheduled vacation and holidays.

Contract Work Periods: Annual contracts are effective from July 1
through June 30 of the following year.

Vacatons

Vacations shall generally occur between one (1) week after the close of
school in June and one (1) week prior to the opening of school in
September or at such other times when school is not in session for
students. However, with the approval of the immediate supervisor and
the Superintendent or designee, a secretary may take part of his/her
vacation during the school year as follows:

a. One week for secretaries entitled to two (2) or three (3) weeks.

b. Two weeks for secretaries entitled to four (4) weeks.

c. Eligibility for vacation during the school year shall not be determined
solely by the number of secretaries in an office. 4

The building principal or immediate supervisor shall have the final
authority to approve vacation requests.

Vacation Eligibility shall be computed as of July 1.
All present employees shall earn vacations as per the following schedule.
1to 5 years - 11 days
6 to 10 years - 16 days
11 to 15 years - 21 days
16 + years - 26 days



5:4.2

5:4.3

5:4.4

5:4.5

5:4.6

5:5
5:5.1

5:6

Days on Workers Compensation and other paid time will count toward
vacation eligibility and salary guide movement. Unpaid time under six
months will count toward vacation eligibility and for salary movement.
Unpaid time over six months does not count for vacation eligibility and
for salary guide movement. -

Employees who received eleven (11) full days vacation in their first year
will receive full credit for that year for determining vacation eligibility.

After an employee has exhausted his/her accumulated full pay sick days,
full pay personal days, and any additional granted partial pay days for
illness or personal reason, he/she may elect to use his/her accrued
vacation days for all subsequent absences prior to being placed in a no
pay status.

Upon application to and written approval by the Superintendent up to
nine (9) unused vacation days may be carried over to the subseguent
school year. Both the Board and the Association acknowledge that
exceptional circumstances may arise which may require that an employee
forego his or her scheduled vacation and carry it over to the subsequent
school year. It is further acknowledged that the needs of the district
must be considered whenever such a request is made to the
Superintendent.

Upon the death of an employee, accumulated vacation days earned and
not used by the employee prior to his/her death shall be paid to the court
appointed executor or administrator of the estate of the employee.

Holidays - as presented by the Board.

Pursuant to a schedule established by the Board of Education, not less
than eighteen (18) days per year.

All years of service with the Hamilton Township Board of Education will
count toward vacation credit and longevity.



ARTICIE 6
DAILY WORK HQURS

6:1 Beginning with the first day that teachers report and continuing to June
30 with the exception of the summer work hours listed in Article 6:2.-

6:1.1 For positions of thirty-five (35) hours per week, the work day shall
consist of seven (7) hours exclusive of a sixty (60) minute duty-free lunch
hour.

6:1.2 For positions of less than thirty-five (35) hours per week, the work day
shall be defined by the Administration.

6:1.3 Scheduling of Ilunch hours shall be the responsibility of the
Administration.

6:1.4 Daily schedules and daily starting and ending times shall remain as
presently scheduled. Should there be a need for a change in the daily
schedule and/or starting times the Association shall be notified in
advance.  All secretarial personnel shall not be required to work
whenever schools are closed for inclement weather. Employees who are
requested by their supervisor to report to work on such days shall receive
at the request of the employee compensatory time of either one-half (1/2)
day or the actual hours worked, whichever is greater, within the same pay
period or the subsequent pay period. Employees shall make an attempt
to arrive at school as close to their regular starting time as possible when
there is a delayed opening. It is understood that employees who arrive
later than the normal starting time but prior to the delayed opening time
shall not be penalized in any way and will not be required to make up
lost time.

6:2 Summer Work Hours

6:2.1 Effective September 1, 1999, summer hours for secretaries shall be from
8:30 a.m. to 3:30 p.m. and shall consist of six hours exclusive of a one-
hour duty-free lunch hour from after the last day of the teachers’ work
year in June until the day before the first day when all teachers report to
their building at the beginning of the school year.

6:2.2 Combination of breaks must be approved by supervisor.

10



71

7:2

7:3

74

7:5

7:6

ARTICLE 7
INSURANCE PROTECTION

The eligible employee may choose the individual, parent and child,
husband and wife, or family plan. Effective July 1, 1998, all new hires
shall receive single medical coverage insurance and single only
prescription coverage until the acquisition of tenure pursuant to N.J.S.A.
18A: 17-2 or any successor statute thereto. New hires will be permitted
to purchase dependent coverage at their own cost. Upon the acquisition
of tenure by an employee, such employee shall be eligible for all levels of
health care coverage. Full-time employees returning to work from an
approved leave of absence, which leave of absence commenced after the
acquisition of tenure, shall receive the same health care coverage upon
their return that they had before they began their approved leave.

The Board shall provide for continuances of healthcare insurance after
retirement on the terms detailed in the master policies and contracts
agreed upon by the Board and the Association. The retirees shall be
responsible for all premium costs involved.

The Board shall give written notification at the time of hiring all
employees new to the district that the responsibility for insurance
coverage during the interim period rests with the employee.

All new employees and other employees requesting same shall be given a
description of the health-care insurance coverage provided under this
Article contingent upon the availability of such documents from the
carrier.

If the Board requires chest x-rays of the secretary to maintain his/her
employment, the Board will pay for the cost of such required X-rays.

Effective July 1, 2007, the Board of Education shall provide full coverage
for a prescription plan with a $15.00 co-pay provision for name brand
drugs and a $5.00 co-pay provision for generic drugs for retail; and a
$15.00 co-pay for mail order brand name drugs, and a $5.00 co-pay for
mail order generic drugs in accordance with the provisions of the policy.
The employee may choose the individual, parent and child or family plan,
except for new hires. ‘ :

I}



77

7:8

79

7:9.1

710

The Board of Education shall pay 100% of the premium, up to $1,250 per
year, for the employee and eligible dependents for a dental program. The
provision of dental insurance, and the payment of any insurance
premium, shall be in accordance with state law and regulation or any
successor statute or regulation thereto.

The Board of Education shall pay one-half (1/2) of the cost of the
premium of Prudential Class 2: 330 benefit ($330 per month). The
employee may select additional Plans at no expense to the Board of
Education with authorized payroll deductions to cover the increased
premium. If the Board of Education makes a determination to change the
carrier from Prudential, the Board shall give the Asscciation notification
in writing of such a change at least 30 days before the effective date of
the change. Any change in carrier shall not diminish but shall maintain
the level of benefits defined by the “Prudential Class 2: 330 benefit”.

Each employee opting for medical and prescription benefits shall
contribute bi-monthly on a pre-taxed basis for medical benefits provided
to the employee pursuant to this Agreement 1.5% of contract base or ter
amount, whichever is applicable. The Hamilton Township School
Secretaries’ Association and all of its individual members waive and
relinquish any and all rights or claims that it may now have or hereafter
acquire against the Board arising from this co-pay provision for benefits
within this Contract, whether before PERC or the contractual grievance
procedure, Commissioner of Education, or any other court or
administrative agency of competent jurisdiction.

Employees retiring between the dates of August 2, 2010 and July 1, 2011
with 25 years of service in PERS, 10 years of which are in Hamilton Twp.
School District, will receive annually, by July 30%, a deferred income cash
payment of $500 for life. These employees will receive the prescription
plan provided by the SEHBP for life. Effective with 2012-2013 school year
and thereafter, employees retiring will no longer be eligible for a deferred
income cash payment.

Effective July 1, 2011, if any employee waives health insurance and/or
prescription insurance, said employee shall receive a cash payment of
5$5,000.00 or 25% of that premium, whichever is less for July 1 through
June 30 of each year. Employees that choose the cash option must
reapply each year. Proof of other coverage must be submitted with each
request for the cash option. In addition, the Board shall put in place a
Section 125 plan (details included in the Section 125 Addendum). All
waivers are subject to the provisions of this Addendum.



8:1
8:1.1

8:1.2

8:2

8:3

a:1

ARTICLE 8
OVERTIME, CALI-BACK TIME AND UPGRADE

QOvertime

Time and one-half shall be paid for overtime worked in excess of 40

(forty) hours during the regular week and/or all work performed on
Saturdays.

Double time shall be paid for all work performed on Sundays or holidays
scheduled by the Board of Education provided such overtime shall be
worked on the premises.

Call-Back Time

Employees will be guaranteed a minimum of three (3) hours pay at the
time and one- half rate if called back to duty not contiguous with their
regular work day.

Temporary Upgrade Within The Unit

When a secretary is required to temporarily assume the duties of a head
secretary for a period greater than one (1) week and no longer functions
exclusively in the duties of his/her own level, upon the sixth day of
upgrade, said secretary will begin to receive compensation retroactive to
the first day when new duties were assumed commensurate with the
proper guide step and level of that position. Exclusions: Assuming the
duties of a person on vacation or when an absentee’s duties are
distributed among several persons.

ARTICIE 9
DEDUCTION FROM SALARY

The Board agrees to deduct from the salaries of its employees, dues for
the Association Membership. Such 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 Department of Education. Said
monies, together with records of any corrections, shall be transmitted to
the Treasurer of the Hamilton Township School Secretaries’ Association
by the 15th of each month following the monthly pay period in which

deductions were made. Employee authorization shall be indicated on a
form provided.



9:2

9:3

9:4

9:5

9:6

9:6.1

10:1

The Association shall certify to the Board, in writing, the current rate of
its membership dues.

The Association shall receive representation fees from non-members who
are covered by the Agreement in an amount certified by the Association
in accordance with state law. The Association shall provide evidence to
the Board of Education that it has established a demand and return
system.

An employee may elect to have an amount of their salary deducted from
their check for deposit in the Mercer County New Jersey Teachers Federal
Credit Union. Said amount of deduction shall remain in effect for the
entire fiscal year.

The Association shall indemmnify and save harmless the Hamilton
Township Board of Education for any losses which may arise from the
deductions and deposits as per Article 9:4 above which do not arise from
the Board’s own negligence.

Employees may individually elect to have an amount of their salary
deducted from their pay to be deposited into one (1) or two (2) of the
mutually agreed upon tax-sheltered annuity plans. Amounts deducted
under this section shall be transmitted to the annuity companies within
five (5) working days from the day the deduction is made.

It will be the employee’s responsibility to ensure that the total deductions
do not exceed the allowable IRS deductions. The Board will assume no
Liability if the total deductions of an employee exceed the IRS limit.

| ARTICLE 10
SICK LEAVE AND TEMPORARY I EAVES OF ABSENCE

Accumulative Sick Leave

10:1.1 All persons employed effective in the month of July for the full year

shall be entitled to twelve (12) sick leave days as of the first official day
of said year whether or not they report for duty on that day. However, all
shorter term employees shall only be entitled to one (1) sick day for each
month of their appointment. Unused sick leave days shall be
accumulated from year to year with no maxirnum lmit.

14



10:1.2 Upon the death of an employee, unused accumulated sick leave days
earned and not used by the employee prior to his/her death shall be paid
to the court appointed executor or administrator of the estate of the
employee to the extent permitted by law. The amount of the payment
shall be computed pursuant to the formulas set forth in Articles 10:1.5
and 10:1.6, except that payment shall be made to the estate of any
employee with one or more years of service in the Hamilton Township
School District.

10:1.3 Each employee shall be entitled to one (1) day a year, at full pay, to
attend to a member of the immediate household who is ill. Days not
utiized will accumulate as “family illness days”. An employee may
accumulate up to a maximum of three (3) days. An employee may, in any
one year, use any number of family illness days accumulated. Thereafter,
the employee may replenish their days as outlined in the first sentence
above.

10:1.4 A full-time employee who has exhausted all of his/her sick leave days
provided for in Article 10: 1 above may be granted additional sick leave
days less substitute pay, at the discretion of the Board.

10:1.5Any secretary retiring with fifteen (15) or more years of service in the
Hamilton Township School District upon retirement in accordance with
the PERS regulations shall receive $75.00 per day for one (1) out of two
(2) unused accumulated sick days with a cap of

2011-2012 $6,000
2012-2013 $7500
2013-2014 $8500

10:1.6 Requests for payment from a retiring secretary must be made on the
proper form by December 1* of their last year of employment in order to
insure entitlement.

10:2 Personal Leave

a. All employees are entitled to three (3) personal days per year, prorated
from initial employment date.

b. Up to three (3) personal days not utilized during any school year shall
accumulate to the employee’s unused sick leave.



10:3 Death In mmediate Family

10:3.1 Deaths include immediate in-laws. Immediate family shall be interpreted
to mean: Father, Mother, Step-Parent, Brother, Sister, Step-Sibling, Spouse,
Civil Union Partner (as defined by the Sate of NJ), Child, Step-Child,
Grandchild and those related by blood or marriage or significant other
permanently residing within the household of the employee). Employees
will be given five (5) non-accumulative consecutive paid workdays per
occurrence. Employees shall be allowed to delay the use of bereavement
days when there is a delayed funeral/burial service. One of these
bereavement days may be held in abeyance and must be used in the
. same school year.

10:3.2Removed pursuant to negotiation.

10:4.1 If an employee exhausts all contractual leave days, he/she may apply to
The Superintendent of Schools for leave days without pay. Application
must be made at least one week prior to the needed leave.

10:4.2The Board may, at its option, grant other leaves of absence with full pay
or less the cost of the substitute at its sole discretion.

| ARTICLE 11 |
PROMOTIONS. VACANCIES, NEW POSITIONS, AND SUBSTITUTES

11.1 Any secretarial position vacated or created shall be considered open and
a list of all open positions in the school district shall be made available to
all staff prior to the filling of said positions.

11:2 Open positions shall be adequately publicized by the administration.

11:2.1 Notification shall be distributed in each building by the administration
as far in advance as practicable, ordinarily at least fifteen (15) working
days before the final date when applications must be submitted, and in
no event less than ten (10) school days before such date. One copy of
said notification shall be distributed to the Association president fifteen
(15) days before the final date of application and prior to any external
advertising.

11:2.2 The notification shall set forth the classification of the positions, its
duties, and the rate of compensation.

16



11:3

All qualified in-district personnel shall be given the opportunity to make
applicaton and no position shall be filled until all properly submitted
applications have been considered.

11:3.1When an action has been taken by the Board on a recommendation of the

11:4

administration concerning a secretarial promotional position, all in-
district candidates for the position shall be advised of said action
concurrently. An unsuccessful in-district candidate for a promotional
position shall have the right, upon request, to meet with the
Superintendent or his/her designee to discuss the reasons why he/she
did not receive the promotion. The decision of the Board in filling said
position shall be absolute and not subject to the grievance procedure.

Prior secretarial experience in an educational institution shall be
negotiated individually with new employees and credit on the salary
guide may be granted up to the maximum salary rate on the guide. Prior
secretarial experience not in an educational institution shall be
negotiated individually with new employees and credit on the salary
guide for such experience may be granted up to amaximum of three (3)
year's credit on the salary guide. Full credit on the salary guide shall be
given for secretarial experience in the Hamilton Township School District.
Credit for military experience shall be in accordance with the law. New
hires will be placed on a step of the salary guide and once established,
the credit agreed upon shall serve as a base from which future progress
on the salary schedule will occur.

11:5.1 Substitutes may be used by the Board to replace absent employee as

needed.

11:5.2 Substitutes may also be used by the Board on a temporary basis not to

exceed twenty (20) consecutive working days. If the use of the temporary
substitute by the Board exceeds twenty (20) consecutive working days,
the position shall be posted pursuant to Article 11:1.

17




12:1

13:1

13:2

13:3

134

ARTICIE 12
PERSONAL FREEDOM

The personal life of an employee, occurring outside of the work day, is
not the appropriate concern or attention of the Board except as it may
directly prevent the employee from performing properly his/her assigned
functions during the work day or where such personal life is prejudicial
to the best interest of the school system.

ARTICIE 13
EMPLOYEE EVAILUATION

Employees shall have opportunities to confer with their immediate
supervisors for the purposes of identifying strengths, weaknesses and
discussing ways and means to improve overall performance. These
conferences shall include written evaluation reports, and shall be
scheduled by the supervisor at least once in each contract year.

Employees shall be given copies of the evaluation report and shall be
requested to sign it at the completion of the conference. Opportunity
shall be given to the employee to file a written response within ten (10)
workdays of the conference.

The evaluation and the response shall be forwarded to the
Superintendent or his/her designee for review and shall be filed in the
central personnel file.

Personnel Records

13:4.1 No material derogatory to an employee’s conduct, service, character or

personality shall be placed in the personnel file or used in any procedure
against the employee, unless the employee has had an opportunity to
review such material by affixing his/her signature to the copy to be filed
with the express understanding that such signature in no way indicates
agreement with the contents thereof. The employee shall also have the
right to submit a written answer within ten (10) workdays to such
material and his/her answer shall be reviewed by the Superintendent or
his/her designee and attached to the file copy.

18



13:4.2 In the event of the failure of the Board to re-employ a non-tenured

14:1

14:2

14:3

15:1

15:2

15:3

employee, the said employee may request: first,.a meeting with his/her
immediate supervisor, if dissatisfied with the results of that meeting,
he/she may request a meeting with the Superintendent of Schools; and if
still dissatisfied, a meeting with the Board during which the employee
may stipulate his/her position relative to the matter. The employee may
have a representative of his/her choosing present to advise him/her
during the aforementioned hearing.

ARTICIE 14
PROTECTION OF EMPLOYEES AND PROPERTY

The Board of Education and the Hamilton Township School Secretaries’
Association recognize their responsibilities as defined in the following
State Statutes: 18A: 16-6; 18A: 16-6.1; 18A: 25-2; 18A: 30-2.1.

The Board shall reimburse employees for the reasonable cost of any
clothing or other personal property damaged or destroyed on the person
of the employee as a result of an assault suffered by the employee while
the employee was acting in the discharge of his/her duties.

Employees shall immediately report cases of assault suffered by them in
connection with their employment to their principal or his/her
designated representative.

ARTICIE 15
TRANSFERS AND REASSIGNMENT

Employees desiring a change in their employment shall make their
request in writing to the Superintendent or his/her designee.

The best interest of the school system as determined by the
Superintendent and the wishes of the individual employee shall be
considered in the determination of request for reassignment and/or
transfer. However, the Board of Education reserves its right to assign

and/or reassign all employees and such assignment and reassignment
shall be final.

If an employee is to be reassigned for a period of two weeks or more,
he/she will be notified promptly in writing two weeks prior to the
effective date of such re-assignment, and if dissatisfied, he/she may

appeal in writing said reassignment through the appropriate channel to
the Board of Education.

19



16:1

16:2

16:3

17:1

NOTE:

ARTICLE 16
SECRETARIES-ADMINISTRATION LIAISON COMMITTEE -

The Superintendent and/or representatives at the central staff level agree
to meet with representatives of the Association to amicably review and
discuss current secretary problems and practices not related to the
collective bargaining agreement.

Meetings shall be held after work up to three (3) times per year, if
needed; the dates of which shall be mutually agreed upon. Size of the
committee shall be a workable number, not to exceed three (3) employees
al any given meeting. The Association shall select its own representatives.
The Association shall present an agenda to the Superintendent at least
one week prior to the scheduled meeting, with the understanding that a
portion of the meeting may be devoted to matters for discussion initiated
from the Superintendent’s Office, with the agenda for the same being
presented to the Association one week prior to the meeting.

The Board recognizes the need for communication at all levels and
encourages the implementation of this Article through scheduled
meetings of administration and employees. However, such meetings
shall, at no time, deal with topics that are under negotiation between the
parties.

ARTICIE 17
LONGEVITY

All secretaries who have completed the listed number of working years
by June of the preceding year in Hamilton Township shall receive the
additional cumulative amounts per year as listed: See Longevity Chart at
Page 30. These payments shall be subject to the negotiated provision set
forthin 17:4.

Employees eligible for longevity for the 2007-2008 school year will receive longevity as
per the 2007-2008 longevity schedule and effective 2008-2009 school year will continue
to receive that longevity and any increases will be as -per the 2008-2009 longevity
schedule. ie. employee on 16 years for 07-08 receives $1 ,320 and for 17 years for 08-09
receives $1,320 plus $200 = $1,520



17:2 Effective July 1, 2011, employees with 25 years of experience shall
receive an additional cumulative longevity payment of $250. (Previously
7:9.2)

17:3. Effective July 1, 2011, employees with 30 years of experience shall
receive an additional cumulative longevity payment of $250. (Previously
7:9.3)

17:4 All secretaries eligible for longevity for the 2014-15 school year will be
granted longevity payments for which they were eligible for the 2014-15
school year. Effective June 30, 2015, all secretaries’ longevity payments
shall be frozen and there shall be no further increases in longevity and
no new longevity payments made.

ARTICIE 18
TRAINING LEVEL RECOGNITION

18:1 The Board shall pay a reimbursement of up to $150 per semester per unit
member of tuition costs upon satisfactory completion of work-related
courses, and/or courses required to attain a degree as follows:

a. The Superintendent or his/her designee must approve in advance of
any course work proposed.

b. Approval shall only be granted for credits earned at an accredited
post high school institution.

¢. In no event shall the total cost for all such course work exceed
$10,000 in any one contract year.

18:2 Secretaries earning approved credits in work-related areas shall receive
the following non-cumulative compensation as part of their contracted

salary:
Approved Credits Stipend
15 3400
30 $500
45 $600
~ 60 (or associate’s degree) $700
75 $800
90 $£900
105 $1,000

120 (or bachelor’s degree) $1,100

21
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ARTICILE 19
-~ SENIORITY

19:1 School district seniority is defined as service to the Hamilton Township
School District in any position within the unit.

19:1.1 During the period of employment within this unit, employees shall
continue to accrue seniority credit in all lesser unit classifications in
which they have been employed.

19:1.2 In the event of reduction in force, nontenured employees shall be laid off
prior to tenured employees in accordance with Commissioner of
Education rulings.

19:1.3 In the event of a reduction in force for reasons of economy, individuals
shall be laid off/eliminated in inverse order of seniority within the
affected classification. If a riffed individual has greater district-wide
seniority than an individual remaining in a lesser category the riffed
individual shall have the option to bump down into the lower category
position, assuming he/she holds the requisite qualifications.

19:1.4 Seniority shall have no bearing in cases involving terminations or
nonrenewals based upon job performance or other factors unrelated to
economic reductions in force.

19:1.5 Seniority shall not accrue during periods of absence from active work
due to: involuntary termination or disciplinary suspension; resignation or
voluntary quit; leaves of absence.

22
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19:2

20:1

When a vacancy occurs, notice of recall shall be given to the most senior
employee on lay off, assuming he/she is qualified for the vacant position.
Notice of recall to work shall be addressed to the employee’s last address
appearing on the records of the School District, by certified mail, return
receipt requested. Within-10 days from receipt of such notice of recall,
the employee shall notify the Director of Human Resources, in writing,
whether or not he/she desires to return to the work involved in the recall.
If he/she fails to reply or if he/she indicates that he/she does not desire
to return to such work, he/she shall forfeit all of his/her seniority and all
rights to recall. If he/she indicates that he/she desires to return to the
work involved in the recall notice, then he/she shall report to work within
10 working days from such date he/she receives the recall notice or
within such period of time as is set forth in a written extension of time
signed by the Director of Human Resources. In the event he/she shall fail
to report to work, he/she shall forfeit all of his/her seniority and all
rights to recall.

ARTICLE 20
MATERNITY AND CHILD REARING LEAVE

Any pregnant employee may apply to the Board for a maternity leave of
absence with or without pay and shall be granted that maternity leave at
any time before the expected date of birth, normally twenty (20) days,
and continue to a specified date after the birth, normally twenty (20)
days. The employee shall be allowed to use her accumulated sick days
during this disability period.

20:1.1 At the employee’s request, the date of return shall be extended for an

20:2

additional period of time for a disability related to the childbirth. A
statement from the attending physician specifying said further disability
will then be submitted.

Any employee may apply to the Board for a Child Rearing leave of
absence without pay and shall be granted that Child Rearing leave
normally beginning immediately after the maternity disability leave
terminates and continuing to the last calendar day of the fiscal year (June
30) in which the child was born.

20:2.1The initial leave including disability time shall be a maximum of one year.

The Board thereof shall approve any extension. Extensions can only be
granted up to one (1) additional year (maximum). Maternity leaves and
their extensions shall be requested at least sixty (60) days prior to
commencement of said leave. An employee returning from child rearing
leave shall return to work on the first workday of a pay period.



20:2.2The Board of Education need not grant a maternity leave of absence of a

20:3

20:4

20:5

20:6

21:1
21:2

21:3

22:1

22:2

non-tenured employee beyond the end of the contract-school year in
which the maternity leave is obtained.

Child Rearing leave for adopted children shall be on the same terms as
provided for naturally born children.

For a period of up to but not exceeding ninety (90) days from the last day
on the payroll, the professional staff member will retain health insurance
benefits that the Board is legally permitted to provide the staff member,
as if in full-time employment.

Establish Flexible Spending Accounts for dependent care and un-
reimbursed medical.

All leaves are subject to NJFLA and FMLA.

ARTICIE 21
SALARIES

Secretaries shall be paid in accordance with the salary guides attached.

The salaries of all twelve month employees covered by this Agreement
shall be paid in twenty-four (24} equal installments at the rate of two
installments per month on the 15* and 30%, or last day of February. If
either the 15th or 30® or last day of the month falls on a weekend,
holiday, or other day when school is closed, then payment shall be made
on the workday immediately prior to that day.

Any secretary requested to act as an interpreter shall be paid the district
rate.

ARTICILE 22
MISCELLANEOUS PROVISIONS

The Board and Association agree that there shall be no discrimination in
the hiring, training, assignment, promotion, transfer, discipline of
employees, or in the application or administration of this Agreement on
the basis of those categories as specified in NJ Law of Discrimination.

Board Policy: This Agreement shall be construed as Board policy for the
term of said Agreement, and the Board shall carry out the commitments
contained herein and give them full force and effect as Board policy.



22:3

22:4

22:5

22:6

22:7

22:8

Separability: If any provision of this Agreement or any application of this
Agreement to any employee or group of employees is held to be contrary
to law, then such provision or application shall not be decreed valid and
subsisting, except to the extent permitted by law, but all other provisions
or applications shall continue in full force and effect.

Both parties recognize the desirability of continuous and uninterrupted
operation of the instructional program during the normal school year and
the avoidance of disputes which threaten to interfere in such operation.
Since the parties are establishing a comprehensive grievance procedure
under which unresolved disputes may be settled, the parties have
removed the basic cause of work interruptions during the period of this
Agreement. Therefore, the Association agrees that if the Association has
a dispute with the Board during the term of this contract it will not
support or encourage any concerted interference with the normal
operations of the school district and will do everything in its power to
prevent or terminate any such concerted action which might occur with
or without its sanction as a result of said dispute.

The Hamilton Township School Board, on its own behalf and on behalf of
the taxpayers of the district hereby retains and reserves unto itself,
without limitation, all powers, rights, authority, duties and
responsibilities conferred upon and vested in it by the laws and the
Constitution of the State of New Jersey, and of the United States and
other applicable laws and regulations.

Nothing contained herein shall be considered to deny or restrict the
Board of its rights, responsibilities, and authority under the New Jersey
School Laws or any other national, state, county, district, or local laws or
regulations.

Nothing in this Agreement which changes pre-existing Board Policy, rules,
or regulations shall operate retroactively unless expressly so stated. The
parties agree that employees shall continue to serve under the direction
of the Superintendent of Schools and in accordance with Board and
Administrative Policies, Rules and Regulations provided that the
provisions of this Agreement shall supersede and prevail over any
conflicting provisions.

Printing Agreement: Copies of this Agreement _shall be printed and the
expense shared by the Board and Association after agreement with the
Association on format within thirty (30) days after the Agreement is
signed.



22:9 Whenever any notice is required to be given by either of the parties to

- this Agreement to the other, pursuant to the provisions of this
Agreement, either party shall do so by telegram or registered letter at the
following addresses:

If by Association, to the Board at:
Hamilton Township Board of Education
Administration Building
90 Park Avenue
Hamilton, New Jersey 08690.

If by the Board, to the Association at:
Hamilton Township School Secretaries’ Association
To: the name and address on file with the Board Secretary.

22:10 This Agreement represents and incorporates the complete and final

understanding and settlement by the parties of all bargainable issues,
which were or could, have been the subject of negotiations. During the
term of this Agreement, neither party will be required to negotiate with
respect to any such matter whether or not covered by this Agreement and
whether or not within the knowledge or contemplation of either or both
of the parties at the time they negotiated or signed this Agreement.

22:11 Mileage reimbursement for approved/authorized school business shall be

paid at the rate approved by the OMB as of July 1 of the contract year.

ARTICLE 23
DURATION OF AGREEMENT

23:1 This Agreement shall be effective as of July 1, 2014, and shall continue in

effect until June 30, 2017, subject to the Association’s right to negotiate
over a successor Agreement as provided in Article 2. This Agreement
shall not be extended orally and it is expressly understood that it shall |
expire on the date indicated. No member of the Association shall move
up the Salary Guide or receive an increment on the Salary Guide after
June 30, 2014, until a successor agreement has been executed by the
Association and the Board.



23:2 In witness whereof the Association has caused this Agreement to be

signed by its President and Secretary and the Board has caused this
Agreement to be signed by its President, attested by its Secretary and its
corporate seal to be placed hereon, all on the day and year first above

written.

HAMILTON TOWNSHIP SCHOOL SECRETARIES’ ASSOCIATION

By: o

M g STl Date: _%/~'__ 2015
Linda‘Fostér ’
President

fQM!’?Q ?Qiémféﬁ - Date: 4 2 2015
Donna Deissinger 7J
Secretary

HAMILTON TOWNSHIP BOARD OF EDUCATION

o / ﬁ .? - ) . o
s C}’ém Date: ___3 /&«?//0 , 2015

Anthan‘/ Celentano

President

. L ) .

et st oo Date: ,3[9@/ 'S 2015
Katherine Attwood '

Business Administrator/Board Secretary



SECTION 125 ADDENDUM

1. In-Writing Requirement - A Section 125 Plan must have a separate

written plan document (an internal document that the employer
maintains). This plan shall be available to employees.

The following information must be included:

a.)

b.)

c.)

d.)

e)

" Specific description of the benefits available as per Article 7:10.

The procedures governing participants’ elections under the law.
This election shall allow employees to choose between non-taxable
health care coverage and taxable cash at the beginning of each plan
year (July 1). This option will be limited only to payments made by
the Board on behalf of its employees for health and prescription
benefits. This plan shall not include a flexible spending option.

Procedures whereby employees will continue current coverage
unless they specifically reguest the cash option in writing with
submission of proof of other coverage, prior to the beginning of
each plan year. July 1 for a full plan year, which is July 1 through
June 30.

Procedures by which coverage, without consideration of pre-
existing conditions, will be restored within 30 days of the
restoration request. Coverage will be restored only upon proof of
loss of coverage. It is the employees’ responsibility to notify the
Board in writing if benefits are lost for any reason.

Procedures for the payment of the $5000.00 or 25% of premium,
whichever is less, cash options. Reimbursements will be provided
at the end of the fiscal year in June and will be prorated if benefits
were reinstated at any time during the fiscal year.

2. Disclosure to Emplovees

a.)

The elements of the Section 125 written plan document must be
disclosed to employees. Disclosure may be in a booklet, or other
suitable form, distributed to employees referred to as a summary
plan description (SPD). In addition, elements may be subject to the
reporting and disclosure requirements of ERISA.



b) Under ERISA (and as a matter of common sense) information
provided to participants should be “written in a manner calculated
to be understood by the average plan participant...”

¢)  Description of benefits and procedures as outlined above are to be
followed when requesting revocation of the cash option choice in
the event of loss of coverage.

Administrative Information

This information should include data such as:

a)  Name of the plan

b.)  Name and address of employer or a representative
c.) Employer Identification Number

d) Type of plan

e)  Start and end of the plan year

f.) Type of administration

The following are the minimum requirements for eligibility and benefits
information:

a) A description of benefits available under the plan
b.)  Requirements for participation and benefits

Loss of Benefits Information

a) Employees must choose the cash option prior to each plan year.
July 1 for a full plan year which is July 1 - June 30.

b.)  Proof of other coverage must be submitted with each request for
the cash option. Proof of loss of coverage must be provided before
benefits can be restored prior to an open enrollment period.

6. Reporting Requirements - Reporting requirements for Section 125 plans

are satisfied by completing the applicable IRS form.



Salary Guide 14-15
Step

w o ~N o,

11
12
13
14

18
Ben Cord.

33,740
34,630
35,550
36,500
37,480
38,650
39,700
40,790
41,810
43,070
44,270
45,770
47,270

48,020

(340)

33,400
34,290
35,210
36,160
37,140
38,310
39,360
40,450
41,5670
42,730
43,830
45,430
46,930

47,680

(1,000)
|

32,740
33,630
34,550
35,500
36,480
37,650
38,700
39,790
40,910
42,070
43,270
44,770
46,270
47,020

(1,550)
I

32,190
33,080
34,000
34,950
35,930
37,100
38,150
39,240
40,360
41,520
42,720
44,220
45,715

46,460 750



Salary Guide

15-16
Step

14

15
Ben Cord.

1A

34,630
35,380
36,310
37,265
38,265
39,415
40,485
41,545
42,670
44,045
45,520
47,095

48,780

(340)

34,290
35,040
35,970
36,925
37,925
38,075
40,125
41,205
42,330
43,705
45,180
46,755

48,440

(1,000)

33,630
34,380
35,310
36,265
37,265
38,415
39,465
40,545
41,670
43,045
44,520
46,095
47,780

31

760



Salary Guide

16-17
Step

14

15
Ben Cord.

1A

35,440
35,940
36,860
37,825
38,835
39,985
41,065
42,380
43,955
45,630
47,405
48,290

(340)

35,100
35,600
36,520
37,485
38,595
39,645
40,725
42,040
43,615
45,290
47,085
48,950

[ ]

3

510



we &

Longevity - 1006-2007 Longevity - 2507-2008 Longevity - 2808-200%
10-13 £300.00 10-13 $ 300,00 10-13 $ 300.00
. 1415 $200.00 75 50000 14-15 $20000 § 31000 5 810.00 14-15 s 200007 500.00
16 $200.00 s 700.00 [ 16 $20000 $ 31000 § 1,320.00 16 s 200007 700.00
17 $200.00 "5 900.00 | 17 $20000 § 31000 $ 1,830.00 17 5 20000 'S 900.00
18 $500.00 "s1,40000 | I8 $500.00 § 31000 § 2.640.00 12 $ 50000 " 1.400.00
19 $500.00 "31,500.00 | 19 $50000- § 31000 5 3450.00 19 $ 50000 7S 1,900.00
20-24 $200.00 7$2,100.00 20-24 520000 § 31000 $ 396000 20-24 s 20000 7S 2,100.00
25-29 $200.00 7$2,300.00 25.29 $20000 § 31000 5 4470.00 25-29 $ 20000 7S 2300.00
30-34 $200.00 7'$2,500.00 30-34 $20000 $§  310.00 $ 4,980.00 30-34 S 20000 7S 2.500.00
3539 £200.00 "$2,700.00 35-3% $20000 § 31000 $ 5490.00 35-39 $ 20000 7S 2,700.00
40+ $200.00 $2,900.00 40+ $20000 § 31000 § 549000 40+ S 20000 S I900.00
Longevity - 2008.2010 Longevity - 2010-2011 Longevity - 20112012
10-13 $369.00 10-13 $ 300.00 16-13 § 300.00
14-15 $200.00 7S 500.00 14-15 $20000 7S 500.00 1415 5 20000 'S 58700 $ 1,087.00
16 $200.00 S 700.00 16 52000078 700.00 16 % 20000 $ S87.00 § 1874.00
17 $200.00 7S 900.00 17 $20000 7% 900.00 17 5 20000 5 587.00 § 2661.00
- T $500.00 7$1,400.00 18 $50000 7S 1,400.00 i8 s 50000 § 587.00 S§ 3,748.00
19 $500.00 7$1,900.00 ; 19 $50000 7S 1,900.00 19 5 500.00 § S87.00 § 4,835.00
20.24 $200.00 7$2,100.00 20-24 $20000 "$ 200000} 2024 5 20000 § S87.00 § 5,622.00
25.29 $200.00 7$2,300.00 25-29 $20000 "5 230000f 2529 & 200.00 § S87.00 § 6,409.00
30-34 $200.00 "$2,500.00 30-34 520000 S 250000| 30.3¢ % 200.00 5 587.00 § 7,196.00
35-39 $200.00 7$2,700.00 35-39 $20000 S 2700007 3539 % 20000 § 58700 5 7.983.00
a0+ $200.00  $2.500.00 40+ 20000 § 299000 40+ L3 20000 5 58700 % £7370.00
Longevity - 2012-2013 Longevity - 26132014
10-13 $300.00 10-13 $ 30000 ACCULMATIVE
1415 520000 $ 587.00 § 1,087.00 | 1415 §5 20000 § 58700 3 1,087.00 {BY YEAR
16 $20000 $ 587.00 § 1874001 16 $ 20000 5 587.00 § 1,874.00 |BY FIRST COLUMN
17 $20000 § $87.00 § 2661000 17 S 20080 $ 58700 § 2,661.00 |READING ACROSS
18 $50000 § 58700 374800 18 5 50000 § 58700 § 3,748.00
19 $500.00 § 587.00 % 4835001 19 5 50000 § 58700 S 4,335.00
20-24 $20000 § 587.00 3 5622001 2024 5 20000 3 SRT.00 € 562200
25-29 $200.00 § 38700 % 6409.00 | 2529 S5 20000 $ 58700 § 6.409.00
3034 $20000 $ 587.00 § 7,096.00 ] 3034 $ 20000 $ 58700 § 7.196.00
35-39 $20000 5 387.00 % 7983.00 | 3539 § 20000 § S87.00 $ 7,983.00
40+ $20000 § 58700 § 877000 40+ S 20000 §  SB700 § 8,770.00




