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AGREEMENT

This Agreement, made and entered into by and between the Oakridge Public Schools,
hereinafter referred to as the “Board”, “Employer” or “District” and the Qakridge Educational
Support Personnel Association, affiliated with the Michigan Education Association, hereinafter

referred to as the “Association”, on this day of , 2006, provides as
follows: :

ARTICLE I

Recognition

A. The Board of Education of the Oakridge Public Schools recognizes the Qakridge
Educational Support Personnel Association MEA/NEA as the sole collective bargaining
representative for all its employees employed as regular part-time and full time custodians
and school maintenance employees and regular bus drivers working three hours or more
per day and food service employees working two hours or more per day excluding all
licensed personnel, teachers, co-op students, part-time and/or seasopal custodial and
maintenance employees, supervisors, substitute drivers and all others, in matters affecting
wages, hours and working conditions, in accordance with applicable provisions of Act 379
of the Public Acts of 1965, as amended.

B. The Employer agrees not to negotiate with any other custodian, maintenance, food service
or bus drivers' union as long as the Oakridge Educational Support Personnel Association
MEA/NEA is the recognized bargaining agent. :

C. The word "employee," unless the context clearly states otherwise, shall mean a person
employed within the bargaining unit as provided in paragraph A.

D. Regular part time custodial/maintenance employees are .defined to mean those employees
who are scheduled to work regularly more than twenty (20) hours but less than forty (40)
hours per week and/or less than twelve (12) months per year. Current positions consisting
of the regular part-time employees will not be reduced under twenty (20) hours per week
for the duration of this contract.

E. This agreement shall supersede any school district rules, regulatlons or practices, Wthh
are found to be inconsistent with the specific provisions of this agreement. T

ARTICLE I
Management Rights



The Employer retains and reserves unto itself, without limitation, all powers, rights,
authority, duties and responsibilities conferred upon and vested in it by the laws and the
Constitution of the State of Michigan and of the United States, including, but without
limiting the generality of the foregoing, the exclusive right:

1.

_To determine the number, size and location of its facilities and departments, the

equipment, machines, technology, material, information, data, systems, supplies
and procedures to be utilized in such buildings or branches and ‘to change or

discontinue the location or use thereof.

To make all financial decisions including, but not limited to: the setting, fixing,
levying, collection and administration and control of all funds; the financing and
borrowing of funds; the annexation, comsolidation or other reorganization of the
District; the right to maintain accounts and financial records.

To determine the organization of management and administration and the selection
of employees for promotion to supervisory and other management functions.

Except as expressly restricted by this Agreement, the Employer retains the right to manage
the academic and business affairs of the District and to direct the workmg forces of the

District, including, but not limited to, the right:

1.

To determine methods and schedules of work, including technological alterations;
the transfer or subcontracting of work, locations of work; the procedures and

processes to be used.

To determine the basis for selection of employees for hiring and the basis for their
retention or dismissal during the probationary period.

To maintain discipline of employees including the right to make reascnable rules
and regulations for the purpose of efficiency, safe practice and discipline.

To generally direct the work of the employees, subject to the terms and conditions
of this Agreement, including the right to: hire, discharge, suspend or otherwise
discipline employees; to assign or transfer them to particular jobs, duties or
locations either on a temporary or -permanent basis; to determine the amount of
work needed and job content; to lay employees off for lack of work or for other
proper or legitimate reasom; to determine work standards and the quallty and
quantity of work to be assigned; and to make such studies as it shall require in
connection therewith. :

The exercise of the foregoing power, rights, authority, duties, and responsibilities of the
Employer, the adoption of policies, rules, regulations and practices in furtherance thereof,
and the use of judgment and discretion in connection therewith shall be limited only by the
specific and express terms of this Agreement and then only to the extent such specific and



express terms hereof are in conformance with the Constitution and laws of the State of
Michigan and the Constitution and laws of the United States. -

ARTICLE 11
Association and Employee Rights

Pursuant to Act 379 of the Public Acts of 1965, as amended, the Employer hereby agrees
that every employee of the Employer shall have the right to freely organize, join and
support any Association for the purpose of engaging in collective bargaining or negotiation
and other concerted activities for mutual aid and protection.

As a duly elected body exercising governmental power under color of law of the State of
Michigan, the Employer undertakes and agrees that it will not directly or indirectly
discourage or deprive or coerce any employee in the enjoyment of any rights conferred by
Act 379 of other laws of Michigan or the Constitution of Michigan and the United States
that it will not.discriminate against any employee with respect to hours, wages, or terms or
conditions of employment by reason of his/her membership in the Association or collective
professional negotiations with the Employer, or his/her institution of any grievance,
complaint or proceeding under this Agreement. It is agreed by the Association that this
does not give employees the right to perform duties of the Association during school hours
except as otherwise provided herein. »

Both parties specifically recognize the right of the other appropriately to invoke the
assistance of the Michigan Employment Relations Commission, or a mediator from such

public agency.

No employee shall be prevented from wearing insignia, pins or other identification or
membership in the Association, which are in good taste, and are not considered to impair
the normal educational climate of the school. Bulletin boards, in the employees’ lounge or
general offices shall be made available to the Association. The Association or any
employee shall conduct no Association business during normal working hours except by
permission from the administration or otherwise provided herein. However, the
Association President, Grievance Chair and Chief Negotiator may conduct official business
without individual situation permission, provided the activity does not interfere with his/her

employment assignment.

The Employer agrees to furnish to the Association in response to reasonable requests from
time to time informatiou "concerning the financial resources of the district, tentative
budgetary requirement and allocations. -

Nothing contained herein shall be construed to deny or restrict to any employee rights
he/she may bave under the Michigan General School Laws.



All employees shall be entitled to full rights of citizenship and no religious or lawful
political activities of any employee or the lack thereof shall be grounds for any discipline or
discrimination with respect to the employment of such employee, providing that the
employee does not use the school to promote his/her religious or political beliefs.

No bargaining unit member shall be disciplined without just cause.

The non-renewal or termination of a probationary employee shall not be subject to Section
G above and shall not be subject to the grievance procedure ‘

- If an employee is to be dlscxplmcd by an adrmmstrator he/she may have a representanve

present from the Association.

Discipline Procedures. The Employer agrees to provide the employee with written
notification that is to be made a part of the employee’s personnel file. In instances where
the Employer desires to conduct an investigatory interview with an employee, the employee
shall be entitled upon request to have an Association representative present at the interview.
A copy of all disciplinary actions involving suspension or discharge will also be provided to
that Association, unless the employee requests that the matter be kept confidential.

Freedom of Information Request. The Employer is subject to and will abide by the
provisions of the Michigan Freedom of Information Act, PA 442 1976, as amended.

Personnel Files. The Employer is subject to and will abide by the provisions of the
Bullard-Plawecki Employee Right to Know Act, Act 397, 1978, as amended. Employees
will be required to sign any material of a disciplinary nature or involving complaints
against the employee that are to be placed in their personnel file; provided, however, that
the refusal of an employee to sign any material shall not prevent its inclusion in the
personnel file. An employee’s signature on disciplinary material or complaints shall not be
interpreted as agreement with the disciplinary action or complaints. A statement of this
effect shall precede the employee’s signature.

Assaults. An employee who is assaulted while in the performance of assigned duties shail
promptly report the assault to the Employer. The Employer shall promptly investigate the
incident and render such assistance as necessary under the circumstances, including
reporting and cooperating with law enforcement authorities.

Complaints Against Employees. All complaints to 'be included in the employee’s
disciplinary file must be in writing. In the event a complaint or charge is made by the
person or group, against any employee, the employee shall be given full information with

respect thereto and with respect to any investigation conducted by tite Employer that-is to

be included in the employee’s file.

A bargaining unit member with or without his/her representative(s) will be allowed to
review his/her official personnel file under the supervision of the superintendent or his/her

designee.



Whenever an employee is requested by the Employer to perform duties of the Association
during regular school hours, the employee shall be released from regular duties without

loss of salary.

Building Representative’s Duties. Duties or activities of the building representative shall
not be performed during work hours, except with supervisory approval, as follows:

1. To attend grievance meetings mutually scheduled to occur during work hours; or as
otherwise agreed to in advance by their supervisor.

2. The investigation and presentation of grievances according to the grievance
procedure established in this Agreement. : :

3. The transmission of messages and information, which shall originate with and are
authorized by the Local Association or its officers.

Compensation Information. = Upon request and during normal business hours, the
Association shall have the right to examine time sheets and other records pertaining to the
computation of compensation of any employee whose pay is in dispute or any other records
of the employer pertaining to specific grievances of employees within the bargaining unit, .
but this right of examination shall not permit the Association to remove any such time
sheets or other records from the Employer’s premises. Copies of such records shall be
provided the Association upon request at the Association’s expense at the usual rates.

Identification of Association Officers and Representatives. The Employer shall be
informed in writing of the names of Association officers and representatives or any changes

therein.

Association Information Requests. ©  Upon reasonable written request and unless restricted
by law, the Employer shall make available to the Association such information necessary to
assist it in the processing of grievances, administration of the Agreement and the
negotiation of successors to this Agreement.

Association Business. Other than during scheduled break and lunch periods or with the
prior written permission of the Employer, the Association, its representative, including
Building Representatives, may not transact Association business on school property during
work hours. The Association agrees that such business shall not interfere with the
operatlons of the Employer and the work bemg performed by the employees.

Use of Employer Facilities and Equipment. The Association shall have the right to use the
Empioyer’s premises outside of regular school hours for Association meetings in
accordance with the Employer’s normal scheduling practices upon advance notice to the
Administration. Any use of Employer equipment or supplies shall be upon advance
approval of the Employer and reimbursement for costs.




Association Communication. The Association shall have the right to distribute Association
material to employees as long as the distribution does not interfere with the operations of
the Employer and the work being performed by the employees. This includes the right to
place Association communications in designated employee mailboxes, to utilize District e-
mail (subject to District use policy) and to post notices on bulletin boards in each of the

buildings.

ARTICLE 1V
Association Dues and Fees and Payroll Deductions

Each bargaining unit member shall, as a condition of employment, on or before thirty (30)
days from the date of commencement of duties shall join the Association or pay a service
fee to the Association equivalent to the amount of dues uniformly required by the members
~ of the Association, less any amounts not permitted by law. The bargaining unit member
may authorize payroll deduction for service fees or Association membership dues.

In the event the bargaining unit member shall not pay such service fee directly to the
Association or authorize payment through payroll deduction that employer shall, pursuant
to MCLA 408.477, MSA 17.277(7), and at the written request of the Association, deduct
the service fee from the bargaining unit member’s wages and remit same to the Association
under the procedure provided below. Payroll deductions made pursuant to this provision
shall be made in equal amounts (as nearly as may be) from the paychecks of each
bargaining unit member.

Such dues or service fees shall be deducted from the regular salaries of bargaining unit
members who have a signed authorization on file with the District’s business office.
Payroll deductions will be for one-twentieth (1/20) of the total amount for twenty (20)
consecutive pays beginning with the first pay of a school year. The Association will give
prompt written notice to the District’s business office of the names of any bargaining unit
members who have revoked the authorization to deduct dues or service fees. Upon receipt
of that notice, the District shall immediately discontinue payroll deduction of such amounts.
The Association shall be responsible for reconciliation of any amounts paid or owed with

the bargaining unit member.

Cash payment of dues or service fees shall be paid to the Association by October 1. By
October 15 annually the Association will furnish the District with a list of bargaining unit
members who have remitted membership dues or service fees directly to the Association.

Monies~payroll deducted under this Article shall be remitted to the Associativic; 'or*‘itsm

designee, no later than fifteen (15) days following deduction.

The procedure in all cases of nonpayment of the service fee shall be as follows:




1. The Association shall potify the bargaining unit member of noncompliance by
certified mail, return receipt requested. Said notice shall detail the noncompliance
and shall provide ten (10) days for compliance, and shail further advise the recipient
that a request for wage deduction may be filed with the Employer in the event
compliance is not affected. o

2. Ifthe bargaining unit member fails to remit the service fee or authorize deduction
for same, the Association may request the Employer to make such deduction
pursuant to Section A above. :

3. The Employer, upon receipt of request for involuntary deduction, shall provide the
bargaining unit member with an opportunity for due process hearing limited to the
question of whether or not the bargaining unit member has remitted the service fee
to the Association or authorized payroll deduction for same.

Pursuant to Chicago Teacher’s Union v Hudson, 106 S Ct 1066 (1986), the Association has
established an “Objections to Political-Ideological Expenditures - Administrative
Procedures.” Those Administrative procedures (including the timetable for payment) apply
only to non-Association bargaining unit members. The remedies set forth in those
procedures shall be exclusive and, unless and until such procedures (including any
administrative or judicial review thereof) shall have been availed of and exhausted, no
dispute, claim or complaint by an objecting bargaining upit member concerning the
application and interpretation of this Article shall be subJect to the grievance procedure set
forth in this Agreement.

Due to certain requirements established in recent court decisions, the Association represents
that the amount of the fee charged to nonmembers, along with other required information,
may not be available and transmitted to nonmembers until mid-school year (December,
January or February). Consequently, the parties agree that the procedures in this Article
relating to the payment or nonpayment of the representation fee by nonmembers shall be
activated upon expiration of the objection period for nonmembers of the fee that given

school year.

The Association will certify at least annually to the District, fifteen (15) days prior to the
date of the first payroll deduction for professional fees, the amount of said professional fees
and the amount of service fee to be deducted by the Employer, and that said service fee
includes only those amounts permitted by the Agreement and by law. It is expressly agreed
that the Employer shall have no obligation to make involuntary deduction of service fees
under this section until such time as the Association shall furnish the Employer with
verification - that ‘the Association’s “Objections -~ Political-Ideological Expenditures-- -
Administrative Procedures” have been approved by the court of record in Lehnert v Ferris
Faculty Association - MEA/NEA, 643 F Supp 1306 (WD Mich, 1986). Further, the
Association promptly agrees to notify the Employer of any future litigation where an order
has been issued preventing the Association from implementing its “Objections to Political-
Ideological Expenditures - Administrative Procedures” or any successor procedures
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pertaining to the same subject matter. In such event, the Employer shall have the right to
suspend the involhmtary wage deduction procedure specified herein for non-Association
bargaining unit members. :

The Association shall indemnify and save the Employer harmless against and from any and
all claims, demands, suits, or other forms of liability that may arise out of or by reason of
action taken by the Employer for the purposes of complying with the Association
. security/agency shop provision of this Article. The Association shall, when the Employer
is sued individually or jointly, make available competent legal counsel for such defense at
the expense of the Association and the Michigan and National Education Associations. The
Association shall have the right to negotiate a settlement with any bargaining unit member
who challenges the Association security/agency shop article provisions under this Article.

ARTICLEV. . . . ... ..

Grievance Procedure
Definitions:
1. A “grievance” is an alleged violation of the express proizisions of this Agreement.
2. The “aggrieved person” is the employee or employees making the claim.
3. The “employee” includes any individual who is a member of the bargaining unit,
group or the association covered by this Agreement.
4. A “party of interest” is the person or persons who might be required to take action

or against whom action might be taken in order to resolve the problem.

5. The "days" for this article shall exclude Saturdays, Sundays, holidays and days
when the District does not normally conduct business.

The primary purpose of this procedure is to provide a means for securing, at the lowest
level possible, equitable solutions to grievances, which may arise from or bearing on this
Agreement.

The number of days indicated at each level should be considered as maximum and every
effort should be made to expedite the process. The time limits in this Grievance Procedure
are mandatory but may be extended by mutual consent. Any complaint or grievance not
initiated or appealed within the time limits provided shall be considered as withdrawn. Any
grievance not responded to by the Board or its representatives within the time limits
provided may be appealed to the next step.

1. An employee(s) having a grievance shall, within ten (10) days from the date on
which action or lack thereof gave cause for the grievance, contact the immediate
supervisor, stating the grievance and the alleged violation of the Agreement, for
nutual consideration of the claim on an informal basis. If the grievance arises in
more than one building, the written grievance shall be filed as set forth in (4)
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below. Mutual efforts shall be for sclution of the problem. The supervisor shall,
within five (5) days of initial discussion, prepare a written summary of the case and
action taken. A copy shall be provided to the employee(s) initiating the claim.
Providing the aggrieved employee(s) considers the disposition under (1) above not
acceptable, he/she may file within five (5) days a formal written grievance with
his/her immediate supervisor. Such written grievance shall include pertinent
information and follow a format mutually acceptable to the Association and the
Board. A copy may be filed with the Association Representative.

Within five (5) days of receipt of the written grievance, a representative of the
Employer (who will normally be the employee’s immediate supervisor), will meet
with the aggrieved and his/her Association Representative in an effort to resolve the

grievance. ‘

If the grievance remains unresolved, the Association shall have five (5) days after
the meeting with the immediate supervisor to appeal the grievance to the
Superintendent who shall have ten (10) days after receipt of the grievance appeal to
do one of the following:

a. present a written disposition of the grievance to the Association
Representative and grievant, or

b. present a written notice fo the Association Representative and grievant that
the grievance will be presented to the Board for investigation or hearing as
deemed appropriate by the Board for final determination. The Board’s
determination shall be made not more than thirty (30) days after delivery of
notice to the Association that the grievance has been referred to the Board.

In the event the disposition of the Superintendent or his/her designee or the Board
(as is applicable) is not satisfactory to the Association, then, within thirty (30) days
following the date of receipt of the disposition, the Association only, and not an
individual employee, may file a demand for arbitration of the dispute with the
American Arbitration Association with a copy of the demand delivered to the office
of the Superintendent within the same time period, all pursuant to the following
rules and conditions. If the Board acts upon a grievance at its July meeting, the
Association shall have, upon written advance notice to the Board, forty-five (45)
days following date of receipt of the disposition written which to demand arbitration
according to the procedures described above.

a: The grievance shall relate solely to the applicatiori-and interpretation of the

terms and conditions of this Agreement.

b. The arbitrator shall have no authority to add to, subtract from, modify,
change, alter or amend the terms and conditions of this Agreement.
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c. The arbitrator shall have no authority to hear or rule nor will there be any
grievance upon any matter: _

@) If the employee or Association has filed a complaint, grievance, or

claim with a state or federal agency or legal forum on a matter

factually or legally related. It is the parties' intent that there be an

election of remedies.

(ii) The termination of or decision not to re-employ or decision to
continue on probation any probationary employee.

(iii)  The content of the evaluation of an employee.

6. The decision of the arbitrator, if within the scope of his/her authority as above set
forth shall be final and binding.

7. The arbitrator’s fee and other expenses of the arbitration shall be shared equally by
the parties. S

Either party shall be permitted representation of choice in the formal grievance process,
including Association or Board representative. The advisability of representatives shall be
to serve interests of both parties in an effort to reach an appropriate solution to the
problem:.

A grievance may be withdrawn at any level.

Decisions rendered at all levels on formal written grievance shall be recorded in writing
and promptly transmitted to parties of interest.

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

ARTICLE V1
Seniori

For the purposes of this agreement there shail be the following' departments:
1. Custodian/Maintenance (see Appendix B)

2. Transportation
3. Féod Service

Seniority shall be computed from the most recent date of hire and shall be defined to mean
the amount of time continuously employed as a member of the bargaining unit. Time spent
on paid leave or on layoff shall not be construed as a break in continuous service. The

13



seniority list shall be compiled in the order of the bargaining unit member with the greatest
number of years seniority to the one with the least years of seniority, it shall include

" members on leave and layoff with such status and effective date of the same.

" The District shall prepare and present to-the Association a current seniority list of
bargaining unit members prior to October 15" of each year. Accompanying the name of
each member on the list shall be the date of most recent hire and each member's
department and classification. No person other than a member of the bargaining unit shall
possess, retain, or accrue seniority within the bargaining unit.

1. A copy of the posted semorlty list and all subsequent updates shall be prov1ded to
' the Association.

2. Within 15 days of the postmg of the seniority list; objecnons to the list shall be
filed. Thereafter, the list shall be final and concluswe ‘ ‘

New employees hired in the unit shall be considered as probauonary employees for the first
sixty (60) working days of their employment. Administrators may add an additional thirty
(30) working days after the employee and steward are notified. Any days missed during
the probationary period shall extend the probationary period by that number of days. When
an employee completes the probationary period, the employee shall be entered on the
seniority list of the unit as of the date of hire. There shall be no seniority among

probationary employees.

Probationary employees may be discharged, disciplined or laid off for any reason without
recourse to the grievance procedure.

A member of the bargaining unit shall lose his/her seniority for the following reasons only:

1. If he/she quits.
2. If he/she is discharged and the discharge is not reversed through the procedure set

forth in this agreement.

3. If he/she is absent for two (2) consecutive workdays without notifying the
Employer, except in cases of proven emergency. After such absence, the Employer
will send notification by certified mail to the employee at his last known address as
shown by his employment records that he has lost seniority, and his employment
has been terminated. If the disposition made of any such case is not satisfactory,
the matter may be referred to the grievance procedure.

4, If he/she does not return to work when recalled from layoff as set forth in the recall
procedure. In proper cases, exceptions shall be made, "when mutually agreed upon
by the union and the administration."

5. If he/she retires.
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6. If he/she is to return from sick leave or a leave of absence and he/she is absent for
two (2) consecutive working days without notifying the Employer, except in cases
of proven emergency. After such absence, the Employer will send notification by
certified mail to the employee at his last known address as shown by his
employment records that he has lost seniority, and this employment has been
terminated. If the disposition made of any such case is not satisfactory, the matter
may be referred to the grievance procedure.

7. If the employee is laid off for more than one (1) yeér orvthe length of the
employee's years of seniority whichever is less.

Employees will be given credit for senijority accumulated when transferred from one job
classification to another within the same department.

If an employee is hired into another department, any seniority earned in the previous
department shall be frozen until such time that the employee should return to that

department.

ARTICLE VII
Lavofif and Recall Procedures

The word "layoff" means a reduction in working force due to a decrease of work.

When a reduction in force occurs, employees on probation and then the employee with the
least seniority in the job classification affected will be the first to be laid off provided the
more senior employee is qualified to perform the duties of the remaining positions.

No laid off employees will have any right to claim the job of a less senior employee in
another classification unless he/she can meet the requirements for that job and can perform
the job satisfactorily. The above shall apply to all layoffs other than a temporary reduction
in force for no more than three days. For any reduction in force of three (3) days or less
the Employer may fill the job affected at its discretion.

When the working force is increased after a layoff, employees will be recalled in the
reverse order of layoff within the job classification. Notice of recall shall be sent to the
employee at his/her last known address by registered mail or certified mail. The employee
shall inform the administration in writing of his/her intent to return to work within five (5)
days from receipt of the notice of recall. If there is not an acceptance in writing of such
offer within five (5) days from receipt of the notice of recall the laid off employee shall be

terminated. ‘ -

The employee to be laid off for an indefinite period of time will have seven (7) calendar
days notice of layoff. The local union secretary and council shall receive a list from the
Employer of the employees being laid off on the same date the notices are issued to the

employees.
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No hours shall be taken away from a regular bus driver and given to a regular bus driver
w1th lower seniority. L

When a driver's bus run is eliminated. He/she may bump the lowest senior driver whose
length of run is less than or equal to that of the driver whose run was eliminated.

Laid off employees may bump the least senior employee within his/her own classification
(excluding special education routes; unless the driver previously held a special education
route and is currently qualified and physically capable of peérforming the duties).

ARTICLE vIII
Vacancies and Transfers

A vacancy shall be defined as a newly created ba:gammg unit position or a present
bargaining unit position that is not filled.

All job vacancies shall be posted for a period of five (5) working days. The posting shall
include the qualifications and background needed. Job vacancies shall be posted fifteen
(15) calendar days during Christmas Break, Summer Break, Spring Break.

During the summer months, the employer will post in the personnel office all vacancies as
above described and shall forward copies of vacancies to bargaining unit members who
have provided self-addressed stamped envelopes to the employer.

Any employee may apply for the vacancy by signing the posting or submiiting a written
application to the supervisor for an interview. The local president or chief steward may
sign on behalf of any employee on vacation or paid sick leave; the officer must also inform
the supervisor that he/she has signed on behalf of any employee.

Vacancies in all classification shall be filled by the most senior qualified employee.
Qualification requirements shall be determined by the board and union.

The successful employee shall generally be notified within one (1) week following the end
of the posting period. At the employer's discretion, a new assignment may not begin until
all vacancies created by the original vacancy have been filled.

The employer agrees that all job vacancies shall, insofar as possible, be filled from within
existing personnel resources.

An employee who is a successful bidder, may not bid on any job for twelve (12) months
from the date of the successful bid. For the purpose of this agreement, the date of the

notification ofsuccess would be sufficient. The twelve (12) month eligibility clause may e~ - -

waived by mutual consent of the union and the employer.
An employee who has been granted a transfer to a vacancy shall have a trial period in the

new position not to exceed thirty (30) workdays. If, for any reason, the employee cannot
meet the requirements of the new position, he/she may return to his/her former position

16
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-assignment and his/her decision will be finai:

during that period. Trial periods shall not take place during June, July and August.
During the trial period, a substitute employee may be hired for vacated positions, or if
feasible, the board may by way of temporary transfer within the department move people
up, by mutual agreement, so that a substitute is hired for the lowest classification.

In making temporary assignments in the custodial/maintenance department for the purpose
of filling vacancies of employees who are absent more than five (5) consecutive days on
vacation, absent because of iliness, etc., the employer will offer the temporary vacancy to
the full-time bargaining unit employee who meets the requirements before putting part-time
employees in that position.

ARTICLE IX
Working Conditions

The Board of Education will pay for all bus driver physical examinations to the extent of
the physical examination required by State law. The examination will be by a licensed
physician. If the physician examination and medical services go beyond the physical
examination needs prescribed by the State, the bus driver will be requlred to pay for said
additional expenses.

The Board of Education may also demand that additional physicaléxaminations be taken
during the year. The Board will pay for said medical services to the extent of the request

by the Board.

All bus drivers are required to attend school for bus driver training programs which are
approved by the Board of Education and/or the State of Michigan. Each driver will be paid
their regular rate per class hour and mileage at the IRS rate per mile for use of the driver's
personal vehicle from the meeting place as determined by the transportation supervisor.
The board, at its discretion, may provide a school vehicle.

All bus drivers are required to have a valid State of Michigan Commercial Driver's
License. The first commercial driver's license is a requirement for the position and shall
be paid for by the driver. The Board of Education will pay for renewal of Commercial
Driver's License fees.

Whenever new buses are purchased and delivered to the School District, the Transportation
Supervisor will meet with the officers of the Bus Drivers Association to determine the
assignment of buses to the appropriate drivers. In the event the officers and supervisor
cannot agree upon the assignment of buses, the Supermtendent of Schools w1]l make the

e

ARTICLE X
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Paid Leaves of Absence

All the full time and regular part-time employees with seniority shall earn sick leave at the
rate of one (1) day per full calendar month of paid work.  The unused sick leave days can
be accumulated to 115 days as of October 1, 2004 for the duration of continuous
employment, provided that employees will not be paid for a day of sick leave before they
have earned it. Employees with more than 115 accumulated sick days as of October I,
2004, shall not have those days reduced other than through the use of sick days but shall
not be allowed to accumulate days so long as the employee has more than 115 days.

Leave of absence with pay chargeable against the employee S accumulatlve sick leave will
be granted for the following: -

1. Personal illness of the employee.
2. Illness or emergency in the immediate family of the employees up to ten (10) days
in a calendar year. Employees using more than ten (10) days per fiscal year shall

provide a medical statement asserting that the employee is medically needed.

3. Medical or dental appointments which cannot be taken care of outside of the
employee's working hours.

4, BEREAVEMENT

A maximum of five (5) days for the death of a member of the employee's
immediate family or relative who lives in the house of the employee.

A maximum of three (3) days for death of a relative.

An employee may be given a maximum of three (3) days (chargeable to sick
leave) to attend funeral services of a person- whose relationship to the
employee warrants such attendance. The employee is obligated to get
approval of the administration prior to such leave. .

5. Any employee, who is absent because of an injury or illness compensable under the
Michigan Workers' Compensation Law, shall have a choice of receiving only the
Compensation Insurance payment or the difference between the Compensation
payment and his regular salary. If the employee chooses the payment of the
difference by the Board, deductions will be made from the employee's accumulative
sick leave days at a-iate of one fifth (1/5) day for each full day of absence until the
accumulative sick leave has been used.

6. Additional absences shall result in deduction of pay on a per diem basis.
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D.

An employee, who is going to be absent must notify his/her supervisor at least one
hour before starting time except in case of emergency.

Leaves of absence with pay not chargeable against sick leave shall be granted for the
following: :

1.

The Board agrees that in the event of the death of a school employee, the School
should extend the proper expression of sympathy which would include allowing
some employees, who so desire, to attend the funeral services providing those
services are held locally. Employees requesting such leave shall be required.to give
at least twenty four hour notice that they would like to attend said service. The
Board retains the right to determine the number of employees to be excused.

Absence when an employee is called for jury duty and required by law to serve on a

jury, but payment shall be the employee’s normal pay less the jury pay excluding

reimbursements for travel pay and expense. Employee shall furnish record of jury
pay. '

Court appearance as a witness in a case connected with the employees employment
by the school, or in support of litigation initiated by the school.

Approved visitation at other schools or attendance at educational conference or
conventions for which approval has been given in advance by the Board.

Time necessary to take mandatory physical examination as required by law.

Two days may be used for personal business providing that the employee requests
such leave at least forty-eight (48) hours in advance. Not more than three (3)
employees per department will be allowed to take said business day on same day,
and no business day will be granted the day before or the day after a holiday or
vacation period unless the employee proves that the business cannot be delayed to
some other day. A personal business day can only be used for business that cannot
be done at any other time. To use the personal business days, the employee will
submit to the supervisor a personal business day request form with a written
explanation for the requested day. Personal business days will not be charged
against sick time. If uoused, those personal days would become part of the
employee's accumulated sick leave. -

Definition of terms:
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1. "Immediate family" shall include father, mother, husband, wife, child, grandchild,
sister, brother, parent-in-law, brother-in-law, sister-in-law, daughter-in-law, son-in-
law, step-child and foster child.

2. "Relative" shall include grandparents, uncle, aunt, first cousin, niece and nephew.
3. "Per Diem Basis" shall be the daily pay rate of the employee :

All employees returning to work from a dlsablhty leave of absence may be required to
present a physician's certificate indicating the employec is medically able to return to work
or a medical excuse for such absenteeism. : o

A physician's verification of illness or disability may be required in order to receive credit
for pay purposes when an illness or disability exceeds three (3) days' duration or where the
employer suspects misuse or abuse of leave; the verification must be furnished within four
(4) work days of the first day of absence, if requested by the immediate supervisor.

Union Leave: Up to ten (10) days per year, July 1, to June 30, may be used for Union
business including participating in negotiations or attending Union meetings or conventions.
The Union and employer shall share the cost of the employee's wages, retirement and
substitute costs, if any. Union leave requests shall be made five (5) business days in
advance to the superintendent's office except in case of emergency. The superintendent
may grant up to five (5) employees Union leave for any particular day.

ARTICLE X1
Working Hours

Custodial/Maintenance/Head Grounds

1. The Employer, in consultation with the union shall determine the starting and
ending time of all regular shifts on a normal workday.

2. The regular full day shall consist of eight (8) consecutive hours per day, Monday
through Friday, forty (40) hours per week. - :

3. The normal week is forty (40) hours. All custodial/maintenance employees will be
paid time and one-haif for work exceeding forty (40) hours per week.

4, Custodial/maintenance and head grounds employees will be provided thirty (30)
minutes off for lunch, not included in the eight (8) hour period. The Employer
shall establish when the normiai-iunch period will be after consultation with the

union.

5. Employees may take a rest break during each four (4) hour period; not to exceed
fifteen (15) minutes each. The Employer shall establish when the normal break
period will be after consultation with the Union.
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All Saturday and Sunday work shall be paid at the rate of time and one-half.

Except as otherwise provided, all overtime shall be voluntary and shall be offered
to the full-time building employees on a seniority rotation basis. If none of these
employees accept the overtime, it shall be offered to the full-time employees on a
district-wide seniority rotation basis. If none of these employees accept the
overtime, it shall be assigned to a regular part-time employee on a seniority rotation
basis. It is also agreed that when overtime is offered and the overtime is refused,
the employee who refuses will still be credited the overtime as though he/she has
worked it. The custodial/maintenance supervisor and the Union will equalize the
overtime hours worked by the regular full-time building employees. '

For the purpose of awarding overtime, Graduation shall be considered a High

School building event.

When scheduling overtime, employees shall be given forty-eight (48) hours prior
notice when possible. '

Bus Drivers

1.

The transportation supervisor and the union will equalize the number of extra trips
taken by the regular drivers during the school year by using the seniority rotation
basis. New drivers will be eligible for the extra trips at the beginning of a new

roster.

All bus drivers will be paid time and one-half for work exceeding forty (40) hours
per week.

Food Service

1.

Food service employees who work six (6) or more hours will be given two fifieen
(15) minute breaks in a scheduled shift. Those working four (4) or more hours, but
less than six (6) hours, will be given one fifteen (15) minute break.

All overtime hours are subject to preapproval by the supervisor.

ARTICLE XH
Holidays

—— . oaT @ P U

Full time (12 month) custodial/maintenance and head grounds shall receive the following
holidays with full pay. Part-time will also receive the following holidays at their pro-rated

rate.

Labor Day
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Thanksgiving Day

Friday after Thanksgiving Day
Christmas Day

New Year's Day

Memorial Day

July 4®

Spring Holiday

Good Friday - unless school is in session

The Spring holiday must be scheduled at a time mutually agreeable to the employee and the
supervisor. The Spring holiday will not be granted for the day before or after a regular
holiday or vacation period. '

Bus drivers and food service erhployees shall receive the following holidays with full pay.

Labor Day

Thanksgiving Day

Friday after Thanksgiving Day
Christmas Day

New Year's Day

Memorial Day

Spring Holiday

Good Friday - unless school is in session

Drivers who work on Good Friday when others are not working will receive Holiday pay
in addition to their regular pay.

Full time summer drivers will also receive 4 of July and (two) 2 additional sick days.

Employees will be paid time and one-half for the four (4) hours worked on Christmas Eve
and New Year's Eve afternoons. :

To be eligible for holiday pay the Employee must work the last scheduled work day
immediately preceding and the first scheduled workday following the holiday.

ARTICLE XTI
Unpaid Leaves of Absence |

A maximum leave of absence of one (1) year without pay shall be granted an employee

desiring to further his/her education, providing sait-education is in'a field of study related -
to the employee's assignment. When the employee provides evidence of completion of the

educational experience for which the leave was given, the regular step increment for this

year shall be allowed. An increment will not be given to the employee who does not

complete a full year of additional educational experience as prescribed in the request for

said leave which has been approved by the Board.
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Military leave of absence without pay shall be granted according to the provisions of
Michigan and federal law. An employee shall be entitled to the step increments and
seniority for military service time. Employees required to fulfill annual training duty with
reserve units, which conflict with the school calendar, shall be given leave without pay.

Employees who are elected offices of the State or National Association shall be given a
leave of absence without pay for purposes of performing duties of the Association.
Employees given such leave of absence shall not be given credit for annual step increment.
Such leave shall not exceed the term of office held by the employee. '

With at least thirty (30) days written notification to the Board (shorter notice will be
accepted where the need for leave is not foreseeable) stating the nature of the child care or
emergency situation, any employee who has at least one (1) year of employment will be
given a maximum unpaid leave of absence of up to one (1) year for personal disability, for
child care or immediate family emergencies. Said employee will forfeit all rights to re-
employment if he/she accepts other employment during the leave of absence.

An employee who has been employed five (5) years in the Oakridge Public Schools can
request a one (1) year unpaid leave of absence if the certain criteria and procedures outlined
below have been met. Each request for the unpaid leave of absence will be considered on
its individual merits. The applications shall be submitted in accordance with the provisions
of this Article. The particular circumstances surrounding each leave will be reviewed by
the Board with the understanding that its decision will in no way establish a precedent. The
decision of the Board as to whether such leave shall be granted is final.

1. The employee can request only one such leave every seven (7) years and not
consecutive. The number of employees who can be on leave during any one year
shall be determined by the Board.

The following conditions shall apply to all of the above unpaid leaves of absence referred to
in this Article:

1. Step increment shall not accrue (except for military leaves) but positior on the
salary schedule shall be retained. Position shall be determined as that held by the

employee at the time the leave was granted.

2. Sick leave shall not accrue, but unused sick leave days held at the start of the leave
shall be retnstated upon return.

T AT 3 e

3. Other fringe benefits shall not be paid, except as otherwise required for employees
eligible under the Family and Medical Leave Act.

4. Time spent on an unpaid leave cannot be added to the employee's seniority, except
for military leaves.
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5. Requests for unpaid leaves shall be in writing at least sixty (60) calendar days
preceding the start of the leave, except for leaves taken under the Family and
Medical Leave Act where thirty (30) days notice is required for foreseeable leaves.

6. The employee on leave must give written notice that he/she desires to return to
work ninety (90) days prior to the end of the leave of absence and may return at the
beginning of the school year or at the beginning of the second semester unless
agreed otherwise by the employee and the Superintendent. -

7. Employees returning from leave under this Article shall be entitled to the following
' reinstatement rights: o o

a. An employee returning from military leave or leave taken under the Family
and Medical Leave Act will be reinstated to their former classification at the
conclusion of those leaves, to the extent required by those statutes.

b. An employee returning from leave longer than ninety (50) days, other than
those leaves referred to in (f)(1) above, shall be reinstated to a position held
by the least senior member within the employee's classification with the
same hours and benefits assuming that the returning employee has more
seniority.

ARTICLE XIV
Vacations

All full-time (12 month) and regular part-time (over 20 hours per week)
custodial/maintenance employee, head grounds, and bus drivers working twelve (12)
months per year and averaging 25 hours or more per week shall earn vacation time
according to the following schedule. '

1 week after 1 year of service

2 weeks after 2 years of service

3 weeks after 7 years of service, 1 week during summer

4 weeks after 12 years of service, 2 weeks during summer
5 weeks after 20 years of service, 2 weeks during summer

Vacation pay hours for regular part-time custodial/maintenance employees shall be figured
by dividing the number of hours worked in a year by the number of days worked during the

‘same time period. A minimum of 50% of bus drivers vacation-days must be used when

school not in session.

Vacations will be scheduled with the supervisor's discretion with preference given
according to seniority. Vacation time shall be figured from seniority date rather than by
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the fiscal year. Up to forty (40) hours may be carried into the following year with the
permission of the Superintendent. , ,

C. Vacation pay shall not exceed (40) hours pay at the regular rate of the employee s for each
week of the vacation.

D. If an employee is laid off or retires, he/she will receive any unused vacation credit. A
recalled employee, who received credit for vacation at the time of layoff will have such
credit deducted from his vacation the following summer.

E. Employees will not be given credit for vacation time during periods of leave of absence.
F. Regular part-time employees working less than twelve (12) months in any one fiscal year
shall not be eligible for vacation pay.

ARTICLE XV
Compensation

A. Wages:
HEAD
CUSTODIAN/
HEAD GROUNDS
PERSON
STEP 04/05 05/06 06/07
1 12.93 13.06 13.19
2 13.28 13.41 13.55
3 _ 13.58 13.72 13.86
4 14,01 14.15 14.29
5 14.36 14.51. 14.65
6 14.74 14.88 15.03
7 15.04 15.19 15.34
8 15.33 o 1549 .- - 1 15.64
9 15.70 15.85 16.01
10 11610 16.26 16.42
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FULL-TIME

CUSTODIAN
STEP 04/05 05/06 06/07
1 12.56 12.69 12.82
2 12.93 13.06 . . 13.19
3 13.28 13.41 13.55
4 13.58 13.72 13.86
5 14.15 14.29 14.43
6 14.37 14.52 14.66
7 14.74 14.88 15.03
8 15.04 15.19 15.34
9 15.33 15.49 15.64
10 15.70 15.85 16.01
PART-TIME

CUSTODIAN

STEP 04/05 05/06 06/07
1 10.11 10.21 10.31
2 10.46 10.57 10.67
3 10.83 10.94 11.04
4 11.18 11.29 11.41
5 11.53 11.65 11.77
6 11.91 12.03 12.15
7 12.20 12.32 12.45
8 T T 11256 12.69 12.82 B
9 12.93 13.06 13.19
10 13.28 13.41 13.55
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The Salary Schedule for 2004-2005 shall represent a 1% improvement of the 2003-2004
Salary Schedule but shall not be retroactive for the 2004-2005 school year. . .

The Salary Schedule for 2005-2006 shall represent a 1% imprévement of the 2004-2005
Salary Schedule and shall be retroactive to the beginning of the 2005-2006 school year.

The Salary Schedule for 2006-2007 shall represent a 1% improvement of the 2005-2006
Salary Schedule. Additionally, the 2006-2007 Salary Schedule shall be improved by % of
1% (i.e., .5%) effective with the second semester of the 2006-2007 school year, if the
Super Care I health insurance premium rates increase less than 10% effectlve July 1, 2006
for MESSA Area A.

Employee moving categories, i.e, Part-time to full-time and full-time to head custodian will
move to the equal hourly rate, through their trial period. Upon successful completion of
trial period, employee will move up one step. Employee may advance to a }ugher step due
to experience at the discretion of the supervisor.

Casual employees will receive Step 1, custodian rate, and receive annual increase, but no
step increases. Casual employees/Seasonal employees are those not included in the
bargaining unit.

Bargaining unit members at least two weeks prior to the first day of work each. school year
shall notify the payroll office in writing of their selections for 26 pays. Employees may not
alter the number of pays once selected.

Custodians working night shift (i.e. start time after 2:30 p.m.), shall receive additional

$0.15/hr.
BUS DRIVERS
STEP 04/05 05/06 06/07
1 11.62 11.73 11.85
2 11.96 12.08 12.20
3 12.30 12.42 12.55
4 12.63 12.75 12.88
5 12.98 1311 |13.24
6 13.35 13.49 13.62
7 13.71 13.84 13.98
8 14.01 14.15 14.29
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9 14.31 14.45 14.60

10 14.74 14.88 15.03
COOKS

STEP 04/05 05/06 06/07
0 9.50 9.60 9.70

1 9.81 9.91 10.00
2 10.09 10.19 10.29
3 10.39 10.50 10.60
4 10.71 10.81 10.92 -
5 10.99 11.10 11.21
6 11.28 11.39 11.51
7 11.59 11.71 11.83
8 11.90 12.02 12.14
9 12.17 12.29 | 1242
10 12.47 12.60 12.72
Subs 8.09 8.17 8.25

LEAD SUPERVISOR/COOK (one position only)
04/05 05/06 06/07

15.73 15.89 16.05

Due to retro contract settlement, staff paid at 03-04 rates during 04-05 school year. No retro
adjustment for 04-05.

B. Downtime - The down-time (non-driving hours of employment) will be paid at the regular ~
hourly rate as established in the pay schedule for the duration of the contract.

C. Double Runs - Drivers will be paid for an additional 45 minutes for taking a requested
double run.
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Washing Buses - Drivers will be paid for three hours labor each month for washing buses.
Pay will be the driver's regular hourly rate, Bus wash slips for the nine bus washes will be
given out at the beginning of each year. Drivers may elect to receive 1.5 hours of pay
twice a month to have the bus washed by an outside source paid for by the school.

Experience Credit - Employee's under this contract who are new to the Oakridge District
may be allowed credit for experience in other districts at the option of the Administration.

Full payment will be paid for in-district runs according to hours worked.

The most senior drivers will take buses for repairs during the summer months and will be
paid their regular hourly wages.

A bus driver will receive $6.00 per meal for some all day trips to be determined and
approved by the Transportation Supervisor.

All employees will receive a non-transferable activity pass for self and one guest for all
home team athletic events, plays and performances, excluding student sponsored or student
fund raising activities and other activities not covered where employee attendance would
cost the school or a school connected organization loss of revenue or added expense.

The Board will pay a driver at the regular rate for a bus disciplinary conference held with
parents and called by the Transportation Supervisor. '

The Board will provide each driver with an extension cord and flashlight including batteries
as needed to be kept in the bus.

Bus drivers shall be paid their regular hourly wage for any meetings they are required to
attend.

Mileage will be paid equal to the current allowance, as established by the Internal Revenue
Service.

Longe\}ity payment:

1. The following longevity payment will be in effect for all bargaining unit members
for the duration of this contract.

10 to 15 years of service ---- 4%
16 to 20 years of service ----4.5%
21 years and over --——----—-——5.25%

Longevity will be computed on an individual's base rate, (hourly wage) x total number of

regular hours worked, including holidays and vacations, per year X appropriate percentage
listed above. The following will be used to calculate longevity:

29




Custodians: Hourly wage x regular hours worked x percentage = longevity
amount S : '

Regular hours are normal weekly hours (not inciuded: extra hours
worked in summer months, hours for subbing or overtime hours).
Based on 52 weeks. 1 :

Bus Drivers: Hourly wage x regular hours worked x percentage = longevity
amount o

Regular hours are regularly scheduled everyday run hours (not
included: special trip hours, subbing hours or bus wash hours).
Based on 36 weeks (50 weeks if driver works through the summer).

Food Service: Hourly wage x regular hours worked x percentage = longevity
amount =

Regular hours are normal weekly hours (not included: extra
hours worked in summer months, hours for subbing or overtime
hours). Based on 36 weeks.

Longevity will be prorated as follows:

First payment to be made last pay in June following 10™ anniversary date.

Anniversary Date - July 1 - Jan. 30 = full year earned
Anniversary Date - Jan. 30 - June 30 = ' year earned

RETIREMENT - Any employee who retires under the Michigan Public Schools Employee
Retirement System shall be paid: '

First 150 days $9.50/day
151 - 200 days $13.00/day
201+ $17.00/day

Effective with the 2005-2006 school year, reimbursement under this provisicn shall be
limited to 115 days unless the employee retires with ten (10) or more years of service with
the district. Retirements prior to ratification of this Assignment in March 2006 will be paid

at the old rate.

ARTICLE XYVI
Miscellaneous

This agreement shall be binding upon parties hereto, any school district which succeeds the
employer, or any successor to the Union.
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The Union agrees that the emplbyer has the right to hire part-time and/or seasonal custodial
and maintenance employees, and to establish the wages, hours and working conditions for

said part-time and seasonal employees.

Bus drivers and food services employees not required to work on scheduled days of student
instruction which are not held because of conditions not within the control of school
authorities such as inclement weather, fires, epidemics, mechanical break downs or health
conditions as defined by the city, county, or state health authorities, will be paid for such
days. Such employees shall work on any rescheduled days of student instruction which are
established by the Board and will not be paid.

Custodians will work on scheduled days of student instruction which are not held because
_ of inclement weather and will be paid their regular rate of pay for such days. Employees
required to work on days when school is not in session shall be paid their regular rate of
pay for such days. This provision is subject to the laws of the State of Michigan and the
school calendar agreed to by the Oakridge Board of Education.

ARTICLE XVH
No Strike - No Lockout

Association/Employee Application. During the life of this Agreement, the Association
agrees on behalf of itself and the employees that there will be no concerted absence from
work, cessation or interruption of work or strikes or picketing of the Employer's buildings
or premises. The Association agrees it will take all reasonable affirmative action to prevent
or stop any or all such activity above mentioned by notifying the employees that it disavows

these acts.

Employer Application. The Employer, for its part, agrees that there shall be no lock-out
during the term of this Agreement.

ARTICLE XVIII
Fringe Benefits

The Employer shall provide without cost to each full-timé custodial/maintenance and head
grounds employee who works full time the following MESSA-PAK for a full twelve (12)
month period for the employee and his/her entire family and any other eligible dependents
as defined by MESSA. The employer shall sign an Employer participation agreement.

Full-time custodial/maintenance employees not electing MESSA-PAK Plan A will select

MESSA-PAK Plan B. ——

Any contribution amounts exceeding the Employer's subsidy may be payroll deducted. An
open enrollment period shall be provided whenever contribution subsidy amounts change

for the groups.

31



- Effective on or before April 1, 2006, the MESSA-PAK shall be as follows:
Plan A - For all full-time custodians, 12 month bus drivers and food service
employees working more than 6.5 hours per day needing health insurance:

Preferred Prescription Co-pay - $5.00/$10.00

Super Care I (with a Preventative Care Rider and a Hearing Care Rider)
$100/$200 deductible L

Delta Dental Plan E/007 (80/80/80/1300); Sealant Rider, COB

Negotiated Life $30,000.00; AD & D, WOP

Vision VSP-3 Plus, COB |

LTD 662/3%: $5000 monthly maximum benefit; 60 day CDMF; No COLA

Plan B - For all full-time custodians, 12 month bus drivers and food service
employees working more than 6.5 hours per day not electing health insurance:

Delta Dental Plan E/007 (80/80/80/1300); Sealant Rider, COB

Negotiated Life $30,000.00; AD & D, WOP .

Vision VSP-3 Plus, COB : o

LTD 662/3%; $5000 monthly maximum benefit; 60 day CDMF; No COLA

In addition, those selecting Plan B will receive $175.00 cash reimbursement per month
upon ratification by both parties.

C. The employer shall provide without cost to each part-time custodial/maintenance employee,
each regularly-employed bus driver working more than three (3) hours per day and food
service employee working more than three (3) hours per day, the following MESSA Ala

. Carte plan C for a full twelve (12) month period for the employee and his/her entire family
(except where noted) and any other eligible dependents (except where noted) as defined by
MESSA. The Employee shall sign Employer participation agreement. Regular part-time
custodial/maintenance employees and regular bus drivers not electing MESSA Ala-Carte
Plan C will select Plan D. Any contribution amounts exceeding the Employer's subsidy
may be payroll deducted. An open enrollment period shall be provided whenever
contribution subsidy amounts change for the groups.

Plan C - For part-time custodians, all bus drivcr,sr wdrking more than three (3) hours
per day and food service employees working more than three (3) hours per day
needing Health Insurance:

Super Care I -(employee only)~= " '

Preferred Prescription Co-pay ($5.00/$10.00)

$100/$200 deductible ,

Delta Dental Plan - E/007 (80/80/80/1300); Sealant Rider, COB
Negotiated Life - $30,000.00 AD & D; WOP

Vision - VSP-3 Plus; COB
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LTD 662/3 %; $5000 monthly maximum benefit; 60 day CDMF; No COLA
Plan D - For part-time custodians, all bus drivers working more than three (3)
hours per day and food service employees working more than three (3) hours per
day not electing Health Insurance:

Delta Dental Plan - E/007 (80/80/80/1300); Sealant Rider, COB

Negotiated Life - $30,000.00 AD & D; WOP

Vision - VSP-3 Plus; COB

LTD 662/3%; $5000 monthly maximum benefit; 60 day CDMF; No COLA

In addition, those selecting Plan D will receive $88.00 cash reimbursement per month upon

ratification by both parties.

D.

In the event a custodian has started a new contract year and exhausts their paid sick leave,
the above fringe benefits shall continue uninterrupted until the following July 31. In the
event a custodian is unable to start the contract year due to a paid or unpaid sick leave, the
above fringe benefits shall continue uninterrupted until the following December 30. The
Employer shall have no obligation to pay any premiums during a leave of absence other
than sick leave benefits or when an employee becomes eligible for long term disability with
a waiver of premium feature.,

In the event bus drivers and food service employees have started a school year and exhausts
his/her paid sick leave, the above medical insurance shall continue uninterrupted until the
following June 30. In the event a bus driver is unable to start the school year due to a paid
or unpaid sick leave, the above medical insurance shall continue uninterrupted until the
following January 31. The Employer shall have no obligation to pay premiums during a
leave of absence other than sick leave, except as required under the Family Medical Leave

Act.

Except as otherwise provided in this Agreement, regular part-time custodial-maintenance
employees scheduled to work twelve (12) months per year shall be entitled to all benefits on
a pro-rata basis in accordance with the number of hours schedule to work per day or week.

Regular part-time employees working less than twelve (12) months in any one fiscal school
year shall be entitled to all the benefits on a pro-rata basis in accordance with the number of
hours scheduled to work per day, week or year for the months normally worked during the
year. . _

| ARTICLE XIX
e Duration of Agreement

This Agreement shall be from ,» 200__, and shall continue in effect until June

30, 200___. While negotiations of a new agreement are in process, this Agreement will remain in
full force and effect until superceded by the Agreement, unless terminated by written notice given
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to the other party ten (10) days prior to the date of proposal termination, which may be any date on

or after

June, 30 200__.

The Union and the Board further agree to the use of "Letters of Agreement" to address

contractual items that bring hardship upon either party due to circumstances outside of either

control.
OAKRIDGE PUBLIC SCHOOLS OAKRIDGE EDUCATIONAL
BOARD OF EDUCATION SUPPORT PERSONNEL MEA/NEA
Its: President Its: President
Dated: Dated:
Its: Secretary Its: Secretary
Dated: Dated:
APPENDIX B

Job Classification

1. Head Custodian

A head custodian is the custodial/maintenance employee who is in charge of the entire
maintenance and custodial operation (and all other custodial/maintenance employees) for a
particular building or buildings. The HEAD CUSTODIAN is, responsible to the
maintenance supervisor, building principal, and superintendent. He lacks the authority to
hire or discharge employees. (See job description)

Custodial/Maintenance Workers

All other full-time custodial/maintenance employees shall be classified as
custodial/maintenance workers. These custodial/maintenance employees shall be
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responsible to the HEAD CUSTODIAN, building principal, maintenance supervisor and
superintendent.

Custodial Workers

All other regular part-time employees shall be classified as custodial workers. These
custodial employees shall be responsible to the HEAD CUSTODIAN, building principal,
maintenance supervisor and superintendent.

Head Groundskeeper

A groundskeeper is the custodian-maintenance employee who is in charge of the entire
outside grounds and landscaping of the district. The full time groundskeeper shall be
-responsible to the maintenance supervisor, building principal, and superintendent.

- During the life of this contract, the District shall review all job E?EE{EEOE%" and job

expectatlons and with the consultation of the employees of the 1 bargaining unit shall update
all job descriptions and job expectations.
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APPENDIX C
Bus Discipline

Drivers shall maintain reasonable and orderly d1sc1phne on thelr buses.

Minor misbehavior problems shall be handied by the Bus driver. Warning shps will be
issued to students when necessary. The parent or guardian of the student must sign the slip
for the student to board the bus the next day. If parent refuses to sign the slip the matter
should be turned over to the building principal.

Persistent misbehavior or problems that may require a student to be denied bus riding
privileges shall be discussed with the building principal. -

In the case of a student being denied riding privileges, it shall be the responsibility of the
building principal to inform the child and to contact the child's parent or guardian.

Corporal punishment of children by the drivers shall not be permitted.
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APPENDIX D
Head Custodian - Senior Hich School

A building lead custodian is the custodial-maintenance employee who is in charge of the entire
maintenance and custodial operation and all other custodial-maintenance employees for a particular
building or buildings. The building lead custodian is responsible to the maintenance supervisor,
building principal, and superintendent. The lead custodian lacks the authority to hire or discharge
employees. The lead custodian's job responsibilities shall be but not limited to the following:

The building lead custodian is responsible for the maintexiance and éleénliﬁess of the

1.
building. Building shall be checked once per week for cleanliness and maintenance needs.
The building leader shall report all problems to the supervisor who shall discuss it with the
personnel involved. .

2. All cleaning, sweeping, scrubbing, waxing, cleaning walls, windows, fixtures, lights,
furniture, trash removal, and disposal, etc.

3. Snow removal: walks, steps, entrances, pedestrian areas, and salt walks as needed.
Building security: locking doors, windows, entrances, and securing all areas shall be the
responsibility of the last shift workers at the end of the day.

4. Unloading, loading and receiving supplies both for instructional purposes and operational
purposes.

5. Setting up equipment for special events, elections, meetings, and public events.

6. The custodial operations and maintenance are considered inter-related and not separate
functions. The lead custodian must be able to do minor maintenance in plumbing,
electricity, and should have a working knowledge of the boiler and heating systems.

7. Care of minor maintenance on any and all equipment used by the grounds maintenance
section and any or all duties deemed necessary to the successful operations of the school
district. Develop a preventive maintenance schedule with the maintenance supervisor.,

8. Also part of the lead custodian's operation is to assist in the inter-school transfer of
supplies, mail, equipment and other items of importance.

9. Other duties as may be assigned by the supervisors.

Other qualifications:

1. Must be able to lead employees in the buildings.

2. Must have experience, if possible, as a building lead custodian.
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Must dress appropriately. The board will furnish two (2) uniforms per year. All
custodians will wear their uniform while on duty. '

Must be able to work well with all other employees and students.

Must take pride in his work and the work of those in his éharge.

Must relate well to the persons superiors and their directions.

Must have ability to understand and follow simple oral and written directions and must
have the ability to read and write. ERREEE PR

Head Custodian - Middle School

A building lead custodian is the custodial-maintenance employee who is in charge of the

entire maintenance and custodial operation and all other custodial-maintenance employees for a

1.

__ particular_building or buildings. The buildine lead custodian is responsible to the maintenance

supervisor, building principal, and superintendent. The lead custodian lacks the authority to hire
or discharge employees. His job responsibilities shall be but not limited to the following:

The building lead custodian is responsible for the maintenance and cleanliness of the
building. The building shall be checked once per week for cleanliness and maintenance
needs. The building leader shall report all problems to the supervisor who shall discuss it
with the personnel involved.

All cleaning, sweeping, scrubbing, waxing, cleaning walls, windows, fixtures, lights,
furniture, trash removal, and disposal, etc. :

Snow removal: walks, steps, entrances, and pedestrian areas, and Salt walks as needed.
Building security: locking doors windows, entrances, and securing all areas shall be the
responsibility of the last shift workers at the end of the day.

Unloading, loading, and receiving supplies both for instructional purposes and operational
purposes.

Setting up equipment for special events, elections, meetings, and public events.

The custodial operations and maintenance are considered inter-related and not separate
functions. The lead custodian must be able to do minor maintenance in plumbing,
electricity, and should have a working knowledge of the boiler and heat systems.

Care of any minor maintenance on any and all equipment used by the grounds maintenance
section and any or all duties deemed necessary to the successful operation of the school
district. Develop a regular preventive maintenance schedule with the maintenance

SUpervisor.
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8.

9.

Also part of the lead custodian's operation is to assist in the inter-school transfer of
supplies, mail, equipment and other items of importance. : SR

Other duties as may be assigned by the supervisors.

Other qualifications:

1. Must be able to lead employees in his charge.

2. Must have experience, if possible, as a building lead custodiari;

3. Must dress appropriately. The board will furnish two (2) uniforms per year. All
custodians will wear their uniform while on duty.

4. Must bre able to work well with all other embloyees and smdents.. :

5. Must take pride in his work and the work of thosé in his charge.

6. Must relate well to the workers superiors and their directions.

7. Must have ability to understand and follow simple oral and written directions and must

have the ability to read and write.

Head Custodian - Upper & Lower Elementary and ECC

A building lead custodian is the custodial-maintenance employee who is in charge of the entire
maintenance and custodial operation and all other custodial-maintenance employees for a particular
building or buildings. The building lead custodian is responsible to the maintenance supervisor,
building principal, and superintendent. The lead custodian lacks the authority to hire or discharge
employees. The lead custodian's job responsibilities shall be but not limited to the following:

1.

The building lead custodian is responsible for the maintenance and cleanliness of the
building. Building shall be checked once per week for cleanliness and maintenance needs.
The building leader shall report all problems to the supervisor who shall discuss it with the

personnel involved.

All cleaning, sweeping, scrubbing, waxing, cleaning walls, windows, fixtures, lights,
furniture, trash removal, and disposal, etc.

Snow removal: walks, steps, entrances, pedestrian areas, and salt walks as needed.
Building security: locking doors, windows, entrances, and securing all areas shall be the
responsibility of the last shift workers at the end of the day.

Unloading, loading and receiving supplies both for instructional purposes and operational
purposes.
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1.

9.

Setting up equipment for special events, elections, meetings, and public events.

The custodial operations and maintenance are considered inter-related and not separate
functions. The lead custodian must be able to do minor maintepance in plumbing,
electricity, and should have a working knowledge of the boiler and heating systems.

Care of any minor maintenance on any and all equipment used by the grounds maintenance
section and any or all duties deemed necessary to the successful operations of the school

district. Develop a preventive maintenance schedule with the maintenance SUpervisor.

Also part of the lead custodian's operation is to assist in the inter-school transfer of
supplies, mail, equipment and other items of importance.

Other duties as may be assigned by the supervisors.

____ Other qualifications:

2.

Must be able to lead employees in the buildings. - -
Must have experience, if possible, as a building lead custodian.

Must dress appropriately. The board will furnish two (2) uniforms per year. All
custodians will wear their uniform while on duty.

Must be able to work well with all other employees and students.
Must take pride in his work and the work of those in his charge.
Must relate well to all superiors and their directions.

Must have ability to understand and follow simple oral and written directions and must
have the ability to read and write.

Full Time Custodial Workers

A custodial worker performs routine building cleaning tasks and light duty maintenance

work; does related work as required.

and light maintenance ofthe equipment and building. An employee in this class works under the™—=~ "~

This is repetitive manual work requiring efficient performance of skilled building cleaning

~ supervision of building leader on routine reoccurring assignments. The worker shall be responsible
for the building and its contents, receiving instruction on each new or unusual assignment.

Examples of work: (illustrative only) work in this classification shall include but not be

limited to the following:
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i. Dust mop, vacuum, and/or sweep all floor surface assigned each night.

2. Scrub, wax and buff floors as per schedule by the supervisor.

3. Dust each room at least twice per week, dispose of waste paper, trash, clean walls, and
related areas.

4. Clean blackboards, desks and tables at least weekly (especially in lower grades);

5. Replace burned out light bulbs as needed.

6. Clean windows regularly.

7. Prepare building for any scheduled evening activities. Provide necessary equipment.

8. Be readily available to render services wheﬁ activities are held in the building during the
evening, but not necessarily observing the activity, such as athletic events.

9. Keep debris free from beneath the bleachers, sweep after all events.

10.  Pick up and replace equipment in proper area and in orderly condition e.g. chairs, mats,
etc.

11. Unload freight.

12. Small electrical repairs.

13. Small plumbing repairs.

14.  Assist the building lead man in sprinkling and yard upkeep when necessary and signed by
the supervisor.

15.  Be observant of physical state of the building and grounds. Correct immediately any
deficiencies or irregularities.

16. When regular evening housekeeping chores are completed, select a special project to work
on which will improve the physical appearance or condition of the building as assigned by
the building lead man and/or supervisor.

17. Secure the building at close of duty shift.

18. Turn off lights in rooms and areas cleaned each day.

19.  Lower thermostats during winter if necessary.

Other qualifications:
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1. Must be able to work well with all employees and students.

2. Must dress appropriately. The board will furnish two umforms per year. All custodians
will wear their uniform while on duty.

3. Must relate well to the workers superiors and their directions.

4. Must have ability to understand and follow simple oral and written directions and have
ability to read and write.

Regular Part-Time Custodial Workers

Regular part-time custodial workers perform routine buﬂdmg cleanmg tasks and light duty
maintenance work; does related work as required.

This is manual work requiring efficient performance of skilled building cleaning and light
maintenance of the equipment and building. An employee in this class works under the supervision
of the building leader on routine reoccurring assignments. The worker shall be responsible for the
building and its contents, receiving instruction on each new or unusual assignment.

Examples of work: (illustraﬁve only) Work in this classification shall include but not be
limited to the following:

1. Dust mop, vacuufn, and/or sweep all floor surface assigned each night.
2. Scrub, wax and buff floors as scheduled by the supervisor.
3. Dust each room at least twice per week, dispose of waste paper and trash, clean walls, and

related areas.

4. Clean blackboards, desks and tables regularly at least weekly (especially in lower grades).
5. Help prepare building for any scheduled evening activities.
6. Maintain restrooms e.g. disinfect urinals, commodes, clean lavatory, mop floors each day.

Work to be done by those who do locker rooms and restrooms.
7. Be readily available to render services when activities are held in the building.

9. Unload freight.

10.  Assist the building leader in sprinkling and yard upkeep when necessary.
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Be observant of physical state of the building and grounds, report all irregularities to

11.
supervisor.

12.~ When regular evening housekeeping chores are completed, start a special project to work
on which will improve the physical appearance or condition of the building as assigned by
the building lead custodian and/or supervisor.

13.  Secure the building at close of duty shift.

Other qualifications:

1. Must be able to work well with all employees and students.

2. Must dress appropriately. The board will furnish two uniforms per year. All custodians
will wear their uniform while on duty.,

3. Must relate well to the workers superiors and their directions.

4. Must have ability to understand and follow simple oral and written directions and have

ability to read and write.
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JOB DESCRIPTION
HEAD GROUNDSKEEPER

A groundskeeper is the custodial-maintenance employee in charge of the entire outside grounds and
landscaping of the district. The groundskeeper is responsible to the maintenance supervisor. The
groundskeeper's job responsibilities shall include, but not be limited to, the following: ..

1.
2.

® N o

— A\

11.
12.
13.
14.
15.
16.

0.

Maintains and cares for school grounds. o SEORTE

Prepares seeding or transplanting beds by cultivating soil and adding fertilizer or chemicals,
if needed.

Plants seeds, bulbs, tree seedlings and shrubbery so that resulting growth will produce an
attractive appearance. _ S ,
Experiments with different varieties of lawn seeds to determine those best suited to the soil.
Prune trees and trims hedges to promote growth and improve appearance.

Mows lawn with hand or power mowers and tools.

Maintains and connects sprinkling equipment and waters lawns and flowerbeds.

Inspects flowers, shrubs and trees for evidence of insects, fungi and other pests and sprays
or dusts chemicals on infected areas. B Cn

Adjusts and repairs such equipment as lawnmowers, sprinklers and hedge shears, etc.
Plowing and shoveling snow from sidewalks and driveways, spreads sand, salt to prevent
slipping.

Collects and disposes of leaves and refuse.

Repairs outdoor chairs and benches, fences.

Paints lines on sports and practice fields. B

Works inside during winter on assigned custodian assignments.

Also to assist in the inter-school transfer of supplies, mail, equipment.

Other duties as may be assigned by supervisor. S

Other qualifications:

Must be able to lead employees.

Must dress appropriately.

Must be able to work well with all other employees and students.

Must take pride in their work and the work of those in his/her charge.

Must have ability to understand and follow simple oral and written directions and must
have the ability to read and write.
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APPENDIX E
DESCRIPTION OF TYPES OF DRIVERS

REGULAR DRIVER. A driver that drives an established run both morning and afternoon.
The hours for these runs begin at 3.5 hour; if there is need for more time, the
Transportation Supervisor must be consulted for verification/authorization of the additional

time. [Includes pre-trip time].

KINDERGARTEN MORNING/AFTERNOON. These are drivers .carrying only
kindergarten students in the morning and afternoon on an established daily run. The hours
for these runs begin at 3.0 hours; if there is a need for more time, the Transportation
Supervisor must be consulted for verification/authorization of the additional time. [Includes

pre-trip].

KINDERGARTEN MID-DAY. These are drivers carrying only kindergarten students at
mid-day. They may be either pick-up or drop-off on an established daily run. The hours
for these runs begin at 1.25 hours; if there is a need for more time, the Transportation
Supervisor must be consulted for verification/authorization of additional time. [Includes

pre-trip].

IN-DISTRICT SHUTTLE. These are drivers that carry student/students on a daily basis as
a part of their instructional day. The time for these runs are generally the time needed to
complete the run. [Includes Pre-trip time].

OUT-OF-DISTRICT SHUTTLE. These are drivers that carry student/students on a daily
basis as part of their instructional day. The time for these runs are generally the time
needed to complete the run. /Includes Pre-trip time].

SPECIAL EDUCATION/PPI. These are drivers that carry special needs children to and
from school on an established daily run. The hours for these runs are paid as time spent
doing said run. The understanding that Special Education children generally need more
time spent loading/unloading is a major factor in these runs. [Includes Pre-trip time].
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JOB DESCRIPTION

SCHOOL BUS DRIVER -
Personal Qualifications
1. Enjoy working with children of all ages and be sensitive to their needs.
2. Excellent moral character and personal habits. '
3, Dependable.
4. Possess qualities of initiative, self-reliance, and leadership.
5. Neat, clean, and presentable. SO
0. Free from adverse effects of medication, alcohol, and drugs.
7. Use respectable language at all time.
8. Emotionally stable.
9. High school graduate or equivalent.

Lepal Reqguirements

1. Ability to meet school bus driver certification requirements.
a. Michigan School Bus Driver Education course.
b. Commercial Driver Exam.

2. Commercial Driver Licenses with passenger endorsement.

3. Pass Michigan Department of Education license physical examination requirements.

4. Meet District/Michigan Department of Education competency levels of driving skills.

5. Meet District/Michigan Department of Education standards of past driving performance.

6. Meet Federal DOT drug/alcohol testing requirements.

Performance Abilities

1. Operate all types of vehicles used to transport pupils.

2. Familiarity with geographic service area of District.

3. Knowledge of local, state, and federal rules, regulations, ordinances, and laws regarding
school bus operation.

4. Alert and exercises good judgment concerning emergencies, disabled vehicles, and
abnormal driving.

Responsibilities

1. Follow established schedules/route.

2. Maintain appropriate fuel level of vehicle.

3. Maintain an acceptable standard of cleanliness of vehicle.

4. Monitor mechanical condition of vehicle by pre-trip inspection. Report deficiencies to
Mechanic using Daily Inspection Report.

5. Drive safely and defensively at all times.

6. Be prepared to conduct emergency evacuation drills.
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10.
11.

12.

13.
14.

Report bus and/or student accidents/injuries to Transportation Supervisor or his/her
designee.

Adrninister first aid as necessary.

Uphold District school bus passenger rules and regulations.

Maintain behavior logs as directed by Transportation Supervisor or his/her. designee,
Prepare and submit Bus Conduct Reports to the Transportation Supervisor or his/her
designee.

May be requested to attend a parent meeting by the Transportation Supervisor or his/her
designee, y :
Maintain acceptable communications with Transportation Supervisor, staff, and the public.
Exhibit a positive image as a representative of the School District.
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JOB DESCRIPTION
LEAD SUPERVISOR/COOK

SUMMARY:

Coordinate meal production, delivery and service and direct staff in successful delivery of services.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

1.
2.
3

Produce and serve nutritious and attractive meals.
Assist in development of recipes.
Direct and maintain strict safety, sanitation and cleanliness standards and practices in all
food service areas as required by federal, state, “Jocal and district regulations and policies
including, but not limited to: o

e Scrubbing counters and work areas daily or as necessary.

¢ Washing and cleaning all serving utensils. “

e Wearing appropriate uniform, gloves, etc.

Operate and train staff to operate production equipment and dishwashing equipment
including, but not limited to: '

e Awareness of the location and operation of all safety equipment.

e Preparation of steam tables and all hot food serving equipment.

¢ Inspecting equipment for cleanliness and functional operation.

e Reporting of any equipment failure to director or designee.

Assist with cooking and preparing meals on daily menu including, but not limited to:
e Preparing soups, meats, vegetables, salads, dressings and desert.
e Preparing and serving beverages.
» Assuring food is of the best quality, flavor and appearance before it is served.
e Assuring that unused foods are properly stored.
s Properly disposing of all food not used.

Compile and maintain facility inventory; prepare accurate requisition sheets; assist in food
and supply procurement, including placing orders as directed including, but not limited to:
¢ Recording all food requisitions from the storeroom. '
e Keeping records of all meals served.
e Preparing all reports needed by the supervisor for daily and weekly ordering.
e Updating food supply reports on a daily basis.’
e Reporting to supervisor any inferior quality food supphes delivered.
e Checking food shipments into inventory.
e Signing invoices after order verification procedure. -
e Determining quantities of each food to be prepared daily.
e Overseeing the locking of all storerooms.
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7.

10.

11.
12.

13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.

e Maintaining all data for accurate and current storeroom records.
» Making daily or weekly inventory requisitions when necessary.

Serve students and staff in a consistent and pleasant manner including, but not limited to:

Maintaining the highest standards of safety and cleanlmess according to
guidelines established by federal, state and local agencies.

Assembling and monitoring food and supplies for service to students.
Assembling necessary trash and garbage collection containers for student
use. : : e :

Carrying food and meals to assigned rooms.

Setting up tables and eating areas in cafeteria or all-purpose room.
Monitoring student food consumption during meal periods.

Organizing, supervising, and effective clean-up of eating areas during the
meal period.

Assist with cleaning all food serving areas including, but not limited to:

Performing major cleaning of refrigerators, storerooms and food
preparation areas.

Maintain all kitchen equipment in maximum condition.

Follow all state and local regulations in regard to cleaning of food service
areas.

Compile and maintain appropriate records for federal, state and local regulations and

reports.

Operate a cash register/POS terminal and assist in revenue collection, including deposits if

necessary.

Public relations as appropriate and necessary.

Determine food and supplies for menus and events for program with regard to inventory
and need; complete requisition and production sheets.

Coordinate labor and production needs for facility, including events and activities.
Maintain accurate recipe file.

Complete and maintain accurate production sheets for facility.

Coordinate and implement sales promotions in facility.

Understand and determine quahﬁed reimbursable meals and components of such meals
Apply high nutrition standards in all production.

Assist in determining and applying cost effective measures.

Assist in promoting and achieving a high level of customer satisfaction.

Arrange for transport of food, supplies and meals.

Assist in the operation of facility as directed.

Other duties as assigned by Director and/or designee.

SUPERVISORY RESPONSIBILITIES:

1.

Supervise staff in daily activities; report performance concerns to Director or designee.
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2. Provide information to Director pertinent to program employee evaluations.

3. Monitor staff adherence to work schedule. ‘ SR

QUALIFICATIONS:

1. To perform this job successfully, an individual must be able to perform each essential duty
satisfactorily. The requirements listed below are representative -of the knowledge, skill
and/or ability required. Reasonable accommodations may be made to enable individuals
with disabilities to perform the essential functions. T

2. Successful demonstration of high levels of personal interaction, organizational skills,
marketing, bookkeeping and customer relations in a service organization.

3. Ability to interact positively with children, adolescents and adults.

4. Successful demonstration of positive leadership skills within a food service system
including food production.

3. Successful demonstration of food service meal production and presentation skills.

6. Knowledge and ability to maintain high standards of sanitation and cleanliness in food
production and personal practices. - '

7. Knowledge and ability to understand and apply National School Lunch/Breakfast
regulations. : o R

8. Knowledge of and full participation with district HACCP plan.

9. Successful demonstration of effective cost control measures.

10. Ability to determine ordering needs and work with vendors.

11. Basis nutrition knowledge.

12. Ability to determine daily production needs pertaining to both food and labor.

13. Ability to utilize a computer as a tool of operation. ;

14.  Ability to work independent of continuous supervision.

EDUCATION AND/OR EXPERIENCE:

High school diploma and institutional food service experience or equivalent.

LANGUAGE SKILLS:

Successful demonstration of excellent written and verbal communication skills.

MATHEMATICAL SKILLS:

1.

Ability o operate a cash register or POS terminal and make cash sale transactions; —~ =~~~ 7 7 77

2. Ability to perform necessary arithmetic skills in compiling and maintaining accurate records
of production and following and adjusting standardized recipes.

3. Excellent skills in cash transactions.

REASONING ABILITY:
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The ability to be responsive to a variety of situations in a mature manner. The ability to analyze
situations and develop appropriate solutions o problems.

CERTIFICATES, LICENSES, REGISTRATIONS:

Successful completion of food safety and sanitation classes as specified by employer Certification

must be maintained.
PHYSICAL DEMANDS:

1. The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the
essential functions.

2. Ability to lift a minimum of 40 pounds.

WORK ENVIRONMENT:

Ability to perform in a fast paced environment. Possess the ability to respond to the needs of the
operation at all times, including urgent situations. The work environment characteristics described
here are representative of those an employee encounters while performing the essential functions of
this job. Reasonable accommodations may be made to enable individuals with d1sab111tles to

perforn the essential functions.

WORK SCHEDULE:

Work year and schedule to be determined by the director. Salary determined by collective
bargaining agreement. Performance appraisal by Director or designee.

PERFORMANCE EXPECTATIONS:

Recognize and portray a positive image in support of district goals, vision and policies.
Recognize, support and promote a team effort among staff in the delivery of service.
Reflect the philosophy of the director in regard to program operations and management.
Timely communicate issues with the director.

Maintain high standards of customer service and sustain exceptional customer relations.
Support and maintain a positive working environment.

Respect the issue of confidentiality at all times.

N kAR LNE
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JOB DESCRIPTION
COOK

SUMMARY:

Prepare and serve nutritious and attractive meals for consumptlon in the school cafeteria by
performing the following duties.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

1.
2.
3.

Ch

~

© o0

Prepare and serve nutritious and attractive meals.
Assist with meal production as directed. :
Direct and maintain strict safety, sanitation and cleanliness standards and practices in all
food service areas as required by federal, state, local and district regulations and policies
including, but not limited to:

e Scrubbing counters and work areas daily or as necessary.

o Washing and cleaning all serving utensils.

e Wearing appropriate uniform, gloves, etc.

Operate production equipment and dishwashing equipment.
Compile and maintain appropriate records and forms for federal, state and local regulations
as directed.
Serve students and staff in a consistent and pleasant manner including, but not limited to:
s Maintaining the highest standards of safety and cleanliness according to
guidelines established by federal, state and local agencies.
e Assembling and monitoring food and supplies for service to students.
Monitoring student food consumption during meal periods for reimbursable
meal qualification at point of service.

e Meet and service the needs of customers in a tlmely fashion and in a pleasant

" and appropriate manner.
Receive, stock, display, present and inventory food and supphes as dlrected

Operate a cash register/POS terminal.
Public relations as appropriate and necessary.
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Assist with coordination and implementation of sales promotions in facility.

10.

11.  Understand and determine qualified reimbursable meals and components of such meals.

12.  Assist in promoting and achieving a high level of customer satisfaction.

13.  Assist in coordination of events and activities.

14.  Coordinate meal production in the absence of Head Cook.

15.  Other duties as assigned by Head Cook, Director and/or designee.

QUALIFICATIONS:

1. To perform this job successfully, an individual must be able to perform each essential duty
satisfactorily. The requirements listed below are representative of the knowledge, skill
and/or ability required. Reasonable accommodations may be made to enable individuals
with disabilities to perform the essential functions.

2. Ability to interact positively with children, adolescents and adults.

3. Successful demonstration of food service meal production and presentation skills.

4. Knowledge and ability to maintain high standards of sanitation and cleanliness in food
production and personal practices.

5. Basic nutrition knowledge.

6. Knowledge and ability to operate quantity food production equipment.

7. Ability to utilize a computer as a tool of operation.

EDUCATION AND/OR EXPERIENCE:

High school diploma required. Successful foed service experience preferred.

LANGUAGE SKIELS:

Successful demonstration of high levels of peréonal interaction and customer service in a service
organization. Ability to effectively and positively communicate with students K-12.

MATHEMATICAL SKILLS:

1. Ability to operate a cash register or POS terminal and make cash sale transactions.

2. Ability to perform necessary arithmetic, keep accurate records of production and follow
and adjust standardized recipes.

3. Excellent skills in cash transactions.

REASONING ABILITY:

The ability to be responsive to a variety of situations in a mature miaiiier. The ability to analyze

situations and develop appropriate solutions to problems.

.CERTIFICATES. LICENSES, REGISTRATIONS:
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Successful completion of food safety and sanitation classes as specified by employer. Certification
must be maintained.

PHYSICAL DEMANDS:

1. The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities -to perform the
essential functions. ' : '

2. . Ability to lift a minimum of 40 pounds.

WORK ENVIRONMENT:

Ability to perform in a fast paced environment. Possess the ability to respond to the needs of the
operation at all times, including urgent situations. The work environment characteristics described
here are representative of those an employee encounters while performing the essential functions of
this job. Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions. SR

WORK SCHEDULE:

Work year and schedule to be determined by the director. Salary determined by collective
bargaining agreement. Performance appraisal by Head Cook. ‘

PERFORMANCE EXPECTATIONS:

Recognize and portray a positive image in support of district goals, vision and policies.
Recognize, support and promote a team effort among staff in the delivery of service.
Reflect the philosophy of the director in regard to program operations and management.
Timely communicate issues with the director. o

Maintain high standards of customer service and sustain exceptional customer relations.
Support and maintain a positive working environment. '

Respect the issue of confidentiality at all times.

NO LW
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TRANSPORTATION
WORKLOAD AND ASSIGNMENT

Definition of Runs

1.

2.

10.

RUN A “run” is the daily transportation of students from a plck—up pomt to and/or from
school to the designated drop-off point.

IN-DISTRICT SHUTTLE. An “in-district shuttle” is the transportatlon of students
between and/or among school locations, where school classes, programs, activities, and/or
events are to be held for students of the district, as part of the students regular instructional
day.

OUT-OF-DISTRICT RUN. An “out-of-district run” is the transportation of students on a
daily basis from school locations to sites outside of the school district boundary, where
school classes, programs and/or events are held for the student and are part of the students’
instructional day. The driver returns to pick up the students to return them to their school.
KINDERGARTEN RUN. A “kindergarten run” is the scheduled transportation of
kindergarten students at mid-day.

SPECIAL EDUCATION RUN. A “special education run” is the scheduled transportation
of special education students, and may include PPI student.

PPI RUN. A “PPI run” is the scheduled transportanon of pre-primary 1mpa1red students,
which may include special education srudents

SPECJALTY RUNS. “Specialty runs” are in-district shuttles, out-of-district shuttles, PPI
runs, special education runs, and mid-day kindergarten runs. These runs shall be filled by
the most senior qualified driver available.

SPORT RUN. A “sport run” is the transportation of students to and from an athletic
contest. This includes teams and spectators. These runs are not considered field trips or
field trips/shuttles.

FIELD TRIP. A “field trip” is the transportanon of students from a school location to a
site outside and/or inside the school district boundary The driver remains at the site and
returns with the students. A “field trip” will remain a “field trip” unless driver availability
warrants a “field trip/shuttle”.

FIELD TRIP/SHUTTLES. A “field trip/shuttle” is the transportation of students from a
school location to a site outside and/or inside the school district boundary. The driver does
not remain at the school site and the same driver picks them up for the return to their

school.

Sports Runs

1.

2.
3

-Sports runs shall-be d1V1ded into three (3) rosters. ‘These rosters shall berFull-- Winter

Spring.
Sport run rosters shall consist of regular full-time drivers.
Regular full-time drivers must sign-up for each sport run roster they choose at the

beginning of the school year.
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10.

11.

12.

13.

14.

15.

16.

Sport run rosters shall be arranged in order of senjority and assignments made, beginning
with the most senior driver and in order of seniority from thereon.
If a “roster” sport run is turned down, it shall be assigned to the next driver on the “open”

_sport run rotation list. _

a. The driver, who turned down the sport run, must wait until the next time his/her
name comes up in the seniority rotation to take another trip.

Scheduled “roster” sport runs may be traded; the supervisor must be notified of the trade.

Sport runs not appearing on the sport run roster may not be traded and are considered

“open” sport runs. Open sport runs are by seniority rotation beginning with the most

- senior driver signed up. ,

New regular full-time drivers will be eligible for sport rums at the beginning of the next
secason roster. : . ‘ :

If a driver has been assigned a nmon-roster sport run and cannot take the run because of
illness, he/she must wait until the next time their name comes up in the seniority rotation.

If an unscheduled or scheduled sport run is cancelled (not to be made up), the driver will
take the first available sport run on the next posting, superseding seniority rule. '
If a driver takes a sport run to a destination (related to a school activity) one day and the
return trip is not until the next day or another day, the same driver or drivers shall return to
bring the sport run back to the school.

Except for an emergency, drivers shall be notified at least twelve (12) hours in advance for
a rum. ‘ :

Sport runs are not considered field trips or field trip/shuttles.

Any error in the assignment of trips shall be corrected only through assignment of the next
available trip. The affected driver has five (5) working days to inform the supervisor in
writing that an error was made. An error shall supersede a cancelled trip.

On the sports run or open sport run roster, if a trade is made or a run is taken and then
turned back in at the last minute, for reasons other than a proven medical emergency or
death in immediate family, the driver will lose his/her next turn on the open sports run
seniority rotation. '

On overnight sports runs the driver will remain in service until the last location is reached
for the evening. The driver shall go back in service beginning with the time preceding the
Jeave that it takes pre-trip the vehicle until the event reaches the home location.

Field Trips

1.

Drivers who wish to do field trips must sign up at the beginning of each school year.

Field trips shall be assigned by seniority rotation and be on a separate rotation list from

field trip/shuttle. Each list of names shall be arranged in order of senjority and assignments

made beginning with the most senior driver and then in order of semiority from thereon.

If two (2) or more field trips are posted for -ite-same -day, the choices shall be in order of

seniority. :

If a field trip is turned down, it shall be assigned to the next driver on the seniority rotation

list. ' :

a. The driver who turned down the field trip must wait until the next time his/her
pame comes up in the rotation.

56



5. Field trip will be postéd on Friday for the following week and assigned at this time.

6. If a field trip is cancelled, the driver will take the first available ﬁeld tnp on the next
posting, superseding seniority rule. -

7. New regular full-time drivers will be eligible for field trips at the begmnmg of the next
roster or season.

8. Field trips may not be traded. S

9. If a driver takes a field trip to a destination (related to a school act1v1ty) one day and the

* return trip is not until the next day or another day, the same driver or dnvers shall return to
bring the field trip back to the school. -
10.  If a driver has been assigned a field trip and cannot take the run because of illness, he/she
must wait until the next time their name comes up in rotation. '
11.  Except for an emergency, drivers shall be notified of their assignment at least twelve (12)

hours in advance. :
12. A “field trip” shall remain a “ﬁeld tnp unless -driver avaﬂablhty warrants a field

trip/shuttle.

13. Any error in the assignment of trips shall be corrected only through a531gnment of the next
available trips. The affected driver has five (5) working days to inform the supervisor in
writing that an error was made. An error will supersede a cancelled trip. -

14.  Kindergarten field trips shall be included in the regular roster of field trips.

15.  On the field trip run open roster, if a run is taken and then turned back in at the last
minute, for reasons other than a proven medical emergency or death in immediate family,
the driver will lose his/her next turn on the field trip run seniority rotation.

16.  On overnight field trips the driver will remain in service until the last location is reached
for the evening. The driver shall go back in service beginning with the time preceding the
leave that it takes pre-trip the vehicle until the event reaches the home location.

Field Trip/Shuttles

1. Field trip/shuttles shall be assigned by seniority rotation and be on a field trip/shuttle roster
only. : '

2. Drivers wishing to do field trip/shuttles must sign up at the beginning of each school year.

3. Each list of names shall be arranged in order of seniority and assignments made, beginning
with the most senior drivers and in order from thereon.

4. If two or more field trip/shuttles are posted for the same day, the choices shall be in order

_ of seniority.

5. If a field trip/shuttle is turned down, it shall be assigned to the next driver on the seniority
rotation list.
a. The driver who turned down the field trip/shuttle must wait until the next time

his/her name comes up in the rotation.

6. Field trip/shutites-will be-posted on Friday for the following week and assigned at this timer—"
7. If a field trip/shuttle is cancelled, the driver will take the first available trip on the next

posting, superseding seniority rule.
8. New regular full-time drivers will be eligible for field trip/shuttles at the beginning of the

next roster or seasomn.
9. Field trip/shuttles may not be traded.
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10.

11.

12.

13.

14.
15.

16.

If a driver has been assigned a field trip/shuttle and cannot take the run because of illness,
he/she must wait until the next time their name comes up in the rotation.

Except for an emergency, drivers shall be notified of their assignment at least twelve (12)
hours in advance.

If a driver takes a field trip/shuttle to a destination (related to a school activity) one day and
the return trip is not until the next day or another day, the same driver or drivers shall pick
up the field trip/shuttle for the return back to school.

Any error in the assignment of trips shall be corrected only through assignment of the next
available trips. The affected driver has five (5) working days to inform the supervisor that
an error was made. An error will supersede a cancelled trip.

Kindergarten field trip/shuttles shall be included in the regular roster for ﬁeld trip/shuttles.
On the field trip/shuttles run open roster, if a run is taken and then turned back in at the last
minute, for reasons other than a proven medical emergency or death in immediate family,
the driver will lose his/her next turn on the field trip/shuttles run seniority rotation.

On overnight field trip/shuttles the driver will remain in service until the last location is
reached for the evening. The driver shall go back in service beginning with the time
preceding the leave that it takes pre-trip the vehicle until the event reaches the home

location.

Kindergarten Runs

o
.

Kindergarten runs will be chosen by seniority at the beginning of each school year.
Kindergarten drivers will be paid a minimum of 1% hour to a maximum for the amount of
driving time for the noon time runs. '

The qualification to serve as a kindergarten run substitute is that the prospective substitute

regular full-time driver must have learned all the kindergarten runs. Time spent learning

the runs shall be paid at the driver’s regular rate of pay. Learning a run means time spent
by riding with the regular driver through the course of the run.

A substitute full-time driver shall continue to drive the kindergarten run until the regular

driver for that kindergarten run returns. If the substitute regular -full-time driver is not

available to drive the run, the assignment is then given to the next available regular full-
time driver on the seniority list. The only exception to the above is if the substitute regular

full-time driver has a death in the family or is ill.

a. A substitute regular full-time driver shall continue to drive the kindergarten run
until the regular driver for the kindergarten run returns. If a kindergarten driver is
off for more than ten (10) working days, the kindergarten run will go to the most
sepior substitute regular full-time driver until the kindergarten run driver returns.
If the most senior substitute regular full-time driver is not available to drive the
kindergarten run, the assignment is then given to the next available regular full-time

-~ driver on the senjority list. -~ The only exception to-iiic-above is if the most senior
substitute full-time driver has a death in the family or is ill.

Special Education and PPI Runs
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3.

To be a substitute on a special education or PPI run, a regular full-time driver must become
qualified with the use of the lift and the different types of connections for wheel chairs.

A special education or PPI substitute should learn the needs of the special education

students for each run they substitute on.

Drivers who wish to substitute on special education and PPI runs must sign up at the
beginning of each school year.

Special education field trips and field trip/shuttles shall only be drlven by special education
and/or PPI run drivers and/or the most senior qualified regular full-time driver if the
special education or PPI run driver is not available.

Substitute drivers must take mandatory special education trammg classes

Miscellaneous

1.

During the month of August preceding each school year, drivers shall meet to select
available regular runs, in-district shuttles, out-of-district runs, PPI runs, and special
education runs, by seniority bid. All drivers, including those on layoff or those returning
from a leave, are entitled to participate and exercise their seniority to select runs and/or
shuttles, as named above. A driver has the option of keeping or remaining on the run
and/or shuttle he/she drove the previous year.

Runs/shuttles becoming vacant during the school year shall be posted for bid by seniority.
The Transportation Supervisor shall call a meeting of all drivers, who will have the
opportunity to bid by the seniority on any run/shuttle that is vacated because of the
vacancy. No changes in assignment shail occur until all vacancies in the chain are filled.
The final vacancy may be fiiled temporarily by a substitute driver when there are not
enough regular full-time drivers to fill all the vacancies. A vacancy may be filled by a
substitute driver for no more than twenty (20) working days.

No hours shall be taken away from a regular full-time driver and given to another regular
full-time driver with less seniority.

If a substitute driver is needed for a regular scheduled daily run, it shall always be offered
first to the most senior regular full-time driver. In the event the most senior regular full-
time driver is not available, it shall then be offered to the next regular driver and so forth in
descending order until a substitute from the bargaining unit is found.

All scheol vans, when used to transport students to and from school on a daily basis, shall
be driven by a regular full-time driver. These drivers shall have a valid Michigan CDL
license and attend all required training courses, as provided by law.

Compensatory time may be given from hours earned doing sport runms, field trips, bus
washes, and any other type of extra hours. If applicable, the hours shall be time and a half
by law. Compensatory time or wages may be used for Christmas break, mid-winter break,
and/or Sprmg break and they must be used w1thm the year accrued.

e — v
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