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ARTICLE I - RECOGNITION

The Board hereby recognizes the Monroe City Educational Secretarial Association/MEA/NEA,
hereinafter referred to as the Association, as the sole and exclusive bargaining representatives as
defined in Section II, of Act 379, Public Acts of 1965; for all secretaries as defined in appendix A-2.
Excluded are secretary to the Board, secretary to superintendent, secretary to the assistant
superintendents of personnel, secretary to business director, coordinator of fringe benefits, payroll
supervisor, all supervisory employees and all other employees.

1. Any bargaining unit employee may become a member of the Union or may elect not
to become a member of the Union.
2. Individuals who elect to become members of the Union shall not be disciplined,

discharged, or otherwise discriminated against by the Employer for his/her election
or for a failure to pay dues or fees.

3. Individuals who elect not to become members of the Union shall not be disciplined,
discharged, or otherwise discriminated against for their election.
4. The Union, its members, and all employees shall not intimidate or coerce any

individuals with respect to their right to work or with respect to any individual’s
Union activity or membership. There shall be no solicitation of employees for Union
membership or dues on school time. The Employer may take disciplinary action
against employees who violate this provision.

ARTICLE II - ASSOCIATION RIGHTS

The Association and its members have the right to use the school mail provided it is for Association
business. No bargaining unit member shall be prevented from wearing official insignia, pins or other
identification of membership in the Association either on or off school premises. Bulletin boards in
non-student areas and other presently established media of communication shall be made available to
the Association and its representatives shall have the right to use school buildings at all reasonable
hours for meetings, provided that when custodial service is required, the Board may make the
standard charge therefore and provided further that such use shall be approved by the Principal. No
charge shall be made for use of school rooms before the commencement, nor following the close of
the regular school day.

Duly authorized representatives of the Association and their respective affiliates shall be permitted to
transact official Association business on school property, provided that this shall not interfere with or
interrupt normal school operations and provided further that supervisor approval has been obtained.

All bargaining unit members shall have accumulated leave time, a report of fiscal earnings, and a
report of calendar year earnings, reported on each regular paycheck stub.

The association shall have the right to use that building equipment designated for general staff use
when such equipment is not otherwise in use. Use of other building equipment may be requested of
the building principal but is subject to his/her approval. The Association shall pay for the reasonable
cost of all materials and supplies incident to such use. All equipment must remain on the premises.

District Technology is intended to be used for district business only. This does not exclude the use of
district technology for appropriate union business.

The Board agrees to furnish to the Association in response to its requests such readily available
information as will assist the Association in developing intelligent, accurate, informed, and
constructive programs.

The Board will allow bargaining unit members time off to attend state and/or national association
workshops, conferences, conventions, and other activities provided that the total of times taken will
not exceed twelve (12) days per school year. Released time for arbitration shall not be included in
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the twelve (12) Association Days. The Board reserves the right to regulate the number of individuals
released under this clause. In the event the need for additional days arises, the Association President
and the superintendent, through mutual agreement, can extend the days. Requests for Association
Days must be submitted at least five (5) working days before the day is requested (except in
emergencies) and contain the endorsement of the Association President.

ARTICLE III - OFFICE PERSONNEL COMPENSATION

The salaries and classification of the office personnel covered by this Agreement, set forth in
Appendix A-1 & A-2, are attached to and incorporated in this Agreement. Such salary schedule shall
remain in effect during the terms of this Agreement. Each year all employees shall be eligible to
receive a one-step increase until the employee has reached the top step of the salary range for their
classification. No step increase shall be granted automatically but each increase shall be based upon
at least satisfactory performance by the employee based on the evaluation instrument. The evaluation
shall be given to the employee at least by the first working day of April.

All twelve-month bargaining unit members will be granted annual non-accumulative vacations with
pay as follows:

Current Employees

12 months - 80 hours
5 years - 120 hours
10 years - 160 hours

Vacation time shall be earned from the date of employment to the first succeeding July Ist on the
prorated basis the first year and thereafter shall be computed only from July 1st to June 30th each
year, so long as employment continues. During the employee's fifth and tenth year, their vacation
time will be prorated based on their anniversary date of employment. Vacation time must be earned
before using. Eighty (80) hours must be taken while school is not in session and the remaining hours
at those times least disruptive to school operations and are subject to the supervisor's approval.
Bargaining unit members shall be eligible to submit vacation requests up to one (1) year in advance.
The immediate supervisor shall either approve or deny the vacation request and return it to the
employee within five (5) working days of submission. Holidays occurring during the vacation period
shall not be charged against the vacation allowance. A complete year of ten-month service shall be
equal to a year of twelve-month service in computing total years of service for eligibility for vacation
time. Any person assigned to a twelve-month position and working six months or more shall be
entitled to vacation allowance on a prorated basis.

Secretaries moving from a 10-month to a 12-month position shall be granted five (5) days of
vacation in the first year, prorated.

1. Upon resignation, termination of service or transfer to a position requiring fewer working
hours or weeks of employment, office personnel shall receive any unused vacation
allowance at the rate of pay received by them at the time the allowance was earned.

2. Employees who have earned at least 120 hours of vacation may choose to carry over and/or
turn in for compensation, up to 40 hours of vacation time. Vacation turned in for
compensation will be paid at the rate at which it was earned.

Ten- or eleven-month employees will be granted service pay on the following basis: five (5) days
will be granted after one full year of employment. These employees may choose to use these service
days as vacation time upon approval of the supervisor. Employees who are hired to a ten or eleven-
month position after January 1, 2006, are not eligible for service pay as above.

Master Agreement — Monroe Public Schools & Monroe City Educational Secretarial Association



Page 5

Paid holidays recognized by the administration are:

12 Month 10/ 11 Month

1. Independence Day 1. Labor Day *

2. Labor Day * 2. Thanksgiving Day

3. Thanksgiving Day 3. Day after Thanksgiving
4. Day after Thanksgiving 4. Day before Christmas
5. Day before Christmas 5. Christmas Day

6. Christmas Day 6. Day after Christmas

7. Day after Christmas 7. Day before New Year’s
8. Day before New Year’s 8. New Year’s Day

9. New Year’s Day 9. Good Friday

10. Good Friday 10. Memorial Day

11. Memorial Day

* Labor Day will be removed as a holiday effective July 1, 2014, forward. If, however, the audited general fund equity as
of June 30 of the previous school year is equal to or greater than 10%, there will be no holiday reduction.

The Board agrees that it will not interfere with the rights of its office personnel to become or refrain
from becoming members of the Association and that neither the Board and its agents nor the
Association and its agents will exercise discrimination, interference, restraints or coercion against
any of the office personnel, except it is recognized that some positions are exempt from the
Association and will remain so, as defined in Article I, Section A.

Any office personnel engaged during the workday in negotiating on behalf of the Association or the
M.E.R.C. or participating in any required grievance negotiations, shall be released from regular
duties without loss of pay.

With the savings generated by a change in carrier for vision and dental in the 1994/95 school year,
and as further revised in 1997 and 2005 bargaining, the longevity will be implemented as follows.
Longevity will be paid to eligible employees who have 11 full years of service by December 1.

Years of Service Original rates
11 $1,755
16 $2,132
20 $2,375
25 $2,685
30 $3,008

Longevity will be paid on the first pay in December. Employees eligible for longevity pay who
terminate after June 30, but before the first pay date in December, shall receive longevity pay at the
time of termination. (A complete year of ten-month service shall be equal to a year of twelve-month
service in computing total years of service for eligibility of longevity payment). Those employees
who have worked the immediately previous 11 years, 16 years, 20 years, 25 years or more without
interruption shall be counted continuously employed. An employee granted a leave of absence shall
be continuously employed except the time spent on leave shall not count as service credit towards
longevity payment.

Twelve-month employees hired after the first of the year and 10- or 11-month employees hired after
the second semester will remain on Step 1 until July Ist of the following year.
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ARTICLE 1V - WORKING HOURS

A. The Board recognizes the principle of a standard forty (40) hour work week and will set work
schedules and make assignments which can reasonably be completed within such standard work
week. The Board will not regularly require bargaining unit members to work in excess of such
standard work week within or outside any school operated building. The Board reserves the right to
set and determine the hours of work for every employee. It is within the Board's rights to designate a
work week of less than 40 hours for employees. In the event a position's normal weekly hours
(excluding overtime) are reduced, the employee whose hours have been reduced shall have the rights
specified in the Layoff and Recall Procedure.

B. The regular working day will begin at 8:00 am. and end at 5:00 p.m. unless approved by the
Personnel Office. Deviations from the regular working day are possible depending on the nature of
the work done and the needs of the supervisor. In support of the efficient operation of the schools,
site-based decision making, and quality education, it is essential for secretaries and supervisors to
develop working schedules which allow for reasonable flexibility. Such a schedule may, at times,
involve work outside of the regular school day. Secretaries and supervisors will be permitted
reasonable discretion in collaborating on scheduling hours of work in a manner consistent with the
school and/or district programs and such schedule must be approved by the supervisor. All office
employees employed for six to eight hours per day shall be entitled to a duty-free lunch period of not
more than one hour. In addition, they shall be provided a fifteen (15) minute relief period twice a
day. Failure to take a fifteen (15) minute relief period shall not result in a lengthening of the lunch
period or a shortening of the eight-hour working day unless specifically arranged with the immediate
supervisor to cover unusual occasions. If winter break days are scheduled, the regular working day
will consist of seven hours.

Bargaining unit members employed for five hours per day shall be entitled to a lunch period
equivalent to thirty (30) minutes.

Overtime is expected to be used only in extreme circumstances and only if it is impossible to adjust
the daily schedule to accommodate time either before or after the normally scheduled time. When
overtime is computed, bargaining unit members will have the option to receive either the appropriate
overtime wages or take compensatory time. Time and one-half shall be paid for time worked over
forty (40) hours per week. The Fair Labor Standards Act does not require payment for time not
worked, such as vacations or sick leave. For the purpose of use in this master agreement paid
Holiday non-scheduled workdays will be considered as time worked.

A bargaining unit member shall have the right to refuse, with reason, overtime without prejudice.
Emergency overtime shall be approved before asking the bargaining unit member, but not to exceed
two clock hours. It is expected that from time to time, bargaining unit members may be required to
spend a few minutes beyond the regular day on their job. This is not considered overtime but shall
not be a managerial habit. If a secretary is asked to work up to one hour additional on a seven-hour
day, the time will be paid at the straight time rate. A bargaining unit member shall have the right to
refuse, with reason, the additional time on a seven-hour day.

The decision to request overtime is the responsibility of the principal or supervisor.

All ten-month employees will work the same days as the district teacher calendar with the addition
of twenty (20) business days. All eleven-month employees will work the same days as the district
teacher calendar with the addition of forty (40) business days. The scheduling of reporting and
ending days will be at the discretion of the supervisor after consultation with the affected secretary.
In any event, all secretaries must report no later than ten working days before the teacher's first
report. If a principal or supervisor finds that additional days are needed to complete the work, he/she
will schedule these days and they shall be paid at the regular rate of pay. When the date to return to
work has been established, employees shall be given a thirty (30) day advance notice, or on the last
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pay. If an employee reports to work after having been notified and receives no cancellations or
change directive, such employee shall be paid two days' wages should the order subsequently be
changed.

Less than twelve-month employees shall not be required to work during vacation periods, such as
Christmas and Easter.

ARTICLE V - PROTECTION OF BARGAINING UNIT MEMBERS
The Board will continue its policy of nondiscrimination with respect to any bargaining unit member
by reason of race, religion, color, national origin, age, sex, handicap, marital status, or membership
in or association with the activities of any bargaining unit organizations.

The Association will continue to admit bargaining unit members to membership and will represent
bargaining unit members without discrimination by reason of race, religion, color, national origin,
age, sex or marital status.

No bargaining unit member shall be disciplined, reprimanded, suspended, reduced in rank, or
discharged without just cause. There will be a policy of progressive discipline which minimally
includes verbal warning, written warning, reprimand, suspension without pay, with discharge as a
final and last resort. Any action taken against a bargaining unit member shall relate only to the said
violation and not to other aspects contained in previous evaluations. The Association recognizes that
if an employee engages in a serious breach, the employee may be subject to severe discipline. The
severity of the discipline may be subject to the grievance procedure.

A bargaining unit member shall be entitled to have present, a representative of the Association
during any disciplinary action in which such action will become part of the bargaining unit member's
personnel file. When a request for such representation is made, no action shall be taken with respect
to the bargaining unit member until a readily available representative of the Association is present.
Further, in the event disciplinary action is to be taken, the bargaining unit member shall be advised
of the right to representation under this provision of the Agreement prior to action being taken.

If any bargaining unit member is sued as a result of any action taken by the bargaining unit member
while in the performance of his/her regularly assigned duties, the Board shall give notice of such suit
to its liability carrier. The bargaining unit member shall notify the union president who will notify
the liability insurance carrier of the union.

Complaints by a parent directed toward a bargaining unit member shall be called to the bargaining
unit member's attention if a permanent record is to be made of such complaint or if such complaint
would be used in any future discipline of the employee.

Bargaining unit members will not be required to administer to students more than emergency first
aid. When bargaining unit members dispense medication, it shall be in accordance with written
Board Policy and the Rules and Regulations.

Bargaining unit members will not be charged with restroom supervision or school detention
responsibilities outside of their regular workstation on an ongoing basis. Bargaining unit members
shall not be required to administer disciplinary punishment to pupils but shall have adult
responsibility.

Physical Assault

1. Any case of assault upon a secretary which has its inception in a school centered program
will be promptly reported to the principal in writing, who in turn will report it to the Board
or its designated representative. The alleged assault will be promptly investigated by the
principal, a representative from the Association and the Superintendent or his designated
representative. These three persons shall determine whether an assault has occurred, and a
proven assault will be administered in accordance with disciplinary mandates.
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2. The secretary may request the Superintendent to provide legal counsel to advise the secretary
of rights and obligations with respect to such assault.

3. Whenever a secretary is absent from school as a result of personal injury caused by an
accident or an assault arising out of and in the course of his/her employment, he/she will be
paid his/her full salary (less the amount of any Worker's Compensation paid for temporary or
permanent disability due to said injury) for a period not to exceed two (2) full calendar years
from the date of injury. No part of such absence will be charged to his/her annual or
accumulated sick leave. The Board may, at its option, request a confirming statement from
the attending medical doctor relative to the duration of such absence from the work
assignment.

4. Loss or damage of personal clothing that results from a confirmed battery committed upon a
secretary while engaging in their clerical duties will be reimbursed up to a maximum of
$100.00.

An employee will have the right to review the contents of his/her personnel file excluding initial
references; and to have a representative of the union accompany him/her in such a review.

In any case of a criminal offense upon a bargaining unit member, the district shall cooperate with the
prosecutor's office.

ARTICLE VI - LAYOFF AND RECALL

All bargaining unit members shall be considered as probationary until they have successfully
completed the sixty (60) calendar day probationary period. Seniority for all bargaining unit members
shall be defined as length of service within the district as of each bargaining unit member's first
working day. However, seniority shall not be vested until the end of the probationary period even
though seniority shall be the primary factor for all layofts, probationary and permanent alike.

After serving the probationary period, the employee shall not serve another probationary period
when moving to a new position on a voluntary basis. In such a move there will be a trial period. This
trial period shall not be longer than 45 working days. At any time between the 30" working day and
the 45™ working day, either the supervisor or the bargaining unit member may choose to return the
bargaining unit member to the previous position. By mutual agreement the employee and the
supervisor may elect to adjust the time periods above.

Seniority shall be by classification groups. An employee in a higher classification shall accrue
seniority in all lower classifications for which the employee is qualified. When an employee is
promoted to a higher job category, she takes with her all seniority earned in all lower categories but
is prohibited from exercising it in the higher category for a period of one year.

If two or more employees are hired on the same day, the employee's last four (4) digits of their social
security number shall be totaled to determine the highest sum. The employee with the highest sum
shall have the higher seniority ranking. If there is still a tie, it will be broken through a lottery.
Placement due to the tie breaker shall not be changed.

The employer shall furnish a copy of the seniority list to the union and the said list shall be posted in
each bargaining unit workplace. Said seniority list shall show the classification seniority of each
bargaining unit member and shall be posted once by December 1. It shall be the responsibility of
each bargaining unit member to promptly check the seniority list for accuracy. If a bargaining unit
member or the union does not believe that the seniority, and/or classification is correctly shown on
the list, the Human Resources Director shall be notified, in writing, of the alleged error within ten
(10) working days of the list's final day of posting. If no challenges are raised during the above
period, the seniority list shall be deemed to be accurate. After this period, the seniority list shall be
frozen until reposted the next December 1. The employer shall incur no liability for relying on the
seniority list once the challenge period has ended.
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During a reduction in the work force, the employee(s) occupying the position(s) to be eliminated will

be laid off.

1. The employee whose position is being eliminated or reduced may bump laterally the person
with the lowest seniority in that classification.

2. If the displaced employee cannot bump laterally (as provided in 1 above) the employee may
go to the next lower class and bump the lowest in seniority or succeeding lower classes if
necessary.

3. Such employees displaced by this process shall be able to exercise the same rights as

described above. Any employee being moved down to a lower classification due to a lay off
will retain the right to return to that higher classification for a period of one year.

4. An employee exercising her seniority rights over a less senior employee may elect to bump
either the least senior employee in her own work year category, i.e., 10-month, 11-month, or
12-month, or she may elect to bump the least senior employee in the other work year
category. Part time status will be equal to full time status for the purpose of lay off and recall
process.

5. In the event the bargaining unit member has insufficient seniority to retain a position, the
bargaining unit member will be laid off from employment with the school district.

6. Bargaining unit members scheduled for layoff for an indefinite period of time shall be given
fourteen (14) calendar days’ written notice before said layoff shall be effectuated. Said
notice shall be by certified mail, return receipt requested. It shall be the responsibility of the
bargaining unit member to leave the correct address and/or forwarding address with the
Human Resources Office.

Recall shall be in inverse order of layoff provided the bargaining unit member recalled has the
necessary seniority. Notice of recall shall be by certified mail, return receipt requested. The
bargaining unit member shall have fourteen (14) days to report for work after the receipt of such
notice.

Seniority shall continue to accrue during layoff but shall not increase by more than six (6) months
while on actual layoff, and in no instance shall seniority accrued during layoff exceed seniority
accrued prior to layoff. Bargaining unit members shall accrue seniority during leaves specified as
seniority accruing leaves in Article IX, Section 9 of the Agreement.

Seniority shall be broken for the following reasons:

1. Resignation.

2 Retirement.

3. Discharge as per Article V, Section C.

4 If the bargaining unit member is absent for three (3) consecutive working days without

notifying management, unless extenuating circumstances exist.

5. The bargaining unit member fails to report for work on the fifteenth (15th) calendar day after
receipt of a recall notice. Extenuating circumstances for failure to report for work shall be
considered and, if approved, shall result to reinstatement to the position for which the
bargaining unit member was recalled or, if said position is filled, to the next available
position within the same classification from which the bargaining unit member was
originally laid off, or to a lower classification.
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6. The employee falsifies his/her employment records or falsifies the reason for an unpaid leave
of absence.
7. Seniority shall be broken if the employee is laid off for more than one year or longer than the

period of time of their accumulated seniority, whichever is greater.

A bargaining unit member who transfers to a position excluded from the bargaining unit, and who
subsequently returns to the bargaining unit, shall have such seniority as he/she held prior to leaving
the bargaining unit.

ARTICLE VII - TRANSFER AND PROMOTION

When vacancies occur in any bargaining unit position or when a new position is created, an
announcement containing a job description, classification and pertinent information relating to the
position will be posted electronically as specified in this paragraph.

No vacancy shall be filled except on a temporary basis until such vacancy shall have been
electronically posted with all bargaining unit members for at least seven (7) school days. In the
event school is not in session, bargaining unit members shall be notified by electronic mail of any
existing vacancies. 10- or 11-month bargaining unit members who may not have ready access to
email during the summer period may make written request each year to receive such posting by mail.
Bargaining unit members desiring to be considered for an announced vacancy must make written
application to the designated administrative office during the posting period. All those applying who
have the posted qualifications shall be granted an interview and will be notified of the decision
regarding the appointment in writing. All employees who work in the posted classification and apply
for the open position shall be interviewed.

The Association President shall be furnished an electronic copy of each posting and a notice of the
final decision within three (3) working days.

In the event it is necessary to use someone in a full or part-time position (other than a substitute),
such position shall remain for no more than sixty (60) calendar days at that pay rate after which it
must be electronically posted or abolished. In the event the person filling such position applies upon
the proper posting of the position (this may be less than forty hours), the probationary period may be
waived after the employee has worked sixty (60) calendar days.

In the event a bargaining unit position is vacated due to, but not limited to, a resignation, termination,
or transfer, a substitute may work up to a maximum of 60 workdays. Substitutes may work longer
than the 60 workday maximum only if an appropriate bargaining unit member is not available to fill
the vacated position.

ARTICLE VIII - LEAVE DAYS - WITH PAY

Bargaining unit members will be allowed one-day sick leave per month plus two days for business
leave per year which, if not used, will be added to their individual sick leave bank accumulative to
120 days. An employee absent from duty due to disability covered by the sick leave policy, shall be
paid full salary for a period of said absence not to exceed the allowed time in any one year, except
when additional time has been accumulated. All employees absent due to the illness of members of
their families may choose to deduct those days from their sick leave. Family is defined as father,
mother, brother, sister, husband, wife, child or member of the immediate household residence.
Absence due to extremely serious illness of parent-in-law or grandparents also may be deducted
from these days, if the employee chooses.

1. Bargaining unit members who have accumulated 120 days’ sick leave shall be paid at the
rate of 35% of the regular rate for each unused sick/business day in excess of the 120-day
limit. Payment is to be made at the end of the school year. Notice of accumulative sick leave
shall be included with salary notifications. Secretaries who end a fiscal year with 120 or
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more accumulated sick days in their individual sick leave bank shall be credited with a third
business day the following fiscal year.

2. Terminal pay, upon retirement and after 20 years of service, will be in the amount of 3/4 of
the accumulated individual sick leave and after 15 years of service in the amount of 1/2 of
the accumulated individual sick leave, at the regular rate of pay. As an alternative,
employees leaving the district with at least fifteen (15) years but less than twenty-five (25)
years as a member of the bargaining unit shall receive $150 for each year of service. Those
with 25 or more years of such service shall receive $300 for each year of service.

3. Attendance incentive remains frozen for the duration of this contract. Bargaining—unit

The employee will notify their principal or supervisor immediately upon discovery that leave is
required. Leaves of absence will be applied for in writing except in cases of emergency. Employees
will apply on the form provided by the principal or supervisor. Notification of disposition of said
request will be given to the employee before dates of requested leave. Employees may request work
of such disposition by direct telephone call to the Human Resources Office if it has not been
received.

Other leaves of absence, with pay, will be granted as follows:

I. Court Appearance: Court appearance as a witness in any case connected with the office
personnel's employment or the school; or whenever the employee is subpoenaed to attend
any court proceedings. These days shall not be deducted from sick leave or business leave
days. It is understood by the foregoing provision that if the employee is dismissed before
three (3) hours from the end of his/her workday, he/she shall be required to work for the
balance of his/her day provided it is possible.

2. Jury Duty: Any office employee who is summoned for jury duty examination and
investigation must notify the Human Resources Office within seventy-two (72) hours of
receipt of such notice. If any employee who has completed his/her probationary period is
summoned and reports for jury duty, he/she shall be paid the difference between the amount
he/she receives as a juror and his/her normal week's pay, provided he/she makes
himself/herself available for work within his/her regular work schedule when not occupied
for jury duty. In those cases where additional time is demanded due to the nature of the
duty, a request for additional time will be considered by the Superintendent or his designee.
It is understood by the foregoing provision that; if the employee is dismissed within three (3)
hours from beginning of his/her workday, he/she shall be required to work for the balance of
his/her day provided it is possible. To be eligible for jury pay differential, the employee
must furnish the employer with a written statement from the appropriate public official
listing the dates he/she received pay for jury duty. Any employee found abusing this
privilege shall not be entitled to the pay differential.

Leaves of absence, with pay, chargeable against the employee's sick leave will be granted as follows:

1. Two (2) days each year for legal, business, religious, household or family matters which
require absence from regular working assignments will be allowed. Application on agreed
upon form, for such leave except in the case of emergencies will be made at least twenty-
four (24) hours before taking such leave and is subject to the approval of the principal or
supervisor.
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Leave days as approved in E.1 are construed to include but not limited to use for conditions
or emergencies or catastrophes such as:

a. Fire, accident, or pall bearer.

b. Required court appearances.

C. Immediate member of the family leaving for service.

d. Graduation of member of the immediate family or the employee himself/herself.
e. Doctor's appointment that cannot be scheduled at another time.

Funeral Leave

a. Up to 3 days may be granted for the purpose of bereavement and funeral attendance
in the event of each death of an immediate family member; (immediate family is
defined as mother, father, spouse, son, daughter, brother, sister, or guardian).

b. Up to 3 days per incident may be granted for the death of grandparents,
grandchildren, current in-laws, for the purpose of attending the funeral.

C. A funeral day for the death of an individual not covered in “a” and “b” above may
be granted at the discretion of the superintendent and such approved time will be
deducted from the individual sick leave bank. If no sick days are available in the
individual sick leave bank, the day will be deducted from the following year’s
allotment.

d. It is understood that bereavement under this section per school year is allotted
without deduction from the attendance incentive included in section A-3 above.

ARTICLE IX - LEAVES OF ABSENCE - WITHOUT PAY

Leaves of absence without pay may be granted for any of the following reasons:

L.

All bargaining unit members may be granted a health leave after their accumulated sick
leave is depleted and their health, or the health of a member of the immediate family, which
shall be defined as parents, spouse, children, siblings, parents-in-law, or dependents of the
immediate household residence, warrants it up to a maximum of six (6) months. Said leave
may be extended upon approval of the superintendent's designee. When the health of the
bargaining unit member, or that of the member of his/her immediate family, as defined
above, permits his/ her return, he/she shall so request of the superintendent's designee.

A bargaining unit member may take a short, unpaid leave of absence (one to six weeks) due
to disability because of child delivery.

A leave of absence for maternity and/or childcare may be granted for up to one (1) year. A
written request must be submitted and approved prior to the start of any leave or extensions
thereof. Original leaves and extensions shall not exceed one (1) year. When the employee is
re-employed, it will be to the same or equivalent position, if possible.

All bargaining unit members availing themselves of leave provisions 1, 2, and 3 above may
be requested to verify the time used with a physician’s statement. Further, return to work
shall be contingent upon the employee's ability to return to unrestricted employment. The
employer, if it feels that the employee is not able to return to unrestricted employment, may
request, at its own expense, a second physician's statement from its own physician. In the
event the employee is not approved for unrestricted employment by the employer's
physician, the parties shall request an examination by a mutually agreeable third physician
who shall determine whether the employee is capable of working without restriction. The
third-party neutral physician's examination shall be binding for no less than two weeks nor
more than three months. At the expiration of such period, either party may request the
employee be examined by a third mutually agreeable physician. The cost of all such
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examinations by third party doctors shall be shared equally between the employee and the
employer.

5. Office employees who are officers of professional organizations such as MEA, NEA and
MCESA or are appointed to its staff, may, upon proper application, be given leave of
absence without pay for the purpose of performing duties for the aforementioned
organizations. Employees given leaves of absence shall be held at the step and position at
the time of leave for a period of one (1) year. After that, they must return or resign.

6. A leave of absence without pay may be granted at the discretion of the superintendent. A
written request for said leave must be submitted to the superintendent and approved prior to
the beginning of the leave or any extension thereof. The leave may be extended by the
superintendent. When the employee is re-employed, it will be to the same or equivalent
position if possible. The leave and any extension shall not exceed one year.

7. Leaves of absence without pay may be granted upon written application for the purpose of
further educational study if approved by his/her immediate supervisor and the
superintendent's designee.

8. All requests for leaves of absence will be applied for and granted in writing and must be
applied for at least sixty (60) calendar days prior to its commencement, except in cases of
emergency.

9. A bargaining unit member on a leave of absence (more than sixty (60) calendar days) may

return, upon the expiration of his/her leave, to his/her former position, or to another position
in the school system, providing a position is available in the employee’s classification
(vacant).

In the event no position is available (vacant) or if the person does not possess the necessary
qualifications for the vacant position, he/she shall receive notice of openings by certified
mail, return receipt requested. The bargaining unit member shall have fourteen (14) calendar
days to report for work after the receipt of such notice. The person shall continue to receive
such notice until they are returned to employment, or their seniority is broken by any of the
reasons specified in Article VI, Section J. An employee on a leave of absence due to the
employee's illness or disability shall on the expiration of his/her leave be reassigned to
his/her former position or an equivalent position provided the employee on such leave has
not been given notice of layoff while on such leave.

10. All bargaining unit members on leave of absence (less than sixty (60) calendar days) may
return, upon the expiration of their leave, to their former position.

11. An employee on disability/sick leave shall accumulate seniority for the duration of the leave
up to one year. An employee on maternity/childcare leave shall accumulate seniority only
for the period of actual disablement.

12. Eligible bargaining unit members are entitled to benefits under the federal Family and
Medical Leave Act. Copies of Board policies related to this act are available on the district
public server.
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ARTICLE X - INSURANCE

Beginning July 1, 2013, the Board’s contribution toward health care costs will be made on behalf of
the employees toward the health care plan chosen annually by the bargaining unit and accepted by
the District.

The health care hard caps for 2021 calendar year are $7043.89 for employees with single person
coverage, up to $14,730.96 for employees with individual and spouse coverage, and up to
$19,210.66 for employees with family coverage.

Bargaining unit members on leaves of absence covered by Article VIII may continue under group
coverage. However, during this time, the bargaining unit member shall be responsible for submitting
premium payments directly to the Board. If the employee resigns or is terminated, they will be
dropped from the Board's group coverage. In the event of work stoppage or withholding of service
by bargaining unit members, insurance costs will be the responsibility of the bargaining unit
members involved. It is understood that any member of the bargaining unit covered by any other
employer (i.e. a spouse's employer) is not eligible for the above coverage.

Bargaining unit members covered by any other employer (i.e. spouse's employer) and eligible for
Board paid health and hospital insurance who are not covered by the Board paid health and hospital
insurance shall be eligible to receive $200.00 per month towards the purchase of mutually agreeable
option programs. The parties agree that the school has no obligation to provide benefits other than
those specified in Article X, above.

The Board will provide each secretary with a self-funded SET/SEG administered dental program for
the employee and eligible family. The dental plan will provide a schedule of benefits equal to Delta
Dental Plan D (Class 1 and 2, which is a 70/70 plan with an orthodontic rider of $500.00).

The Board will provide each secretary with a self-funded SET/SEG administered vision program for
the employee and eligible family. The vision plan will provide a schedule of benefits equal to the
MESSA Vision Plan 3 plus.

The Board will provide life insurance $10,000/AD & D for the employee.

Employees that work less than full time shall have school district's contributions towards insurance
benefits prorated. It is the responsibility of the employee to either prepay the remainder of the
insurance premium or to arrange for an approved payroll deduction plan.

In the event of the death of the medical insurance policyholder, Monroe Public Schools will continue
coverage for the remainder of that month and one additional month.
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ARTICLE XTI - NEGOTIATION PROCEDURES

It is contemplated that matters not specifically covered by the Agreement, but of common concern to
the parties, shall, upon consent of both parties, be subject to negotiations between them from time to
time during the period of this Agreement. The parties will undertake to cooperate in arranging
meetings, selecting representatives for such discussions, furnishing necessary information and
otherwise constructively considering and resolving any such matters.

At least ninety (90) days and nor more than 150 days prior to the expiration of this Agreement, the
parties will likewise begin negotiations for a new agreement covering wages, hours, terms and
conditions of employment of bargaining unit members employed by the Board of Education.

In any negotiations it is recognized that all agreements are tentative until completion of the total
Agreement and until the Agreement has been signed by the representatives of the parties.

ARTICLE XII - GRIEVANCE PROCEDURES

1. A grievance is an alleged violation, misinterpretation, or misapplication of this Agreement.

2. The "grievant" is the employee or union alleging violation of the specific and express terms
of the Agreement.

3. "Days" means "workdays"; i.e., Monday through Friday excluding holidays and times when

the Administration Building is closed. It is understood that any continuing violation may be
filed at any time.

4. The term "grievance" as defined above shall not apply to:

a. The provisions of insurance contracts as long as the employer pays the correct premiums
and the insurance meets or exceeds the negotiated specifications.
b. The termination of services of any probationary employee.
c. Employee evaluations which are procedurally correct, and which are average to above
average.
5. All grievances shall be handled by the following procedures:

Step 1 - The grievant, either alone or with an Association representative, shall first discuss the
grievance with the supervisor within ten (10) workdays of the alleged occurrence in an
attempt to resolve the grievance informally.

Step 2 -  If the grievance is not resolved at Step 1, it shall be reduced to writing and presented to
the supervisor within ten (10) workdays after the original informal conference under
Step 1 of this procedure. The written grievance shall be presented to and discussed with
the immediate supervisor by either the grievant or the union. Within ten (10) workdays
after receipt of the written grievance, the supervisor shall render his/her written decision
to the union and the grievant.

Step 3- Within five (5) workdays after the receipt of the supervisor’s written decision, the
grievance may be (by the union or grievant) appealed to the Superintendent's designee.
The appeal shall be in writing and shall be accompanied by a copy of the decision at
Step 2. Within ten (10) workdays after receipt of the appeal, the Superintendent's
designee shall investigate the grievance and shall communicate his/her findings in
writing to the union, grievant, and to the supervisor.

Step 4 -  If the alleged grievance is not resolved at Step 3, the grievant or the union may submit
the grievance to the Board of Education within five (5) working days after receipt of the
written decision of the Superintendent's designee. The Board shall hear the grievance
within ten (10) workdays of receipt and shall render its written decision within five (5)
workdays of the hearing to the grievant and the union.
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Step 5-  If the grievance remains unresolved at the conclusion of Step 4, it may be submitted to
binding arbitration at the request of the union provided written notice of the intent to
arbitrate is delivered to the Board within twenty (20) working days after the receipt of
the Board's written decision under Step 4. The arbitrator shall be selected under the
rules of the American Arbitration Association.

Step 6 - Written Grievances as required herein shall contain the following:
a. It shall be signed by the grievant or union representative.
b. It shall contain a synopsis of the facts giving rise to the alleged violation.
c. It shall cite the section or subsections of this contract alleged to have been violated.
d. It shall contain the date of the alleged violation.
e. It shall specify the relief requested.

Step 7-  Any written grievance not in major accordance with the above requirements may be
rejected as improper.

No more than one (1) grievance may be submitted in one (1) arbitration proceeding, except by
mutual agreement of the parties.

It shall be the function of the Arbitrator and he/she shall only be empowered to make a decision in
cases of alleged violation of the specific articles and sections of this Agreement. His/her powers
shall be limited by the following:

1. He/she shall have no power to add to, subtract from, alter, or modify any of the terms of this
Agreement.
2. Any award of wages made by the Arbitrator based upon an alleged miscomputation of a

paycheck shall be limited to the beginning of the pay period immediately preceding the pay
period in which the grievance was filed.

3. He/she shall have no power to establish salary scales.

4. He/she shall have no power to hear any matter for which there is recourse under State or
Federal statutes or remedial procedure, or forum established by law or by regulation having
the force of law including but not limited to (Michigan Civil Rights and EEOC).

5. His/her powers shall be limited to deciding whether the Board has violated the express
articles or sections of this Agreement; and he/she shall not imply obligations and conditions
binding upon the Board from this Agreement. However, the Arbitrator may use past practice
to give meaning or definition to ambiguous contract language.

6. In the event that a case is appealed to an Arbitrator on which he/she has no power to rule, it
shall be referred back to the parties without a decision on its merits, however, the Arbitrator
may make recommendations.

7. The Arbitrator shall have no power to establish or change any insurance policy where the
terms of the policy have been mutually agreed upon and the policy meets the agreed upon
requirements.

The fees and expenses of the Arbitrator shall be shared equally by the Board and the Union. All
other expenses shall be borne by the party incurring them, and neither party shall be responsible for
the expenses of witnesses called by the other.

Any established claim for overtime not actually worked shall be remedied by allowing the employee
to work an equivalent amount of time.

Claims for Back Pay - All grievances must be filed in writing within ten (10) days from the time the
alleged violation was to have occurred. The Board shall not be required to pay back wages more than
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ten (10) days prior to the date a written grievance is filed. In no event, shall back pay exceed sixty
(60) days.

A grievance may be withdrawn at any step without prejudice.

If the Board and/or its representatives believe there has been a union violation of the Agency Shop
Clause (Safe Harmless) or No Strike Clause, it may file a grievance with the Union. Such grievance
shall be in writing and shall set forth the issue involved. Representatives of the parties shall meet
within five (5) school days after receipt of such grievance and work toward the resolution of the
issue. Any grievance filed by the Board shall be initiated at Step Three level by serving a written
copy thereof upon the Union President.

ARTICLE XTII - MISCELLANEOUS PROVISIONS

Copies of this Agreement shall be provided in electronic format. The Board will provide an
electronic copy of the Agreement for each bargaining unit member. New bargaining unit members
shall receive appropriate insurance and retirement forms at time of hire.

The Agreement is subject in all respects to the laws of the State of Michigan with respect to the
powers, rights, duties and obligations of the Board, the union and employees in the bargaining unit
and in the event any provision of this Agreement shall at any time be held to be contrary to the law
by a court of competent jurisdiction from whose final judgment or decree no appeal has been taken
within the time provided for doing so, such provision shall be void and inoperative; however, all
other provisions of this Agreement shall continue in effect.

Inclement Weather days must be worked to be paid. Bargaining unit members who choose not to
report - may use appropriate personal time on these days to protect compensation (vacation, business
days, service days, sick days, comp days, etc.) In the event the superintendent declares it unsafe for
personnel to travel, unit employees will not be required to work and would be paid.

Should school be delayed by fog, it is expected that all members will make a continuing effort to
arrive at work at the earliest possible time, but with due caution for personal safety. All secretaries
are expected to be in their buildings at least 30 minutes after our buses begin their first runs for the
day. (On a two-hour delay, the buses begin their runs at 8:00 AM.) Secretaries would be expected
to be at their duty stations at least by 8:30 AM or their regular starting time if it is later.

No bargaining unit member shall be required to remain in a building more than three (3) hours due to
the loss of electricity, water, or heat below 60 degrees. If released, the employee must be available to
report within a reasonable time if the problem is corrected.

As a condition of employment, all newly hired bargaining unit members will be required to have a
physical examination with the employer’s physician. The expense of this examination is borne by the
Board of Education. Subsequent examination may be required by the Board of Education whenever
it is deemed necessary. The Board will pay this expense.

All new employees must present the Human Resource Office evidence of a negative intra-dermal
tuberculin test of x-ray. All prospective new employees must take the required pre-employment
skills test prior to being hired by Monroe Public Schools.

A bargaining unit member directed by the building principal to drive his/her personal automobile for
school business shall receive a mileage allowance per the current IRS mileage rate. It is understood
that this is on-the-job participation.

When a bargaining unit member upgrades their secretarial skills by taking courses which have been
previously approved by the Monroe Public Schools' Board of Education (upon proper application)
tuition, and book fees incurred will be assumed by the Board upon successful fulfillment of the
subject. This payment is limited to $400 per course. Anything over a 3-credit course will be eligible
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for an additional $100 per credit hour. When a bargaining unit member is required by the Board to
upgrade his/her skills by taking courses, all expenses incurred will be assumed by the Board.

A bargaining unit member who is approved to seek and then achieves and maintains an appropriate
certification will be entitled to additional hourly compensation. Such appropriate certification(s) will
be compensated in $.25 increments with a maximum for any employee of $1.00 per hour. The
district reserves the right to determine what areas of certification are appropriate for additional
compensation and such decisions are not subject to the grievance procedure.

$.50 per hour increase for any member who completes an Associates degree. Any member who
completes a Bachelor’s degree will receive an increase, totaling a maximum of $1.00 per hour,
inclusive of any Associate’s stipend previously earned.

All bargaining unit members who are required to handle money shall be bonded by the employer.

Any night or large deposit made; the bargaining unit member shall call the proper police agency for
assistance.

Secretaries who work in a building with a shared time principal will report to the designated contact
person when the regular principal is out of the building. If these secretaries choose to take a half-
hour lunch and remain in the office during this half-hour lunch, they will be compensated for that
half-hour at one and one-half times their regular pay.

The parties recognize a continuing need to maintain and upgrade software skills as necessary.
Implementation of software programs may necessitate basic training which will be offered within
working hours. Following such training, bargaining unit members may be tested for proficiency.
Bargaining unit members who test at less than proficient shall be offered remedial training.

When a supervisor denies a bargaining unit member’s request to attend a conference, the bargaining
unit employee may appeal the supervisor’s decision to the Human Resource Department.

When a bargaining unit member covers the responsibilities of a position in a higher classification for
a period beyond two (2) weeks (10 workdays), and upon a satisfactory performance evaluation by
the supervisor, the substituting individual will remain in that position until the return of the absent
employee and will be compensated at the higher rate of pay.

ARTICLE XTIV - RESIGNATION

All bargaining unit members shall give a two (2) week notice of resignation to their immediate
supervisor with a copy to the superintendent's designee. Failure to comply with this requirement
shall mean forfeiture of any and all benefits unless, under extenuating circumstances, special
permission is granted by the superintendent or his designee.

Any bargaining unit member who discontinues their service with proper notice, does not forfeit
his/her right to earned vacation and/or sick leave pay or retroactive pay that is in the process of being
negotiated when the bargaining unit member terminates services.
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ARTICLE XV - RIGHTS OF THE BOARD
It is expressly agreed that all rights which ordinarily vest in and have been exercised by the Board,
except those which are expressly relinquished herein by the Board, shall continue to vest exclusively
in and be exercised exclusively by the Board.

1. The executive management and administration control of the school system and its
properties, facilities, equipment and the activities of its employees during working hours.

2. Hire all employees and subject to the provisions of law and this Agreement to determine
their qualifications and the conditions for their continued employment, their placement or
their dismissal, suspension, lay-off or demotion and to promote and transfer all such

employees.

3. Determine the services, supplies, and equipment necessary to continue its operation and to
determine all methods and means of operations.

4. Adopt rules and regulations.

5. Determine the number of locations or relocation of its facilities, including the establishment

or relocations of new school buildings, departments, divisions, or subdivisions thereof and
the relocation or closing of offices, departments, divisions or subdivisions, buildings or other
facilities thereof.

6. Determine the size of the management organization, its functions authority, amount of
supervision and table of organization, provided that the Board shall not abridge any rights
from employees as specifically provided in this Agreement.

7. Determine the policy affecting the selection of employees, providing that such selection shall
be based upon lawful criteria.

8. To determine the hours of employment and the duties, responsibilities, and assignments of
employees with respect thereto and the terms and conditions of employment which shall be
expressed verbally or in writing to all employees at the time of employment.

The matters contained in this Agreement and/or the exercise of such rights of the Board are not
subject to further negotiations between the parties during the terms of this Agreement unless by
mutual consent.

Nothing in this Agreement shall be construed to limit the powers and responsibilities conferred upon
the Board or the superintendent under the laws or constitution of the State of Michigan, specifically
the rights and responsibilities as conferred under the School Code is preserved.

The listing of specific management rights in this Agreement is not intended to be, nor shall it be
restrictive of or a waiver of any rights of management not listed and specifically surrendered herein.

ARTICLE XVI - NO STRIKE

It is agreed that the union, union officials and union members shall not authorize, encourage,
condone or support a strike (the concerted failure to report for duty or willful absence of bargaining
unit member from his/her position or stoppage of work, or abstinence in whole or in part from the
full, faithful and proper performance of the employee duties) for any purpose whatsoever. Any
employee taking part in a strike or work stoppage during the life of this Agreement shall be subject
to discharge or other discipline as established by this employer. The severity and the appropriateness
of the discipline and discharge may be subject to the grievance procedure.

If any employee or employees represented by the union should violate the intent of this section, the
union will take positive measures to affect a prompt resumption of work.
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ARTICLE XVII - EVALUATION
Each employee's job performance may be evaluated annually in writing.

If the employee has any questions regarding his/her evaluation, the employee may request a
conference regarding the evaluation.

It is recognized that the evaluating administrator shall consult with other appropriate personnel
involved in the bargaining unit members work assignment in determining the evaluation of the
bargaining unit member. If the bargaining unit member is not to be evaluated by her immediate
supervisor, the bargaining unit member shall be advised of this fact in a reasonable time period.

The Association agrees that work in education is an integrated process that frequently involves
overlapping duties between bargaining unit members and other individuals. The Association,
therefore, may request a meeting with the administrator if the Association has reason to believe that a
bargaining unit member was placed on layoff as a result of the assignment of duties which are the
primary duties of the bargaining unit member.

The evaluation report shall be signed by the employee if it is acceptable. If the employee does not
agree with the evaluation, the employee will be only required to initial it as evidence of having seen
or read the evaluation report.

If discharge (or a disciplinary demotion) of a bargaining unit member is to be considered because of
inadequacies observed in the bargaining unit member's work, such action must be preceded by:

1. Clear direction to the bargaining unit member that he/she must improve and the
consequences of failure to do so.

2. Opportunity and time for the bargaining unit member to make improvement upon mutual
agreement of both parties.

3. Identification of the specific ways in which the employee is to improve and documented
direction from administrators and school district resources to help the bargaining unit
member improve.
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APPENDIX A-1 - SALARY SCHEDULE

The Board may grant experience credit on the salary schedule at the appropriate classification for
previous similar work experience which shall be agreed upon at the date of hire.

2021-22 School Year
Steps will be granted at the beginning of the year. All members on top step (people who did not
move a step in 2021-2022) will receive a $500 payment at the beginning of the year.

2022-23 School Year
Steps will be granted at the beginning of the year. All members on top step (people who did not
move a step in 2022-2023) will receive a $500 payment at the beginning of the year.

2023-24 School Year
Steps will be granted at the beginning of the year. All members on top step (people who did not
move a step in 2023-2024) will receive a $500 payment at the beginning of the year.

Employees must work one full year to be eligible for a step increase. Steps will be granted at the
beginning of the 2022-2023 and 2023-2024 school years.

Step 1 $16.62
Step 2 $17.13
Step 3 $17.63
Step 4 $18.61
Step 5 $19.59

APPENDIX A-2 - SECRETARIAL CLASSIFICATIONS

All secretaries in a building are responsible directly or indirectly to the principal in charge. A
building principal may designate direct supervision responsibilities to an assistant. The principal
retains the right to assign tasks as necessary for the coordinated and efficient operation of the
building and the implementation and execution of district practices and procedures.

All secretaries are responsible directly to the director or executive level administrator in charge of
the department in which they work. That supervisor shall assign tasks as necessary to ensure
coordination between that department, the school buildings and departments, and the school district.

In any elementary building where the ratio of K-6 students per bargaining unit member exceeds 300
students on the official count day of each semester (audited) the bargaining unit member(s) in that
building will receive an additional compensation of $300 per semester payable prior to the end of the
second semester.
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APPENDIX A-3 - Duration of Contract

This agreement shall be effective upon ratification by both parties and shall remain in effect until June 30,
2024.

Monroe City Educational Secretarial Monroe Board of Education

Association

Rdsoea Y g

Rebecca Nye, President®

s e

Chris Dusich, MEA Andrew Shaw, Superintendent

A copy of the actual signatures on this agreement will be filed in the Human Resources Office.
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