KB¥PORT B0/ " ™ 7F EDUCATION

. PO.oox 80 a2
INDEX
ARTICLE PAGE
AGREEMENT I 1
RECOGNITION TI 1
GRIEVANCE PROCEDURE o T 1
ARBITRATION IV 4
UNTON RIGHTS AND PRIVILEGES % 5
SALARIES AND HOURS OF WORK Vi © 5
VACATIONS VII é
HOLTDAYS VILI 6
VOLUNTARY TRANSFERS AND REASSIGNMENTS IX 8
SICK LEAVE X 8
TEMPORARY LFAVES OF ABSENCE X1 9
EXTENDED LEAVES OF ABSENCE XII 10
NEGOTIATION OF SUCCESSOR AGREEMENT XIII 11
INSURANCE PROTECTION X1V 11
DEDUCTIONS FROM SALARY XV 11
JURY DUTY XVI 11
DISCIPLINE XVII 12
SAVINGS CLAUSE XVITI _ 1.2
ANNUAI, EVALUATION XIX 12
CONDITIONS OF AGREEMENT XX 1.2
DURATION OF AGREEMENT XXI 13

SALARY GUIDE Appendix



ARTICLE T

This Agreement 1is entered into this First (1) day of July 1996 by
and between the Board of Education of Keyport in the Borough of
Keyport, New Jersey, hereinafter called the "Board", and Local
59, Union of Needletrades, Industrial and Textile Employees, AFL-
CI0, hereinafter called the "Union".

ARTICIE IT

RECOGNITION

The Board agrees to and hereby does recognize the Union as the
sole and exclusive negotiating agent for all secretarial and
clerical staff for tle Keyport School District exclusive of
cohfidential secyretaries and non-contractual employees.
Confidential secrectaries shall he defined as the secretary to the
Board Secretary/Business Administrator and the secretary to the
Superintendent.

ARTICLE IITI

GRIEVANCE PROCEDIRE
A Definitions

Grievance shall mean a complaint by an employee that alleges that
there has been a violation of bthe agreement or an incguitable,
improper or unjust application of Board policy or administrative
decision with regard to working conditions, except that the term
grievance shall not apply to the following:

1. any matter wherein the Board is precluded by law from
granting the relief sought,

2. any rule or regulation of the State Commissioner of
Education or the State Board of Education having the force
and effect of law,

3. any matter which is demonstrated by law to be
exclusively within the discretion of the Board,

4. any matter for which a method of review is otherwise
specifically prescribed by law, i.e., tenure and increment
reviews.

Nothing in the above definition of the word grievance shall
preclude more than one employee from joining with other employees
in the presentation of a single grievance, provided that the
alleged grievance arises out of facts similar in substance and
circumstances and that each employee joining in the presentation
of a single grievance is similarly affected.
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Grievant shall mean an employec believing to have been or to be
aggrieved.

Emplovee shall mean a secretarial and clerical employees within
the negotiating unit.

Supervisor shall mean the bullding principal or such other person

duly appointed to act as the principal in the principal’s absence
or any other individual with authority to discipline or direct
the work of a member of the negotiations unit.

Superintendent shall mean the superintendent of schools or any
staff assistant he may designate to act on his behalf.

B.

Principleés - . A

1. A grievant shall institute action under the provisions
hercof within ten (10} calendar days of the occurrenca
complained of, or within ten (10) calendar days after he/she
would reasonably be expected to know of its occurrenca.
Failure to act within said fen (10) day periocd shall be
deemad to constitute an abandonment of the grievance.

2. A grievant shall have the right to present and process
his/her own grievance or to designate a represcntative to
appear on his/her behalf.

3. Whenever the grievant designates a representative to
appear on his/her behalf, the Board shall also have the
right to designate a representative to participate other
than the administrators named in the procedure that follows:

4., Unless mutually agreed upcn betw2en the parties, no
grievance shall be processed at a tiwme when the grievant has
regularly assigned duties.

Procedure

1. A grievant may initially discuss the matter, identified
as a grievance, with his/her supervisor in an attempt to
settle the grievance informally. This is not intended to
extend the time limitation as set forth in Sesction B,
Subsection 1 (but does constitute the filing of a
grievance) .

2. A grievant may file a grievance in writing by
presenting the written grievance to his/her supervisor and
forwarding copies to the superintendent. The written
grievance shall set forth:

a. the nature of the complaint
b. the basis of dissatisfaction
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<. the recommended method of resolving the grievance

3. The grievant and his/her supervisor shall meet in an
attenpt to resolve the grievance not later than five (5)
school days following the date on which it is filed.

4. The supervisor shall communicate his/her decision in
writing to the grievant not later than five (5) school days
following their meeting. A copy of the decision shall also
be forwarded, at the same time, to the superintendent.

5. If the grievance has not been resolved at steps 3 and 4
of the procedure, the grievant may request a meetbing with
the superintendent. If the grievant requests a meeting with

the superintendsnt, Lhe request shall be madé in writing not
later than five (5) school days following the supervisor's
decision. This written request must be accompanied by a
written account dsscribing the bhasis for the grievant’s
dissatisfaction with tho supsrvisor’s dacision.

6. The grievant and superdmrtendent shall meet in an
attempt to resolve the grievance not later than five {5}
school days following the date on which the meeting was
reaguested.

7. The superintendent shall communicate his decision in
writing to the grievant not Jater than ten (10} school days
following thelr wmeeting.

8. If the grievance has not been resolved at steps 5, 6
and 7 of the procedurc, the grievant may regusst a hearing
with the Board or its representatives. The request shall be
made in writing not later than five (5) school days
following the superintendent’s decision. This written
request must be accompanied by a written account describing
the basisg for the grievant's dissatisfaction with the
superintendent’s decision.

9. The grievant and the Board or i1ts representatives shall
meet in an attempt to resolve the grievance not later than
ten {10} school days following the date on which the hearing
was reqguested. The grievant may have up to three
representatives present when his/her grievance is reviewed
by the Board or its representatives.

10. The Board shall communicate its decision in writing to
the grievant not later than fifteen {15) school days
following the hearing.

11. Should the Union decide that based on the Board's
decision the grievance is satisfactorily adjusted, then the
Board's decision shall be binding on all parties.
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ARTICLE 1V
ARBITRATION

A Should the Union be dissatigfied with the decision on the
grievance rendered by the Board, and if tne decision involves the
interpretation or application of any provision of this agreement,
the Union may by a written and dated notice to the Board not
later than ten {10) school days following the rendering of the
Board’s dacision, refer the grievance to binding arbitration.

B. Within fifteen (15) school days following referral of the
grievan¢e to arbitration, the Board and the Union shall attempt
to agree upon a mutually acceptable arbitrator and shall cbtain a
commitment from said-arbitrator to serve. If the partics are
unable to agree upon an arbitrator or to obtain such a commitment
within the specified period, either party may reguest a list of
arbitrators from the New Jersey Public Employment Relations
Commission. The parties shall then be bound by the rules and
procedures of PERC in the selection of an arbitrator.

-
C. The arbitrator shall issue his/her decision not latexy than
thirty (30} days from the date of the closing of the hearings or,
if oral hearings have bheen waived, then from rhe date of
transmitting thie final statements and proocfs to the arbitrator.
The decision shall be in writing and shall set forth the
arbitrator's opinion and conclusions on the issues submitted.
The arbitrator shall limit his/her decision strictly to the
application and inLerprectation of the provisions of this

agreement and ho/she shall be without power or authority to make
any decision: ~ -

1. contrary (o, or inceonsistent with, or modifying, or
varying in any way, the terms of this agreement or of
applicable law, or rules, or regulations having the force
and effect of law,

2. involving Board policy or practice under the provisions
of this agreement, or under applicable law, except that
he/she may decide in a particular case that Board policy,
practice or administrative decision was disregarded, or that
its attempted application under any term of this agreement
was so discriminatory, arbitrary, or capricious as to
constitute an abuse of discretion,

3. limiting or interfering in any way with the powers,
duties and responsibilities of the Board under applicable
law, and rules and regulations having the force and effect
of law.

D. The arbitrator‘s fee will be shared equally by the parties
to the dispute.



E. The filing or pendency of any grievance under the provisions
of this Article shall in no way operate to impede, d=lay or
interfere with the right of the Board to take the action
complained of, subject, however, to the final decision on the
grievance.

ARTICLE V

UNION RIGHTS AND PRIVILEGES

A. There shall be upon reguest of eiLher the Board or Union a
mutual exchange of available financial information relating to
the resources of the school district and any other available

information that may be helpful in resolving problems of mutual
concern. ’ . i :

B. Should the Union request the use of a school room to
transact official Union business, such request will be granted
provided:

1. the request is made tgwehe building principal or other
appropriate supervisor who also informs the superintendent,
at least three days before the use of the room would cceur

and,
2. the room 1s available for the date requestead.
C. Should the Union request the use of a school room to

transact cfficial Union business during the evening houxrs, the
Union must make application for such use through the sacretary to
the Board. Such reguests will be handled in accorvdance with

Board policy and in the same manner as all other rcquests for use
of school roowms.

D. The Union may use the inter-school mail facilities and
gschool mail boxes as it deems necessary, with approval of the
building supervigor and superintendent.

E. There shall be no discrimination against any employee on the
bagis of race, creed, sex, color, national origin or membership
activity in the Union. The Union will represent all employees in
the negotiating unit.

ARTICLE VI

SALARTES AND HOURS OF WORK
A. The salaries of all secretarial and clerical employees

covered by this agreement are set forth in Schedule A which is
attached hereto and made part hereof.

B. 1. Secretarial and clerical staff employed on a ten (10}
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month basis shall be paid in twenty (20} equal semi-monthly
installments.

2. Secretarial and clerical staff employed on a twelve
(12} month basis shall be paid in twenty-four (24} equal
semi-monthly installmants.

3. When a pay day falls on or during a school holiday,

vacation or weekend, employees shall receive their pay
checks on the last previcus working day.

ARTICLE VIT

VACATIONS

B, Each twelve month employes in the negotiating unit covered
by this Agreement shall be entitled to the following vacation
with pay at the annual rate of pay such employees are receiving
at the time such vacation is actyally taken:

weeks aftcr completion of one year
weeks afrer completion of five years
weeks after completion of ten vears

L B
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B. Vacations may be scheduled throughout the calendar year.
Although the supervisor shall make the final decision with regard
to vacation reguests, such regquests shall not be unreasonably
withheld.

C. Vacations may not be taken until the completion of the
first year of employment.

D An employee shall give at least one (1) week's notice of

the scheduling of a vacation of five (5) or more days unless
waived by a supervisor.

ARTICLE VITIT

HOLIDAYS

A. The following holidays are granted as a day off with pay:
New Year's Day

Martin Luther King Day

Pregident’s Day

Good Friday

Memorial Day

Independence Day*

Labhor Day

Veteran’s Day
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9. Thanksgiving Day

10. Thanksgiving Friday

11. Christmas Day*

12. One day during spring recess, or, if no spring recess,
Lhen one floating holiday. Although the supervisor
shall make the final decision with regard to what day
shall be celebrated as this holiday, requests for a
particular day shall not be unreasonably withheld.

13. and 14. Two days during winter recess, or, if no winter
recess two floating holidays in addition to numbsr 12,
Although the supervisor chall make the final decision
with regard to what days shall be celebrated as these

holidays, requests for a particular day shall not be
unreascnably withheld.

*If New Year’'s Day, Independcnce Day or Christmas Day falls
on a Saturday, the employse shall be off the preceding Friday.
If New Year's Day, Independence Day or Christmas Day falls on a
Sunday, the emplovee shall be off the following Monday.

Double time shall be paid for hours worked on the above
holidays 1if school is not in session.

- B. If any of the following days falls between Monday and Friday,
and school is closed for students and other staff, these days
will be treated as holidays and days off with pay:

Lincoln's Birthday

Friday before President‘s Day
Washington’s Birthday
Columbus Day

Election Day

s W N

If two of the above holidays fall on the same day, they will
be treated as one day off with pay.

Any holiday listed above, which ig worked because school is
in session, shall be paid at time and one half. Double time

shall be paid for hours worked on the above holidays if school is
not in sessjon.

C. 1In lieu of additional holidays, each employee shall be paid

an equivalent of 6 1/2 days of pay to be permanently built into
the salary guildes.

D. BAny secretarial or clerical employee who is not employed on a
twelve (12) month basis shall be granted holidays listed above
that fall within their work schedule.



ARTICLE IX

VOLUNTARY TRANSFERS AND REASSICGNMENTS

A, 1. The superintendent and/or board secretary will have
posted in all school buildings a list of the known vacancies
that occur for the following school year no later than two
waeeks following the time said vacancies becoms known,

2. An employee who desires a change in office and/or
building may submit to the superintendent and/or board
secretary a written statement of his intentions with a copy
to his supervisor ne later than March 15.

B. The granting of any request for voluntary re-assignment or
transfer will be at the discretion of the superintendent and/or
board secretary.

ARTICLE X

-~
SICK LEAVE

A, All employees employad on a ten (10) month basis shall be
encitled to ten (10} sick leave days for personal illuness or
injury each school year and all employees employed on a twelve
{12) wmonth basis shall be entitled to twelve (12) sick leave days
for personal illness or injury each year. Such sick leave time
shall be available as of the first official work day of the
school year. Unused sick leave days shall be accumulated from
year to year with no maximum limit.

B. The superintendent and/or board secretary may rcguest a
physician’s certificate be filed with him for any sick leave
absence claimed under Lhis Article.

C. In the case of sick leave claimed for a psriod of three days
or more, 1t is required that a physician’s certificate be filed
with the Secretary of the Board with the application for said
sick leave.

D. Sick leave is hereby defined te mean an employee'’s absence
from an employee’s post or duty because of personal disability
due to illness or injury ox because of exclusion from school by
disease or quarantine for such a disease in the employee’'s
immediate household.

E. When absence, under the c¢ircumstances described in Sectien D
of this Article, exceeds the annual leave and the accumulated
leave, the Board may, upon written reguest, pay any employee with
three years or more service in Keyport, one day’s salary, less
the salary of a substitute, for each year's service over three
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yvears but not to exceed ten (10) days in any one schsal year, A
day’s salary is defined as the daily rate in accordance with the
employee’s contractual salary.

F. The Board may at its discretion grant addition:z. sick leave.

G. Any employee who has completed a minimum of b=: {10) years
in the Keyport Public School System and retircs or Lziminates
employment with the Board for any reason other thar the result of
charges brought by the Board, and i1f appealed and sustained by
the Commissioner of Education, or an arbitrator, shzil b=z paid
$20.00 per day for all accumulated sick days for alli employees
with a cap of 200 days on all employees hired after June 230,
1988. Any employee .who is terminated as a result of a Reduction
in Force (RIF) shall ~-recsive the above accumulated sick.pay
regardless of his/her years of service.

ARTICLE XI

TEMPORARY LEAVES OF ARSENCE

: . ~

2 As of the beginning of the 'school year, ewployces shall be
cntitled to the following temporary nonaccumulative leaves of
absence will full pay cach school year:

1. Upon the date of hire and thercafter at ths beginning
of rthe school ycar, two (2) days leave of abscnoe for
parsonal, legal, business, houschold or family matters which
require absence during school hours. Applicat:on for
personal leave shall be made at least two (2} days before
Laking such leave, except in the case of emzru-acies, and
the applicant for such leave shall not be required to state
the reason for taking such leave other than that he/she is
Laking under thigs section.

2. Unused personat days shall be addsd at ths end of each
school year to accumulated sick leave and shall bz treated
as sick days as stated in Article X.

3. Time necesgsary for appearance in any legal proceeding
which arises out of or in the course of the employee’s
employment, except for appearance involving tha progression
of an employee’s workman's compensation claim, or to any
legal proceeding if the employee is reguired by subpoena to
attend and is not a party to a sult. If an ecrployee is a
party to a suit which does not arise out of or in the course

of his employment, absence from school in that connection
shall be without pay.

4, Up to three (3) days at any one time in the event of
death of a member of the employee’s immediate {amily.
"Immediate family" shall be defined to be limited to the
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following: spouse, child, parent, brother, sistcr, mother-
in-law and father-in-law. "Immediate family" shall also
include any other member of the employee’s family provided
said member was permanently living within the cmployee’s
household at the time of his death.

5. Up to a maximum of three (3) days during the school
year for scrious illness of an employce’s spouse, child or
parent, as wall as any other member of the employee’s
household. At the request of the supervisor, the employee
shall present a physician’s certificate in connecction with
regquest for time off under this section.

6. Other leaves of absence with pay may be granted by the
Board for good reason.

ARTICLE XTI

EXTENDED LEAVES OF ABSENCE

A, 1. A tenured ewmployee shaL}~not1ty the superintendent of
her pregnancy as soon as it is medically confirmed. Said
employee may reguest a maternity leave without pay and said
leave shall be granted in accordance wilh the statute and
rules and requlations of the State Board of Bducation.

2. any employec adopting an infant child may raceive
similayr leave which shall commence upon her recoeiving de
facto custody of sald infant, or earlier 1f necessary to
fulfill the reqguirements lor the adoptiaon.

3. A leave of abgence without pay ol up to one year shall be
granted to a tenurcd employee for the purpose of carving for a
sick member of the employee’s immediate family as defined in
Article X.

C. Other leaves of absence without pay may be granted to
tenured employees by the Board for good reason.

D. 1. An employee shall not receive increment credit for time
spent on a leave granted pursuant to this Article.

2. A1l benefits to which an employee was entitled at the
time leave of absence commences, including unused
accumulated sick leave, shall be restored upon return to
employment, and said employee shall be assigned to the same
position which he/she held at the time said leave commenced,
if available or, if not, to a substantially equivalent
position as determined by the superintendent or board
gecretary.

E. All extensions or renewals of leaves shall be submitted in
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writing to supervisors, board secretary, and superintendent, If
permission is granted, it, too, shall be in writing.

ARTICLE XIII

NEGOTIATION OF SUCCESSCR AGREEMENT

This Agreement shall he effective as of July 1, 1%%6, and
all of the foregqoing terms shall remain in full force and effect
until June 30, 1999, Negotiations for a subsequent Agreement
will commence as prescribed by the Public Fmployment Relations
Commission, but not latcr than the second week of October, 1998
unless another date is otherwise mutually agreed upon.

- ARTICLE XIV : :

INSURANCE PROTECTION

A, The Board shall pay the cost of the Medical/Surgical Major
Medical Plans, the Prescription Plan ($3.00 co-payment) and the
Dental Plan with family benefits for all employees and where
requested for family coverage.

n. The Administration of the above named coverags shall be
controlled by the rules and regulations of such plans and the
Board shall be in no way held responsible for the application of
these rules and requlations.

ARTICLE XV

DEDUCTIONS FROM SALARY

The Board agrecs to deduct from the salaries of its cmployees
du=s for Local 59, Union of Needletrades, Industrial and Textile
Employees, AFL-CIO, as said euployee individually and voluntarily
authorizes the Board to deduct. Such deducticens shall be made in
compliance with Chapter 310, Public Laws of 1967 {(NJSA 52:14-~
15.%e) and under thec rules established by the State Department of
Education. Sald monies together with yecords of any corrections
shall be transmitted to the Union by the 15th of each month
following the monthly pay period in which deductions were made.
Employee authorizations shall be in writing.

ARTICLE XVI
JURY DUTY
Any employee called for jury duty shall be paid the difference
between her regular salary and the stipend from the State or

Federal court for a jury duty fee.

ARTICLE XVII
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No employee shall be disciplined, reprimanded or reduced in rank
or compensation without just cause. Any such action asscrted by
the Board, or any agent or representative thereof, shall be
subject to the grievance procedure and arbitration.

ARTICLE XVIII

SAVINGS CLAUSE

Should any provision hereof, or the applicalLion of any such
provision to any person or clrcumstance be rendered or decclared
invalid by reason ofrany existing or subsequently enacted
legislation or by any-~decree of a court of competeidt
jurisdiction, or by any order of any administrative agency, state
or federal, the remainder of this Agreement, or the application
of any such provision to such persons or circumstances other than
these as to which it is held invalid, shall not be atfected
thereby.

ANNUATL EVATIUATION

A All secretaries will receive an annual evaluation from their
immadiate supervisor.

BE. Inefficiency or poor performance shall be grounds for
withholding of increment. Employee has the right to appeal any
decision that involves withholding an increment .

ARTICLE XX

CONDITIONS OF AGRLEEMEN

This agreement represcnts and incorporates the complcte and final
understanding and settlement by the parties. Each party has
negotiated or presented its positions on all mandatory negotiable
matters. During the terms of this agreement neither party will
be required to negotiate with respect to any 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 cr signed this agreement. This
agreement shall not be modified in whole or in part by the
parties except by an instrument in writing only executed by both
parties.

ARTICLE XXI
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DURATION OF AGREFEMENT

A, This Agreement shall be effective as of July 1, 1996 and all
of the foregoing terms shall remain in full force and eftcct
until June 30, 1999,

B. In witness whereof the partieg hereto have caused this
Agreement to be signed by thelr respective presidents, attested

by their respective secretaries, and thelr corporate seals to be
placed hereon, all on the day and year first written above.

LOCAL 59, UNION O NEEDLETRADES, KEYPORT BOARD OF EDUCATION
INDUSTRIAL AND TEXTILE EMPLOYEES,

AFL-CIO ,
éfg;¢zzﬁ/¢i;%;2244g 475 By*i)gﬁtx;ikg O S bovengn

its President Date
By %dab /ﬁu’—n/o 2/ ﬁ' By %Jd—l&u ?//‘?/'f7
atée Its Secretary Date

ﬂ/AM 377
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1896-1959
SECRETARTAL SALARY GUIDE

STEP 1996-1997 1997-1998 1998-1999
S —
0 23,334 24,131 24,915
1 24,084 24,481 25,265
2 24,434 25,231 25,615
3 24,784 25,581 26,365
a 25,134 25,931 26,715
5 . 25,484 26,281 27,065
6 25,834 26,631 27,415
7 26,184 26,981 27,765
8 26,534 27,331 28,115
9 26,884 27,681 28,465
10 27,234 28,031 28,815
11 27,584 28,381 29,165
12 27,934 28,731 29,515
13 28,284 29,081 29,865
14 28, 634 29,431 30,215
15 28,984 29,781 30, 565
16 29,334 30,131 30,915
17 29,684 30,481 31,265
18 30,034 30,831 31,615
19 30,384 31,181 31, 965
20 30,734 31,531 32,315
21 31,084 31,881 32,665
22 31,434 32,231 33,015
23 31,784 32,581 33,365
24 32,134 32,931 33,715
25 32,484 33,281 34,065
26 32,834 33,631 34,415
27 33,184 33,981 34,765
28 33,534 34,331 35,115




29 33,884 34,681 35,465

30 34,234 35,031 35,815

4.15% 4.05% 3.85%
Ten month secretaries will be paid 5/6th of salary on the
twelve (12) month guide.

After completicn of fifteen (18) years in the Keyport Public
School system, secrtarial personnel will receive $300.00 above
thelr place on the salary guide.

After completion of eighteen (18) years in the Keyport Public
School system, secretarial personnel will receive $600.00 above
their place on the salary guide.
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