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3.01

3.02

SA" Y L

...2 salary schedule is based upon a normal wo week. __r extra work, the 1 I
member shall be entitled to appropriate additional compensation at his’her current
established hourly rate.

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

One {1} 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 1, Lakeview.
{See Appendix B}

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 ¥2 ) times the individual hourfy 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.

Coverage of duties in the absence of a LSCU member may be performed:

i by a substitute secretary.
2. by another LSCU member chosen base n seniority and
classification who shall receive overtime pay.

All overtime must be approved by the SuperintendentDesignee of Schools.

Whenever possible. LSCU members shall receive one (1) days™ notice when overtime has
been scheduled.

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

3.03

34

3.05

3.06

The wages or salary of the LSCU member shall start at the time she/he reports tor scheduled
duty. The wages or salary shall be paid bi-week!y on such calendar tes as are established by

the Board.

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

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.

Termination notices of LSCU members authorized deductions shall be submitted in
writing at least thirty (30) days in advance of the effective  te for which deductions
are to be discontinued.
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ARTICL 1T atim

3.07 © 77U members may use payrotl deductions for the foliowing:

Hospitalization Insurance

School Employees Credit Umon

Annuities approved by Board

AFSCME Political Action Contributions (P.E.O.P.L.E)

United Way

Michigan Public School Employees Retirement Services (M.P.S.E.R.S.)

m w6 oo

3.08 Any LSCU member requested to do temporary work in a lower payv classitication shall
receive his/her pay.

3.09 When an LSCU member is working in an elementary building with a halt' ¢ 2) time
principal. she/he shall be compensated with a pav differential of five dollars ($3.00) per
hour for the period of time she/he is working under the above condition. during the
time the principal is not present in the building.

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

3u All LSCU members shall have one hundred percent (100%) of their wages paid
through direct deposit.
ARTICLE V
P/ D LEAVE
4.01 a. Ten (10} month LSCU members are enti  d to twelve {12) days paid leave per

vear, eleven (11) and twelve (12) month LSCU members are entitle to thirteen
(15) days paid leave per vear from service in their respective positions v 1
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 will also be pro-rated when a
member is no longer employed by the district. with the proration being based upon
the emplovee’s separation date from the district.

1. Leave time may be used for personal and’or family illness. accident,
funeral. bereavement. personal business. or birth of a child.

|-

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

3. Leave days shall not be utilized to extend holiday leaves or vacations.
4. If any bargaining unit member accumulates more than the maximum number
of leave days allowed by Article [V, Paragraph a (180 days), 30% of any

accrued unused days in excess of 30 days shall be deposited into the  nit
Sick Bank.
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Leaves of absence set forth therein shall be interpreted consistent with the Family
Medical Leave Act (FMLA). including the right to retum to the former po: ion for the
period of time currently covered under the FMLA provisions,

a.

Pregnancy and childbirth shall be treated as any other disability under the terms of
this contract.

Child Care - Short Term Lcave
1. An LSCU member who adopts or assumes legal custody of a ch | sh¢ be

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

19

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. 1f 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 emplovee may be hired to replace an LSC  member on requested
leave of absence for up to 150 davs. at which time the LSCU member can
return to her/his former position.

Child Rearing - Long Term eave

1. Upon termination of disability {or in the case of adoption or gal custody.
upon acquiring the child) an LSCU member shalf be granted leave. without
pay or benefits, of up to one (1) vear. This leave may be renewed by the
Board up to tive (3} years upon the request ot the LSCU member.

2. The LSCU member shall be eligible to retum to the tirst vacancy for which
she/he is qualified following the expiration of the leave period.

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

1. a statement from her‘his phyvsician.

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

Extended Leaves

5.02

d.

An LSCU member shall be granted an unpaid leave of absence. without benefits
tor illness, accident. or equa - grave emergency tor herseltthimself, or a member
of the immediate family. upon receipt of proper medici Jdocumentation.

Written application for such leave sha be made by the LSCU member, addressed
to the Superintendent’Designee.
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computing service to determine the SCU member’s position on the wage an
salary schedule upon return from a leave, the time spent on  ave il not be
counted.

A substitute employee may be hired to replace an LSCU member on requeste
leave of absence for up to one (1} vear, at which time the LSCU member can
return to her/his former position.

If the period of leave exceeds one (1) year. the LSCU member shall displace the
least senior qualified LSCU member in herhis classification or revert to
ARTICLE IX.

If the LSCU member has not recovered sutticiently during the sick leave granted,
but medical testimony is to the effect that further sick leave woul aid recovery,
the LSCU member may request additional leave from  the
Superintendent/Designee and the Board.

For non-work-refated disabilities of the LSCU member, no Boar »aid benefits
are to be provided, except that all insurances shall be continued for one (1} vear
from the date of occurrence of the injury.

Extended lllness {Sick Bank)

5.03

a.

The LSCU members shall maintain an approprate level of davs as determined by
the LSCU by directing the Board to deduct days from members accumt  ted days
to be added to the Bank. Application for such leave shall be in writing and directed
to the LSCU.

The Bank shall be administered by a five (3) union member committee and one
person appointed by the Superintendent/Designee. The Committee shall arrive at a

decision.

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

A relapse of an extended illness covered by the Sick Bank, occurring within thirty
(30) days of the LSCU member's return to work, may be imu  diately referred for
consideration by the Sick Bank Committee without the waiting period.

If an LSCU member returns to work from an illness betore being eligit - for the
Sick Bank, the time of the oniginal tllness will be counted toward the twenty (20)
‘v ting ] iod.

Leave of Absence for Good Cause

5.04

Leave of absence for good cause may be granted upon an  SCU member's written
request without loss of accrued seniority.

a.

Example: Good cause may also mean an LSCU member having to request a leave
of absence due to spouse's transfer to another area for employment reasons.
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b.  Leave of absence for good cause shall be limited to a period of one (1) v« ly.

¢. A substitute emplovee may be hired to replace an LSCU member on requested
leave of absence for up to one (1) year. at which time the LSCU member can
return to her/his former position. It a substitute is unable to be secured for the
leave duration, the District may hire an individual as a full LSCU member to 111
that vacancy. In this case. the member shall be eligible to retum to the first
vacancy for which she/he is qualitied for i owing the expiration of the ave
period.

[f an LSCU member does not return after one year’s absence, she/he will be
considered to have resigned unless the feave has been extended by the District.

in the case of an extended leave, the LSC  member shall be eligible to

retumn to the first vacancy for which she/he is qualified foliowing the expiration of
the leave period.

d.  LSCU members on leave of absence (at their expense) may purchase their fringe
benefits for which they are eligible for a one (1) year period, unless the
leave has been extended by the Board.

It 1s expressly understood that seniority will be accrued for the following teaves:
a. Worker's Compensation b. Disahility

LSCU members off work for reasons covered under 5.01 c. 3.02. and 5.03 may
purchase (at their expense) benefits pursuant to the regulations ot the Underwriter,

ARTICLE VI
""OF [ER’S COMPENSATION

a. Anemployee who suffers an injury arising out of and in the course of employment
with the School District shall receive such compensation and benetfits as
prescribed by the Michigan Workers® Disability Compensation Act.

The injury and accident shall be reported tmmediately to the employee’s
SUpervisor.

The first seven (7) davs absence will not be deducted from the LSCU member's
sick leave bank wl  absence is due to on-the-job injury covered by Workers’
~om sation. An aplee off v th n (14} days upon retum 1 to
work, seven (7) days will be deducted from the employee’s sick leave bank.

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

LSCU members on Worker's Compensation leave shali accrue seniority while on
leave, except that such accrual shall end as of the date of any termi  tion of

employment.
ARTICLE v
WORK POLICY
7.02 Each LSCU member will have a tifteen {13} minute break in the moming and a fitteen

{15} minute break in the atternoon. 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 actions of the LSCU members when said actions are
within the scope of the LSCU members’ employvment.

7.04 An LSCU member's starting and ending time shall be determined by the appropriate
administrator. but shall not contlict with the gross time established by the contract.

In offices of two (2) or more LSCU members in the same classitication, where
staggered shifts are required, selection of shitts within a classification will be governed
by seniority. In cases where the late hours were determined with the length of the
school vear and posted as such. for selected positions (i.e. Special Education Otfice}, it
shall remain as status quo.

7.035 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 responsibility of administering or dispensing medication to students in the
Lakeview Public Schools may not properly be assigned to members of the
secretarial/clerical union as a regular component of their respo ibilities. Under
limited circumstances, LSCL members may occasionally be assigned the task of
dispensing medication to students.

7.07 a.  When the schools are closed to students and teachers for inclement weather. LSCU
members shall not be required to report for ity up to five (3} days per year.
without forfeiting salary or accumulated leave days. ..ould the _ strict be closed
to students and teachers due to inclement weather in excess of (3} five days,
members will be required to report to work. utilize one of their personal leave
days, or be docked their per diem daily rate of pay should they not have any leave
days remaining.



AL...CLE VIl {(continued)

8.01

8.02

8.03

b. In the event a building is closed be wse of mechanical. ¢ trical, uctural
failures, or other unforeseen reasons. an LSCU member will be required to report to
work., Depending on the circumstances, LSCU members may be req red to report
to a different location.

ARTICLE Vill
TERMINATION OF EMPLOYMENT
Any LSCU member terminating her/his employment must give two (2) weeks no ¢

in writing to her‘his immediate supervisor and to the Board. When possible, more
notice will be given.

Any LSCU member terminating her'his services with the Board shall be entitled to
vacation pav for all accrued vacation days, also prorated longevity, payable at the next
payroll period following the date of termination.

Failure to give two (2) weeks™ notice could result in the LSCU member forfe ng all
rights to prorated vacation and longevity.

Any LSCU member who terminates her/his emplovment voluntarily shall be
considered as a new LSCU member if rehired.

ARTIC EIX
LAY-OFF / ID RECALL

Lay-Off Procedure

9.01

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 Classitication Schedule on the basis of alifications
and District-wide seniority and shall receive the rate of pay for the position. No
persons, however, may bump into the Administrative Assistant classitication from a
lower classification.

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

b. Lay-offs shall be made by senionty/qualifications subject to the following
0vislons:

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

Laid off LSC  members shall be provided the opportunity to work before a
substitute secretary, co-op student, or seasonal emplovee 1s contacted to work
any secretarial/clerical assignment.



mtint 1)

< aly minimal overtime shall be worked in an area of an existing lay-ofT,

[ ]

If an LSCU member is laid-oft. she/he would be entitle  to her/his acerued
vacation and prorated longevity.

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

(o)

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

In the event a reduction in the LSCU 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 written notice to the LSCU and the affected
LSCU memberts} at least 60 calendar-days . advance of the effective date of
lay-off.

[

6. In the event that the lay-oftf is necessary due to financial reasons, the affecte
LSCU member and the LSCU will be given notice ten (10) working days in
advance of the ettective date of lay-off. Notice shall be in writing.

Should the Board increase/decrease a LSCU member’s position with input and/or
the approval of the AFSCME Secretarial/Clerical LSCU. the LSCU member
whose position is atfected will have the opportunity to remain in that position or
exercise her/his bumping rights, provided the LSCU member selects a position
with the same work year as previously held betore the work year of the position
held was changed.

Changes from ten (10} to eleven (11) or twelve {12) month and twelve (12) to
eleven (11} or ten {10) month positions will become ettective with the start ot each
fiscal year (July 1).

If the position should be vacated.  will be posted according to the procedures
outlined in ARTICLE XIV.

Recall Procedure

9.02

a.

b.

Atfter a lay-off. LSCU members shall be recalled according to the order in which
they were laid-oft. providing that the LSCU member with the greatest seniority
shall be recalled according to her'his seniority whenever she/he is qui  fied for the
position available.

Ift+ LSCU : to work within (10) s ter
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
LSCU member as having terminated her/his employment. (Proof may be required
by the Board.}



10.01

10.02

10.03

f X
DISCIPLINE

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

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

Generally. Disciplinary actions tall into the following categories. The sequence of
disciplinary action listed 13 a general guide and step-by-step application is not required.
An oftense may be so serious or tlagrant 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 1o 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 concems in
an oral warning. A record of an oral waming 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 LSC" President.

Written Warning

A means by which an administrator. in a formal memorandum or letter, calls to the
attention of the LSCU member certain deticiencies in the LSCU member's conduct or
job performance. A wrtten wamning shall wam 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 conerete instructions for the future. A copy of the written
warning shall be presented to the LSCU member, another copy included in the SCU
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 tollowing:

a. Loss of pay for the time period specitied:
b. LSCU member may not utilize [eave ot any kind while suspended.

Before being suspe ied. the LSC' menr rshalll ui W 1n  1worandu  or
letter specifying the reason for the suspension and the exact date and time the LSC
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 copyv shall be provided to the LSCU
President.

AT Caarra-st - Faoas 17



ARTICL. X (conl 1ed)

10.04

10.05

10.06

T Th " 1| manent noves tI LY 7J member fro e /me
e e odard. Lo Caperintendent o ...gnee shall review the proposed discharge ot
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 LSC
President.

The Board agrees that the private life of anv LSCU member is not an appropriate
matter for the concemn or attention of the Board unless it adversely aftects the LSCU
member's ability 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.

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

ARTICLE XI
BOARD RIGHTS

11.01 a. Beard Powers — The Board. on its own behalt and on behalt of the ¢ ctors of the

District, hereby retains an 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. inc .ding, 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 LSCLU members:

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

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

L3200 Tontract - Pag=s 18



ARTICLE Xl
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.

Seniority List

ARTICLE Xl
SENIORITY
13.01 Seniority shall be defined as length of service in the school district in a position that
included in the LSCU.
Probation
13.02 a. Al new LSCU members shall serve a mnety (90) working dav probatio ry
period, excluding however, the summer recess for ten (10) and eleven (1  month
LSCU members, which period of time shall not count toward the probationary
period.
b. A probationary period is the time an LSCU member 15 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.

13.03 An up-dated seniority list will be fumished 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 1s discharged and the discharge is not reversed through the Grievance

Procedure.

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

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

She/he gives a false reason for leave of absence or engages in other employvment
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 emplovment niil a
position in the District is available.

Retirement.

Tarr Cor-tvast - Eaes 10
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13.05

14.01

14.02

14.03

14.04

1405

[t an LSCU member presently covered under the LSCU contract applies and is hired by
the Board tor 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 tor which said LSCU memberis  alitied.

Work that is exclusive LSCU work may not be performed by non-union personnel. [t
1s 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 - PROMOT JNS

All job vacancies within the LSCU sha be filled in accordance with the tollowing
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
tilled on the basis of seniority and qualitications.

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

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-oft. and shall be posted for at least tive

(3) working days.

Duties and qualifications will be stated for each vacancy or new position: the hours ot
emplovment, and if the position is a ten {10k 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
till the position within stxty (60) calendar days.

[ a temporary position extends longer than sixty (60) consecutive calen 1 ys, the
position must be reviewed for consi ration as a new position. If approved as a
permanent position. it shall be posted.

LSCU members interested in the vacancy shall apply in writing to the Human
Resources Office within the posting period.

L3l Cantract - Faze 20
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14.06

14.07

14.08

Trial Period

14.09 1.
2

Evaluation

14.10 1.
2.
4,

XIV (e« inued)

A probationary LSCU member may apply for a posted position to be considered : ing
with external applicants. However, the bid wi  be considered or - 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 tor the
position must make her/his decision to accept the position by 12:00 noon, two (2)
working days following notitication of appoeintment.

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 classitication. and rate of pay.

An LSCU member who accepts an open position will receive a maximum of tive
(3) working days trial period in the new position. During the trial perio the
LSCU member shall receive the rate of pay for the position she/he is pertorming.

During the trial period. it the Board considers the LSCU member's work
unsatisfactory as evidenced by an unsatistactory evaluation. or the LSCU member
opts to return to her/his former position within tive (3) working days. the SCU
member shall return to her/his tormer position.

An LSCU member who successtully bids on a vacancy shall not be atlowed to bid
for another position during her’his trial period (five (3) working days) unless
mutually agreed.

Written evaluations of LSCU members in the trial period resulting trom
promotions will be made on or about the eightieth (80%) working day. An
evaluation stating acceptable work will constitute status in that position for the
LSCU member.

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

All 7 mal al " trial In a will 1 m
immediate supervisor directly responsible tor the LSCU member's work. by
completion of the evaluation form agreed upon hy this contract. The appropriate
administrator shall review and sign the evaluation.

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 XiV (contint 1)

Tests
14.11

5. TI imm “ate supervisor evaluatic  he * S5CU me  r will ~evall o,
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 LSC! 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 {eaves
the department, she/he will have the option to either retain the department copy or
have it destroyed.

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.

bt |

8. No member of the LSCU may evaluate another member of the LSCU,

9. 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 sh:
be developed by a commitiee composed of members of the LSC  and
Administration.

All new and current bargaining unit emplovees 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 Ottice 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 Superinten nt'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 a  incoming personne! for the
bookkeeper classification.

A TICLE XV
MEDICAL EXAMINATION

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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15.02

16.01

16.02
16.03

16.04

16.05

16.06

16.07

VT XV (e¢  inued)

b. An _..J member shall have t right to consult a  ensed physician.
psychologist. and/or psvchiatrist of her'his choice to determine the SCU
member's physical. mental. and emotional competency. at the expense of the
LSCU member.

¢. 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.

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

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 instrument
which shall be affixed to this Agreement as an Appendix. The deadline for the product
of this committee is June 30. 2020.

All formal evaluations shall be based on supportabte facts.

The evaluation process shall not be used tor purposes of harass: nt as described in
Board Policy,

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

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

An LSCU member, new to the Distoct. shall be evaluated by her’his immediate
supervisor:

a.  During her/his probationary period.

b, Sixty (60) days prior to school ending in June.

¢.  Should no evaluation be conducte prior to sixty (60) days before the close of the
school r. t  LSCU L5 e sl | be deemed to have ~ en
satistactory in all respects and for all purposes.

All LSCU members shall be evaluated at least once every three (3} years thereafter by
their immediate supervisor.
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17.01

18.01

18.02

18.03

18.04

19.01

ARTICL XVII
UNION RIGHTS AND MEETINGS

The LSCU shall have the right 1o use _ .strict tacilities at reasonable hours r
meetings.

It negotiation meetings are scheduled with the School Board representatives, LSCU
members involved shall be excused from work without ss 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 will agree that said negotiation meetings will be held on a "shared time”
schedule and at least twice a month unless otherwise mutually agree  ipon.

ARTICLE XVIII
IN-SERVICE TRAINING / TUITION REIMBURSEMENT

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.

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

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

All in-service to provide training for LSCU members to learn the function of new
equipment shall be paid for by the Board. I[f such training is not during the regular
workday, LSCU members shall be compensated at their regular hourly rate of pay. Itis
expressly understood that time and a halt, will not be charged tor this training. The
Board reserves the exclusive right to determine when the training wi  2e receive

[f 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.
[n case of vacation, the LSCU member may reschedule her‘his vacation.

A TICL™ XIX
SPECIAL CONFERENCES

Special conferences for important masters 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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ARTICL. XiX {continued)

19.02 r~m such:  1al o en hall be m 1
the martters to be discussed at the meeting shall be presented
is requested. Matters to be discussed in special conferences shall be confined to those
included in the agenda. Conferences shall be held during normmal working hours, it
possible.

19.03 This meeting may be attended by a representative ot the Council and/or a representative
of the Intemational Union,

All proposed supplemental agreements shall be subject to good faith negotiations between the
Board or its representative and the LSCU. Any s plemental agreements resulting from a special
conference shall be approved or rejecte  within a period of ten (10) days fc owing the conclu: n
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 LSC
members (referred to collectively as "the grievant”) based on an alleged violation.
misinterpretation, or misapplication of any provision ot 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
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 membert's option. a LSCU representative may be present. An ettort will be

made to resolve the grievance informally 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 filed. in writing, within ten (10) days of the date the grievant knew ot should
have known of the facts giving rise to the gnievance. Within five (5) days from receipt
of the grievance by the Administration, the administrator shall render a decision to the
LSCU in writing.

§eT-—~, In the event the LSCU is not satisti = with the disposition of the
grievance at the preceding level, the written grievance may be submit . by the LSCU
10 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 will schedule a meeting with the Grievance
Committee to discuss the grievance within ten (10) days of receipt of the grievance.
Within five (3) days of the meeting, the Superintendent or his/her designee shall render
a decision to the LSCU in writing.
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21.1

H

AR.:CLL XXI
-ACATIONS

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 tollows:

Friday before Labor Day (1 day)

Christmas Break Spring Break
(6 days) (3 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 LSC! member works during the ~break™ days
shall be compensated at the overtime rate of one and one-half (1'%} times her'his
hourly rate. if the LSCU member chooses not to modify her/his work year calendar.

b. Twelve (12) month LSCU members shall be paid for eight (8) non-holiday

“break™ days to be taken during Labor Day. Christmas. Winter, and Spring
breaks. "Break™ days are not con: lered additional vacation days. [n addition. all
eleven (11) month LSCU members shall receive five (3) vacation days. which
may be used during the LSCU member’s work year. All vacation ys sha be
scheduled with the approval of the LSCU member's building principal or
supervisor,

Twelve (12) month LSCU members shall receive vacation days in accordance with
the following schedule:
Contract Year | 0 days
Contract Year2 Prorated # of davs base
upon hire  te (Based off
of 10 ys given to the
employee on July 1 of
each vear)

(Le. March 1™ hire date =
4 days 4+ mo'l2
mo= 40%. 40% ot 10
days 1s 4 days)

Contract Year 3 10 dayvs
Contract Year 4 10 days
Contract Year 3 10 dayvs
Contract Year 6 11 davs
Contract Year 7 12 days
Contract Year 8 13 days
Contract Year9 14 days
Contract Year 10 15 days
ContractYear 11 16 davs
Contract Year 12 17 davs
Contract Year 13 18 davs



AR..CLE XXl {continued)

“hntract Year 14 19.
Contract Year ] £ Bex d 20«

d. Vacation days are based upon the LSCU member’s date of hire in the LSC
Vacations days will be granted on a pro-rated basis, based upon hire date,
the employee’s second contract year of employment.

€. Vacation days for the contract vear will be given to the employee on July | of
each year. If a member exits employment with the District betore the
conclusion of the contract vear, the vacation davs will be pro-rated
based upon his/her exit date.

f. All vacation and moditfied work year calendar requests must be pre-approved
by the LSCU member’s supervisor.

Paid Holidays listed:

TENAND ELEVEN MONTH LSCU MEMBERS TWELVE MONTH LSCU MEMBERS
New Year's Day New Year's ay
Winter Break (2) Winter Break (2}
Good Friday Good Frnday
Memonal Day Memorial Day
Labor Day 4th of July
Thanksgiving Labor Day
Friday atter Thanksgiving Thanksgiving
Christmas Eve Day Friday after Thanksgiving
Christmas Day Christmas Eve Day
New Year's Eve Day Christmas Day
Martin Luther King. Jr. Day New Year's Eve Day

21.02

Martin Luther King. Jr. Day

LSCU members working the week of the 4th of July (a paid holiday). when it falls ona
Tuesday, will receive the Monday oft with pay. If the 4th of Ju - (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 observe as the
holidav. If the 4th of July (a pard holiday) falls on a Sunday. the following Mon ¥
will 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  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
Monday becomes Christmas and/or New Year's Day.

[t is expressly understood that this section is not to be construed as meaning LSCU
members will receive more than five (3) days pay in any one week.
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21.03

21.04

22.02

DESCE

SE(

XXl (continue =

It a forty-five (*7 week " SCU member is paid for fitty (30) co  cuti
between July 1 of one vear 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 histher designee, all vacations shall be taken when school is not in session.

ARTICLE XXl
PERSONNEL FILE

All LSCU members shall be accorded. in regard to their personnel file. those rights to
gxamination, copying. and comment provided under the Employee Right to Know Act.
In addition, the LSCU member may exercise these rights at all reasonable times, and
with a LSCU Representative present. if so requested.

Upen written request of a secretary, records of a non-recurring negative nature may
be removed from a secretary's personne! file two (2) years after the date of entry.

A discipline which reoccurs within the two year period may remain for one { 1)
additional year from the date of the discipline.

Positive materials shall be added to LSCU member’s personnel file at any time.

No matertal 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 matenal and the same
shall be attached to the file copy of the material in question.

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

ARTICLE XXl
¢ i« TARIAL CLASSIFICATION

>TIONS & QUALIFICATIONS

TARY |

Classification; Attendance Secretary High Schood 7/t monthy) and

ATTEY ANCE SECT™"TARY HIGH SCHOOL

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 fest
= Ability to successfully pass a background check
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= 60 Words per Minute

* Worki~~ knowled; b coff procedu and operation of urd 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 in  pendently

* 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 HIPPA and FERPA requirements

Essential Skills/Job Duties (CLASSIFICATION DESCRIPTION [- Attendance Secretarv High School)

* Manages student data system

* Positively interacts with students, parents. statf, administrators, and daily visitors i
person, electronically, and on the phone

* Utlizes various computer applications and software to complete day to day tasks

* Utilizes 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 secratary 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 neede

*  Assists with the completion of required State and Federal reports

* Utilizes District software program to manage building technology and maintenance

requests

FRONT DESK RECEPTIONIST- WHEAT

QUALIFICATIONS
*  Minimum of an Associate’s Degree or equivalent work experience and training

{Individuals hired atter July 1, 2013)
* Successful completion ot a computer basic skills test and a performance task
»  Ability to successfully pass a background check
= 60 Words per Minute
* Working knowledge of basic oftice procedures and operation of siandard oftice
* equipment and machines
= Ability to accurately input and retrieve computer data

ol
o
1)
[
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! L rds ary Mic Ve Tl L1 months)y. ds
(11 months), Secretary to ~ . High ™ unselors/CF ~ Room ¢/ months). Se
Assistant Principal (/0 months). Secretary to Director of Athletics and Operations ¢/ { months)

QUALIFICATIONS

*  Minimum of an Associate’s Degree or equivalent work experience and training
{Individuals hired after July 1, 2013)

»  Successful completion of a basic skills test and a basic computer test

*  Ability to successfully pass a background check

= Type 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 eftectively 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

= Abilitv to maintain confidentiality and adhere to HIPPA and FERPA requirements

Essential Skills/Job Duties (CLASSIFICATION DESCRIPTION II- Amendance Records Secretary M Ie
School)

* 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 veritication. enrollment,
immunizations. etc.)

»  Utilizes various computer applications and software to complete day to day tasks

» Lltilizes Outlook to manage all associated tasks

*  Monitors the main entrance and operates the door access

= Assists with safety dnlls and procedures

» Monitors and manages student attendance: tracking. reporting. and auditing

» Effectively works with outside agencies on scho¢ related business

*  Assists with office tasks/other secretary duties. as needed

* Independently performs any and all related d  les assigned

* Usesy djudgn it

*  Utilizes Board policies and d rict procedures wl 1 makir  decisions

= [nitiates improvements in existing procedures

= Utilizes district procedures and policies for cash handling. as needed

»  Assists with the completion of required State and Federal reports

»  Utilizes District software program to manage building technology and maintenance
requests
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I tively inte witt 1 ats.p s, staff. administrators,and ¢ ¥y o
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 associate :asks

Assists with safety drills and procedures

Monitors/tracks student eligibility for athletics

Coordinates transportation for athletic teams

Assists with the scheduling of athletic events. and facility rentals, facility interni  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 assist the building principal, Athletic Director,
and coaches with budget related functions

Eftectively 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

Assists 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 bu ling technology and maintenance
requests

SECRETARY III

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

SECRETARY QUALIFICATIONS

Minimum of an Associate’s Degree or equivalent work expertence and training
{Individuals hired after July 1. 2015)

Successtul 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 oftice
+_lipment achines

Ability to accurately input and retrieve computer data

Proficiency with computer applications and systems. such as: Word, Excel, Access, eic.
Ability to communicate effectively verbally and in writing

High degree of efticiency 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
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. T it :to mi -all a s

* Manages the registration pro s for all new preschool students: cor letion of
paperwork, communication with preschool staft, Director of Preschool. and Central
Office staff

*  Assists with the scheduling and facilitation of various trainings for preschool and
elementary staff

* Assists with processing and scheduling of tield 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 relate  susiness

*  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

= Utilizes the District’s financial software program to process purchase orders, process
receivers, and run transaction reports 10 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 payroll

»  Assists with conducting background checks on b Iding volunteers

* Assists 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

*  Witnesses medication dispensing. 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 pavments

* Provides backup support to Central Oftice departments

Essential Skills/Job Duties (CLASSIFICATIQON 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

* Mainuains student records and retention {CA60 tiles. residency verification, enrc  ment,
immunizations, [EPs, etc,)

* Unl swvarious mputer Hplications and sc..va 0 complete __y to day 5

»  [Utilizes Qutlook to manage all associated tasks

* Manages the registration process for all new students receiving special education
services: discipline checks, completion of paperwork, communications with buil ~ gs

*  Assists with the scheduling and facilitation of various trainings for district speci:
education staff

* Manages the functions of the district mailroom and mailings



Assis withp  ssing Isch sp il education trans] tatu  field tr
pro~ sional development

Assists with the purchasing, processing, and distribution of textbooks. supplemen
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

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 the District’s financial seftware 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

Assists 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

Assists with the preparation of Board materials

BUSINESS OFFICE CLERK-

Classification V: Accounts Payable- Business Oftice (12 months).
Payroll/Benefits-Business Oftice (12 months).

Accounts Pavable & Pavroll/Benefits- QUALIFICATIO]

Minimum of a Bachelor’s Degree or equivalent work experience and training (Individuals

hired after October 16, 2019)

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 ot standard office

equipment and machines

Ability to accurately input and retrieve computer data

Proficiency with computer applications and systems, such as; Word, Excel. Access, efc.
ality to communi tir v ly and in writing

High degree of efticiency 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 HIPPA and FERPA requirements

Ability to enter, ret  d. and re rt all disbursements of Board funds for all accounts
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*The parties agree that the District shall add a rider to all of the above-relerenced plans 10r
Autism benefits.

Both parties agree that the above health care plan options will be availabletot  secretaries for the
duration of the current contract.

S

oard Representative A&ME Union Representative

,///16%7 A1t g /2ot

Date Date

-

Union President

AVA
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Letter of Agreement
Between
Lakeview Public Schools
And
AFSCME, Council 25, Local 1317- Secretarial/Clerical Union

Both parties agree that since the new collective bargaining agreement was entered into on October 16,
20189, after the start of the normal contractual work year, the number of work days in the 2019-20
school year for the Secretary II- Secretary to the Director of Athletics and Operations {Lora Regoni} will
be prorated for the current year. The 2019-20 school year wi  equire Ms. Regoni to work 202 actual
work days, instead of the 217 work days that are required of an 11 month employee. Ms. Regoni will
also not be entitled to vacation days in the 2019-20 school year due to her continuing with the 10 month
secretary number of work days in the current school year.

Beginning with the 2020-21 contract year, the Secretary II- Secretary to the Director of Athletics and
Operations position will have a calendar of 217 work days and 5 vacation days, as deti  2d in the

AFSCME Union Representative

Date Date

Date









