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AGREEMENT

THIS AGREEMENT is made this eighth day of November,
1988, by and between the BOARD OF EDUCATION of the CITY OF
HIGHLAND PARK (hereinafter called the "Board") and the
ADMINISTRATIVE SUPPORT PERSONNEL H.P.E.T. - Local #684
(hereinafter referred to as the "Union").
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" 1.2.
o
/|

O

’ 1.3.

ADMINISTRATIVE SUPPORT PERSONNEL
ARTICLE I - RECOGNITION

BARGAINING UNIT

The Board recognizes the Union as the sole and exclusive bargaining representative for
all personnel in the bargaining unit described as follows: Attendance Officer, Public
Information Officer, Print Production Supervisor, Data Systems Analyst, Graphic
Artist, IMC Lab Technician, Accounting Clerk, DSS Coordinator, Personnel Analyst,
Bookkeeper, Registrar, Accompanist, Food Service Supervisor, AV Technician, Payroll
Specialist, ROTC Assistant, M & O Supervisor, Accounting Supervisor, High School
Food Supervisor, Executive Secretary, Purchasing Agent, Junior Accountant and Family
Services Agent. .

AGENCY SHOP

As a condition of employment, each member of the bargaining unit, beginning with ¢))
July, or (2) the first complete month following a date thirty (30) calendar days after
employment in the bargaining unit, whichever month is later, and monthly thereafter
during July through June of each year during the life of this Agreement, shall tender to
the Union either periodic and uniformly required Union dues, or in the alternative, a
service charge in an amount equivalent to the periodic and uniformly required union
dues.

TERMINATION FOR FAILURE TO PAY DUE/FEES

1.3.1.  The Union shall first notify the employee with a certified letter
explaining that he/she is delinquent in not tendering the required union
dues or service fees and if such dues or service fees are not tendered within
thirty (30) calendar days of such notice he/she, will be reported to the
Employer for termination as provided in the article.

1.32.  The Union shall furnish the Director of Personnel a copy of the letter sent
to the employee and notice that he/she has not complied with the
Union's request. When requesting the Board to terminate the employee,
the Union shall further specify the following written notice: "The Union
certifies that : has failed to tender the required
Union dues or service fee required as a condition of continued employment
under the Collective Bargaining Agreement and demands that, under the
terms of the Agreement, the Board terminate this employee.”

1.3.3.  The Board agrees that, within five (5) working days of the receipt of the
notice provided in the preceding paragraph, it shall notify the Union
President, Treasurer, and the employee who is in arrears in payment of
membership dues, or service fees that his/her services shall be
terminated at the end of (30) working days unless, in the meantime, the
employee tenders the required dues or service fees, or a properly executed
wage deduction authorization, prorated for the remaining pay periods. If
the employee fails to comply within the required time, the Employer
agrees to recommend to terminate the employee at the next scheduled -
Board meeting at which time the item can be placed on the agenda. The




1.4,

Administrative Support Personnel Agreement

Board further agrees that after it has received the said notice it will not
accept a check-off authorization from such employee without the consent
of the Union. : :

1.34.  The Union agrees that in the event of litigation against the Employer, its
agents or employees arising out of this provision, the Union will co-
defend and indemnify and hold harmless the Board, its agents or

- employees for any monetary award arising out of such litigation.

1.3.5. If any provision of the Article is invalid under Federal or State law, said
provision shall be modified to comply with the requirements of said
Federal or State law. o

AUTHORIZATION FORMS

During the life of this Agreement, the Board will deduct uniform and periodic
Administrative Support dues or service charges from the pay of each bargaining
unit employee who voluntarily executes and delivers to the Board either of the
following authorization forms (Form A or Form B). ~ :
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~ Administrative Support Personnel Agreement

FORM A |
VOLUNTARY AUTHORIZATION FOR DEDUCTION OF UNION DUES

Name

Social Security No.

School or Building -

-Tauthorize the Highlaﬁd Park Board of Education to deduct from wages earned or to be earned

by me monthly Union dues as certified to the Board by the financial officer of the Highland
Park Federation of Teachers, and to remit the same to the Union at such time and in such
manner as may be agreed upon between the Union and the Board. :

* Tacknowledge that all union dues and service fees shall be deducted on a regular basis from all
personnel of the bargaining unit unless all such Union dues or service fees are fully paid by the

second (2nd) pay date of each school year.

This authorization and direction shall be effective until revoked in writing by me on a form
provided by the Board with notice to the Union of such revocation, or until the termination of
the collective agreement between the Board and the Union which is in force at the time of

~ delivery of this authorization, whichever occurs sooner; and I agree and direct that this

authorization and direction shall be automatically reviewed for the period of each succeeding
applicable collective bargaining agreement between the Board and the Union until revoked in
writing by me on a form provided by the Board or until the termination of each applicable
collective agreement between the Board and the Union, whichever occurs sooner. This
authorization and direction shall be automatically revoked upon termination of my
employment with the Board..

Signature of E-_mployée

Social Security No. of Employee

Date of Signing -

Date of Delivery to Board

|




4 Administrative Support Personnel Agreement

FORM B

VOLUNTARY AUTI{ORiZATION FOR DEDUCTION OF SERVICE CHARGE

Name

Social Security No.

School or Building

I authorize the I—hghland Park Board of Education to deduct from wages earned or to be earned
by me monthly service charge as certified to the Board by the finandial officer of.the Highland
Park Federation of Teachers, and to remit the same to the Union at such time and in such
manner as may be agreed upon bétween the Union and the Board.

I acknowledge that all union dues and service fees shall be deducted on a regular basis from all

personnel of the bargaining unit unless all such Union dues or service fees are fully paid by the
second (2nd) pay date of each school year.

This authorization and direction shall be effective until revoked in writing by me on a form
provided by the Board with notice to the Union of such revocation, or until the termination of
the collective agreement between the Board and the Union which is in force at the time of
delivery of this authorization, whichever occurs sooner; and I agree and direct that this
authorization and direction shall be automatically reviewed for the period of each succeeding
applicable collective bargaining agreement between the Board and the Union until revoked in
writing by me on a form provided by the Board or until the termination of each applicable
collective agreement between the Board and the Union, whichever occurs sooner. This
authorization and direction shall be automatically revoked upon termination of my
employment with the Board.

Signature of Employee

Social Security No. of Employee .

Date of Signing :

Date of Delivery to Board
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Administrative Support Personnel Agreement

s The Board agrees to honor deduction authorizations from its employees who are
Administrative Support Personnel members in the following form:

b ’ . FORM C
POLITICAL ACTION CHECK-OFF

"I hereby authorize the Highland Park Board of Education to deduct from my
salary the sum of $ . and to forward that amount to the
. Michigan Federation of Teachers’ Political Committee. This authorization is
' voluntarily made on the specific understanding that the signing of this
authorization and the making of payment to the Michigan Federation of
_Teachers' Political Committee are not conditions of membership in the Union or
of employment with the Highland Park Board of Education, and that the
Michigan Federation of Teachers' Political Committee will use the money it
received to make political contributions and expenditures in connection with
“ : federal, state, and local elections.”

b Signature of Employee

Address

LD.#

»
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2.3.

2.4.

2.5.

2.6.

- 2.7,

Administrative Support Personnel Agreement

ARTICLE II - UNION RIGHTS

RECOGNITION OF ELECTED UNION OFFICERS AND
REPRESENTATIVES ‘

The Administration shall recognize elected officers of the HPASP, representatives
of the American Federation of Teachers/Michigan Federation of Teachers, as
official representatives in matters relating to the provision of this agreement.

UNION MEETING IN SCHOOL DISTRICT FACILITIES

School rooms may be used for union meetings, provided that (1) arrangements are
made in advance with administration, (2) meetings occur during the regular shift
hours of the custodians for the room in question, and (3) there is no conflict with
other school activities which preclude Union usage of such facilities, in which
case, an alternative facility shall be made available.

MEETINGS WITH ADMINISTRATORS

Upon request, the Superintendent or designee will meet informally with the
officers of the Union on matters relating to the implementation of this Agreement.
Such meetings will not exceed one per month.

LIST OF BARGAINING UNIT MEMBERS

The Board will provide the Union each fall, within ten (10) working dayé from
receipt of a written request from the Union (November 1 or later in the fall), a list
of bargaining unit members, their appropriate building assignments and salary
levels. : .

STATISTICS AND FINANICAL INFORMATION

The Board shall make available to the Union, within five (5) school days upon its
reasonable request in writing to the Superintendent, one copy of such statisties or
financial information in the possession of the Board and readily available at that
time to the Union from other sources, as is necessary for conducting the proper
business of the bargaining agent on behalf of the employees in the bargaining unit.
This shall not be construed to require the Board to compile information or statistics

not already compiled.

BOARD AGENDA AND MINUTES

The Board will provide the Union with three (3) copies of agendas for Board
meetings and nonconfidential related documents and three (3) copies of the official
minutes of Board meetings. The copies of agendas for Board meetings and non-
confidential related documents will be provided not later than noon of the Monday
before a regularly scheduled Tuesday meeting. The copies of official minutes of
Board meetings will be provided within five (5) working days after they have been
approved by the Board.

MAIL BOXES

The Union shall have the right to place materials in the mailboxes of members of
the bargaining unit; placement is to be made by a member of the Union at a time
which does riot interfere with performance of his/her duties.




2.8.

2.9.

i : Administrative Support Personnel Agreement

BULLETIN BOARDS

The Union shall have bulletin board space in both 20 Bartlett and 30 Bartlett
lounges for Union postings and School District job postings of new or open positions.

RELEASED TIME TO ADMINISTER CONTRACT

2.9.1.

2.9.2.

2.9.3.

The Board shall permit up to 40 hours per year release time for the
President or designated bargaining unit member who investigates working
conditions, employee complaints and problems relating to the terms of

this agreement provided that the President or said representative
schedules such time in consultation with the immediate Supervisor and

. make his/ her whereabouts known to the Personnel Offices.

ARBITRATION HEARINGS - In arbitration cases where the arbitrator
is unable or unwilling to hold a hearing outside work hours, any employee
who is called and testifies as a witness for the Union (not exceeding three
[3] days except by special agreement of the parties) will suffer no loss in
pay. In such case, the Union President may also attend the hearing
without loss in pay.

Union Officers and Executive Board members shall be entitled as a group
to receive fifteen (15) days of released time during the work year without
loss in pay for union business. No one person shall be granted more than
three consecutive days unless such is required by a court or hearing officer.

Notice shall be given of absence for union business three work days in
advance to permit proper arrangement for the absent employee.




8 _ Adininistrative Support Personnel Agreement
ARTICLE IIf - MANAGEMENT RIGHTS

" The Board reserves the right to exercise all powers, rights and authority conferred upon it by
the Constitution and Laws of the State of Michigan and the United States. It further retains

the rights to determine duties and responsibilities; to adopt policies, rules and regulations and

practices in the furtherance thereof, and the use of judgement and discretion in connection

- specific and expressed terms of this agreement, and then only to the extent such specific and
expressed terms are in conformance to the statutes of Michigan and the constitution of these
United States. .

ARTICLE IV - NON-DISCRIMINATION |

The Union agrees to represent all members of the bargaining unit equally and to enforce the
provisions of this agreement without discrimination on the basis of race, religion, creed, color
national origin, handicap, sex, age, marital status, or political . beliefs, or by reason of their
membership or non-membership in any organization. '

The Board agrees to apply the provision of this agreement to the bargaining unit without
discrimination on the basis of race, religion, creed, color, national origin, handicap, sex, age,
marital status, or political beliefs, or by reasons of membership, non-membership,
participation in or association with the activities of the union, with respect to hours, wages, or
any terms of conditions of employment which includes grievance initiation under this

~ agreement or other agreed upon conditions of employment.

ARTICLE V - ASSIGNMENT, REASSIGNMENT, TRANSFER, VACANIES

5.1. - NOTICE OF ASSIGNMENT

Prior to the beginning of each fiscal year members are assigned, i.e., appointed to a
specific location and job responsibility. An appointment during the normal assignment
process (May 1 to June 30) to a location and/or job which differs from the prior year's
assignment will be considered a reassignment under the terms of the contract.

All members shall be notified of their assignment prior to June 30. All members who are
reassigned shall be notified of their change in assignment by June 15.

5.2 REASSIGNMENT

Any member who desires a reassignment for which he/she is qualified may at any time
file a written request with the Personnel Office. The request shall indicate the specific
job desired. Such request will be effective for the balance of the fiscal year in which
filed. The Personnel Office will keep such request on file and give such request due
consideration whenever the requested reassignment may become available. Any v
member whose request for reassignment has been granted may file a request for transfer
after the start of the fiscal year.

T-,
;
L g
i
H

g,
R U

g

g

» rs ¥

o e
ey

%

g |

48 |



Administrative Support Personnel Agreement

53.

5.4.

TRANSFERS

A transfer is the movement of a member from one position to another position within

the school system. A transfer may be voluntary or involuntary.

'5.3.1. VOLUNTARY TRANSFER - A transfer is voluntary when it is initiated at the

request of the member who desires a transfer may at any time file a written
request. with the Personnel Office. The request shall indicate the specific
position desired. The Personnel Office will acknowledge the receipt of the
request with a signed or initiated written acknowledgement. Such request will
be effective for the balance of the fiscal year in which filed and will become a
request for reassignment after May 1 of the fiscal year. The Personnel Office
will keep such request on file and give such request due consideration.

If the Superintendent acts to deny a transfer request, the decision denying the
requested transfer will be communicated to the member within ten (10) days
after the decision is made. An employee’s refusal to accept a requested transfer
shall not preclude the filing of future transfer request, but shall be considered a
withdrawal of the request for transfer.

5.32. INVOLUNTARY TRANSFER - A transfer is involuntary when it is initiated
upon the directive of the Superintendent during the fiscal year. In the event it
should become necessary to transfer a member to another position in order to
continue to service the needs of the school district, the
Administrator/Personnel will discuss such transfer with the member(s).
involved. All efforts for voluntary transfer of qualified employees shall be
exhausted by the employer before making an involuntary transfer. No member
shall be involuntarily transferred from one position to another while a member
qualified and in the same salary classification and with lower seniority

remains in place.

VACANCIES

Job vacancies will be posted in all departments and mailed to the non-fifty-two (52)
week employees during the summer months. Notice should include: Job Title and
Description, Salary Classification, Job Location, Length Of Work Year and
Qualifications..

54.1. APPLICATIONS - Members who believe they possess the qualifications to fill
a vacant position may apply in writing to the Personnel Director, and will
receive due consideration in the filling of the vacancy. Such application shall
be submiitted in duplicate, and the Personnel Director will, within ten 10
days, acknowledge the receipts of same.

5.4.2. NOTICE OF APPOINTMENT - When the Superintendent has decided who is to
be recommended for appointment to the position, he/she shall notify the person
within five (5) school days and shall indicate that appointment to the position
is subject as approval by the Board. After the Board has confirmed the
appointment, all unsuccessful applicants will be notified within not more than
ten (10) days.

5.43. ACTING STATUS - Vacancies of a temporary nature occasioned by prolonged
disability or illness of the person regularly assigned shall be filled as quickly

as possible, and where appropriate, by temporary appointment of a person to an

"acting"” status until the need no longer exists.
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55. PROBATION PERIOD

All new employees and those transferred from another bargaining unit shall serve a E
probationary period of one year from the date of hire. Those members who have been P
promoted shall serve a probationary period of 120 work days. A letter of evaluation

- will be sent to the probationary employee stating one of the following: _ ' ,‘ a
1. the completion of acceptable probationary period, : _ : ;
2. extension of probationary period for stated reasons for a number of work days, not to e

exceed 1200r ' ’ v o ﬂE

3. unsatisfactory probationary period and dismissal for stated reasons.

Members returning from layoff to the same position pi'éviously held shall not be
required to complete a probationary period unless they left while on probation.
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6.1.

6.2,

6.3.

6.4.

ARTICLE VI - REDUCTION IN PERSONNEL

NOTICE

The Board will furnish copies of a seniority list of members of the bargaining unit to the
Union annually by November 1. The Board will notify the Union President of deletions

from and/or additions to the list within five (5) days of the time a member enters or
leaves the bargaining unit. :

SENIORITY ..

"District-wide seniority" shall mean the length of service in the Highland Park
School District. District-wide seniority shall be used to determine vacation tirhe and

‘longevity earned. "Bargaining Unit Seniority" shall mean the length of service as a-

member of the Bargaining Unit or as a member of the group formerly known as Salaried
Service Personnel. Members in the bargaining unit as of July 1, 1981 will be credited '
with all district service prior to July 1, 1981. Such service credit will be Bargaining
Unit Seniority. Bargaining Unit Seniority shall be used to determine layoffs and
recalls.

A member ceases to accumulate Bargaining Unit Seniority while on leave without pay
or transfer to a position outside the bargaining unit. A member loses seniority when
he/she resigns from the district. A member who leaves the unit but has not resigned
and subsequently returns to the unit will resume accumulation of seniority from the point
at which he/she returns to the unit. ’

" LAYOFF

In the event it should become necessary to reduce the number of employees in the
Bargaining Unit or to discontinue a position to which a member is assigned because of
reorganization, insufficient enrollment, reduction in funds or other specific reasons, the
Board will provide the Union and each member whose position is to be eliminated a
minimum of sixty (60) working days written notice. Following Board approval of such a
layoff, the Personnel Administrator shall meet within five (5) working days to discuss
the reasons and how the lay off shall be accomplished. All staff reductions shall be
made on the basis of qualifications and seniority. No member shall be laid off while a
member with lower seniority is left in an equal or lower position for which the laid-off
member with greater seniority is qualified.

If a member is laid off because of necessary reduction in personnel, the name of the
employee shall remain on the seniority list for three (3) years after layoff unless
he/she resigns.

The language on reduction in personnel shall be effective from the point of ratification
of this agreement on November 8, 1988, and will not be retroactive.

RECALL

In recalling members who were 1aid off because of a necessary reduction in personnel,

the member higher on the seniority list will be recalled first in any choice which must
be made between two or more members qualified for available positions. Qualified
shall mean that the member meets qualification of previously posted job description for
the available position or meets qualifications of a newly established position within
the bargaining unit.

11
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NO BUMPING

It is acknowledged that there exists no contractual oro.ther rights for é_mployees to
bump between other bargaining units in the College, Adult Education Division or K-12
during periods of staff reduction. '
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VII - WORKING CONDITIONS

7.1. WORK SCHEDULE

All personnel are émployed either 42, 46, or 52 calendar weeks.

7.1.1. The work year of the 52 week employee shall be July 1 through June 30.

7.1.2. The work year of the 46 week employee shall be the regular K-12 calendar for
teachers plus 30 working days. This normally means that a 46 week employee
reports to work 15 days prior to the beginning day for teachers and is required to
work 15 days following the last day for teachers. Work days shall then follow
the regular K-12 calendar. ' '

7.1.3. The work year of the 42 week employee is the regular K-12 calendar for the
teachers plus 10 working days. This normally means that a 42 week employee
reports to work five (5) days prior to the beginning day for teachers, and is
required to work five (5) days following the last day for teachers. Work days
shall then follow the regular calendar. , -

7.14. The regﬁ]ar work week shall be considered to be 37-1 /2 hours.

7.1.5. The work week during the summer months shall be 35 hours beginning with the
Monday following the last day of work for the 42 week employee work
schedule, and ending with the Friday previous to the first day of work of the 42
week employee work schedule.

7.1.6. Each employee shall have no less than sixty minutes (60) for lunch.

7.1.7. Overtime - It is mutually agreed that the employer will keep overtime at a
minimum. Pay for emergency overtime authorized by the immediate supervisor
and approved by the Administrator/Personnel shall be at the rate of time and
one half for all hours over 40 during a work week.

7.1.8. Emergency Closing Announcements - Every effort will be made to communicate
announcements of emergency school closing to appropriate radio stations as
early in the morning as possible. Stations participating in the state police
LEIN network will be contacted to make such announcements.

72. STAFF MEETINGS

Normal procedure, with respect to system-wide or building meetings, will be to notify
members of such meetings and provide them with an agenda where practical. Ifitis
necessary to hold meetings after the work day, advance notice of at least one day will

be provided.

7.3. WORKSHOPS AND CONFERENCES

Upon recommendation and approval by the immediate supervisor, reasonable release

time may be granted for the purpose of attending workshops or conferences of a nature

dealing with the employees; duties and responsibilities, or other matters directly
 related to the improvement of the professional operations of the school district.
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7.5.

7.6.

* Administrative Support Personnel Agreement

Transportation, food and lodging expenses of member attending workshops or
conferences approved by the immediate supervisor, will be reimbursed or authorized for

payment, without loss to the employee.

TRAVEL ALLOWANCE

" The rate of mileage reimbursement when use of a car is authorized shall be twenty-five

(25) cents per mile.

PHYSICAL EXAMINATION S

7.51.

7.5.2.

Tuberculosis Examination. Member of the bargaining unit are requu'ed to file

proof of freedom from active tuberculosis, in accordance with State law.

Other Physical Examinations, Any questions as to physical health and fitness
of an employee, exclusive of pregnancy, shall be resolved by the administrator
in charge of Personnel and individual, in conference with the Board's medical

advisor after an examination. At the employee's optlons, his/her own personal

physician may parhclpate in the conference. If the opinion of the Board's
medical advisor is in conflict with the opinion of the employee's physician-
regarding the date on which the employee may resume his/ her regular duties,
the conflict shall be resolved by submiitting the dispute to a third neutral
physician (mutually agreed upon by the Board’s physmxan and the neutral
physician incidental to physical examinations resorted to in resolving such
questions will be borned by the District). Medical expenses for the employee s
physician shall be borne by the employee '

Bargaining unit members in programs which require physical evaluatlons w111
provide required evidence of compliance with the requirement.

RETIREMENT

A member of the. bargammg unit who reaches the age of 70 on or before July 1 of any
budget year shall be retired as of July 1 of that year.
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7.7 CALENDAR

_ : 1989-90 199091
46 week  42week . 46 week 42 week
Q | Beginning date 08/07/89 08/21/89  08/06/90 08/20/90
s Ending Date 07/09/90 06/22/90 07/12/91 06/21/91
}3 . Weeks 5 48 u 48 a4
o Number of Work Day 212 93 212 93
a , ’ Holidays
o Labor Day 1 1 1 1
e Thanksgiving Day 2 2 2 2
v Christmas, 2 2 2 2
o New Year's 2 2 2 2
- Martin Luther King 1 1 1 1
‘g ! Good Friday 1 1 1 1
- Memorial Day 1 1 1 1
. Independence Day 1 0 1 0
2%
of
i Days Off
a Friday before Labor Day 1 1 1 1
' Christmas 6 6 6 6
L Winter Break 5 5 5 5
g/. ' Spring Break 5 5 5 5
- TOTAL DAYS 240 220 240 220
ng
l 7.8.  TUITION WAIVER |
All full-time members of the bargaining unit and their spouses and children shall be
S allowed to take courses at the College for credit without payment of tuition. Such

persons shall not be counted in determining the minimum number of students required to
warrant conducting a class.

7.9. SECURITY

In the interest of employees security no member shall be required to work alone after
hours.

7.10. FILL IN FOR ABSENT EMPLOYEES

From time to time it may be necessary for a Bargaining Unit member to assume duties of

another employee due to the absence of that employee. If additional time is required to
complete the "fill in" assignment and regular assignment, overtime will be scheduled
for the person(s) involved.

L

7.11. © RESIGNATION
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7.12.

7.13.

7.14.

7.15.

7.16.

Administrative Support Personnel Agreement

A written notice of resignation shall be filed with the Personnel administrator at least
two weeks prior to the date of leaving.

PARKING

Adequate parking near the building of employment shall be provided for all members.
The Board will exert a diligent effort to clear the lots of snow and debris. :

RESTROOM/LOUNGE FACILITIES
There shall be a restroom and lounge facility available in each building.
WORKSITE

Each member shall be assigned a worksite which will include a desk and storage spaée
for material used on his/her job. Members will be provided access to phones for
conducting of school business and for receiving and making emergency personal calls.

PERSONAL PROPERTY LOSS, DAMAGE OR DESTRUCTION

The Board shall provide each member with procedures to follow in the case of loss,
‘damage or destruction of personal property. :

The Union and Board shall create a Personal Property Loss Fund to provide a program
of relief from personal property loss. It is agreed that this fund be composed of a
$500.00 contribution from each, the Union and the Board. Annually, the fund will be
replenished to a total of $1000.00 by contributions in equal shares from the Union and
the Board.

The Superintendent shall provide for continuance of a committee of non-paid volunteers
or set guidelines and administer the plan.

MATERIALS, SUPPLIES, DIRECTORY

The Board will provide each member a staff directory as soon after the beginning of the
school year as possible.

Adequate supplies will be provided to members to perform their duties.
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VIII - EVALUATION

Each member shall be shown and shall sign all Personal Experience Reports or other
evaluations of the member's performance made by the supervisor. The member
shall have the right to file and answer to any such material, which shall be attached
to or kept in the same file with such material. Any such material may be examined
by the member upon reasonable request. '

It is understood that informal conferences between the supervisor and the member,
for professional improvement or disciplinary investigation, may be conducted off
the record in which case the report shall not be included in the employee’s

* personnel file.

No material shall be placed in a member's file unless the member is shown such
material and given the right to file an answer , which shall be attached to or kept in
the same file with such material. At the member's request, and at his/her expense,
the Board will reproduce any material in his/her file.

No derogatory statements, including reprimands, shall be kept in a member's
personnel file for more than four (4) years in accordance with State Law.

A member shall have the right to have removed from his/her file any material
placed therein in violation of the foregoing provisions. Furthermore, any material
or statement which is in error or incorrect shall be expunged from the member's
personnel file. '

EACH MEMBER MAY ADD ANY PROFESSIONAL EVALUATION TO HIS/HER
FILE AS HE/SHE CHOOSES.

17
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9.1.

9.2.

Administrative Suléport Personnel Agreement
IX - HOLIDAYS/VACATIONS

PAID HOLIDAY

The following days shall be paid holidays for all members of the unit if the
day falls within the regular work schedule of the member.
. Day before or after New Year's Day :
New Year's Day .
Black Heritage Day (Martin Luther King's Birthday)
Good Friday- : ' _
Memorial Day

Independence Day

Labor Day

Thanksgiving Day

Day after Thanksgiving Day

Day before or after Christmas Day -

Christmas Day

[
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Should any of the above holidays occur during an employee's scheduled
vacation, he/she shall receive one (1) additional day of paid vacation of each
holiday. . :

Whenever a state or federal statue requires that any of the above holidays be
observed on a day or date other than as set forth above, the holiday shall be
observed on the day or date prescribed by the controlling statue, except that
any holiday falling on a Saturday or Sunday shall follow the District's
observance.

PAID VACATIONS

Vacation days with pay shall be granted to all 12 month employees at such
times during the year as are suitable considering both the wishes of the
employees and efficiency of the operation of the department concerned.

9.21. Vacations shall be granted to all 12 month employees by the employer
as indicated by the following schedule.

6mosto . 1lyearto 3 years to 8 years to 12 years
1 year 3years =~ 8 years 12 years and over |
5 days 10 days 15 days 20 days | 25days

Days are defined as working days.

922. Probationary employees will be granted vacation time only after an
~ acceptable probationary period has been completed. Probation time
shall count towards time accumulated for vacation consideration.

9.23. On July 1 of each school year, vacations will be granted for service
 performed during the preceding work year (fuly 1 to June 30). Any
vacation time uniuised as of June 30 of each school year cannot be
carried beyond September 1 of the new work year.
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9.24. Vacations may be split into one or more weeks, or one day at a time
providing, such scheduling does not interfere with the operation of
the department concerned.

9.25. Tllness during vacation will not be charged to sick leave butto
. scheduled vacation time. Unusual circumstances may be reviewed at .
the discretion of the Superintendent.

926. If a regular pay day falls during an employee's vacation, he/she shall
receive that pay check in advance after written notice provided three
(3) weeks prior to the vacation.

LA

o o
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X. SALARY SCHEDULES

10.1.

JOB TITLE WEEKS  1987-88 1988-89 1989-90 1990-91 1991-92
Accounting Supervisor ‘52 - $33,189 $35,844 37,278 39,142 40,708
M & O Operations Supervisor 52 - $33,189 $35,844 37278 39,142 40,708
Food Service Supervisor . 52 $33,189 $35844 37278 39,142 40,708
Public Information Officer = 52 $37429 $40,423 42,040 44,142 45908
Personnel Analyst 52 $34,068 $37,500 39,000 40,950 42,588
D.S.S. Coordinator 46 $34,135 $37,500 39,0000 40,950 42,588
High School Registrar 46 $15,016 $22,000 22,880 24,024 - 24,985
Data System Associate 52 $25,319 $27,345 28439 29,861 31,055
Data System Associate 52 $25,319 $27,345 28439 29,861 31,055
Accounting Clerk 52 $26,503 - $25,500 26,520 27,846 28,960
Payroll Specialist 52 $22,503 $24,500 25480 26,754 27,824
Junior Accountant 52 : $26,000 27,040 28,392 29,528
IMC Lab Technician ‘B2 $15,561 $21,576 22439 23561 24,503
A-V Technician H.S. 52 $17,374 $21,576 22,439 25,000 26,000
Print Room Supervisor 52 $16,136 $19,876 20,671 22705 23,613
Executive Secretary I - -52 $24,063 $27,500 28,600 30,030 31,231
Executive Secretary I 52 $22,329 $27,500 28,600 30,030 31,231
Attendance Officer .52 $27,280 $29,462 30,640 32,172 33,459
AFROTC Instructor 42 $20,554 $22,198 23,086 24,240 25,210
Bookkeeper 52 $19,895 $22,000 22,880 25,000 26,000

" High School Food Service Sup. 42 $15,824 $23,760 24,710 25946 26,984
Family. Services Agent 42 32,000 33,280 33,600 34,944

In the event an employee resigns, the Board reserves the right to set the maximum
salary for the position at the point when a new posting for the vacant position is
made. Unless the job description is substantially changed the maximum salary will
be no less than 90% of the existing maximum salary.

Any new employee will be paid at the rate of 90% of the salary for the
position/classification. This period of probation will be for one year from the date of
hire. '




k

Administrative Support Personnel Agreement : . 21

10.2.

10.3.

10.4.

10.5.

X - EMPLOYEE COMPENSATION

LONGEVITY PAY

- Members who have completed 10-14 years of service, 15-19 years of service, or

20 or more years of service will receive a longevity payment once a year on or
before December 15. The amount of the payment shall be as follows:

. 86-89 89-90 90-91 91-92
10-14 years $400.00 500.00 500.00 500.00
15-19 years $650.00 . 750.00 750.00 750.00
‘20 or more years $900.00 1,000.00 1,000.00 1,000.00

Any member who has completed his/her tenth, fifteenth or twentieth year
with the School District on or before December 15 qualifies for their respective
longevity payment. Any employee eligible for longevity payment shall
receive only one amount listed above under his/her experience level for the
current year.

BOARD PAID RETIREMENT

In addition to the salaries, the Board will pay the "members" share of the
Retirement Fund contributions to the Michigan Public School Employees

" Retirement Fund. It is understood that any employee contribution either

voluntary or required under the revised retirement act of 1985 will be paid by
the employee.

JURY DUTY

Any member called for jury duty will cooperate fully with the administration
in requesting excused or deferment of service; if denied, and the Jury
Commission requires the member to serve during the work year, the member
will be paid the difference between jury pay and his regular salary.

'PAY CHECK DEDUCTIONS

The Board agrees to deduct from the salaries of employees, when voluhtarily
authorized in writing from each employee: ‘

Monthly Union dues and/or service fee

Tax deferred annuities approved by the Board

U.S. Savings Bonds

Highland Park School Employees Credit Union monies
Political Action Checkoff

City Income Tax deduction where applicable

The Board shall provide Detroit income tax payroll deduction services for
Detroit residents who request such services in writing.




10.6.

10.7.
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EXPERIENCE CREDIT

Experience credit on the salary schedule may be granted to a new employee
who has work experience directly related to-the job classification. The
granting of this experience credit shall be at the discretion of the

Superintendent of Schools and will be dependent upon the existence of an
applicable salary schedule. _ : '

SALARY CHANGES

- A change resulting from an appointment to a permanent or "acting” position

shall take effect with the assumption of the duties of the new position.
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XI - FRINGE BENEFITS

11.1. LIFE INSURANCE

The Board agrees to pay the necessary premiums to p‘rdvide group term life
insurance for each member of the bargaining unit in the amount of $50,000°
for death and $50,000 for accidental death and dismemberment. ’

11.2. DENTAL INSURANCE

For the duration of this Agreement, the Board agrees to pay the full
premium for employees and dependents for a dental insurance package
which shall include: '

1. = Seventy-five percent (75%), Class I benefits:

. Basic Services
Preventive Services
Restorative Services
Oral Surgery Services
Endodontic Services
Peridontic Services

o AN o

2. Fifty percent (50%) of Class II benefits:
a. Prosthodontic Services
3. Maximum coverage shall be $900

A place shall be purchased for each individual regardless of marital status.
Employees with coverage under external plans inferior to the above plan -
shall not be excluded. The plan shall be the same as that provided for the
members of the Highland Park Federation of Teachers.

11.3. HOSPITALIZATION OR MEDICAL INSURANCE

Bargaining unit members may elect either the Blue Cross-Blue Shield MVF -
1 Plan with First Aid Emergency (F.A.E.), Medical Laboratory (M.L.), and the
Pre and Post Maternity Care (LM.B.O.B.) or hospital-medical surgical
insurance, including Master Medical (Option 4) and Prescription Drug
Coverage as described in the brochure furnished to the Union, or equivalent
coverage under Michigan Health Maintenance Organization. For the
duration of this Agreement, the Board agrees to pay the full premium for
employee and dependents' semi-private coverage under either of said plans
for all bargaining unit member who enroll, but not exceeding the cost of
employee and dependents’ semi-private coverage under the Blue Cross-Blue

Shield plan.

> ¥
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11.4.

11.5.

11.6.

BOARD RESPONSIBILITY

Commencement and duration of coverage and amount and nature of benefits
will be governed by the terms of the group insurance policy and the rules and
regulations of the carrier. The Board's only responsibility shall be for
payment of premiums as above set forth .

The Board will pay necessary insurance premiums for a member on leave
with pay. The Board will permit a member who desires to do so to continue
insurance coverage during leaves without pay by paying the necessary
premiums to the Board prior to the premium due dates. '

INSURANCE COVERAGE DURING MATERNITY LEAVE

In cases of Maternity Leave where the member has sick leave days available
and sick days are used for Matemnity Leave, the Board will pay any insurance
premiums falling due prior to exhaustion of the member's sick leave.
Otherwise, the Board shall have no responsibility for payment of insurance
premiums during Maternity Leave (or during Child Care Leave), but the
Board will permit any member who desires to do so to continue insurance
coverage during Maternity Leave or Child Care leave by paying the necessary
premiums to the Board prior to the premium due dates.

OPTICAL

The plan in effect will be the "Plan Il Basic Family Eye Care Program”.




12.1.

12.2.

12.3.
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XII - LEAVES WITH PAY AND LEAVES WITHOUT PAY'

PERSONAL BUSINESS LEAVE

A staff member will be allowed absence with pay, totalling not more than five
(5) days within each school year, for personal or private business, provided
such leave is hecessary and is for a reason beyond the control of the
individual requesting it.

Except in cases of emergency, Personal Business Leave with pay will not be
granted in the week prior to or the week following a vacation period, or in
the first or last week of the school year.

FAMILY LEAVE

Family Ieavé}ffwith pay, for not more than five (5) ‘daYs within each work year,

may be allowed for illness or death in an employee's immediate family.
Individual adjustments may be made by the Superintendent to cover specific
and unusual circumstances.

Immediate family includes spouse, children, father, mother, brother, sister,
father-in-law, and mother-in-law of the employee. The Superintendent may
extend this definition upon application for such extensions in unusual cases.

SICK LEAVE

Beginning July 1, 1987 sick leave with pay will be granted to each employee
beginning July 1 of each school year at the following rates:

52 week employees shall receive fifteen (15).days,
46 week employees shall receive thirteen (13) days,
42 week employees shall receive twelve (12) days,

to be used as necessary during the school year. If the time initial emplbyment
is other than the beginning of the school year (July 1), the specific days for the
employee shall be prorated for the remainder of the school year.

12.3.1. Accumulated Sick Leave - All unused Annual Sick Leave Days at the
end of 1987-88 school year and thereafter will be carried over into the
new school year and accrued to the previously accumulated sick leave
days. Unused sick leave time shall be accumulated to a total of 200
days. : '

Beginning with the 1986-87 school year each member's sick leave bank
will be credited with the number of days the member was entitled to at
the close of the 1985-86 school years. -

12.3.2. If a person is unable to resume his/her assigned duties after the sick
leave entitlement expires he/she shall be placed on sick leave without
pay and may continue on such leave a period not to exceed one year. If

~ at the end of one year on such leave without pay, the employee is

25
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unable to resume his/her assigned duties, his/her employment will
terminate. However, if at some later time, the person is deemed able

" to resume employment, he/she will rank first for consideration

among candidates for any position for which he/she is qualified. After

resuming employment following personal leave without pay, the

" employee will receive 15 days of sick leave for 52 week employees, 13
- days for 46 week ‘employees and 12 days for 42 week employees.

12.3.3.

12.34.

12.3.5.

It shall be the prerogative of the Board to evaluate the sick leave record
and to judge the advisability of continuing further sick leave
entitlement of any employee whose state of health is such as to
necessitate the use of a major portion of sick leave entitlement in two
(2) successive years. ‘

An employee will not be permitted to return to his/her assignment
without permission of the Superintendent if it is necessary for
him/her to use crutches, or if portions of their body are encumbered by
bandages or in slings, or if the condition of the body is such as to be
deemed hazardous to his/her personal welfare and safety.

A person who concludes a work year on sick leave and who is unable

to resume his/her assigned duties at the beginning of the next work

~ year, will be continued on sick leave into the new work year for a

12.3.6.

12.3.7.

period of time equal to the remainder of sick leave unused at the end
of the previous school year.

An employee who has been absent ten (10) or more consecutive work
days because of illness shall, upon his/her return and before resuming
assigned duties, furnish to the administrator in charge of Personnel, a
certification of fitness to resume his/her normal duties. Such
certification shall be signed by a competent physician of the employee’s
own choice, shall state the nature of the illness or injury, and shall
certify that the employee is fit and able to resume his/her assigned
duties.

‘Exceptions to any provision defined under the preceding sections may
be made in any individual case only with the specific and express
approval of the Board.

12.4. MATERNITY LEAVE OF ABSENCE

The Board shall grant a leave of absence without pay for maternity upon

~ written request for such leave by the employee and certification pregnancy by
the employee's physician. Such leave shall be counted as experience credit
for the purpose of pay.

The employee shall notify the administrator in charge of Personnel by a
written statement for her physician as soon as pregnancy has definitely been
determined. The physician's statement must specify the date until which, -
the physician's opinion, the employee can continue full-time employment
in her position without either (a) danger to the employee's health or that of
the child, or (b) impairment in any way of the employee's ability to perform

[

ey

_%.—.:,3.«,-,.3 ,; S
ry

parre oty 5
feir e sy

gy

i

4 I et 1 o g
Iy €Y ry £ ¥ o)

(gt e ae s

Y



SR,

Administrative Support Personnel Agreement

12.5.

12.6.

her duties.

The date of resumption of employment in her position shall be the date
specified by the employee's physician as described above. -

The employee may apply sick leave to her maternity leave, up to the full
extent of that employee's sick leave available under the provision of this
agreement. '

The Board resetves the right, at its option and expense, to have the employee
examined by a physician designated by the Board with respect to the proper .
ending date of the leave as set forth above. The employee will make herself
available for such examination and will cooperate in furnishing any
necessary information in connection therewith. The Board's designated
physician will provide the Board and the employee with a statement
specifying the same information as that required from the employee's
physician as described above. In the event of conflict it shall be resolved by
submitting the dispute to a third neutral physician (mutually agreed upon by
the Board's physician and the employee's physician) whose opinion shall be
binding on both parties.

It is agreed that the failure of any employee to comply with any of the
foregoing requirement shall be just cause for disciplinary action.

JURY DUTY

Upon prior written request, a member of the union called for jury duty shall
be granted a leave of absence for the duration of the duty. The Employer
shall be obliged only to pay an amount equal to the difference between the
employee's salary as computed on a daily basis the daily jury duty fee paid.
The employer agrees that this amount will be exclusive of mileage and other
expenses allowed by the court.

MILITARY LEAVE

Military leave shall be allowed in cases where an employee is drafted or
where he/she may volunteer in anticipation of the draft, or is recalled to
active duty. Such Military Leave, after an employee has been employed in the
School District of Highland Park, shall count toward all salary scheduled steps
and retirement benefits.

Any regular employee of the Highland Park Public Schools who may enlist,
or be drafted, or be recalled into the defense forces of the United States for
service training, shall make apphcatxon in writing for Military Leave; and
shall be reinstated to his/her position in the school system with full credit,

including annual increment under the salary schedule then in effect,

supported by competent written proof that said applicant is fully qualified to
perform the duties of said position. Application for reinstatement shall be
made within a reasonable time after discharge or release from military service
and not later than ninety (90) days from the date of said release or discharge.

27
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PERSONAL LEAVE OF ABSENCE WITHOUT PAY
Any non-probationary person who has been employed by the school district
for a minimum period of three (3) consecutive years shall, upon written
request, be allowed a personal leave without pay, for a good and sufficient
reason, provided it does not in any way injure the School District.

Such leaves may be up to one-half or a work year or a maximum of one full
year.

Applications-for personal leaves of absence for one-half year or longer must
be submitted by March 1 for leaves beginning with July 1, or be October 15 for
leaves beginning January 1. '

12.7.1. Notice of Intent to Return- Sixty (60) days prior to the expiration of the
personal leave, the returning employee shall give notice of his/her
intent to return. Failure to file such a request shall be considered as
intent of the employee not to continue further employment in the
district. Personal leave of absence to take other employment will not
be granted except as specifically provided in other parts of this
Agreement. .

12.7.2. Return From Personal Leave- Persons returning from a personal leave
of absence shall be able to return to their original position or shall be
considered first on the list of qualified candidates when a position is
vacant requiring person with his/her qualifications. Upon return
from a personal leave without pay, the employee shall be placed on

 the salary schedule on the salary schedule level for which he/she was
eligible at the time of the leave.

CHILD CARE LEAVE OF AﬁSENCE WITHOUT PAY

The Board shall grant a leave of absence without pay for care of an employee's
newborn child upon written request for such leave by the employee, and
certification of the birth by the employee's physician. Such will not be
counted as credit toward levels on any salary schedule.

The request for child care leave shall be submitted at the same time as the
request for maternity leave as described in Article 12.4. above. The child care
leave will begin at the date of expiration of maternity leave as described in
Article 12..4. above, as will end, at the employee's option, at the beginning of
either the first or second school year following expiration of the maternity
leave, and at no other time. ' "

EXAMPLES |
L Child born April 1, 1985; maternity leave expires May 15, 1985, child

care leave expires, at employee's option, either at beginning of the
1985-86 school year or at beginning of the 1986-87 school year.
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2. Child born October 15, 1985; maternity leave e'xpifes November 29,
1985, child care leave expires, at employee's option, either at beginning
of the 1986-87 school year or at beginning of the 1987-88 school year.

Upon expiration of child care leave, the employee will be given preference for
hiring in any vacant position for which the employee is qualified, provided
the employee has submitted a written request for resumption of employment
at least 120 days prior to the leave-ending date. If no such written and timely
request is submitted, the employee will be considered to have resigned. If
there is no vacant position for which the employee is qualified at the time for
the leave-ending date, the employee will continue to have preference for any

such vacancy which may occur for a period of one year from the leave-ending’

date, after which all rights to preference shall cease.

In cases of maternity and/or child care leave where the employee has sick
leave days available sick days are used for maternity leave as provided in sub-
section 4, the Board will pay any insurance premiums falling due prior to
exhaustion of the employee's sick leave days. Otherwise, the Board shall
have no responsibility for payment of insurance premiums during maternity
leave (or during child care leave), but the Board will permit any employee
who desires to do so to continue insurance coverage during maternity leave

or child care leave by paying the necessary premiums to the Board prior to the -

premium due date.
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XIII - GRIEVANCE PROCEDURE

GENERAL

It is mutually agreed that all grievances, disputes or complaints arising under
and during the terms of this agreement will be settled at the lowest possible
step. Further, every effort shall be made to adjust all controversies and
disagreements between Administration and the Union or its members in an
amicable manner. : '

13.1.1. A grievance, subject to the following procedure, shall include any. and
all disciplinary actions taken by the employer, any and all questions
and disputes involving contract interpretations, and any and all
questions and disputes involving conditions of employment.

The Union shall have the right to file a grievance as to a question or
disputes involving more than one (1) employee, which shall be filed -
with the Administrator of processing at the level of Superintendent or
his/her designee. :

13.1.2. The term "employee" shall mean any member of the bargaining unit
and shall also mean a group of employees having the same grievance.

13.1.3. In computing the time limits below, Saturdays, Sundays, and holidays
are excluded.

PROCEDURES
Grievances shall be presented and adjusted in the following manner:

13.2.1. A grievance may be lodged and thereafter discussed with the
employee's immediate supervisor:

(I by employee accompanied by a Union Representative if the
employee so requests, or

(2) - through a Union representative, if the employee so requests, or

3 by a Union Representative in the name of the Union.

13.2.2. No employee at any stage of the grievance procedure shall be required
to meet with any administrator without Union representation if such
representation is requested.

13.3.3. An employee or the Union shall first request ( in writing) a grievance
conference for the purpose of discussing the grievance with the ,
administrator in an attempt to resolve the grievance informally. After
receipt of the employee's request, the administrator shall notify the
Union representative (in writing) of the grievance conference. The
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employee may elect to have a representative presént during the
conference.

STEP1- In the event said grievance is not settled informally, the
employee shall on his/her own, or through the Union, if
the employee so requests, within three (3) working days
from the date the grievance first arose, submit the

v  grievance in writing to his/her administrator and the
Union president. The administrator shall issue a written

s reply to said grievant within five (5) working days after
receipt of the grievance, with a copy to the Union
president.

STEP2- Within five (5) working days after receiving the decision of
.. the supervisor, the Union may appeal his/her decision to
the highest level administrator in that division.  Official
replies shall be made by that administrator or his/her
designated representative to all such appeals made by the
“Union within five (5) working days of receipt of such
appeals.

STEP3- In the event the decision at Step 2 does not resolve the
grievance, the Union within five (5) working days may
appeal said decision to the Superintendent or his/her-
designee. The Superintendent or his /her designee shall.
issue a written reply within ten (10) working days of receipt
of such appeals.

STEP4- In the event the decision of the Superintendent or his /her
' designee does not resolve the grievance, the Union within
eight (8) working days may appeal said decision to the
Board. The appeal shall be in writing and shall set forth
specifically the act or condition and the grounds on which
the grievance is based and shall be accompanied by copies
of previous decisions. A hearing date shall be scheduled at
##  the next Board meeting and the grievance heard in
-+ accordance with said schedule. The Board shall deliver its
decision in writing together with supporting reasons
within ten (10) working days after the hearing to the
Union.

STEP5- Within fifteen (15) working days after delivery of the
#  Board's decision, the grievance may be appealed to

advisory arbitration by the Union. The arbitrator shall be
selected and the arbitration shall be conducted under the
rules of the American Arbitration Association. The fees
and expenses of the arbitrator and the American '
Arbitration Association shall be shared equally by thie
Board and the Union. The arbitrator's decision shall be
advisory only. He shall give no opinion with respect to
any matter left by the Agreement or by the law to the .
discretion of the Board or Administration. The arbitrator

31




32

13.3.

13.4.
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shall confine his/her opinion to the sole question of
whether or not there has been a violation of this
Agreement or whether any disciplinary action was unjust
or improper.

TIME LIMITS

Failure at any step of the grievance procedure to commumcate the decision
on a grievance within the specified time limits shall permit lodging an appeal
at the next step of the procedure within the time which would have been
allotted had the decision been given. Failure to file a written grievance
within the time specified in Step 2 shall bar the grievance. Failure to appeal a
decision within the specified time limits shall be deemed a withdrawal of the
grievance and shall bar further appeal. Time limits may be extended in any

specific instance by mutual agreement in wntmg

DISCIPLINE AND DISCHARGE OF NON-PROBATIONARY
EMI’LOYEES ’

No employee shall be reprimanded or disciplined in anyway within sight or
hearing of any other employe, citizen, or student. It is understood that the
employee has the right to have a Union representative present during any
reprimand. No employee shall be disciplined or discharged without just
cause. The Employer agrees to immediately notify the Union prior to the
dlscharge of a non-probationary employee. The Board agrees to maintain a
progressive discipline program.

13.4.1. The discipline and/or discharged non-probationary employee may
discuss the discipline and/or discharge with the President of the
Union or representative and the employee's supervisor or
Administrator of Personnel.

13.4.2. APPEAL OF DISCHARGE AND/OR DISCPLINE

In the event an employee shall be disciplined, reprimanded,
suspended or discharged by the Board or any agent or representative -
thereof and believes that he/she has been unjustly dealt with, he/she
may file a complaint. A complaint shall be a request for a hearing '
presented in writing by the Union to the Chief
Administrator/Personnel Officer. The Chief Administrator/Personnel
Officer will schedule a hearing within five (5) working days and give
his/her answer to it in three (3) working days after the hearing. If the
decision is unsatisfactory to the Union, the matter may be processed
through the grievance procedure beginning with Step 3 of the
grievance procedure.

13.4.3. If the employee prevalls in such-a grievance procedure, the employee's
personnel record shall indicate such exoneration.

13.4.4. Any employee who is reinstated after discharge or suspension which
has been adjudged to have been unjust or improper shall be returned
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13.5.

13.6.

to work on his/her regular job without loss of his/her seniority rights
and with full back pay.

13.4.5. The Union and the Board agree to assist employees in maintaining
proper employee conduct and performance at his/her position.
Therefore, the Board agrees to notlfy the Union of any disciplinary
action, the nature of which is serious enough to warrant written
record

LEGAL COUN SEL

Any party to a grievance shall have the right to representation by legal
counsel at Step 4 and above; provided, however, that no employee may be
represented by counsel for any employee organization other than the Union.
A representative from the Michigan Federation of Teachers may participate at
Step 4 and above except where the employee is proceeding individually.

PROHIBITION OR DISCUSSION

No administrative personnel shall attempt to discuss any matter pertaining
to a written grievance with the empldyee who has lodged such written
grievance unless that employee is acc0mpamed by a Union representative or
elects to represent himself.

33
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XIV - DISCIPLINARY PROCEDURES

'DISCIPLINARY ACTION

The Board and the Union agree that disciplinary action shall be taken
against an employee for adequate and just cause only.

In the event problems arise, it is agreed that such problems will be

solved informally whenever possible. The employee and the
immediate supervisor shall meet privately in an attempt to mutually
identify, clarify and resolve any job-related difficulties. In the event
the immediate supervisor is unable to meet on a timely basis, the
supervisor shall inform the employee in writing that a problem exists
and shall establish a meeting date to discuss the problem.

It is understood that informal conferences, such as those between the
supervisor and the employee for professional improvement or
disciplinary investigation may be conducted off the record and shall
not be included in the employee's personnel file or record.

Under circumstances where the supervisor deems it appropriate to
discipline an employee, the supervisor shall notify the employee in
writing of the disciplinary conference to be held, with a written
statement of charges at least 48 hours in advance of the conference.

The employee is entitled to representation by the Union at the
disciplinary conference. At that conference, all phases of the charges
will be explored before any act of reprimand or disciplinary decision is
made by the supervisor. After considering the outcome of this
conference, if the employee receives an act of reprimand or discipline,
then his/her interest.can be pursued further at Step 1 of the grievance
procedure and/or written response.

The Board and the Union agree that any oral reprimand shall take
place in private. ' :

The Board and the Union agree that whenever possible no reprimand
shall be placed in an employee's personnel file prior to discussion
between the person issuing the reprimand and the employee being
reprimand. :

The employee shall receive a copy of any written reprimand prior to
its placement in his personnel file. This reprimand shall cite
schedules the reasons for the reprimand.

SUPSENSION

In the event the Employer elects to suspend a bargaining unit member, such
suspension shall be for adequate and just cause.

; 1 iy Py
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'14.3. TERMINATION

Except as provided for in Article 1.2., Agency Shop and Article 5.5.,
Probationary Period, a full-time employee in the Bargaining Unit shall be
subject to termination only for adequate and just cause. The following
procedure shall be adhered to whenever termination proceedings are
initiated against a full-time employee in the Bargaining Unit.

a. The Personnel Office may initiate a termination recommendation to
the Superintendent. The recommendation shall be in writing and
shall set forth the reasons for the termination. The recommendation

" shall have been reviewed by the employee's supervisor(s).

The Superintendent shall review the. recommendanon If the
Superintendent concurs with the recommendation, the
Superintendent shall authorize the Personnel Office to inform the
s employee by letter of the termination recommendation. The letter
' shall be given to the employee in person, if possible. At the same
time, a copy of the letter shall be sent to the Union president.

o

c If termination is recommended by the Superintendent, such
recommendation shall be forwarded to the Board. The Board shall
review the recommendation and rule on the request for termmatlon
at its next public meeting.

If the Board upholds the termination recommendatlon, the employee
shall be terminated. The Personnel Office shall send a letter informing
the employee of the Board's decision. At the same time, a copy of this.
letter shall be given to the Union.

Q.
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XV - WAIVER

The parties acknowledge that during the negotiations which resulted in this
Agreement, each had the unlimited right and opportunity to make demands and
proposals with respect to any subject or matter not removed by law from the areas of
collective bargaining, and that the understanding and agreement arrived at by the
parties after the exercise of that right and opportunity are set forth in this
Agreement. Therefore, the Board and Union, for the life of this Agreement, each
voluntarily and unqualifiedly waives the right, and each agrees that the other shall
not be obligated, to bargain collectively with respect to any subject or matter referred
to or covered in this Agreement, or with respect to any subject or matter not
specifically referred to or covered in this Agreement, even though such subjects or
matters may not have been within the knowledge or contemplation of either or both
of the parties at the time that they negotiated or signed this agreement.

XVI - CONFORMITY TO LAW

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

XVII - NO STRIKE

The Union fully recognized that the statues of the State of Michigan confer upon
public employees and their organizations not only certain rights and privileges, but
also certain duties and responsibilities, the latter including particularly the duty to
maintain and continue the functions of government, in this case the operation of
the public schools, without interruption or interference due to strikes. Accordingly,
the Union agrees, on behalf of its self and all those who it represents, that the non-
‘strike provision of the Public Employment Relations Act (Act 3365 of 1947), as
amended will be faithfully observed at all times.
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DURATION

This Agreement shall be September 1, 1986, and shall continue in full force and effect
until August 30, 1992. At any time subsequent to February 1, 1992. Either party may
give written notice to the other of its desire to negotiate a new Agreement.

IN WITNESS WHEREOF, the parties have executed this document by their duly
authorized representatives this 11th day of September, 1990.

BOARD OF EDUCATION
SCHOOL DISTRICT OF THE CITY OF HIG

BY A L L
BY //ZL/
Its Superintendent
NEGOTIATING COMMITTEE: ‘

H.P.F.T.-LOCAL 684
ADMINISTRATION SUPPORT PERSONNEL
AFT-AFL-CIO:
Its 1 Pres1dent
and o -
NEGOTIATING COMMITTEE:
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Adminisfraﬁve Center

20 Bartlett Avenue
Highland Park, Michigan 48203
(313) 868-0361 Fax Number
(313)252-0440 .
John D. White
Assistant Superintendent

“ . Human Resources/Labor Relations

SCHOOL DISTRICT OF THE CITY OF HIGHLAN]) PARK

ACCOUNTING SUPERVISOR CONTRACT

This CONTRACT is made this eleventh day of April, 2001 by and between tisie School
District of the City of Highland Park, hereinafter called the “District” and Robel‘t
Pastrick, hereinafter called the “Accounting Supervisor” as follows: E

L. The District employs Robert Pastrick as an Accounting Supervisor in the Office of
Fiscal Integrity/Business Office. The duties and responsibilities of said position are
as described in the official job description for the position established by the
Human Resources Department of the District. It is mutually understood and
agreed that the Accounting Supervisor in accordance with the provisions of this
contract and the published policies of the Board of Education is subjéct to
assignment and/or reassignment by the Superintendent of Schools w1th the
approval of the Board of Education.

2. The terms of this contract shall be for the period of three fiscal years begmnmg
April 11, 2001. If the District shall not have given the Accounting Supervisor
written notice of termination or non-renewal of this contract on or before April
30th of the third fiscal year of the three-year term, then the term shall be extended
for an additional fiscal year on each succeeding April 30th. It is the purpose and
intent of this paragraph to provide the Accounting Supervisor with written notice
of any termination or consideration of non-renewal during the year of this contract
at least one hundred eighty (180) days in advance of the termination under Section
5(a) of the contract or layoffs pursuant to Section 5(b) of this contract. :

- - bk, i o L i ¢ POT T TERT RPN Ll | " " Lol 0 i e A G st
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3. The Accounting Supervisor may terminate this contract by giving the District thirty
(30) days written notice of resignation, provided that after July 1 of any fiscal year, .
no resignation is intended to be effective prior to June 30 of such fiscal year will be -
accepted unless and until a replacement satisfactory to the District has been

" secured. Upon receipt of resignation, the District will 1mmed1ately take act10n to
seek replacement

‘AN EQUAL OPPORTUNITY EMPLOYER”
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(a) The Accountmg Supervisor’s salary for each fiscal year of the contract

shall be a sum representing: (1) the accounting and technical experience as
indicated in the performance of the Accounting Supervisor to. complete the detail
and written work relating to the operations of the office of Fiscal
Integrity/Business, as well as successful coordinating other matters essential to the

efficiency of the school district.

(b) The salary for the lifetime of this contract shall be Fifty-three Thousand Two

Hundred Seventy-two Dollars ($53,272). Annual salary adjustments, if any, may
be made thereafter at the discretion of the Board of Education and include
approved increases as negotiated by the Administrator’s union. In addition, the
District shall continue to provide Disability Insurance at the current level and the
Accounting Supervisor shall participate in at least all fringe benefits provided in the
Administrators union’s master agreement. Vacation and sick bank balances will be
carried over at thelr current levels as of 4/9/01 and will accumulate from that

point.

(a) In the case of dissatisfaction with the services of the Accounting Supervisor .
within the terms of this contract, the Accounting Supervisor may be dismissed,
only for.good and evident cause, substantiated by charge in writing dehvered to the
Accounting Supervisor and Board of Education.

(b) The District expressly reserves the right to layoff the Accounting Supervisor in
the event of a necessary reduction in personnel occasioned by economic necessity
or other legitimate reasons. In the event there is a vacancy for which the
Accounting Supervisor is qualified, she/he shall have the right to apply and be
given due cons1derat10n for said position.

(c) The Accounting Supervisor is a confidential employee. Confidentiality of the:
office and Board must be preserved at all times. Violation of confidentiality of the
office and Board matters would be a-breach of this contract.

This contract shall terminate in the event of the Accounting Supervisor’s death.
All earned vacation days, longevity pay and withheld salary shall be paid to the
beneficiary of the Accounting Supervisor.

(a) It is understood and agreed that this Agr"eeinent constitutes the entire
agreement between the parties hereto, and no representations, oral or otherwise,
shall be binding upon the parties unless contained herein.

(b) This contract covers the services of the Accounting Supervisor for fifty-two
(52) weeks of each fiscal year of its term. The workday will be the same as those
hours for the employees in the Administrator’s bargaining unit. In addition, the
Accounting Supervisor’s day may be extended from time-to-time by the immediate
supervisor or the Superintendent of Schools without there being any extra
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compensation. It is mutually agreed that overtime will be kept at a minimum,
Overtime pay for extenuating circumstances may be solely at the discretion of the
Superintendent of Schools. Authorized emergency overtime shall be at the rate of

time and one half for all hours over 40 during a work week.

IN WITNESS WHEREOF the parties have hereunto executed thls Agreement

the date above written.

/%/Vﬂ M{—-/O—@I

ROBERT PASTRICK (Date)

| mmsmyw#“jg/a /

(Date)

Pk Subscrie and sworn before me, this
dastof . . .

NOT. LIC . LA I
My Gommission expir 4 el
v K. PARKER

wmc, Oakland counfy '2%02
My Commission Expires Mal:

FOR THE DISTRICT:
John D. White
Interim Superintendent of Schools

e ==
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Administrative Center

20 Bartlett Avenue

Highland Park, Michigan 48203
{313) 868-0361 Fax Number
(313)252-0440 .

John D. White
Assistant Superintendent
Human Resources/Labor Relations

SCHOOL DISTRICT OF THE CITY OF HIGHLAND PARK

ACCOUNTING SUPERVISOR CONTRACT

This CONTRACT is made this eleventh day of April, 2001 by and between iie School
District of the City of Highland Park, hereinafter called the “District” and Robert
Pastrick, hereinafter called the “Accounting Supervisor” as follows: '

1. The District employs Robert Pastrick as an Accounting Supervisor in the Office of
Fiscal Integrity/Business Office. The duties and responsibilities of said position are
as described in the official job description for the position established by the
Human Resources Department of the District. It is mutually understood and
agreed that the Accounting Supervisor in accordance with the provisions of this
contract and the published policies of the Board of Education is subject to
assignment and/or reassignment by the Superintendent of Schools vnth the
approval of the Board of Education.

2. The terms of this contract shall be for the period of three fiscal years beginning
April 11, 2001. If the District shall not have given the Accounting Supervisor
written notice of termination or non-renewal of this contract on or before April
30th of the third fiscal year of the three-year term, then the term shall be extended -
for an additional fiscal year on each succeeding April 30th. It is the purpose and
intent of this paragraph to provide the Accounting Supervisor with written notice
of any termination or consideration of non-renewal during the year of this contract
at least one hundred eighty (180) days in advance of the termination under Sectxon
5(a) of the contract or layoffs pursuant to Section 5(b) of this contract

3. The Accounting Supervisor may terminate this contract by giving the District thirty
(30) days written notice of resignation, provided that after July 1 of any fiscal year,
no resignation is intended to be effective prior to June 30 of such fiscal year will be
accepted unless and until a replacement satisfactory to the District has been

e

“ secured. Upon receipt of resignation, the District will 1mmed1ately take action to

seek replacement.

‘AN EQUAL OPPORTUNITY EMPLOYER”
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(a) The Accounting Supervisor’s salary for each fiscal year of the contract

shall be a sum representing: (1) the accounting and technical experience as
indicated in the performance of the Accounting Supervisor to complete the detail
and written work relating to the operations of the office of Fiscal
Integrity/Business, as well as successful coordinating other matters essential to the
efficiency of the school district.

(b) The salary for the lifetime of this contract shall be Fifty-three Thousand Two
Hundred Seventy-two Dollars ($53,272). Annual salary adjustments, if any, may
be made thereafier at the discretion of the Board of Education and include
approved increases as negotiated by the Administrator’s union. In addition, the
District shall continue to provide Disability Insurance at the current level and the
Accounting Supervisor shall participate in at least all fringe benefits provided in the
Administrators union’s master agreement. Vacation and sick bank balances will be
carried over at their current levels as of 4/9/01 and will accumulate from that

point.

(a) In the case of dissatisfaction with the services of the Accounting Supervisor
within the terms of this contract, the Accounting Supervisor may be dismissed,
only for good and evident cause, substantiated by charge in writing delivered to the
Accounting Supervisor and Board of Education.

(b) The District expressly reserves the right to layoff the Accounting Supervisor in
the event of a necessary reduction in personnel occasioned by economic necessity
or other legitimate reasons. In the event there is a vacancy for which the
Accounting Supervisor is qualified, she/he shall have the right to apply and be
given due consideration for said position.

(c) The Accounting'Supervisor is a confidential employee. Confidentiality of the-
office and Board must be preserved at all times. Violation of confidentiality of the
office and Board matters would be a breach of this contract.

This contract shall terminate in the event of the Accounting Supervisor’s death.
All earned vacation days, longevity pay and withheld salary shall be paid to the
beneficiary of the Accounting Supervisor.

(a) Tt is understood and agreed that this Agreement constitutes the entire
agreement between the parties-hereto, and no representations, oral or otherwise,
shall be binding upon the parties unless contained herein.

(b) This contract covers the services of the Accounting Supervisor for fifty-two
(52) weeks of each fiscal year of its term. The workday will be the same as those
hours for the employees in the Administrator’s bargaining unit. In addition, the
Accounting Supervisor’s day may be extended from time-to-time by the immediate
supervisor or the Superintendent of Schools without there being any extra




compensation. It is mutually agreed that overtime will be kept at a minimum.
Overtime pay for extenuating circumstances may be solely at the discretion of the
Superintendent of Schools. Authorized emergency overtime 'shall be at the rate of
time and one half for all hours over 40 during a work week.

IN WITNESS WHEREOF, the parties have hereunto executed-this Agreement
the date above written. :

T Ttk Ty ot e -
ROBERT PASTRICK  (Date) FOR THE DISTRICT:  (Date)
John D. White :

Interim Superintendent of Schools

| N S, Ve e/

7 (Date)

: .:3_~:;_'~Su;bscri and sworn before me, this ‘/
" dayot (22 e{ee{, a Nptary Public

NOTAR LIC
My Commission expi 7 L a’ *
MARY K. PARKER
Notary Public, Qakland comg. ggoz
My Commission EXpIres Mar. 17,

w
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HIGHLAND PARK FEDERATION OF TEACHERS\ASP
LOCAL 684

~ 1998-2001
TENTATIVE AGREEMENT

- BETWEEN THE
HPFT\ADMINISTRATIVE SUPPORT PERSONNEL
‘ AND THE
HIGHLAND PARK BOARD OF EDUCATION

LANGUAGE CHANGES

Article VI - Reduction in Personnel

6.5.1 In the event of staff reductions for employees hired under grant funding,
said employees would not be eligible to bump into staff positions within
thls union funded by the General Fund. _

6.5.2 In the event of staff reductions, bumping will take place for positions only
within the same grant based on seniority and qualifications.

Vil - Working Conditions

\

Retirement

7.6.1 Upon retirement the employee shall receive a 25% payout for unused
sick days; effective July 1, 2000 through June 30, 2002.




1998-2001 TENTATIVE AGREEMENT BETWEEN
HPFT/ADMINISTRATIVE SUPPGRT PERSONNEL '
AND THE HIGHLAND PARK BOARD OF EDUCATION 2.

Xll - Leaves with Pay And Leaves Without Pay

Sick Leave Incentive Plan

12.3.8 Any employee that has 80% of unexhausted leave days (short-term
sick leave days, personal business and family illness days) available
for said fiscal year will receive a 30% payout for unused short-term sick
days granted for that year.

Xl - Fringe Benefits

Long-Term Disability Insurance

11.7 The District agrees to provide Long-Term Disability Insurance to all
members of the bargaining unit. ’

X - Salary Schedules

Replaces second paragraph .....

10.1  Any new employee will be paid at the rate of 90% of the salary for the
position/classification. This period of probation will be for one year from
the date of hire. There will be no waiving of the probationary period
or salary without consultation with the Union.
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1998-2001 TENTATIVE AGREEMENT BETWEEN
HPFT/ADMINISTRATIVE SUPPORT PERSONNEL

AND THE HIGHLAND PARK BOARD OF EDUCATION 3.
SALARY CHANGES

1998-1999 Fiscal Year 0.5%  (Retroactive 7/1/98-6/30/99)

1999-_2000 Fiscal Year 1.5% (Retroactive 7/1/99-6/30/00)

2000-2001 Fiscal Year "~ 6.0% (Retroactive from 7/1/00)

X - Employee Compensation

Longevity Pay (Retroactive)

10.2 10-14 years : $ 500 to $ 550

15-19 years $ 750 to $ 800

20 or more years $1,000 to $1,050
SIGNATURES
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SAP Counselor 34,712| 34,886 39,148| 47497
{Project Link Coordinator 28,703] 28,703 43.712 46,335

£
H.P.F.T. - Local 684
Administrative Support Personnel
Staffing Salary Increases o 05% 15% 6%

52

M& O Oper Supv

47,008[ 47,243[ 47,952 50,829
|D-8.8. Coordinator 47,008 47,243] 47,953 50,825
L

- 44,932( 45,157| 45,834 48,584
Pub Information Officer 52 50,672| 50,925] 51689 W
Personnel Analyst :

igh School Registrar 52 28,841/ 29,274 31.031
Payroll S-pecialist n 30,864 31,3&7
26,063| 26,193 26,586
e el
e
82,115] 32,276 32,760| 34,725
40,677 41,494 43,983
'38,762 39,343| 41,704
38,569 38,762 | 39,343 41,704
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g Staffing Salary Increases
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|

H.P.F.T. - Local 684
Administrative Support Personnel

05% 1.5% 6%

46,690

A\ :
% > Bﬁ)f‘!'mp@f\\ ~ |Wrap-around

34,170 39,148 41,497

E ~ B Nowmusen - 'Wrap-around

~ D 'S/Pnyf:zg.»'/\i { Wrap-around

H * P @Lsa‘zu - |Wrap-around

52

52 “S4EEO | 39,148 41,497

52 0 30,756’: 39,148 | 41,497

- )X 958

52 0| 30 758 39,148 41,497
. 2113/9 9
Novell Lab Manager 42 35,000 35,175]| 35,703 | 37,845
Dance Instructor 40_' 28,944 | 28,9441 32,480| 34,429
Auto Mechanic lnstmcgor 40 34,433 34,605 35,124 37,232
Vocal Instructor 40 28,944 28,944 | 32,480 34,429




