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PREAMBLE

WHEREAS, the Employer and the Union recognize their rights and obligations pursuant to
the Michigan Public Employment Relations Act and the statements of policy contained therein;
and

WHEREAS, the Employer and the Union have entered into good faith negotiations and
reached agreement upon wages, hours and other terms and conditions of employment; and

The Employer and the Union do hereby set forth and memorialize this as their full agreement.

ARTICLE 1
PURPOSE AND EXTENT OF AGREEMENT

This Agreement entered into this 14" day of September, 2015, by and between the
Holland Educational Support Personnel Association - Michigan Education Association/National
Education Association (HESPA/MEA/NEA), hereinafter called the “Union,” and the School
District of the City of Holland, hereinafter called the “Employer.”

This Agreement is negotiated pursuant to the Public Employment Relations Act, Act. No.
336 of the Public Acts of 1947, as amended, to establish the wages, hours, terms and conditions
of employment for the members of the bargaining unit herein defined.

This Agreement shall constitute a binding obligation of both the Employer and the Union
and for the duration hereof may be altered, changed, added to, deleted from or modified only
through the voluntary, mutual consent of these parties in written and signed amendment to this

Agreement.

This Agreement shall supersede and have precedence over any rules, regulations or
practices of the Employer which shall be contrary to or inconsistent with its terms.

Any individual contract between the Employer and an individual employee heretofore or
hereafter executed shall be subject to and consistent with the terms and conditions of this
Agreement.
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ARTICLE 2
DISTRICT RIGHTS

Nothing contained herein shall be considered to deny or restrict the Employer of its
rights, responsibilities and authority under the Michigan General School Laws or any
other laws or regulations.

Except as expressly abridged by the provisions of this Agreement, it is agreed that all
rights which ordinarily vest in and have been exercised by the Employer shall continue to
vest exclusively in and be exercised exclusively by the Employer. Such rights shall
include by way of illustration and not by way of limitation, the right to:

1.

2.

10.

Manage and control its business, equipment and operations.

Continue its rights, policies and practices of assignment and direction of its
personnel and scheduling.

Direct the working forces, including the right to hire, promote, evaluate,
discipline, transfer and determine the size of the work force.

Determine the services, supplies and equipment necessary to continue its
operation.

Adopt reasonable rules and regulations.
Determine the qualifications of employees, including health qualifications.

Determine overall goals and objectives as well as the policies affecting the
educational programs.

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

Determine the size of the management organization, its functions, authority, the
amount of supervision and the table of organization.

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

2
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ARTICLE 3
RECOGNITION

The Employer hereby recognizes the Union as the sole and exclusive representative for
purposes of collective bargaining with respect to rates of pay, wages, hours of
employment and other conditions of employment for all employees in the bargaining unit
defined and described as follows:

ALL SECRETARIAL AND CLERICAL, MAINTENANCE AND GROUNDS
EMPLOYEES, COURIER, BUS DRIVERS, VAN DRIVERS, BUS AIDES
AND FOOD SERVICE EMPLOYEES

Excluded positions will be Secretary to the Superintendent and Secretaries to Assistant
Superintendents, custodial foremen, food service employees and bus aides who work less
than one (1) hour per day or less than five (5) hours per week, supervisors,
administrators, casual substitutes, other certified and non-certified personnel and all other
employees.

The term “employee,” singular or plural, when used hereinafter in this Agreement shall
mean a member of the bargaining unit as defined hereinabove. Any references to one
gender shall include the other.

For the purposes of administering the terms of this Agreement, employees will be
classified as one of the following groups: full-time full year, part-time full year, full-time
school year, or part-time school year.

. Full-time full year employees are scheduled to work between 1,820 and 2,080 hours per
year for twelve (12) months per year. The period of employment is July 1 to June 30 for
this classification. If an employee was hired prior to September 15, 1989, and works at
least 30 hours per week, they will remain as full-time full year employees.

. Part-time full year employees are scheduled to work less than 1,820 hours per year for
twelve (12) months per year. The period of employment is July 1 to June 30.

. Full-time school year employees are scheduled to work 30 hours or more per week. The
period of employment is between August 1 and June 30. Some employees in this
category may be required to work additional days.

. Part-time school year employees are scheduled to work less than 30 hours per week. The
period of employment is between August 1 and June 30. Some employees in this
category may be required to work additional days.

. If a part-time employee is temporarily scheduled to work at least thirty (30) hours per
week for twelve (12) consecutive weeks, then the employee shall be considered a full-
time employee until such time as the employee is returned to part-time status.
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ARTICLE 4
UNION RIGHTS AND REPRESENTATION

In accordance with District facility and use guidelines (Property 7510A), the Union and
its representatives shall have the right to conduct Union business on school property or
use school equipment at times which do not interfere with or interrupt normal school
operations or the employees’ duty time.
L. In the event that special custodial service is required, the Employer may make

reasonable charge for such service.
2. Appointments for building usage shall be made consistent with district policies

concerning building usage.
3. Upon arrival, the Union representative shall confirm with the person in charge of

. the building where the business is to be conducted.

4. The Union shall be responsible for proper use of all facilities and equipment,
including leaving them in the same condition as they were prior to the Union’s
use. The Union shall pay for the reasonable cost of all materials and supplies
incident to such use and shall be liable for any damage caused to said equipment
by improper use by individuals using it for Union business.

The Employer agrees to provide the Union with any information required by law
concerning the Employer. The Employer further agrees to provide the HESPA President
with reports relevant to HESPA as are available to the Board at the same time they
become public information.

The Union shall have the right to post notices of activities and matters of Union concern
at designated bulletin boards in each building or facility to which employees may be
assigned. All Union materials so posted will be identified as Union material and shall
generally pertain to, by way of illustration and not limitation, union meetings, social
events of the union, and union election notices.

An intra-school delivery service shall be provided for Union use. The Union shall
indemnify and save the Employer harmless against and from any and all liability that may
arise out of or by reason of actions taken by the Employer to comply with this paragraph,
provided that the Employer does not initiate any such legal action. The Union shall,
when the Employer is sued individually or jointly, make available competent legal
counsel for such defense at the expense of the Union and the MEA and NEA. The Unton
shall have the right to negotiate a settlement to any such action.

Upon the request of the Union President, four (4) days for Union purposes shall be
granted at Employer expense. Up to six (6) additional days shall be granted with the
Union paying for the substitutes involved. All requests shall be made in writing.
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The Employer shall notify the Union President of hirings, transfers, changes in hours, rate
of pay and termination of employees within five (5) working days of such changes.

ARTICLE 5
EMPLOYEE RIGHTS AND PROTECTION

No employee shall be disciplined without just cause. The term “discipline” as used in
this Agreement includes written warnings, reprimands, and suspensions with or without
pay or a disciplinary reduction in compensation and discharges but not discharges of
probationary employees. The specific grounds for disciplinary action will be presented in
writing to the employee and the Union within five (5) working days of the time discipline
is imposed.

Written warnings or reprimands will be given in the form of a formal letter with the full
signature of the administrator taking the action. The letter will be delivered only after a
meeting has been held at which the employee had an opportunity to be heard.

A reprimand must indicate that a copy has been forwarded to the Superintendent or
appropriate Assistant Superintendent. A copy of a written warning or reprimand shall be
given to the employee.

Any complaint not called to the attention of the employee may not be used in any
disciplinary action against the employee.

Verbal warnings shall be documented on the HESPA Verbal Warning Notice. Such
notice is an agreed upon and negotiated document. These Verbal Warning Notices shall
be placed in a Verbal Warning file that shall not be considered a part of the employee
Personnel File. A copy of the Verbal Warning Notice shall be given to the employee.

It is agreed and understood that, under normal circumstances, the following progressive
system of discipline shall be followed in disciplining employees:

1. Verbal warning by appropriate administrator.

2. Written warning by appropriate administrator,
3. Written reprimand by appropriate administrator.
4, Suspension with or without pay.

5. Dismissal.
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In the event of serious violations, the Employer may impose any penalty up to and
including discharge as is reasonable under the circumstances without going through the
progressive steps set forth above. The Union may grieve the reasonableness of any
penalty in any given situation.

Any employee who wishes to take exception to a written disciplinary action must respond
in writing and shall present a copy of the letter to his‘her appropriate administrator. Such
response shall be placed in the employee’s personnel file, together with a copy of the
written disciplinary action issued by the administration and/or Board.

An employee shall be entitled to have present a representative of the Union during any
meeting which will or may lead to disciplinary action by the Employer. When a request
for such representation is made, no action shall be taken with respect to the employee
until such representative of the Union is present. Should disciplinary action be likely to
occur at a given meecting, the employee shall be advised immediately of said possibility.
However, in case of extreme offenses, immediate disciplinary action may be taken.

Employees shall have access to their own personnel files in the presence of the Director
of Human Resources or his/her designee. Employees shall have access to their own
personnel files during normal business hours, provided that examination of the files shall
not interfere with normal duties. An employee may give written authorization to a
representative to examine the file. A copy of such authorization shall be given to the
administration and shall become part of the personnel file.

The parties shall not discriminate on the basis of race, creed, religion, color, national
origin, age, sex, or marital status and/or handicap.

Complaints against Employees

1. Any complaint about an employee or employees that is to be placed in a file shall
be put in writing, with the names of the complainant(s), date, and details of the
complaint. The employee shall be given a copy of any such complaint when it is
put in the file. The District shall ask any complainant(s) to meet with the
employee, to provide the employee and the complainants with the opportunity to
try to resolve the issue.

2. The District shall investigate the complaint to determine its accuracy before
placing it in the employee’s file or taking any other action. If the complaint is
untrue or inaccurate, it will be expunged from all District files and no further
action will be taken by the District. (This paragraph shall not apply to complaints
by District administrators. )

3. The employee shall have the right to attach a written response to any complaint,
and this written response will be attached to all copies of the complaint.
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If the provisions contained in this paragraph are not followed, the complaint may
not be used in any disciplinary action against the employee, and will not be
included in any District files.

The District may withhold the name(s) of the complainants from the employee in
extreme or unusual circumstances, or if compelled otherwise by law. The
Association may grieve the reasonableness of withholding the complainant’s
name in any given situation.

The Employer will reimburse employees up to $150 per incident for loss, damage or
destruction of clothing or personal property of the employee resulting from an interaction
with a student while on duty in the school, or the school premises, or while on school-
sponsored trips. The reimbursement will not be paid if the loss is covered by insurance
or involves the employee’s automobile.

Emplover-Required Physical Examinations

1.

If the Employer reasonably believes that an employee is not physically and/or
mentally able to perform his/her duties, the Employer may require the employee
to undergo a physical and/or psychological examination in accordance with the
provisions contained herein.

The Employer shall indicate in writing the reason(s) for requiring an examination,
including the conduct of the employee that led the Employer to question whether
or not the employee was physically and/or mentally able to perform his/her duties.

The employee shall be examined by a doctor selected by the Employer and paid
for by the Employer.

The doctor shall provide the Employer with his/her conclusion regarding whether
or not the employee is able to perform his/her duties, as well as any finding of any
medical or psychological condition which is related to the employee’s ability to
perform his/her duties. The Employer shall only be entitled to medical or
psychological information directly related to the employee’s ability to perform
his/her duties.

If, as a result of this examination, the doctor states that the employee cannot
return to work, the employee shall have the right to be examined by his/her own
personal doctor, at the employee’s expense.

If there is conflict between the opinions of the two doctors, the employee shall
have the right to a third opinion. The third doctor shall be selected and paid for
by the Employer, and shall be from a different facility, corporation or practice
than the first Employer-selected doctor.
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7. The employee shall not lose pay or sick leave for work time lost during the testing
period.

8. The employee shall receive a complete copy of all doctors’ reports or findings. In

order to protect the employee’s privacy rights, the employee shall determine
whether or not to provide the Employer with copies of the doctor’s reports and
findings, except for the information that is required to be provided under section 4
above.

9. If, as a result of these provisions, an employee is placed on involuntary leave or
the Employer takes other actions which the employee disputes, the employee may
utilize the grievance procedures contained in this Agreement.

ARTICLE 6
GRIEVANCE PROCEDURE

A grievance shall be defined as a claim or complaint by an employee, group of
employees or the Union that there has been a violation, misinterpretation or
misapplication of any provision of this Agreement.

1. The primary purpose of this procedure is to secure, at the lowest level possible,
equitable solutions to the problems of the parties.

2. Nothing contained herein shall be construed to prevent any individual employee
from presenting a concern or grievance and having the concern or grievance
adjusted without intervention of the Union if the adjustment is not inconsistent
with the terms of this Agreement, provided the Union is given an opportunity to
be present, and further provided individual grievants shall not have the right to
process grievances at Step 5.

Failure of the grievant(s) or the Union to appeal a grievance to the next level of the
procedure within the time limits specified shall be deemed a withdrawal of the grievance.
Failure of any representative of the Employer to respond at any level within the time lines
specified shall enable the Union to appeal to the next level of the grievance procedure
within the designated time lines.

The content of any job description or evaluation shall not be a subject for grievance. The
qualifications, certifications and/or licenses required for any position shall not be a
subject for grievance. The performance expectations established for any position shall

not be a subject for grievance.

The term “days” when used in this article shall mean work days. Time limits may be
extended by mutual written agreement.
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Step One - Informal Meeting

The grievant(s) shall be entitled to an informal meeting with the immediate supervisor to
present and discuss the concern. The grievant may request a member of the Union to be
present at this meeting.

An informal grievance meeting may be waived by the employee or the union for
grievances involving discipline.

A formal grievance may be initiated in the event a concern, complaint or grievance
cannot be resolved by informal discussion. In the case of a disciplinary grievance, the

grievant or Association may waive the Informal Meeting.

Step Two - Formal Grievance

The grievance shall be submitted in writing to the immediate supervisor, with a copy to
the Union representative, within TWENTY (20) days following the act or condition on
which the grievance is based, except that grievances concerning discipline shall be filed
within TEN (10) days. The immediate supervisor shall within ten (10) days of receipt of
the grievance meet with the grievant(s) and the Union to hear the grievance. The
immediate supervisor shall within ten (10) working days of the meeting with the
grievant(s) and the Union present his/her decision in writing to the grievani(s) with a
copy to the Union representative.

A formal grievance must be presented in writing on the grievance form (attached as
Appendix C and incorporated herein) and should state the date submitted, the date of the
alleged violation, who is affected, the nature of the grievance, what sections of the
contract have allegedly been violated and the relief sought. Any grievance presented in
writing by the grievant(s) or the Union shall be answered in writing.

Step Three — Superintendent’s Disposition

If the grievance has not been satisfactorily resolved, within ten (10) days the grievant(s)
may submit the grievance in writing to the Superintendent or his/her designated
representative. The Superintendent or his/her designated representative shall, within ten
(10) working days after receipt of the grievance, meeti with the Union representative and
the grievant(s) for the purpose of resolving the grievance. The Superintendent or his/her
designated representative shall within ten (10) days after the hearing render his/her
decision in writing to the grievant(s) with a copy to the Union representative.

Step Four - Board Disposition

If the grievance has not been satisfactorily resolved at Step Three, the grievant(s) may
within ten (10) days of receipt of the Superintendent’s or his/her designated
representative’s decision submit an appeal to the Board of Education through the
Superintendent’s office. The Board of Education shall, atits next regularly scheduled
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meeting following receipt of the appeal, meet with the grievant(s) and with
representatives of the Union for the purpose of reviewing the grievance provided receipt
of the grievance is at least five (5) days prior to the Board meeting. The meeting shall be
public or private, at the option of the grievant(s), to the extent permitied by law. The
Board shall within ten (10) working days after such meeting, render its decision in
writing to the grievant(s) with a copy to the Union representative.

Step Five - Arbitration

L.

Individual grievants shall not have the right to process grievances at Step Five. If
satisfactory disposition of the grievance(s) is not made as a result of Step Four,
the Union shall have the right to appeal the dispute to an impartial arbitrator under
and in accordance with the rules of the American Arbitration Association. Such
appeal must be made within twenty (20) days from the date of receipt of the
decision at Step Four.

Powers of the Arbitrator

It shall be the function of the arbitrator, and he/she shall be empowered, except as
his/her powers are limited below, after due investigation, to make a decision in
cases of alleged violation of the specific articles and sections of this Agreement.

d.

The arbitrator shall have no power to add to, subtract from, disregard, alter
or modify any of the terms of this Agreement.

The arbitrator shall have no power to establish salary scales.
The arbitrator shall have no power to rule on any of the following:
1} The termination of services of any probationary employee.

2) Any claim or complaint for which there is another remedial
procedure or forum established by law or by regulation having the
force of law.

3) Any matter involving the content of an evaluation, unless it is a
claim of failure to follow contract procedures.

The arbitrator shall have no power to change any practice, policy or rule of
the Employer, nor to substitute his/her judgment for that of the Employer
as to the reasonableness of any such practice, policy, rule or any action
taken by the Employer. The arbitrator’s power shall be limited to deciding
whether the Employer has violated the expressed articles or sections of
this Agreement; and he/she shall not imply obligations and conditions
binding upon the Employer from this Agreement, it being understood that
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any matter not specifically set forth herein remains within the reserved
rights of the Employer.

e. The arbitrator shall have no power to decide any question which, under
this Agreement, is within the responsibility of the Employer to decide. In
rendering a decision, an arbitrator shall give due regard to the
responsibility of the Employer and shall so construe the Agreement that
there will be no interference with such responsibilities, except as they may
be specifically conditioned by this Agreement.

f. There shall be no appeal from an arbitrator’s decision if within the scope
of his/her authority as set forth above. It shall be final and binding on the
Union, its members, the employee or employees involved and the
Employer.

g. The fees and expenses of the arbitrator shall be shared equally by the
Union and the Employer.

Claim For Back Pay

The Employer shall not be required to pay back wages accrued more than twenty-five
(25) days prior to the date a written grievance is filed.

1. All claims for back wages shall be limited to the amount of wages that the
employee would otherwise have earned, less any compensation that he/she may
have received from any source during the period of the back pay.

2. No decision in any one case shall require a retroactive wage adjustment in any
other case.
ARTICLE 7
WORK YEAR

The normal work year for full-year employees shall be twelve (12) months, July 1
through June 30. The normal work year for school year employees shall be in accordance
with the teachers’ calendar unless the employee is required to work additional days as
determined by their position.

For each four (4) hours worked, an employee shall receive one (1) fifteen (15) minute
relief time.

All employees shall be notified of the summer work schedule (June 15 through August
15) annually by May 15, absent extenuating circumstances.
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If mutually agreeable to the employee and the supervisor, an employee who works
additional hours on any one day may reduce their regularly-scheduled work hours to
offset the additional time, but the employee will not be required to do so.

The normal work weck for employees shall be Monday through Friday, unless the
position when created or vacated designates a work week other than Monday through
Friday.

School year employees shall be notified by August 15 of their normal work hours and
calendar of days to be worked for the upcoming school year.

Maintenance, grounds and courier employees are expected to report on school days
canceled due to inclement weather or an Act of God and shall receive wages for their

regularly scheduled hours provided they report to work within two (2) hours of their
regular starting time. If an employee is not required to report or is unable to report to
work, the employee may use personal leave or vacation as compensation for the lost time.

Food Service and Transportation employees shall not be required to work on student days
canceled due to inclement weather or an Act of God. The employees shall be paid for the
first two (2) days school is canceled. The Board may require the most qualified least
senior employee to report for work. If called to report, the member shall be guaranteed a
minimum of one (1) day’s pay. If school is canceled after a food service or transportation
employee has reported (within 15 minutes of their scheduled punch in time), and is
required to work, the employee shall be paid for a full day’s work. If school is canceled
after a food service or transportation employee has reported (within |5 minutes of their
scheduled punch in time), and is not required to work, the employee shall be paid for two
(2) hours of work and may be required to work those two hours. When school is
canceled beyond two (2) days, an employee may use personal leave or vacation as
compensation for the lost time. When school is delayed for inclement weather or an Act
of God, Food Service employees are expected to report at their usual time. When school
is delayed for inclement weather or an Act of God, transportation employees are to report
at a time that is later than their normal starting time and this later starting time would be
equivalent to the length of the delay. (For example, if a driver normally reports at 7:00
a.m. and school is delayed for two hours, the driver shall report two hours later than
his/her normal 7:00 a.m. report time and will report at 9:00 a.m.).

Secretarial and clerical employees shall not be required to work on student days canceled
due to inclement weather or an Act of God unless directed to report to work by their
immediate supervisor. Secretarial and clerical employees who are not required to work
shall be covered by the provisions of paragraph H above. Secretarial and clerical
employees who are required to work shall be covered by the provisions of paragraph G
above. When school is delayed for inclement weather or an Act of God, secretarial and
clerical employees are expected to report at their usual time.

The normal workday for full-time employees shall be at least six (6) consecutive hours
plus an unpaid, duty free lunch period for thirty (30) to sixty (60) consecutive minutes.
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For employees hired after September 15, 1989, the normal work day for full-time
employees shall be at least seven (7) consecutive hours plus an unpaid, duty free lunch
period for thirty (30) to sixty (60) consecutive minutes.

During the Christmas, spring and summer break periods, employees may, with the
approval of the Director of Human Resources or his/her designee, modify their normal
work hours and/or work schedules.

In addition to each member’s regular scheduled hours, the following hours shall be added
for training/meetings:

Food Service — 8-12 hours
Clerical — 8 hours
Transportation — 8 hours

The district will schedule the training/meetings and notify members by October 1. of each
year. If the above training/meeting hours are not scheduled by October 1, all employees
in that classification will be paid for the hours on the second payroll in October. If the
training is shortened or canceled, employees will still be paid for the number of hours.

ARTICLE 8
LEAVES
Paid Leave.
1. Sick Leave.
a. Full-time full year employees shall be granted sick leave hours at the rate

of one (1) times their daily budgeted hours per month of active
employment, accumulative to one hundred twenty (120) times their daily
budgeted hours. Paid sick leave shall be considered active employment.

b. Part-time full year employees shall be granted sick leave hours at the rate
of one (1) times their daily budgeted hours per month of active
employment, accumulative to one hundred (100} times their daily
budgeted hours.

c. Full-time school year employees shall be granted sick leave hours at the
rate of one (1) times their daily budgeted hours per month of active
employment, accumulative to one hundred twenty (120) times their daily
budgeted hours.

d. Part-time school year employees shall be granted sick leave hours at the
rate of one (1) times their daily budgeted hours per month of active
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employment, accurnulative to one hundred (100} times their daily
budgeted hours.

e. In the event that a full-time employee becomes part-time, the employee
shall not lose any accumulated sick leave.

f. The total of previously earned, unused sick hours plus sick hours
expected to be accumulated for each fiscal year (July 1 - June 30) shall be
posted to each employee’s sick leave account at the beginning of the fiscal
year. This sick leave shall be available for use as posted and reported on
the biweekly paycheck stubs.

g. An employee who terminates employment prior to June 30 of a fiscal year
will be responsible for repaying any sick hour(s) used that normally would
not have been earned or accumulated under Article 8-A-1 at the time of
termination. The Employer has the right to charge this use against
vacation, business leave, or regular hours worked.

h. Sick leave may be used for absence from duty because of personal illness,
injury or disability. Up to five (5) days of sick leave per year may be used
for illness or injury in the immediate family. Immediate family is defined
as spouse, children, parents and members of the immediate household with
whom one has an association equivalent to family ties. The Employer
may require verification of the illness or injury from the attending
physician containing a statement that the presence of the employee is
medically necessary. The Employer may require verification of the illness
or injury of the employee or fitness to return to work in the case of
extended absences or in the case of chronic absences.

Business Leave. Part-time school year employees shall be granted a maximum of
one (1) day of their regularly scheduled hours per year to be used for personal
business. Full-time school year employees (as defined in Article 3-B) shall be
granted a maximum of two (2) days of their regularly scheduled hours per year to
be used for personal business. Full-time and part-time full year employees shall
be granted a maximum of two (2) days of their regularly scheduled hours per year
to be used for personal business. At least two (2) days’ notice shall be given to
the employee’s supervisor, except in case of emergency. The Employer reserves
the right to inquire as to the reason for such leave. Days may not be taken
immediately before or after a holiday or vacation. Such personal business days, if
not taken, shall annually be added to accumulated sick leave.

Bereavement Leave. Employees will be allowed paid bereavement leave, without
deduction from sick leave, for up to three (3) days (3 times the daily budgeted
hours) per occurrence when there is a death in the employee’s immediate family.
When there are extenuating circumstances (e.g., distant travel), the employee may
elect to take an additional two (2) days (2 times the daily budgeted hours) per
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occurrence, deductible from sick leave. Immediate family is defined as: spouse,
child, parent, parent-in-law, sibling, grandparent and other members of the
employee’s immediate household, A bereavement leave of one (1) day (1times
the daily budgeted hours) will also be allowed to attend the funeral of other
relatives or friends. This day will be deducted from accumulated sick leave.

Jury Duty. An employee who serves on a jury will be released from their job
duties for the time served. Employees who serve in juries shall be paid at their
regular rate minus jury duty pay for the time required which conflicts with their
scheduled work hours. The employee must advise the Employer of the necessity
for the absence as soon as the employee is advised of the obligation to serve. The
employee must return to work if more than half of their regularly scheduled work
hours remain.,

Subpoenas. An employee subpoenaed to give testimony, except in his’her own
defense, may be released from duties and may not have such days deducted from
sick leave. Said employee will not receive more than his‘her per diem pay.

Workers’ Compensation. When it is necessary to be absent from duty due to
illness or injury compensable under the Michigan Workers” Compensation Act,
the employee shall receive the difference between his/her salary and that amount
received through workers” compensation. Such difference in salary shall be
figured on a percentage basis, and this same percentage shall be deducted from
the employee’s paid leave accumulation. (For example: If workers’
compensation pays 60% of the full pay, paid leave will pay only 40%, and the
paid leave accumulation shall be charged .4 of a day for each day used).

Emergency Leave. Leaves of absence for emergencies which necessitate an
employee’s absence may be granted without loss of pay at the discretion of the
Assistant Superintendent, provided such request is made with the reasons given.
All requests shall be in writing and submitted prior to the beginning of the leave,
when appropriate. Day(s) granted in accordance with this paragraph will be
deducted from accumulated sick leave. The decision of the Assistant
Superintendent shall not be grievable.

Abuse of Paid Leave. If it is believed by the Employer or its agents that any
employee has abused any portion of the leave policy, the Employer may require
an employee to submit proof of illness or submit to a physical or mental
examination by a physician of the Employer’s choosing to determine whether
paid leave is warranted. Such requested examinations shall be at the Employer’s
expense. In the event that the Employer determines that an employee has abused
the paid leave policy, the Employer shall charge the employee an amount equal to
the pay received for the leave days taken. Such abuse may result in disciplinary
action.
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Conferences. Requests for conferences shall be submitted for approval on a form
provided by the Employer. If the employee’s request is approved, the employee
shall be paid for days at his/her regular rate and hours for which the employee
would otherwise be scheduled to work. The District shall also pay any
registration fees required.

Perfect Attendance Award. An employee who has perfect attendance in any fiscal
year (July 1 through June 30) shall receive a perfect attendance award as follows:

a. $300 for full-year and school year full time employees
b. $200 for full-year part time employees
c. $100 for part-time school year employees

Perfect attendance shall not be adversely affected by days off due to vacation,
FMLA leaves, paid business leave, jury duty, bereavement leave, contributions or

repayments to the sick leave bank, or Act of God days.

Sick Leave Bank: The Employer shall establish a Sick Leave Bank.

a. The Bank shall be administered by a Sick Leave Bank Committee of two
(2) representatives appointed by the union and two (2) representatives
appointed by the employer. The union shall name the chairperson of the
SLBC. Rules for the administration of the Sick Leave Bank shall be
drawn up by the Sick Leave Bank Committee. Guidelines and procedures
for administering the Sick Leave Bank shall be mutually agreed upon by
the District and the Association.

b. The bank shall consist of voluntary employee contributions.
c. Employee contributions are to be made in September of each year. An
employee may contribute one (1) or more days (up to a maximum of ten

(10) days per year) of accumulated sick leave to the sick leave bank.

d. Any days left in the bank at the expiration of this Agreement shall be
carried over for use during the next school year.

c. An applying employee must:

1) Be a contributing member of the sick leave bank during the year
the application is made.

2) Exhaust his/her own personal sick leave.
3) Be absent for three (3) regularly scheduled work days without pay.

4) Submit a written application to the Sick Leave Bank Committee.
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5) Obtain written approval from the Sick Leave Bank Committee
(SLBC). The SLBC shall act on the application within five (5)
days of receipt of the application.

The Employer reserves the right to request the applying employee to
submit to a medical examination.

An employee may only collect paid days from the sick leave bank for days
he/she would otherwise normally be scheduled to work.

Sick leave bank days will end on the date an employee becomes eligible to
collect long term disability benefits.

Upon return to work, the employee shall repay the bank for days owed
(number of days borrowed minus number of days contributed) at the rate
of one half (}4) day per month. If the employee retires, resigns, or for
other reasons leaves the district before repaying the bank, the debt shall be
waived. However, if the employee is rehired they must repay the debt as
if they did not leave the district.

When an employee is absent from duty due to illness or injury
compensable under the Michigan Workers’ Compensation Act, the
employee shall receive the difference between his/her salary and that
amount received through workers’ compensation. Such difference in
salary shall be figured on a percentage basis, and this same percentage
shall be deducted from the sick leave bank. [For example: If workers’
compensation pays 60% of the full pay, the sick leave bank will pay only
40% of the full pay.] Employees on workers’ compensation may receive
days from the sick leave bank for a maximum of two (2) years only.

B. Unpaid Leaves.

1.

Leaves of absence up to one (1) year in duration shall be granted for military
service, disability, parental/child care and family illness. Leaves of absence of up
to one (1) year in duration may be granted for short-term or general purposes
subject to the provisions in e. and f. below.

a.

Military Leave. Military leave shall be granted in accordance with
applicable state and federal law.

Disability L.eave. An employee who is disabled and unable to work and
who has exhausted his/her sick leave shall be placed on an unpaid
disability leave upon application. The employee will return to work when
his/her doctor determines he/she is able to return. If absent on a disability
leave for more than one (1) year, the employee must give sixty (60) days’
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notice of return. An employee who is disabled for more than one (1) year
shall annually provide evidence that he/she remains currently disabled but
that there is a reasonable likelihood that the employee will be able to
return to work in the future. The Employer reserves the right to have the
employee examined by a physician of its choice and at the Employer’s
expense. The Employer also reserves the right to discontinue the
employment of any employee where there is not a reasonable likelihood
that the employee will return to work in the future.

Parental Leave. Upon written application, an employee shall be granted
an unpaid leave of absence for the purpose of parental care of a newborn
or newly adopted infant child or a child in need of parental care due to
serious illness or injury for a period of up to one (1) year. Parental/child
care leave requests shall also include a statement from the attending
physician indicating the anticipated date of the birth of the child, where
applicable. The employec may terminate the leave in the event of death of
said child, provided that he/she is physically able to perform the work
responsibilities.

Family Illness Leave. Upon written application, an employee shall be
granted an unpaid leave of absence for the purpose of serious illness of
members of the immediate family for a period of up to one (1) year.
Immediate family is defined as spouse, children, parents and members of
the immediate household with whom one has an association equivalent to
family ties. The employee shall terminate the leave in the event of death
of said family member. Prior to the employee taking such a leave the
family member’s physician shall provide a statement as to the necessity of
the employee’s presence for the family member’s care and the anticipated
length of such presence.

Short-term I.eave. Upon written application, an employee may be
granted an unpaid short-term leave of absence, not to exceed ten (10) work
days. This decision shall be made by the department administrator, and
shall not be grievable.

General Leave of Absence. A general leave of absence without pay may
be granted for reasons that do not fit the categories contained in the
paragraphs above, as specifically determined by the department
administrator. Such decision shall not be grievable.

2. Leaves may be granted subject to the following:

a.

Requests for leaves must be made in writing to the Director of Human
Resources at least thirty (30) days prior fo the anticipated date of the leave
absent extenuating circumstances. Requests shall include the reason for
the leave and the beginning and ending dates of the leave.
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b. At least thirty (30) working days prior to the date a leave is scheduled to
expire, an employee shall notify the Employer of his/her intent to return to
work.

C. Leave shall only be granted to employees with one (1) or more years of
seniority.

d. The employee shall not receive seniority accrual, fringe benefits other than
provided by law, sick leave accumulation or pay during unpaid leaves.

e. An additional year of extended leave time may be granted to an individual

at the discretion of the Board.

Upon return from leave, the employee will be assigned to his/her former position,
if available. If the former position is not available, the employee will be assigned,
in accordance with Article 9, A, 3, to the position presently held by the least
senior employee within his/her seniority classification and for which he/she is
qualified.

Employees who are unable to complete a school year due to illness or disability
leave only, and who have exhausted their paid sick leave, shall have their health
insurance benefits continued according to the requirements of the Family Medical
Leave Act or for up to two months, whichever is greater.

ARTICLE 9
VACANCIES, TRANSFERS AND PROMOTIONS

A, Definitions.

1.

A vacancy is defined to mean any job opening within the bargaining unit which
the Employer intends to fill, including but not limited to regular part-time jobs,
openings which result from the creation of a new job by the Employer, any
opening in an existing job created by death, resignation, discharge, retirement,
transfer, unpaid leaves of longer than one (1) year or any other vacancy as
determined by the Employer. The Employer shall determine when a position is to
be created or eliminated.

A temporary vacancy is defined as an opening within the bargaining unit for a
period of one (1) year or less to which an employee on an unpaid leave of absence
has the right to return.

Employees on leave of absence for one (1) year or less have the right to return to
their former position. Where the leave is for more than one (1) year, the position
shall be regarded as a vacancy.
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All vacancies shall be posted in a conspicuous place in each building of the district and in
any other buildings where bargaining unit members work, for a period of five (5)
workdays. A copy of all postings shall also be sent to the Union President. Said postings
shall contain the following information:

1. Type of work

2. Location of work (where applicable)

3. Proposed starting date

4. Rate of pay

5. Hours to be worked
6. Classification
7. Minimum requirements (which may include any disciplinary actions more severe

than a written warning for any violation within the past forty-eight (48) months.

When school is not in session, a copy will be sent to the HESPA President and to
all employees who have made a written request by June 1 for said vacancy
notices. All written notices of the posting shall contain the procedures for
application and the qualifications required for the position.

Interested employees may apply in writing to the Director of Human Resources, or
designee, within the five (5) day posting period. Applications from non-employees may
be accepted and considered for all vacancies.

While a job is being posted and pending determination of the successful applicant, the
Employer reserves the right to make such transfers or hire such employees as may be
necessary to fill the job on a temporary basis.

Vacancies shall be filled with qualified personnel. “Qualified” shall be defined to
correspond to the job description and posting as determined by the Employer. The
Employer declares its intention to give full consideration fo present employees. In filling
such vacancies, the Employer shall first consider the background and attainments of
present employees, including the employees’ length of continuous service in the
bargaining unit.

Within ten (10) work days after the Employer has made its decision as to which applicant
has been selected to fill a posted position, each employee applicant interviewed shall be
so notified in writing with a copy provided to the Union.
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When an employee is to be involuntarily transferred, the Assistant Superintendent shall
give the employee advance written notice of the contemplated transfer, including written
reasons for the change. The employee may request a conference with the Assistant
Superintendent to discuss the issue.

Employees shall not be placed on a lower step and/or wage level due to involuntary
transfers unless the involuntary transfer is for disciplinary reasons.

Filling of Temporary Vacancies.
L. A temporary vacancy need not be posted.
2. A temporary vacancy shall first be offered to a person on layoff within that

classification and who is qualified to perform the duties of the temporarily
vacated position in accordance with the recall provisions set forth in Article 10.

3. Temporary vacancies may then be filled through temporary transfer or
employment of outside temporary workers at the Employer’s discretion.

Trial Period

1. -In the event of promotion in or transfer from one bargaining unit position to

another, the employee shall be given a thirty (30) workday trial in which to show
his/her ability to perform in the new position. Any absences from work shall
correspondingly extend the thirty (30) work day trial.

2. If the employee is unable to demonstrate ability to perform the work required
during the trial period, the employee may be returned to his/her previous
assignment at the Employer’s sole discretion.

3. The employee shall have the right to elect to return to his/her old position during
the first fifteen (15) workdays of this trial period. In the event that the employee
elects to return to his/her old position s/he shall do so without jeopardy and with
no record of the trial period in his/her personnel file.

4. The vacated position shall be filled on a temporary basis during this thirty day
trial period. If the return rights of either party described above are not exercised,
the vacated position shall be considered a permanent vacancy and shall be posted
accordingly.

5. If the temporary employee in the vacated position is subsequently hired when the
vacated position is posted as a permanent vacancy, that employee shall be
considered to have been in that position from the first day for purposes of
seniority.

6. The above trial period shall apply when a food service employee moves from an
aide to a server position or vice versa, but shall not apply when a food service



Holland Education Support Personnel Association Master Agreement 2015 - 2018
22

employee moves to one of the various jobs within an aide position and/or when a
food service employee moves to one of the various jobs within a server position.

ARTICLE 10
LAYOFF AND RECALL

The Employer and the Union recognize the possibility that the financial condition of the
schools at a given time could necessitate a curtailment of program on the part of the
Employer, including a reduction of personnel. The parties also recognize that such
determinations to reduce programs and/or personnel are within the exclusive discretion of
the Employer. In the event of a reduction of personnel through layoff from employment,
the following procedure will be utilized by the Employer or its designated
representatives.

1. When the Employer determines it is necessary to reduce the size of the work force
by elimination of positions in a seniority classification, employees in the seniority
classification shall be reduced in order of least seniority provided there are more
senior employees within the seniority classification remaining who possess the
skills and/or qualifications to perform the duties of the positions vacated by the
least senior employees in the classification.

2. An employee reduced from a position in their present seniority classification shall
be retained in a position in another classification in which they have previously
accumulated seniority, provided there is a less senior employee in that
classification and the more senior employee possesses the skills and/or
qualifications to perform the duties of the position.

3. Employees shall be provided two (2) weeks’ notice prior to the effective date of
layofT and two (2) weeks’ notice prior to the effective date of a reduction in hours,
absent extenuating circumstances.

When positions become available in a seniority classification, employees who have been
laid off from that seniority classification shall be recalled in order of greatest seniority,
provided the employee possesses the skills and/or qualifications to perform the duties of
the position. Recall rights to a position shall terminate three (3) years from the date of
layoff.

If there are no employees laid off from a seniority classification, employees from another
classification who have the skills and/or qualifications to perform the duties of the
position, shall be eligible to bid on the position.

When the Employer determines it is necessary to reduce the number of hours of any
bargaining unit position, an employee, in an effort to maintain the current number of
hours worked, upon application, shall be placed in a position in their present seniority
classification which would maintain their hours of employment and which is held by a
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less senior employee, provided the reduced employee possesses the skills and/or
qualifications to perform the duties of the position. In no case shall a new employee be
hired by the Employer while there are laid off employees who are qualified for a vacant
or newly-created position.

In the event of a layoff, the Employer and the Union may mutually agree to allow
individual employees to waive their seniority rights for the purpose of the layoff. With
the written approval of the Employer and the Union, employees may, at their option and
without prejudice to seniority and other rights under this Agreement, waive their seniority
in the instance of the Employer instituting a layoff. Such waiver, if authorized by the
employee, shall not be construed to be a waiver of seniority or any other right under the
contract. An employee who has been laid off under the provisions of this paragraph will
be subject to recall pursuant to the procedures set forth in this section and may not
subsequently bump a less senior employee prior to his/her recall.

A laid off employee shall, upon application and at his/her option, be granted priority
status on the substitute st according to his/her seniority

Notices of recall shall be sent by certified or registered mail to the last known address as
shown on the Employer’s records. The recall notice shall state the time and date on
which the employee is to report back to work. It shall be the employee’s responsibility to
keep the Employer notified as to his/her current mailing address. A recalled employee
shall be given ten (10) calendar days from receipt of notice of recall to respond to the
recall. The Employer may fill the position on a temporary basis until the recalled
employee can report for work providing the employee responds within the ten (10) day
period.

An employee who declines recall to a position with fewer hours or a lower pay rate for
which he/she is qualified shall forfeit his/her rights to that position but not to future
recalls.

Unemployment Compensation Repayment. Employees who are not full-year employees
(see Article 3, B, 4) who are notified of layoff and are subsequently recalled on or before
the beginning of the next school year, shall return 50% of any unemployment
compensation received to the Board, and such reimbursement shall be deducted from the
employee’s wages throughout the school year in nearly equal amounts.

ARTICLE 11
WORKING CONDITIONS

The Employer, Union and employees shall work together to protect the health and safety
of all individuals. If an employee reasonably believes that unsafe, unsanitary, or
hazardous conditions exist, he/she will report the condition to the supervisor as soon as
possible. The supervisor will investigate the matter, take appropriate action to correct
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any hazardous, unsanitary, or unsafe condition and notify the employee of any action
taken.

The Employer shall provide, without cost to the employee, the following:

1. Approved first aid kits and materials in appropriate work areas.

2. Adequate and approved safety equipment including but not limited to goggles,
shields, barriers, hard hats and auditory protection devices as needed. However,
the Employer shall not be obligated to provide safety equipment which is of a
personal nature.

3. The Employer shall annually provide full time maintenance staff with three shirts

of its choice and $30 toward the purchase of grey pants.

4, Reimbursement for the cost of the difference between the commercial driver
licenses or the renewal of licenses required for the employee to perform his/her
job or position and the cost of renewing a regular driver’s license.

5. An apron and shirt as needed for all food service employees.

The Employer shall support and assist employees with respect to the maintenance of
control and discipline of students (including inappropriate student conduct) in the
employees’ assigned work areas.

In the absence of a building principal, building secretaries shall not be made solely
responsible for the supervision of the building. When a building principal is absent, a
backup administrator will be identified.

For the purposes of evaluation, an employee’s immediate supervisor shall be as provided
in Article 13-E. For the purposes of grievance processing, an employee’s immediate
supervisor shall be his/her building principal or director. For the purposes of approval of
vacation and leave time, approval shali be by the employee’s building principal and/or
director, with appeal to the Assistant Superintendent. For the purposes of determining
work assignments and priorities within buildings, any conflict shall be brought to the
attention of the building principal.

The Employer shall provide job descriptions for all bargaining unit classifications that
include requirements and any special qualifications for the classification. These job
descriptions shall be updated as needed. The Employer shall provide copies of all job
descriptions and updates to the Union president. An employee who works or has worked
in more than one bargaining unit classification shall be deemed to be assigned to all
appropriate classifications and shall be listed on the seniority list in all appropriate
classifications. However, an employee who has worked in more than one bargaining unit
classification will receive seniority credit for any particular classification limited to the
time worked in that classification.
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G. Bomb Threats: In the event that a building(s) is evacuated because of a bomb threat, all
bargaining unit members will be evacuated from the building until the building has been
cleared by appropriate personnel. The administration may ask individual employees to
help in any building search, but it is expressly agreed that no employee shall be required
to participate in any building search, and further, that any employee may decline to
participate in the building search without penalty or recrimination.

H. Tulip Time: During the afternoon of the District-designated Tulip Time day, when
students in their buildings are released to participate in Tulip Time activities, secretaries
may be permitted by the principal/supervisor to attend Tulip Time activities without loss
of pay. Employees who are not excused for Tulip Time shall perform their jobs as usual.

L Permanent Substantial Change in Job Duties: In those instances where an employee is to
have his/her job duties substantially and permanently changed, the supervisor, as a
courtesy, will seek input from the affected employee(s) prior to implementing the
substantial change in duties. The purpose of this “input” is to determine the most
efficient/effective change available to meet the District’s objectives. Therefore, as a
courtesy, the affected employee(s) shall cooperate with the supervisor/District and
convey input that is constructive and consistent with the objectives of the District. The
aforementioned “input” shall not be construed in any way as prohibiting or delaying the
District from making job duty changes.

L. New Classification. When a new classification is created, the parties will commence
negotiations on the wage rate, hours, and benefits of the new classification. Any such
negotiations shall not delay the implementation of the new classification. Once an
agreement is reached, the new wages and benefits shall normally be retroactive to the
first day of work in the new classification.

ARTICLE 12
SENIORITY

A, Seniority shall be defined as the length of time within the district as a member of the
bargaining unit. Accumulation of seniority shall begin from the employee’s first working
day. Probationary employees shall have no seniority until the completion of the
probationary period, at which time their seniority shall revert to their first day of work.

B. Newly hired employees shall serve a probationary period of sixty (60) working days of
uninterrupted service.

C. For purposes of this Agreement, all employees shall be placed in one of the following
classifications based on their current assignments:

1. Groundskeeper 4. Bus Aide 7. Courier
2. Secretarial and Clerical 5.  Food Service 8. Van Driver
3. Bus Driver 6. Maintenance
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D. The Employer shall prepare, maintain and post the seniority list. The initial seniority list
shall be prepared and posted conspicuously in all buildings of the district within thirty
(30) workdays after the beginning of each school year, with copies sent to all employees.
Within twenty (20} working days of posting and sending to all current bargaining unit
members the initial seniority list, corrections or objections to the list shall be filed;
thereafter, the list shall be considered accurate until the next annual list is posted. The
Employer shall revise, update, post, and send to each current bargaining unit member the
seniority list annually thereafter between September 1 and October 1 with corrections or
objection due November 1. Thereafter, the list shall be considered final and conclusive
until the next annual list is posted. Two (2) copies of the initial seniority list and
subsequent revisions shall be furnished to the Union each year.

E. In the event that more than one individual employee has the same starting date of work,
position on the seniority list shall be determined by the last four (4) digits of each
employee’s social security number with the highest four-digit number ranked first.

E. An employee who works or has worked in more than one bargaining unit classification
shall be deemed to be assigned to all appropriate classifications and shall be listed on the
seniority list in all appropriate classifications.

G. Seniority shall be lost by an employee upon termination, resignation, retirement or
transfer to a non-bargaining unit position. Any employee who terminates employment
and is later rchired by the Employer shall begin as a new hire from the most recent date
of hire and shall not retain any seniority from previous employment with the Employer.
An employee who accepts a supervisory position with the Employer shall lose all
seniority in the bargaining unit after one (1) year in the supervisory position.

H. An employee on layoff shall continue to accumulate seniority for up to one (1) year.
After the one (1) year, seniority shall be frozen until the employee returns to work.
However, an employee who does not return to work within three (3) years after the date
of layoff shall lose all seniority and be taken off the recall list.

L No employee shall be required to repeat a probationary period unless said employee

terminates employment with the district and is later rehired by the district.

ARTICLE 13
EVALUATIONS & EMPLOYEE ASSISTANCE PLAN

An Evaluation committee consisting of 4 HESPA members (1 Aide or Driver, 1 Food Service, 1
Secretary, 1 Maintenance or Grounds Keeper) and 4 Administrators will be created to bring a
majority recommendation on an evaluation instrument and process by October 1, 2010 to both
bargaining teams to review and approve no later than October 10,2010. If no recommendation
can be agreed upon, then the evaluation tool used for 2009-2010 will continue through the life of

the agreement.
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The Employer may conduct formal written evaluations of employee performance.
Should the Employer conduct written evaluations of employees, employees shall be
informed of the procedure and form to be used prior to any evaluation being conducted.

Employees’ annual evaluations shall be based on observations of the employees’ work
performance. The Employee Evaluation Form, which is attached as Appendix D, will be
used for such evaluations.

The employee shall be provided a copy of the written evaluation and shall sign the
evaluation acknowledging receipt of a copy of the document. The employee’s signature
does not necessarily indicate agreement, rather, that a conference has been held on the
date indicated. It is further understood that the employee has the right to attach a letter of
personal comment to this form.

The evaluation, including an evaluation conference, shall be completed by June 15th.
However, in the event that the performance of the employee is not satisfactory, the
Required Improvement Plan and/or evaluation instrument may be submitted at any time
during the school year. Copies shall be distributed to the employee, the administrator and
the Personnel Office.

The Employer shall identify the administrator with primary responsibility for conducting
evaluations for each classification of employees. The primary evaluator may contact
other supervisors to solicit evaluative written input. In subsequent evaluations, failure to
again note a specific deficiency that was noted in a previous evaluation shall be
interpreted to mean that adequate improvement has taken place. For employees who
have not been evaluated on or before June 15, their job performance will be presumed to
be satisfactory, unless otherwise documented under Article 5.

Emplovee Assistance Plan.

1. The Employer and Union recognize that alcohol or drug abuse by employees may
create performance problems. The Employer and the Union are likewise
concerned with addressing the employment-related health consequences to
employees resulting from alcohol or substance abuse problems.

2. The parties also recognized that alcohol or drug abuse problems may be treated
successfully if there is early identification of the condition and where the
employee voluntarily requests appropriate assistance.

3. Rehabilitation is also the primary responsibility of the employee. An employee’s
involvement in the Plan will be completely voluntary. An employee seeking
medical attention for alcohol or substance abuse problems is entitled to the use of
paid and unpaid leave as otherwise described in and as conditioned by this
Agreement.
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4, Any employee with alcohol or drug abuse problems impacting his/her job
performance and who seeks help through the Employee Assistance Program shall
not jeopardize his/her job security by virtue of such request or participation in
rehabilitation. However, an employee who fails to successfully complete
rehabilitation may be subject to disciplinary and other adverse employment
consequences attributable to deficient or improper job performance, in accordance
with the provisions of this Agreement.

5. Nothing in this section shall be interpreted as constituting any waiver of or
limitation on the right of the Employer to maintain discipline or acceptable levels
of employee performance, pursuant to and in accordance with the provisions of
this Agreement. Employees participating in the Employee Assistance Program
and/or rehabilitation will be expected to maintain satisfactory job performance. It
is agreed that disciplinary sanctions imposed due to alleged violations of district
policies or regulations pertaining to drug and/or alcohol abuse shall be subject to
the disciplinary standards and procedures set forth in this Agreement.

6. The Employer and Union encourage employees to access appropriate professional
services for addressing drug and alcohol abuse programs. In connection with the
operation of its Employee Assistance Program, the Employer shall maintain a
listing of local counseling and rehabilitation resources. In formulating these
materials, the Employet shall also include similar programs or resources
identified by the Union. The Employer shall not be responsible for either making
direct referrals to such resources or for any monetary liability incurred in
connection with receipt of services by the employee and his/her dependents. The
identification of programs and resources by the Employer shall not be regarded as
any representation by the Employer or its agents regarding the character,
reliability or quality of such services or programs.

ARTICLE 14
COMMUNICATIONS COMMITTEE

There shall be a Communications Committee composed of representatives for the
Employer and the Union. The Communications Committee shall meet monthly for the
purpose of reviewing the administration of the Agreement and other matters of mutual
concern. These meetings shall be held on a monthly basis from September through May,
and as needed during the summer months. The Employer and the Union shall each name
a co-chairperson who shall chair the meetings on alternate months. Either party may
raise or submit agenda items for the meeting. Every effort shall be made to schedule
meetings after working hours.

If the Committee meets during the regular work hours of a Union representative, he/she
will be released from duties to attend the meeting without loss of pay.
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The Communications Committee is not intended to bypass and/or take the place of the
formal grievance and/or negotiations procedures.

ARTICLE 15
VACATIONS

School year employees hired before 7/1/06, except food service, bus drivers, van drivers,
and bus aides, will receive vacation pay according to the following:

1.

2.

Employees must be regularly scheduled to work at least 1,040 hours per year.

Part-time employees shall receive vacation time at the rate of the number of hours
per week they are regularly scheduled to work.

Vacation shall be paid according to the following schedule:

a. After the 1st and through the 10th year - 2 weeks
b. After the 10th and through the 20th year - 3 weeks
C. After the 20th year - 4 weeks

School year employees hired after 7/1/06 shall receive paid vacations according to
the following schedule.

a After the 1% and through the 10™ year — 1 week
b. After the 10™ and through the 20" year — 2 weeks
c. After the 20™ year — 3 weeks

In lieu of vacation time, vacation shall be paid at the end of the school year to
eligible employees not later than the final payroll of the school year.

Food service, bus drivers, van drivers, and bus aides shall be paid vacation according to
the following schedule:

1.

Part-time employees who work more than 1040 hours but less than 2080
hours shall receive vacation time at the rate of the number of hours per week
they are regularly scheduled to work.

Extra trips, summer hours and catering events are not counted in calculating
vacation pay.

Food service, bus drivers, van drivers, and bus aides hired before 7/ 1/06, shall be
paid at the rate of their regularly scheduled hours at the conclusion of the school
year according to the following schedule:

a. After two (2) school years — 1 week
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b. After five (5) school years — 2 weeks
C. After ten (10) school years — 3 weeks
4. Food service, bus drivers, van drivers, and aides hired after 7/1/06 shall be paid at
the rate of their regularly scheduled hours at the conclusion of the school year
according to the following schedule:
a. After two (2) school years -- 2 days
b. After five (5) school years — 5 days
c. After ten (10) school years — 10 days
Employees eligible for vacation days shall receive 2 additional paid vacation days on
non-student days to be determined by the Association and District.
Employees not eligible for vacation days shall receive 1 paid vacation day on a non-
student day to be determined by the Association and District.
Full year employees who work more than 1040 per year will receive vacation pay
according to the following:
1. Part-time employees shall receive vacation time at the rate of the number of hours

per week they are regularly scheduled to work.
2. Vacation pay shall be granted as follows:

After one (1) full year — 10 days

After ten (10) full years — 15 days
After twelve (12) full years — 16 days
After fourteen (14) full years — 17 days
After sixteen (16) full years — 18 days
After eighteen (18) full years — 19 days
After twenty (20) full years — 20 days

Vacation anniversary dates will be computed as of July 1 of each year. Employees who
have been employed for less than a full year will be given a prorated allowance, as
applicable.

Employees retiring during the school year shall receive pay for that year’s accumulated
vacation days upon retirement.

Maintenance, courier and grounds employees requesting vacation for the summer months
shall submit such requests by May 1 of each year.

Requests for vacations must be submitted in writing thirty (30) days prior to the desired
vacation date. The thirty-day request requirement for vacation may be waived at the
discretion of the supervisor.
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L Where more than one (1) employee requests the same vacation date(s) and work
scheduling demands reasonably prohibit all requesting employees from being absent at
the requested times, the affected employee(s) having the greatest seniority shall be
granted his/her preferred vacation date(s) before less senior employees so long as the
request is made within two (2) months of the initial request from the less senior member.

J. Vacations shall normally be granted between the closing of school in June and the week
of August 15. However, employees may be granted vacation time during the school year
with the approval of their Supervisor.

ARTICLE 16
HOLIDAYS

A. All employees shall receive the following days off with pay at the rate of their regularly
scheduled hours for the following holidays provided specified requirements are met
(listed below):

Must Work Last Scheduled Must Work First Scheduled
Work Day Before Work Day After

Yes Independence Day Yes

(if regularly scheduled to work)

Yes Labor Day Yes

Yes Thanksgiving Day Yes

Yes Day After Thanksgiving Yes

Yes Day Before Christmas Yes

Yes Christmas Day Yes

Yes Day Before New Year’s Yes

Yes New Year’s Day Yes

Yes Memorial Day Yes

1. The above restrictions do not apply when a holiday falls during an approved

vacation period.

2. In event of a substantiated illness or emergency before or after a holiday, holiday
pay will be granted if the employee with a substantiated illness or emergency is
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on paid leave (including sick leave and vacation) on the last scheduled work day
before and the first scheduled work day after the holiday.

3. If the employee is on unpaid leave on the last scheduled work day before and the
first scheduled work day after the holiday (including unpaid sick leave or
disability leave) holiday pay will not be granted.

Except for bus drivers and van drivers, an employee may take up to three (3) hours off on
Good Friday, either without pay or using a vacation or personal business day. For bus
drivers, the first 5 making requests for time off on Good Friday shall be granted if no
other drivers are absent that day. Otherwise, the first 3 requests shall be granted.

If a holiday is on a Saturday or Sunday, the holiday shall be celebrated on concurrent

workdays within one week.

ARTICLE 17
FRINGE BENEFITS

All Employees who are regularly scheduled to work at least forty (40) hours per week for
the full year (i.e., 2080 hours) will have the following benefit plan:

1. Blue Cross Blue Shield Simply Blue Health Savings Account as defined and
summarized in Appendix E-1 (“Health Benefit Summary™).

a. Employees electing the HSA Plan shall have 100% of the annual deductible
deposited into their health savings account in January. Full time employees shall
pay 10% of the plan’s premium through 26 equal payroll deductions beginning in
September.

2. LTD benefits shall be provided as described in Appendix E-2.

3. Term life insurance in the amount of $20,000, plus AD&D shall be provided as
described in Appendix E-3.

2. Vision benefits shall be provided as described in Appendix E-4.

3. Dental benefits providing 90:50:50:50 percent coverage of Type I-IV benefits with
$1,000 annual maximum for Type I-1II and $1,500 lifetime maximum for
orthodontic benefits shall be provided as described in Appendix E-5.

Upon such time as all other full-time full year non-HHESPA support staff employees
have their dental benefits changed to a 90:50:50:50 plan, the dental benefits for full-
time full-year HESPA members will be changed to a 90:50:50:50 benefit plan (same
benefit levels that were previously provided to HESPA members).
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All HESPA members who work more than 1040 bui less than 2080 hours will have the
following benefit plan:

1. Employee’s may choose the “HPS HSA Plan” as defined and summarized in
Appendix E-1 (“Health Benefit Summary™).

a. Employees electing the HSA Plan shall have 100% of the annual deductible
deposited into their health savings account in January.

2. LTD benefits shall be provided as described in Appendix E-2.

3. Term life insurance in the amount of $20,000, plus AD&D shall be provided as
described in Appendix E-3

4, Vision benefits shall be provided as described in Appendix E-4 at the employee’s
cost.

5. Dental benefits providing 90:50:50:50 percent coverage of Type I-IV benefits
with $1,000 annual maximum for Type I-III and $1,500 lifetime maximum for
orthodontic benefits shall be provided as described in Appendix E-5.

For part-time employees electing health coverage, the Employer’s share will be pro-rated
for the amount of time that the employee is regularly scheduled to work. (For example,
for a secretary electing full family coverage who is regularly scheduled to work 7.5 hours
per day for 205 days, the Employer shall contribute 73.9% of the full family rate: 7.5 x
205 = 1,537.5 + 2,080 = 73.9%.) Percentages will be rounded to the nearest tenth
percent, The employee will pay the balance through payroll deduction and may elect to
contribute through an IRS section 125 plan.

The monthly pay deduction will be based on the member’s actual percentage of
monthly contribution and the type of coverage (HSA vs. HRA and 88 vs. 2P vs. IF
status) they elect. Said amount shall be communicated to each eligible employee any
time there is to be a change in the monthly contribution due to annual rate increases.

The non-health benefits (A.2, A.3, and AS) shall be paid by the District on behalf of each
eligible member.

Employees receiving $350 per month cash in lieu of medical benefits as of June 30, 2015
will continue to receive $350 so long as their eligibility for benefits and selection of cash
in lieu remain uninterrupted. All other employees receiving cash in lieu of benefits will
receive $110 per month.

It is expressly understood that the District must provide health insurance according to
the coverage, cligibility, and terms contained in this Agreement. At no time may the
District select a carrier that limits eligibility due to pre-existing conditions, nor self-
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fund any of the health insurance for members of the HESPA bargaining unit.

The District may make the decision to self-fund and elect the carrier for non-health
benefits so long as coverage levels, dependent eligibility and network providers
remain consistent with the conditions and terms of the plans put in place by this
agreement.

In the event that the annual health benefits renewal is 8% or greater the District and
Association agree to re-open negotiations of the health benefits plan within 20 business
days of the renewal notification.

Fach year’s open enrollment shall occur in November with the plan year beginning
January 1.

Selection of fringe benefit alternatives must be authorized by the employee, in writing, on
forms provided by the District during the open enrollment period, except for new-hires
and changes in family status.

For the insured health plans and all non-health benefits that are not self-funded, the
Employer’s obligation shall be to pay the premiums and negotiated deductible
amounts in accordance with this Agreement. The Employer’s responsibility shall not
extend to the provision of benefits unless it has failed in meeting its responsibilities
which shall be limited to timely paying all premiums and negotiated deductibles. Any
dispute arising out of non-payment of self-funded benefits shall be subject to the
grievance procedure contained in the Master Agreement, up to and including binding
arbitration.

All contributions will commence on September 1 of each year and will continue through
August 31 of each year for employees who complete the full school year. Should
employment be severed prior to the close of the school year, other than for illness or
disability, contributions shall cease as of the end of the month in which the date of
termination or unpaid leave of absence occurs. Any overpayment of employee
contributions shall be reimbursed.

Employees hired after September 1 of the school year will have premium contributions
for fringe benefits, and the appropriate pro rata contribution of the negotiated deductibles,
made on the first day of the month following their first day of service.

Employees who are unable to complete a school year due to illness or disability and who
have exhausted all paid sick leave shall have their benefits per the terms opf the Family
Medical Leave Act or for two months, whichever is greater,

Change in family status shall be reported by the employee to the Business Office within
thirty (30) days of said change

To be eligible for the above coverage’s employees must be able to satisty all
requirements of the policy before benefits are effective.
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All employees are advised that, upon leaving the employment of the district, they have
certain legal rights to convert insurance to individual payment of premiums, Persons
interested should contact the Benefits Office upon termination of employment.

If a husband and wife are both members of this bargaining unit and one is receiving full-
family health benefits, one will elect health insurance and the other the $110.00 annuity
or both may elect annuities/options.

When an employee works in more than one (1) classification, the Employer shall
calculate benefits based upon the total number of hours worked in all bargaining unit
positions.

Definition of “Regularly Scheduled”: For the purpose of calculating the proration of
health insurance coverage, each employee’s “regularty scheduled” hours shall be
calculated in September. The employee shall be given a copy of this calculation and both
the employee and supervisor shall sign the calculation. Ifthe employee and supervisor
can’t agree on the calculation, a meeting shall be scheduled with the employee,
supervisor, union representative and Designee of the Superintendent to attempt to resolve
the matter.

In the event that the employee changes positions, the Employer shall recalculate the
regularly rescheduled hours for the remainder of the year, and shall recalculate the
Employer-paid benefits for the remainder of the year. In the event that an employee’s
schedule is changed by more than thirty (30) minutes per day, the Employer shall
recalculate the “regularly scheduled” hours for the remainder of the year, and shall
recalculate the proration of Employer-paid benefits for the remainder of that year. Any
recalculated pro-rations shall not be applied retroactively.

The term “regularly scheduled to work” shall include scheduled work days, vacations,
holidays, snow days, annual orientation days, and training days. The term “regularly
scheduled to work™ shall not include special runs in fransportation, special events in food
service, rescheduled snow days, or overtime,

ARTICLE 18
BUS DRIVERS, VAN DRIVERS, AND AIDES
Definitions.
1. A “route” is a planned round trip from the school to a designated bus stop as

determined by the Employer.
2. A “run” is one or more regular routes assigned to the same driver.

3. A “special trip” is any scheduled trip other than a regular run.
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At the beginning of the school year, the Employer shall make up the bus routes and runs
and shall determine the bus to be assigned. Assignment of runs shall be according to the
following:

1.

Returning employees will retain their previous year’s run if requested by the
employee and provided that it remains in existence. Should an employee decide
they do not want to retain their previous run, the run shall be posted and open for
bid.

The remaining runs shall be filled by the most senior qualified employees in
accordance with Article 9 — Vacancies, Transfers and Promotions.

Employees may serve as a substitute for an absent employee provided the substituting
does not conflict with their regular routes or run.

This provision shall not apply to special education runs where the Employer may assign a
substitute at its discretion or in cases of emergency.

Special Trips.

1.

The Transportation Supervisor shall post all special trips on the “Special Trips
Chart” no more than one (1) month prior to departure, for a posting period of at
least one week.

Special trips shall be assigned to the most senior employee with the least number
of accumulated special irip hours. All employees’ accumulated special trip hours
shall begin at zero on the first Monday each three (3) month period. Van drivers

with a CDL are eligible for special trips provided they do not interfere with their

regular_assignment.

In the event there is less than forty-eight (48) hours’ notice, a special trip need not
be posted, and the Transportation Supervisor may assign a special trip at his/her
discretion and that time shall not be counted toward the covering employee’s total
number of special trip hours.

If no employee accepts a special trip and no substitutes are available, it shall be
assigned to the least senior qualified employee provided no overtime occurs. If
the trip would give the least senior qualified employee overtime, the special trip
would be given to the next senior qualified employee.

All clock hours spent on special trips shall be treated as hours worked for the
purposes of calculating overtime. Upon ratification of this Agreement, driving
time shall be paid at the employee’s regular rate; all other work time during a
special trip shall be paid at $12 per hour for the life of this Agreement.
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Employees on overnight special trips shall be reimbursed for meals and lodging
provided the trip is more than five (5) hours and during the hours specified.

Hours Maximum Reimbursement
Breakfast 5:00 a.m. — 7:00 a.m. $5.00
Lunch 11:30 am. — 1:30 p.m. $6.00
Dinner 5:30 p.m. — 7:30 p.m, $10.00

A receipt is required for reimbursement. Employees shall receive their meal
reimbursement within one (1) month of submitting receipts. It is understood that
employees shall not charge the District for the time associated with their meal
breaks, which meal break period will be deemed to be at a minimum 30 minutes.

A new driver will be credited the highest number of hours of accumulated special
trip time when first bidding for special trips.

Should a trip be canceled after 12 noon of the date of a scheduled trip and the
driver is unable to assume his or her regular run, he/she shall receive their regular
run pay. Should a driver cancel a special trip for which he/she signed up within
twenty four (24) hours of the special trip, the driver shall be placed at the bottom
of the special trip list.

The Transportation Supervisor shall post a “Special Trip List” which will include
the cumulative total of special trip hours for each employee for the previous three
(3) month period. This “Special Trip List™ shall be redone each three (3) month
period.

Special Trips at the Beginning of the School Year

a. During the first two (2) weeks of school, the Transportation Supervisor
shall be permitted (but not required) to assign field trips to substitute
drivers rather than regular drivers.

b. This exception to the normal procedure shall only apply during the first
two (2) weeks of school, and shall only apply to field trips that take place
at the same time as regular morning, afternoon, or noon runs.

c. This exception to the normal procedure shall not apply when there are
regular drivers available to take field trips without any conflict with their
regular runs. [Example: ECC drivers are available at the beginning of the

year. |
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Drivers/aides shall be notified of the bus run they have been assigned to by a posted
notice in the bus lounge.

Bus routes shall not be changed by drivers without the approval of the Transportation
Supervisor.

The Employer shall provide specialized training for employees on special
education runs, if such training is required. Drivers shall be provided health
information necessary to provide a safe environment for the students.

The Employer will contribute 50% of the cost towards the purchase of a bus driver
jacket once every three (3) years for those employees with more than one (1) year
of seniority.

Overnight Trips.

1. For overnight trips, drivers/aides shall be paid their normal rate for actual driving
time plus a flat rate of two (2) hours at their normal rate.

2. Sleeping quarters will be provided for overnight trips at district expense.

3. A driver shall not be required to supervise students during non-duty time except
in emergency situations.

Summer Driving. Summer driving positions shall be posted and assigned to existing
bargaining unit members only if available for 100% of the assignment, by seniority rank.
Summer cleaning shall first be offered to employees at $10.00 per hour and regular pay
rate applies while driving.

All bus drivers, van drivers and bus aides are required to be trained in First Aid and CPR,
and maintain First Aid and CPR certification. This training will be provided by the
district and paid at the individual’s regular hourly rate. If the employee fails to pass,
he/she must retrain at his or her own expense. The employee must retrain and pass
certification tests within 30 days of the original test, or the first time the test is available,

if later.

ARTICLE 19
FOOD SERVICE

Half of the work in the summer food program shall first be offered to food service
employees in the main kitchen on the basis of seniority, provided the employee is
qualified to perform the duties of the position. Qualified shall be defined as having
experience with using the types of equipment utilized in the summer food program. The
remainder of the work shall be offered on the basis of seniority to qualified food service
employees in other buildings. Also, if less than half or no main kitchen employees elect
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to work in the summer food program, that work shall then be offered to qualified food
service employees in the other buildings on the basis of seniority.

Special Events and Catering. Food service employees shall not be required to work for
catering or other special events outside their regularly scheduled work hours except as
provided herein:

1.

The Food Service Supervisor shall post all special events at the earliest date
possible.

Special events shall be assigned to the most senior qualified employee with the
least number of accumulated special event hours for that school year in the
affected building,

In the event there is less than forty-eight (48) hours” notice, a special event need
not be posted, and the Food Service Supervisor may assign a special event at
his/her discretion and that time shall be counted toward the employee’s total
number of special event hours.

If no employee within the building accepts a special event, it shall be offered to ‘
employees in other buildings. :

If no employee accepts a special event and no substitutes are available, it shall be
assigned to the least senior qualified employee on the special events list, provided
no overtime occurs. If the event would give the least senior qualified employee
overtime, the special event would be given to the next senior qualified employee
on the special events list.

All clock hours spent on special events shall be paid at the employee’s regular
hourly rate except as provided for in Article 20-1 overtime.

A new employee will be credited the average number of hours of accumulated
special event time when first bidding for special events. Employees who do not
take special events shall not be included when calculating the average number of
hours.

Should an event be canceled after 12 noon of the date of a scheduled event, the
employee shall receive two (2) hours’ pay. Should an employee refuse to work a
special event for which he/she signed up within forty-eight (48) hours of the
special event, he/she will be credited the number of hours for that event.

Tulip Time: The following provisions shall apply to Tulip Time.

L.

Central kitchen employees may be required to work their regularty scheduled
hours.
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2. Central kitchen employees may voluntarily adjust their regularty scheduled hours
with the approval of the supervisor.
3. All adjusted hours and/or overtime shall be voluntary; provided however, that if

there are inadequate volunteers, the least senior qualified employee(s) may be
required to adjust hours and/or work overtime.

4. Food service employees at other buildings shall not be regularly scheduled to
work, but they may volunteer to work during Tulip Time, and shall be selected on
the basis of seniority.

5. If there are inadequate volunteers, the least senior qualified employee(s) may be
required o work.

ARTICLE 20
COMPENSATION

The wages for all employees shall be as set forth in Appendix A and B, which are
incorporated herein and made a part of this Agreement.

The anniversary date for changes in wage rates, longevity, and vacation calculations shall
be July 1 of each year. Employees who have served for six (6) consecutive months or
more prior to July 1 shall be advanced to the next higher step where appropriate, and
shall be considered to have completed one full year for the purposes of calculating
longevity and vacation accrual.

School year employees shall elect one (1) of the following pay options in writing before
the first payroll of each fiscal year. This election shall stay in effect until changed in
writing prior to the start of a new fiscal year:

1. 21 equal bi-weekly pays

2. 26 equal bi-weekly pays

Full year employees shall receive twenty-six (26) equal pays on a bi-weekly basis.
Full-time employees who commence working after 12:00 noon for their regularly
scheduled shift shall receive a shift differential of twenty cents ($.20) per hour for all
hours worked. Part-time employees shall receive this shift differential if the major

portion of their regularly scheduled shift is after 5:00 p.m.

Employees who drive personal automobiles in the course of their work shall receive a
mileage allowance equal to the maximum allowable by the Internal Revenue Service.

Any employee who assumes, on a temporary basis, the position of another employee in a
different classification or job description for more than one (1) week shall receive the pay
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rate of the lowest step in the classification of the employee they are replacing or their
own pay rate, whichever is greater. However, their pay rate shall not be reduced as a
result of such assignment.

A grounds, maintenance or food service employee called in for an emergency shall be
paid for a minimum of two (2) hours. The Board has the option of assigning such
employee two hours of work. If requested for emergency work and the employee elects to
complete the work from home, the employee shall be paid a minimum of one hour or for
the actual amount of time spent, whichever is greater.

A maintenance employee who is requested to make a building check on holidays or
weekends shall be paid a minimum of one (1) hour. A bus driver who is called in shall be
paid a minimum of one (1) hour.

The Employer shall pay overtime at the rate of one and one-half (1 %z) times the
employee’s regular rate of pay for all hours worked in excess of forty (40) per week. The
Employer shall pay overtime at a rate of one and one-half (12) times the employee’s
regular rate of pay for all hours worked on Sundays and holidays.

Compensatory time off may be given instead of overtime pay if mutually agreeable to the
Employer and the employee. Such compensatory time shall be at a rate of one and one-
half (1 %) times the overtime hours worked and shall be taken within two (2) pay periods
of accrual of the compensatory time. If the employee is unable to take compensatory
time within this time period, the employee shall be paid the overtime rate.

An employee who is promoted to a position within the bargaining unit shall be paid at the
step closest to their current rate of pay but not less than their current rate.

The Employer shall pay for a basic physical examination by a Board-designated
physician and for the tuberculosis skin tests and other tests required to certify the
employee.

Employees shall be paid at their regular hourly rate when attending any meetings or
training related to their job responsibilities, provided that the Employer has given prior
approval.

The Employer and the Union have executed the School District of the City of Holland
Section 125 Plan (and related forms and documents) which is incorporated herein by
reference and made a part hereof.

A lead server shall be named in each satellite kitchen. The middle school lead
server shall be paid an additional forty cents ($.40) per hour over the corresponding
server’s wage rate, and twenty cents ($.20) per hour for the elementary lead servers.
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ARTICLE 21
VOLUNTARY DUES

Voluntary Membership Dues:
Each bargaining unit member may join the Association and pay union dues or decline to
join the Association and not pay union dues.

ARTICLE 22
VOLUNTARY DEDUCTIONS

Upon appropriate written authorization from the employee, the Employer shall deduct
from the salary of that employee and make appropriate remittance for any tax-sheltered
annuity program per the provisions of the Michigan Retirement Investment Consortium
(MRIC). Deductions may also be made for the Lake Trust Credit Union, Holland United
Way, the Holland Education Foundation, other qualifying organizations and other fringe
benefits as negotiated.

ARTICLE 23
PERSONNEL FILES

Before any written document is placed in an employee’s personnel file, the following
shall be done:

L. Any document about an employee or employees that is to be placed in a file shall
be put in writing and dated. The employee shall be given a copy of any such
document when it is put in the file. In addition, disciplinary actions and/or
complaints shall conform to the requirements contained in Article 5 (Employee
Rights and Protection.) Documents that do not contain all of this information
shall not be included in the employee’s file.

2. The employee shall receive a copy of the written document(s) before they are
placed in his/her file.
3. The employee shall have the right to submit a written response to the material,

which shall be attached to all copies of the written document.

4. The District shall conduct a thorough investigation to determine the accuracy of
the document. If it is found that any portion of the document is not accurate, the
inaccurate portion(s) of the document will be corrected before the document is
placed in the employee’s personnel files.

5. The employee shall have the right to file a grievance over the inclusion and/or
accuracy of any documents to be placed in his/her personnel file, in accordance
with Article 6 of the Master Agreement.
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0. In the event that such a grievance is filed, the District shall not release the
disputed document(s) until after the grievance is resolved and a determination has
been made over the inclusion and/or accuracy of the documents, unless otherwise
compelled by law.

7. The District shall expunge from all District files any information determined by
the District and/or an arbitrator to be inaccurate.

An employee shall have the right to submit a written response to any material placed in
his/her file, and this response shall be attached to all copies of the written material,
including but not limited to all copies provided to any third parties.

In the event that any material from a employee’s personnel files is provided to any third
party, the employee shall be notified of the name(s) of the parties that reccived the
information, and, upon request, shall be given a copy of all information provided to the
third parties.

If the District releases any material from a employee’s personnel file, the District shall
simultaneously release the corresponding employee’s response(s) to the material.

The employee evaluation forms shall contain the following statement: “This evaluation
is based on the professional opinion(s) of the evaluator(s).” Any preliminary drafts of an
employee’s evaluation shall be expunged from all District files upon completion of the
final draft of the evaluation.

In the event that the District receives a FOIA request for the personnel file(s) of any
employee(s), or any portion thereof, the District shall immediately provide the following
to the affected employee(s) and to the Association:

1. A copy of the FOIA request;

2. The name(s) of the requesting parties, and all documents and all communications
received by the District related to the FOIA request;

3. The District will notify the employee involved, and the employee may, within five
(5) calendar days of notification, review his/her personnei file prior to the release
of information. In the event the employee elects not to examine his/her file within
the five (5) calendar day period, and the District has not yet released the
information requested, the employee may still request to review his/her file prior
to the release of information, provided the employee’s review of the personnel file
would not require the District to exceed the timelines required under FOIA; and

4. Upon the employee’s request, copies of all communications and documentation
sent to the requesting parties by District administrators or other agents or
attorneys.
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The District agrees that it will exempt from disclosure all public records it is allowed by
law to exempt, and shall release only those records it is compelled by law to disclose.

The District shail remove all disciplinary information from an employee’s personnel
file(s) that is more than four (4) years old, excluding suspensions without pay and
discipline subject to MCL 380.1230b6.

Any written documents pertaining to discipline, such as written warnings, reprimands,
suspension or discharge, will be entered into the employee’s personnel file no later than
October 1% of the school year following the school year in which the discipline was
issued. For disciplinary actions that occur during the summer vacation period, the
District will have six (6) months to place the documentation in the personnel file at the
Central Office. No documentation shall be placed in the personnel file later than the
above-prescribed times.

Each employee shall have only one (1) “personnel file,” to be kept in the District’s
central file.

Each principal and/or supervisor shall be permitted to have one (1) “anecdotal” file for
each employee in his/her building. All information contained in the anecdotal file shall
either be destroyed at the end of each school year, or sent to the District’s central office to
be included in the employee’s personnel file. The principal’s/supervisor’s anecdotal file
may also contain duplicate copies of information contained in a employee’s personnel
file.

If any portion of this Article is found to be inconsistent with law, the parties agree that
the District shall comply with the law and the parties will meet at their earliest
convenience to discuss the provision in question.

ARTICLE 24
DURATION OF AGREEMENT

Separability. If any specific provision or any specific application of this Agreement to
any employee or group of employees shall be found contrary to law, then such specific
provision or application shall be deemed null and void to the extent required by law, but
all other provisions or applications shall continue in full force and effect.

It is further agreed that within thirty (30} days of notification of a final and binding
determination of such illegality, the Employer and the Union will commence negotiations
to reach a new agreement concerning the subject matier of the provision determined to be
illegal.



Holland Education Support Personnel Association Master Agreement 2015 - 2018
45

B. Negotiations.

1. Negotiations between the parties on a successor agreement shall begin at least
sixty (60) days prior to the expiration of the contract term. Before each
negotiation session officially adjourns, the agenda, time and place for the next
session shall be mutually agreed upon by the chief negotiators.

2. Neither party in any negotiations shall have any control over the selection of the
negotiating or bargaining representatives of the other party. The parties mutually
pledge that their representatives will be clothed with all necessary power and
authority to make proposals, consider proposals and make concessions in the
course of negotiations.

3. There shall be two (2) signed copies of any final agreement. One (1) copy shall
be retained by the Employer and one (1) by the Union. The expense for
compiling and copying this Agreement shall be paid by the Employer.

C. Term of Agreement. Except where otherwise stated, this Agreement shall become
effective beginning on the 14™ day of September, 2015, and shall continue in effect through the
30th day of June, 2018, at which time it shall terminate unless extended by written agreement of
the parties. The one exception to this is the fact that the parties agree to an automatic and
required re-opener of Article 17 and Appendix E in the event that the medical plan renewal of
any vear over the previous year exceeds eight percent (8%).
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IN WITNESS WHEREOF, the parties hereto have caused this Agreement to be signed by their
representatives on the 14th day of September 2015.

FOR THE UNION: FOR THE EMPLOYER:
" . <
By: M/}"ﬂ. %fﬂe} By:ﬁz /(;o%
Donna Stark, Negotiator Brian,Davis, Supenintendent
Sprren .
by _ (Ol K Sz By Z&&

(
Steve Burton, Negotiator Rich Zuker, ~~"
Director of Human Resources

By: \J\l\& — ,Dujf’ai) L
Sheila Dubbeld, Negotiator

By: QM@( I/ ay 7@Mgm
Brenda Van Tubergen, Negotiator
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Building Services

(Employed after 02/01/2008

i

32 LA Eoire s

Groundskeeper $10.30 | $1044 | $1059 | $10.74 | $10.80 | $11.04 | $11.20 | $11.35 | $11.51 | $11.67 | $11.84 | $12.00
Courier $9.25 $9.38 $9.51 $9.64 $9.78 $9.92 | $10.05 | $10.20 | $10.34 | $10.48 | $10.63 | $i0.78
Food Service

Truck Driver $10.04 | $10.18 | $10.32 [ 81047 | $10.61 | $10.76 | $10.91 | $11.07 [ $11.22 | $11.38 | $11.54 | $11.70
Server $9.25 $9.38 $9.51 $9.64 $9.78 $9.92 | $10.05 | $10.20 | $10.34 | $10.48 | $10.63 [ $10.78
Lead Server $9.49 $9.62 $9.76 $9.89 | $10.03 | $10.17 | $10.32 | $10.46 | $10.61 { $10.75 | $10.91 | $11.06
Transportation

Bus Driver 515.69 | $15.91 | $16.13 | $16.36 | $16.50 | $16.82 | $17.05 [ $17.29 | $17.54 | $17.78 { $18.03 | $18.28
Bus Aide §10.14 | $10.28 | $1043 | $10.57 | $10.72 | $10.87 | $11.02 [ $11.18 | $11.33 | §11.4% | $11.65 | $11.82
Van Driver $12.62 | $12.80 | $1298 | $13.16 | $13.34 | $13.53 | $13.72 | $13.91 [ $14.10 | $14.30 | $14.50 14.71
Clerical

1 $13.09 | $13.27 | $13.46 | $13.64 | $1384 | $14.03 | $1423 | 51443 | $1463 | $14.83 | $15.04 | $15.25
11 $1398 | S14.17 | $14.37 | $14.57 | $14.77 | $14.98 | $i5.19 | 51540 [ $15.62 | $15.84 | $16.06 [ $16.28
111 $14.69 | $14.89 | $15.10 | $15.31 | $1553 | $15.74 | $1597 | 316.19 [ $1642 | $16.65 | $16.88 | $17.11
v $15.14 | 81535 | %1556 | $15.78 | $16.00 | $16.23 | $16.45 | $16.68 | $16.92 | $17.16 | $1740 | $17.64
\4 $16.33 | $16.55 | $16.79 | $17.02 | 1726 | $17.50 | $17.75 | $17.99 | $18.25 [ $18.50 | $18.76 | §19.02
VI* $1745 | 81769 | $17.94 | $18.19 | $18.45 | $18.71 | $18.97 | $19.23 | $19.50

* this schedule pertains to secretaries employed in a Class V position prior to July 1, 1982

Scale implemented 2015-16.

Steps in 2016-17.
Steps in 2017-18.
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APPENDIX “B”
Longevity pay shall be paid to full-year employees according to the following schedule.®
After completion of?
10 years  $350 per year
or
20 years  $400 per year
or
30 years  $450 per year
Longevity pay shall be paid to school-year employees according to the following schedule.*
After completion of:
10 years $250 per year
or
20 years  $275 per year
or

30 years  $300 per year

Payment for longevity shall be made each July 1 for employees who have accumulations
accrued for the previous twelve (12) months.

Secretaries hired before September 15, 1989, shall receive longevity differential on the
following schedule:*

1. After 10 years of service to Holland Public Schools add $.15 per hour.
2. After 15 years of service to Holland Public Schools add $.10 ($.25 total) per hour.
3. After 20 years of service to Holland Public Schools add $.10 ($.35 total) per hour.

4, After 25 years of service to Holland Public Schools add $.15 (.50 total) per hour.
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Holland Educational Support Personnel Association
GRIEVANCE REPORT FORM

Grievance #

Building: Assignment:
Name of Grievant: Date Filed:

STEP 2: SUPERVISOR LEVEL
Date Cause of Grievance Occurred:

Statement of Grievance:

Contract Sections Violated:

Relief Sought:

Signature of Grievant

Disposition of Supervisor:

Date

Signature of Principal/Supervisor

Date

49
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Holland Educational Support Personnel Association
GRIEVANCE REPORT FORM ({cont.)

Disposition of Grievant and/or Union:

Signature of Grievant/Union Date
STEP 3: SUPERINTENDENT LEVEL

Date Received by Superintendent or Designee:

Disposition of Superintendent or Designee:

Signature of Superintendent/Designee Date

Position of Grievant and/or Union:

- Signature of Grievant/Union Date
STEP 4: BOARD OF EDUCATION LEVEL

Date Received by Board of Education:

Disposition of Board of Education:

Signature for Board of Education Date

Position of Grievant and/or Union:

Signature of Grievant/Union Date
STEP 5: ARBITRATOR

Demand to Arbitrate Filed:




Holland Education Support Personnel Association Master Agreement 2015 — 2018

51
APPENDIX “D”

BUILDING SERVICE - SECRETARY
FOOD SERVICE - BUS DRIVER - BUS AIDE

EVALUATION INSTRUMENTS
HOLLAND PUBLIC SCHOOLS, HOLLAND, MICHIGAN

GENERAL PROVISIONS

The Board of Education of the School District of the City of Holland is determined that
each student be provided with the maximum learning environment. Consistent with this
goal is the expectation that each employee, given fair and reasonable treatment, effectively
discharge the full responsibility of his/her assignment as defined in his/her job description.

The administrative supervisor has the responsibility at the beginning of the school year to
review the job description, set personal goals for the coming year, and review the
Evaluation instrument with each employee. Individuals to whom the employee is assigned
should be actively involved in the evaluation process and in the development of the written
evaluation report. The administrative supervisor also has the responsibility for the annual
evaluation.

It is the intent of the evaluation process to make the employee aware of his/her strengths
and weaknesses and thereby to aid him/her in achieving desired levels of performance.

The evaluation, including an evaluation conference, shall be completed by May 1.
However, in the event that the performance of the employee is not satisfactory, the
Required Improvement Plan and/or Evaluation Instrument may be submitted at any time
during the school year. Copies shall be distributed to the employee, the administrator, and
the Personnel Office.

All newly hired employees shall serve a probationary period of 60 working days. During
this period, an evaluation of performance will be made (using this form) and forwarded to
the Personnel Office. A decision regarding continued employment will be made at this
time.
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Holland Public Schools
HESPA SUPPORT STAFF EVALUATION & GROWTH PLAN

NAME: WORK YEAR:
TITLE: OFFICE/PROGRAM:
NAME OF SUPERVISOR: DIVISION:
Check one: Probationary Evaluation Self-Evaluation Supervisor Evaluation

PURPOSE  The Support Staff Evaluation and Growth Plan System has been developed by a committee of support staff and
supervisors as a vehicle to encourage professional and personal growth of the support staff persennel. It is hoped that this evaluation
tool will also serve to set goals, identify areas for improvement, provide opportunity for recognition of outstanding
abilities/performances, identify areas for in-service training, identify supervisory expectations, promote a better understanding of job
requirements through an annual review of the job description, and to recognize the employee’s contribution to the School District of
the City of Holland in its quest to provide each student with 4 maximum learning environment.

Individuals to whom the employee is assigned (i.e. principals, teachers, supervisor) should be actively involved in the evaluation

process and have input in the development of the written evaluation report. The Administrative supervisor has the final responsibility
for the annual evaluation.

SUPPORT STAFF ANNUAL EVALUATION CYCLE

Within first 20 working days: Employee and supervisor to review the job description, set personal goals for the coming vear,
and review the Evaluation instrument.

Within first 60 working days: Evaluate probationary employees. Send a copy to the Human Resources Office. A decision
regarding continued employment will be made at this time.

By March 15: Employee submits self-evaluation to supervisor. (Not applicable to Probationary employees.) If
desired by the Administrator, however, this must be done consistently within any work group.
Input by teachers or supervisors should be completed and given to Administrator by this date.

By May 1: Employee evaluation completed by supervisor, including evaluation conference.

Required Improvement Plan and/or Evaluation Instrument may be submitted at any time during
the school year.

Fehruary 2009 Ifoland Pullic Schools
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Hoelland Public Schools

CATEGORY DEFINITIONS

DISTINGUISHED: The employee breaks new ground, takes risks, assumes responsibility and demonstrates

an extra measure of effort. This is a rating category that is exceptional: it is used only in
exceptional situations, not routinely.

PROFICIENT: The employee consistently demonstrates knowledge and skills greater than the required
level as defined.

BASIC: The employee demonstrates working knowledge and skills at the required level as
defined.

UNSATISFACTORY: The employee fails to demonstrate working knowledge and/or skills necessary to the
required level as defined.

RATINGS: Specific examples are required for any rating of ‘Distinguished’ or ‘Unsatisfactory.” Comments are
required for each performance category. Documentation is required for any rating of ‘Unsatisfactory.” If a support
staff employee receives an ‘Unsatisfactory’ rating, the supervisor and the employee will develop an employee
improvement plan. The plan shall include specific areas of deficiency and steps to be taken to remedy the
deficiency(ies). A time line for monitoring improvement must be included within the plan. The improvement plan
shall be developed within seven (7) days following the conference.

February 2009 Holtand Public Schools
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Helland Public Scheols

Domain 1:

PERFORMANCE AND GROWTH

Competency Unsatisfactory Basic Proficient Distinguished COMMENTS
i.l Employee avoids Employee participaies in Employee participates Employee makes a substantial
invelvement in HPS HPS initiatives when actively in HPS and contribution to HPS and
Contribution i¢ initiatives. specifically requested. commnity initietives. community events and
Mission, initiatives, assuming a
Goals, feadership role.
and Ohjectives of
the Organization | O Fails to contribute in 0O  QOccasionally O Always willing to O Selflessly contributes time,
any way to initiatives contributes {ime, contribute time, effort, effort and ideas towards
deemed important (o effort, work or ideas work or ideas towards special initiatives of the
the organization towards a special a special initiative organization
initiative.
Employee displays minimal | Employee’s knowledge Employee exhibits Employee’s knowledge of the
1.2 ar insufficient knowledge represenis minimal to accurate and current fob and related procedures ix
and understanding of job- | basic understanding of knowledge and extensive, showing evidence of
Knowledge refated procedures. Job-refated procedures. windersianding of job- & continuing search for
af Job related procedures. improved practice
& Required Skills

O Cannot articulate the
requirements of the job

a Lacks the skills to
perform the
requirements of the job

3 Demonstrates little or
no concept of how to
approach job

O Asks the same
questions repeatedly

O Needs continual
guidance/supervision

O Unwilling to grow with
the job

Q Can articulate basic
level of knowledge of
the requirements of
the job description

& Basic skills to do the
Jjob with ongoing
supervision/ guidance

O Performs minimal job
responsibilities
without additional
help or instruction
most of the time

0 Shows improvement
in most of the basic
growth areas

O Articulates working
knowledge of the
requirements of the
job

0O Understands job
responsibilities and
procedures reguired
for job responsibilities

O  Performs job
responsibilities
without additional
help ot instruction

0 Demonstrates positive
growth

O Anticipates evolving
requirements for the
position

O Cross-training: willing to
share knowledge with
colleagues and to
continually extend own
knowledge and skills

Q@ Understands how the job
relates to other functions
of the organization

O Self-motivated: seeks to
gain knowledge ol
professional skills

February 2009

Hollagd Public Stheols




Holland Education Support Personnel Association Master Agreement 2015 - 2018

55

Holland Public Schools

Competcncy

Unsatisfactory

Basic

Proficient

Distinguished

COMMENTS

1.3 Procedpres are incfficient

and do not lead to desired

Work Quuality | resulfs.

Proceditres are evident but
Jurnction unevenly or
inconsistently with only

Procedures are consistent
and efficient, leading fo
desired results.

Procedures are consistent and
efficient and exceed desired
resuits.

&£ minimal desired resulls.
Job
Performarnce | O Does not mect deadlines | O Basic deadlines are met | O All deadlinesare met | &  Serves as a resource or
O Needs high level of 2 Basic tasks completed O  TFasks arc completed mentor to other employees
supervision to complete satisfactorily with some satisfactorily and O Demonstrates
tasks cotrection required independently sophisticated/exceptional
QO Incomplete tasks O Capable of performing O Capable of working level of competency in tasks
Q@ Freguent errers that may tasks with some independently with 0O Goes beyond what the task
be costly to the district supervision minimal supervision requires
O NMegligence 0O Usually prioritizes O Work output is of O Surpasses expectations in
0O Fails to demonstrate responsibilities high quality unique or adverse conditions
flexibility or prioritize to appropriately. Q  Prioritizes
meet deadlines 0  Demonstrates some responsibilities as
flexibility within the appropriale and meets
context of the job deadlines consistently
description
1.4 Displays minivial knowiedge | Displays generally accurate | Displays accurate Displays accurate and thorough

of departinent/HPS protocol,

Knowledge & | policies, and procedures.

Compliance
with
Organization
Policies,
Procedures, | O

and
Protocols
=]

Cannot articulate the
purpose and function of
the organization

Does not know purpose
of his/her
department/HPS and
fails 1o seck out
information

Does not comply with
organization policies,
procedures, and
protocols

knowledge of
department/HPS protocol,
policics, and procedires,
and implements them fairly
consistentiy.

O Can articulate general
knowledge of the
overall function of the
organization

3d Demonstrates working
knowledge of programs
and services within the
assigned department and
division

0O Complies with most
policies, procedures,
and protocols

krowledge of
departmeni/HPS
protocol, policies, und
procedures, and ntilizes
them consistently.

0 Accurate knowledge
of the overall function
of the
organization/departm
ent

O Accurate knowledge
of programs and
services within and
outside the assigned
department and
division

O Complies with
policies, procedures,
and protocols

knowledge of department/HPS
protocol, policies, and
procedures, and utilizes them
consistently.

@ Serves as a referral resource
for other divisions within the
organization

0O Promotes organizational
objectives through
noauﬁzﬁmﬂu\. awareness

0 Actively contributes to
arganization through
participation on committees,
etc. that formulate policies,
procedures, and protocols

February 2009

Haltand Public Schools
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Holland Public Schools

Competency Unsatisfactory Basic Proficient Distinguished COMMENTS
Unwilling/unable to Attempts to muke Demaonsirates knowledge and | Actively seels ways I which fo
L5 make appropriate use of | uppropriate use of effective use of technolagy for | integrate technology inte
fechnology. technology. professional fasks. prafessional tasks.
Use of
Technology 0O Shows fear, O Demonstrates proficiency O Volunteers to assist others
hesitancy, or 0 Meets basic level level of HPS Technology with instruction in technology
See HPS disinterest towards of HPS Competencies uses
Technology use of available *  Technology O Utilizes multiple 0O Troubleshoots technology
Comnpetencies technology Competencies technology programs and problems with co-workers
O Fails to meet O Utilizes minimal skills towards job 0O Provides technology training
minimum level of technology skills compietion for others
HPS Technology 1 Is competent in [ Demonstrates proficiency
Competencies basic uses of in multiple technelogy
Q Fails to meet basic technology as uses
technology appropriate for the
competencies as position.
required by the job
description after
multiple fraining
opporunities.
Domain 2: INTERACTIONS
Competency Unsatisfactory Basic Proficient Distinguished COMMENTS
2.7 Materials and/or time Routines for handling Routines for handling Routines for hardiing materiils
are handled materiuls and/or tiine muaterials and/or lime occur and/or tinie are seamiess, witl
Use of Good inefficiently. JSunction mederately sinootitly. eniplovee assuming responsibilify
Judgment and well. for gfficient operation.
Decision- .
Making 0O  Uses time poorly O Inconsistentuseof | O  Able to solve job-related a  Excels in using time and
0 Wastes materials time and materials problems resources effectively
Problem- O Uses poor judgment | O Has some problems | O Uses time and materials O Able to solve problems
Solving or lacks decision- with judgment and appropriately and creativeiy and effectively
Use of Work making skills resists, or does not efficiently 0O Actively contributes to solving
Time O Demaonstraies no seek, support for 3  Demonsfrates appropriate of organization/ department
Cost Awareiess initiative decisions judgment and utilizes issues
Initiative O  Demonstrates some cffective decision-making O  Exhibits prudent judgment and
initiative within the | O  Assisis others without effective decision-making
context of the job prompting firom supervisor | O Volunteers time for special
O Demonstrates initiative as projects (i.e. committee work,
a proactive and ete.)
independent worker O Demonstrates exceptional
initiative that contributes to the
department or organization
February X1y} Holland Public Schools
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Holland Public Schools

Competency Unsatisfactory Basic Proficient Distinguished COMMENTS
2.2 A lack af respect or rupport Some respect or rapport Respect and rapport with Consistently models
with cofleagues/clients is with colleagues/clients is | colleagues/clienis are respect and rapport with
Commuitication evident. evident. evident. cfients/ colleagues.
Skills
&£ 0O  Communication is 0 Communications 0 Communications within | @  Communications are

Interpersonal Skills

minimal, nonexistent, or
inaccurate.

O Oral and/or written
cominunication contains
multiple errors, iy
unclear, or inappropriate,

3 Interactions are negative
and/or inappropriate

Q Unpleasant
communications or
cannot handle
troublesome situations

O Supervisor receives
negative feedback from
clients / office staff

O Fails to share information
that would contribute to
departiment productivity

O Unwilling to assist
colleagues with
assignments outside of
individual job
responsibilities

within and outside the
department are
cificient and effective
Oral and/or written
communication is
generally error-free
and appropriate; may
sometimes require
further explanation.
Interactions are
generally appropriate
and free of conflict
Screens/handles
routine
communiications in a
pleasant, timely
manner

Supervisor receives
no negative feedback
from clients / office
staff

Reports ot shares
information or skills
which increases
efficiency

Actively participates
and supports co-
workers/teams when
asked

and outside the
department are
efficient, effective, and
accurate

O  Oral and/or written
communication is clear
and accurate

O Interactions reflect a
respectiul and
professional demeanor

O Consistent and
appropriate
comimunication skills

O Discerns and refers
potential problematic
situations to appropriate
parties

0O Supervisor receives
occasional positive
feedback from clients/
office staff

O Actively seeks
collaboration among
co-workers/teams when
appropriate

0 Assumes additional
work to assist others

effective, accurate,
collaborative, and
cooperative

Q Oral and written
communications are
madels of exemplary
practice

A Interactions are very
respectful, reflecting
genuine concern
toward individuais

0 Extremely pleasant and
helpful communication
skills, and capable of
handling matters of an
extremely delicate
nature

O Discerns and is able to
defuse potential
confrontations

O Supervisor receives
frequent positive
feedback from
clients/office staff

0 Takes key role in
facilitating teamwork

a Consistently makes
positive suggestions to
improve work
environinent and the
organization.

February 2009

Holland Public Schools
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Competency Unsatisfacfory Basic Proficient Distinguished COMMENTS
23 Exhibits no interest int Takes an interest in some | Understands the need for Strives to grow
pursuing opportunities for opportunities for professional growth and professionally through
Continued Growth | growtl and achievement. Dprofessional growth. participates i activities. continiouns study and
participation,
Progress/
Aclifevement af O Displays unwillingnessto | O  Sets goals with 3 Sets clear and defined O Sets goals while
Goals set goals supervision and goals independently. anticipating needs of
0O Demonstrates little, if guidance 0O Takes advantage of organization/
Participation in any, progress toward O Makes progress opportunities to meet department
Training goals toward goals with goals O Secks improvement

O  Fails to deinonstrate guidance 0O Meets goals and independentty and
expected growth in Q  Takes limited progresses consistently pursues relevant
sclected areas advantage of O Attends trainings as opportunities.

O Shows disinterest or opportunities to meet required; looks for O Surpasses expecilations
refuses to participate. goals training in appropriate for goal achievement

O  Minimal participation areas and requests QO  Anticipates new areas
in trainings with the participation for personal and
urging of the professional growth,
supervisor O Prepares or presents

training program or
activities for others
Domain 3: WORK ENVIRONMENT
Competency Unsatisfactory Basic Proficient Distinguished COMMENTS
3.1 Displays iittle understanding | Displays basic knowledge | Safety practices reflect Dispiays continning
of safely issiucs involved in bt does not anticipate asrderstanding of current search for best practices in
Safety the work serting. safety needs in the work best procedures. safety issues.

seffing.

O Daes not comply with O Complies with focal, | 2 Complies with local, O Participates in other
local, county, state, and county, state, and county, state, and safety-related activities
federal safety regulations federal safety federal safety (e.g., Red Cross

O Doces not follow basic regulations with regulations training)
district safety procedures guidance O Follows district safety O  Actively participates

O Puts self or others at risk o Follows most district procedurcs on Response,

T Does not attend safety procedures 3 Auends all mandatory Emergency, and Crisis

mandatory safety
meetings

[m]

Attends some
mandatory safety
meetings

safety
meetings/workshops

Team

February 2009

Hoiland Public Schonls
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Compefency Unsatisfactory Basic Proficient Distinguished COMMENTS
Demonstrates no Tries to implement a Maintains « positive, Creates epportunities
3.2 desire tp maintain a positive, productive productive work Jfor a positive, productive
positive, productive WOork environmeil. envirgnment. wark environment.
Physical waork environmend.
Work
Environment | O Takes no interest 0O Takesaninterestin | O Looks for ways to 1 Creates an inviting
in how the work how the work enhance the work and attractive
environment environment appears environment environment, while
appears to others. 1o others and begins | O Helps others in operating within the
4 Unable to retrieve to contribute to ils finding work product constraints of a
work product in a appearance. O Never receives limited budget
timely fashion Q  Usually can find complaints about O Highly organized
O Receives work product in a appropriateness of work station
complaints about timely manner desk/office itemns 0 Receives favorable
appropriate 0O  Rarely receives 0 Work area is always comments about
desk/office itens complaints about clean and neat and organizational skills
2 Does not maintain appropriateness of well organized and about
safe and/or clean desk/office iiems 0O  Tools are available appropriateness of
work area O  Work area is usually and functional when desk/office items
O  Does not report clean and neat needed 3 Provides
problems Q Most tools are information to co-
functional when workers concerning
needed; reports tool organizational
failure for repair techniques
0 Anticipates needs
for supplies and tool
maintenance
Competency Unsatisfactory Satisfactory COMMENTS
3.3 Does itot convey a professional image, Canveys a professional image.
Grooming and | O Dresses inappropriately for job responsibilities | (0 Dresses in an appropriate manner
Dress O Receives repeated complaints about dress or O  Always demonstrates good hygiene and grooming
hygiene
3.4 O Repeatedly absent without following district O Follows district reporting system for absences
reporting system 0 Works within annual allocation of leave
Attendance O Exceeds annual allocation of leave without T Typically at work during scheduled work hours
prior approval O  Seeks prior approval for anticipated absences,
O Frequently not at work during scheduled work lateniess, ot extenuating circumstances
hours without prior approval
February 2009 Holland Public Schonls
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Holland Public Schools
GOAL-SETTING & EVALUATION SUMMARY

INDIVIDUAL GOAL(S) PLANNED STRATEGIES & PROJECTED How will you know that you have PROGRESS TOWARD
ACTIVITIES TIMELINE successfully accomplished your GOAL / COMPLETION
goal(s): DATE
SUMMARY COMMENTS
{May attach additional page if nccessary)
EMPLOYLEE SUPERVISOR

Holland Education Support Personnel Association Master Agreement 2015 - 2018

T acknowledge that [ have read the evaluation form, and that I have been given an opportunity to discuss it with my supervisor.
My signature does not necessarily mean that [ agree with the evaluation.

Employee Supervisar
Signature:
Print Name:
Date:
Mid-Year Review is recommended. Employee requests review at next level.

February 2009 Holkand Public Schonls
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HOLLAND PUBLIC SCHCOLS

007013070/0000

Flexible Blue®™ — Plan 2 Medical Coverage
with 20% In-Network Copay/ 40% Out-of-Network Copay

Benefits-at-a-Glance

avers
frvenaly

ey ure
s

Effective for groups on their plan year beginning on or after August 1, 2012 or January 1, 2013

[l

61

i

This is intended as an easy-to-read summary and provides only a general averview of your berefits. ltisnot a contract. Additional limitations and
exclusions may apply. Payment amounts are hased on BCBSM's approved amourd, less any applicable deduetible, copay and /or coinsurance.
For a complete descriplion of benefits please see the applicable BCBSM certificates and riders, if your group is underwritten or any other plan
documents yaur group uses, if your graup is self-funded. If there Is a discrepancy between this Benefits-at-a-Glance and any applicable plan
document, the pfan decument will control.

Note: To be eligible for coverage, the foltowing services require your provider to oblain approval before they are provided ~ select radiology
services, Inpatient acute care, skilled nursing care, human organ transplans, inpatient mental health care, inpatient substance abuse freatment,

rehabilitation therapy and applied behavioral analyses. .
Priting Infarnatian for varicus procedures by in-network providers can be obtained by calling the customer senvice number fisted on the back of

your BCBSM ID card and providing the pracedure code. Yourr provider can also provide this information upon request.

P horlzation for $pecialty Pharmaceuticals — BCBSM wilt pay for FDA-approved specialty pharmaceuticals that meet BCBSM's medical
pallcy criteria for treatment of the condition. The prescribing physician must contact BCESM to request preauthorization of the drugs. If

preauthorization s not scught, BCBSM will deny the claim and

Specialty phammaceutlcals are blotech drugs including high cost infused, injectable, oral and atier drugs related 1o speclalty disease categories
or ather categories. BCBSM determines which specific drugs are payable., This may include medications to treat asthma, rheumatoid arihritis,

all charges will be the member's responsibility.

multiple sclerosis, and many other disease as well as chemotherapy drugs used in the freatment of cancer, but excludes injectable insulin.

In-netwark

Member's responsibiiity {deductibles, copays and dollar maximums)

Note: if a PPO provider refrs you to a non-network provider. ail coverad services obtalized fram that non-network provider will be

sublect to applivable cut-of-network cost-aiarng,

Deductibles

Note: Your deductible combines the dedudlible
amounts pald under your Flexible Biua medical
coverage and your Flexible Blue prescripiion drug
coverage.

Mote: The full family deductible must be mat
undar a two-person or family coniract before
benefils are patd far any person on the conlract,

Out-of-network *

$1,250 for a one-person confract or
$2,500 for a family contract (2 or more
members) each calendaryear

(no 4% quarter carny-ovar)

$2,500 for & ane-person contract or
$5,000 for a family contract (2 or mare
members) each calendar year

(no 4™ quarter carry-over)

Deductibles are based on amounts defined annually by the federal govemmant for
Flexible Blue-related heatth plans. Please call your customer service center for an
annual update.

Fixed dollar copays

Nene

Nong

Parcent copays
Maote: Copays apply once the deduciible has been
met.

20% of approved amount

40% of approved amoynt

Annual sopay dollar maximums

$1,000 for a one-person confract o
%2,600 for a family contract (2 or
rriore members) each calendar year

$2,000 for a one-person contract or
$4,000 for a family contract {2 or more
members) each calendar year

Lifatime dollar maximum

Nane

cor ian and

Blue Crgss Blus Shisld of Michigen Is a nenp

* Services from a provider for which there Is na Michigan PPO netwark and services
access area” by BGBSM for that particular provider specialty ans covered at the in-networ
outside of Michigan, If yau receive care from & nonpariicipating providér, even when refermed,

the provider's charge.

of the Blue Cross and Blue Shield Association.

from a nan-network provider in a geographic area of Michigan deemed a “low
1k benefit level, Cost-sharing may differ when you obtain covered services
you may be billed for the diference between our approved amount and

Flexible Blug Flan 2 with 20%/40% copay, $1000/$2000 copay maximum, OST 2012 INCLUDES WOMENS MANDATE 11/8/2 TSR
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Boges
B B fotvorkc
= olhierigan

PAT AN ki

In-network Cut-of-network *

Preventive care services
Heallh maintenance exam — includes chest x-ray, | 100% {no deductible or copay/colnsurance), | Notcovered
EX (S, cholesteral screening and other select lab ane per membsr par calendar year
procedures
Gynecological exam 100% {no deductible or copay/coinsurance), | Not covered

anre per member per.calerdar year

100% (no deductible or copay/coinsurance), | Not covered

Pap smear screening — leboratory and pathology
services

one per member per calendar year

Volurtary sterilfizations for females

100% {no deduclible or copay/coinsurance)

80% after out-of-netwark deductible

Prescription contraceptive devices - includes
insertion and remaval of an infrauterine device
by a licenzed physician

100% (no deductible or copay/colnsurance)

100% after out-of-netwark deductible

Contraceptive injeckions

100% (no deductible or copayfesinsurance)

60% after out-of-network deductibie

Well-baby and child care visits

100% (no deductible or copayfeoinsurance)
- G vigits, birth through 12 menths

6 visits, 13 months through 23 months

B visits, 24 months through 35 months

2 visits, 36 months through 47 months
Visiis beyond 47 months are limited to cne
per member per calendar year under the
health maintenance exam benafit

Not covered

Aduit and ehildihood preventive services and
Immunizations as recarimended by the
USPSTF, ACIP, HRSA or other spurces as
recognized by BCBSM that are in compliance
with the provisions of the Patient Protection and
Affordable Care Act

10(% {no deductble or copay/coinsurance)

Nol covered

Fecal occult blood sereening

100% (no deductible or copay/coinsurance),
one permembear per calendar year

Not cavared

Flexible sigmoidoscopy exam

100% (no deductible or copay/eoinsurance),
one per member per calendar year

Not covarad

Prostate specific antigen (PSA) screening

1005 (o deductible or copay/cainsurance),
one per member per calendar year

Mot coyered

Routire mammogram and related reading

100% {rio deductible o copay/cuinstranze)
Nate: Subsequent medically necessary
mammeograms pesformed during the same
calendar year are subject to your deductible
and colnsurasice.

B0% after out-of-network deductible
Note: Non-network readings and
interpratations are payable only when
the screening mammogram itseif is
performed by a network provider.

Cne per member per calendar year

Routine scraening colonoscopy

100% {no deductible or copay/coinsurance)
Tor rouiine colonoscapy

Mote: Medically nacessary colonoscoples
perfonmed during the same calendar year
are subject 1o your deductibte and

§0¢% afler out-of-network deductible

Owtpatient and home medical care visits —
must be medically nacessary

coinSUrAnce.
One routine colenoscopy per member per calendar year
. Physiclan office services . .
Office visits — must be medically n Y BO% afler innefwork deductible 60% afier out-of-network deductible
B0 after in-network deductible B0% afier out-of-netwerk deductible

Office consultations — must be medically
necessary

80% after in-nefwork deductible

60% after out-of-network deductile

Urgent care visits — must be medically nacessary

803 after in-network deduclible -

B0% after out-of-netwark dedyctible

* Services from a provider for which there 1a no Michigan PPO natwork and senvices from a

access area* by SCBSM for that particufar pravider specialty

cutside of Michigan. f yau receive care from a nanparticipaiing pravider,

the provider's charge.

work praviderina g

area of Michigan deemex a "lew

‘are covered at fhe in-network benefit levél, Gest-aharing may differ when your obtain covered sanvces

evenwhen referred, you may be bifled for the difference betwean cur approved amount and

Flexible Blus Plan 2 wilh 20%/40% copay, $1000/52000 copay maximum, OCT 2012 INCLUDES WOMENS MANDATE 11/8H2 TSR
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Emergency medical care

In-network

B B

Loperacee u’x".;'m"""»ﬂ.‘“;"‘

Out-of-network *

Hospital emergency room

80% after in-network deductible

BO% after In-natwork deductible

Ambulance services — must be medically nacessary

80% after in-network deductible

80% after in-network deduclible

Diagnostic services

Labaoratory and paihology services

80% after in-netwark deductible

80% after aut-of-network deductible

Diagnostic tests and x-rays

80% after in-netwosk deductitle

£0% after oul-of-netyark deductible

Therapeutic radiology

80% after in-network deductible

60% after out-of-network deductible

Maternity services provided by a physician

Prenatal and postnatal care visiis

80% after in-network deductible

| 60% after out-of-network deductible

Includes covered services provided by a certified nurse midwife

Delivery and nursery care

B0% after in-reiwork deductible

T 60% after out-of-netwark deductible’

Includes covered services provided by a cenified nurse midwife

Hospital care

Semiprivate room, inpatient physician canz, general
nursing care, hospitat services and supplies

Note: Nonemergency saivices must be rendered in a
participating hospital.

80% after in-netwerk deductible

80% after out-of-network deductible

Unlimited days

Inpatient consultations

80% after in-network deductible

60% after out-of-netwark deductible

Chemotherapy

80% afier In-network deductible

60% after cut-of network deductible

Alternatives to hospital care

Skiiled nyrsihg care — must be In a
particlipating skliled nursing facility

80% after in-network deductible

| 80% after in-network deductible

Limited to @ maximum of 20 days per member per calendar year

Hospice care

80% afterin-network deductible

| 80% after in-network deductibie

Uip to 28 pre-hospice counsaling visits before electing hospice services; when
elacted, four 80-day periads — prowded thraugh a participating hospice
pragram only; limited te dollar maxmum that is reviewed and adjusted
periodically (after reaching dollar maximum, member transitions irito individual
case management)

Home health care « must be medically necessary
and pravided by a participating home health care

agency

80% afler In-network deductible

80% after in-nefwork deductible

Homa infusion therapy — must be medically necessary
arid given by partisipating home infusion therapy
providers

80% after in-nefwork deductible

80% after in-network deduclible

Surgical services

Surgery - Includes related surgical senices and
medically necessary facliity sarvices by a participating
ambuliatory surgery facility

B80% after in-network deductible

" 60% afler out-of-network deductible

Presurgical censultations

80% after in-network deductible

60% aftar out-ef-network deductible

Voluntary s_lerillzatiun for males
Note: See “Preventive care services” section for
volunlary sterilizations for females.

80% after in-network deductible

60% after out-of-network deductible

Voluntary abortion

Not covered

Human organ transplants

Specified human organ transplants — in designated
facilities only, when coordinated through he BCBSM
Human Organ Transplant Program (1-800-242-3504)

8C% after in-network deductible

80% after in-network deductible —
In designated facilities only

Bane marraw transplants —when cocrdinated
through the BCBSM Human Organ Transplant
Program (1-800-242-3504)

80% afterin-network deductible

60% afler out-of-network deductibla

Specified oncology ¢linical irials

80% after in-natwork deductible

60% after out-of-network deductible

Kidney, comea and skin fransplants

80% after In-network deductible

60% after ouf-of-network deductible

* Services from a pruwderfnrwhtch there s no Mlchlgan PPQ network and services fom a non-netwark provider in a peographic area of Michigan deetned a ‘low

d at the in-netwark benefit [evel. Coat-sharing may differ when you chiain covered senices

access area” by BCBSM for that p lar provides sp are

outside of Michigan. i you receive care from a nonparticipating pravider, even when refesred, you may-be billed for the difference between our approved amount and

the provider's charge.,

Flexible Blue Plan 2 with 20%/40% capay, $1000/$2000 copay maximum, OCT 2012 INCLUDES WOMENS MANDATE 11/6/12 TSR
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In-network

Mental health care and substance abuse treatment

Note: If your employer has 51 or more amployses (including seesonal and part-tme} and |s sublect {o the MHF law, covered mestal healih
and substance abuse services are subject ta the following frequency limits. If you raceive your healih care benefits through a collectively

bargained agreement, please contact your employer and/or unlon to deterrine when or if this benefit level applies-fo your plan.

64

Qut-of-network *

Inpatient menlal health care and 80% after in-network deductible f 60% afier cut-of-network deductible
inpatient substance reaiment Unfimited days
Qutpatient mental health care:
+ Facility and clinic 84% after In-netwerk deductible 80% after in-network deductible,
in padicipating facilities onfy
= Physiclan's office 50% after In-network deductible 60% after out-ofnetwork deductible
80% after In-nstwork decductible 60% after out-of-network deductitle

Qutpalient substance abuse treatmernt —
in approved facilittes only

{in-network cost-sharing will apply if
there is no PPO nefwark)

Autism spectrum disorders, diagnoses anrd treatment

Nate: If your group s seff-funded, check wilh your group
1o you.

or chack your plan documents to seq If the fallowing autism benefits are available

Appiied behavioral analyses (ABA) treatment — imited
to an annual maximum of 50,000 per member,
through age 18 {limits may be waived on an ndividual
conslderation basis) .

80% after in-network deductitle

80% after in-network deductible

Quitpatient physical theragy, speech therapy,
occupalional therapy, nulritional counseling for autism
spectrum disorder - through age 13

80% after In-network deductible

€0% after out-of-network deductible

Gther covered services, including mental health
seevices, for Autism Spectum Disorder

80% after in-netwark deductible

60% after ui-of-netwark deductible

Other covered services

Qutpatient Diabetes Management Program (ODMP}
Nate: Screening services required under the provisions
of PPACA are covered at 100% of approved amount
with no ifnetwork cost-sharing when rendened by a
network provider,

Note: Effective July 1, 2011, when you purchase your
diabetic supplies via mail order you will tower your
out-ci-pocket costs.

80% after in-network deductible for
diabetes medical supplies; 100% (no
deductible or copay/coinsurance} for
diabetes selfmanagement training

60% after out-of-netwark deductible

Allergy testing and therapy

80% after in-network deductible

60% after out-of-nefwork deduckble

Osteopathic manipulative therapy and chiropractic
spinal manipulation

80% after In-network deductible

60% after out-of-network deductible

Up to 24 visits per member per calendar year

Oulpatient physfcal, speech and occupationat therapy — | 80% afier in-netwark deductible 60% after aut-of-network deductible
pravided for rehabiliation Nate: Sarvices atnonparticipating
outpatient physical thesapy faciities
are nat covered,
Limited to a combined maximuim of &0 visils per member per calendar year
Durable medical equipment 80% after In-network deduclible 80% after in-network deductible
Note: DME Items required under the provisions of
PPACA are covered at 100% of approved amount with
no in-nefwork costsharing when rendered by a
netwark pravider, )
Presthelic and orthotic appliances 80% after in-network deductible 80% after n-network deductible
80% after in-netwark deductible 80% after in-nefwork deducible

Private duty nursing

* Services [rem & pravider for whith there is na Michigan PP network and senvices from 2
access aréa” by BCBSM for that particular provides specially ans covered at the in-network benefit level. Cost-sharing may

twork providarina g

of Michigaa dagmed a *low

s

differ when yau obtai covired setvices

outside of Michigan. If you recaive cara from a nonparticipating provider, even when refemed, you may bs billad for the difference between our approved amount and

the provider's charge.

Flexible Blue Plan 2 with 20%/40% copay, $1020/$2000 copay maximum, OCT 2012 INCLUDES WOMENS MANDATE 111812 TSR
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Prescription drug coverage

Note: The mail order phamagy for speciaity drugs is Walgreens Speciaky Pharmagy, LEC, an independent company. Specfalty
prescription drugs (such as Enbrei® and Humira®) are used to treat complex conditfons such as rheumataid arthritis. These drugs require
special handling, adminfstration or menitoring. Walgreens Specially Pharmacy will handla mail arder prescripfions only for specially dngs
while many retail phanmacies wil| continue to dispense speclalty drugs (check with your local phammacy for availability). Cther.mall crder
prescription medieations ean continua to be sent to Medco. (Medco is an Independent company providing phamacy benefit services for
Blues membes.) A list of specialy drugs Is available on our Web site at behsm.com. Log In under 1 am a Membezr.” I you have any
questions, please call Walgreens Specialty Phanmacy customer senvice at 866-515-1355.

Member's responsibility {copays)

Your Flexible Blue preseription drug benefits, including mafi order drugs, are subject to the same deductible, same copay

and game annual copay dollar maximum required under your Flexible Blue medical coverage. Senefils are not payable unfll after you
have met the Flexible Blue annual deductibla. After you have salisfied the deductible you are required to pay applicable presctiption drug
copays which are subject fo your annual copay dollar maximums. .

Note: Copays apply once the deductible hes bean met.

90-day retail * Network mail | Network pharmacy Non-network
network order provider | (not part of the 80-day pharmacy
phamacy retail network) -
1 to 30-day pericd | 20% of approved 20% of approved 20% of approved 40% of approved
amount amount amount amount plus an
additional 20% of
BCBSM approved
Percent copays amount for the dnug
31 to 83-day period | No covarage 20% of approved No coverage No coverage
amount
84 to 90-day period ] 20% of approved 20% of approved No coverage No coverage
amount amount

Nate: Cver-the-counter (OFC} drugs are drugs that do not require a prescription under federal law.

Note: A network phamacy is a Preferred Rx phatrtacy in Miehigan or a Medimpact pharmacy oulside Michigan.
Medimpact is an independent company providing phanmacy benefit services for Blue members. A nen-network
phamiacy is a pharmacy NOT In the Preferred Rx or Medimpast netwoeks.

Features of your prescription drug plan

Drug interchange and Certaln drugs may not be coverad for future prescriptians if a suitabie altemate drug is

generic copay walvar identified by BCBSM, unless the p ibing physician d that the drug is
madically necessary. A list of drugs that may require authorizalion Is available at
bcbsm.com.

if your physlclan rewrites your prescription for fhe recommended generic or OTC
alternate drug. yeu will only have & pay a generic copay. if your physician rewrites your
preseription for the recommended brand-name aftemaie drug, you will have to pay a
brand-name copay. [n select cases BCBSM may waive the initial copay afier your
prescription has been rewritten. BCBSM will nolify you if you are eligibte for a waiver.

Quantity limits Select drugs may have limitations related to quantity and doses aliowed per
. prescription unless the preseribing physician obtains preauthorization from BCBSM. A
lIst of these drugs is avallable at bebsm.com,

Excludes elective ’ Exeludes coverage fer alective lifestyle drugs.

drugs Note: Elective lifestyle drugs are lifestyle drugs that treal sexual impelency or infortility,
of help in waight lass. They are not designed lo treat acute or chronie ifnesses. Thase
medications are prescribed for medical conditions that have no demonstrable physical
harm if not treated, (Smoking cessation drugs ame net considared an olective
lifestyle drug and are a payable henefit.} BCHSM detenmines when a drug is an
elective drug.

Note: If your employer has §1 or more employaes (including seasonal and pari-time)
and is subject to the MHP law, tils rider must be {aken to be MHP compliant

* Services froo @ grovider for which thena is no Michigan PPO natwork and services from a nap-network provider In a gengraphic area of Michigan deemed a *low
access area” by BCBSM for that patticular provider speclaity are covered at the in-network benefit level, Cosl-sharing may differ when you obtain covered services
oulsideé of Michigan. If you receive care from a nanparticipating provider, even when refemed, you may be billed for the diference between our approved amount and
the provider’s charga.

Flexible Blug Plan 2 with 20%/40% capay, S$1000/52000 copay mnaximum, OCT 2012 INCLUDES WOMENS MANDATE 11/8/12 TSR
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HOLLAND PUBLIC SCHOOLS
007013070/00001

Blue HSA®™ 1000, CMM-PPO
Benefits-at-a-Glance
Effective for groups on their plan year beginning on or after August 4, 2012 or January 1, 2013

This is intended as an easy-to-read summary and provides anly a general averview of your benefits. It is not a contract. Additional limitations and
exciusions may apply. Payment amounts are based on BCBSM's approved amount, less any applicable deductible andfor copay. Fer a complete
description of benefits please see the applicable BCBSM certificates and riders, If your group is underwitten or any other plan documents your
group uses, if your group Is self-funded. If there is a discrepancy between ihis Benefits-at-a-Glance and any applicable plan dacument, the plan

dacument will contral,

Note: To be eligible far coverage, the following services require your pravider to obtain approval bafore hey are provided — sefect radiology
senvices, inpatient acute care, skilled nursing care, human argan traesglants, inpatient mental health care, inpatient substance abuse ireatment,
rehabililation therapy and applied behavioral analyses. :

Pricing information for variaus procedures by in-network providers can be cbtained by calling the customer service number listed on the back of
your BCBSM 10 card and providing the procedure code. Your provider can also provide this information upon request

Preauthorization for Specially Pharmaceuticals — BCBSM will pay for FDA-approved speciafty pharmaceticals that meet BCBSM's medical
policy criteria for treatment of the condition. The prescribing physician must contact BCBSM to request preauthorizaticn of the drugs. If
preauthorization is not sought, BCBSM will deny the clalm and all charges will be the member's responsibiity.

Specialty phammaceuticats are biatech drugs including high cost infused, injectable, oral and other diugs related to specially disease calegories
o other categories. BCBSM determines which specific drugs are payable. This may include medications to-treat asthma, theumatold arthrilis,
mutiple stlercsis, and many other disease as wall as chemotherapy drugs used in fhe treatment of cancer, but exclisdes injectable insulin.

In-network ' Qut-of-network *

Member’s responsibility (deductibles, copays and dollar maximums)
Deductibles Effactive 1/1/010 the deductibles will increase fo 51,200 for a ene-persen contract
and 52,400 for a family contract each calendar year,
Effective 111109 the deductibles Increased to $1,150 for a une-person contract and
$2,300 for a family confract each calendar year,
Covered senvices for any member under Lhe famity confract are enly paid after the full
$2,000 deductible Is met. R

Note; The federal govemment determines new deductibles each year based on
increases in the Consumer Price Index. Please call your local customer service center

for an annual update,
Fixad dollar copays Nghe Naore
Flxed dollar copays - None None
Parcent copays = §0% of approved ampunt for private duty nursing
Note: Copays apply once the | + 20% of approved amount for most other covered senvices
deductibte has been met. See "Mantal health care and substance ahuse keatmant” section for mental health
Copays and substance ahuse percent copay amaunts.
Qut-of-network percent Nat applicable Additional 20% copay for covered
copays ' senvices received outside the PPO
network (This amount is in addition to
applicable CMM deduciible and copay
1ol :

Annual copay dollar maximums ~ applies to
capays for all covered services ~ including mental
heaith and substance abuse services - but does
not apply to fixed dollar copays and private duty :
nursing percent copays $1,000 each calendar year far all covered family members
Note: For groups with 50 or fewer employees or
groups that are not subjéct to the MHP law, mendat
health care and substance abuse fraatment copays

do not contiihute to thi copay dellar maximum.
Out-of-network copay dollar maximum Nat applicable $11,000 for the family each calendar year
- (This amount is in-addition to the $1,000
copay deflarmaxdimum.)

Lifetime dollar maximums None
Blue Cross Blue Shield of Michigan is-a nonprofit carporation and independent licensee cf the Blue Crass and Blye Shield Association.

* Services from a provider for which there is no Michigan PRO network and services from a non-network provider in a ic area of Michigan d d & Tow
access area” by BCBSM for that partleuler provider specially are covered at the in-network benefitlavel. Cost-shasing may difer when you obfain covered services
oulsida of Michigan. I you receive care from a nonparticipating provider, even when refermed, you may be billed for the differsnce between qur appraved amount and
tha provider's charge.

BLUE HSA 1000 CMM-PPC, OCT 2012 INCLUDES WOMEN'S MANDATE EFF 1/1/13 11/8[12 TSR

66



Holland Education Support Personnel Association Master Agreement 2015 - 18

S
In-network Out-of-network *
Preventlve care services
Health mainterance exam — includes chest x-ray, 100% (no deductible or copay), Not covered
EK3, chejesteral scraening and other select lab one per member per calendar year :
procaduras
Gynecological exam 100% (no deductible or copay). Not covered
one per member per calendar year
Pap smear screening — laboratery and pathology 100% {no deductfbie or copay), Not covered
seniges ong per ma&mber per calendar year
Voluntary sterilizations for famales 100% {no deductible or copay) 80% after deductble plusan
additional 20% out-of-network copay
100% {no deductible or copay} 100% after deductible plus an

Prescripticn contraceplive devices —includes
insertion and removal of an intrauterine device by a

additional 20% out-of-network copay

+ B visits, birth through 12 months

= B visits, 13 months through 23 months

+ B visits, 24 months through 35 months

« 2 visits, 36 months through 47 months

+ Visits beyond 47 manths are fimited to
one per member per calendar year
unider the health maintenance exam
benefit

licansed physician
Caontraceptive injections 100% (no deductible er copay} 80% after deductble plus an

£ additional 20% cut-of-netwark copay
Well-baby and child care visits 100% {rno deductible or copay) Not coverad

Adult and childhoed preventive sevices and
immunizations as recommended by the USPSTF,
ACIP, HRSA or other sources as recognized by
BCBSM that are I compliance with the provisions
of the Patient Protection and Affardable Care Act

10044 (no deductikle or copay}

Not covered

Fecal oceult blood screening

100% {no deductible or copay),
one per member per calendar year

Not covered

Flexible sigmoidoscopy exam

100% (no deductible or copay),
wie per member per calendar year

Mot covered

Prostate specific antigen (PSA) screening

100% (no deductible or copayh
one per member per calendar year

Not covered

Reutine mammagram and related reading

100% (no deduclible or copay}

Note: Subsequent medically necessary
mammaograms performed during the same

80% after deductible pfus an
additional 20% out-of-network copay

Nota: Non-network readings and

Note: Subséquent colonoscopies
performed during the same calendar year
are subject to your deductble and percent
copay.

calendar year are subject to your interpretations are payable only when
deductible and percent copay. the screening mammeogram itselfis
performed by a netwark provider.
. One per member per calendar year
Colonoscopy — routine or medically necessary 100% {no deductible or capay) 80¢% after deductible pfus an
: for the first billed colgnoscopy additicnal 20% out-of-netwark copay

One per member per calendar year

Physician office services

Office visils — must be medically necessary 80% after deductible 80% after deductible plus an
additional 20% out-of-neiwark copay

Outpafient and home medical care vists - 80% after deductible 80% after deductible pfus an

must be medically nacessary additional 20% out-cf-network copay

Office consuitations — must be medically necessary | 80% after deductible 80% after deductible plus an

additional 20% out-af-nefwork copay

= Senicas from a provider far which there I no Michigan PPO petwark and sesvices from a non-network provider in a geographic area of Michigan desmed a “low
lar provider specialty ara covered at the in-network benefitlevel. Cosksharing may differ when you abtain covered services
from a notiparticipating provider, even when refermed, you may be billed for the diffsrence between our approved amount and

mecess area” by BCBSM for that particul
outside of Michigan. If you receive care:
the provider's charge.

BLUE HSA 1000 CMM-FPO, OCT 2042 INGLUDES WOMEN'S MANDATE EFF /1113 11/812 TSR
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Prenatal and postnatal care visiis

additional 20% out-of-network copay

In-network Qui-of-network *
Emergency medical care
Hospital emergency room 80% afler deductible 80% after deductible
Ambulance services — must be medically necessary B0% after deductible 80% after deductible
Diagnostic services ’
Laboratory and patholegy services B0% after deductible 80% after deductible pius an
additional 20% out-of-network copay
Diagnostic tests and x-rays 80% after deductible . | 800 after deductible plus an
additional 20% out-of-network copay
Therapeutic radiology 80% after deductible 80% after deductible pius an
additional 20% aut-of-network copay
Maternity services provided by a physician )
80% after deductible l 80% after deductible plus an

Includes covered services provided by a certified nurse midwife

Delivery and nursery care

80% after deductible 80% after deductible pfus an
i addilional 20% out-of-network copay

Includes covered services provided by a cerlified hurse midwife

Hospital care

Semiprivate raom, inpatient physiclan care, general 80% after deductible 80% after deductible plis an

nursing care, hospital services and supplies addifional 20% cut-of-netwark copay

Note: Noriemergency services riust be rendered ina

participating hospital, Unlimited days

Inpatient consultations 80% after deductible 80% after deductible pfus an
additianal 20% oul-of-network copay

Chemotherapy 80% after deductible 80% afier deduclible pfus an
additional 20% out-of-network copay

Alternatives to hospital care

Skillad nursing care — must be in a participating Not covered Not covered

skilled nursing facility

Hospice care 100% {no deductible or copay} 100% {no deductible or copay)

Up to 28 pre-hospice counseling visils before electing hospice semvices;
when elested, four 90-day periods — pravided through a participating
hospice program only; limitéd to dollar ieaximum that is reviewad and

adjusted percdically (after reaching dolfar mextimum, member ransiions
into Individual cass management)

Surgery - Includes related surgical services and medically
necessary facility senvices by a participating ambulatory
surgery facility

Home health care — must be medically necassary and £0% after deductible 20% after deducfible
provided by a participating home health care agency
Home infusion therapy — must be medically necessary and | 80% after deductible 80% after deductible
given by participating homa Infusicn therapy providers
Surglcal services
80% after deductible 803 after deductible pius an

additional 20% out-of-network copay

Prasurgical consultations

80% after deductible pius an

100% {no deductible or capay)
additional 20% out-of-netwark copay

Volurtary sterlization for maies
Note: See "Preventive care gervices” section for voluntary
sterllizafions far females.

80% after deductible pius an

100% (no deductible or copay)
additfanal 20% out-of-netwark copay

Voluntary ahortien

Not covered

* Services from a provider for which there ls na Michigan PPO network and services from a nen-network providar in a geographic area of Michigan deemed a “low
access area” by BCBSM for that particular provider specially ane covered at the in-network benefit lavel, Cost-sharing imay differ when you obtain covared senvices
outelde of Michlgan. If you reteive care from a nonparticipatieg provider, @ven when refemed, you may be billed for the difference between our approved amaunt aed

the provider's charge,

BLUE HSA 1000 CMM-PPQ, OCT 2012 INCLUDES WOMEN'S MANDATE EEF 11113 11812 TSR
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Human organ {ransplants

In-network

69

o
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Out-of-network *

Specified human organ {ransplants — in designated
facilities anly, when coardinated through the BCBSM
Hurrian Organ Traneplanl Program {1-800-242-3504)

100% (ne deductible or topay)

100% (nio deductible or copay) -
in designated facilities enly

Bone martrow transplants ~ when coordinated
through the BCBSM Human Ormgan Transplant
Program (1-800-242-3504)

80% after deductible

80% after deductible plus an
additienal 20% out-cf-network copay

Specified oncology clinical trials 80% after deductible 80% after deductible plus an
additionat 20% aut-of-nekwork copay
Kidnay, cornea and skin fransplarts 80% after deductible 80% after deductible plus an

additional 20% out-of-network copay

Menta health care and substance abuse freatment
" Naote: if your employer bas 51 or more employaes (including seasonal and part-time) and is subject to the MHF law, covered mental health
and substance abuse servicas are subject fo the following copays. Mental health and substance abuse copays are included in the annual
copay doflar maximums for all covered services, See "Annual copay dallar maximums™ section for this amount. If you receive your health
care benefits through a collectively bargeined agreement, please.contact your empioyer and/er union to determine when or if this benefit

{evel applies to your plan.

In approved facilities only

Inpatient mental health care and inpalient substance 80% after deductible 80% after deductible pfus an
abuse treatment - additignal 20% out-of-nebwork copay
Unlimited days
Quipatient mental health care:
« Facility and clinic 80% after deductible 80% after deduclible, in
participating facilities enly
+ Physician’s office 80% after deductible 80% after deductible plus an
additional 20% out-of-network copay
Cutpallent substance abuse treatment — 80% aiter deducﬁb[e 80% after deductible plus an

additional 20% out-of-network copay
(in-network cost-sharing will apply if
there Is no PPO network)

Note: if your group is self-funded, check with your graup
to you.

Autism spectrum disorders, diagnoses and treatment
or check your plan documents te see if the following autism benefits are available

Applied behavioral analyses (ABA) treatment — limited
to an annual maximum of $50,000 per member,
through age 18 (imits may be waived on an indvidual
consideration basis)

80% after deductible

B80% after deductible

Outpatiant physical therapy, speech therapy,
pecupational therapy, nutriional counseling for autism
spectrum disorder —through age 18

80% after deduclible

0% after deducﬂblé plus an
additional 20% out-of-network copay

Olher covered services, including mental health
services, far Autism Spectrum Disorder

80% after deductible

80¢% after deductible plus an
additional 20% out~of-network copay

* Savices from a provider for which there is no Michigan PPO network and senvices from a non-network provider In

hic area of Michk d afow

atcess anea” by BCBSM for that particular provider specialty any zovered at the in-natwork benefit level, Cost-aharing may differ when you obtain cavered services
autside of Michigan, If you receiva care from a nenparticipating provider, even when referred, you may be billed for the diffarence between our apgroved amount and

the providers charge.

BLUE HSA 1000 CMM-PE0, CCT 2012 INGLUDES WOMEN'S MANDATE EFF 1//13.11/8H2 TSR
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Other covered services

In-network

e

oA i

Qui-of-network *

Cutpatient Diabetes Management Program {ODMP)
Mote: Screening services raquired under the provisions
of FPACA are covered at 100% of approved amournit
with no in-network cost-sharing when rendered by a
network provider.

Mote: Efiective July 1, 2011, when you purchase your
dizbetic supplies via mail order you will lower yaur
out-of-pocketl costs. .

8% aiter deductible for diabetes medical
supplies; 100% {na deductible or copay)
for diabetes self-management training

80% after deductible plos an
additional 20% out-of-network copay

osteapathic manipulative therapy

Allergy testing and therapy 80% after deductible 8024 after deductible pls an
. additional 20% out-of-network copay

Chiropractic spinal manipulation and 80% after deductible 80% after deduciible pls an
additional 28% out-nf-nefwork copay

Up to 38 vigils per member per year

Outpatient physical, speech and occupational therapy — | 80% after deductible 80% after deductible pfus an

provided for rehabifitation atditional 20% out-of-network copay
Note: Senvices at nonparticipating
autpalient physical therapy facilities
are not covered.

Durable medical equipment 80% after deductible 809 after deductible

Mote: DME iterns required under the provisions of '

PPACA are covered at 100% of approved amount with

no in-network cost-sharing when rendered by a

network provider.

Prosthetic and orthotic appliances 80% after deductible 80% after deductible

Private duty nursing 50% after deductible 50% after deductible

Prescription drugs Nat covered Not covered

* Services from a provider for which there is no Michigan PP network and services from a non-network provider in & geographic arga of Michigan deemed a“low

access area” by BCBSM for that pasticular provider specialty are covered at tie In-natwork benefit level. Cost-sharing may ditfer when you obtain covered seivices
outside of Michigan. i you receive care from & nonparticipating provider, even when refamad, you may be: billed for the diference betweean our approvad amount and

the provider's charge.

BLUE HSA 1000 GMM-SPO, OGT 2012 INCEUDES WOMEN'S MANDATE EFF 411713 117812 TSR
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F. Long Term Disability Insurance Summary

SCHEDULE OF BENEFITS
Employer(s): Holland Public Schools
Plan Number: 7298
Original Plan Effective Date: May 1, 2012

Eligible Class:
Employer Premiura Contribution:

Elimination Period:

Minimum Hourly Work Requirerment:

Waiting Period:

Evidence of [nsurability:

Employee Eligibility Date:

Minimum Participation Requirement:

Leaves and Sabbaticals:

Definition of Disability:
Own QOccupation Period:

Any Occupation Period:

Cumulative Elimination Period:
Recurrent Disability:

Predisability Earnings:

Maximum Monthly Covered Salary:
LTD Benefit Percentage:

Maximum Monthly Benefit:
Guarantee [ssue:

Minimum Monthly Benefit:

Maximum Benefit Period:

GLDI-CA00-{12/06)

Class 03: HESPA Employees
100%

120 days

20 hours per week

None

Required for Late Enrollees, increases and amounts
exceeding the Guarantee Issue

Fitst of the month following completion of the Waiting
Period

100%

Coverage with premium payment while on FMLA leave;
Coverage with premium payment until the end of the
month following the date the Paid or Unpaid Leave of
Absence began :

Zero Day

24 months from the end of the Elimination Period

From the end of the Own Occupation Period to the end
of the Maximuim Benefit Period.

10 working days
6 months

Base Pay only
$3,750

66-2/3%

$2,500

$2,500

$100



Social Security Integration;

Freeze Type:

Pre-existing Condition Exclusion:

Mental Disorder Limitation:
Substance Abuse Limitation:
Claim Payment Method:
Rehabilitation Benefit:

Survivor Benefit:

GLDLC400-{12/08)

Holland Educaticn Suppert Personnel Association Master Agreement 2015 — 18

Ageat Benefit
Disablement Duration*
61 or younger toage 65
62 3-1/2 years
63 3 years
64 2-1/2 years
63 2years
66 1-3/4 years
67 1-1/2 years
68 1-1/4 years
69 or older 1 vear
*To the later of: 1) the specified
length of time as stated above, or 2)
the day before attaining fhe Social
Security Normal Retirement Age
under the United States Social
Security Act, as revised.
Full Family

General Freeze

3 months/12 months

24 months unless hospital confined

24 months unless hospital confined

Monthly
Included

Included
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G. Term Life and AD & D Insurance Benefits Summary

SCHEDULE OF BENEFITS
A. Administrative
1. Employer: Holiand Public Schools
2. Plan Number: 3997
3. [Initial Plan Effective Date: May 1, 2012
4. Evidence of Insurability Requirements: Applies to Late Enrollees, Increases in Benefits and

Eligible Class:
Minimum Hourly Work Requirement:

Ll

New Employee Eligibility Date:

9. Leaves / Layoffs:

10. Employee Premium Contribution
Employee Basic Insurance:

11, Participation Requirements
Employee Basic Insurance:

12. Isurance Reduction Schedule
Employee Basic Insurance:

B. Basic Life Insurance

Emplovee Basig Life:
Guarantee Tssue:

C. Additional Benefits
1. Conversion of Insurance Benefit:
2. Waiver of Premium Benefit:
3. Living Benefit:

Waiting Period for Insurance Coverage:

Amounnts over Guarantee [ssue Amounts

06  HESPA Employees

20 hours per week

None

First of month following completion of the Waiting
Period

Coverage with premium payment while on FMLA
leave; Coverage with premium payment until the end of
the meonth in which a Paid or Unpaid Leave of Absence
began

0%
100%

Basic Life and Basic AD&D Insurance reduces to 65%
at age 65, reduces to 50% of the original amount at age
70 and will terminate at retirement.

$20,000
$20,000

Included
Included
ncluded

D. Accidental Death and Dismemberment (AD&D) Insurance

i. Basic AD&D Insurance
Employee Basic AD&D Insurance:
Guarantee Issue:
E. Additional AD&D Benefits
1, Seat Belt Benefit;

GTL-CT00-0608

$20,000
520,000

Included
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EyeMed

VISION CAREs

Holland Public Schools has
selected EyeMed as your
vision wellness program. This
plan allows you fo improve
your health throvgh a routine
eye exam, while saving you
money on yaur eya care
purchases. The plon is
avoilable through thousands of
provider locations
parlicipating on the EyeMed
SELECT neiwork.

To see a list of participoting
providers neor you, go fo
www.eyemedyisioncare.com
and choase SELECT from the
provider locator dropdown
box. You can also call 1-86¢-
268-40463.

Enrell today to take advantoge
of an alferdable way 1o help

ensure a lifetime of healthy
visfon,

P Private
henf Practitioners

LENSCRAFTERS
Peapiesion

Sears

Optical

() opTicaL

ICPennoy

Fpe

HOLLAND PUBLIC SCHOOLS

Gut-of-Network
Visfon Cere Services Member Cost Reimb
Exom with Dilatian as MNecessary $10Copay Upto §Upio 35
Exam Qplicns:
Standord Contect Lans Fit and Follaw-up Uplo §40 NfA
Premium Contact Lens Fit and Fallawwp 10% off Retail N/A
Fromas $140 Allowence; 20% off bolance over $140 Uplo $56
Standard Plosiic kenses:
Singla Viston $10 Copay Upto§Uplo 25
Bifocal $10 Copoy Upto $Up fe 40
Tiffoeal $10 Copay Up to $Up fo 40
Standard Frogressive Up 1o §Up 1o 85

$10Copyy
Pramium Pragrassive $10, 80% of charge less gl20 Allowanca
Lens Oplions (paid by the member and edded to the base price of the lens];

Upto$lpta 85

Tint {Salid and Gradient} 20% off relail N/A
UV Trsalment 20% off relail N/A
Standord Plosfic Seraich Coating 20% olf retail N/A
Standard Pelyesrbonate 0 Upto $28
Stondard Anti-Reflactive Coating 20% off refoll /8
Chher AdehCins and Sarvicws 20% off Retol Price N/A
Cenlact Lenses [cllowaace covers materials only):

Conventional 155 Altowance; 15% off balance over $155 Upto $109
Dispasobles $155 Allowance; balance over $155 Upta §10%
Madicolly Necessary $0 Copay, Paid in Foll Upla $200

LASK and PRK Visien Comraction Proceduras; 15% off relail price OR N/A
5% off promotional pricing

2ddifionc) Poirs Bersfir

Membess olso receive a 40% di aff cemglale poir eyeglass ond 5% discount off
conventicnal conlact fenses once the fundad I:eneﬁlius bean veed.
Fraguency:
am Cnce avery 12 manths
Frames Chnea avary 12 months

Standard Plaslic Lenses or Conlact lenses
Additionol Purchases and OutofPocket Discaunt
Member will receive o 20% discount on remoining bolonce ol Parficipaling Providars beyond plan coverage; the discount does not
apply la EyeMed' s Providers' professional services or disposeble contctlenses,

Members also receivé o 40% discount off complete pair eyaglass purchases and o 15% discount off conventional contaet lenses
anca the funded benefit has besn used,

Genelits are nof provided for services or materiols arising from: Qrhoplic or vision Iraining, subnormal viston alds end any
associoted supplemental testing; Aniseikonic lenses; Medicol and/ar surgical trealment of the eye, eyes or suppoding shuclures;
Any eye or Vision Excminafion, or eay corrective quired by o Policyhelder as @ condition of empleyment; safety
eyawaar; Services pravided as a result of any Warkers' Compensation law, or similer legislation, or requitad by any

g | aguncy o pragram whethes fedaral, shote or subdivisions thereof; Flano fnon-prescription) lenses ond/for confact
lenses; Non-preseription sunglasses; Two pair of glasses in lieu of bifecals; Servicas or iols provided by ary olher group
benefit plan providing vision cose; Cerlain brand nome Yision M ls in which the focturer imposes o ne-di t pelicy;
or Servicas randased affer the dote art Insured Parson ceases o ke covered ynder the Policy, excapt when Vision Moterials ardesed
before coverage ended are delivered, and the servicas rendered to the Insued Person cre withiz 31 deys frem the date of such
order, Lostar broKen lenses, framas, glasses, or contoct lanses will nat ba replaced except in the next Benefit Frequency when
Vision Materiols would next become avcilable.

Benedils may not be eambined with any di A, 5 | offering, or olher group benefit plans. Standard /Premium
Prograssiva Lens not cavered - fund as a Bifocel Eens. Standard Progressive Lans eovered - fund Premium Pregressive os a Standard.
Underwriter Insused Plans are underwiitten by Fidelity Security Eife Insurance Company of Kansas Cily, Missouri, except in Maw
Yark. Fidelity Security Life Policy Nambes YC-73,/VC:74, form number M-2059. This is a snupshet of your beasfits, The Certificate
of Inureange js on file with your smployer.

Oace svery 12 months

Value Added Features:

In erddition to the health benefits your EyeMed program offers, members olso enjoy additional,

value-added features including:

= Eye Care Supplies - Receive 20% off retail price for eye care supplies like cleaning cloths and
solufions purchased al nefwark providers {not valid on doctor' s services or conlact lenses).

= Laser Vision Correction - Save 15% off the retail price or 5% off the promotienal price for LASIK
or PRK procedures.

¢ Replacement Contact Lens Purchases - Visit www.eyemedcontacts.com io order replacement
contact lenses for shipment fo your home at less than refall price,
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Holland Public Schools, G-768
HESPA (Part Time)

The employsr has estanished an EmployesFonded Medical Reimbursamant Plan to cover efghle expenses not consed by ihe empioys's gmap
hezih plan or any oiher haatih come pien.  The EmployerFonded Mediesl Relmbarsament Flan wil reimburse 3 pasticipant for uepald eligibie
eIpanses a5 hInwWE
= Inany Benefit Year. the Flan il reimburmse a paricipant enroded In employee-oely covers to 31,200 Sor aenounts applled knward e
sﬂ%mmﬂnm-nruﬂmm = e
*  inany Benent Year, the Fian will remburse membess of a famiy envded in famiy coueage mp i $2.400 for amounts sppiied {vward the
safisfaction of the n- or oul-of-netwnik deduciie,

ApmmmmmmmmammmamﬂmnNMHmmm:
1L Fie aelaim for healih care expenses whih the empIVErs group heatin pan.

2 nﬂa{nmuenﬁmnnunmmmmmmmmmsmaﬁammmﬂmmmmm
does not B haalthy

eq., an Explanation [ECH]). NOTE: K ihe covarage, the
{m%ﬂmdmwmlnahpi i fiie participant has coverage, ha orzha most continus with slopa 3-6.
3 Fle 3 tisim for hesiih tare expenses with any oier heatih pRan undes which coverane was eieched.
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Holland Public Schools, G-768
HESPA (Full Time)
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Letter of Agreement
Between the
Holland Educational Support Personnel Association
and the
School District of the City of Holland
Re: Testing

Board proposes to insert portions into contract

The undersigned representatives of the School District of the City of Holland (“District” or
“Employer”) and the Holland Educational Support Personnel Association (“HESPA” or
“Union”) agree to the following:

1.

The District and Union agree that the District has the contractual right to test potential
candidates prior to hiring, and to test current employees who apply for a different position, if
employees are moving to the same position in another building, no testing will be required.
Such testing shall occur as follows:

When testing is used to fill a position, the posting will contain the following information:

a. The fact that new-hires or current employees applying for the position from another
classification will be tested, unless applying for the same position in another building.

b. Notice of where the pool of test questions may be previewed.
¢. The minimum score necessary for the position.

Prior to taking the test, the prospective candidates may review a “pool” of test questions.

The pool of test questions may be modified by the Employer from time to time in the
Employer’s sole discretion. Any such previews will be scheduled at reasonable times outside
the employee’s work time and shall be considered non-compensable time. Upon written
request, a copy of the test pool questions will be provided to HESPA. The actual questions
on the test shall be taken from this current pool of test questions.

In addition to a written test, the district may use other types of tests, such as skills tests or
demonstrations of abilities to perform required duties, which will be made known to
candidates.

Testing will be conducted in an area secluded from the general public.

If an employee passes a test but is not selected for a position, then the employee shall not be
required to retake the test for a period of one (1) year, unless the test is changed by the
Employer. If any employee fails a test, he/she shall not be allowed to re-take the test until a
subsequent posting, or one year has elapsed, whichever occurs first.



7.

10.
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If tests are to be based on manuals, the manuals shali be provided to employees prior to
testing.

All tests and test questions shall be related to the actual job responsibilities of the position
being filled.

If the district elects to use other methods of testing not described in this LOA, the district
shall notify the union, and the provisions contained in this LOA shall apply. However, if the
district elects to use a test method not described in this LOA, either party may demand to re-
negotiate this LOA as necessary to address any other methods of testing not contained in this
LOA.

Employees shall be allowed to take a “practice” test prior to actually applying for any
position, but may only take one “practice” test per year. However, this practice test shall not
be used to qualify the employees for an actual position; and the employees will be required to
re-take the test if applying for a position.

FOR THE DISTRICT: FOR THE UNION:

Date:

Date:
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Letter of Agreement
Between the
Holland Educational Support Personnel Association
and the
School District of the City of Holland
Re: Peggy Brandl

The undersigned representatives of the School District of the City of Holland (district or
employer) and the Holland Educational Support Personnel Association (HESPA or union)
and Peggy Brandl (employee) agree to the following:

L.

The position currently held by Peggy Brandl, secretary to the Director of Transportation
and Maintenance, is a bargaining unit position covered by the Master Agreement
between the union and district. This Letter of Agreement is written to temporarily
modify the bargaining unit status of this position.

Because Ms. Brandl is currently performing supervisory duties, the district, union, and
employee agree that during the period that this position is held by Ms. Brandl, it will be
considered to be a non-bargaining unit position. This shall be a temporary change that
continues only during the time that Ms. Brandl is in the position.

When this position becomes vacant, it shall automatically revert to a Classification V
position in the bargaining unit and covered by the provisions of the Master Agreement.

The parties understand and agree that by entering into this Letter of Agreement, Ms.
Brandl shall lose her status as a bargaining unit member, including but not limited to
seniority and all other contractual rights.

Should Ms. Brandl subsequently assume another bargaining unit position, she will be
considered to be a newly-hired bargaining unit member for the purpose of seniority and
all other contractual rights.

This Letter of Agreement shall not constitute a past practice or precedent, nor a waiver
of any future rights.

This Letter of Agreement shall take effect immediately upon ratification of the
successor Master Agreement between the district and union, and shall continue in effect
so long as Ms. Brandl is in the secretarial position referred to in paragraph 1 above.

FOR THE DISTRICT: Dated:

FOR THE UNION: Dated:

Peggy Brandi: Dated:
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Letter of Agreement
Between the
Holland Educational Suppert Personnel Agsociation
and the '
Sehool District of the City of Holland
Re: Amy Esguivel

The undersigned representatives of the School District of the City of Holland (district or
employer) end the Hoiland Educational Support Personnel Association (HESPA or union)
and Amy Esquivel (employze) aaree to the following:

1

[

(57

The pasition eurrently held by Amy Esquivel, payroll seeretary, is 4 bargaining unit
position covered by the Mester Agreement between the unicn and district, This Letter of
Agreement is written to temporarily modify the bargaining unit status of this position.

. Because Ms. Esquivel is cumently performing duties outside of normal bargaining unit

worl, the district, the rnion, and the emplovee agree that during the period that this
position is held by Ms. Esquivel, it will be considered to be a nion-bargaining unit
position. This shall be a temporary change that continues only during the time that Ms.
Esquivel is in the position.

When this position becomes vacant, it shall antomatically revert to a Classification V
position in the bargaining unit and covered by the provisions of the Master Agreement.

The parties tnderstand and agree that by entering into this Letter of Agreement, Ms.
Esquivel shall lose her statusasa bargaining vrit member, including but not limited to
seniority and al! other contractual fights.

Should Ms. Esquive subsequently esstne another bargaining unit position, she will be
considered to be a newly-hired bargaining vmit membes for the purpose of seniority and
al] other contractual rights.

This Letter of Agrecment shall not consfitute 2 past practice ar precedent, or a waiver of
any future rights.

"This Letier of Agreersent shall take effect immediately and shall continue iz effect so
long as Ms, Esquivel is in the payroll secrctarial position referred o in paragraph 1
above.

FOR TTiE DISTRICT: 4’—!‘—/' R é”f e Dated: d/,.{:z ‘r/ /
-

FOR THE UNION: Tbm_h_.: L ewL Dated: _lcz 1 2

Amy Esquivel: _':-;’ i1 ’ &7 :‘J.tiAzj Dated: / ) /2'5' / / ¥i

rd
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