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DURATION OF AGREEMENT 

This Agreement shall continue in effect for a period commencing July 1, 
2015, and ending June 30, 2019. The Agreement may be extended beyond 
its expiration date by mutual agreement of the parties. Either party may 
request such extension in writing, and any agreement for extension shall also 
be in wri ting and signed by the respective parties. 

This Agreement shall not be extended orally. Request for modification or 
changes in this Agreement shall be made at least sixty (60) days prior to the 
expiration date. 

Upon mutual agreement of both parties, this contract may be opened at any 
time for the purpose of suggesting language changes. 

LA KEVIEW BOARD OF EDUCATION AF CME COUNCIL #25. LOCAL 1317 
Lakeview Secretarial/Clerical Union 

By 
~~~~~~~~~~~~ B)~~~~~~~~~~~~~~-
Daniel Dombrowski. President Paul Long, AFSCME Repre entative 

8)~~~~~~~~~~~~~~-
Donald Wheaton Jr .. Secretary Denise Lipsett President 

By~~~~~~~~~~~ By~~~~~~~~~~~~~~-
Timothy Houlihan. Vice-President helly Bowie, Negotiation Team Member 

B)~~~~~~~~~~~~~~-
Karl D. Paulson. Superintendent Christine Templeton. Negotiating Team Member 

Date of Rati ft cation Date of RaLification 

LSCU Contract - ?age 2 



INDEX 

2015-2019 CONTRACT 
Page 

Duration of Agreement .................................................................................................................... 2 

ARTICLE I 

II 

Recognition .................................................................................................. 5 

ecretary Rights .......................................................................................... 5 
Agency Shop .................................................................................... 7 

Consolidation/Annexation ............................................................. 7 

Successor C lause ............................................................................. 7 

III Salal)' - Payroll ............................................................................................ 8 
Payroll Regulations ........................................................................ 8 

IV Paid 'Leave .................................................................................................... 9 
Contagious Disea e ..................................................................... 10 

V Leaves of Absence ..................................................................................... 1 I 
Maternity Leave ............................................................................ I I 
Child Care - Short Term .............................................................. I 1 
Child Rearing - Long Term ......................................................... 11 
Extended Leaves ........................................................................... 1 l 
Extended Illness (Sick Bank) ...................................................... 12 
Leave for Good Cause .................................................................. l 2 

VI Worker's Compensation .......................................................................... 13 

VII Work Policy ............................................................................................... 1-' 
VIII Termination of Employment ................................................................... 15 

IX Lay-Off and Recall .................................................................................... 15 

X Discipline .................................................................................................... l 7 

XI Board Rights .............................................................................................. 18 

XII Retirement. ................................................................................................. 18 

XIII eniority ..................................................................................................... 18 

XIV Vacancies - New Positions - Promotions ................................................. 20 
Trial Period and Evaluation ........................................................ 21 
Tests ................................................................................................ 22 

XV Medical Examination ................................................................................ 22 

XVI Evaluation .................................................................................................. 23 

LSCU Contract - Page 3 



r DEX (cont' d.) 

xvn Union Rights and Meetings ...................................................................... 24 

XVIII In-Service Trainingffuition Reimbursement ........................................ 24 

XIX pecial Conferences .................................................................................. 24 

xx Grievance Procedure ................................................................................ 25 

XXI Vacations .................................................................................................... 27 
Paid Holidays ................................................................................ 28 

XXll Personnel File ............................................................................................. 28 

XXIII Secretaria l Classifications ........................................................................ 29 

SALARY SCHEDULE ......................................................................................................... 44 

CHEDULEA Longevity Pay Plan ................................................................................... 46 
Other Benefits - Health ............................................................................. 46 

Health, Dental, Term Life Insurance, Optical, 
Unused Leave Days ...................................................................... 48 

Disability Insurance .................................................................................. 48 
APPENDIX A Health, Vision, Dental Coverage ............................................................. 49 

APPENDIXB ecretarial/Clerical-AF CME Work Days ............................................ 50 

LETTER OF AGREEMENT 

~Seu Car.tract - Page 4 



ARTICLE I 
RECOGNITION 

1.01 The Lakeview Board of Education (\\hen used hereinafter in this Agreement, shall be 
referred to as the Board) hereby recognizes AFSCME. Counci I No. 25. Local 13 17, 
Lakeview ecretarial/Clerical Union (when used hereinafter in this Agreement, shall be 
referred to at LSCU), as the exclusive bargaining representative, as certified through 
appropriate statutes, for all secretarial and clerical personnel. The term employee, 
when used hereinafter in this Agreement. shall refer to al I secretarial/clerical personnel 
represented by the LSCU in the bargaining or negotiating unit as above defined. 

J.02 The Board \.,. ill not aid. promote. or finance any labor group or organization purporting 
to engage in collective bargaining or make any agreement with any such group or 
organization, which would violate any rights of the LSCU under this contract. 

1.03 Nothing contained herein shall be construed to deny or restrict to any LSCU member 
rights she/he may have under the Michigan General School Laws. The rights granted 
to LSCU members here under shall be deemed to be in addition to those provided 
elsewhere. 

1.0-t Prior to being printed. the Negotiating Board Chairman and the LSCU egotiati ng 
Committee shall proofread and initial the contract. 

The Board Negotiating Committee shall be responsible for copies of the Agreement to 
be printed within fifteen (15) days of ratification by the Board at the expense of the 
Board and presented to all LSCU members now employed or hereafter employed by the 
Board. 

ARTICLE II 
SECRETARY RIGHTS 

2.01 a. Pursuant to Michigan Statutes. the Board hereby agrees that every LSCU member 
in this L CU shall have the ri ght to organize, join, and support the LSCU without 
interference with assigned duties. 

The Board hereby agrees that it shall not, directly or indirectly, discriminate. 
deprive, or otherwise coerce any member of the LSCU in the enjoyment of any 
rights conferred by law, federal, or state. or in regard to wages. hours. or working 
conditions or in the application of the proYisions of this Agreement by reason of 
race, creed. religion. color. national origin. disability. age. gender. marital status. or 
LSCU membership. 

2.02 The Board recognizes the right of its LSCU to make application to the State Labor 
Mediation Board. 

2.03 The L CU and its members shall have the right to use School District fac ilities at all 
reasonable hours. but not to conflict v.ith building use policy. It is necessary to obtain 
prior appro al of the building admini trator. ff meeting on \\Ork time. it shall be with 
prior approval of the Superintendent/Designee of Schools. The LSCU shall have the 
right to use the Board's interschool mail service for communication to its members. 
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ARTICLE II (continued) 

2.0.t The Board shall furnish the L CU '"ith such information. as it is othenvise required b) 
law to provide. The President of the L CU shall receive a letter regarding the hiring of 
new LSCU members and their placement on the salary schedule. 

2.05 Recognizing the education of children is the basic reason for establishment and 
operation of our public school system, the LSCU agrees that no strike, as defined under 
Act 379 of the Michigan Public Acts of 1965, will be voted. condoned. authorized. or 
undertaken by its members within the life of this contract and that any LSCU member 
engaging in a strike. authorized or unauthorized by the LSCU. in the Lakevie"\. School 
District. or in any of its schools, will be subject to dismis al according to statutory 
prov1s1ons. 

2.06 a LSCU members desiring temporary placement for summer employment should 
have their request in writing to the Superintendent/Designee of Schools prior to 
May I indicating the specific days the LSCU member will be available. All unit 
members indicating availability for summer work will be contacted. Responses 
must be made by the end of the working day on which the notification is made. 
Selections ''ill be made starting '"ith the LSCU member 'vvho has the most 
seniority. A copy of the abo\e request and selections shall be sent to the President 
of L C . 

b. It is agreed and understood that first preference will be given to either a ten ( I 0), 
eleven ( 11) or twelve ( 12) month LSCU member, working in the position, who 
wishes to work on summer projects. In the event that the LSCU member \\Orking 
in the position is unable to fill the temporary position, it shall be awarded to the 
most enior LSCU member who applied for summer work as defined in the 
preceding paragraph. 

All other projects requiring temporary· placement of an L C member during the 
regular school year shall be posted in accordance with ARTICLE 14.03 of the 
current LSCU contract. 

It is understood that in an "emergency situation" management need only post for 
two (2) days when temporary· work is for four (4) days or Jess. 

c. Ten (I 0) or eleven ( 11) month L C members ma) recei\'e class rate plus 
vacation rate or may opt to resen e pa) to the end of the year. 

Twelve ( 12) month LSCU members may bid and also have the option of recei\'ing 
vacation pay and classification rate for position, if awarded. 

d. LSCU members working on a Special Assignment in a lower classification shall 
suffer no loss. 

·~LSCU members \VOrking in a higher classification sha ll receive rate of pay for that 
classification. 
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ARTICLE II (continued) 

2.07 [f summer \.\'Ork is scheduled for a ten ( 10) or ele\'en ( 11) month position requiring 
three (3) weeks or more for t\VO (2) con ecuti\'e years that position \\.ill become a full­
time twelve ( 12) month position. 

2.08 Any case or assault upon an LSCU member shall be promptly reported to the Board or 
its designated representative. For any such assau lt which occurs during the 
performance of official duties. and within the scope of official chool Board Policy, the 
Board Attorney \.viii advise the L CU member of her/his rights and obligations with 
respect to such assault. 

Agency Shop 
2.09 The L CU will contact the employee in reference to terms of the Agreement and will 

give the L CU member thirty (30) day' s notice as to provis ions of the contract 
concern ing the Agency Shop. The uperintendent/Designee will send a copy of the 
new employment letter to the LSCU President at the same time a copy is sent to the 
newly hired employee. 

2.10 Any as essment le\'ied by the LSCU in conformance \.\ ith its constitution and bylaws 
shall be considered a part of the L CU dues. Such assessment will be considered due 
by the first \'VOrking day of the next school year. The Board shall have no responsibility 
for the collection of initiation fees. membership (union) dues. special assessments. or 
any other deduction. 

The LSCU agrees the Board is free from liability for the funds col lected as dues. 

The L CU will protect and save harmless the Board from an)' and all claims, demands. 
suits. and other forms of liability for reason of action taken or not taken by the Board. 

2.11 a. The L CU shall be granted up to ten (I 0) days per )ear to release up to a 
maximum of two (2) Executi\'e Board members im olved in outside LSCU legal 
business. 

·~Up to three (3) LSCU members shall be released from their regular duties without 
loss of pay or leave days for the purpose of attending outside LSCU legal business 
provided that their presence is essential to such proceedings. Permission to attend 
wil l not be unreasonably withheld. uch days shall not be deducted from the ten 
(I 0) L CU days listed above. 

CONSOLIDATION/A NEXATION 

[n the event or consolidation o r annexation of the chool District with another 
district, the Board shall maintain the current level or staffi ng and guarantee 
fu lfillment of the terms of this Agreement for its duration to the extent permitted by 
law. 

SUCCESSOR CLAUSE 
This Agreement shall be binding upon the successors and assignees of the parties 
hereto and no provisions. terms o r obligations herein contained shall be effected. 
modified. altered or changed to the detriment of the other partying respect to 
whatsoever by voluntary consolidation. merger. or assignment of either party hereto 
with. 
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ARTICLE Ill 
SALARY - PAYROLL 

3.01 a. The salary schedule is based upon a normal work week. For extra work, the LSCU 
member shall be entitled to appropriate additional compensation at his/her current 
established hourly rate. 

b. The normal work week shall be forty ( 40) hours per week for current LSCU members as 
of the date of ratification. 

One ( I) hour lunches will still be allowed at the LSCU member's option. 

All LSCU members shall work the same calendar established for teachers. unless 
otherwise specified in the LSCU Agreement. The calendar for each school year is 
established through the collective bargaining process with MEA!NEA Local I, Lakeview. 
(See Appendix B) 

c. All overtime work performed in excess of eight (8) hours in a day or over forty ( 40) hours 
per week shall be compensated at one and one-half (1 Yi ) times the individual hourly rate 
except Sundays or legal holidays, which shall be double time. All overtime must have 
prior approval of the immediate supervisor and the Superintendent/Designee. 

d. Coverage of duties in the absence of a LSCU member may be perfonned: 

1. by a substitute secretary. 
2. by another LSCU member chosen based on seniority and 

class ification who shall receive overtime pay. 

e. All overtime must be approved by the Superintendent/Designee of Schools. 

f. Whenever possible, LSCU members sha ll receive one (I) days· notice when overtime has 
been scheduled. 

3.02 Those LSCU members hired prior to July l, 1988 will continue to have July I of each year 
as their anniversary date. 

3.03 The salaries of LSCU members covered by this Agreement are set forth after ARTICLE XXIII, 
which is attached to and incorporated in this Agreement. 

Payroll Regulations 
3.04 The wages or salary of the LSCU member sha ll start at the time she/he reports for scheduled 

duty. The wages or salary sha ll be paid bi-weekly on such calendar dates as are establ ished by 
the Board. 

3.05 All payroll deductions or changes in deductions shall be supported by signed LSCU member 
authorization forms. 

e ... 3 ..... 0 .... 6 ___ No deductions from an LSCU member's pay shall be made without her/his advance notice, 
except for withholding tax deductions and social security as required by law. 

e3.07 Termination notices of LSCU members authorized deductions shall be submitted in 
writing at least thirty (30) days in advance of the effective date fo r which deductions 
are to be discontinued. 
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ARTICLE Ill (continued) 

3.08 LSCU members may use payroll deductions for the follo\.\ing: 

a. Hospitali zation Insurance 
b. School Employees Credit Union 
c. Annuities approved by Board 
d. L CU Dues 
e. AF CME Political Action Contributions (P.E.O.P.L.E.} 
f. United Way 
g. Michigan Public School Employees Retirement Ser\'ices (M.P.S.E.R.S.} 

3.09 Any LSCU member requested to do temporary work in a lower pay classification shall 
receive his/her pay. 

3.10 When an L CU member is working in an elementary bui lding with a half (1/2) time 
principal. she/he shall be compensated \.\-ith a pay differential of fi ve dollars ($5.00) per 
hour for the period of time she/he is \\-Orking under the above condition. during the 
time the principal is not present in the building. 

3. 11 Members of the LSCU may be paid bi-weekly on either a school or calendar year basis, 
at the L C member's option. 

3.12 Effective August 1, 2005, all LSCU members shall have one hundred percent (100%) 
of their wages paid through direct deposit. 

ARTICLE IV 

PAID LEAVE 

... 01 a. Ten (I 0) month LSCU members are entitled to twelve ( 12) days paid leave per 
year, eleven ( I I) and twelve ( 12) month LSCU members are entitled to thirteen 
( 13) days paid leave per year from service in their respective positions with 
accumulation up to one hundred eighty (180) days. Leave shall be pro-rated from 
date of hire to June 30 for new hires. Leave days wi ll also be pro-rated when a 
member is no longer employed by the district_ with the proration being based upon 
the employee· s separation date from the district. 

I. Leave time may be used for personal and/or fam ily illness. accident. 
funeral, bereavement, personal business, or birth or a chi ld. 

2. Personal business days shall be used to conduct business that cannot be 
scheduled outside school hours. 

3. Lea\'e days shall not be uti lized to extend holiday leave or vacations. 
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ARTICLE IV (continued) 

b. Attendance Incentive- Frequent absences reduce individual employee output and 
negatively impact the effectiveness of the organization. Therefore, the District 
encourages employees to only use leave days when absolutely necessary and will 
provide a monetary incentive for those members who utilize minimal leave days. 
Members will be paid; 

• $120 for no more than the use of four ( 4) leave days annually 
• $ 150 for no more than the use of three (3) leave days annually 
• $180 for no more than the use of two (2) leave days annually 
• $210 for no more than the use of one (I) leave days annually 
• $240 for no more than the use of zero (0) leave days annually 

• h_Any LSCU member subpoenaed into court to give testimony relating directly to a 
student under the LSCU member's charge shall be paid fuH salary minus the 
amount paid for the subpoena and will not have such days charged to the 
accumulated leave days. 

• Q.,_Any LSCU member called to jury duty will receive the difference in salary between 
the regular contract salary of the District and the amount of money received for 
work when serving jury duty 

•L When an excessive pattern of absences persists, the Board may reasonable require 
the MSCU member to provide substantiation 

• f_lf a LSCU member depletes his/her paid leave days, a request m writing for 
additional bereavement paid time may be submitted to the 
Superintendent/Designee who may grant approval. 

Contagious Diseases 
4.02 LSCU members will not be charged sick leave due to absence from their jobs for 

reason of illness definitely established as contracted as a result of their employment, 
from the following list: 

a. Mumps f. Rubella 
b. Measles g. Scabies 
c. Chicken Pox h. Head Lice 
d. Scarlet Fever I. Pink Eye 
e. Impetigo 
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Maternity Leave 

ARTICLE V 
LEAVE OF ABSENCE 

5.01 Leaves of absence set forth therein shall be interpreted consistent with the Family 
Medical Leave Act (FMLA). including the right to return to the former position for the 
period of time currently covered under the FMLA provisions. 

a. Pregnancy and childbirth shall be treated as any other d isabi lity under the terms of 
th is contract. 

b. Child Care - Short Term Leave 
I . An LSCU member who adopts or assumes legal custody of a child shall be 

extended the same privileges (when applicable) as an LSCU member with a 
natural born child. 

2. Upon termination of disability (or in the case of adoption or legal custody, 
upon acquiring the child) an LSCU member shall be granted a short-term 
leave, without pay or benefits, until the end of the current semester. If such 
leave should begin less than sixty (60) days prior to the end of the current 
semester, the LSCU member may elect to extend the child care leave one (1) 

semester. 

A substitute employee may be hired to replace an LSCU member on requested 
leave of absence for up to 150 days, at which time the LSCU member can 
return to her/his former position. 

c. Child Rearing- Long Term Leave 
I. Upon termination of disability (or in the case of adoption or legal custody, 

upon acquiring the child) an LSCU member shall be granted leave, without 
pay or benefits, of up to one (1) year. This leave may be renewed by the 
Board up to five (5) years upon the request of the LSCU member. 

2. The LSCU member shall be eligible to return to the first vacancy for which 
she/he is qualified following the expiration of the leave pe1iod. 

d. In case the period of confinement is interrupted. the LSCU member may return as 
soon as physically able. Dependent upon: 

I . a statement from her/his physician. 

2. a suitable opening for which she/he is qualified. 

Extended Leaves 
5.02 a. An LSCU member shall be granted an unpaid leave of absence, without benefits 

for illness, accident, or equally grave emergency for herself/himself, or a member 
of the immediate family. upon receipt of proper medical documentation. 

b. Written application for such leave shall be made by the LSCU member, addressed 
to the Superintendent/Designee. 
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ARTICLE V (continued) 

c. In computing service to determine the LSCU member"s position on the wage and 
salary schedule upon return from a leave. the time spent on leave shall not be 
counted. 

d. A substitute employee may be hired to replace an L CU member on requested 
leave of absence for up to one (I) year. at which time the LSCU member can 
return to her/his former position. 

If the period of leave exceeds one (I) year. the LSCU member shall displace the 
least enior qualified LSCU member in her/his classification or revert to 
ARTICLE rx. 

e. If the L CU member has not recovered sufficiently during the s ick leave granted, 
but medical testimony is to the effect that further sick leave would aid recovery, 
the LSCU member may request add itional leave from the 
Superintendent/Designee and the Board. 

f. For non-work-related disabi lities of the LSCU member. no Board paid benefits 
are to be provided. except that all insurances shall be continued for one ( I) year 
from the date of occurrence of the injury. 

a. members shall maintain an appropriate level of days as determined by 
the L CU by directing the Board to deduct days from members accumulated days 
to be added to the Bank. Application for such leave shall be in vvTiting and directed 
to the L CU. 

b. The Bank shall be administered b} a five (5) union member committee and one 
person appointed by the Superintendent/Designee. The Committee shall arrive at a 
decision. 

c. The Committee may grant additional sick leave days aller the twentieth (20) work 
day of a continuous illness, up to the date of coverage of the disability insurance. 

d. A re lapse of an extended illness covered by the Sick Bank, occurring within thirty 
(30) days of the LSCU member's return to v.:ork. may be immediately referred for 

e. If an L CU member returns to \-vork from an illness before being eligible for the 
Sick Bank. the time of the original illness will be counted toward the twenty (20) 
day waiting period. 

Leave of Absence for Good Cause 
5.0-' Leave of absence for good cause may be &rranted upon an L CU member's request 

without loss of accrued seniority. 

a. Example: Good cause ma} also mean an LSCU member having to request a leave 
of absence due to spouse's transfer to another area for employment reasons. 

b. Leave of absence for good cause shal I be limited to a period of one (I) year only. 
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ARTICLE V {continued) 

c. If an LSCU member does not return after one year's absence. she/he will be 
considered to have resigned unless the leave has been extended by the Board. 

d. LSCU members on leave of absence (at their expense) may purchase their fringe 
benefits for which they are eligible for a one ( l) year period, unless the 
leave has been extended by the Board. 

5.05 It is expressly understood that seniority will be accrued for the following leaves: 

a. Worker's Compensation b. Disability 

5.06 LSCU members off work for reasons covered under 5.01 c, 5.02. and 5.03 may 
purchase (at their expense) benefits pursuant to the regulations of the Underwriter. 

ARTICLE VI 
WORKER'S COMPENSATION 

6.0 l a. An employee who suffers an injury arising out of and in the course of employment 
with the School District shall receive such compensation and benefits as 
prescribed by the Michigan Workers· Disability Compensation Act. 

The injury and accident shall be reported immediately to the employee's 
supervisor. 

The first seven (7) days absence will not be deducted from the LSCU member's 
sick leave bank when absence is due to on-the-job injury covered by Workers' 
Compensation. An employee off more than fourteen (14) days upon returning to 
work, seven (7) days will be deducted from the employee's sick leave bank. 

b. Vacation days, leave days, and longevity, shall be prorated and not accrue during 
the time when an LSCU member is receiving worker's compensation benefits. 
LSCU members returning from worker's compensation within six (6) months will 
have these benefits restored provided the LSCU member submits proper medical 
releases to return to work and the LSCU member remains on the job for a 
minimum of one (1) month. During said leave all insurances, however, shall be 
continued. 

LSCU members on Worker's Compensation leave shall accrue seniority while on 
leave, except that such accrual shall end as of the date of any termination of 
employment. 
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ARTICLE VII 
WORK POLICY 

7.02 Each LSCU member will have a fi fteen ( 15) minute break in the morning and a fifteen 
(1 5) minute break in the afternoon, time to be agreeable with immediate supervisor. 

7.03 a. LSCU members shall be expected to exercise reasonable care with respect to the 
safety of students and property. 

b. The Board shall support the accions of the LSCU member \\ hen said actions are 
\.\i thin the scope of the LSCU members' employment. 

7.0..i An LSCU member's starting and ending time shall be determined by the appropriate 
administrator, but shall not conflict with the gross time established by the contract. 

ln offices of t-wo (2) or more L CU members in the same classification. where 
staggered shi fts are required. selection of shi fts vvithin a classification will be governed 
by seniority. In cases where the late hours were determined \\ ith the length of the 
school year and posted as such. fo r elected positions (i.e. pecial Education Office). it 
shall remain as status quo. 

7.05 No LSCU member shall be required to work in a building without at least one other 
person (e.g., another secretary, administrator. teacher. or custodian) in the building. 

7.06 The responsibil ity of administeri ng or dispensing medication to students in che 
Lakeview Public Schools may not properly be assigned to members of the 
secrecarial/clerical union as a regular component of their responsibilities. Under 
limited circumstances. LSCU members may occasionally be assigned the task of 
dispensing medication to students. 

7.07 a. When the schools are closed to students and teachers fo r inclement weather, LSCU 
members shall not be required to report for duty up to five (5) days per year, 
without forfeiting salary or accumulated leave days. Should the District be closed 
to students and teachers due to inclement weather in excess of (5) fi ve days, 
members will be required to report to work. utilize one of thei r personal leave 
days, or be docked their per diem daily rate of pay should they not have any leave 
days remaining. 

•!2.:.Jn the event a building is closed because of mechanical, electrical. structural 
failures, or other unforeseen reasons. an LSCU member wi ll be required to report to 
work. Depending on the circumstances. LSCU members may be required to report 
to a different location. 
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ARTICLE VIII 

TERMINATION OF EMPLOYMENT 

8.01 Any LSCU member terminating her/his employment must give two (2) weeks' notice 
in writing to her/his immediate supervisor and to the Board. When possible, more 
notice will be given. 

8.02 Any L CU member terminating her/his services \Vith the Board hall be entitled to 
vacation pay for all accrued vacation days. also prorated longevity. payable at the next 
pa)TOll period following the date of termination. 

Failure to give two (2) weeks· notice could result in the L CU member forfe iting all 
rights to prorated vacation and longevity. 

8.03 Any L CU member who terminates her/his employment vo luntarily shall be 
considered as a new LSCU member if rehired. 

Lay-Off Procedure 

ARTICLE IX 
LAY-OFF AND RECALL 

9.0 1 In the event of a lay-off, position elimination or to exercise contractual bumping rights, 
the senior qualified LSCU member will have the option to "bump" the least senior 
LSCU member up or down in the Classification Schedule on the basis of qualifications 
and District-\\ ide seniority and shall receive the rate of pay for the position. o 
person . ho"vever. may bump into the Administrative Assistant classification from a 
lower classification. 

a. Lay-off shall mean a reduction in the LSC member work force due to a decrease 
in work or a case of financial emergency. 

b. Lay-offs shall be made by seniority/qualifications subject to the following 
prov1s1ons: 

I . Order of Lay-Off 
Probationary Personnel 
Part-time Employees 
Full-time Employees 

Laid off LSCU members shall be provided the opportunity to work before a 
substitute secretary, co-op student, or seasonal employee is contacted to work 
any secretarial/clerical assignment. 

Only minimal overtime shall be \\Orked in an area of an existing lay-off. 

2. If an LSCU member is laid-off. she/he would be entitled to her/his accrued 
vacation and prorated longevit). 
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ARTICLE IX (continued) 

• L An LSCU member on lay-off may engage in other employment until a position 
in the District is available. 

4. Any elimination of a position shall result in elimination of the use of co-ops in 
the area of elimination. 

5. In the event a reduction in the L CU member force is necessary (not delayed 
school opening due to a strike) the Board shall designate the position(s) to be 
eliminated and shall provide \\Titten notice to the LSCU and the affected 
LSCU member(s) at least 60 calendar-days in advance of the effective date of 
lay-off 

6. In the event that the lay-off is necessary due to financial reasons, the affected 
LSCU member and the LSCU will be given notice ten ( I 0) working days in 
advance of the effective date of lay-off otice shall be in \\Titing. 

c. Should the Board increase/decrease a L CU member's position with input and/or 
the approval of the AFSCME ecretarial/Clerical LSCU. the LSCU member 
\.\hose position is affected \.\ill ha,·e the opportunity to remain in that position or 
exercise her/his bumping rights. provided the L CU member selects a position 
'"ith the same work year as previously held before the work year of the position 
held was changed. 

Changes from ten (JO) to eleven (11) or tv.ehe (12) month and twelve (12) to 

eleven ( 11 ) or ten (10) month positions "'ill become effective "' ith the start of each 
fiscal year (July I). 

If the position should be vacated. it \\ill be posted according to the procedures 
outlined in ARTICLE XIV. 

Recall Procedure 
9.02 a. After a lay-off, LSCU members shall be recalled according to the order in which 

they were laid-off, providing that the L CU member with the greatest seniority 
shall be recalled according to her/his seniority whenever she/he is qualified for the 
position available. 

•!L)f the LSCU member fails to report for \\Ork within ten ( 10) calendar days after 
mailing. wiring. or delivery. as the case may be. of the recall notice, unless 
extenuating circumstances make it impossible to do so. the Board may consider the 
L CU member as having terminated her/hi s emplo) ment. (Proof may be required 
b) the Board.) 
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ARTICLE X 
DISCIPLINE 

10.01 The Board agrees that its rules and regulations governing LSCU members conduct 
shall be reasonable and non-discriminatory. Any discipline, up to and including 
discharge, shall be only for just cause. 

10.02 Discipline will be handled in a manner that will not embarrass an LSCU member 
before other LSCU members, students, or the public. 

10.03 Generally. Disciplinary actions fall into the following categories. The sequence of 
disciplinary action listed is a general guide and step-by-step appl ication is not required. 
An offense may be so serious or flagrant that suspension or discharge may be the only 

appropriate action. The LSCU member may, at her/his option, be accompanied by a 
LSCU representative. 

Oral Warning. An informal means by which an administrator calls to the attention 
of the LSCU member certain deficiencies in the LSCU member's conduct or job 
performance. Counseling the LSCU member is one of the most important concerns in 
an oral warning. A record of an oral warning is to be made by the administrator and 
included in the LSCU member's personnel file. A copy of the written record shall be 
provided to the LSCU member and the LSCU President. 

Written Warning 
A means by which an administrator, in a formal memorandum or letter, calls to the 
attention of the LSCU member certain deficiencies in the LSCU member's conduct or 
job performance. A written warning shall warn the LSCU member that her/his 
performance or behavior must be corrected if more serious penalties are to be avoided, 
and shall give direct and concrete instructions for the future. A copy of the vvritten 
warning shall be presented to the LSCU member, another copy included in the LSCU 
member's personnel file , and another copy shall be provided to the LSCU President. 

Suspension. The action temporarily suspends an LSCU member from employment 
with the Board and from being paid by the Board for a definite period of time. The 
Superintendent/Designee shall review the proposed suspension of the LSCU member 
for work rule violations or unsatisfactory job performance. Suspensions carry with 
them the following: 

a. Loss of pay for the time period specified; 

b. LSCU member may not utilize leave of any kind while suspended. 

Before being suspended, the LSCU member shall be given a written memorandum or 
letter specifying the reason for the suspension and the exact date and time the LSCU 
member is to report back to work. A copy of this writing shall also be placed in the 
LSCU member's personnel file, and another copy shall be provided to the LSCU 
President. 
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ARTICLE X (continued) 

10.04 

10.05 

e l0.06 

Discharge. This action permanently removes the LSCU member from employment 
with the Board. The Superintendent/Oesignee shall review the proposed discharge of 
LSCU member for work rule violations or unsatisfactory job performance. Before 
being discharged, the LSCU member shall be given a written memorandum or letter 
specifying the reasons for discharge. A copy of this writing shall also be placed in the 
LSCU member's personnel file, and another copy shall be provided to the LSCU 
President. 

The Board agrees that the private life of any LSCU member is not an appropriate 
matter for the concern or attention of the Board unless it adversely affects the LSCU 
member's abi li ty to carry out professional functions or responsibilities to the Board and 
the Lakeview Public School District or seriously harms the reputation of the Board and 
Lakeview Public School District. 

Discipline up to and including discharge is grievable as provided in ARTICLE XX. 
The LSCU member and the local unit will have the right to appeal the suspension or 
discharge as a grievance. 

Tf an LSCU member's suspension or discharge was found to be unwarranted. salary 
and/or fringe benefits shall be retroactive as determined through the grievance 
procedure. 

ARTICLE XI 
BOARD RIGHTS 

11.01 a. Board Powers - The Board, on its own behalf and on behalf of the electors of the 
District, hereby retains and reserves unto itself. without limitation. all powers. rights, 
authority, duties and responsibilities conferred upon and vested in it by the laws and 
Constitutions of the State of Michigan and of the United States, including, but 
without limiting the generality of the foregoing right: 

to the executive management and administrative control of the school system 
and its properties and facilities, and the activities of the LSCU members; 

to hire all LSCU members and, subject to the provision of the law, to determine 
their qualifications and conditions for their continued employment or their 
dismissal or demotion; and to promote and transfer all such LSCU members; 

to determine hours of employment. duties, responsibilities and assignments of 
all LSCU members under this Agreement and the terms and conditions of 
employment. 

b. The exercise of the foregoing powers. rights, authority, duties, and 
responsibilities by the Board, the adoption of policies. rules, regulations and practices 
in furtherance thereof, and the use of judgment and discretion in connection therewith 
shall be limited only by the specific and express terms of this Agreement and then only 
to the extent such specific and express terms thereof are in conformance with the 
Constitution and laws of the State of Michigan. and Constitution and laws of the 
United States. 
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ARTICLE XII 
RETIREMENT 

12.01 Retirements within the LSCU shall be governed by the applicable procedures of the 
Michigan Public Schools Employees Retirement Board. 

12.02 Upon death, accrued but unpaid vacation and leave days shall be paid to the deceased 
LSCU member's estate. 

ARTICLE XIII 
SENIORITY 

13.01 Seniority shall be defined as length of service in the school district in a position that is 
included in the LSCU. 

Probation 
13.02 a. All new LSCU members shall serve a ninety (90) working day probationary 

period, excluding however, the summer recess for ten ( 10) and eleven ( 11) month 
LSCU members, which period of time shall not count toward the probationary 
period. 

b. A probationary period is the time an LSCU member is demonstrating her/his 
qualifications and abilities to her/his supervisor. During the ninety (90) working 
days the LSCU member is serving her/his probationary period. she/he shall not be 
entitled to any insurance benefits. 

Seniority List 
13.03 An up-dated seniority list will be furn ished to the LSCU upon the request of the 

LSCU President or LSCU Secretary and shall show the name and date of hire of the 
LSCU members. 

Loss of Seniority 
13.04 An LSCU member shall lose their seniority for the following reasons: 

a. Resignation. 

b. She/he is discharged and the discharge is not reversed through the Grievance 
Procedure. 

c. She/he is absent for three (3) consecutive working days without notifying the 
proper authority or giving satisfactory reasons for such absence. 

d. She/he does not return from a leave of absence. 

e. She/he gives a false reason for leave of absence or engages in other employment 
during such leave. However, if no job vacancy is available at the end of the LSCU 
member's leave of absence, she/he may engage in other employment until a 
position in the District is available. 

f. Retirement. 
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ARTICLE XIII (continued) 

13.05 lf an LSCU member presently covered under the LSCU contract applies and is hired by 
the Board for a position outside the contract. the LSCU member's 
seniority shall be frozen. Said LSCU member may return to a position covered by the 
contract between the Board and the LSCU and shall retain all previously accrued 
seniority when an open position is available for which said LSCU member is qualified. 

Work that is exclusive LSCU work may not be performed by non-union personnel. It 
is recognized that confidential secretaries may perform duties directly related to their 
position. 

The non-union secretary will not supervise or direct the work of a LSCU member. 

ARTICLE XIV 
VACANCIES - NEW POSITIONS - PROMOTIONS 

14.01 All job vacancies within the LSCU shall be filled in accordance with the following 
provision of this Agreement. A job vacancy shall be defined as a vacancy, which is 
created as a result of the resignation of an LSCU member, the termination of an LSCU 
member, the promotion of an LSCU member, the death of an LSCU member, or the 
creation of a new position not previously filled. Job vacancies within the LSCU will be 
filled on the basis of seniority and qualifications. 

14.02 A promotion shall be defined as changing the LSCU member's classification to one in a 
higher wage classification. The LSCU member shall receive salary commensurate to 
the same step as the LSCU member received when promoted. 

14.03 All postings for vacancies and new positions, listing the requirements of the position, 
shall be sent first to all LSCU members presently employed, all LSCU members on 
leave of absence and all LSCU members on lay-off, and shall be posted for at least five 
(5) working days. 

Duties and qualifications will be stated for each vacancy or new position; the hours of 
employment, and if the position is a ten (10), eleven (11) or twelve (12) month 
position. 

If no applications are received from within the LSCU membership, leave of absence 
LSCU members, or laid-off LSCU members, the Board shall seek outside candidates to 
fill the position within sixty (60) calendar days. 

14.04 If a temporary position extends longer than sixty (60) consecutive calendar days, the 
position must be reviewed for consideration as a new position. If approved as a 
permanent position, it shall be posted. 

14.05 LSCU members interested in the vacancy shall apply 111 wTiting to the Human 
Resources Office within the posting period. 
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ARTICLE XIII (continued) 

14.06 

14.07 

e 14.08 

A probationary LSCU member may apply for a posted position to be considered along 
with external applicants. However, the bid will be considered only when status LSCU 
members have not bid. If the probationary LSCU member wins a position, such LSCU 
member must serve the ninety (90) day probationary period in the new position. 

The LSCU shall be notified of all applicants for the position. The top bidder for the 
position must make her/his decision to accept the position by 12:00 noon, two (2) 
working days fo llowing notification of appointment. 

All LSCU applicants shall be notified when the position has been filled, listing the 
qualifications of the LSCU member hired. The LSCU will be notified of all new hires, 
their classification, and rate of pay. 

Trial Period 
14.09 I. An LSCU member who accepts an open position will receive a maximum of five 

(5) working days trial period in the new position. During the trial period, the 
LSCU member shall receive the rate of pay for the position she/he is performing. 

2. 

Evaluation 
14.10 1. 

During the trial period. if the Board considers the LSCU member's work 
unsatisfactory as evidenced by an unsatisfactory evaluation. or the LSCU member 
opts to return to her/his former position within five (5) working days, the LSCU 
member shall return to her/his former position. 

An LSCU member who successfully bids on a vacancy shall not be allowed to bid 
for another position during her/his trial period (five (5) working days) unless 
mutually agreed. 

Written evaluations of LSCU members in the trial period resulting from 
promotions will be made on or about the thirtieth (30th) working day, and at or 
about the fiftieth (50th) working day. An evaluation stating acceptable work will 
constitute status in that position for the LSCU member. 

2. Evaluations of trial period LSCU members shall be a continuing process through 
verbal guidance, directives. and clarification of job performance. 

3. All formal evaluations of trial period LSCU members will be made by the 
immediate supervisor directly responsible for the LSCU member's work, by 
completion of the evaluation form agreed upon by this contract. The appropriate 
administrator shall review and sign the evaluation. 

• L The immediate supervisor evaluating the LSCU member will conduct and 
interview with the LSCU member, in private, to discuss the evaluation and 
compare it with prior evaluations. 
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ARTICLE XIII (continued) 

Tests 
14.11 

5. The immediate supervisor evaluating the LSCU member will sign the evaluation. 
The LSCU member will sign the "employee evaluation" indicating only that she/he 
has reviewed the completed form in an evaluation interview. The LSCU member's 
signature does not necessarily indicate agreement by the LSCU member with the 
evaluation. 

6. A copy of the signed evaluation form will be placed in the LSCU member's 
personnel file and a copy will be given to the LSCU member at the evaluation 
interview. A department copy may be retained. When the LSCU member leaves 
the department, she/he will have the option to either retain the department copy or 
have it destroyed. 

•L_ The contents of a trial period LSCU member's formal evaluation will be subject to 
the grievance procedure as outlined in ARTICLE XX of the Agreement. 

·~No member of the LSCU may evaluate another member of the LSCU. 

·~The LSCU member being evaluated has the option of typing his/her own 
performance review form. (See Appendix A) 

• 10. An Evaluation Form for the purpose of evaluating the members of this LSCU 
shall be developed by a committee composed of members of the LSCU and 
Administration. 

All new and current bargaining unit employees must pass a basic skills test and a 
basic computer skills test in order to be qualified for any open positions. 

Math Test - Will be given to anyone being interviewed for the Business Office. 

In addition, applicants to the Business Office shall take a computer test demonstrating 
proficiency in moving within a spreadsheet and a database. 

Any LSCU member, who anticipates that he/she might apply for a future Business 
Office opening, may apply to the Superintendent/Designee for approval to attend 
District-sponsored training for database and/or spreadsheet education. 

It is hereby agreed that two (2) LSCU members be included in the review, creation 
and/or adoption of the test to be administered to all incoming personnel for the 
bookkeeper classification. 

ARTICLE XV 
MEDICAL EXAMINATION 

15.0t Upon request of the Board, for cause, the LSCU member shall undergo a medical 
examination. 

a. The Board may designate a licensed physician and/or psychiatrist for these 
examinations, at the expense of the Board. 
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ARTICLE XIII (continued) 

b. An LSCU member shall have the right to consult a licensed physician, 
psychologist, and/or psychiatrist of her/his choice to determine the LSCU 
member's physical, mental. and emotional competency, at the expense of the 
LSCU member. 

c. In the event the opinions differ, an impartial licensed physician, psychologist. 
and/or psychiatrist shall be designated, agreeable to both parties, to determine the 
LSCU member's physical, mental, and/or emotional competency, expense to be 
shared by the LSCU member and the Board. 

15.02 Any medical test or vaccination required for employment purposes by law will be paid 
for by the Board and LSCU members will suffer no loss of time or pay to receive this 
test/vaccination. 

ARTICLE XVI 
EVALUATION 

16.01 LSCU members shall be evaluated pursuant to readily definable objectives established 
by the Board and reviewed by the LSCU. A joint committee with equal representation 
of LSCU members and Administration shall meet to develop an evaluation instmment 
which shall be affixed to this Agreement as an Appendix. The deadline for the product 
of this committee is June l , 2011. 

16.02 All formal evaluations shall be based on supportable facts. 

16.03 The evaluation process shall not be used for purposes of harassment as described in 
Board Policy. 

16.04 A conference shall be held between the LSCU member and her/his evaluator prior to 
the finalization of the evaluation report. 

16.05 An LSCU member may prepare a response to the evaluation, which shall be placed in 
her/hjs personnel file with the evaluation. 

16.06 An LSCU member, new to the District, shall be evaluated by her/his immediate 
supervisor: 

a. During her/his probationary period. 
b. Sixty (60) days prior to school ending in June. 
c. Should no evaluation be conducted prior to sixty (60) days before the close of the 

school year, the LSCU member's performance shall be deemed to have been 
satisfactory in all respects and for all purposes. 

16.07 All LSCU members shall be evaluated at least once every three (3) years thereafter by 
their immediate supervisor. 
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ARTICLE XVII 
UNION RIGHTS AND MEETINGS 

17.01 The LSCU shall have the right to use District facilities at reasonable hours for 
meetings. 

If negotiation meetings are scheduled with the School Board representatives, LSCU 
members involved shall be excused from work without loss of pay when such meetings 
are scheduled during the workday period. The Board shall not be required to release 
more than three (3) LSCU members for any meeting taking place during the school 
day. 

Both parties wi ll agree that said negotiation meetings will be held on a "shared time" 
schedule and at least twice a month unless otherwise mutually agreed upon. 

ARTICLE XVIII 
IN-SERVICE TRAINING I TUITION REIMBURSEMENT 

18.01 Any course to improve the skills of the LSCU member will be reimbursed at the rate 
not to exceed the current per hour rate at Macomb County Community College, upon 
prior approval of the Superintendent /Designee. 

Total tuition will be paid in the case of locally sponsored courses designed to meet 
specific in-service education needs. 

18.02 A workshop may be held at the Board's option at least once a year, for which expense 
shall be reimbursed by the Board, including travel, lodging, and consultants. 

18.03 LSCU members shall be released from regular duties without loss of salary to attend a 
workshop, in-service meeting, or a shared time in-service meeting subject to the 
approval of the Superintendent/Designee in advance. 

18.04 All in-service to provide training for LSCU members to learn the function of new 
equipment shaJI be paid for by the Board. If such training is not during the regular 
workday, LSCU members shall be compensated at their regular hourly rate of pay. It is 
expressly understood that time and a half, will not be charged for this training. The 
Board reserves the exclusive right to determine when the training will be received. 

ff training is scheduled while a LSCU member is not working and the member is 
required to attend, then the member will be compensated at her/his regular hourly rate. 
In case of vacation, the LSCU member may reschedule her/his vacation. 

ARTICLE XIX 
SPECIAL CONFERENCES 

19.01 Special conferences for important matters shall be arranged between the LSCU 
President and the Board or its designated representative upon the request of either 
party. Such meetings shall be between not more than two (2) representatives of the 
LSCU unless additional representation is mutually agreed upon by both parties. 
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ARTICLE XIX (continued) 

19.02 Arrangements for such special conferences shall be made in advance and an agenda of 
the matters to be discussed at the meeting shall be presented at the time the conference 
is requested. Matters to be discussed in special conferences shall be confined to those 
included in the agenda. Conferences shall be held during normal working hours, if 
possible. 

19.03 This meeting may be attended by a representative of the Counci l and/or a representative 
of the International Union. 

All proposed supplemental agreements shall be subject to good faith negotiations between the 
Board or its representative and the LSCU. Any supplemental agreements resulting from a special 
conference shall be approved or rejected within a period of ten (I 0) days following the conclusion 
of negotiations. 

ARTICLE XX 
GRIEVANCE PROCEDURE 

Time limits are defined in terms of days for all LSCU members. 

20.01 a. A grievance shall mean a complaint by an LSCU member or group of LSCU 
members (referred to collectively as "the grievant") based on an alleged violation, 
misinterpretation, or misapplication of any provision of the Agreement. 

b. The Board agrees to recognize a Grievance Committee consisting of the grievant 
and two (2) LSCU officers. The Board's grievance representatives shall not 
exceed three (3) in number. 

Procedure 
e 20.02 Prior to filing a written grievance with the Board, an LSCU member may meet with 

her/his administrator to discuss an issue he/she believes constitutes a grievance. At the 
LSCU member's option, a LSCU representative may be present. An effort will be 
made to resolve the grievance informal ly at this step. 

Step One. In the event the grievance is not resolved informally, the LSCU and the 
LSCU member may file a grievance in writing with the administrator. The grievance 
must be fi led, in writing, within ten (10) days of the date the grievant knew or should 
have known of the facts giving rise to the grievance. Within five (5) days from receipt 
of the grievance by the Administration, the administrator shall render a decision to the 
LSCU in writing. 

Step Two. In the event the LSCU is not satisfied with the disposition of the 
grievance at the preceding leve l, the written grievance may be submitted by the LSCU 
to the Superintendent or her/his designee. Filing of the grievance at this level 
must be taken within five (5) days of the receipt of the decision at the preceding level. 
The Superintendent or her/his designee wi ll schedule a meeting with the Grievance 
Committee to discuss the grievance within ten (10) days of receipt of the grievance. 
Within five (5) days of the meeting, the Superintendent or his/her designee shall render 
a decision to the LSCU in writing. 
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ARTICLE XX (continued) 

Step Three. If the grievance is not resolved at Level Two, the LSCU has no less than 
thirty (30) calendar days from the receipt of the Level Two answer to file a notice of 
Intent to Arbitrate, by sending a letter to the Director, Human Resources or the 
appropriate Board representative. If the LSCU fails to request arbitration within this 
time limit, the grievance shall be deemed not eligible to go to arbitration. 

Upon written request by either party, after the Notice of Intent to Arbitrate, the parties 
shall meet in order to attempt to resolve the grievance. Such meeting is not intended 
to be automatic for all grievances so as to defeat the purpose of Step Two. The 
meeting shall be composed of two (2) representative of the LSCU and two (2) 
representatives fo r the Board. The LSCU members shall be the President and the 
Council 25 Representative or their designee. 

[f the parties agree to resolve the grievance, its disposition shall be reduced to writing 
and signed by both the LSCU representatives and Board representatives. 

l. Within ninety (90) days of the receipt of the written demand for arbitration, the 
LSCU shall notify one of the arbitrator's from the permanent roster of arbitrators 
listed below: 

David Grissom 
Kathryn Van Dagens 
John Obee 
lldiko Knott 
Ben Wolkinson 
Joseph Girolamo 

Linda Ashford 
Mark Glazer 
Elaine Frost 
George Ro um el I 
Paul Glendon 
Barry Goldman 

Selection shall be made using an alternate strike method with the Union 
eliminating the first name from the list. The selected arbitrator shall be the last 
name remaining after the Board' s last strike. 

2. The parties recognize that an arbitrator may not be available for an extended 
period of time to hear a case (extended period of time shall mean three (3) months 
or longer). The parties may then move to the next arbitrator on the list. 

3. An arbitrator may be removed from the list by written notice of either party 
during the life of the Agreement. Upon such removal , no further cases will be 
assigned to that arbitrator, but the arbitrator will head and decide any cases 
already assigned to him/her. Within thirty (30) days after such removal, the 
parties shall meet and mutually agree upon another arbitrator to replace the 
arbitrator removed. The newly selected arbitrator will be placed on the list in the 
numbered position of the arbitrator he/she replaces. An arbitrator may remove 
himself/herself from the list at any time. 

4. If the parties agree, in a particular case, not to use the I ist of arbitrators they may 
agree in vvTiting to use the American Arbitration Association selection procedure. 
The arbitrator's fee and other expenses of arbitration shall be divided equally 
between the LSCU and the Board. Each party shall bear his/her own expenses in 
connection therewith. 
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ARTICLE XXI 
VACATIONS 

21.01 a. All ten (10) and eleven ( 11 ) month LSCU members shall be paid for all non-
holiday days (student/teacher days off) during the school year as follows: 

Friday before Labor Day ( 1 day) 
Christmas Break Spring Break 
2015-2016 (6 days) 2015-20 16 (5 days) 
2016-2017 (6 days) 2016-2017 (5 days) 
2017-2018 (6 days) 2017-2018 (5 days) 
2018-2019 (6 days) 201 8-2019 (5 days) 

LSCU members shall not be required to work during the above ·'break'' days. 

LSCU members may work, with prior approval of the LSCU member's supervisor, 
during the "break" days. Any day an LSCU member works during the "break" days 
shall be compensated at the overtime rate of one and one-half (I Yi) times her/his 
hourly rate, if the LSCU member chooses not to modify her/his work year calendar. 

·~Twelve (12) month LSCU members shall be paid for eight (8) non-holiday 
'·break" days to be taken during Labor Day. Chri stmas, Winter, and Spring 
breaks. ·'Break" days are not considered additional vacation days. In addition, all 
eleven (11) month LSCU members shall receive five (5) vacation days, which 
may be used during the LSCU member's work year. All vacation days shall be 
scheduled with the approval of the LSCU member's building principal or 
supervisor. 

c. Twelve (12) month LSCU members shall receive vacation days at the end of one 
year in accordance with the following schedule: 

End of one year through 5th year 
6th year 
7th year 
8th year 
9th year 

10th year 
11th year 
12th year 
13th year 
14th year 
15th year 

10 days 
11 days 
12 days 
13 days 
14 days 
15 days 
16 days 
17 days 
18 days 
19 days 
20 days 

d. Vacation days are based upon the LSCU member's date of hire in the LSCU. 
Vacations will be granted upon completion of one (1) year of employment. 

With each anniversary date, the LSCU member will receive a statement 
indicating the number of vacation days awarded them to be used after the 
anniversary date. 

e. All vacation and modified work year calendar requests must be pre-approved 
by the LSCU member's supervisor. 
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ARTICLE XXI (continued) 

Paid Holidays listed: 

TEN AND ELEVEN MONTH LSCU MEMBERS 
New Year's Day 

TWELVE MONTH LSCU MEMBERS 
New Year's Day 

e 21.02 

e 21.03 

21.04 

Winter Break (2) 
Good Friday 
Memorial Day 
Labor Day 
Thanksgiving 
Friday after Thanksgiving 
Christmas Eve Day 
Chri stmas Day 
New Year's Eve Day 
Martin Luther King. Jr. Day 

Winter Break (2) 
Good Friday 
Memorial Day 
4th of July 
Labor Day 
Thanksgiving 
Friday after Thanksgiving 
Christmas Eve Day 
Christmas Day 
New Year's Eve Day 
Martin Luther King, Jr. Day 

LSCU members working the week of the 4th of July (a paid holiday), when it falls on a 
Tuesday, will receive the Monday off with pay. If the 4th of July (a paid holiday) falls 
on a Thursday, LSCU members working will receive Friday off with pay. If the 4th of 
July (a paid holiday) falls on a Saturday, the Friday before will be observed as the 
holiday. If the 4th of July (a paid holiday) falls on a Sunday, the following Monday 
wi ll be observed as the 4th of July. 

When Christmas Eve and/or New Year's Eve Day and Christmas and/or New Year's 
Day (paid holidays) fall on a Saturday or Sunday, Friday and/or Monday will be 
observed as Christmas and/or New Year's Day. 

NOTE: Friday before becomes Christmas Eve and/or New Year's Eve Day and 
Sunday becomes Christmas and/or New Year's Day. 

It is expressly understood that this section is not to be construed as meaning LSCU 
members will receive more than five (5) days pay in any one week. 

If a forty-five (45) week LSCU member is paid for fifty (50) consecutive weeks 
between July l of one year and the following August 31, she/he shall be entitled to the 
vacation given a twelve (12) month LSCU member. 

Unless otherwise agreed upon by the immediate supervisor and the Superintendent 
or his/her designee, all vacations shall be taken when school is not in session. 

ARTICLE XXll 
PERSONNEL FILE 

22.01 All LSCU members shall be accorded. in regard to their personnel file, those rights to 
examination, copying, and comment provided under the Employee Right to Know Act. 
ln addition, the LSCU member may exercise these rights at all reasonable times, and 

with a LSCU Representative present, if so requested. 
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ARTICLE XXll (continued) 

22.02 Upon request of a secretary. records of a non-recurring negative nature may be 
removed from a secretary's personnel file l\\ o (2) years after the date of entry. 

A di scipline which reoccurs withi n the two )Car period may remain for one (I) 
additional year from the date of the discipline. 

Positive materials shall be added to L C member's personnel fi le at any time. 

22.03 No material originating after original employment shall be placed in a LSCU member's 
personnel file unless the LSCU member has had the opportunity to review the material. 
The LSCU member may submit a written notation regarding any material and the same 
shall be attached to the file copy of the material in question. 

22.0-' No evaluation or survey prepared by persons other than the LSCU member's 
supervisor(s) shall become part of the LSCU member's personnel file. 

ARTICLE XXlll 
SECRETARIAL CLASSIFICATION 

DE CRIPTIO & QUALIFICATIONS 

SECRETARY I 

Classification: Attendance Secretary High School ( I 0 months) 

QUALIFICATIONS 
• Minimum of an Associate's Degree or eq ui valent \vOrk experience and training 

(Indi viduals hired after July I , 20 15) 
• uccess fu l completion of a basic skills test and a basic computer test 
• Ability to successfully pass a background check 
• 60 Words per Minute 
• Working knowledge of basic office procedures and operation of standard office 
• equipment and machines 
• Abi li ty to accurately input and retrieve computer data 
• Pro ficiency with computer applications and systems. such as: Word. Excel. Access. 
• etc. 
• Abi lity to communicate effectively verbally and in \Hiting 
• l ligh degree of effic iency and accuracy 
• Commitment to del ivering a high level of customer serv ice 
• Abi lity to work with general supervision and/or independently 
• Abi lity to \vOrk collaborati vely in a team environment 
• Abi lity to multi-task in a fast-paced work environment 
• Abi lity to maintai n confidentiality and adhere to I llPPA and FERPA requirements 
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Essential Skills/Job Duties (CLASSIFICA TlON DESCRJPTION I- Attendance Secretary High School) 

• 
• 

• 
• 
• 
• 
• 
• 
• 
• 
• 
• 
• 
• 
• 
• 
• 

Manage student data system 
Positively interacts with students. parents. staff. administrators, and daily visitors in 
person, electronically, and on the phone 
Utilize various computer applications and software to complete day to day tasks 
Utilize Outlook to manage all associated tasks 
Monitors the main entrance and operates the door access 
Assists with safety drills and procedures 
Monitors and manages student attendance; tracking. reporting, and auditing 
Assists with office tasks/other secretary duties, as needed 
Independently performs any and all related duties assigned 
Effectively works with outside agencies on school related business 
Ability to multi-task in a fast-paced work environment 
Uses good judgment 
Utilizes Board policies and district procedures when making decisions 
Initiates improvements in existing procedures 
Utilizes district procedures and policies for cash handling, as needed 
Assist with the completion of required State and Federal reports 
-Utilizes District software program to manage building technology and maintenance 
requests 

SECRETARY II 

Classification: Attendance/Records Secretary Middle School (JI months), High School Records 
(11 months), Secretary to Sr. High Counselors/CRC Room (! 1 months) . Secretary to Sr. High 
Assistant Principal (! 0 months), Secretary to Director of Athletics and Operations (10 months) 

QUALIFICATIONS 
• Minimum of an Associate's Degree or equivalent work experience and training 

(Individuals hired after July I, 2015) 
• Successful completion of a basic skills test and a basic computer test 
• Ability to successfully pass a background check 
• Type 60 WPM 
• Working knowledge of basic office procedures and operation of standard office 

equipment and machines 
• Ability to accurately input and retrieve computer data 
• Proficiency with computer applications and systems, such as; Word, Excel, Access, etc. 
• Abi lity to communicate effectively verbally and in writing 
• High degree of efficiency and accuracy 
• Commitment to del ivering a high level of customer service 
• Ability to work with general supervision and/or independently 
• Ability to work collaboratively in a team environment 
• Ability to multi-task in a fast-paced work environment 
• Ability to maintain confidentiality and adhere to HIPP A and FERPA requirements 
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Essential Skills/Job Duties (CLASSIFICATION DESCRIPTION II-Attendance/Records Secretary Middle 
School) 

• Positively interacts with students. parents. staff. administrators, and daily visitors in 
person, electronically, and on the phone 

• Manage student data system 
• Maintains student records and retention (CA60 files. residency verification, enrollment. 

immunizations, etc.) 
• Utilize various computer app lications and software to complete day to day tasks 
• Utilize Outlook to manage all associated tasks 
• Monitors the main entrance and operates the door access 
• Assists with safety drills and procedures 
• Monitors and manages student attendance; tracking, reporting, and auditing 
• Effectively works with outside agencies on school related business 
• Assists with office tasks/other secretary duties. as needed 
• Independently performs any and all related duties assigned 
• Uses good judgment 
• Uti li zes Board policies and district procedures when making decisions 
• Initiates improvements in ex isting procedures 
• Utilizes district procedures and policies for cash handling. as needed 
• Assist with the completion of requi red State and Federal reports 
• Util izes District software program to manage building technology and maintenance 

requests 

Essential Skills/Job Duties (CLASSIFICATION DESCRIPTION II- Hig.h School Records Secretary) 

• Positively interacts with students, parents, staff, administrators, and daily visitors in 
person, electronically, and on the phone 

• Manage student data system 
• Maintains student records and retention (CA60 fi les. residency verification. enrollment, 

immunizations, etc.) 
• Utilize various computer applications and software to complete day to day tasks 
• Util ize Outlook to manage all associated tasks 
• Assists with safety dri I ls and procedures 
• Effectively works with outside agencies on school related business 
• Verifies, manages and distributes transcript information, as needed 
• Assists with office tasks/other secretary duties, as needed 
• Independently performs any and all related duties assigned 
• Uses good judgment 
• Utilizes Board policies and district procedures when making decisions 
• Initiates improvements in ex isting procedures 
• Utilizes district procedures and policies for cash handling, as needed 
• Assist with the completion of required State and Federal reports 
• Utilizes District software program to manage building technology and maintenance 

requests 
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Essential Skills/J ob Duties (CLASSIFICATION DESCRIPTION II- Secretary to High School 
Counselors/CRC Room) 

• 

• 
• 
• 
• 
• 
• 

• 
• 
• 
• 
• 
• 
• 
• 
• 
• 

• 

Positively interacts v.:ith students. paren ts. staff administrators. and dai ly visitors in 
person. electron ica lly, and on the phone 
Manage student data system 
Utilize various computer applications and software to complete day to day tasks 
Utilize Outlook to manage all associated tasks 
Assists with student scheduling 
Assists counse lors and administrators"' ith various counse ling department tasks 
Assists with the collection of needed records/documents for post-secondal) program 
admissions 
Assists with safety drills and procedures 
Effectively works with outside agencies on school related business 
Assists with oCfice tasks/other secretary duties, as needed 
Independently performs any and all related duties assigned 
Uses good judgment 
Utilizes Board policies and district procedures" hen making dec isions 
Initiates improvements in existing procedures 
Utilizes district procedures and policies for cash handling. as needed 
Assist with the completion of required tale and Federal reports 
Assists with the data collection and reporting of student achievement for instructional 
programming 
Utili zes District software program to manage building technology and maintenance 
requests 

Essential Skills/Job Duties (CLASSIFICATION DESCRIPTION II- Secretary to High School Assistant 
Principals and Director of Athletics and Operations) 

• 

• 
• 
• 
• 
• 
• 
• 
• 
• 

• 
• 
• 
• 
• 

Positively interacts with students, parents. staff, administrators, and daily visitors in 
person, electronically, and on the phone 
Manage student data system 
Utilize various computer applications and software to complete day to day tasks 
Utilize Outlook to manage all assoc iated tasks 
Assists with safety drills and procedures 
Monitors/tracks student eligibility for athlet ics 
Coordinates transportation fo r athletic teams 
Assists with the scheduling of athletic events. and faci lity rentals, faci lity internal use 
Assists with the purchasing, processing. and distribution of athletic related items 
Utilizes the District's financial software program to process purchase orders, process 
receivers. and run transaction reports to ass ist the bui lding principal, Athletic Director. 
and coaches with budget related funct ions 
Effectively works with outside agencies on school related busines 
Assists with office tasks/other secretal") duties. as needed 
Independently performs any and all related duties assigned 
Uses good judgment 
Utilizes Board policies and district procedures when making decisions 
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• 
• 
• 
• 

• 

Initiates improvements in existing procedures 
Utilizes district procedures and policies for purchasing and cash handling 
Assist with the completion of required State and Federal reports 
Assists with the data collection and reporting of student achievement for instructional 
programming 
Util izes District software program to manage building technology and maintenance 
requests 

SECRETARY III/ BOOKKEEPER 

Classification: 
Secretaries to Elementary School Principals (10 months), 
Secretaries to High School and Middle School Principals (11 months). 
Accounts Payable Bookkeeper (12 months). 
Technology Secretary to Assistant Superintendent (12 months). 

SECRET ARY QUALIFICATIONS 
• 

• 
• 
• 
• 

• 
• 
• 
• 
• 
• 
• 
• 
• 

Minimum of an Associate's Degree or equivalent work experience and training 
(Individuals hired after July 1, 2015) 
Successful completion of a basic skills test and a basic computer test 
Ability to successful ly pass a background check 
60 Words per Minute 
Working knowledge of basic office procedures and operation of standard office 
equipment and machines 
Ability to accurately input and retrieve computer data 
Proficiency with computer applications and systems, such as; Word, Excel, Access, etc . 
Ability to communicate effectively verbally and in writing 
High degree of efficiency and accuracy 
Commitment to delivering a high level of customer service 
Ability to work with general supervision and/or independently 
Ability to work collaboratively in a team environment 
Ability to multi-task in a fast-paced work environment 
Ability to maintain confidentiality and adhere to HIPP A and FERPA requirements 

BOOKKEEPER QUALIFICATIONS 
• Minimum of an Associate's Degree or equivalent work experience and training 

(Individuals hired after July 1, 2015) 
• Successful completion of a basic skill s test and a basic computer test 
• Ability to successfully pass a background check 
• 60 Words per Minute 
• Working knowledge of basic office procedures and operation of standard office 

equipment and machines 
• Ability to accurately input and retrieve computer data 
• Ability to multi-task in a fast-paced work environment 
• Proficiency with computer applications and systems. such as; Word, Excel, Access, etc. 
• Ability to communicate effectively verbally and in writing 
• High degree of efficiency and accuracy 
• Commitment to delivering a high level of customer service 
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• 
• 
• 
• 
• 
• 
• 

Ability to work with general supervision and/or independently 
Ability to work collaboratively in a team environment 
Ability to maintain confidentiality and adhere to HIPPA and FERPA requirements 
Ability to enter, record, and report all disbursements of Board funds for all accounts 
Abi lity to verify bank accounts and perform other banking transactions 
Ability to work w/administrators and auditors by providing information as requested 
Ability to identify and report potential over-expenditure of Board budget funds 

Essential Skills/Job Duties (CLASSIFICATION DESCRIPTION III- Secretaries to Elementary School 
Principals) 

• 

• 
• 
• 
• 
• 
• 
• 
• 
• 
• 
• 
• 
• 
• 
• 

• 
• 

• 
• 
• 
• 
• 
• 

• 

• 

Positively interacts with students, parents, staff, administrators, and daily visitors in 
person, electronically, and on the phone 
Manages student data system 
Utilizes various computer applications and software to complete day to day tasks 
Utilizes Outlook to manage all associated tasks 
Assists with safety drills and procedures 
Assists with the scheduling facility for internal and external use 
Assists with scheduling of field trip transportation 
Assists with the purchasing, processing, and distribution of school supplies and materials 
Effectively works with outside agencies on school related business 
Assists with office tasks and building procedures 
Independently performs any and all related duties assigned 
Uses good judgment 
Utilizes Board policies and district procedures when making decisions 
Initiates improvements in existing procedures 
Utilizes district procedures and policies for purchasing and cash handling 
Maintains student records and retention (CA60 files. residency verification, emollment. 
immunizations, etc.) 
Monitors the main entrance and operates the door access 
Utilizes the District' s financial software program to process purchase orders, process 
receivers, and run transaction reports to assist the building principal with budget related 
functions 
Assists with the daily tasks associated with building subs 
Completes building assigned task associated with hourly payroll 
Assists with conducting background checks on volunteers 
Witnesses medication dispensing, and assi st with general first aid tasks for the building 
Assist with the completion of required State and Federal reports 
Assists with the data collection and reporting of student achievement for instructional 
programming 
Utilizes District software program to manage building technology and maintenance 
requests 
Assists with posting building information on the building website 
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Essential Skills/Job Duties (CLASSIFICATION DESCRIPTION III- Secretaries to High School and 
Middle School Principals) 

• 

• 
• 

• 
• 
• 
• 
• 
• 
• 
• 
• 
• 
• 
• 
• 
• 

• 
• 
• 
• 
• 
• 

• 

• 
• 

Positively interacts with students, parents. staff, administrators, and daily visitors in 
person, electronically, and on the phone 
Manages student data system 
Maintains student records and retention (CA60 files. residency verification, enrollment, 
immunizations, etc.) 
Utilizes various computer applications and software to complete day to day tasks 
Utilizes Outlook to manage all associated tasks 
Assists with safety drills and procedures 
Assists with the scheduling facil ity for internal and external use 
Assists with scheduling of field trip transportation 
Assists with the purchasing, processing, and distribution of school supply and materials 
Effectively works with outside agencies on school related business 
Assists with office tasks and building procedures 
Independently performs any and all related duties assigned 
Uses good judgment 
Utilizes Board policies and district procedures when making decisions 
Initiates improvements in ex isting procedures 
Uti lizes district procedures and policies for purchasing and cash handling 
Monitors the main entrance and operates the door access 
Utilizes the District's financial software program to process purchase orders, process 
receivers, collect fees, and run transaction reports to assist the building principal and 
Business Office with budget related functions 
Assists with the daily tasks associated with building subs 
Completes building assigned tasks associated with hourly payroll 
Assists with conducting background checks on vo lunteers 
Witnesses medication dispensing, and assist with general first aid tasks for the bui lding 
Assist with the completion of required State and Federal reports 
Assists with the data collection and reporting of student achievement for instmctional 
programming 
Utilizes District software program to manage building technology and maintenance 
requests 
Assists with verifying athletic eligibi lity 
Assists with posting building information on the building website 

Essential Skills/Job Duties (CLASSIFICATION DESCRIPTION HJ- Technology Secretary to 
Assistant Superintendent) 

• Positively interacts with students, parents, staff, administrators, and daily visitors in 
person, electronically, and on the phone 

• Manage student data system 
• Uti lize various computer applications and software to complete day to day tasks 
• Uti li ze Outlook to manage all associated tasks 
• Monitors main door entrance and operates the door access 
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• 
• 
• 
• 
• 
• 
• 
• 
• 
• 
• 

• 
• 
• 

• 
• 
• 

• 

• 

• 
• 
• 

• 
• 

Assists with the scheduling of technology vendors and system repairs 
Establishes Wheat Building room calendars 
Assists with the purchasing, processing, and distribution of technology related items 
Effectively works with outside vendors on school related business 
Assists with office tasks/other secretary duties, as needed 
Independently performs any and all related duties assigned 
Uses good judgment 
Utilizes Board policies and district procedures when making decisions 
Initiates improvements in existing procedures 
Utilizes district procedures and policies for purchasing and cash handling 
Utilizes District software program to manage building technology and maintenance 
requests 
Assist with the completion of required State and Federal reports 
Completes department assigned tasks associated with hourly payroll 
Utilizes the District's financial software program to process purchase orders. process 
receivers, collect fees, and run transaction reports to assist the Assistant Superintendent 
and Business Office with budget related functions 
Assists staff with troubleshooting technology problems 
Maintains the District Inventory database 
Assists with the collection, inventory, repair, data collection and checkout of the district 
owned technology equipment 
Assists with the collection, inventory, repair, and checkout of the district owned musical 
instruments 
Assists with the technology requirements for district and state assessments; NWEA, M­
Step, etc. 
Maintains and renews district software licenses 
Assists district with Rf Ps/Bids for technology related equipment and services 
Works with outside vendors on the District's phone system, internet services, 
bells/paging system, fiber, etc. 
Assists with the maintaining of the District and building websites 
Assists with the maintain of the District" s security systems 

Essential Skills/Job Duties (CLASSIFICATION DESCRIPTION III-Accounts Payable Bookkeeper) 

• 

• 
• 
• 
• 
• 
• 
• 
• 
• 
• 
• 
• 

Positively interacts with students, parents, staff, administrators, and daily visitors in 
person, electronically, and on the phone 
Manage student data system 
Uti lize various computer applications and software to complete day to day tasks 
Utilize Outlook to manage all associated tasks 
Coordinates building use and transportation for summer latchkey program 
Assists with the purchasing, processing, and distribution of athletic related items 
Effectively works with outside agencies on school related business 
Assists with office tasks/other secretary duties, as needed 
Independently performs any and all related duties assigned 
Uses good judgment 
Utilizes Board policies and district procedures when making decisions 
Initiates improvements in existing procedures 
Utilizes district procedures and policies for purchasing and cash handling 

LSCU Contract - Page 36 



• Assist with Athletic & Operation Department functions 
• Assists with payro ll functions; specifically hourly payroll and employee inquires 
• Maintains the District's fixed assets 
• Assists with the preparation of various audit schedules and tasks 
• Reconciles the District bank accounts 
• Verifies wire transfers 
• Maintains the online acceptations from the financial institutions 
• Assist building secretaries, and other staff, with purchasing, payroll, and other Business 

Office functions 
• Assists with the training of various staff members on various Board policies and 

procedures 
• Prepare journal entries for various funds 
• Assist with the completion of required State and Federal reports 
• Audits district bills to verify accuracy 
• Process accounts payable check runs 
• Assists with the purchasing. processing, and distribution of district equipment, supplies 

and materials 

ADMINISTRATIVE ASSISTANT 

Classification IV: Secretaries to Assistant Superintendent of Curriculum/Enrollment (12 
months), Director of Preschool and Elementary Curriculum (12 months), and 
Director of Student Services (12 months). 

QUALIFICATIONS 
• Minimum of an Associate's Degree or equivalent work experience and training 

(Individuals hired after July 1, 2015) 
• Successful completion of a basic skills test and a basic computer test 
• Ability to successfully pass a background check 
• 60 Words per Minute 
• Working knowledge of basic office procedures and operation of standard office 
• equipment and machines 
• Ability to accurately input and retrieve computer data 
• Proficiency with computer applications and systems. such as; Word, Excel. Access, etc. 
• Abi lity to communicate effectively verbally and in writing 
• High degree of efficiency and accuracy 
• Commitment to delivering a high level of customer service 
• Abi lity to work with general supervision and/or independently 
• Abi lity to work collaboratively in a team environment 
• Ability to multi-task in a fast-paced work environment 
• Abi lity to maintain confidentiality and adhere to HIPPA and FERPA requirements 
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Essential Skills/Job Duties (CLASSIFICATION DESCRIPTION IV- Administrative 
Assistant- Secretary to the Assistant Superintendent of Curriculum/Enrollment) 

• 

• 
• 

• 
• 
• 

• 
• 
• 

• 
• 
• 
• 
• 
• 
• 
• 

• 
• 
• 
• 

• 

• 
• 
• 
• 
• 

Positively interacts with students, parents, staff, administrators, and daily vis itors in 
person, electronically, and on the phone 
Manages student data system 
Maintains student records and retention (CA60 files, residency verification, enrollment, 
immunizations, etc.) 
Uti lizes various computer applications and software to complete day to day tasks 
Utilizes Outlook to manage all associated tasks 
Manages the registration process for all new students; placement testing, discipline 
checks, completion of paperwork, communication with buildings 
Assists with the scheduling and facilitation various trainings for district staff 
Assists with processing and scheduling of field trips and professional development 
Assists with the purchasing, processing, and distribution of textbooks, supplemental 
materials, and school supplies 
Effectively works with outside agencies on school related business 
Assists with office tasks and building procedures 
Independently performs any and all related duties assigned 
Uses good judgment 
Uti lizes Board policies and district procedures when making dec isions 
Initiates improvements in existing procedures 
Utilizes district procedures and policies for purchasing and cash handling 
Utilizes the District' s financial software program to process purchase orders, process 
receivers, and run transaction reports to assist the Assistant Superintendent and Business 
Office with budget related functions 
Completes department assigned tasks associated with hourly payroll 
Assists with conducting background checks on student teachers and observers 
Assist with the completion of required State and Federal reports 
Assists with the data collection and reporting of student achievement for instructional 
programming 
Utilizes District software program to manage department technology and maintenance 
requests 
Assists with posting department information on the district website 
Audits dual enrollment bills and processes purchase order 
Assists with summer school and credit recovery reimbursements 
Assists with the preparation of Board materials 
Assists with the process for student recognitions at Board level 

Essential Skills/Job Duties <CLASSIFICATION DESCRIPTION IV- Administrative 
Assistant- Secretary to the Director of Preschool and Elementary Curriculum) 

• Positively interacts with students. parents, staff. administrators. and daily visitors in 
person, electronically, and on the phone 

• Manages student data system 
• Maintains student records and retention (CA60 files. residency verification. enrollment. 

immunizations, etc.) 
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• 
• 
• 

• 

• 
• 

• 
• 
• 
• 
• 
• 
• 
• 

• 
• 
• 
• 

• 

• 
• 
• 
• 

Uti lizes various computer applications and software to complete day to day tasks 
Utilizes Outlook to manage all associated tasks 
Manages the registration process for all new preschool students; completion of 
paperwork, communication with preschool staff. Director of Preschool, and Central 
Office staff 
Assists with the schedul ing and facilitation various trainings for preschool and elementary 
staff 
Assists with processing and scheduling of field trips and professional development 
Assists with the purchasing, processing, and distribution of textbooks. supplemental 
materials, and school supplies 
Effectively works with outside agencies on school related business 
Assists with office tasks and building procedures 
Independently performs any and all related duties assigned 
Uses good judgment 
Utilizes Board policies and district procedures when making decisions 
Initiates improvements in existing procedures 
Utilizes di strict procedures and policies for purchasing and cash handling 
Utilizes the District's financial software program to process purchase orders, process 
receivers, and run transaction reports to assist the Director of Preschool and Elementary 
Curriculum, as well as the Business Office with budget related functions 
Completes department assigned tasks associated with hourly payro ll 
Assists with conducting background checks on building volunteers 
Assist with the completion of required State and Federal reports 
Assists with the data collection and reporting of student achievement for instructional 
programming 
Util izes District software program to manage department technology and maintenance 
requests 
Witnesses medication di spensing, and assists with general first aid tasks for the building 
Assists with posting preschool information on the district website 
Assists with collection and processing of preschool payments 
Provides backup support to Central Office departments 

Essential Skills/Job Duties <CLASSIFICATION DESCRIPTION IV- Administrative 
Assistant- Secretary to the Director of Student Services) 

• Positively interacts with students, parents, staff, administrators, and daily visitors in 
person, electronically, and on the phone 

• Manages student data system and other special education data systems 
• Maintains student records and retention (CA60 files, residency verification, enrollment, 

immunizations, IEPs, etc.) 
• Uti lizes various computer applications and software to complete day to day tasks 
• Utilizes Outlook to manage al l associated tasks 
• Manages the registration process for all new students receiving spec ial education 

services; discipline checks. completion of papen:vork, communication with buildings 
• Assists with the scheduling and facilitation various trainings for district special education 

staff 
• Manages the functions of the district mailroom and mailings 
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• Assists with processing and scheduling of special education transportation, field tri ps and 
profess ional development 

• Assists with the purchasing, processing, and distribution of textbooks, supplemental 
materials. and school supplies for the Student Services Office 

• Assists with the identification of Homeless students and the services available 
• Assists with the identification of Bilingual students and the services available 
• Effectively works with outside agencies on school related business 
• Assists with office tasks and building procedures 
• [ndependently performs any and all related duties assigned 
• Uses good judgment 
• Utilizes Board policies and district procedures when making decisions 
• Initiates improvements in existing procedures 
• Utilizes district procedures and policies for purchasing and cash handling 
• Utilizes the District's financial software program to process purchase orders, process 

receivers, and run transaction reports to assist the Executive Director of Student Services 
and Business Office with budget related functions 

• Completes department assigned tasks associated with hourly payroll 
• Assist with the completion of required State and Federal reports 
• Assists with the data collection and reporting of student achievement fo r instructional 

programming 
• Uti lizes Distri ct software program to manage department technology and maintenance 

requests 
• Assists with posting department information on the district website 
• Assists with the preparation of Board materials 

DA TA SPECIALIST 

Classification V: Reports to Assistant Superintendent (12 months) 

QUALIFICATIONS 

• College level degree or equivalent training/experience in data management, management 
information systems or related field 

• Experience with K-1 2 student and administrative systems, including state and federal 
reporting requirements 

• Successful completion of a basic ski I ls test and a basic computer test 
• Ability to successfully pass a background check 
• 60 Words per Minute 
• Working knowledge of basic office procedures and operation of standard office 

equipment and machines 
• Ability to accurately input and retrieve computer data 
• Proficiency with computer applications and systems, such as; Word, Excel, Access, etc. 
• Ability to communicate effectively verbally and in writing 
• High degree of efficiency and accuracy 
• Commitment to delivering a high level of customer service 
• Ability to work with general superv ision and/or independently 
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• Ability to work collaboratively in a team environment 
• Ability to multi-task in a fast-paced work environment 
• Ability to maintain confidentiality and adhere to HIPP A and FERPA requirements 

Essential Skills/Job Duties <CLASSIFICATION DESCRIPTION V- Data Specialist- Reports 
to the Assistant Superintendent) 

• Maintain necessary student data records and respond to questions regarding matters in a timely manner 
• Provides technical support to end users by responding to questions or resolving problems related to the 

district's various applications 
• Coordinate and provide support for district use of student management systems (PowerSchool, etc.). 

Special Education Student Management Systems (TieNet, etc.), Food Service Point of Sale (Meal Magic. etc.), 
CTEIS, lntegrade Pro, and other student software programs 

• Coordinate and provide support for State and/or Federal data bases (SRSD, SID, FlD, REP, 
Free/Reduced Lunch, food service functions, etc.) 

• Serves as the district pupil accounting specialist and PowerSchool/SRSD/MSDS liaison to the technology 
support personnel at MISD to resolve technical problems and ensure agreements are up to date 

• Collaborate with building and district administration in the successful mining of data bases and other 
support systems 

Develops and facilitates individual and !:,rroup trainings related to the district sn1dent and administrative 
applications (including developing and distributing written training materials as appropriate) 

• Cross check of student management data/state enrollment data with student assessment data and assists 
with the accuracy of state accountability requirements 

• Promote use of unifonn district record keeping and data entry procedures 
• Serve as member of enrollment office team by supporting the registration process for new students 
• Assist the office of the Superintendent and central office administrators in maintaining and/or 

displaying information 
• Work on extended projects with little direction and supervision (on evenings and/or weekends as 

needed) 
Other projects and duties as assigned 

• Positively interacts with students. parents. staff. administrators, and daily visitors in 
person, electronically, and on the phone 

• Utilizes various computer appl ications and software to complete day to day tasks 
• Utilizes Outlook to manage all associated tasks 
• Assists with the registration process for all new students. completion of paperwork, 

communication with buildings 
• Effectively works with outside agencies on school related business 
• Assists with office tasks and building procedures 
• Independently performs any and all related duties assigned 
• Uses good judgment 
• Utilizes Board policies and district procedures when making decisions 
• In itiates improvements in existing procedures 
• Utilizes district procedures and policies for purchasing and cash handling 
• Assists with posting department information on the district website 
• Assists with the preparation of Board materials 
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BUSINESS OFFICE SPECIALIST 

Classification V- Reports to Director of Business Services ( 12 months) 

QUALIFICATIONS 

• 

• 
• 
• 
• 
• 
• 
• 
• 
• 

• 

Bachelor's degree or equivalent training/experience in accounting, finance, or related 
field 
Successful completion of a basic skills test and a basic computer test 
Abi lity to successfully pass a background check 
Knowledge of the Michigan Public School's Bulletin 1022 
Ability to effectively communicate orally and in writing (required) 
Budget development and monitoring experience 
Knowledge of network infrastructure and maintenance of business office related programs 
Demonstrated success collaborating with all staff classifications in the perfonnance of duties 

60 Words per Minute 
Working knowledge of basic office procedures and operation of standard office 
equipment and machi nes 
Ability to accurately input and retrieve computer data 
Proficiency with computer applications and systems, such as; Word, Excel, Access, 
etc. 

• Abil ity to communicate effectively verbally and in writing 
• High degree of efficiency and accuracy 
• Commitment to delivering a high level of customer service 
• Ability to work with general supervision and/or independently 
• Ability to work collaboratively in a team environment 
• Ability to multi-task in a fast-paced work environment 
• Ability to maintain confidentiality and adhere to HTPPA and FERPA requ irements 
• Experience with K- 12 student and administrative systems. including state and federal 

reporting requirements 
• Ability to multi-task in a fast-paced work environment 

Essential Skills/J ob Duties <CLASSIFICATION DESCRIPTION V- Business Office 
Specialist- Reports to the Director of Business Services) 

• Perform accounting duties for the efficient operation of payables, receivables, payroll and other 

business office functions 
• Assist in budget development and monitoring 

• Assist in bidd ing and purchasing process 
• Assist in employee benefit monitoring and reconciliation, including Affordable Care Act 

monitori ng and report ing 
• Perform accounting and financial reporting (local. state. federal), including audit preparation 
• Assist in solving problems related to network administration and infrastructure of business office 

related programs 
• Provide support to the food service program 
• Assists with managing the district's online payment systems 
• Provide for the accounting of district funds in accordance with state and federal requirements, 

generally accepted accounting principles, and district policies 
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• 

• 
• 

• 
• 
• 
• 

Oversee cash flow plann ing; supervise the investment of idle funds; assist in the preparation of 

state aid note, as needed 
Oversee payroll, time and attendance and submit payments to various governmental agencies 

Bank reconciliations 

Prepare accruals for year-end including month ly and yearly closings, and reporting to various 
governmental entities 

Generate and maintain Statement of Cash Flow (monthly) 
Prepare quarterly 941 reports 

Generate quarterly Financial Statements 
Assist in the preparation of financial reports for local. intermediate, state and federal use where 
applicable 

• Assist with training to employees on business office systems and functions Review l 099 's and 
W-2 's 

• Assist in dai ly problem solving and the creation of a positive. service oriented office 

• Positively interacts with students, parents. staff. administrators. and daily visitors m 
person, electronically, and on the phone 

• Util izes various computer applications and software to complete day to day tasks 
• Util izes Outlook to manage all associated tasks 
• Assists with the latchkey registration process 
• Assists with the scheduling and facilitation various trainings for district staff 
• Effectively works with outside agencies on school related business 
• Assists with office tasks and building procedures 

Independently performs any and all related duties assigned 
• Uses good judgment 
• Utilizes Board policies and district procedures when making decisions 
• Initiates improvements in existing procedures 
• Uti lizes district procedures and policies for purchasing and cash handling 
• Utilizes the District's financial software program to process purchase orders, process 

receivers, and run transaction reports to assist the Director of Business Services with 
budget related functions 

• Completes department assigned tasks associated with hourly payroll and substitute 
payroll (internal and external) 
Utilizes District software program to manage department technology and maintenance 
requests 

• Assists with posting department information on the district website 
• Assists with the preparation of Board materials 
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Secretary Salary Schedule 
2015-17 Secretary Salary Schedule 

Secretary I Secretary II Secretary Ill - Bookkeeper 

2015-2017 2015-2017 
Step (Hourly) Step (Hourly) Step 2015-2017 (Hourly) 

1 $14.76 1 $15.35 1 $15.92 
2 $15.90 2 $16.54 2 $17.15 
3 $17.13 3 $17.76 3 $18.38 
4 $18.82 4 $19.46 4 $20.10 
5 $20.07 5 $20.72 5 $21 .35 
6 $22.08 6 $22.72 6 $23.36 
7 $24.03 7 $24.67 7 $25.32 

Data 

Administrative Specialist/Business 

Assistant Office Specialist 

2015-2017 2015-2017 
Step (Hourly) Step (Hourly) 

1 $16.94 1 $17.63 
2 $18.25 2 $18.99 
3 $19.48 3 $20.25 
4 $21 .18 4 $22.03 
5 $22.47 5 $23.37 
6 $24.48 6 $25.45 
7 $26.39 7 $27.44 

2015-2017 Salary Schedule Addition- Revenue Impact 
Revenue Exceeds Wage Impact Examples 
-$500,000 -1% and No Steps 30 Less Students and 

-$50 per student 
-$250,000 -.5% and No Steps 10 Less Students and 

-$25 per student 
$0 0% and No Steps 0 Additional Students 

and $0 per student 
$350,000 0% and No Steps 25 Additional Students 

and $25 per student 
$800,000 1 % Off Schedule or 80 Additional Students 

Step(depending on the and $50 per student 
employee's step status) 

$1 ,300,000 1% and Steps 120 Add itional Students 
and $100 per student 

$1 ,800,000 2% and Steps 175 Additional Students 
and $100 per student 
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• The parties agree that the Districf s Fund Balance needs to be grown to get back up to the 
Board· s fund balance goal of 8-10% ratio to overall operating expenses. (For 2014-15 it 
should be $3,300,000) 

• The District's current averaged MPSER retirement rate is 33.83%. The State contributes 
10.53% to offset the cost to the District, with the District being responsible for paying 
23.30%. This wage structure is dependent on the Districf s responsibility for the 
MPSERS retirement rate not to exceed 25.5%. 

• Examples are for illustrative purposes. The number of students and foundation allowance 
can be different from what is listed above as long as it triggers the revenue listed above 
for the associated wage impact. 

• Wage actions will be processed in January annually. based upon the student foundation 
and FTE·s reported on the December State Aid Status Report. 

2017-2019 Salary Schedule 
Both parties agree to do a wage reopener for years three and four of the contract with wages 
beinQ the onlv topic of discussion. 

Any person placed in a classification with a lower wage rate shall be 
grandfathered at their current rate plus above increments 
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SCHEDULE A 

LONGEVITY PAY PLAN 
Longevity shall be paid to every LSCU member having completed seven (7) full years of service 
in the LSCU, with beginning date to be determined as of Jul y l fo r all LSCU members. 

Longevity pay shall be paid at the last pay period of each fiscal year. 

Completion of 

Schedule of Payment of Longevity Pay 

7 years 
8 years 
9 years 
10 years 
11 years 
12 years 
13 years 
14 years 
15 years 
16 years 

$330 
$355 
$380 
$405 
$.BO 
$455 
$480 
$505 
$755 
$780 

17 years 
18 years 
19 years 
20 years 
21 years 
22 years 
23 years 
24 years 
25 years and over 

$805 
$830 
$855 
$880 
$905 
$930 
$955 
$980 
$1,005 

If an LSCU member works 100 days during the fiscal year, she/he shall receive credit fo r the entire 
year as applied to the longevity clause, starting with July 1. for all LSCU members. 

OTHER BENEFITS 

I. Health Insurance 
A. The Board shall provide multiple insurance benefits plan options, as li sted below in 

Plans A-D, and allow all members in the bargaining unit to select the plan of their 
choice. Members may forego selecting an insurance benefi ts plan listed in Plan A-D 
and instead rece ive an in-lieu-of payment. Additionally, the Board shall provide the 
Long Term Disability Insurance benefits listed be low for all members. Such benefits 
for Long Term Disabili ty Insurance benefits and Health Care Insurance benefit plans 
that cost below the Hard Cap shall be provided, without cost to the members. and 
his/her eligible dependents. If an employee selects a health care insurance benefi t 
plan that costs more than the Hard Cap, as annually establ ished by PA 152. the 
employee is responsible fo r paying for the difference. The cost will be paid by 
payroll deduction. 

LSCU Contract - Page 46 



SCHEDULE A (continued) 

Health Care Insurance Benefit Plans 
BCBSM- BCBSM- Plan BCBSM- BCBSM- Plan 

Plan A B Plan C D 
CB Plan CB 3 Plan CB 12 Plan SB 500 Plan 

Deductible: Single Deductible: Deductible: Deductible: 
$300/Family $600 Single Single Single 

Member Coinsurance: $250ffamily $ l ,000/Family $500/Family 
0% $500 $2000 $ 1,000 

Office Visit: $10 Member Member Member 
Preventive: 100% Coinsurance: Coinsurance: Coinsurance: 

ER: $50 20% O~o 20% 
Generic Rx: $0!Brand Office Visit: Office Visit: Office Visit: 

Rx: $20!Brand with $20 $30 $20 plus 
Generic Rx: $30 Preventive: Preventive: Deductible & 

100% 100% Coinsurance 
ER: $ 150 ER: $ 150 Preventive: 

Generic Rx : Generic Rx: 100% 
$0fPreferred $0/Preferred ER: $150 

Brand Rx: $301 Brand Rx: Generic Rx: 
Non-Preferred $30/Non- $0/Preferred 

Brand $50 Preferred Brand Brand Rx: 
$50 $30/Non-

Preferred 
Brand $50 

Employee Contribution- Hard Cap 
(Approximate Annual Pay $2,918 $787 $403 $0 

Deduction based on projected 2015-
16 costs) 

Under Hard-Cap Insurance Rebate 
lf a secretary selects the health insurance benefi ts plan that costs less than the annual 
hard-cap amount, he/she will be entitled to an off-schedule rebate payment of 40% of the 
savings between the plan cost and the hard-cap amount. This rebate will be paid out 
annually on an August payro ll check. accrued from the previous fiscal year. 

B. Prohibition of Double Coverage: 
I. There should be no duplication of major medical insurance benefits. 

It is the obligation of the LSCU member to notify the Business Office of 
coverage from spouse's or other's insurance plan. It is agreed that 
LSCU members shall not knowingly cause the Board to provide 
insurance benefits that are a duplication of coverage held by the LSCU 
member. 

2. There wi ll be a coord ination of benefits to LSCU members who are 
covered with health insurance coverage through another group. or if 
married. 
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SCHEDULE A (continued) 

II. Dental Insurance 
The Board agrees to pay the full cost of a group dental insurance plan or to self-insure 
dental coverage for all LSCU members as described in Appendix B. The dental plan 
shall be continuous. 

III. Term Life Insurance 
All LSCU members shall receive a twenty-thousand dollar ($20.000.00) double 
indemnity term life insurance policy as long as they remain in the employ of the School 
Board, in accordance with the terms of the authorized insurance company. 

IV. Optical Insurance 
The Board shall provide the fu ll cost of optical insurance as described in Appendix B. 

V. Unused Leave Davs 
A. LSCU members, who retire after ten (10) years in the LSCU, will receive thirty 

dollars ($30.00) for each unused leave day up to the maximum allowable 
accumulated days. 

B. Such payment of the accumulation of the maximum allowable days will be made 
to the heir of the LSCU member if her/his death precludes retirement. 

C. The parties agree that any unused sick leave shall be permitted to accumulate 
toward the 180 day maximum. 

VI. Disability Insurance 
Beginning on the 91 st calendar day of disability. LSCU members may receive s ixty-six 
and two-thirds (66 2/3%) of their annual base salary to age sixty-five 65, in 
accordance with the terms of the authorized insurance company contract. 

A secretary placed on long-term disabi lity will continue to receive health and 
prescription benefits for a period of tvvo years. 

The Board is to provide the LSCU with a copy of the contract with the authorized 
insurance company. 
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Dental Insurance 

Appendix A 
Secretarial/Clerical-AFSCME 

Insurance Benefits 

Dental coverage shall have the following benefits: Class I (diagnostic/preventive) I 00%, Class IT 
(restorative) 90%, Class Ill (major restorative) 90%, Class IV (orthodontic) 80%. There wi ll be a 
maximum annual benefit of $1,250 on Classes I, II, m, and a lifetime maximum of $ 1,500 on Class IV. 
The I 00/90/90/80 dental plan is an indemnity, self-funded plan adm inistered by a third party 
administrator. It does not utilize a network and c laims wi ll be paid directly to the provider. 

The Board reserves the right to select the carrier and/or to self-fund this insurance. 

Optical Insurance 
Vision coverage shall be a 12112112 vision program administered by a third party administrator. 

The plan wi ll pay up to thirty-five dollars ($35) for an optometrist and forty-five ($45) for an 
ophthal mologist, once every twelve months. It wi ll cover up to fifty-five dollars ($55) for standard 
eyeglass frames once every twelve months. It will also cover eyeglass and contact lenses once every 
twelve months up to the fo llowing amounts: 

Eyeglass lenses 
Single Vision 
Bifocal 
Tri focal 
Lenticular 

Clear 
$ 38 
$ 60 
$ 72 
$108 

Tints 
$ 42 
$ 70 
$ 84 
$118 

Polarized 
$ 56 
$ 90 
$110 
$138 

Contact lenses: $115 ($200 if contact lenses are medically necessary). 

This 12112/ 12 vision plan is an indemnity, self-funded plan. It does not utilize a network and c laims will 
be paid directly to the provider. 

The Board reserves the right to select the carrier and/ or to self-fund this insurance. 

Disability Insurance 
Beginning on the 9JS1 calendar day of the disability, LSCU members eligible f or insurance 
benefits may receive 66 and 213% of their annual base earnings. 

The amount of LTD benefits is limited and may be offset by income from other sources. These benefits 
may continue until the e lig ible employee reaches age 65, in accordance with the terms of the insurance 
contract. 

The Board reserves the right to select the carrier and/or to self-fund this insurance. 

Double Indemnity Term Life Amount $20,000 

PAYM ENT IN-LIEU 
In-lieu of health insurance, the Board will pay each e ligible employee three thousand dollars ($3,000) for 
opting out of full family coverage, two thousand two hundred fifty dollars ($2,250) for opting out of nvo 
person coverage, and one thousand five hundred dollars ($1,500) fo r opting out of single person coverage 
per year. In addition, el ig ible employees who forego health insurance will be provided without cost to 
the employee dental. optical, LTD, and life insurance as identified in Appendix A 
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Appendix B 
Secretarial/Clerical-AFSCME 

Example Secretarial Work Year Calculation 

10 Month Secretary 
#of Days 

Work Days 197 
Paid Holidays 12 

Non-holiday Break Days 12 
Total Number of Paid Days 22 1 

11 Month Secretary 
#of Days 

Work Days 215 
Vacation Days 5 
Paid Holidays 12 

Non-holiday Break Days 12 
Total Number of Paid Days 244 

12 Month Secretary 
#of Days 

Work Days 217-227 
(Dependinq on Years of Service) 

Vacation Days 10-20 
(Dependina on Years of Service) 

Paid Holidays 13 
Non-holiday Break Days 8 

Total Number of Paid Days 258 

*If a leap year falls within a contract term, the number of paid days will increase by one (1) day. 
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Letter of Agreement 
Between 

Lakeview Public Schools 
And 

AFSCME, Council 25, Local 1317-Lakeview Secretarial/Clerical Union 

It is understood and agreed that a committee will be formed to create a Classification page in the contract 
for the Business Office Specialist position. The committee will also revise the descriptions for all 
secretarial positions to accurately reflect the current qualifications and job responsibilities. 
The Union will appoint three (3) members and the SuperintendenVDesignee will appoint three (3) 
administrative members. The committee will implement their recommendation by August 31, 2015. 

Board Representative Union Representative 

Date Date 
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. . 
) [ "' A ~ · Secretary Negotiations- March 22, 2018- Administration Proposal #2 A . 
~ ~· ,~ -c;?~ -2. -i..~ y 

2017 / 18 Salary Schedule 

~.: *For calendar year 2018 (Through December 31, 2018) 

• 1% On Schedule for all bargaining unit members 

• .5% Off Schedule for all bargaining unit m embers, based upon the April 18, 2018 new base salary rate, as a 

result of the 1% On Schedule noted above. 

-· Le 11e3 811 Sclicdolc "1 
• Wage impacts will be effective April 17, 2018 (pending union ratification and Board approval) 

2018/19 Salary Schedule Addition- Revenue Impact (2017/18 Base Salary Schedule) 

(Calendar Year 2019) 

Revenue Exceeds Wage Impact 

-$500,000 -1% Off Schedule 
No Steps 

-$250,000 -.5% Off Schedule 
No Steps 

-$75,000 -.25% Off Schedule 
No Steps 

" 
$0 0% 

No Steps 

$350,000 0% 
No Steps 

$600,000 .5% Off Schedule 
No Steps 

$800,000 1% Off Schedule OR Step On Schedule (depending on the employee's step status) 

• 
$1,300,000 1% On Schedule 

Steps on Schedule 

$1,700,000 1.5% On Schedule 
Steps on Schedule 

$1,800,000 2% On Scnedule 
Steps on Schedule 

• The Board of Education believes that the District's Fund Balance needs to be grown to get back up to the Board's fund 

balance goal of 8-10% ratio to overall revenue. (Current fund balance is at 3.7%.) 

~ 

• The District's current averaged MPSER retirement rate is 36.88%. The State contributes 11.32% to offset the cost to the 

District, with the District being responsible for paying 25.56%. The wage structure above is dependent on t he District's 

responsibility for the MPSERS retirement rate not to exceed 26.0o/~ If the District's responsibility for the MPSERS retirement 

rate exceeds 26.0% both parties will be required to reopen the Revenue Salary Formula portion of the contract. 

• The revenue identified in the Salary Schedule Addition- Revenue Impact above is limited to lines 22a Prop A Obligation and 

22b Discretionary Payment, as reported on the December State Aid Status Report, and Local revenue identified in 

Accounting Class Code 111 (Per t he State of Michigan 1022 Accounting Manual), and any additional unrestricted revenue 

from a county-wide or regional millage. It does not include allocations for categorical programs or other sources. (E.g. Title 

I, At Risk 31 A, Special Education Headlee Obligation 51C, Sale of a building, etc.) 

• The calculation for the "Revenue Exceeds" column shall be as follows: 

o The difference between line 22a and 22b revenue as reflected on the December 2018 and December 2017 State 

Aid Status Reports. 

o The difference between the Accounting Class Code 111 revenue (Property Taxes) received by the District, as 

.reported on audited financial records, in the 17 /18 fiscal year and the 16/17 fiscal year 



Secretary Negotiations- March 22, 2018- Administration Proposal #2 
o Any additional unrestricted revenue from a county-wide or regional millage. 

• Wage Impact actions noted above for 2018/19 will be processed in January 2019, based upon lines 22a, 22b, and local 

revenue identified in Accounting Class Code lll{Per the State of M ichigan 1022 Accounting Manual}, and any additional 

unrestricted revenue from a county-wide or regional millage, as reported on the December State Aid Status Report. (The 

two respective years' December State Aid Status Reports being considered will be compared}. 

• Because it is not the intent by either party to advance steps for newly hired members in their first year of employment, all 

employees hired between September pt and December 3151 of2018, will receive the% increases and lanes for the January 

2019 wage impacts, if any, triggered by add itional revenue but will not advance in steps in their first year of employment 

with the district. 


