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ARTICLE I

RECOGNITION

The Dumont Board of Education recognizes the Dumont Education
Association as the exclusive bargaining representative for a
congolidated unit of secretarial and custodial employees as specified
below:

A. Included:

1. Secretarial/clerical personnel under the supervision of a
building principal

2, Secretarial/clerical personnel under the direction of the
cafeteria manager

3. Secretarial/clerical personnel under the direction of the
director of buildings and grounds

4. Administrative secretary - purchasing and accounts payable,
office of the business administrator

5. Secretary - office of the curriculum coordinator

6. Computer accounting technical aide - office of the business
administrator

7. Secretary/clerical personnel, office of the department of
special services

8. Custodial personnel
2. Maintenance personnel
16. Head custodians

B. Excluded:

Temporary, Seasonal and part-time employees, other than regular
part-time employees, working an average of less than twenty (20)
hours a week, clerical aides, secretarial/clerical personnel in the
office of the superintendent of schools, secretary to the board
secretary/school business administrator, teaching staff members,
supervisors, confidential employees within the meaning of the Act,
cafeteria and transportation personnel, director of buildings and
grounds, supervisor of custodial personnel, inventory control
clerk, per diem employees, and all other employees not specifically
included above.



ARTICLE 11

NEGOTIATION PROCEDURE

All communications between the parties relating to this Agreement
shall be made in writing, addressed and given to the President and
negotiation chairperson of and for the Association and to the
Superintendent of Schools on behalf of the Board.

The parties agree to enter into cecllective negotiation over a
successor agreement in accordance with Chapter 123, Public¢ Laws
1974, in a good-faith effort to reach agreement on all matters
concerning the terms and conditions of employees' employment. Such
negotiations shall begin no later than December 1, or in accordance
with the timetable set by PERC of the calendar year preceding the
calendar year in which this agreement expires. The starting date
may be waived in writing by mutual agreement of both parties. Any
agreement so negotiated shall apply to all employees, be reduced to
writing, be signed by the Board and the Association, in accordance
with section E. below.

The Board and the Association shall exchange proposals on or before
a mutually agreeable date. The proposal shall represent all the
proposals of either party.

The execution of the Successor Agreement by the parties hereto
shall take place after ratification of the provisions herein by the
Association and by the Board at its next regular or special meeting
following the ratification by the Association.

The parties agree that all negotiable items have been discussed
during the negotiations leading to this agreement, and that no
additional negotiations on this agreement will be conducted on any
item, whether contained herein or not, except by mutual consent.

This agreement shall not be modified in whole or in part by the
parties except by an instrument in writing duly executed by both
parties. :



ARTICLE II1

APPLICABLE LAW

It is expressly understood that this contract shall be binding upon
the Becard of Education only to the extent permitted by the Laws and
Constitution of the State of New Jersey and of the United States of
America and shall not impair the rights of any individual under
Article I, Section 19 of the New Jersey State Constitution.

It is understood by all parties that the Board, on its own behalf
and on behalf of the electors 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 law and the Constitution of the State of New Jersey and of
the United States.

ARTICLE IV

REPRODUCTION OF THIS AGREEMENT

The cost of producing one hundred copies of this Agreement shall be
equally divided between the Board and the Association.

ARTICLE V

GRIEVANCE PROCEDURE

Definition of a Grievance

A grievance is a claim by an employee or the Association based upon
a claimed loss, injury or inconvenience as the result of an alleged
violation, misinterpretation, or inequitable application of any
existing Board policy, provision of this agreement, ot
administrative decision affecting an employee's terms and
conditions of employment.

Purpgse
The purpose of this procedure is to secure, at the lowest possible

level, equitable solutions to the problems which may, from time to
time, arise affecting the welfare or working conditions of



employees. Both parties agree that these proceedings shall be kept
informal and confidential.

1.

3.

Procedure

Since it isg important that grievances be processed as rapidly
as possible, the number of days indicated at each level should
be considered as maximum and every effort should be made to
expedite the process. The time limits specified may be
extended by mutual agreement in writing. The term "days" in
this procedure shall mean days on which the school business
office is open unless otherwise specified.

In the event a grievance is filed on or after June 1, which,
if left unresolved until the beginning of the following school
year could result in irreparable harm to a party-in-interest,
the time limits set forth here shall be reduced so that the
grievance procedure may be exhausted prior to the end of the
school year, or as soon thereafter as is practicable,

Level One

Any employee or the Association who has a grievance shall
first discuss it with his/her principal or immediate
supervisor in an attempt to resolve the matter informally at
that level. Exception to this requirement may be initiated by
the Association after a grievance has been filed in writing at
level two, or at level three in the case of a group grievance,
by submitting written notice to the Superintendent of the
Association's intent to delay further processing of the
grievance until after the school year begins. The
Association's request to suspend the time limits over the
summer shall be granted.

Level Two

If as a result of the discussion at Level One the matter is
not resolved to the satisfaction of the employee or
Association within five (5) days after presentation of the
grievance at Level One, he/she shall set forth his/her
grievance, in writing, to the principal specifying: the
alleged violation, misinterpretation, or inequitable
application, the date of occurrence, the relief sought. Copies
shall be sent to the Superintendent and the Association. The
principal shall communicate his/her decision to the employee,
Superintendent of Schools, and the Association, in writing,
within five (5) days of receipt of the written grievance.

Level Three

The employee or Association may, within five (5) days after
receiving the principal's decision, appeal the principal's



decision to the Superintendent of Schools or his/her designee.
The appeal to the Superintendent must be made in writing and
must set forth the grounds upon which the grievance is based.
The Superintendent shall attempt to resolve the matter as
quickly as possible, but within a period not to exceed five
(5) days after receiving the appeal. The Superintendent shall
communicate his/her decision in writing, along with supporting
reasons, to the employee, the principal and the Association.

Level Four

If the grievance is not gettled to the satisfaction of the
employee after reaching the Superintendent, the matter may be
referred to the Association for consideration. This referral
for consideration must be made within five (5) days. The
Asgociation's grievance committee shall make a determination
as soon as possible, but within a period not to exceed five
{5) days after referral, notifving the employee and the
Superintendent in writing of that determination.

If the Association determines that the grievance has, or may
have merit, it shall recommend that the grievance be heard by
the Board of Education. If the Association determines that the
grievance is without merit, the employee shall retain the
right to appeal, in writing, to the Board of Education. The
request, in either case, shall be submitted, in writing,
within five (5} days through the Superintendent of Schools,
who shall attach all related papers and forward the request to
the Board of Education,

The Board of Education shall review the grievance and may, at
its option, hold a hearing if a hearing has been requested.
The Board shall render a decision, in writing, within thirty
(38) calendar days of receipt of the grievance.

Level Five

If the Association is not satisfied with the disposition of
the grievance by the Board, the Association, may within ten
(18) days after receiving the decision from the Board, submit
the grievance to arbitration by requesting a list of
arbitrators from the American Arbitration Association. The
parties shall then be bound by the rules and procedures of the
AAA., The Superintendent shall receive a copy of the demand for
arbitration. The arbitrator so selected shall confer with
representatives of the Board and the Association and hold
hearings promptly. The arbitrator's decision shall be in
writing and shall set forth the findings of fact, reasoning,
and conclusions for the issues submitted. The arbitrator shall
be without power or authority to make a decision which
violates the terms of this agreement. The arbitrator shall be
without power to add to, delete from, or modify. this



agreement. He/she shall issue his/her decision no later than
thirty {(30) calendar days from the date of the close of the
hearings, or, if oral hearings have been waived, then from the
date the final statement and proofs are submitted. The
decision shall be submitted to the Board, the Association and
the aggrieved, and shall be binding with respect to grievances
involving the alleged violation, interpretation or inequitable
application of the expressed provisions of the contract, and
shall be advisory with respect to all other matters.

The cost for services of the arbitrator, including per diem
expenses, if any, and actual and necessary travel and
subsistence expenses, shall be borne egually by the Beoard and
the Association.

8. Failure to File

A grievance to be considered under this procedure must be
initiated within ten (10) calendar days of this occurrence or
impact on the individual. Failure to file or advance a
grievance within a specified time limit shall constitute a
waiver of the grievance. Failure to respond to a grievance
within the specified time limits shall permit the aggrieved to
proceed to the next level.

Rights to Emplovee to Representation

With respect to personal grievances, he/she shall be assured
freedom from restraint, interference, coercion, discrimination or
reprisal in presenting his/her appeal. The employee shall have the
right to present his/her own appeal or designate representatives of
the Association or another person of his/her own choosing to appear
with him/her or for him/her at any step in his/her appeal. When an
individual is not represented by the Association, the Association
shall have the right to be present and informed at all stages of
the grievance procedure.

Miscellaneous

1. Decisions rendered at levels two, three - and four of the
grievance procedure shall be in writing, setting forth the
decision and the reasons for the decigion.

2, 21l documents, communications, and records dealing with the
processing of a grievance shall be filed separately from the
personnel files of the participants.

3. Forms for filing grievances, setrving notices, taking appeals,
making reports and recommendations, and other necessary
documents shall be prepared jointly by the Superintendent and
the Association, and given appropriate distribution by both



parties so as to facilitate operation of the grievance
procedure.

No employee shall have the right to refuse to follow an
administrative directive or a Board policy on the grounds that
he/she has instituted a grievance.

All employees including the grievant shall continue under the
direction of the Superintendent and administrator regardless
of the pendency of any grievance until such grievance is
properly determined.

Any grievance supported by the Association and not resolved to
the satisfaction of the employee, after review by the Board,
may, at the written request of the Association, be submitted
to arbitration as specified in section C. 7. of this article,
except in the case of a grievance involving any of the
following points:

a. A method of review is prescribed by law or state board
rule having the force and effect of law, or any
regulation of the State Commissioner of Education, or any
matter which, according to law, is either beyond the
scope of Board authority or limited to action ¢f the
Board alone.

b. A complaint of a non-tenured employee that arises by
reason of his/her not being re~employed.

C. A complaint by any employee occasioned by appointment to,
retention in, or lack of retention in any position for
which tenure is either not possible or not required.

Grievances affecting employees in more than one building shall
be initiated at the Superintendent's level.

ARTICLE VI

EMPLOYEE RIGHTS

Pursuant to Chapter 123, Public Laws of New Jersey, 1975, the Board

of Bducation hereby agrees that every employee ¢f the Board shall
have the right to organize, join and engage in collective

neqotiations and other concerted and lawful activities for mutual
aid and protection. As a duly elected body exercising governmental
power under coalor of law of the State of New Jersey, the Board of

Education undertakes and agrees that it will not discriminate
against any employee with respect to terms and conditions of



employment by reason of his/her membership in the Association, and
his/her participation in any legal activities of his/her
association, of his/her institution of any grievance with respect
to any terms or conditions of employment.

Nontenure secretaries and all custodial/maintenance employees shall
not be disciplined or reprimanded without just cause.

ARTICLE VII

MANAGEMENT RIGHTS CLAUSE

The Board reserves to itself sole jurisdiction and authority over
matters of policy and retains the right, subject only to the limitations
imnposed by the language of this agreement, in accordance with applicable
laws and regulations to:

A.

B.

F.

direct employees of the school district,

hire, promote, transfer, assign, and retain employees in positions
in the school district, and to suspend, demote, discharge, or take
other disciplinary action against employees,

relieve employees from duty because of lack of work or for other
legitimate reasons,

maintain efficiency of the school district operations entrusted to

them,

determine the methods, means, and perscnnel by which such
operations are to be conducted, and,

take whatever actions may be necessary to carry out the mission of
the school district in situations of emergency.

It is understocd by all parties to this agreement that, under the
rulings of the courts of New Jersey and the State Commissioner of
Education, the Board of Education is forbidden to waive any rights or
powers granted by law.



ARTICLE VIII

ASSOCIATION RIGHTS AND PRIVILEGES

Duly authorized representatives of this Association may be glven
permission to transact official Association business on school property
at such time and place as the administration deems reasonable so as not
to interfere with or interrupt normal school operations.

In the use of buildings by the Association, the Board of Education may
make a reasonable charge when special custodial service is required.

The Assoclation may use school equipment when not otherwise in use in
accordance with Board policy. Supplies in connection with such equipment
use will be furnished by the Association.

ARTICLE IX

SICK LEAVE

Definition of Sick Leave - 18A:30—1'

"Sick leave is hereby defined to meanh the absence from his or her
post of duty of any person because of personal disability due to
illness or because she/he has been excluded from school by the
school districts medical authorities on account of contagious
disease or of being quarantined for such a disease in her/his
immediate household."

Absence of all full-time employees shall be governed by state law
and the following detailed provisions:

l.

Sick leave with pay shall be granted to all full-time
employees of the Board of Education 1n accordance as follows:
One (1) day per month of employment during each school year.
All days for the year will be credited on the first day of
employment each year.

For absences of three (3} days or less, the employee must file
with the building principal or immediate superior assigned, a
signed statement showing dates and reason for absence
immediately upon his/her return to employment.

Absences beyond a three (3) day period require a doctor's
certificate. These certificates are to be attached to the sick
leave form and forwarded to the office of the Superintendent.



If any employee requires in any school year less than the
specified number of days of sick leave with pay allowed, all
days of such minimum sick leave not utilized shall be
accumulative to be used for additional sick leave in

subsequent years. (18A:38-3)

Whenever an employee is absent from his/her post of duty as a
tesult of a personal injury caused by an accident arising out
of and in the course of his/her employment, the Board of
Education shall pay to such employee the full salary wages for
the period of such absence for up to one (1) calendar year
without having such absence charged to the annual sick leave
or the accumulated sick leave. (18A:38-2.1)

In cases where full salary is paid by the Board of Education
during periods of absence covered by workmen's compensation,
the employee shall endorse the workmen's compensation checks
to the Board of Education. (18A:38-2.1)

In cases where a custodian must leave work during the regular
hours for personal illness or other emergency, the following
rules shall apply. Time begins at the start of each employee's
nermal work day.

a. Prior to two (2) full hours, deduction of a full work day
in either pay or time.

b. More than two (2} hours, but less than four (4} hours,
deduction of one~half (1/2) day in either pay or time.

c. Over four (4) hours, no loss of pay or time.

In cases where a secretary must leave school during regular
hours for personal illness or other emergency, the following
rules shall apply:

8. Prior to two (2} hours, full day deduction of pay or
time.

b. More than two (2) hours, but less than three and one-half
{3-1/2)} hours, one-half (1/2) day deduction of pay or
time; such time to begin when the employee's normal work
or school day begins.

c. Over three and one-half (3-1/2) hours, no loss of pay or
time.

For absences where no provision for payment has been made,
salary will be deducted as follows:
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a. Ten (1) month employees - daily rate of 1/206th of
yearly salary.

b. Twelve (12) month employees ~ daily rate of 1/260 of
yearly salary.

ARTICLE X

EXTENDED SICK LEAVE

Prolonged Absence Beyond Sick Leave Period — 1BA:38-6

ARTICLE XTI

PERSONAL LEAVE

In an effort to prevent undue hardship to employees who must be
absent from school to attend to urgent personal business, three (3)
days of personal leave without deduction in salary will be provided
for each year of regular employment. Such leave shall not be
cunmulative.

The intent of the Board of Education is that these days be used for
urgent personal business which cannot be attended to conveniently
on a day or time other than the employee workday.

Requests for leaves of this nature shall be submitted tc the
principal or immediate supervisor for his/her recommendation forty-
eight {48) hours in advance. Emergency requests will be submitted
via the substitute call service and the employee shall be required
to submit the reason for the emergency request on the first day
that he/she returns to work.

Reasons for leave in this category are illness in the family,
religious holidays, death of friends, graduation of members of the
immediate family, house closing or moving, and any undue hardship
cauged by circumstances beyond the contreol of the employee.

Cne personal leave day shall be granted without the need to
designate a reason. Reason or reasons for the other two (2) days of
personal leave nust be stated and it is understcocod that leave shall
not be taken prior to or following a school holiday, with the
following exceptions:

11



1. In extenuating situations, a leave may be granted prior to or
following a school holiday. The Superintendent may, in his/her
discretionary power, grant personal leave. However, a refusal
to grant leave under this exception is not grievable.

2. Personal leave is not to be used as an extension of vacation
tine.

3. In the application for personal leave day request prior to or
after a school holiday period, said request 1s to go directly
from the employee to the Superintendent.

F. Granting of days of leave shall be in accordance with the
operational needs of the gchool system as defined by the
Superintendent of Schools.

G. Any undue hardships caused by circumstances beyond the control of
the employee, and not covered in this article, may be reviewed by
the Superintendent upon request of the employee. The Superintendent
may, if he/she deems it necessary, grant an adjustment of leave
beyond the terms of this article.

ARTICLE XTI

BEEREAVEMENT

Five (5) days' leave with pay are allowed for death in the immediate
family. For purposes of definition regarding absence, the immediate
family includes: spouse, child and step-child, parent and step-parent,
sibling and step-sibling, or relative by marriage in the same degree of
relationship, except as noted below.

Three (3) days' leave with pay are allowed for death of grandparent,
grandchild, brother/sister-in~law, or other relative living in the
enployee’™s household.

One (1) days' leave with pay is allowed for reason of death of a
relative, other than those specified above.

12



ARTICLE XJTIT

LEAVE OF ABSENCE (Without Pay)

A leave of absence without pay of up to one (1) school year may be
granted by the Board of Education for good reason upon recommendation of
the Superintendent of Schools.

ARTICLE XIV

MILITARY LEAVE

Request For Leave

Any employee of the Dumont Public Schools who may be conscripted
into the defense forces of the United States for service or
training shall make application for military leave.

Reingtatement

The employee shall be reinstated to a position in the school system
with full credit, including the annual increment, in accordance
with law, under the salary schedule, upon meeting the following
conditions:

1. That he/she is physically and mentally capable of performing
the duties of his/her former position.

2. That he/she make written application for reinstatement at
least thirty (3@) days prior to requested date of re-
employment, and that such request is no later than ninety (90)
days following his/her date of separation or discharge from
active military service.

3. That he/she furnished proof of an honorable discharge or
separation from military service.

Reserve Militarv Training

Any permanent employee shall be granted leave, up to a maximum of
two (2) weeks per year, for reserve military training. Such leave
shall not be counted@ against accumulated vacation time. An employee
on reserve training leave shall be paid by the school district at
his/her regular rate of the normal work week, less such military
pay allowances except travel allowance, which he/she shall receive
for such training. The employee shall provide the office of the

13



business administrator with evidence of the amount of compensation
received for summer training so that the proper adjustment can be
made.

ARTICLE XV

CHTLD-BEARING AND CHILD-REARING LEAVE

During the period of actual disability related to pregnancy,
employees may, at their option, utilize regular sick leave. The
Board may require, as a condition of the employee's return to
services at the conclusion of the period of disability, production
of a certificate from a physician certifying that the employee is
medically able to resume her duties,

The Board shall grant child-rearing leave of absence without pay
immediately following the conclusion of sick leave associated with
child-birth or commencing on a mutually agreeable date following
the birth of the child, to any employee upon request, in accordance
with applicable statutes, regulations, and state agency decisions,
for the balance of the school vear in which the leave is reguested.
In addition, employees shall, upon written request, be granted a
leave of absence without pay for child-rearing purpcses for one {1)
full year (July through June) following the year in which the
initial child-rearing leave occurs. In no event shall any such
leave be extended beyond the end of the contract year in which the
leave is regquested to commence for non-tenured employees, unless
the Board otherwise elects.

In the event that an employee's pregnancy terminated prior to the
expiration of the leave which has been granted, or prior to the
inception of the leave which may have been requested, said employee
may apply for early reinstatement by filing a written reguest
therefor with the Superintendent, accompanied by a physician's
certification that she is medically able to resume, or continue to
perform her duties. The Board shall grant such a request if it has
not contractually obligated itself to employ.a replacement for the
employee in question during the period for which leave has been
originally reguested or granted, and if such reguest can be
fulfilled without substantially interfering with the effective
administration of the education program to which the employee in
question was assigned and seeks to be reinstated. The Board shall
not contractually obligate iteelf for such a replacement if the
leave reguested is for a period of sixty (60) days or less.

Emplovees adopting a child shall receive similar leave which shall

commence upon receiving de facto custody of said child, or earlier,
if required for adoption. The Beard reserves the right to set the

14



term of the leave, within reasonable limits, in the best interests
of the school.

ARTICLE_ XVI

PERFORMANCE OF LEGAL RESPONSIBILITIES

Leave for performance of a civic duty in serving on a petit or grand
jury when regquired by law shall be granted providing a letter confirming
the purpose cof such leave from a sheriff, court, or United States
attorney, depending upon jurisdiction, is filed with the Superintendent
of Schools. An amount equal to the income derived from jury service will
be deducted from the staff member's base salary.

Leave for acquiescing to a court or other valid subpoena, may be allowed

without loss of pay, dependent on circumstances and at the discretion of
the Superintendent of Schools.

ARTICLE XVII

HEALTH BENEFITS AND INSURANCE

A, The Board agrees to provide, without cost to the employee, the
following:

1. The Public and School Employees Health Benefits Program,
administered through the New Jersey Division of Pensions, or

its equivalent, under individual or family plan, whichever is
applicable to the employee.

Carrier will be chosen by the Board.

2. Dental Flan

The Board shall provide the funds necessary to implement full
dental plan coverage, including orthodontics, under individual
or family plan, whichever is applicable to the enployee, for
the period of this Agreenent.

Carrier will be chosen by the Board.

15



3. Optical Plan

The Board shall pay the cost of a family optical plan. The
Board's premium cost shall be limited to the rate in effect on
July 1, 1987.

Carrier will be chosen by the Board.

4. The Board shall reimburse an employee for the reasonable cost
of any clothing or other property being worn that is damaged
or destroyed as a result of an assault on an employee while an
employee was acting in the discharge of his/her duties.

Any increase or decrease in Board paid insurance benefits for
teachers will also apply to employees covered by this Contract.

ARTICLE XVIII

AGENCY SHOP

If an employee does not become a member of the Association during
any membership year (i.e., from September 1 to the following August
31) which is covered in whole or in part by this Agreement, said
employee will be required to pay a representation fee to the
Association for that membership year to offset the costs of
services rendered by the Association as majority representative.
The representation fee to be paid by nonmembers will be equal to
the maximum allowed by law.

The Board agrees to deduct from the salary of any employee who is
not a member of the Association for the current membership year,
the full amount of the representation fee set forth in Section 1.
above. The Board agrees to deduct the representation fee in egual
installments, as nearly as possible, from the paychecks paid to
each employee during the remainder of the membership year in
question. The deductions will begin sixty (60) days after the
employee begins his/her employment in a bargaining unit position.

Termination of Emplovyment

If an employee who is reduired to pay a representation fee
terminates his/her employment with the Board before the Association
has received the full amount of the representation fee to which it
is entitled under this Article, the Board will deduct the unpaid
portion of the fee from the last paycheck paid to said employee
during the membership year in question and promptly forward same to
the Association.

16



D. Indemnification

The Association will indemnify and hold harmless the Board of all
legal costs, fees and other costs arising from any action brought
by an employee regarding the agency fee provisiocon. Said
indemnification is predicated on the Board complying with the
conttractual provisions and applicable law.

ARTICLE XIX

MISCELLANEQUS PROVISIONS

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

ARTICLE XX

SEVERANCE PAY

A. Employees who retire and qualify for immediate PERS pension
benefits shall be eligible for severance pay, provided that the
employee has spent a minimum of ten (10} years in the school
district.

B, Severance pay shall be determined by multiplying the number of
unused gick and personal leave days accumulated by the employee at
the time of retirement times twenty ($286.08) dollars for
secretarial employees and times twenty-five ($25.08) dollars for
custodial/maintenance employees. Accumulated sick leave days shall
be based on the employee's total time of employment in the
district. The accumulation of unused personal days shall begin with
days earned during the 1983~84 school year.

C. Severance paychecks shall be issued not later than July 15th of the
school year following the schoeol year in which the employee
retires.

D. In the event that an employee retires and dies prior to receipt of

the severance paycheck, the money shall be paid to the employee's
estate.
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ARTICLE XXT

DURATION OF AGREEMENT

This Agreement shall be effective as of July 1, 1990, and shall continue
in effect until June 30, 1993. This Agreement shall not be extended

orally, and it is expressly understood that it shall expire on the date
indicated.

DUMONT EDUCATIONAL DUMONT BOARD OF
SECRETARIES ASSOCIATION EDUCATION

President President

Negotiating Chalrperson Negotiating Chairperson
Date;
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B.

APPENDIX A

SPECIFIC WORKING CONDITIONS

SECRETARY/CLERK

ARTICLE A-3

SALARY AND HOURS OF WORK

The salaries of all employees covered by this Agreement are set
forth in Article A.

1,

The normal work week shall be thirty-five (35} hours,
excluding lunch, for all full~time employees. Part-time
employees' hours shall be mutually agreed to by the employee
and supervisor, and approved by the Superintendent of Schools,
not to exceed thirty (38) hours per week.

All hours over forty (48) hours in one week shall be paid at
the rate of one and one-half (1-1/2) times the basic hourly
rate. Employees required to work on a Saturday, Sunday or
holiday will be paid one and one-half {1-1/2) times the basic
hourly rate.

Only overtime that has received prior approval from the
employee's immediate supervisor and the Superintendent of
Schools shall be paid at the above rate and shall consist of a
reasonable block of time (at least one hour). The time worked
shall be recorded on an overtime card and signed by the
immediate supervisor and the Superintendent of Schools.

Assignment of the hourly work schedule for all employees shall

be recommended by the immediate supervisor and approved by the
Superintendent of Schools.
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A.

ARTICLE A-II

WORK SCHEDULE, VACATIONS, AND HOLIDAYS

Work Schedule

l-

Twelve (12) month_emplovees:

The normal work schedule for twelve {(12) month employeeg is
from July 1 through June 38, with a workweek of thirty-~five
(35) hours (seven hours per day, excluding lunch). During the
months of July and August, the lunch hour will be reduced to
forty-five (45) minutes per day Monday through Thursday. On
Fridays in July and August the work day will be from 8:00 a.m.
to 1:20 p.m. without a lunch break. This shortened work day
shall occur only on Fridays and shall be considered a full
work day.

Ten {10) month emplovees:

The normal work schedule for ten (1f) month employees is from
September 1 through June 38, with a work week of thirty-five
(35) hours (seven hours per day, not including the lunch
hour).

The number of working days shall be two hundred forty-one
(241) for twelve-month employees, and two hundred (208) for
ten-month employees. The number of annual workdays shall be
increased by one {1) per year in both 1991-1992 and 1992-1993
for a total of two hundred forty~three (243) workdays.

For any additional days worked beyond the employee's calendar,
the twelve~month employees shall receive one two hundred
sixtieth (1/268th) of their regular salary; the ten-month
employees shall receive one two hundredth (1/208th) of their
regular salary.

During the NJEA Convention, only employees showing evidence of
having attended the convention shall not be required to report
to work. All other employees shall be required to work one day
as recommended by the building principal or immediate
superior, and as approved by the Superintendent. In the event
that school is in session for children during the convention
all those not attending the convention shall report to work in
accordance with N.J.S.A. 18A:31-2.
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1-

Vacations

FEach twelve-month employee shall be entitled te vacation with
pay at the annual rate of pay such employees are receiving at
the time such vacation is actually taken.

After one year, vacation weeks may be consecutive or separate.
Vacation must be taken a minimum of one week at a time (i.e.
five (5) consecutive work days). Vacations for twelve-month
employees will be taken during July and August or when school
is not in session. Exceptions to this policy may be made with
the approval of the immediate supervisor and the
Superintendent of Schools; these exceptions may include one
day's vacation during periods when school ig not in session
between September and June.

If a legal holiday falls during an employee's vacation period,
the employee shall have an extra day off.

Vacation schedules should be arranged with the immediate
supervisor, who will forward said schedule to the office of
the Superintendent.

Vacation Schedule - Twelve-Month Emplovees:

a. less than one year, but more than four months' service -
ohe week

b. one year, but less than three vears' service - two weeks

C. three years' serxvice or more - three weeks

a. Effective July 1, 1992, the vacation entitlement shall
increase by one (1) day in subsections a., b., and c.
above.

Vacation days cannot be accrued beyond June 38, following the
work year in which they were earned.

ARTICLE A-ITI

SNOW DAYS

All secretarial/clerical personnel shall be exempt from reporting to
work on days when the schocels are closed because of inclement weather.
It is recognized that essential services must be performed; therefore,
key secretarial/clerical personnel required to report to work by their
immediate supervisor shall be given a day for the time worked. The
operation of the switchboard will be considered a mandatory service.
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Normal heours will be scheduled, except that due allowance will be made
for the employee's travel problems in the event transportation is
difficult.

ARTICLE A-IV

ASSIGNMENT OF CATEGORY AND SALARY INCREASE

A. Assignment of Category and Placement on the Guide

1. Classification has no reference to the individual's personal
ability or gualifications, but is intended to group together
positions which are basically similar in duties and
responsibillities.

2. Classification and category placement will be determined by
the Superintendent of Schools, subject to the approval of the
Board of Education.

3. Personnel may move from one position title to another, on the
recommendation of the Superintendent of Schools and approval
of the Board of Education, with a ninety (98) day probationary
period attached, During this probationary period, no salary
increase, if forthcoming, shall be paid until the ninety-first
(91) day in the new position, at which time the increase shall
be retroactive to the first day in the new position.

4. February 1 shall be the cut-off date for a full increase in
salary. When contract time designates less than a complete six
months of work, the salary increase will be halved.

5. Perscnnel contracted for less than a twelve (12) month work
year will have their salaries pro-rated, in accordance with
their assigned work calendar, their classification, or
category of employment.

6. A candidate for employment shall negotiate his/her starting
salary with the Board of Education, but. for not less than the
first step of the guide., The bargaining unit shall negotiate
subsequent salary agreements for said employee.

This same procedure shall be in effect for all secretarial/clerical
employees who move from one classification or category to another.
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SECRETARY SALARY GUIDE

1990 - 1991
CLASS I CLASS I1 CLASS ITI CLASS 1V
1 $ 15,850 $ 16,850 S 18,000 $ 18,250
2 16,450 17,450 18,650 18,850
3 17,050 17,950 19,300 19,500
4 17,650 18,450 19,950 20,225
5 18,250 18,975 20,450 20,725
6 18,850 19,475 20,950 21,250
7 19,520 20,100 21,450 21,900
Off
Guide 21,165 22,215

Step on guide does not reflect years of service.

Some employees who were employed during the 1989-1990 school
year may be paid amounts other than those shown above.

23



SECRETARY SALARY GUIDE

1991-1992
CLASS I CLASS II CLASS I11 CLASS 1V
1 $ 16,995 $ 17,895 5 19,195 $ 19,695
2 17,595 18,495 19,795 20,195
3 18,195 19,095 20,395 20,795
4 18,795 19,695 20,995 21,385
3 19,395 20,245 21,595 21,970
6 19,995 20,795 22,095 22,545
7 20,715 21,295 22,645 23,195
Off
Guide 22,360 23,410

Step on guide does not reflect years of service.

Some employees who were employed during the 1989-1990 school
year may be paid amounts other than those shown above.
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SECRETARY SALARY GUIDE

1992-1993
CLASS I CLASS 11 CLASS TIII CLASS 1V
1 $ 18,300 $ 18,900 3 19,500 $ 20,600
2 18,900 19,500 20,200 21,200
3 19,500 20,175 20,900 21,800
4 20,100 20,775 21,600 22,400
5 20,700 21,225 22,350 23,050
6 21,300 21,850 23,100 23,700
7 21,900 22,500 23,850 24,500
Off
Guide 23,565 24,615

Step on guide does not reflect years of service.
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Each twelve-month employee who has completed (15) or more years of
service in the Dumont will receive an additional $200 for that year
{prorated for ten (18) month employees).

Employees with twenty (20} or more yeats of gervice will receive an
additional $200@ that year. Said monies shall become part of the
employees® base salary.

Withholding of Increments

Salary increases are not automatically granted, but are conditioned
upon the recommendation of the Superintendent of Schools, subject
to the approval of the Board of Education. Withholiding of
increments shall be in accordance with Title 18A:29-14 of the New
Jersey Statutes annotated.
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APPENDIX B

SPECIFIC WORKING CONDITIONS

CUSTODIAL/MAINTENANCE/HEAD CUSTODIAN

ARTICLE B-I

WORK-SCHEDULE, VACATIONS, AND HOLIDAYS

A. HWork Year

1. Twelve (l1l2) month emplovees:

The work year is from July through June 38@.

2. Ten (1) month emplovees:

The work year is from September 1 through June 30.

B. HWork Week

1. The work week for custodial employees, excluding head
custodians, shall consist of five (5) eight-hour work shifts a
week totaling forty {40} hours. Hours worked in excess of
eight (8) per day or forty (4@) per week shall be paid at the
overtime rate.

2. Excess hours (overtime) shall be paid when more than eight (8)
hours are worked in a single twenty~four (24) hour period.

Custodians shall receive overtime pay in this manner: time and
one~half for Saturdays and double time for Sundays and
holidays.

The head custodians shall be paid for building checks in this
manner: double time for the first hour, .and time and one-half
for any additional time worked as part of the building check
time.

Employees called back to work after their regular working
hours shall be guaranteed two hours overtime pay.

3. The normal work week shall be defined as starting at 12:01

a.m. Sunday and terminating 11:59 p.m. Saturday. The hourly
rate shall be computed by dividing the annual salary by 2888.
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C.

DI

Vacations

1. Vacation Allotment - Vacation is an earned benefit based on
continuous years of service as follows:

Less than one (1) year - one day per month worked (maximum of
ten) with employment commencing prior to February 1.

After one year through the fifth year - two weeks.

Beginning with the sixth through the tenth year - three weeks.
The vacation period will be three weeks plus one additional
day for each yvear beyond the tenth year up to a maximum of
four weeks to be reached at the 15th year of employment.

After the 15th year - four weeks vacation.

2. Vacation will be taken during July and August, or when school
is not in session during recess periods. Exceptions to this
policy may be made with consent of the business administrator
and the consent of the Superintendent of Schools.

3. If a holiday falls during an employee's vacation period, the
employee shall have an extra day off.

4, Vacation schedules should be arranged with the director of
buildings and grounds and the business administrator, and
forwarded to the office of the Superintendent of Schools, for
approval, no later than May 1.

5. Vacation days cannot be accrued beyond June 38 following the
work year in which they were earned.

Holidays

1. The ligt of paid holidays to which each custodian is entitled,
for the contract period July 1 through June 30 is as follows:

Independence Day Christmas Day
Labor Day New Year's Eve
Columbus Day New Year's Day
Veterans Day Washington's Birthday
Thanksgiving Day-2 Good Friday
Christmas Eve Memorial Day
2. The Superintendent may recommend additional holidays to the

Board of Education for their consideration in accordance with
the school calendar.
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In the event the holiday falls on a Saturday or a Sunday, &an
additional day will be degignated in lieu thereof by the
Superintendent of Schools.

If the schools are open on any ¢of the above holidays, a day

will be substituted, on a day when schoel is not in session,
that is approved by the Superintendent of Schools.

ARTICLE B-11

WITHHOLDING OF INCREMENTS

It shall be clearly understood by all custodial employees that
negotiated salary schedules or individual contracts do not guarantee an
automatic salary increase. The Board reserves the right to withhold for
inefficiency or good cause, any and all employment adjustment and merit
increments. In the event the Board wishes to exercise such a right, it
does hereby agree to follow this procedure:

1.

Whenever the Superintendent of 8Schools decides to submit a
recommendation to the Board to withhold a salary increment,
the employee to be so deprived shall be put on notice of this
recommendation.

Arrangements shall be made to afford said employee a
reasonable opportunity to speak in his/her own behalf before
the Board. Such a meeting before the Board shall not
constitute a plenary hearing.

The Board will not take necessary formal action until a date
subsequent to the above meeting.

If the resultant action of the Board is to withhold an
increment, it shall, within ten (16) days, give written notice
of such action, together with the reasons therefore, to the
employees concerned.
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ARTICLE B~I11

COMPENSATION

Salary guides are set forth below.

February 1 shall be the cutoff date for a full increase in salary.
After contract time designates less than a complete six months of
work the salary increase will be halved.

Clothing Allowances:
The Board of Education shall furnish the following:

1.

$125 per year per employee for the purchase of a minimum of
two (2) uniforms per year and a maximum of one (1) pair of

work shoes or one {1) jacket per year. The Board will
designate the specifications for and the supplier(s) of all

gloghing. Effective July 1, 1992, the annual allotment shall
e $158.

Foul weather qear -

Two (2) sets each for Lincoln and Grant Schools.
Three (3) sets each for Honiss, Selzer, High School and
grounds maintenance.

The Board shall pay the cost of the Black Seal License fee for all
custodial and maintenance employees.
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jtep
1
2
3
4
5
]

?
i

8
9

Custodian
20,801

21,101
21,401
21,701
22,001
22,301
22,601
22,90}
23,201

Lead Kight Lead Night
LincoIn/

grant
21,226

21,526
21,826
22,126
22,426
22,726
23,026
23,326
23,626

Custodial Salary Guide

Honlss/
Selzer

21,351
21,651
21,951
22,251
22,561
22,851
23,151
23,451
23,751

1990-1991

Head
Lead Night Lincoln/
High $chool Grant
21,476 21,476
21,776 21,776
22,076 22,076
22,376 22,376
22,676 22,676
22,976 e2,976
23,276 23,276
23,576 23,576
23,876 23,876

Head
21,726
22,026
22,326
22,626
22,926
23,226
23,526
23,826

24,126

Head
52;331 Maintenance
22,176 24,026
22,876 24,151
22,776 24,276
23,076 24,401
23,376 24,526
23,676 24,551
23,976 24,776
24,276 24,901
24,576 25,026

Each employee upon satisfactory evaluation will recelve $1,650 increase

for the 1990-91 school year.

Ten-month employees salary pro-rated

Revised 11/27/90
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Step

Custodian

1

. fa N

L - S - - B Y - o

22,201
22,501
22,801
23,101
23,401
23,701
24,001
24,301
24,60)

Each employee upon satisfactory evaluation will receive $1,700 increase
for the 1991-92 school year.

Lead Night Laad Night

Lincoln/
grant

22,626
22,926
23,226
23,526
23,026
24,126
24,426
24,726
25,026

Custodfial Salary Guide

Honiss/
Selzer

22,751
23,051
23,351
23,651
23,951
24,251
24,55)
24,3;1
25,151

1991-19%2

Lead Night Lincoln/

High Schaol
22,876
23,176
23,476
23,776
24,076
24,376
24,676
24,976
25,276

Ten-month employees salary pro-rated

Revised 11/27/90Q
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Head Head Head

Grant qﬁﬁiﬂﬁf Sgaggl Maintenance
22,876 23,126 23,576 25,601
23,176 23,426 23,876 25,726
23,476 23,726 24,176 25,851
23,776 24,026 24,476 25,976
24,076 24,326 24,776 26,101
24,376 24,626 26,076 26,226
24,676 24,926 25,376 26,351
24,976 25,226 25,676 26,475
25.276 25,526 25,976 26,60
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ustodian
23,501
23,801
24,101
24,401
24,701
25,001
25,301
25,601
25,901

gach employee upon satisfactory evaluation will receive $$1,600 increase
for the 1992-93 school year.

Lead Night Lead Night

Lincoln/
Srant

231,926
24,226
24,526
24,826
25,126
25 ,426
26,726
26,026
26,326

Custodial Salary Guide

Honiss/
Selzer

24,051
24,351
24,651
24,951
25,251
25,551
25,851
26,151
26,451

1992-1993
Head
Lead Right Linceln/
High School ~ Grapt
24,176 24,176
24,476 24,476
24,776 24,776
25,076 25,076
25,376 25,376
25,676 25,676
. 25,976 25,976 |
26,276 26,276
26,576 26,576

Ten-month employees salary pro-rated,

Revised 11/27/90
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Head
Honiss/
Selzer
24,426
24,726
25,026
25,326
25,626
25,926
26,226
26,526

26,826

Head

High
School Maintenance
24,876 27,076
25,176 27,201
25,476 27,326
25,776 27 ,451
26,076 27,576
26,376 27,701
26,676 27 ,826
26,976 27 ,951
27,276 28,076



ARTICLE B-IV

SALARY GUIDE RULES

Ne individual shall be advanced in salary, classification or
category unless his/her services have been reviewed by the
Superintendent of Schoolg with his/her supervisor and the
Superintendent shall have recommended such advancement to the Board
of Education for approval.

The withholding of any advance in salary for any given year shall
not create an cobligation to restore such advancement.

Personnel may move from one position title to another, on the
recommendation of the Superintendent of Schools and approval of the
Board of Education, with a ninety (99) day probationary period.
During this probationary period no salary increase, if forthcoming,
shall be paid until the ninety-first (91) day in the new position,
at which time the increase shall be retroactive to the first day in
the new position.

February lst shall be the cutoff date for a full increase in
salary. When contract time designates less than a complete six (6)
months of work the salary increase will be halved.

Personnel contracted for less than a twelve (12) month work year
will have their salaries pro-rated in accordance with their work
assigned calendar, their classification, or category of employment.

A candidate for employment shall negotiate his/her starting salary
with the Board of Education. The bargaining unit shall negotiate
subsequent salary agreements for said employee.

This same procedure shall be in effect for all custodial/
maintenance employees who move from one classification or category
to another.

Aggignment of Categoryv:

1. Classification has no reference to the individual's personal
ability or qualification, but is intended to group together
positions which are basically similar in duties and
responsibilities.

2. Classification and cateqgory placement will be determined by

the Superintendent of Schools, subject t¢ the approval of the
Board of Education.
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