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ARTICLE 1

RECOGNITION
Pursuant to and in accordance with the applicable provisions of Act 379 of the Public Acts of 1965, as
amended, the Employer hereby recognizes the Union as the exclusive representative for purposes of collective
bargaining with respect to wages, hours, and terms and conditions of employment as prescribed herein for the
term of this agreement for all employees of the Employer including all part-time and fulltime secretaries,
clericals, teacher aides, transportation personnel, food service personnel, custodians, and monitors, excluding
the secretary to the Superintendent and the Board of Education and supervisors.
Such representation shall cover all personnel assigned to newly created positions which are not principally
supervisory and administrative but fall within the purview of the Union, The Board agrees not to negotiate
with or recognize any organization other than the Union for the duration of this Agreement.
Workers accepted by the school district on state or federal programs doing work within the classification of
the contract whose wages come mainly from special grants will not be considered school employees and
therefore not eligible for Union membership. The District will not use such workers to reduce regularly
scheduled hours of, displace or replace regular employees. However, if such employees must be afforded ail
rights and benefits of the master contract, they must join the Union as provided herein.
Volunteer shall be defined as a person who provides a service for the District of his/her own free will. The
Board may utilize the services of such volunteers, provided that the volunteers will not displace, replace, or

reduce the regularly scheduled hours of bargaining unit members.




ARTICLE 2
EMPLOYER RIGHTS

It is expressly agreed that all rights which ordinarily vest in and have been exercised by the Employer, except

those which are clearly and expressly relinquished herein by the Employer, shall continue to vest exclusively

in and be exercised by the Employer without prior negotiations with the Union either as to the taking of action

under such rights or with respect to the consequence of such action during the term of this Agreement. Such

rights shall include by way of illustration and not by way of limitation the right to:

L

10.

Manage and control the school’s business, the equipment, the operation and to direct the working forces
and affairs of the Employer.

Continue its rights of assigimment and direction of work of all of its personnel, determine the number of
shifts and hours of work and starting times and scheduling of all the foregoing, but not in conflict with
the specific provisions of this Agreement and the right to establish, modify or change any work or
business hours or days.

The right to direct the working forces, including the right to hire, promote, suspend and discharge
employees, transfer employees, assigh work or extra duties to employees, determine the size of the
work force and to lay off employees so long as such action does not conflict with the seniority and
layoff and recall provisions of this Agreement,

Determine the services, supplies and equipment necessary to continue its operations and to determine
the methods, schedules and standards of operation, the means, methods, and processes of carrying on
the work, including automation thereof or changes therein, the institution of new and/or improved
methods or changes therein.

Adopt reasonable rules and regulations.

Determine the qualifications of employees.

Determine the number and location or relocation of its facilities, including the establishment or
relocations of new schools, buildings, departments, divisions, or subdivisions thereof and the relocation
or closing of offices, departments, divisions or subdivisions, building or other facilities.

Determine the placement of operations, production, service, maintenance or distribution of work, and
the source of materials and supplies.

Determine the financial policies, including all accounting procedures, and all matters pertaining to
public relations.

Determine the size of the management organizations, its function, authority, amount of supetvision and
table of organization, providing that the Employer shall not abridge any rights from employees as

specifically provided for in this Agreement.

The exercise of the foregoing powers, rights, authority, duties and responsibilities by the Board, the adoption

of policies, rules, regulations and practices in furtherance thercof, and the use of judgment and discretion in

connection therewith shall be limited by the specific and express terms of this Agreement and then only to the
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extent such specific and express terms thereof are in conformance with provisions of P.A. 379 of 1965, the
Constitution and laws of the State of Michigan, and the Constitution and laws of the United States.




ARTICLE 3
EMPLOYEE STATUS

Employees shall be placed in one of the following categories:

A.

Full-time full year: Any employee who is scheduled to work forty (40) hours or more per week for a full
year.

Full-time school year: Any employee who is scheduled to work a full school day (seven (7) hours in
duration) or more during the school year,

Full-time employees as defined in A and B above shall be entifled to all benefits and leaves as provided for
under this contract.

Part-time full year: Any employee who is scheduled to work less than forty (40) hours per week for a full
year.

Part-time school year: Any employee who is scheduled fo work less than a full school day (seven (7) hours
in duration) during the school year.

Part-time employees as defined in D and E above who are scheduled to work at least 20 hours per week shall
be entitled to benefits and leaves as provided for in this Agreement on a pro-rata basis. Non-medical benefits
(Dental, Vision, Life Insurance, and AD&D) shall be 100% funded for employees working 20 hours per week
or more.

Interim: Any employee hired for a time period in excess of thirty (30) workdays to replace a regular
employee who is on leave, extended absence, or workers compensation, Interim employees shall be subject to
the provisions of this Agreement,

Temporary Employees: The Employer may from time-to-time employ temporary employees to supplement
the regular work force, Employment of such employees shall not exceed ninety (90) workdays in a twelve
(12) month period and shall not be used to reduce hours of, displace or replace regular employees. However,
regular part-time bargaining unit members shall first be given additional hours to make them full-time before
temporary employees are hired. In the event a full-time employee becomes part-time, he/she shall be given
the hours of a temporary employee to be made full-time, and the employment of the temporary employee
shall be reduced or terminated.

Summer temporary employees: Shall be compensated at the custodial base rate.



ARTICLE 4
MAINTENANCE OF STANDARDS

All conditions of employment, including working hours, extra compensation for duties outside regular
working hours, relief periods, leaves, and general working conditions shall be maintained at not less than the
highest minimum standards in effect in the district at the time this Agreement is signed unless the affected
Association member is first contacted and given an explanation for the changes. If the Association member
disagrees with the need for the change, the grievance procedure may be used,

The duties of any Union member or the responsibility of any position in the bargaining unit shall not be
altered outside of the classification, increased, or transferred to persons not covered by this Agreement
without the Association’s full knowledge and consent.




ARTICLE 5

GRIEVANCE PROCEDURE
The Association Grievance Committee, during their working hours, without loss of time or pay, shall
investigate and present grievances to the Employer provided it is so urgent that it cannot be done during off
hours. A copy of the grievance shall be provided to the unit president at each level.
A claim by a Union member, or the Unien, that there has been a violation, misinterpretation or misapplication
of any provision of this Agreement, or any rule, order, policy, or regulation of the Board, may be processed as
a grievance as hereinafter provided.
In the event that a Union member believes there is a basis for a grievance, the Union member shall first
discuss the alleged grievance with his/her immediate administrator or designee, either personally or
accompanied by his/her Union representative. The grievance shall be filed within ten (10) working days of the
violation, misinterpretation, or misapplication, or within ten (10) working days of the discovery thereof. There
shall be no resolution to an individual grievance which is contrary to the collective bargaining agreement.
If, as a result of the informal discussion with the immediate administrator, a grievance still exists, the Union
member may invoke the formal grievance procedure through the Union. A copy of the grievance shall be
delivered to the immediate administrator. If the grievance involves more than one (1) work location, it may be
filed with the Superintendent, or his/her designee.
Within five (5) working days of receipt of the grievance, the immediate administrator or designee shall meet
with the grievant and the Union in an effort to resolve the grievance. The immediate administrator shall
indicate, in writing, his/her disposition of the grievance within five (5) working days of such meeting and
shall furnish a copy thereof to the Union.
If the grievant or the Union is not satisfied with the disposition of the grievance, or if no disposition has been
made within five (5) working days of such meeting, or ten (10) working days from date of filing, the
grievance shall be transmitted to the Superintendent, or his/her designee. Within five (5) working days, the
Superintendent, or his/her designee, shall meet with the Union on the grievance and shall indicate in writing,
his/her disposition within five (5) working days of such meeting, and shall furnish a copy thereof to the
Union,
If the grievant or the Union is not satisfied with the disposition of the grievance or if no disposition has been
made within five (5) working days of such meeting, or twenty (20) working days from date of filing, the
grievance shall be transmitted to the Board Committee. Within ten (10) workdays, the Board Committee shall
hold a hearing on the grievance and shall make a recommendation to the entire Board at its next regular
meeting. The Board will then indicate, in writing, its disposition within five (5) working days of such
meeting, and shall furnish a copy thereof to the Union.
If the Union is not satisfied with the disposition of the grievance by the Board, or if no disposition has been

made within the period provided above, the grievance may be submitted to arbitration. The Union (not an
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individual) shall have the final determination on whether or not to proceed to arbitration. The decision to

submit the disagreement to arbitration must be made within five (5) working days of the date of Board

deciston. If the parties cannot agree as to the arbitrator, within five (5) working days from the notification that

arbitration will be pursued, he/she shall be selected by the American Arbitration Association in accordance

with its rules which shall likewise govern the arbitration proceeding. The arbitrator shall have no power to

alter, add to, or subtract from the terms of the Agreement. Both parties agree to be bound by the award of the

arbitrator and agree that judgment thereon may be entered in any court of competent jurisdiction.

The fees and expenses of the arbitrator shall be shared equally by the parties.

The time limits provided in this Article shall be strictly observed but may be extended by written agreement

of the parties.

Notwithstanding the expiration of this Agreement, any claim or grievance arising thereunder, may be

processed through the grievance procedurs until resolution.

For the purpose of assisting a Union member, or the Union in the prosecution or defense of any contractual,

administrative, or legal proceeding, including, but not limited to, grievances, the Board shall permit 2 Union

member and/or Union representative access to, and the right to inspect and acquire copies of, his/her

personnel file and any other files or records of the Board which pertains to the bargaining unit member or any

issue in the proceeding in question. Confidential letters of reference secured form sources outside the school

system shall be excluded.

A bargaining unit member who must be involved in the grievance. procedure during the workday shall be

excused with pay for that purpose.

Any party in interest may be represented at all meetings and hearings at all steps and stages of the grievance

procedure by another Union member or another pexson, provided, however, that any Union member may in

no event be represented by an officer, agent or other representative of any organization other than the Union.

Miscellaneous

1. During the pendency of any proceedings and until a final determination has been reached all
proceedings shall be kept confidential between the parties directly involved and any preliminary
disposition will not be made public without the agreement of all parties.

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

3. Forms for filing grievances, serving notices, taking appeals, making appeals, making reports and
recommendations, and other necessary documents shall be given appropriate distribution by the

Superintendent so as to facilitate operation of the procedure set forth herein.




ARTICLE 6
VACANCIES AND TRANSFERS
A vacancy shall be defined as a newly created position or a present position that is not filled that the Board
decides to fill, |
All vacancies shall be posted in a conspicuous place in each building for a period of seven (7) calendar days

(at least five working days). Said posting shall contain the following information:

Type of work

Location of work
Starting date

Rate of pay

Hours to be worked
Classification
Minimum qualifications

aEARGE e

Interested employees may apply in writing to the Superintendent, or designee, within the seven (7) calendar

days (at least five working days posting period). The Employer shall notify employees of vacancies occurring

during the summer months (June, July, August) by sending notice of same to each employee by U.S. Mail, by
phone, or school district email if they are not working,

Vacancies shall be filled with the most senior, qualified applicant from within their grouped classification.

Qualified shall be defined as specified in Article 8, Section C-2(a) of this Agreement.

1. For vacancies affecting the secretarial classification the parties agree to establish two (2) mutually
agreed upon testing dates (January and May) for employees to demonstrate they have met the mininum
requirements for a particular position. Said testing shall be performed by an outside agency at the
school district’s expense.

2. Inthe event a vacancy shall occur at a time when an employee has not yet had the opportunity to take
the test, he/she shall be given the test at that time.

3. 'Once an employee has demonstrated a Ievel of skill, he/she shall be considered to meet the minimum
requirement for the duration of his/her employment with the district.

For the purpose of this agreement, all bargaining unit members shall be placed in one of the following

classifications based on their current assignments:

Secretarial

Paraprofessional

Library/MTSS Paraprofessional
Head Maintenance/Mechanic
Maintenance

Custodian

Bus Driver

Cook

Server/Dishwasher

e A U
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Within ten (10) workdays after the Board makes a decision to fill the position, the Employer shall make
known its decision as to which applicant has been selected to fill a posted position. Each applicant shall be so
notified in writing with a copy provided to the Union.

For purposes of this article, an interim vacancy shall be defined as any pre-informed situation where an
emplovee will be absent from his/her regular assignment for more than thirty (30) consecutive calendar days.
Where possible, employees expecting to be absent shall provide the Superintendent reasonable notice (two (2)
weeks).

Interim vacancies shall be filled using the following procedure:

1. Most senior, qualified applicant from within the ¢lassification.

2. Most senior, qualified applicant from another classification.

If an employee is filling an interim vacancy in a program that ends prior to the end of the school year, the
return to the employee’s regular assignment shall coincide with the start of the following school year.
Employees shall not be placed on a lower step on the wage scale due to transfers.

The parties agree that involuntary transfers of employees are to be minimized and avoided whenever possible.
In all cases, involuntary transfers will be affected only for reasonable and just cause.

Where involuntary transfer is necessary, the Employer shall confer with the employee being transferred
giving him/her a complete explanation regarding need for such transfer,

The District will continue its practice of utilizing available employees as substitutes whenever possible,
providing the substitute hours do not conflict with the employee’s regularly scheduled hours, and overtime is
not required. Substitutes from within the Association shall be paid at the negotiated rates from the salary
schedules. Experience steps may apply if the employee has worked in the position or classification
previously.

There shall be no expedited postings unless approved in writing by the Association President.
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ARTICLE 7
SENIORITY

Seniority shall be defined as the length of continuous service within the district as a member of the bargaining
unit. Accumulation of seniority shall begin from the bargaining unit member’s first working day in the
district. In the event that more than one individual bargaining unit member has the same starting date of work,
position on the seniority list shall be determined by drawing lots, Layoff and/or leave shall not break
continuous service,
All employees shall accrue seniority as follows:
1. Seniority shall be effective as of the employee’s anniversary date. .
2. An employee who is laid off or has his’her hours reduced shall maintain histher position on the

seniority list.
3. Probationary bargaining unit members shall have no seniority until the completion of the probationary

period, at which time their seniority shall revert to their first day of work.
Seniority shall not acerue, nor shall it be lost when an employee is on leave of absence or layoff,
The Employer shall prepare, maintain and post the seniority list. The initial seniority list shall be prepared and
posted conspicuously in all buildings of the district within sixty (60) workdays after the effective date of this
Agreement with revisions and updates prepared and posted annually thereafter, A copy of the seniority list
and subsequent revisions shall be furnished to the Union.
State and Federal statutes and regulations shall be observed where applicable for specially funded programs.
Except where prohibited by law or regulation, all bargaining unit members shall receive seniority rights as
provided in this Agreement.
Seniority shall be lost by a bargaining unit member upon termination, resignation, retirement or transfer to a
non-bargaining unit position or as exempted by contract.
If the Ironwood Area Schools of Gogebic County is combined with one or more districts through annexation
and Ironwood Area Schools of Gogebic County is the annexing district, the seniority list shall remain
unchanged and the incoming employees from the annexed district will begin with zero (0) years of seniority
on the list. However, the annexed district employees shall be placed on the salary schedule at Board
discretion. Further, the Board agtees not to voluntarily negotiate any matter pertaining to support personnel
staff with the annexed district’s employees or their representatives. Such negotiations, if necessary, shall be

through the recognized bargaining agent which is the Ironwood Education Support Personnel Association.
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ARTICLE 8
REDUCTION IN PERSONNEL, LAYOFF AND RECALL

1t is specifically recognized that it is within the sole discretion of the Board to reduce its educational program,

curriculum and/or staff and that the procedures set forth in this article shall be used in laying off personnel.

Layoff shall be defined as a reduction in the work force beyond normal attrition due to a lack of funds or a

change in program., .

In the event of layoff involving the termination of positions, the following procedure shall be followed:

1.  The emploj?er shall identify the specific position(s) to be eliminated and shall notify, as soon as possible
prior to the effective date of the layoff, but in no case less than two (2) weeks, the employee(s) in those
position(s). |

2. The employee(s) in the affected position(s) shall have the right to:

a.  The position of someone who is less senior within their grouped classification, providing the
employee is qualified. An employee shall be deemed qualified if he/she meets the minimum
posted requirements for the position. They may also have the right to other positions within their
grouped classification, by seniority, whose hours do not conflict, in order to maintain their
original number of hours.

b.  Bid on another posted position.

¢.  Become laid off.

3. Any and all employees displaced by provision 2 above shall have the same rights as long as there are
less senior employees.

4. Inno case shall a new employee be employed by the Employer while there are laid off bargaining unit
members who are qualified for a vacant or newly created position.

In the event of a layoff, the Employer and the Union may mutually agree to allow individual bargaining unit

members to waive their seniority rights for the purpose of the layoff providing the employee to be retained

meets the qualification requirement. Such waiver, if authorized by the bargaining unit member, shall not be
construed to be a waiver of seniority or any other right under the contract including the bargaining unit
member’s right to be recalled from such layoff,

In the event of a reduction in the work hours in a classification, bargaining unit members with the greater

seniority may use same to maintain his/her normal work schedule by utilizing the bumping procedure outlined

in Section C above.

Laid off employees shall be recalled in reverse order of layoff to any position for which they are qualified.

Recall rights shall be limited to three (3) years. Vacancies within a given classification shall be filled on the

basis of seniority prior to the recall of any employee in that classification.

Notices of recall shall be sent by electronic mail (e-mail) to the last known personal e-mail address as shown

on the Employer’s records. If no response is received within 24 hours, a notice shall be sent by certified or

registered mail to the last known address as shown on the Employer’s records. The recall notice shall state the
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time and date on which the employee is expected to report back to work. It shall be the employee’s
responsibility to keep the Employer notified as fo his/her current personal e-mail and home mailing address,
A recalled employee shall be given five (5) calendar days from receipt of certified notice to respond to the
notice. The Employer may fill the position on a temporary basis until the recalled employee can report for
work providing the employee responds within the five (5) day period. Employees will be allowed to give up
to two weeks notice to their current employer as needed. Employees recalled to work for which they are
qualified are obligated to take said work. An employee who declines recall to perform work for which he/she
is qualified shall forfeit his/her seniority tights and be classified as resigned. '
Refusal or acceptance of a posifion that is not equivalent in time to the position previously held shall not
affect an employee’s recall rights.
The Board and the Union agree to the following with regard to the articles on Seniority, Vacancies, and
Transfers, and Reduction in Personnel:
1. No employee in a part-timee position shall bump into a full-time position becanse he/she has more
seniority. He/she shall only be able to displace a less senior employee for the number of hours that the
more senior employee had been assigned.

2. Any employee affected by layoff shall have three (3) days to exercise his/her right to bump.
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ARTICLE Y
WORKLOAD AND ASSIGNMENTS
Since efficient administration is promoted when employees are working within their area of competency
without excessive or overburdening demands, bargaining unit members shall not under normal circumstances
be assigned work which generally is done by others; however, in case of meeting deadlines and emergencies
work assignments may temporarily be changed as long as it is in the general area of such person’s
competence. An employee shall not be assigned above his/her classification except temporarily and for short
duration.
When an employee temporarily assumes another job, instead of his/her own, he/she shall get the higher rate of
pay.
The parties recognize that production can best be facilitated by close cooperation between bargaining unit
members and the adminisirative staff. The individuals, therefore, shall work together to:
1. Establish work priorities conducive to smooth and efficient operation.
2 Maintain a climate conducive to work production.
3. Assign work on an equitable basis.
4 Share concerns and listen to suggestions or problems which will provide improved working
relationships within the entire school or department.
5.  Bargaining unit members will be free of blame in the event of break-in, fire, theft, or other damage to
school property(s) when due precautions and care have been exercised by said members.
In the event that extra maintenance-custodial needs arise, the Board will give first preference to utilizing
existing custodial/maintenance staff in fulfillment of those needs.
The District shall grandfather its practice of hiring transportation personnel on a seniority basis for drivers
employed as of 8-24-92 to do extra maintenance and custodial duties for which they are qualified during non-
session days and during the summer as the need arises.
Effective 7-1-92, and except as provided above, qualified bargaining unit employees needed to work during
summers or non-session days shall be hired on the basis of seniority.
The bus services rendered to the school community will be done by the District with transportation personnel
as drivers. The following shall be exceptions where the District may provide bus service in the manner most
advantageous to the Ironwood Area Schools:
l.  Trips outside an Ironwood to Gladstone radius. (One way)
2, One (1) trip per year for each of the seven (7) athletic teams listed: Football, volleyball, track (dual),
cross country (dual}, girls’ basketball, boys’ basketball, and skiing.
When an employee is required to work with temporary specially employed, work study, career oppottunity, or
co-op personnel, the employee shall be responsible for observing and monitoring that person’s work and

reporting any problems to his/her supervisor.
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H.

Each bargaining unit member shall have a designated supervisor to whom he/she is required to report. No
bargaining unit member shall be responsible for supervising another bargaining unit member,

Job descriptions summarizing the duties and minimum requirements for each bargaining unit position shall be
made available to each employee.

When the Food Service Supervisor is absent, employees shall be temporarily assigned to petform the
Supetvisor’s duties on a rotating basis. In the event the food service supervisor’s absence is longer than
twenty (20) consecutive workdays, those duties shall be performed by the most senior qualified food service
employee and shall not be rotated. A substitute will be called to perform the employee’s duties.

Any such temporary assignment shall be continuous for the duration of the Supervisor’s absence up to a
maximum of one (1) week at which time the duties shall be rotated.

When an employee is absent, a substitute shall be called. All substitution shall be conducted in accordance
with Axticle 10, Section D.4.

The ventilation hoods in the central kitchen shall be cleaned during the summer break, Employees working
for Community Schools shall not be permitted to perform bargaining unit work.

Support staff working the normal school year shall be notified of their anticipated work assignment on or
before August 15 of any given year. A list with expected hours shall be presented to affected employees at the

same time.

16



A,

5.

ARTICLE 10
WORK HOURS

Transportation Personnel (Bus Drivers)

A regular bus driver is one who drives a daily bus run both in the morning before school starts and in
the afiernoon after school ends. Regular bus drivers' hours are as follows. However, these time
schedules may be adjusted by the Transportation Director/Superintendent to best serve the needs of the
school district,

a. AM Hours: 6:00 am-8:00 am

b. PM Hours: 2:30 pm-4:30 pm

Since regular bus drivers' hours only put them at 4 hours of work per day, it is understood that they
often work in other capacities in the district serving as custodians, paraprofessionals, and maintenance
personnel. Regular daily bus runs should not lead to overtime for regular drivers. If normal daily runs
exceed the 4 hours of scheduled work, the bus driver will need to work with the Transportation Director
and Superintendent to either adjust the bus routes or adjust the driver’s other work schedule to keep
them from going over 40 hours per week.

Bus drivers will be allowed to sign up for extra bus runs for things like athletic events, field trips, etc. If
no driver voluntarily takes one of the extra bus runs, it will be assigned to a specific driver on a rotating
basis. It then becomes that driver’s responsibility to either take the run or find another driver to cover
it.

When driving an extra run such as an athletic event, field trip, etc. The driver and bus are expected to
remain at the location of the event. Any exceptions to this would need prior approval from the
Transportation Director or Superintendent prior to the driver beginning the trip.

The District reserves the right to alier shifts to meet the transportation needs of the school system.

Secretarial Personnel

L.

Working hours shall be forty (40) hours per week during the regular school year. During the summer
months and on non-session days during the school year, there will be thirty-five (35) hours per work
week or seven (7) hours per day, except as covered in subsection 5 of this section.

The Superintendent is empowered to set opening and closing time which shall not be earlier than 7:00
a.m. or later than 5:00 p.m. for daytime positions, Afternoon positions shall niot be scheduled later than
10:30 p.m.

Employees will be allowed a 15-minute daily relief period within each four (4) hour work schedule and
a full hour duty-free uninterrupted lunch period without pay, but subject to variation with the approval
of the Superintendent.

If an employee is detained for any reason and arrives on the job late, the employee will be required to

make up the time or lose pay.
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7.

Office hours may be arranged with the administrator in charge of that office.
In lieu of one fifteen-minute break, the secretarial staff and the accounting staff will adhere to the

following schedule:

When School is in Session:
Monday — Thursday 7:30 a.m, — 4:00 p.m. (45 min. lunch)
Friday 7:30 a.m. —3:30 p.m. (1 hr. lunch)

Non-Session Days (Full Time/Full Year Staff Members)
Monday — Thursday 7:30 a.m, — 3:00 p.m. (45 min, lunch)

Friday 7:30 a.m, — 2:00 p.m. (1 hr, hich)

The District reserves the right to alter shifts to meet the secretarial needs of the school system.

Custodial/Maintenance Personnel

L.

Shifts will be set up by the administrator in charge of the building or the Superintendent in such a way
that the school program and community services of the District are fulfilled adequately. Such shifts will
be set up as far as possible to allow for daytime work consecutive hours,

Alternating shifts on a bi-weekly basis is required if the partner employee wishes to do so and
arrangements are made with the administrator in charge. Shorter alternates to meet special needs are
permissible if approved or ordered by the administrator in charge.

On non-session days, shifts may be changed to day or afternoon shift to suit the employee providing it
is aﬁproved by the administrator in charge, and it does not interfere with a school or community activity
taling place in the building. A non-session day shall be defined as those days when classes are not in
session,

The regular full working day shall consist of eight (8) working hours per day plus thirty (30) minutes
unpaid lunch, except designated part-time employees.

Weekend building and boiler checks will be performed during the heating season when required.
Responsibility for building checks will be rotated among the maintenance staff within the individual
buildings. Maintenance personnel will be compensated two (2} hours per day for building and boiler
checks. Yearly calendars will be established by September 1st.

Employees may take a coffee break not to exceed fifteen (15) minutes in the a.m, and also a like coffee
break in the p.m., both on the premises. 4
An employee reporting for overtime on a special call-out will be allowed at least two (2) full hours of
time and one-half pay, Extended overtime of a shift shall be allowed to the neatest half-hour.

The District reserves the right to alter shifts to meet the custodial needs of the school system.
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9.

10.

Equalization of Overtime Hours

a,  The district reserves its right to keep overtime to a minimum. However, overtime hours shall be
divided as equally as possible among employees in the same classifications in their buildings. The
present practice for offering overtime when necessary (substifute not available) throughout the
school district shall continue as follows:

1. The employee with the least total overtime shall be offered the work.

2. Refusal of overtime shall be credited against the employee on an hour-for-hour basis,

3. Once an employee’s overtime has been equalized with other employees they will be offered
avertime in rotation.

4. The above-described procedure will be repeated until overtime is equalized for all the
affected employees.

5. Anemployee may choose to remove himself’herself from the overtime list. If the employee
later decides to work overtime, he/she shall be credited as having worked the same number
of hours overtime as the employee with the most overtime,

6. The overtime list shall be posted in the first-floor lounge and updated each Monday.

b.  Overtime hours shall be divided as equally as possible on a district-wide basis on maintenance
work.
c. In the event nobody within the custodial classification elects to work overtime, the

Superintendent will to assign the first person on the list.

If there is a lack of summer work, with notice to the District, a full-time full year custodian may alter
their schedule to reduce their work hours on a voluntary basis. They may reduce their work year by up

to six weeks on unpaid leave. There will be no loss of benefits during this time.

Foed Service Employees

L.

Work hours for food service employecs shall be scheduled by the food setvice director. The normal
work hours for any food service employees shall not be altered once the school year has begun without
prior discussions with the union,

Employees may take three (3) coffee breaks not to exceed ten (10) minutes each,

Shift preference will be given to employees on the basis of seniority within a classification. If all shifts
are not covered by employee preference, assignments will be made by the Employer on the basis of
inverse seniority {least senior worker assigned first).

Extra bargaining unit work shall be offered to employees on a rotating schedule on a seniority basis
before hiring from outside the bargaining unit, Substitutes are to be used only after all bargaining unit
employees are given opportunity to work additional hours, so long as overtime is not involved.
Overtime hours shall be divided as equally as possible among employees in the same classifications. An

up-to-date list showing overtime hours will be posted weekly in a prominent place.
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Whenever overtime is required, the person with the least number of overtime hours in that classification
will be called first and so on down the list in an attempt to equalize the overtime hours.

For the purpose of this clause, time not worked because the employee was unavailable, or did not
choose to work will be charged the average number of overtime hours of employees working during the

call-out period. Overtime hours will be computed from July 1 through June 30 each year.

6.  The District reserves the right to alter shifts to meet the food service needs of the school system.
Paraprofessionals
1. At the beginning of every school year, once the aides have the number of hours assigned for each
specific building, the principal has the right to assign the monitors/aides according to his/her scheduled
number of work houts.
2. The District reserves the right to alter shifts to meet the paraprofessional needs of the school system.
All Employees
1.  Employees shall be paid overtime for all hours in excess of forty (40) hours per weck as provided for in
the Fair Labor Standards Act. Any overtime/comp time needs prior approval from either the K-12
Principal, K-12 Assistant Principal, or Superintendent. The only exception would be in the case of an
emergency which should still result in communication with one of the administrators.
2. In the event an employee is requested to work on a paid holiday, he/she shall receive their regular
hourly rate plus holiday pay.
3.  If compensatory time is requested by the employee in lieu of overtime, the employee shall receive one
and one-half (1%%) hours for each hour worked. Compensatory time must be arranged at least one (1)
day in advance with the Superintendent. 7
4,  Snow days or any other days that school is not in session, and it is not made up are also days off
without loss of pay. Employees need not report on snow days or Act of God days except as follows:
Custodians assigned to furnace duties. Such custodians may leave after duties are performed.
In the case of emergency, any employee may be called out to correct the situation and then leave
after the corrections ate made.
c.  When the urgency of the work requires it. After the work is completed, the employee may leave.
If ordered by the Superintendent. The employee may leave after the assigned duties are
completed.
The minimum call-out for any employee shall be two (2) hours. If it falls within the regular work hours,
the employee shall receive his/her regular day’s pay only.
If the District fails to notify kitchen workers of an Act of God Day by 5:30 a.m,, all kitchen staff who
report at their normal times shall receive 2 hours of call-out pay.
5.  An employee reporting for overtime on a special call-out will be allowed at least two (2) full hours of

time and one-half pay.
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6. In the event an employee is required to obtain a State license in order to perform the job duties of
his‘her present assignment, said employee shall be granted a reasonable timeline to meet the new

requirement.
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ARTICLE 11

PROTECTION OF EMPLOYEES
Since the employee’s aunthority and effectiveness is undermined when students discover that there is
insufficient administrative backing and support, the Board recognizes its responsibility to give all reasonable
support and assistance to employees with respect to the maintenance of control and discipline in his/her work
area. '
Any case of assault upon an employee shall be promptly repotted to the Board or its designated representative
and to law enforcement authorities. The Board will provide legal counsel up to a maximum cost of $500 per
incident to advise the employee of his/her rights and obligations with respect to such assault and shall render
all reasonable assistance to the employee in connection with handling of the incident by law enforcement and
judicial authorities.
Time lost by an employee in connection with any incident mentioned in this article shall not be charged
against the employee.
The Board will reimburse employees for any loss, damage or destruction of clothing or personal property of
the employee while on duty and involved in proper disciplinary action, Personal property damage shall be
limited to $500, except in a situation involving the employee’s automobile where the limit shall be $500 or
the applicable deductible, whichever is less,
Any complaints by a parent of a student directed toward an employee shall be promptly called to the
employee’s attention. If the complainant is known the employee will be informed who issued the complaint,
Bargaining unit members shall be properly trained, where necessary, to dispense or administer medication, or
perform diapering or medically related procedures. Medication shall be stored in a properly secured area. The
bargaining unit member shall be advised of and shall follow school district policies and procedures related to
parental permission and the dispensing of medicine.
A copy of the school policy regarding student behavior on the school bus shall be provided to each bus driver
at the start of the school year. The district agrees to enforce its school bus safety protocols as stated in board
policy and the student handbook. Anytime a bus driver feels that safety of the students is in jeopardy due to
misbehavior on the bus, the bus driver may pullover and contact the base for support. If no support is
available, then the driver may contact public safety, Gogebic County Sheriff’s department, or the Michigan
State Police to remedy the safety concern. The bus driver shall notify the Transportation Director immediately

following the incident. The bus driver shall not be reprimanded by the district for making a good faith report.
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ARTICLE 12

EMPLOYEE DISCIPLINE
Discharge, demotion, suspension, or any other disciplinary action applied to a bargaining unit member shall
be made only for reasonable and just cause and in accordance with the policies and provisions of this
Agreement. Transfer to a position of like job desctiption and pay shall not constitute demotion.
New employees shall be considered to be in a probationary period during their first one hundred-twenty (120)
workdays of employment, adjusted for absences. Upon completion of the probationary period, the Board shall
notify the employee and the Union. A probationary employee shall not be granted the use of the grievance
procedure if he/she is dischargeé, demoted or suspended.
When non-probationary employees are disciplined, they shall be notified in writing stating the reason for such
action. In the event the discipline or discharge of a non-probationary employee is found to be without just
cause, the arbitrator may order reinstatement and payment of lost wages.
A bargaining unit member shall be notified, in advance, of the purpose of a meeting where an unsatisfactory
rating and/or disciplinary action is contemplated and shall be entitled to have a Union representative present.
A bargaining unit member may request said notification to be in writing.
The Board agrees that discipline should be appropriate to the offense and the offender. The disciplinary scale
ranges from a minimum of oral reprimands to written reprimands, to suspension with pay, to suspension
without pay to the maximum measure of discharge.

Discipline of an employee {including, but not limited to verbal reprimands) shall not occur in front of

students, staff members, or members of the community, unless the emplovee_being disciplined requests the

presence of others at the time of discipline, or the discipline occurs at a meeting of the board of education, and
the emplovee has waived his/her rights to go into closed sesgion.
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ARTICLE 13

UNION RIGHTS
The Union shall, with administrative approval, have the right to use the school facilities and equipment at
reasonable times when such facilities and equipment are not otherwise in use. The Union shall pay the cost of
all materials and supplies. All arrangements shall be made through the Superintendent or his/her designee.
Any such request shall not be arbitrarily denied.
The Board agrees to furnish to the Union in response to writien requests available public information
concerning the financial resources of the district, tentative budgetary requirements and allocation, and such
other non-privileged information relevant to collective bargaining. The Union shall reimburse the Board for
the expenses incurred in furnishing information or making records available,
Bulletin boards and other established media of communication shall be made available to the Union and its
members.
The Union will be credited with five (5) days per year with pay for the purpose of conducting union business.
An additional five (5) days per year shall be granted where the actual cost of replacement personnel will be
borne by the Union where replacement personnel are needed. In the event such days are to be used for local
bargaining, the Union will not pay the cost of replacement personnel.
Special conferences for important matters outside the scope of this Agreement and not covered by the
grievance procedure will be arranged between the Union and the Employer or its designated representative
upon request of either party, Such meeting shall be attended by at least two (2) representatives of the Union.
Arrangements for such special conferences shall be made in advance and an agenda of the matters to be taken
up at the meeting shall be presented at the time the conference is requested. Matters taken up in special
conferences shall be confined to those included in the agenda. Conferences shall be held between the hours of
9:00 am. and 9:00 p.m. by mufual agreement. The members of the Union shall not lose time or be paid
overtime for time spent in such special conferences, nor shall time be paid if the conference falls after work

hours. This meeting may be attended by a representative of the MEA,
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ARTICLE 14
PERSONNEL FILES AND EMPLOYEE COMPETENCE

A bargaining unit member shall have the right to review the contents of all records {excluding initial
references) of the Board pertaining to said individuals, originating after the initial employment, and to have a
Union representative present at such review. It is understood that this will be done only in case the employee
has a valid reason for such a request. The bargaining unit member shall receive a copy of all material placed
in his/her personnel file at the time the copies are placed therein.

If the bargaining unit member believes the material placed, or to be placed in his/her file is inappropriate or in
error, he/she may receive adjustment, provided cause is shown, through the grievance procedure, whereupon
the material shall be corrected or expunged from the file, If a bargaining unit member is requested to sign
material to be placed in his/her file, such signature shall not be interpreted to mean agreement with the
material’s content,

A bargaining unit member whose performance is considered unsatisfactory shall be given written notice
explaining the deficiency and the adminisirative assistance that will be provided to help cortect the
deficiency. The employee shall be given a reasonable period of time, but in no event less than three (3)

months, to bring his/her job performance up to a satisfactory level.
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ARTICLE 15
SICK AND PAID LEAVES
Each full-time, full year bargaining unit member, prorated for part-time, shall be credited with fourteen (14)
days sick leave at the beginning of each contract year, and each full-time school year bargaining unit
member, prorated for part-time, shall be credited with twelve (12) sick leave days at the beginning of each
school year, Unused days shall accumulate to a maximum of one hundred eighty (180} days.

a, Following an employee’s first days of work, sick leave will be taken at the employee’s status
classification rate, When an employee’s hours or classification changes, said employee’s sick leave
days will be adjusted to reflect days available based on his/her new permanently scheduled hours.

Except in situations involving Workers Compensation, and effective with the 2001-02 school year, sick
leave, personal leave, and vacation will be converted to hourly figures. A full-day leave will be dependent
upon the number of hours in the full day each employee works. For example, if an employee works eight
(8) hours per day, a full-day leave is eight (8) hours. If they work six (6) hours per day, their full-day leave
is six (6) hours.

The hourly figure will accrue on a prorated basis. For example, for sick leave, if an employee works four
(4) hours per day, they will be able to accrue four {(4) x 180 hours. If they work six (6) hours per day, they
will be able to accrue six {6) x 180 hours, Personal day and vacation day accumulations will be on the same
basis as the examples above.

Any leave over and above a given hour will be rounded to the next hour. For example, if someone takes 1
hour 15 minutes of leave, it will be rounded to two (2) hours. If someone takes 2 hours 10 minutes, it will
be rounded to three (3) hours. If someone takes 3 hours 45 minutes, it will be rounded to four (4) hours.

A record of the bargaining unit member’s cumulative days shall be included in the member’s check each
pay period.

A maximum of five (5) days, prorated, per year of sick leave shall be allowed in case of emergency in the
immediate family, For purposes of this section, immediate family is defined as spouse, parents, siblings,
children, and any other person residing in the member’s household. Emergency is defined as an unforeseen
combination of circumstances which calls for immediate action. Once these five (5) emergency days are
used, employees are required to use remaining personal days. If more days are required, the Superintendent
may allow more days at his/her discretion. These days will be deducted from sick leave. The
Superintendent’s decision shall be final.

In the event that a bargaining unit member shall be absent from work because of mumps, pinkeye, impetigo,
scarlet fever, measles, chicken pox or head lice which have been verified by the school nurse or physician,
the resulting absences shall be paid, not chargeable to sick leave. The non-chargeable time shall be limited
to the contagidus or quarantine period as determined by the employee’s physician.

At the beginning of the school year each new bargaining unit member shall contribute an amount not to

exceed three (3) days, prorated, of the foregoing sick leave allowance to a common bank, which will catry a
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maximum of days equal to the number of employees multiplied by seven (7) and which will be
administered by a committee of three (3) persons. The Union and the Board shall name a representative to
the committee and the remaining one will be mutually agreed upon by the Union and the Board.
Employees who have exhausted their accumulated personal sick leave, personal days, vacation days, and
comp time due to a critical illness or emergency in the immediate family may petition this committee for
additional sick leave days from the bank provided there are sufficient days remaining in the bank. This
petition must be supported by a statement of a physician as to the reason for not being able to work.
Following the exhaustion of all leave time, the bargaining unit member must use two (2) days of unpaid
leave time before qualifying for the sick leave bank. In no case will an employee be paid personal sick leave
for more than one-hundred twenty (120) days within five (5) consecutive school years, no more than 60
days in a school year, and no more than three (3) requests in a five (5) year period. During the time the
employee is drawing from the bank the person shall be considered on sick leave and all benefits allowed
herein shall be in force. The bank will be replenished with one (1) day, prorated, from each employee when
the mymber of days remaining in the bank equals the number of employees in the joint units of the Union.
An employee will receive from the Board of Education his/her regular pay provided he/she is eligible and is
receiving Worker’s Compensation benefits,
Any such employee may choose to award his/her Worker's Compensation check to the Board of Education.
Upon doing so the Board of Education shall deduct from his sick leave accrual the sufficient number of
days to cover the actual additional cost to the Board, or the difference between the Worker’s Compensation
payment and the amount of his‘her weekly salary.
The above-mentioned difference between Worker's Compensation and the employee’s regular weekly pay
shall continue only so long as the employee has sick leave credits. When the sick leave credits are
exhausted, employees shall receive only hisfher Worker’s Compensation benefits.
An employee on Worker’s Compensation who cannot perform his/her duties may be assigned his/her
normal work hours providing he/she is physically capable of performing other work. Reassignment shall be
to a position he/she is qualified for. A vacancy resulting from the Board’s compliance with this position
shall be posted and shall be filled within the bargaining unit in accordance with Article 8 of this Agreement.
Where no vacancy exists, the employer may involuntarily transfer employees in accordance with Article 6,
Section L
Sick leave will not accrue while an individual employee is on Worker’s Compensation Leave, sick bank
leave, or long-term disability ieave.
Personal Leave:
1. Two (2} days annually, deductible from sick leave, for personal business, except that the number
allowed on any given day cannot exceed ten percent (10%) plus one (1) of the total employees in a
classification. Leave will be granted in order of request. Use of personal days shall be preceded by at

least twenty-four (24) hour notice. Except in case of emergency, once a personal day is requested, it
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cannot be canceled unless notice is given by the close of office hours the day prior to the scheduled
leave. Custodians shall not use personal leave during the two (2) weeks before the start of school, and
no employee shall take a personal leave day during the first two (2) weeks when school is in session.
Exceptions may be granted at the discretion of the Superintendent. ‘
2. Employee personal days will be paid at the employee status classification rate.
3. Personal leave days may accumulate up to five (5).
4, Those individuals not using or accumulating personal leave days will be paid $35 a day. Individuals
will inform the Superintendent at the end of the school year that they wish to be paid.
5. Members who have more than 180 sick days accumulated will receive one (1) extra personal day.
An employee shall be allowed for a death in the immediate family up to three (3) working days as
bereavement days per death. None of the bereavement leave days shall be deducted from sick leave, The
immediate family is defined as spouse, significant other, mother, father, brother, sister, son, daughter, mother-
in-law, father-in-law, son-in-law, daughter-in-law, grandparent-in-law, grandparents and grandchildren.
Bereavement leave will also be allowed for sister-in-law, brother-in-law, niece, nephew, aunt or uncle. In the
event the employee is responsible for the arrangements for the emergency caused by the death, or unusual
circumstances delaying the funeral, or in case of distant travel, the Superintendent may allow one (1} or two
(2) additional days.
An employee who is asked to serve as pall bearer shall be allowed to use emergency leave or his/her personal
day.
Subpoena and Jury Duty:
An employee will be excused with full salary when serving as a subpoenaed witness.
Any employee who serves on jury duty will be paid the difference between histher pay for jury duty and
his/her regular pay. In case of emergency, the employer may enter a formal request to the court to have the

employee excused.
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ARTICLE 16

UNPAID LEAVE
Following one year of employment, a bargaining unit member may request, and upon approval of the Board,
may be granted a leave of absence without pay for a period of time not to exceed one (1) year. Extension of
the leave may be granted if requested in writing thirty (30) days prior to the expiration of the leave, Two (2)
weeks prior notice shall be provided when possible.
Maternity leave will be granted upon written request by the employee and supported by a statement by the
employee’s physician, The employee will notify the Board at their carliest opportunity.
The employee may elect the option of using accumulated sick leave and/or vacation credit upon
commencement of the maternity leave (the balance of time on leave shall be without pay).
- Leaves will be for a maximum of one year from the start of the approved leave. Vacation rights shall not be
lost for leaves of six (6) months or less.
Upon return from any approved leave the bargaining unit member shall be assigned to the same position
he/she held prior to the leave. In the event the position has been eliminated, the bumping procedure in Article
10 shall be followed.
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ARTICLE 17

VACATION
Employees working at least 1,785 permanently scheduled annual hours shall be eligible for paid vacation per
Section D below. Employees who had previously carned vacation on the 225-day requirement from prior
contracts shall have their vacation time grandfathered and frozen at the number of days earned during the
1993-94 contract year.
Employees may use vacation during the school year providing it does not drastically interfere with the
necessary operation of the school district. These vacations must be arranged in advance with the
Superintendent during the regular school year.
Vacations will be granted at such times during the summer recess of the school year as are suitable,
considering both the wishes of employees and efficient operation of the District. Custodians, however, will
work as one group from the end of school through the end of June, and from the first of August until the start
of school. This will be under the direction of the superintendent. Therefore, summer vacations will normally
be taken during the month of July. Vacations during other times during the summer months will be made at
the discretion of the superintendent with good reason. The superintendent’s decision shall be final.

Vacation pay will be paid at the employee status classification rate.

Years of Service Vacation Days
1-4 10
5-14 1 day a year
17 1 additional day
22 1 additional day

22 days maximum

Effective July 1, 1990, years of service shall equal seniority for this section (D). The eligibility year shall run
from July 1 through June 30, inclusive. Employees hired after July 1 shall earn a proportionate pro-rata
number of days during their first parfial year of employment. During in session days, pay shall be at the
employee’s base rate including longevity. During non-session days, pay shall be at the employee’s base rate
including longevity times the number of hours being worked.

When a legal holiday is observed by the Employer during a scheduled vacation, the vacation will be extended
one day continuous with the vacation.

If an employee becomes ill and is under the care of a duly licensed physician during his‘her vacation, said day
shall be considered as paid sick leave and shall not be charged against the employee’s earned vacation time. If
the above-mentioned incapacity continues through the year the employee shall receive payment in lieu of
vacation.

Vacation days may accumulate from year to year up to four (4) weeks accumulation. However, days may not
be waived in lieu of pay except as provided in Section F above or in the event the employee’s written request
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for vacation has been denied. An employee whose written vacation request has been denied shall have the
option of carrying said days over to the next year or to be paid for said days at his/her regular rate.

If any employee is laid off or retired, he/she will receive pay for unused vacation up to one year’s
accumulation. A recalled employee who received credit at the time of layoff for the current calendar year will
have such credit deducted from his/her vacation the following year,

Except under extenuating circumstances as determined by the Superintendent, employees qualifying for
vacation may not take unpaid leave unless they qualify under Article 16.

Vacation will not accrue while an individual employee is on Worker’s Compensation Leave.
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ARTICLE 18
HOLIDAYS
A.  Employees shall be eligible for the following paid holidays:

Independence Day Christmas Day
Labor Day New Years Eve Day
Thanksgiving Day New Years Day
MLK Day
Day following Thanksgiving Day Good Friday
Christmas Eve Day Faster Monday
' Memorial Day

and one (1) day to be arranged, providing the holiday falls within the regular period of employment. One (1)
more additional float day may be granted under the following conditions: No more than two (2) bargaining
unit members may take the same float day. If more than two (2) members apply for the same float day, those
with higher seniority will be given first preference. No substitutes are required.

B.  Should a holiday fall on a school session day, Saturday, or Sunday, a day off will be given before or after a
holiday which is mutually agreeable to both parties, but it may not be taken on a school day.

C.  Make-up or alternate holidays shall be determined by a representative committee consisting of non-teaching
school employees and the Superintendent.

D. Twelve-month employees warking during the summer will get pay for July 4 if they work the day before and
the day after said holiday. Temporary employees hired for summer work are not eligible for holiday pay for
the July 4 holiday.
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ARTICLE 19
BARGAINING UNIT MEMBER SELF-IMPROVEMENT
The parties support the principal of continuing education for bargaining unit members and participation in
their professional organizations.
Any bargaining unit member who is asked by the Board to complete a course of study related to his/her
responsibilities at an accredited college, university or other institution, shall receive full reimbursement from

the Board for tuition, books, supplies, meals, lodging and transportation expense,
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ARTICLE 20
MISCELLANEOUS

Nothing contained within this Agreement shall be construed to deny or restrict o any bargaining unit member

rights he/she may have under applicable laws and regulations.

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 final judgment or decree an appeal has been taken within the time

provided for doing so, such provision shall be void and inoperative; however, all other provisions of this

Agreement shall continne in effect.

Copies of this Agreement shall be printed at the expense of the Board within thirty (30) days after it is signed

and shall be presented to all bargaining unit members now employed, or hereafter employed by the Board.

The Union shall be provided with twenty (20) copies at no charge.

A Safety Comumittee of employees and the Employer representatives is hereby established. This committee

will include the Union Executive Committee and shall meet at such time as problems appear at a time and

place mutually agreeable to the commiittee, for the purpose of making recommendations to the Employer.

There will be no staff reductions during the term of this agreement except by normal attrition. Normal

attrition is to be defined as an employee resignation, refirement, death, or termination for just cause,

Exceptions shall be limited to the following; '

1. Positions determined by student IEP’s: The District shall have the right to reduce any position as
determined by a student IEP once the student either no longer needs an aide or the student should leave
the District.

2. Decrease in student enrollment: The District shall have the right to eliminate one (1) position for
every drop of eighty (80) students in District enrollment. Using as a baseline the General Ed Enrollment
from September 2007 of 984.61, if a state count during the month of February shows a General Ed K-
12 decline of eighty (80) students, the District may lay off one (1) employee as of the last school day of
the school year. If a state count during the month of September shows a General Ed K-12 decline of
eighty (80) students, the District may lay off one (1) employee as of the last school day of the first
semester. If the District declines fo lay off a member after a drop of eighty (80) students, the District
forfeits this layoff right until another decline of eighty (80} students.

3. School Closing: Staff may be reduced in an appropriate manner due to the occurrence of a building
closure.

In the case of an employee resignation, retirement, death, or termination for just cause, the Board may elect

not to make an immediate decision on a reduction or continuation of the position. By the end of the school

fiscal year in which the opening occurs, the parties shall meet and discuss whether or not to utilize the hours,
and if so, how to utilize the hours in the best interests of the School District and the Support Staff. The

decision to reduce or continue the hours will remain within the discretion of the Disttict.
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This Agreement shall supersede any rules, regulations or practices of the Board which shall be contrary or
inconsistent with its terms. It likewise incorporates or supersedes all letters of agreement between the parties.
The provisions of this Agreement shall be incorporated into and be considered part of the established policies
of the Board.

Support personnel who receive business calls through personal cell phones shall be reimbursed $15 per month
for the cell phone. This shall be limited to employees filling the position of Grounds, Head Custodian,
Transportation Director and Transportation Seeretary. Payments shall cease upon acceptance of a school
district cell phone or upon the employee leaving the position,

The parties recognize the need to address ongoing language concerns relative to the collective bargaining
agreement. The parties agree to form an ongoing contract committee consisting of the bargaining committees
from the respective groups. The ongoing contract committee shall meet to address language issues in the
contract, as needed. As language is agreed upon, it shall be moved through the established approval channels

and adopted into the current collective bargaining agreement as they are ratified by each party.
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H.

ARTICLE 21

INSURANCE
The Board shall provide to cach full-time, full year and full-time, school year employee and his/her eligible
dependents MESSA health insurance for a full twelve (12) months, Health insurance benefits shall be
prorated for part-time employees. The specific MESSA Medical Plans available to eligible employees are
determined by the Coalition Team of the Upper Peninsula Area Purchasing Agreement (UPAPA), Plans will

be decided by the Coalition Team each September (after the initial year) for implementation on the following

~ January 1. Should the district no longer participate in the UPAPA, or if the UPAPA no longer exists, the

existing MESSA plans will be in place until other plans are negotiated, Dental, vision, life, and long-term
disability benefits are still subject to this collective bargaining and are listed elsewhere in this contract.
Employees shall have the option of not electing health insurance coverage and may instead apply $100 per
month beginning June 1, 2007 towards the purchase of MESSA and/or MEAFS fixed and variable option
programs. Any amount beyond the Board subsidy shall be subject to payroll deduction.

Employees whose hours are increased through substituting for another employee shall, after thirty (30)
consecutive calendar days, have his/her insurance coverages adjusted to reflect the additional hours, Such
adjustment shall be retroactive to the first day worked.

The Board shall providle MESSA Delta Dental Plan (100/90/90/90) yearly maximum of $2,500 and
orthodontic rider ($2,500 lifetime maximum) to the employee and his/her eligible dependents as determined
by MESSA.

The Board shall provide MESSA Vision Service Plan 3 for each employee and his/her eligible dependents as
determined by MESSA.

The Board may, at its option, decide annually whether or not to offer the above coverages in the form of a
MESSA PAK.

The medical benefits provided herein shall be prorated for part-time employees. Effective with the ratification
of this agreement, employees must work a minimum of twenty (20) hours per week during the school year to
be eligible for prorated medical benefits. Non-medical benefits (Dental, Vision, Life Insurance, and AD&I)
shall be 100% paid by the district for employees working twenty (20) hours or more per week.

The Board shall adopt a Section 125 Cafeteria Plan in accordance with IRS requirements. The Board shall be
responsible for administering the plan. The plan shall minimally include a benefit selection option to be filled
out by all bargaining unit members on an annual basis. For those bargaining umit members opting to
participate in the plan, the district shall offer a salary reduction plan to maintain a tax-deferred status.

The District shall implement insurance copayments pursuant to PA 152 of 2011 and shall adopt the 80/20
option for premiums for the life of this contract. The District shall cover eighty percent (80%) of the
deductible costs for the ABC plans beginning on January 1, 2023. Beginning with the first pay period in
January, the district shall contribute the full deductible for the selected ABC plan into the employee’s Health
Savings Account {(HSA). Employees may contribute additional amounts through payroll deduction. In total,
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the district shall not provide more than eighty percent (80%) of the combined premium and deductible

amounts.
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ARTICLE 22
EARLY RETIREMENT
Due to Staff Reduction:
In the event that a reduction in staff becomes necessary, and in the interest of maintaining gainful
employment of Association members, the Board will take the responsibility of approaching the most senior
employee in the affected unit with the following:
1. For those not eligible for Michigan Public School Employees Retirement, the Board will provide fully
paid school-sponsored hospitalization insurance for the employee (single coverage) for a total of twelve
{12) months afler retirement.
2. For those employees eligible for Michigan Public School Employees Retirement, the Board will
provide $2,000 per year for four (4) years to the retiree.
Retirement Allowance:
An employee who has served the Ironwood Area School District for a minimum of ten (10) years shall
receive upon termination of his/her services with the District $82.50 per day for 2018-2019, based on a day as
defined for a full-time school year employee, for one-half (%) of his/her accumulated sick days not to exceed .
$7.425 for 2018-2019. In the event of death of the employee such sums shall be paid to his/her beneficiary.
Employees leaving the school system under A or B above will be able to participate in school-sponsored

group programs at the retiree’s own cost where allowable until age seventy (70).
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time steps are granted.

ARTICLE 23

COMPENSATION

Employees serving full time in more than one classification will advance a full step in each classification for each

Master Support Staff Salary Schedule - All Classifications

2025-26 - per hour increase + steps

Step | Secretary | Para Library/ Head Maint Custodian | Bus Driver | Cook Server lI-
MTSS Para | Maint- Dishwasher
Mechanlc
Step | $0.35 $0.35 | $0.40 $0.45 $0.40 $0.30 $0.40 $035 | $0.35
Size
Base | $16.35 $16.256 | $17.00 $17.85 $17.65 $16.25 $17.00 $16.75 | $15.50
1 $16.70 $16.60 | $17.40 $18.30 $18.05 | $16.55 $17.40 $16.10 | $15.85
2 $17.05 $16.95 | $17.80 $18.75 $18.45 | $16.85 $17.80 $16.45 | $16.20
3 $17.40 $17.30 | $18.20 $19.20 $18.85 | $17.15 $18.20 $16.80 | $16.55
4 $17.75 $17,65 | $18.60 $19.65 $19.25 |$1745 $18.60 $17.15 | $16.90
5 $18.10 $18.00 | $19.00 $20.10 $19.65 |$17.75 $19.00 $17.50 | $17.25
8 $18.45 $18.35 | $19.40 $20.55 $20.05 | $18.05 $19.40 $17.85 | $17.60
7 $18.80 $18.70 | $19.80 $21.00 $2045 | $18.35 $19.80 $18.20 | $17.95
8 $19.15 $19.06 |$20.20 $21.45 $20.85 | $18.65 $20,20 $18.55 | $18.30
9 $19.50 $19.40 | $20.60 $21.90 $21.25 | $18.95 $20.60 $18.90 | $18.65
10 | $19.85 $19.75 | $21.00 $22.35 $21.656 | $19.25 $21.00 $19.25 |$19.00
11 $20.20 $20.10 | $21.40 $22.80 $22.056 | $19.55 $21.40 $19.80 |$19.35
12 | $20.55 $20.45 | $21.80 $23.25 $22.45 | $19.85 $21.80 $10.95 | $19.70
13 | $20.90 $20.80 | $22.20 $23,70 - | $22.85 | $20.15 $22.20 $20.30 | $20.05
14 | $21.25 $21.15 | $22.60 $24.15 $23.25 | $2045 $22.60 $20.65 | $20.40
15 $21.60 $21.50 | $23.00 $24.60 $23.65 $20.75 $23.00 $21.00 | $20.75
{$1.00)
20 | s22.60 $22.50 | $24.00 $25.60 $24.65 $21.75 $24.00 $22,00 | $21.75
{$1.00)
25 | $23.60 $23.50 | $25.00 $26.60 $25.65 | $22.75 $25.00 $23.00 | $22.75

($1.00)

39




300 [$24.60 $24.50 [ $26.00 $27.60 $26.65 | $23.75 $26.00 $24.00 [$23.75
Master Support Staff Salary Schedule - All Classifications (cont’d)
2026-27 - per hour increase + steps
Step | Secretary | Para Library/ Head Maint Custodian Bus Driver | Cook Server I~
MTSS Para | Maint- Dishwasher
Mechanic
Step | $0.20 $0.20 | $0.20 $0.20 $0.20 $0.20 $0.20 $0.20 | $0.20
Size
Base | $16.55 $16.45 | $17.20 $18.05 $17.85 | $16.45 $17.20 $15.95 | $15.70
1 $16.90 $16.80 | $17.60 $18.50 $18.25 | $16.75 $17.60 $16.30 | $16.05
2 $17.25 $17.15 | $18.00 $18.95 $18.65 | $17.05 $18.00 $16.65 | $16.40
3 $17.80 $17.50 | $18.40 $19.40 $19.05 | $17.35 $18.40 $17.00 | $16.75
4 $17.95 $17.85 | $18.80 $19.85 $19.45 | $17.65 $18.80 $17.35 | $17.10
5 $18.30 $18.20 | $19.20 $20.30 $19.85 | $17.95 $19.20 $tr.70 | $17.45
6 $18.65 $18.55 | $19.60 $20.75 $20.25 | $18.25 $19.60 $18.05 | $17.80
7 $19.00 $18.90 | $20.00 $21.20 $20.65 | $18.55 $20.00 $18.40 | $18.15
8 $19.35 $19.25 | $20.40 $21.65 $21.05 | $18.85 $20.40 $18.75 | $18.50
9 $19.70 $19.60 { $20.80 $22.10 $21.45 | $19.15 $20.80 $19.10 | $18.85
10 | $20.05 $10.95 |$21.20 $22.55 $21.85 | $19.45 $21.20 $19.45 | $19.20
11 $20.40 $20.30 [ $21.60 $23.00 $22.25 | $19.75 $21.60 $19.80 | $19.55
12 | $20.75 $20.65 | $22.00 $23.45 $22.65 | $20.05 $22.00 $20.15 | $19.90
13 | $21.10 $21.00 | $2240 $23.90 $23.05 | $20.35 $22.40 $20.50 | $20.25
14 | %2145 $21.35 | $22.80 $24.35 $2345 | $20.65 $22.80 $20.85 | $20.60
15 | $21.80 $21.70 | $23.20 $24.80  [$23.85 | $20.95 $23.20 $21.20 | $20.95
($1.00) '
20 $22.80 $22.70 | $24.20 $25.80 $24.85 | $21.95 $24.20 $2220 | $21.95
($1.00)
25 | $23.80 $23.70 | $25.20 $26.80 $25.85 | $22.95 $25.20 $23.20 | $22.95
{$1.00)
30 | $24.80 $24.70 | $26.20 $27.80 $26.85 | $23.95 $26.20 $24.20 | $23.95
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ARTICLE 24
COMPENSATION
A. Support Staff - All Classifications
1. Employees shall progress on the salary schedule on July 1 of each year, Progress will be
based on annual FTE accrual and will be applied each year on July 1.
2. Transpertation Supervisor and Custodial/Maintenance Work Coordinator positions are

strictly for the purpose of coordinating services within the classifications. Neither
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position can manage the workforce, have the ability to hire, fire, promote, evaluate, or

reprimand another employee covered under the collective bargaining agreement,

B. Transportation Personnel:

1. Hourly Rate for Out-of~Town Trips

a.
b.

Hourly rate shall be base Custodial-Driver rate or regular hourly rate, whichever is higher.
Hourly wages for out-of-town trips will be determined from one-half {12} hour before the
departure time from the pick-up site until one-half (1/2) hour after arrival at the lodging site
of the driver on the first day.

Overnight trips will be paid at a minimuom of eight (8} hours per day. with the
understanding that the district is not paying extra for non-driving time on those days.

For trips longer than two (2) days in duration, the procedure described in section ii. of this
article shall be used for the first day, and the procedure described in section iii. of this
article shall be used on the last day of the trip. For every other non-session day of the trip,
the driver shall receive a minimum of eight (8) hours layover time paid at the current
minimum wage rate, ot the regular hourly rate for any driving done on these days as
described in section iii. of this article, whichever is greater. Layover time requires that the
driver is completely relieved from duty; the period is long enough to enable the driver to
use the time effectively for his or her own purposes; the driver is told in advance that he or
she may leave the job; and the driver is advised of the time that he or she is required to

return.

2. Meals and lodging will be paid by the school district for certain out-of-district trips. These trips would

include things like athletic trips, field trips, band/choir trips to locations more than 70 miles away from

Ironwood. The district may also reimburse the driver for meals for trips less than 70 miles if the person

in charge of the team or group has the bus stop to eat. In order to receive reimbursement, drivers shall

provide the District with a receipt, Limits for allowance for meals shall be as follows:

a. Breakfast - $10.00
b. Lunch - $15.00
c. Dinner - $20.00

(note: Tips are reimbursed to a maximum of 20% of above amount.)

The district will not reimburse drivers for meals for trips to places like Bessemer, Walcefield, and

Hurley. The district will also not reimburse the driver for purchases made before their trip begins

or after they return passengers to the school.

3. Drivers shall receive their regular hourly rate while attending driver education sessions and tests.

This rate will be paid for the actual test or instruction time.
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The District shall pay the cost for renewal of Michigan Chauffeur’s Licenses for each driver during
the term of this Agreement.

Transportation personnel will have one (1) road test paid for by the District. Any other road tests
will be the driver’s responsibility.

Transportation personnel will have one annual DOT physical paid for by the District. Fees
associated with random drug testing are paid by the District.

Transportation personnel will receive one (1) insulated jacket during the length of this contract paid
for by the District.

Transportation Supervisor (previously Head Bus Driver) - Appointment to this position would be
made from bus drivers employed under the union contract with the district. Compensation shall be
at a rate of $125 per week for 45 weeks. Costs for Transporfation Supervisor Certification through
MDE will be covered by the District.

C. Secretarial/Paraprofessionals;

1.

Job classifications for the purpose of determining satary shall be as follows:
a. Secretary
b. Paraprofessional:

i. Educational Paraprofessional

ii. Library/MTSS Paraprofessional
Paraprofessionals who take a class or are solely responsible for the supervision of
students in the absence of a certified teacher shall receive an additional $3.00 per hour payable to
the nearest quarter hour. The employee must qualify for and the District must apply for a valid
substitute permit for any paraprofessional who serves as a substitute in the absence of a certified
teacher.
The substitute teacher coordinator shall be compensated $125 per week for 36 weeks. Two (2)
substitute, substitute teacher coordinator positions shall be posted and filled on the basis of
seniority. Substitute, substitute teacher coordinators shall be paid at the forty-dollar ($55) per week
rate when doing the work.
The Transportation Secretary shall be compensaied $125 per week for a minimum of 40 weeks
(maximum of 45 weeks). The Superintendent wilt work with the Transportation Secretary regarding

the number of weeks worked.

D, Custodial/Maintenance:

L.

Custadial employees assigned to work a second or third shift, or split shift, shall be

compensated an additional fifteen (15) cents per hour above the employee’s base rate.
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2. Custodial/Maintenance Work Coordinator -~ Appointment to this position would be made from the
custodial/maintenance staff employed under the union contract with the District. Compensation
shall be at a rate of $110 per week for 52 weeks,

3. No Employee shall be displaced of regular work for rejecting or accepting the extra
duties of Transportation Supervisor or Custodial/Maintenance Work Coordinator.

4, The association will have the ability to assign one member to a 3-person hiring
committee for these positions. The Association will have the ability to assign two
members to a 5-person hiring committee for these positions,

E. Food Service:
1. ‘A Food Service employee who is substituting for the Supervisor will be paid an

additional $25.00 per day based on the Supetvisor’s regular workday.
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ARTICLE 25

COMPENSATION/GENERAL
In the event that a school vehicle is not available for transportation purposes and an employee must use
his/her personal vehicle on school business, the employee shall be reimbursed at the IRS rate.
Tempeorary Summer Positions working in the custodial/maintenance area during summers shall be
compensated at the Custodian base rate,
School year employees will be paid in accordance with wage and hour regulations related to hourly
employees, as indicated in the Fair Labor Standards Act, and any other applicable State or Federal law.
Payment will be made based on the number of hours worked, wages for specified hours, and as provided in
this collective bargaining agreement. Any employee deductions for school year employees shall be divided
equally during the school year payrolls, but coverage will carry on through the summer.
Any employee working a second or third shift shall be compensated an additional fifteen (15) cents per hour

above the employee’s base rate.
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ARTICLE 26
PUBLIC SCHOOL ACADEMIES

The District will provide notice to the Association of any formal inquiry regarding a public-school academy
application made to the District, or an application to an ISD, Community College, or public university of
which it has knowledge.

The District agrees to furnish the Association with a copy of any application seeking authorization of a
public-school academy and all required information concerning the application to authorize a public-school
academy.
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ARTICLE 27
MEMBER EVALUATION

Timely and Objective Evaluation

The parties agree that the timely and objective evaluation of the work performance of Bargaining Unit
Members is a valuable and necessary activity for both Employer and Bargaining Unit Member. Its purpose
is to aid the Bargaining Unit Member in maintaining and improving job performance and provides a
performance history in the official records. Evaluations shall be conducted fairly and in a non-
discriminatory manner, using objective data to support any claims that result in a reduced rating,
Evaluations shall be based on direct observations of the Bargaining Unit Member in performance of
regularly assigned duties. In the event the Bargaining Unit Member’s evaluation is determined to be
unsatisfactory in any given area, the evaluation shall include specific recommendations on how to correct
the deficiency, with a specific time frame to enable the Bargaining Unit Member adequate time to correct
said deficiency and shall indicate the assistance to be provided by the administration to help correct the
problem. The suspected abuse of any rights conferred by this Agreement shall be brought to the attention of
the Bargaining Unit Member in a timely manner prior to its inclusion in the evaluation process. The
performance of each Bargaining Unit Member shall be evaluated in writing in accordance with the
provisions of this article and shall be placed in the Bargaining Unit Member's personnel file within two
weelks after the completion of the interview.

Timing of Evaluations

Probationary Bargaining Unit Members shall be provided with an informal evaluation and a written
summary of same at the midpoint of the probationary period and shall be evaluated on or before the
expiration of their probationary period, Thereafter, evaluations shall be conducted as follows:

a. For school year employees, employees are to complete their self-assessment form (Appendix A —
Performance Evaluation) and submit it to their supervisor by April 1*. Supervisors shall complete
evaluations by the last day of scheduled instruction.

b, For year-round employees, self-assessments (Appendix A — Performance Evaluation) shall be
completed by May 1*. Supervisors shall complete final evaluations by June 307,

Once an annnal evaluation or an interim evaluation is completed, circumstances which were known to the
evaluator prior to that time, and which are not covered in that evaluation, shall not be included in any later
annual evaluation or interim evaluation,

Evaluation Discussion

Performance evaluations must be discussed thoroughly with each Bargaining Unit Member before they are
to be included in the Bargaining Unit Membet's personnel file and shall bear both the signature of the
immediate supervisor and the Bargaining Unit Member, A Bargaining Unit Member’s signature on his‘her
evaluation will not necessarily constitute his/her approval but is merely an indication that he/she is
completely familiar with the evaluation. If the Bargaining Unit Member disagrees with the evaluation,
he/she may offer written comments which shall be placed in the file with the evaluation.
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In subsequent evaluations, failure to comment on a previously identified deficiency shall indicate that the
deficiency was corrected. An appeal procedure of the evaluation shall be available to all members through
the Superintendent to whom the member’s supervisor reports.

Evaluator

L.

4,

The evaluator shall be the immediate supervisor. No evaluation material shall be gathered from or
by other bargaining unit members,

In the event a member's daily workload is given by more than one staff member, the Superintendent
shall notify the member in writing as to which staff member is to be designated as the supervisor
and evaluator.

It is understood that other administrators or teachers providing daily workload or supervision, shall
have input into the evaluation.

In cases where the evaluator is a teacher, the teacher’s evaluation of the Bargaining Unit Member
shall be reviewed by the evaluator’s administrative supervisor in advance of the evaluation being
finalized.

The name of the evaluator shall be provided to each member in writing upon hiring or as otherwise
necessary.

Each member shall receive appropriate forms from the evaluator.

Interim Evaluations

L.

Interim evaluations may be conducted at any time upon request of either the member or evaluator
for the purpose of communicating and aiding the member in further maintaining or improving job
performance. It is understood that an interim evaluation shall not be used to lengthen timelines
outlined in Section 30.2.

The member shall have not less than one (1) month nor more than six (6) months in which to meet
the required goals and objectives stated in the interim evaluation. If the member meets the required
goals and objectives of the intetim evaluation, the evaluation shall be removed from the personnel
file.

Performance Evaluation Form

L.

The written performance evaluation form is attached to this agreement as Appendix A.

Employee Discussion Worksheel (Appendix B)

L.

This worksheet is voluntary and may be used by the member for a discussion with his/her evaluator.
It shall not be inctuded in the Bargaining Unit Member's personnel file unless requested by the
Bargaining Unit Member. The questions are intended to help the member think objectively about
the job. The discussion should not be limited to the questions listed. It is not necessary to cover an
item if it seems inappropriate.

The completed worksheet may be retained for the member's personal use only, or if so chosen,
returned to the evaluator a fow working days prior to the discussion.
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3. A sincere constructive discussion between the member and the evaluator should be of value to
everyone. Consideration should be given to provide privacy and to insure adequate uninterrupted
time to conduct an effective evaluation.

Personnel Record

I, Bargaining Unit Members shall have access to their official personnel files and may review all
materials therein except letters of recommendation preceding their employment. Bargaining Unit
Members shall receive copies of any disciplinary materials placed in their official personnel files
and shall be afforded an opportunity to provide a written response for inciusion in the file.

2. If a Bargaining Unit Member disagrees with the facts as presented in a document being placed in
the personnel file, the insertion of that document in the file is subject to the gricvance procedure.

3. All materials regarding disciplinary action shall be retained in a Bargaining Unit Member's
personnel file for a maximum of two (2) years from the last corrective and/or disciplinary action of
a reasonably related nature.

4. Beginning upon ratification, each file shall contain a record indicating who has reviewed it, the date
reviewed and the reason for such review.

Electronic Monitoring

There will be no electronic monitoring of employee petformance without the Employee’s knowledge.
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ARTICLE 28

DURATION
"This Agreement shall be in effect from Tuly [, 2025, through June 30, 2027, Negotiations between the parties shall
begin sixty (60) days prior to the contract expiration date. If, putsuant to such negotiations, an agreement on the

renewal or modifications is not reached ptiot to the expiration date, this agreement shall expire at such expiration
date unless it is extended by mutoal agreement of the patties.

FOR THE IRONWQOD AREA SCHOOLS FOR THE IRONWOCD EDUCATION
BOARD OF EDUCATION: SUPPORT PERSONNEL ASSOCIATION:

Date:_Laf 28 [2025° Deter_Lp |22 | 208
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APPENDIX A

PERFORMANCE EVALUATION

__Ammal ___ Interim
Employee Date
Present Position Held
Length of time in present position Length of time employed

Performance Characteristics — for each characteristic, circle the appropriate rating code and comment
where appropriate.

Rating Codes 1. Unsatisfactory
2. Needs Improvement
3. Satisfactory
4,  Very Good

. Outstanding
NA. Not Applicable

Job Knowledge Circle One
Demonstrates knowledge and skills to properly do the job 12345NA
Comments: :

Quality of Work
Exhibits accuracy, high quality and thoroughness 12345NA
Comments:

Productivity
Maintains output consistent with the expectations of the position 12345 NA
Cominents:
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Time Management/Planning
Demonstrates ability to meet deadlines and set priorities

Comments:

12345 NA

Responsibility

Carries out assignments in a prompt and consistent manner
Comments:

12345 NA

Initiative

Acts independently; is able to anticipate what
needs to be done

Comments:

12345NA

Attendance

Maintains a regular and punctual work schedule,
excluding approved leaves

Comments

12345NA

Verbal Communications
Exhibits ability to communicate effectively
Comments:

12345NA

Written Communications

Exhibits ability to write communications which
are clear, concise and complete

Comments:

12345NA

Ability to Work with Others

Maintains a helpful, positive and knowledgeable
attitude

Comments:

12345NA

Comments: (o be used by the evaluator if there is a need to make any other comments not covered by the

above)
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Specific Objectives:

If needed, list the program for assisting the Employee in achieving the potential improvements and the
timetable including follow-up:

This performance appraisal has been completed, and I have reviewed this completed form with my evaluator.

*Signature - IESP Member Date

Signature - Administrator Date

This completed form is to be forwarded to the Superintendent within two weeks after the
interview for inclusion in the personnel file.

*Signature does not necessarily indicate agreement or disagreement
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APPENDIX B

EMPLOYEE DISCUSSION WORKSHEET

The worksheet is designed to help you prepare for a performance discussion with your evaluator.
These questions are intended to help you think objectively about your job. Do not feel limited in
your discussion to the questions listed. On the other hand, do not feel that an item must be covered
if it seems inappropriate.

If you so choose, a copy of your completed worksheet may be returned to your evaluator a few days
prior to the discussion.

A sincere constructive discussion between you and your evaluator would be of value to you, your
evaluator and the organization,

1. Describe Your Job: What are you expected to accomplish, what results are you expected to
produce?
2. (a) What part of your present job interests you most?

(b} What part of your present job interests you least?

3. Do your work assignments generally make good use of your knowledge and experience?

If not, what changes do you suggest?

4. Is your workload satisfactory? Do you recommend changes?
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Explain:

5. Are there changes you would like to see made in your job content, the organization of your work
group or administrative procedures which would help you improve your performance?

6. What steps have you taken recently to improve your performance and/or to prepare yourself for
foture job opportunities?
7. Are there parts of your assignment in which you feel you need more experience and
training? If so, please indicate;
8. What additional items would you like to discuss?
|
|
|
Completed By: Date:
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