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AGREENEN T

THIS AGREEMENT entered ‘into on’ thls 1st day of’July, 1989 by and
between the Board of Education/Board of Trustees of the School
District of the City of Highland Park (herelnafter referred to as
the "Employer") and Highland ‘Park Federation of Educational
Secretarles (herelnafter referred to as the "Federatlon").

Iytls,mutuallygagreed as_follows:

lRTICLB I

COGNITIQN

collectlve bargalnlng with respect to rateé of pay, wages, hours of
emplo ent, or other conditions of employment for the entire term
f : arl ‘secretarial and €lérical staff in the
! ‘ f nghland Park excludlng the

Executlve Se

Assistant Superlntendent- u51ness, and Executive Secretarles to the
Pre51dent and V1ce-Presxdents of the COllege.j"

ARTICLE 2

- AGENCY SHOP -

55 As condltlon of’ employment all employees covered by this l
' 'Agree'ent and/or who become employees covered by this
Agreement must°“ o

1. Pay Federatlon dues or service fees in full by November
- 30 of each school year, .or authorize payroll deductlons
_ by September 30 of each school year.

2. If newly-hlred pay service charges or service fees in
full 60 days after initial date of employment or by
'payroll f uctlons (1f avallable) o

» l_be termlnated under thls artlcle unleSS'

1. The Fedératlon'shallﬂflrst notify the employee with a




| ten (10) worklng days

-the Employer,
. provision,. the.

. certified letter explalnlng that he/she is delinquent in
not tendering the required Federation dues or service
fee, and specifying . the; current amount of such
del;nquency, and warning him/her that unless such dues
or serv1ce ‘fee are tendered in full within ten days of

» g the. Employer for

he/she has not complled'wlth the Federatlon's reguest.
When requesting the Board to_termlnate the employee, the
Federation will provide the following™ wrltten
certification:

“The Federatlon certlfies that
i Name

'has failed to ‘tend

tenders the required dues or se ‘Q"or!a

‘properly executed wage. deduction authorization, prorated for

the remaining pay periods. If the employee fails to comply
within the required time, the Employer agrees to recommend to
terminate the employee at the next scheduled Board meeting at
which time the item can be pla ed on the agenda.‘

The Federatlon agrees that in the event of 11tlgatlon against
1tsnauents 0 ,emplo ees arising out of this

¢ - Will: co ifend and indemnify. and
hold harmless the Employer, its agents, or employees for any
monetary award arlslng out of such lltlgatlon.

' Durlng the llfe of thls Agreement the ‘Employer will deduct

current uniform and ‘periodic Federation ‘dues or service fees

_from the pay of -each. bargaining unit employe who voluntarlly ’
executes and delivers to the Employer by the last working day

of any - September of any .year either of the following

he required Federation dues

- or serv;ee fee requlredLas condition of. continued

| ol _ectlve Barganung A t
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vSChOOl or Bulldlng

authorization forms (Form A or Form B):
- EORM_ A

VOLUNTARY AUTHORIZATION FOR
. .DEDUCTION. OF FEDERATION DUES

Name

Soc1al Securlty No.

T authorlze the nghland Park Board of Education/Board of
Trustees to deduct from wages ‘earned or to be ‘earned by ‘me monthly
Federation dues and to remit the same to the Federation at such

ime" and - in “such’ ‘manner as “may be de51gnated ‘by +the <Chief
Admlnlstrator/Business & Flnance, but not less than monthly. L

I agree that ‘this authorlzatlon shall remain-in effect from
year-to-year unless revoked by me in writing to the Chief
Administrator/Business and Finance and the Federation treasurer or
upon the termination of my employment with the Board.

‘(signature-of Employee)

(Social Security No. of Employee)

(Date of Sighing)

~_(Date of Delivery to Board)




VOLUNTARY AUTHORIZATION FOR
' DEDUCTION OF ERVICE FEE
Name

 social Seeurity‘No.

"SChool or Bulldlng

_' "I ‘authorize the ‘Highland Park Board of Educatlon/Board of&
Trustees to deduct from wages earned or to be. earned,by me. monthly,

service fee and to remit the sdfie to the Federation at such time
and in such  .manner.  as.. may:.be .designated .by. _the. Chief
Admlnlstrator/Bus ness: ‘Flnance, ut net less than mon’hly.

B I agree th

-v:;year to. syear unless. .x

%Admlnlstratcr/Bu51ness and Finance and the Federatlon treasurer or
upon the- termination of my employment with the Board. . . . -

authorlzatlon shall remaln in effect from'
evoked. - by me in writing. .to. the. . Chief:

T(Siénatﬁre bfiEﬁﬁibyeEff

(Social Security No. of Eﬁpldyee)

(Date of Signing)

(Date of Delivery to Board)

B. The following certification form shall be used by the
Federation when certifying Federation dues or service fee:

I

s

i i ¢

M e
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C» C3 X 3

or

CERTIFICATIGN OF FINANCIAL OFFICER
OF HIGHLAND- PARK -FEDERATION OF
: EEUCATIGNAL SECRETARIES

I certify that untll further notlce the Federatlon dues’ or service
fee payable under Article 3 of the current collective bargaining

"”shall not begln

FI_CEItlflcatlcn of ‘the
amount of the mon

determlned by th A

" to the first payday o

agreement is $ ; 4per month for the months, October through
May. '

Date

81gnature

(Financial Officer) ..

Date of Daliverylﬁc Board

Payroll deductions” lshall be made ‘'monthly in a manner
'stantvSuper1ntendent-8u51ness/Flnance,
ial’ deduétion for:.any employee
a properly executed "Voluntary
Authorization for Deduction of" ‘Federation Dues":or ‘“Voluntary
Authorization for Deductlon of Service Fee" and (2) the
ration's financial officer.:as:to the

on dues or service'fee-has been
st fifteen calendar. days . prior
) alendar: month. ' “Changes ‘in the

amount of the monthly" ‘Federation dues or service fee also must

dellvered to the B

" be ‘delivered to the Board at least fifteen calendar days prior

'*to the first payday of ‘the calendar month onh whlch the change

is to become effective

a bargalnlng unit e loyee s voluntary authorization for
deduction of Federatio: .dues -or-service fee will be revoked
upon his/her termination of employment with the Board or
written notification from the employee to the Assistant

»Superlntendent-Bu51ness}Finance, provzded notlce of such
revocatlon is glven to#. : LA

e Federatlon._

All suns deducted” by the Board shall be remxtted to the
financial officer of the Federation once ‘each “mornth by the

_ fifteenth calendar day of the month following the month in
‘which the deductlonsywere ‘made, together with a ¥igt of names

‘“and the -amount deﬂucted for ‘each’ emplayee fer whom_aideductlon

was made.

The Board ‘shall not be 11ab1e to the Federation by ‘Yeason -of
this Article 3 for the:remittance or payment of any sum 6ther
than that constituting actual deductions made from thé pay




ﬁThe Personnel Office m;
‘hire or -terminat; on
'actlon. :

earned by the employee. 1In addition, the Federation shall

‘indemnify and:!save the Boar . any liability

resulting from:any and 1 T

other action ar1s1ngufremvwg_Aw Mh thls ‘Article 3, or

in reliance of any 1list, n . certification or
. authorization furnished under this Article 3.

SERVATIO > RIGHTS -

The”Bdefd'reserE§ﬁéii"flghts and powers” conferred upon it by the
Constitution and Laws of the State of Michigan except as expressly
. and speclflcally llmlted by this Agreement.

'anfiéi2”$7

*respdnsxbll
l*tovfa;r emp:

;persens, by adhen g to va11d equal employment opportunlty,
~affirmative action, and Title IX rules and regulations.

'ARTICLE 6

Wlthln seven

Lng-:d
‘the Union, the Board w1ljvprev1de the Federatlon each f;ll and
‘early spring a. cemplete list of barga1n1ng unit members, their

seniority. dates, . sala,‘"n

empleyee',

level (schedule and, step), and the

The Board w111 prev1de the Federation wlth a copy of all Board
minutes w1th1n five (£
Board. - T T

suits or any’

J days after they have been approved by the

e

¥ i I
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Th gBoard shall ‘honor reasonable requests by the Federatlon for
: 1nforma..on : 1nc1dent N neoessary and proper
' ﬂ?s@&e,g. qr;evances). S .

i1l provide the req ested informatxon within seven (7)
: ‘nion's written request.-,If the

_be - sﬁpp-—m ied .- ] . (7). work __.days,' 1t shall be made
‘avallable as soon thereafter as po;,ible.,_ v

AYROLL DEbU;JL,QT

The Employer agrees to deduct from the salarles of employees when
voluntarlly authorized in wrltlng by. each employee.

{(a) Tax deferred annuitles
.. {b) U.S. Saving Bor L
(c) -

(4)  insurance (where appllcable)
. (e) ﬂMonthly Federation dues. and/or service fees
- (f) Detr01t income tax

A11< secretarles will have the oppo tunlty to have thelr pay
prorated over a 26=-pay. per;od, lf they so“de51re.

Ind1v1dua1 authorlzatlon formS' shall be furnlshed by the .
approprlate organization involved and, when executed, filed
.dgally or cooperatlvely wlth the Busxness Offzce. -~ The

K;fdj he Employer shall rec
- "employee of the barg
representative.
" The segments are as follows:
| Central Office

ﬁigh School

Highltand Park Community College
Elementary School '
Adutt’Ea"catiDnCkbdjée/t/C::L4L4Q£”‘75?—~e‘




A." The Federation shall have the right to ‘use school bulldlng
facilities“for Fe :eratJ.on’ meetlngs after"regular class hours
prcv1ded that: .

1. : Such meetings occur dur:.ngfthe regular sh:.ft hours of the
custodlans for the bulldlng _1nv )questlon.

(,
L

2. Request ‘is’ ‘hade ‘to ‘the’
in advance, except ‘in ¢ases of ¢
:thls 1s not possmle.

"l.e'vs' than three days
sual circumstances when

3. There is no confllct'-‘ w:.th other school act1v1t1es whlch'-
' 1n whlch

c.. .Attendance at profess:Lonal meetings is desirable to malntaln
and improve clerical competence and proficiency, and to
enhance the educatz.onal program. :

)




Cr 3

| B

D. The Union shall be permltted the use of one of the ~school

- buildings after school hours for business meetings of the
Union and committee meetings on union business, provided that
such use is requested throdgh the Superlntendent/Pre51dent'
office, and can be arranged in advance without 1ncurr1ng

el ;;addltlena gcost to the Schoel Dlstrlct.,

ARTICLE 10 .

A}7w-Adm1nlstratlon ‘will provide ‘the Federatlon with a copy of any
. dtems-pertaining to the Federation ‘that will appear on the

- “Board 2nda lay 4 the . scheduled Board
meeting,. w1th the exception:

mf em,rgency 1tems.

B:'s he=Employer shall furn;sh the Federation quarterly a list of
L : 1 dindr unit.. who have been hired,
1nstate, laid~-off, or

ok . Federation shall be provided with
A ¥ current copy of tltles, ‘office -locations, and office
.telephone numbers and exten51on of each administrator.

”shall supply each employee of the bargalnlng'unlt
of - thls Agreement within- thirty-five (35) working
5 288 parties. After that date,

1re, reh;re er relnsta ed:employee shall be supplied
. his. Agreement by the Employer. The Employer shall
supply the Federation with an additional fifty (50) Coples of
'thls Agreement for the Federatlon s, own use.
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‘A grlevance is a complalnt by

" STEP 1 ‘'Po' the immedia

“STEP 3

~ ARTICLE 11

bargainlng unit.t*ployee, or
by the Federation for an employee or in its own behalf,

‘concerning: (1) any alleged violation of this Agreement, or

(2) any dlsclpllnary actlon

All grievances shall be handled by the following procedures.
Any aggrieved secretarial or clerical employee shall have the
right of Federation reprﬁ on of his/her own choice in
presenting his/her grlevance in the follow1ng order:

‘ ’upervxsor i ‘ng and stating,
‘in detail; “the facts surrounding the.grlevance, and

““the . supervxsorfshall respond to the grlevance in

writing within three (3). working days.

STEP 4 The Federatlon may appeal in wrltlng the dec151on
of the Superlntendent or College President as

 to the Board of Education

% A hearlng shall be

%t Board meeting and @ the

n accordance with sa&d«schedule._

STEP 5

vof the

rules

Arbltratlo Association. The fees and expensesﬂof

.

[

‘N 8 T3 XE m e R Ee
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. .- - the . arbitrator . and ~the American Arbitration

. ASS c;atlon shall be shared' ually by the ‘Employer

- -and:the Federatio: v or's decision shall

be final : and ) 'd;ng on . 1ssal cases,; any

‘grievance dealing -with finan ial matters (i.e.)

wages, salaries zreductJ.on or. suspens1on with pay

loss). The arbitrator shall ¢ ne his/her opinion-

-to- the sole. quest;on of whether or not there has

“been a violation of thls A ’”ent or whether any
15c1p11nary actlon was . unjust,or 1mproper.

Cc. . The off;c’ _-,rs of the Federation of wh _h the employee is a
o -_-'-membew ,‘r-._n.a commn:tee de 's‘,:.gnated by th m, may have access to
oorall - ed provided . written permlssion of the

1nd1v1dua1 is obtalned in advance. :

D. . Fallure at any step of the grlevance procedure to communlcate :
thef~.dec1sg;on of the grlevance within the_ spec:.fled tJ.me limits

' spec:.flc 1nstanée ‘:by mutual agreement :m wrltlng. .

E. Any party Qf a -grievance .shall. have : the right &

‘.representatlon by legal counsel at Step 4 above; provided,
- however, ‘that no employee may . be represented by counsel for
.any employee organlzatlon other than the. Federatlon.

F.. ..The: grlevance chalrperson _of _the ‘Federation shall be

3 ;_-z'recognlzed by the: Board as. ‘the. off1c1a1 representatlve of the

. ¢ -Federation. to. receive. off1c1a1 commum.catlons under this
S grlevance procedure. D P

ARTICLE 12

No employee shall be reprimanded or disciplined in any way within
sight or hearing of any other employee, citizen or student. It is

t the .employee has the right to have a Federation
resent..during. any such reprimand. No employee
iplined .or dlscharged without. just cause. . The
employer agrees to immediately notify the. I-‘ederat1on prior to the
discharge of a non-probatlonary employee. The Board agrees to
maintain:a progressive discipline program.




"14d;scharged'”on”probatlonary employee
, ‘ ith the pres ident
xthe employee's

suspended, ot & arged by t *Board or ‘any agent or
representatlve thereof 'and believes: ‘that ‘he/she has been
j ly dealt with, a complaxnt shall be presented in writing

&he executlve hoard

rkfng days'ffte s ‘
: actory to the Federatlon, the matter
grlevance procedure beglnnlng

een adjudged to't
“to work on his/her- regular )Ob wlthout loss of

'hls/her senlorlty rights and with full back pay.

E. ;The:Federatlon and the Board: agree ‘to a551st employees in

o ita g proper empl ‘and ' ‘performing

satlsfactorlly at his/her position. Th refore, the Board of
Education agrees to notify the Federation of any -disciplinary
action, the nature of which is serious enough to warrant

written record.

ARTICLB 13

71EW_PROBA;IONARYHEMPLOYEES |

; Ai;;“The Federatlon shall represent preb iohary employees fer vhe‘_.
o purpose of collective bargai 1ng in respect to rates of pay

‘ ‘wages, hours or employment or ‘other conditions of employment
_Vas set forth 1n Artlcle 1 of th;s Agreement. o

B. All new employees must serve a’ probat1onary perlod of 90 workf

days. This probationary period may be extended at the option

pr _1dent /or _sxgnated "Federation.

e ¥y Uy U
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-B. _Each employee shall be shown'“and slgn - all

13

of the Chlef Admlnzstrator/Personnel‘w1th_the comsent of . the

_ ] B = : m e Wik either be
'placed in the p051tlon permanentl ‘or-d &sed. The Employer
shall have the r1ght to d1scip11ne neW'p;ohatxonary employees
i nd 1 : pllnary act1on is

""and a member ‘of the Personnel Offlce shall be present when the
employee inspects said flle. ' '

‘"Personnel
]Evaluatlon Reports" or other evaluations of the ‘employee's
performance made by his/her supervisor. The employee shall
have the right to file a written response to any such
material, which shall be attached to or kept in‘the same file _
wlth such naterlals._ Formal (conclusory) evaluations of
" be prepared only by

‘C. hDerogatory statements or reports kept by the admlnlstrators

at the school or departmental level are subject to the same
'prov151ons as official personnel’ ‘files.

D,_” At the employee s request the Employer shall reproduce at
' fcost any material in hls/her personnel ‘file except
__confldentlal pre-employment credentlals of an evaluatlve
Q'nature. , , _ :

'ngi”All derogatory statements, reprlmands, unsatlsfactory ratlngs

S 11 be removed from employeen fﬂles 1n compllance'w1th state
1aw. : : 8
ARTICLE 15

§ENIOEII! x

When the word "senlorlty" is used, it shall mean length of service
w1th1n the bargalnlng unlt.,

a. Senlorlty shall be on a bargalnlng unlt-wlde basis in
accordance with the last date of hlre under thls Agreement.

\
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A secretary shall lo X

employee.

1. He/she quits:;

2. He/she is dlscharged and the dlscharge is not reversed

through the procedure set’ forth in this Agreement;

om* Yayoff

as set forth in the recall proced,r_f>ﬁ;?;,”

of absence

waallure to return from leave

An employee's senlorlty shall not be affected or 1nterrupted

~-as a.result of. layoffs, injury,- illness, leaves of absences

or other causes not due to the Vvoluntary act or fault,of the

€ »';;s non~transferab1e from one bargalnlng unlt to
another w1th1n the School Dlstrlct._'

flve (25) working days after
N to“the Federation

yees. ] jaining unit showmng

the senlorlty of each full—tlme employae." Such a list ‘shall
contain the - name, date of employment, bargalnlng unit
senlo ity date and cl at1 n h n the

The employer shall Vlthln twenty-
; 3 : eem,nt‘f

The Federation and District agree that re-assignments and
transfers of employees from one position to another may be
dlsturblng to the individual involved.- How '
‘necessary to transfer a member of the bargalnlng unit to

wlthout.

if it is

3 U3 £y 9 FY €3 % £ €8 0y
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another p051tlon in .

3 by ’ o »
employee sha_l be adv:.sed of the following

1. A sixty (60) calendar day prohatxonary'pe" od'shall be

-served for a voluntary transfer to a higher
classification. e e -

2. No probationary period shall be requlred o'”ap employee‘
for an involuntary transfer to a cla551' tion on the
same level. T - :

30 “If an emﬁlé?ee is‘reaésignedyor*tréhSierredﬁinvoluntari1y'

and whose "probationary period is -unsatisfactory, the
employee shall be returned to ' his/her former
c1a551f1catlon. - _ e

& lfIn:the case of a transferred or promoted employee ‘whose

p~ ok tlonary period is unsatisfactory e-employee shall

be ‘returnéd -to his/her former classifiecation;: but not
'necessarlly to the former p051t10n, and: ppolnted to the

- first vacancy according to “his/her. seniority in that
classification.

*

the employee w1ll retain the same. work‘year'as in his/her
former p051tlon. It is understood -that this :does not
apply in a s:.tuatlon where layoffs and bumplngs are
?occurrlng. : B

not

©f1e - an employee re51gnat1on
25 ‘an‘employeé termination

3. an employee on child care leave in excess of six (6)

. ‘six
(6) monthS'v-

S. death of an*employee

~military leave due to enllstlng or belng drafted
the Board of Education creates a new position
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hAgreement Ht 'eastfaﬂ‘working -
lestabllshed by the _Personnel Dlv151on for .appllcatlon.

23 ‘Job locatien: . v

staffft,'perferﬁ lhexdl'

- be notified prior: to the ‘temporary f1111

s«prlor»tc ;

l.' Job t1t1e and descrlptlon
2. Salary: cla551f1cat10n

4. ' Lehgth: of:year
S Quallflcatlons

‘. ‘No position shallfbe filled without. repostlngu.lf ‘the postlng

fer that pesxtlon is: older than 30 wo ing days.

It is: the 1ntent10n of the Dlstrlct éanc1es as
quickly as possible. In s;tuat:.ons where the placement
- ""3-’-prccedwre has ot been: ,

maximum:of forty-£ e (45) calenda der:
; f that pOSLtlon.

When new jobs are created or a vacancy occurs ‘in any
classification under this Agreement, first consideration shall

' 'be given ito thie- employees: presently. emplaye by. the District

with: the highest .qualifications. he t that it becomes
necessary for a: pos;tlon to. be: phased oujy N
-be glven te the Federatlon.u T

Employees 1nterested in con51derat10n for a vacancy must make
_wrltten appllcatlon for “the p051tlon no - later than the

“as’ speC1f1ed 1nFWr1t1ng br'the.A; a
Personnel Office will notify Bargaining Un ‘ i
ten (10) working days from the date the vacancy is filled by

Board action if they are not selected for the position. = Upon

written request to the Personnel Office,. appl cants who were
not selected for the position will be given the reason on
which the decision was made. Appllc;;lon fer a position shall
not adversely affect an employee 8 ,-atus 1n hls/her current
position. SR P

The - salary change resulting froma permanent or temporaryj

change in classification shall take effect with the: assumptlon
of the dutles of the new Job class;fxcatlon..,:.

1 A Y My

f;catlon will

by an

™ T3
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The salary change shall be to the same level ‘of the new -

classification as that previously held by the employee in
his/her old job classification. :

Should a vacancy occur in any office for 10 consecutive
working days, supplemental compensation shall be paid in the

following manners:.

Thg;prdviSiQnSQQfoﬂigl;ah&'2'shall‘apﬁlyt';'> 

R

In the event ‘the Board establishes a new ﬁbbéitibn or

substantia

\ges the responsibiliti
‘ hall v
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©.;and their current. abll;_xjta

_»Personnel/Labor'Relatlons (College) andbw ! _
“Committee. Any employee scheduled to be lald off shall be
notlfxed in_ writi ista: uperintendent or. ..

1pe 1ntendent
Dlrector of

'o,noyee 'S accrned vacatlon time: ‘Shal:
An employee must exerc1se his

%ght to accept a rec_w
an equal or 1°WeE“E§Y grade, consis CitH
werform -satisf

rily- the work
that 1s%avallab - SR

" 1. ..-Notice of recall shall be sent to the: laid-off employee

. at ‘his/her last address of record :by re_lstered or
-certlfled mail, return recelpt requested.' S

2. ,No new hires shall be made whlle there is
employee laid off who is qualified to fill the vacancy
unless the employee fails to advise the Employer of his
‘acceptance of employment within five (5) working days
after the receipt of notification from the Employer of

the available position and fails to report to work within .

twelvée (12) working. days after said receipt. ‘The

employee may waive, in writing, ©recall to a

-classification, without loss of senlorlty, if he is
working elsewhere and such recall is estimated. by the
Employer to be for less than thirty (30) working days.

available

T Oy

Yy ¥R 1%
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An'rxcw 13
wogx sgjgp_u LES

. All secretarlal-clerlcal personnel are employed elther 42, 46

or 52 Calendar weeks. The work year of 52-week employees is
from July 1 through June 30.,,5 & work year of 42-week
employees is defined as. follows: .

1. The work year of the 42-week employee is the regular
school calendar for teachers plus 10 working days. “This
normally means that .a 42-week secretary reports to work
five (5) days prior to ‘the beginning day for teachers and
is required to work five (5) days follow1ng the last day
of school or work for teachers.

4. ”At the close of each school year or Federal Project, each
~ 42-week . employee or federally-funded employee will be
given notification indicating whether or not they are to
return to work the forthcoming fall. Employees to be
laid off will be given reasonable notice prior to the

date of each intended layoff.

.‘ ’*ﬂ&a}é&zu

The work week during the summer months shall be 35 hours
beginning with the Monday following the last day of work for
the 42-week employee work schedule.

w»The regular work .week: -shald-berconsidered:




lgrantlng of.

.representatlve.

A maximum of three years experlence credrt?on-the salary

schedule, may be granted . if a new employee has had  work
t. Ly related to the jo “c1a551f1cat1on.* The -

be ‘at the- discretion

of the Superlhtehd nt/PreSLdent ¢;1s/her_ de51gnated

A new hlre w111 be_advanced as follows"”

letion of
and 1 ra minimum
perlod of six (6) months. ‘

: i; After completlon of probatlon, to be followed by a

_myee, said

that the level change is negotlated for all employees by
the Federatlon. _

‘. a.. An employee hlred March 4, 1991, on Level II, would

- 'be advanced to Level III on July 8, 199) ;_follow1ng
“‘the successful completion of nlnetyg'BO) work day
probationary period, if the probationary perlod has
not been extended. Said employee will remain on

) Level III until July 1, 1992, and wo,ld advance in

',_level if negotlated by the Federatlon for all
jemployees. o y

111 be_advanced,

R 4% TR e O ' s rmMm s O3
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. b. _An employee “red ‘September 4, 1990, on Level I
o would be advi 16 'L ‘ ry 14, 1991,
following t y (90)

work day pr onary

perlod has will

remain on Level II, un 1_January 1, 1992, and would

advance on ‘Level IIT on January 1, 1992, provided
that an advance in 1level is 'negotiated by the
.Federation for all employees for the school year.

.l_members ellglble for steps,wlll move on July 1 of each
chool year. _ :

ﬁ"the interest of security of employees, no employee shall
R e required to ‘work alone 1n any building without" another
" employee present. .

ARTICLE 19

A. At the time of initial employment, each employee in the
o ining unit shall have ten (10) days of sick leave
”ry durlng the school year. If

BZ"fAfter one (1) 'school year and’ through the flfth (Sth) school
year of continuous service in the Highland Park- Schools, each
ployee 1n the bargalnlng un1t shall have a. total of forty

a _

Cc. ‘After flve (5) school years of contlnuous ‘service in the
: Highland ‘Park Schools and each year through the tenth (1oth)
- school year of such employment, each employee in the
l;bargalnlng unlt shall have“a“total_of seventy (70) days of
“sick leave“available ‘at” the beglnnlng of each school year,
§ wexcept as herelnafter prov1ded. _ :

D. After ten (10) or more school years of contlnuous service in
' g hland Park SChOOlS, each‘employee 1n the bargalnlng unit

“”f‘placed on. leave w1thout pay andfm ,contlnue on such leave for
‘a perlod not to exceed one Vear. 1If, at the end of one year
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However,
ahle to resume

quallfled and,
‘“and beneflts

he/she w111 for the remalnder of the work-year in wh
. resumes. his/her assigned duties,
. sick leave, and at. the Tei . rear

again will have available’ the full 51ck’1eave fow ic

years of service entltled hlm/her. ' T

- F. It shall be the prerogatlve of the Employer to evaluate the

sick leave record and to_ judge the advisability of continuing
further sick leave entitlemeént to any employee whose state of
health is such as to necessitate the use of a major portlon
of 51ck leave<en, tleme A § two (2) succe551ve“years..r

" the
O use

crutches,
bandages or in sl r body
is such as to be deemed hazardous to hls/her personal welfare
and safety. L :

H. A person who concludes a work year on 51ck leave and who is

the next work year, W1ll be contlnued on 51ck leave' hto the

new work year for a perlod of time equal to. the, rema'ider of
sick leave unuse‘ at the end of the prev1ous work y

I. An employee who has.been_absent 10 or more consecutlveawork
days because of illnes _@hall upon his/her return, and” efore
" assuming his/her assignee duties, furnish to the
'~ administrator/Personnel a certification of fitness to resume
hls/her normal. dutles.‘

J. Sick leave is to be utlllzed for the purpose 1ntended and
" shall not be abused. The Employer shall have the right, at
its own expense, to have employees on s1ck leave or with
records that suggests possible abuse examined at such times

and intervals as the Employer shall determine. If the opinion

of the employee g phy51c1an regarding the date on which the

employee may resume his/her regular duties, the conflict shall
“be resolved’ by subm1tt1ng the dispute to a thlrd neutral

deration among

be entitled to 10. days of,

sd by

£3 7 €3 3 Y Y O U Y Y T TN
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-~ physician (mutually agreed upon by the Board's physlc1an and

-+ the employee's phy51c1an) whose. opinion. shall be binding on
both parties. If it is determined after examination that an
employee shall terminate, forthwith, and the employee shall
‘be: subject to dlsc1p11nary actlon., S

Hedlcal expenses for ‘the Board's physician and the neutral
’:physlclan incidental to physical examinations resorted to in
.~ resolving such guestion will be borne by the School District.
"Medical expenses for the employee's phy5101an shall be borne
,by the employee.'- - : R .

ARTICLE 20

An,lemployee .1n the bargalnlng unlt 'sustalnlng' 1njury or
occupational disease arising out of and in the course. of employment
by the:Employer shall be continued on the payroll to the extent of

uhls/her sick leave reserve; provided that where he/she recelves

income under the Michigan Workers' Compensation Act, such income
shall be supplemented by the. employer with an amount: suff1c1ent to
maintain his/her regular: salary for a: period not to exceed hls/her
sick:Yeave reserve, and such reserve shall be. charged only for that
portion in excess of the compensation payment.

ARTICLE 21

ILLNESS OR DEATH IN THE IMMEDIATE FAMTILY -

An employee in the bargaining unit shall be allowed five (5)

working days annually as leave days not to be deducted from sick
leave for illness or death in the employee's immediate family.
Immediate family is - to be ‘defined as follows: mother, father,

sister, brother, spouse, son, daughter, mother-in-law and father-
in=law. . The Superlntendent/Pre51dent may extend.this definition
upon appllcatlon in- unusual cases,

ARTICLE 22

, ERSONAL USINESS

A. 0 A staff member'may be allowed absences, with pay, totallng not

?lemore ‘than five (5) days within each work year for personal or
. private business; provided such leave is hecessary: and is for
oA reason.beyond the: control of ‘the individual request1ng it.

B. =1Except 1n cases of - emergency, personal bu51ness leave with pay
‘Will not be granted in the week prlor to or the week following
a vacation period, or in the first or last week of the school
year. : _ ,




nce. in-court of law

Required appeara =
P “tig part ,Of.-»: heemplOYGEo

3. Unusual circiinstances which may be considered

an-f: ‘Ehe.ir
merits by the Superintendent of S¢hoals.. et gl tE UL :

D. Except in cases where extreme émergency circumstances prevent,

approval of personal business leave must be obtained in
advance of the absence.: = A Wwritten request, including
' circumstances, for personal business 1leave, shall be

' will - acknowledge “the request ' and forward it +to -the
" Administrator/Personnel for approval or disapproval. S

"Except in cases of extreme emergency, failure ‘to submit -a.

‘written request for pérsonal business leave and:to ‘have such:

- leave approved in advance will.result in forfeiture of pay for
- the absence. ST P :

ARTICLE 23

LEAVE WITHOUT PAY

A.’ Personal Leave of Absence Without Pay

Y. Any non-probationary person who has been employed by the
el Board of Education for a minimum period of. three . (3)
consecutive years shall, on written request, be allowed

~a personal leave:without pay, for a good ‘and sufficient

reason, provided it does not in any way injure the school

program. Such leave may be for one-half of a work year

or a maximum of one full year. Applications for personal

leave of absence must be submitted by March 1, for leaves
beginning the first half of the work year and by October

15, for leaves beginning the second half of the work

yeay Provided, any person who has exhausted his/her
~Eick leave with pay and is not able to resume full
employment*\\/%hafll“fbe ‘eligible to make a written request
for personal leave without pay for a period of estimated

days after the depletion of the leave bank. TFailure to
file such a request shall be considered as intent of the
employee not to seek further employment in the school
system. AR

.vo_i]éviﬁé-'--'h&:fmoi:al _

. ‘originated prior to the time leave is requested and ‘shall be
“igubmitted to the ‘principal or'supervising administrator who

time not to exceed the current 'school year within 20 work =

™ e
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t'with the- School District, it
- _ 1ity” to initiate a request on

or before’ the above dates 'aE 1isted in item (1) above of

o theéyear precedlng the expected resumptlon of employment.

A request by the above dates of

" specified wil
ployment w1th

T 8. Persons returnlng from'a’ personal leave of absence shall

.. be considered first on the list of qualified candidates

[jwhen a position is open requlrlng a person with his/her
'quallflcatlons. o

,_5,] Upon return from . a personal leave w1thout. pay, the

7 .employee shall be placed on the salary schedule level for
,'_;whlch,he/she was eliglble when the employee left for said
‘_lleave. ' . _ ,

i1 tary Leave

n:'An employee 1n the bargalnlng unlt who may enlist, be drafted
__or be: recalled into’ active duty of “any brarnch’ of the United
fi”tates Armed Forces, ‘shall make' appllcatlon in writing for
military leave. Allfaspects of’ mllltary leave and return
herefrom will be governed by appllcable provisions of state
and federal laws 1n effect at the tlme in questlon.

cjf‘“Maternlty Leave of Absence

S The Board of Educatlon shall grant a leave of absence.
© Y without pay for maternity upon written request for such
leave by the employe nd certlflcatlon of pregnancy by

the employee's" phy51c1an. Such” leaves will be counted
as credlt levels on any salary schedule. :

2. The employee shall notify the Administrator in charge of
‘Personnel by a written statement from her physician as
soon as pregnancy has deflnltely been determined. The
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_physician's statement must épecify the date until which,
in the physician‘'s opinion, the. employee can continue .

without either (a)
t of the child; or
oyee's  ability to

: ‘her physician gpecifying the
so far as the health of the employee herself is
and without respect to any aspect of care and feeding of
the child, the employee is able to resume full-time

' employment in her former pesition without danger to the

8.

employee's health and without impairment in any way of

the employee's ability to perform her duties.

- The date of résﬁmét-ich".bf employment in her position .
‘shall be the date specified by the employee's physician

. _as. described in sub-section: (4) above.

' The employee may apply sick leave to hér'mat_er‘h‘ity leave,
‘up to the full extent of that employee's sick leave
available under the provisions of this Agreement.

The Board reserves the right, at its option and expense,
. to have the employee examined by a physician designated
by the Board with respect to the proper ending date of
the leave as set forth in sub-section (4) above. The
employee will make herself available for such examination

and will -cooperate in furnishing any ‘necessary

. information in connection therewith. = The Board-

 designated physician will provide the Board and the
-employee with a statement specifying the same information
-as that required from the employee's physician as
‘described in sub-section (4) above. In the event of

 conflict it shall be resolved by submitting the dispute
to a third neutral physician (mutually agreed upon by the
Board's physician and the employee's physician) whose
opinion shall be binding on both parties.

It is agreed that the fai-l'ufe of any employee to comply
with any of the foregoing requirements shall be just

' _cause for termination of her services.

I‘”I
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e Leave of AbSén¢e

oard of Education shall grant a leave of absence
| f -employee's new born child upon

‘leave by the employee, and
“the ‘employee's physician.

- 2. ..The request. for Child Care Leave shall be submitted at
the same time as the request for maternity leave
described in Section 23 (c¢) above. The Child Care Leave
will begin at the date of expiration of maternity leave
as described in Section 23 (c) above, and will end, at
the employee's option, at the beginning of either the
first or second school year following expiration of the
maternity leave, and at no other time. '

EXAMPLES :

a.

child born April 1, 1990. Matefnity leaves expires

April 15, 1990. child Care Leaves expires, at
.employee's option, either at beginning of 1990-91
school year or at the beginning of 1991-92 school

Child born October 15, 1990. Maternity Leave
expires October 29, 1990. Child Care lLeave expires,
at employee's option, either at beginning of 1991-
92 school year or at the beginning of 1992-93 school
year. :

(3) Upon expiration of Child Care Leave in excess
of six months, the employee will be given
preference for hiring in any vacant position
for which the employee is qualified, provided

the employee has submitted a written request

for resumption of employment at least 120 days
prior to the leave ending date. If no such
written and timely request is submitted, the

employee will be considered to have resigned.

If there is no vacant position for which the
. employee is gqualified at the time of the leave
ending date, the employee will continue to have
preference for any such vacancy which may occur

for a period of one year from the leave ending

date, after which all rights to preference
shall cease. '

(4) In cases of Maternity and/or Child Care Leave
where. the employee has sick 1leave days
available and sick days are used for maternity

1
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" an ployee“?

leave as prov1ded in sub-sectlon (6), the Board

will pay any. insurance ‘premiums falling' due.
prl-or_ to exhse stlonA of the employee's sick

“¥he » Bpard shall have

insurance coverage “during mate: Yy leave or

___ch;hld care leave by pay:.ng the necessary

_,_‘s to the Ba rd prlor to the prenuum due

e W R W
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‘tas 1nd1cated by the'follow1ng schedules'”

Cokkk
kkEx

khkkk

6 mos. to. 1 year to 5 years to o
l year =~ = 5 years 10 years
5 days* 10 days** 15 days**#*
10 years to 15 years
15 years ~above
|20 daystxsx 25 dayswawes

(DaYS:are”defined'as'wOrking*d:

: Prov1ded the 51x months shall have been served by

July 1 of the school year- 1n whlch the vacatlon is
allowable.

%}Provxded the full year shall have been served by
July 1 of the school year in which the vacation is

allowable.v

Provided the five years shall have been served by
July 1 of the school year in which the vacation is
allowable. L

,Prov1ded the ten years shall have been served by

July 1 of the school year in which the vacatlon is

- allowable. .

Provided the fifteen years shall have been served by
July 1 of the school year in which the vacatlon is

:allowable.
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.a.time, providing such schedi g does not inté:feréj#i

On July 1 of each school year vacations will be granted for

service performed during e ~preceding school Yyear. All
vacation time so granted must be used during the following
gchool year and cannot be carried over into the succeeding

_Vacation may be sﬁiii'into oné'br‘méte“ﬁeéks;_or“ohéﬂdhy at s -

erned.

= , . th the
operation of the department P

When a holiday is observed by,the'Employef during a sqﬁéduled
'vacation, the vacation will be extended one day continuous
with the vacation. o o T I

Illness incurredidnring vacation will not be charged to sick
leave but to vacation time. Unusual circumstances may be

‘reviewed by the Superintendent/P:esident;

A1l vacations must be taken at a time recommended by the
immediate supervisor and  approved by the.

Administrator/Personnel. The time of vacations shall be that
best suited for the continued operation of the school system.:

Extension of the time beyond the entitled vacation period must .
" be requested in advance, recommended by the immediate

supervisor and approved by the Administrator/Personnel, shall
be taken at the individual's own expense, and shall not be
drawn from personal business, vacation, sick leave or any
other paid leave time. '

If an employee is absent 26% or more of any work year, a
cor;esponding percentage of vacation time shall be deducted.

If a regular pay day falls during an employee's vacation, he
will receive that check,in.advance_upOn three weeks written
notice before going on vacation. ' '

Rate during Vacation: Employees will be paid their current
rate while on vacation, excluding overtime, and will receive
credit for any benefits provided for in this Agreement.

Years of experience in 42 or 46-week positions will count

. toward vacation granted when an employee acquires a 52-week
position. ' R ' S

In the event an employee's probationéty period is completed

between July 1 and August 15, they shall be granted one week
vacation that may be used following his/her six-month
anniversary date and September 1. If the probationary period

el a o o
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‘ends after August 15, they shall?be granted one week vacation

that may be used during the Christmas or Easter school recess.
In the event an employee used. ‘one week granted under this
Article, they shall, after the six month annlversary date, be
granted only one addztlonal week on the succeedlng July 1.

_If‘an employee qualifying for:vacation under this Article.does
not use this one week vacation as descrlbed above, he/she_

shall be granted two weeks' vacatlon on the succeedlng July
1. T : ST - _

In the ‘event of death of an: employee, any'unused vacatlon will

“be paid’ to hls/her estate.

Vacatlon days shall be taken in the flscal year follow1ng that
in which they were earned and shall not: be accumulated.

All vacation’ days must be: scheduled w1th appraval of the
superv1sor and the Admlnlstrator/Personnel. =

Should an employee be denied the rlght to take his/her
vacation as described in "P" above and this denial resulted
from the Administrator/Personnel: non-approval or his/her
request, then the employee shall be entitled to be compensated
at his/her salary rate for all vacation days unused as a

- result of said denial.




lowing paid

( 1) Day before or after New Year's Day
{ 2) New Year's Day S
( 3) Dr. Martin Luther King's Birthday
~( 4) Good Friday FES T S
( 5) Memorial Day
:°( - 6) 'Fourth.of July
{ Ty Labor Day -
( 8) Thanksgiving Day -
.{ '9) - Day after Thanksgiving Day: .
. (10) Day before or after Christmas =~ -
(11) Christmas. '

ARTICLE 26 =

The»employer will'provide bulletin board s@ééé in each building
which may be used by the Federation for posting notices.

ARTICLE 27

NEW CIASSIFICATION

The Board Trecognizes that the alteration of existing
classifications, or the establishment of new classifications, is
a subject for discussion under the contract implementation
procedures  (Article 29).

ARTICLE 28

Y DUTY

In situatiOns a:ising from the calling of an employee for duty, the
employee shall ask the administrator in charge to request an excuse

or deferment from such duty. A full-time employee called for jury

duty shall be granted a leave of absence for the duration of that
duty. The Employer shall be obligated only to pay an amount equal

to the difference between the employee's salary as computed on a

daily basis and the daily jury duty fee paid.

flﬁ‘hflﬂl
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-ARTICLE 29

representatives of the Board and the . Federation
negotiating ‘teams on  a regularly scheduled basis, if

i3 requested, with a minimum-of ‘one per month. =

2. The purpose of these meetings wilkﬁyggte}rgyiqw the,
administration of the contract and resolve any problems

that are not of a grievance nature. It is intended that
‘these meetings 'will produce a. high level -of mutual

‘understanding and that problems will be resolved on a

egquitable basis.

-3, All meetings between the paftiesﬁrégularly:séheduled
" should take place as promptly as possible-at a time when

=théacffice%personnel'imvolved-anegfggg<fggm¢a§signed
responsibilities unless otherwise requested by either the
Federation or the Board:: X “Meetings:will- be scheduled
within ten (10) days at the request of either party.

4. When a mutually acceptable amendment of'the_agréement
results, it will only become valid when ratified by the
Board and the Federation. . - - ..

ARTICLE 30

MEDICAL COVERAGE AND OTHER FRINGE BENEFITS

Bargaining unit members may elect either the Blue Cross-Blue
Shield MVF-1 plan of hospital-medical-surgical insurance,
including Master Medical (option 4) and prescription drug
coverage-as describe  in the brochure furnished to the Federa-
tion ‘or ° equivalent - coverage under - .Community - Health

~AsSociation;”Medieal;Laboratory Coverage, -and.-First Aid
- Emergency Coverage. o N

For the duration of this Agreement, the Board agrees to pay
the full premium for employee and dependents semi-private
coverage under either of said plans for all bargaining unit
members who enroll, but not exceeding the cost -of ‘employee
and dependents semi-private coverage under the Blue Cross-
Blue Shield plan. Commencement and duration of coverage and
amount and nature of benefits will be governed by the rules
and regulations of the carrier. The Board's only respons-

- ibility shall be for payment of premiums as above set forth.




ium necessary to
bargaining unit
'the“members'

ts anduicémneneeméﬁt”wé .
“gpecified =in’ the :mast insurance

;Ailffﬁilétime‘mehbérsuéfpthe_bargéihin ﬁnwtfénd'ﬁﬁéir'spoﬁ%és
~and children shall be allowed to take courses at-the college

for ‘credit without payment of tuition. Suc :persons shall not-
 be counted in determining the minimum ‘number of. students
required to,warrant\ccnducting a class. o

D. Effective January 1, 1979, the Board will provide dental

'*doygragé*-;keltatnental Plan with coordination of benefits.

v1i,_¢rér.theiduration_cf,thié Agreement,;théyaqggd;agrees,to
‘pay for full premium_fbrfemplqyeeswandfﬁependents: a
. dental insurance-package which shall be:

v (a):"Basicfservicés‘
(b) Preventive services’
(c) Restorative services
(d) oOral surgery services
(e) Endodontic sérvices

) (f),_Periodontic>serviCes

2. Fifty pércent.(SO%).of Class IT benefits:

(a) - PrOSthédohticslseréiéééla=' :

It is understood that ‘a. dental plan -coverage  shall " be

. jdentical -or superior to theaplansﬁandJSQrvices¢of'the_Delta
Dental-Planzproposed'at:the=bargaining'table;- A plan shall
be purchased for each individual regardless-of martial status.
Employees with coverage under external plans inferior to the
above plan shall not be excluded. : SR

E. The Board will.provide optibal.coveraqevfor-éllibargaining
unit members.. o S S

~

ST

‘_ R L
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ARTICLE 31

JB R- LOSIS EXAMINATIONS

fg of the secretar1al-cler1ca1 staff are _re

1red to f11e

'f a- certlflcate show1ng nega‘gVe result from,
or a tuberculln sk1n test..mThe certlflcate

1hvthe fall and the chest x- y or skin test ‘must have'been
performed w1th1n nine months‘precedlng ‘the first day of regular
ol sessmon in. the fall. :

The Employer agrees to. exert every effort to arrange for a mobll_
x-ray unit to visit nghland Park at a date or dates which will

provide all employees with an opportunlty to have chest x-~rays

~conveniently and free of charge. The Employer will also provide

arrangements for employees who prefer the tuberculin skin test to

.procure same at a location in Highland Park free of charge (i.e.,
‘D.o. H., nghland Park Health Department, etc.).

| ARTICLE 32
OTHER PHYSICAL EXAMINATIONS, NERVOUS DISORDERS

Any gquestion as to the phy51cal health and fitness of an employee
shall be resolved by the- Admlnlstrator/Personnel and the
individual, in conferenceé with the school medical advisor. Medical
expenses 1nc1denta1 to physical examinations - resorted to in
resolving such questlons will be borne by the employer.

'Nervous Dlsorder

An employee who has been absent, or whose performance has ‘been

impaired, because of nervous disorder, must present, prior to

his/her return, a report from a phys1c1an showing satisfactory

_ recovery. The employee's cooperatlon in obtalnlng a medical report

from an impartial clinic Jnay. be a required development. In the
latter case, expenses 1ncurred shall be borne by the Employer.
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by the Employer to its employees. o

1. Any employee desiring to resigﬁiéhall file a let ef;of,

resignation with the Personnel Office at least two veeks

- prior to the effective date. o - P

2. Any ‘employee ‘ﬁhdfjdiséqntinués"fﬁig/ﬁeff:setvié'
~ _accordance with the provisions of “(a) above  doe

forfeit his/her right to be paid for garned:vacaéﬁon-

Ctime.

3. If an employee is_terminéted or resigné, hiS/her'vadation

: days will be prorated and included in his/her severance
pay. et : . 0

ARTICLE 34

' EMPLOYEES HIRED FOR SPE(
~ BY FEDERAL OR

It is understood that employees hired for a special project funded
by the federal or state government will be retained only for the

duration of the project and the Employer shall have*no*obligatioﬁ~:‘

to re-employ them. However, at the end of the project, if a
‘position is available, consideration will be given. .. . .

ARTICLE 35
' NO STRIKE

The Federation fully recognizes that the statutes of the State of
Michigan confer upon public employees and their organizations not
only certain rights and privileges but also certain duties and
responsibilities, the latter including particularly the duty to
maintain and continue the functions of government, in this case the
operation . of the public schools, without interruption or
interference due to strikes. Accordingly, the Federation agrees,
on behalf of itself and all those whom it represents, that the no
strike provisions of the Public Employment Relations Act (ACT 336

OF 1947, amended) will be faithfully observed at all times. :

3 ™ M e res rs

1
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- ARTICLE 36

The fOllOWlng appendlx is 1ncorporated and makes ‘a part of this

Agreement.»

A Appendlx A - rates of Pay and Implementatlon of

' Salary Schedule -
AREICLE 37

o TIFICATION v P DI

The Board and the Federation will submlt thls Agreement through

their ordinary ratification- procedures. ‘Both:: partles agree to
actively recommend its ratification. .

ARTICLE 38
DURATION

Thls Agreement shall become effective July 1, 1969, and ‘shall
contlnue 1n full force and effect until mldnlght June 30 1992.

If either party de51res to modlfy this Contract, it: shall be give
written notice sixty (60) days prior to the explratlon date of the
contract upon the request of ‘the Union.

In the event no agreement has been reached by the expiration date,
the contract will remain in effect on a day-to-day basis, A signed
statement of an agreement for a day-to-day extension prepared by
both parties shall be exchanged between the Board and Union. This
statement will include the s;gnatures of the chief negotiating
agents for the Board and the Union. '

Printing of Agreement -

Copies of this Agreement shall be printed within thirty-five (35)
days after ratification by all parties, at the expense of the
Board, and.presented to all present employees and future employees.-




IN WITNESS WHEREOF, the parties hereto have executed this
Agreement by their duly authorized representatives on this first

[E CITY OF HIGHLAND PARK

NEGETIATING gol) ITIEE: .
o a7 e e st

ARK FEDERATION OF EDUCATIONAL SECRETARIES . . -
v..«.)éd{__.'.-;._-_’.-

NEGOTIATING COMMITTEE:

o v - — -,

- K
-k

e
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JOB CLASS  CODE

Ad Ssec III - 26
Bookrm Supvr .

Ad Sec IT . 23

Acct. Payable
Clerk
Bursar-Cashier
Sr. Payroll
Clerk

Ad Sec.I:. 22
. Asst. Bkstore '

Fringe
- Benefits
Receptionist

Bus. Office - 21
. Secretary III :

Sr. Acct.
‘Payable
Records Clerk
Library Asst.
Offset Prod
Spec.

"Substitute-

Sec.

Acct. Payable 20

Records Clk II
Adm/Rec.
Swithchboard
opr. :

Secretary II - 18-

Library Aide . 16 -
_Print Prod ’

- Clk
Secretary I

LEVEL 1

$9.00

$8.57

$8.38

$8.16

$7.79

$7.40

. $8.52

$7.97

'$7.77

$ 9.38

10,28

$ 9.09

. $ 8.88

$8.11 ..

$10.75

$10.01

$ 9.83

$ 9.32

$ 8.86

$ 8:»"46. ;

. LEVEL .3  LEVEL 4 LEVEL 5

$11.26

1$10.52

$10.23

$ 9.96

$9.73

$ 9.99

$ 8.83

39

LEVEL 6

$12.84

$12.00

$11.41

$11.15

$10.63

$10.13
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JOB CiAss’ ”'fcdf: , ‘s " LEVEL 4 LEVEL"S
Bookrm Supvr _ : e

Ad Sec II- 23
Acct. Payable
Clerk
- Bursar-Cashier

Sr. Payroll

Clerk

ad Sec' I S22 $8.91  $9.32  $ 9.76° $10:22°. $lei64  $12.62:
Asst. Bkstore ' AL
Fringe

"Benefits

Receptionist

Bus. Office 21 $8.72  $9.08 $ 9.45 $ 9:9177 $10:36  $12.34
Secretary III . S
-Sr. Acct.
" Payable

E
s
E
L
£
-
C
L
E
s
C

0 $10.41 7% $10594

Library Asst.
. Offset Prod
Spec. -

" Substitute
Sec.

Acct. Payable 20  $8.49 $8.86  $ 9.24 $ 9.69  $10.12 $12.06
Records Clk II : :
Adm/Rec.

Swithchboard

- Oopr.

Secretary II 18 $8.10  $8.29  § 8.85 ~§ 9.21 $10.39 . $11.50 .

Library Aide 16  $7.70 $8.08 ~ $8.43 $ 8.80- $ 9.18-.$12.00
Print Prod L o
Clk

Secretary 1




'Fringe Benefits

Receptionist

SEC. 1l 21 $372 $308 3945  $231 31036
Sr. Acct. Payabie:

Records Clerk

Library Asst.

Offset Prod. Spec.

Substitute Sec.

Business Office

RECORDS CLERX I 20 3349 $386 $224 8553  $10.12
Ad/Rec. Swichbrd Op.

Acct. Payable

SEC. 1l : 13 $3.15 29 $3.35 $221 %1039
SEC. | 16 $77C  $5.08 $543 33230  $°.12

Library Aide
Print Prod. Clerk

40, Tl
Secretarial-Clerical Salary Schedule For 1991-92 '
Job Class .. Class. LEYEL 1 LEVEL 2 LEVEL 3, LEVEL 4 LEVEL S LEVEL 6 l j
ADM. SEC. I . 26 $931 $1023 $1052  $11.43  $11.71 $iS3S I
Bookrm Suapyr - ' ' ‘ }
ADM_SEC. U 23 %235 #2251 $232  $i10.41 - 31094 $i248 l
Acct. Payable Clerk "
Bursar—Cashier
Sr_ Payroll Clerk l
ADM. SEC. 1 _ 22 . 33 932  $9.75  $5522  $10.84  $12.13
Asst. Bkstore o - l

.

$11.50
$11.06 )
$10.54 l

;
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ADM.SEC.II. 26
* Bookrm. Supvr.

.ADM. SEC. I .23
_Acct. Payable Clerk
Bursar-Cashier

- Sr. Payroll Clerk

ADM. SEC.1 22
Asst. Bkstore -

Fringe Benefits
Receptionist

Sr. Accts. Payable
Records Clerk
Library Assistant
Offset Prod. Spec.
Substitute Secr.
Business Office

RECRDS CLERK II 20

Ad/Rec. Switchbd Op. -
Accts. Payable

SECRETARY 11 18

- Library Aide
Print Prod. Clerk

SECRETARYII 21

SECRETARY I 16

- $10.82

$10.33

$ 9.84

$ 9.63

- $9.36

$ 894

$ 849

10 YEARS - $400 15 YEARS - $650

(2% Ralse)

$11.30

$10.49

$10.29

$10.02

$9.78

$ 9.15

$ 891

20 YEARS -

$11.80

. $11.02

$10.77

$10.43

$10.20

$9.77

$ 931

- $11.49

$11.29

$1093

$10.70

$10.18
s

$ 9.71

SECRETARIALCLERICAL SALARY SCHEDULE FOR 1994-98

- AF Ty AL ' K g - AF A AL ' iy WS gL A A4

JOB CLASS 4 CLASS LEVEL 1LEVEL? LEVEL 3 LEVEL 4 LEVEL SLEVEL 6

$12.08 $13.78 .

$11.75 $13.38

$11.43  $13.10

$11.18  $12.80

$11.46  $12.21

$10.14  $11.63

51,000 NON-ACCUMULATIVE

W

P ==
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‘Apr 29 - May 3
"May 6 - 10

SECRETARIAL-CLERICAL 1990-91 CALENDAR =~ 41

+ 42-WEEK 46-WEEK
=~ DAYS ~~  DAYS

3

10 46-week Report
17 B o
24 e
31 .

Aug 6
13-
20
27 -

42~-week Report
Student Report
08/28 = No =
Can : o classes 08/31- -
" T « R ' Labor Day 09/03

&tno o
B T RNV

Sep 3 = T
10 - 14
17 - 21
24 - 28

Oct 1 - 5

15 - 19
22 - 26

Oct 29 - Nov 2
Nov 5 - 9
12 - 16
19 - 23

WHBBITLLIG OO G

Thanksgiving
_ 11/22-23

26 - 30
Dec 3 - 7

10 - 14

17 - 21

24 - 28
Dec 31 - Jan 4

“Christmas Recess
12/24/90 01/03/91

14 - 18
21 - 25

SO OoOLLOLILT LWL LLLL OO

sPOOooVLOOm

M.L.King Birthday

' , 01/21 Observed
Jan 28 - Feb 1

Feb 5 - 8

11 - 15

18 - 22

ouwmumn

Winter Break
02/18-22
Feb.25 - Mar 1 .
Mar 4 - 8
11 - 15
18 - 22
25 - 29
Apr 1 - §5

Good Friday 03/29

15 - 19
22 - 26

auuuuosILILILY oLy

oLt o ST
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Secz:etarlal/CIerlcal 1990-91 Calenf'

May 20 - 24

, 27 - 31
Jun 3 - 7
S w4 1,54

5

193

FONT T T NT T

212

Last Student Day':

06/13/91 -

Last Day for 4:2- B

week 06 2*1 i

Independence Day
04/04

~04/05 Bast Day

for 46~-week

u}

W

N ™M 71 M T M
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Jan
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19
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10
17
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14
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28
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15

SECRETARIAL-CLERICAL 1990-91 COLLEGE CALENDAR 4z

13

20

27
A
10
17
24
31

14
21
28

12
19
26
Nov 2

16
23

30

14
21
28
Jan 4
11
18
25

Feb 1

15
22

Mar 1

15

.22

29

12
19
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DAYS

52-WEEK
" DAYS
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46-we§k-keport'
42-week Report

Labor Day 09/03

Thanksgiving
11/22-23

Christmas 12/20
Christmas Recess
12/24/90 01/04/91

M.L.King Birthday
'01/21 Observed

Winter Break
02/18-22

Good Friday 03/29
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LETTER OF UNDERSTANDING

_Tﬁisfpeﬁﬁér of Understandiné_is éupplemental to the 1990-92

: Bargaining Agreement between 'théirnighiand Pafk ?ederatibn of
Edﬁcational»Secfetaries, A}F‘T,'Locél_5863_and the Highland Park .
Béard of Edhcation. The Unién and:the_Board have agreed that thg
forty-two (42) week College unit secretarieé have the option to
work 37.5 hours during the fegisﬁration' period »immediately

foliowing the conclusion of the regular 42-week work year.

“If additional secretarial service is needed during the summer
months, the 42-week College secretaries will be given first

opportunity for such.

This language also resolves Grievance 1990-91-1.

m - -J
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