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1 

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 9th day of July, 2018, 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. 

Article 2:  District Rights 

A. 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. 

B. 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. Manage and control its business, equipment and operations. 

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

scheduling. 

3. Direct the working forces, including the right to hire, promote, evaluate, discipline, transfer and 

determine the size of the work force. 

4. Determine the services, supplies and equipment necessary to continue its operation. 
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5. Adopt reasonable rules and regulations. 

6. Determine the qualifications of employees, including health qualifications. 

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

8. 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. 

9. Determine the size of the management organization, its functions, authority, the amount of 

supervision and the table of organization. 

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

public relations. 

Article 3:  Recognition 

A. Bargaining Unit Definition.  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. 

B. Term Employee.  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. 

1. 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. 

2. 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. 

3. 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.  
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4. 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. 

5. 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. 

Article 4:  Union Rights and Representation 

A. Use of Building and Facilities.  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. 

1. 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. 

B. Information Provided to the Union.  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. 

C. Posting of Union Notices.  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. 

D. Intra-School Delivery Service.  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 Union shall have the right to negotiate a 

settlement to any such action. 
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E. Union Leave.  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. 

F. Notice of Changes in Employee Status.  The Employer shall notify the Union President of any 

hires, transfers, and changes in hours, rate of pay and termination of employees within five (5) 

working days of such changes. 

By September 15 of each year, the Employer will provide to the HESPA President, via e-mail and 

attached Excel document, a complete listing of bargaining unit members that includes the following: 

1. First and Last Name 

2. Start date of employment 

3. Classification/position assigned/place of work 

4. Rate of pay per hour, daily hours, and days per year 

5. School email address 

Article 5:  Employee Rights and Protection 

A. Employee Discipline and Just Cause.  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. 

B. Warnings and Reprimands.  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.   

C. Discipline.  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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D. Serious Violations.  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. 

E. Written Responses to Discipline.  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. 

F. Right to Union Representation.  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 

meeting, the employee shall be advised immediately of said possibility, however, in case of extreme 

offenses, immediate disciplinary action may be taken. 

G. Access to Personnel Files.  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.  

H. Non-Discrimination.  The parties shall not discriminate on the basis of race, creed, religion, color, 

national origin, age, sex, or marital status and/or handicap. 

I. Complaint Procedure.  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. 

4. 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. 

5. 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. 
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J. Damage to Clothing/Personal Property.  The Employer will reimburse employees 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. 

Reimbursement will be made only if the employee is able to provide verification of the cost of the 

item(s) damaged or destroyed or verification of the repair.  The reimbursement will not be paid if the 

loss is covered by insurance or involves the employee’s automobile. 

K.  Employer-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. 

2. 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. 

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

Employer. 

4. 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. 

5. 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.  

6. 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. 

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. 

 L. Reporting of Assault 

Any case of assault upon a staff member arising out of the performance of the staff 

member’s professional responsibilities at school or school sponsored functions shall be 

promptly reported to the Board or its designated representative.  
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If requested by the staff member or required by statute and/or policy, the District shall 

promptly notify local law enforcement officials of any alleged assault by a student and ask 

law enforcement to conduct an investigation into the potential criminal conduct of the 

student.  This provision applies to any student in any grade level, including special education 

students, regardless of the level of impairment or disability. The Board shall provide the staff 

member with paid time off without charge to any compensable leave bank needed for the 

handling of the incident by law enforcement and judicial authorities. The employee must 

provide written verification and if possible advance notice of the need to handle the matter on 

paid time.   

Article 6:  Grievance Procedure 

A. 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. 

B. 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. 

C. 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. 

D. The term “days” when used in this article shall mean work days.  Time limits may be extended by 

mutual written agreement. 

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. 
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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 grievant(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, meet 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, 

at its next regularly scheduled 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 permitted 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 

1. 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. 

2. Powers of the Arbitrator 
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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. 

a. The arbitrator shall have no power to add to, subtract from, disregard, alter or modify any of 

the terms of this Agreement. 

b. The arbitrator shall have no power to establish salary scales. 

c. 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. 

d. 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 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. 

E. 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. 
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Article 7:  Work Year 

A. 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. 

B. Relief Periods.  For each four (4) hours worked, an employee shall receive one (1) fifteen (15) 

minute relief time. 

C. Summer Work Schedule.  All employees shall be notified of the summer work schedule (June 15 

through August 15) annually by May 15, absent extenuating circumstances. 

D. Offset of Additional Hours.  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. 

E. Work Week.  The normal work week for employees shall be Monday through Friday, unless the 

position when created or vacated designates a work week other than Monday through Friday. 

F. Notification of Work Hours.  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. 

G. School Cancellation – Custodian and Maintenance Pool.  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. 

H. School Cancellation – Food Service and Transportation.  Food Service, and Transportation 

employees shall not be required to work on student days canceled due to mechanical issues, 

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 15 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 mechanical issues, inclement weather or an Act of God, Food Service 

employees are expected to report at their usual time. When school is delayed for mechanical issues, 

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.). 

I. School Cancellation – Secretary and Clerical.  On Code One days, Secretarial and clerical 

employees shall not be required to work. On Code Two days canceled due to mechanical issues, 
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inclement weather or an Act of God secretarial and clerical employees shall not be required to work 

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. 

J. Work Day.  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.  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. 

K. Modified Schedules During School Breaks.  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. 

L. Training Hours.  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 employment, accumulative to one hundred 

(100) times their daily budgeted hours. 
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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. 

2. 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. 

3. 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 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. 

4. 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. 
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5. 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. 

6. 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). 

7. 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. 

8. 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. 

9. 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. 

10. Perfect Attendance Award.  An employee who has perfect attendance in any fiscal year (July 1 

through December 31and/or January 1 through June 30) shall receive a perfect attendance 

award as follows: 

a. $150 for full-year and school year full time employees 

b. $$100 for full-year part time employees  

c. $$50 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. 

11. 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 
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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. 

e. 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. 

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. 

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

examination. 

g. An employee may only collect paid days from the sick leave bank for days he/she would 

otherwise normally be scheduled to work. 

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

disability benefits. 

i. 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 (½) 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. 

j. 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. 
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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. 

b.   Disability Leave.  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’ 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. 

c. 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 employee may 

terminate the leave in the event of death of said child, provided that he/she is physically able 

to perform the work responsibilities.  

d.   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.  

e. Short-term Leave.   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. 

f. 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 to 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. 

3. 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.  

4. 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. 

2. 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. 

3. 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. 

B. Posting Procedure.  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 
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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. 

C. Application Procedure.  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. 

D. Filling During Posted Period.  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. 

E. Filling Permanent Vacancies.  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 to 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. 

F. Notice to Employees Interviewed.  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. 

G. Involuntary Transfer.  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. 

H. Pay Rate When Involuntarily Transferred.  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. 

I. Filling of Temporary Vacancies. 

1. 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. 

J.  Trial Period 
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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 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. 

K. Testing.  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:  

2. 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. 

c. The minimum score necessary for the position. 

3. 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. 
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4. 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. 

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

6. 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. If tests are to be based on manuals, the manuals shall be provided to employees prior to 

testing. 

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

being filled. 

9. 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. 

10. 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.  

Article 10:  Layoff and Recall 

A. Layoff Procedure.  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 layoff and two (2) 

weeks’ notice prior to the effective date of a reduction in hours, absent extenuating 

circumstances. 

B. Recall Procedure.  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, 
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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. 

C. Reduction in Hours.  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 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. 

D. Voluntary Waiver of Seniority.  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. 

E. Priority Status on Substitute List.  A laid off employee shall, upon application and at his/her 

option, be granted priority status on the substitute list according to his/her seniority 

F. Notice of Recall.  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. 

G. Forfeit of Recall Rights.  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. 

H. 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 

A. Unsafe 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.  
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The supervisor will investigate the matter, take appropriate action to correct any hazardous, 

unsanitary, or unsafe condition and notify the employee of any action taken. 

B. Equipment Provided.  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. 

C. Student Discipline.  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. 

D. Absent Principals.  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. 

E. Immediate Supervisor 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 shall 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. 

F. Job Descriptions Provided.  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. 

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 
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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. 

I. 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. 

J. 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 Defined.  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. Probationary Period.  Newly hired employees shall serve a probationary period of sixty (60) 

working days of uninterrupted service. 

C. Classification Placement.  For purposes of this Agreement, all employees shall be placed in one 

of the following classifications based on their current assignments: 

1.  Groundskeeper 4.  Buss Aide   7.  Courier 

2.  Secretarial and Clerical 5.  Food Service  8. Van Driver 

3.  Buss Driver 

D. Seniority List.  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. 
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E. Seniority Tie-Breaker.  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. 

F. Multiple Classifications.  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. Loss of Seniority.  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 

rehired 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. Seniority on Layoff.  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. 

I. No Repeat of Probationary Period.  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 and Employee Assistance Plans 

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. 

A. 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. 

B. 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. 

C. 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. 

D. 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. 



 

24 | P a g e  

 

E. 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  

F. Employee 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.  

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 Employer 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 

A. 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 
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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. 

B. 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. 

C. The Communications Committee is not intended to bypass and/or take the place of the formal 

grievance and/or negotiations procedures. 

Article 15:  Vacations 

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

2. Part-time employees shall receive vacation time at the rate of the number of hours per week they 

are regularly scheduled to work. 

3. 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 

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

schedule.    

a. After the 1st and through the 10th year – 1 week 

b. After the 10th and through the 20th year – 2 weeks 

c. After the 20th year – 3 weeks    

5. 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.  

B. 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. 

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

3. 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 

b. After five (5) school years – 2 weeks 
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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 

C. 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. 

D. 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: 

a. After one (1) full year – 10 days 

b. After ten (10) full years – 15 days 

c. After twelve (12) full years –  16 days 

d. After fourteen (14) full years – 17 days 

e. After sixteen (16) full years – 18 days 

f. After eighteen (18) full years – 19 days 

g. After twenty (20) full years –  20 days 

E. 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. 

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

upon retirement. 

G. Maintenance, courier and grounds employees requesting vacation for the summer months shall 

submit such requests by May 1 of each year. 

H. 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. 

I. 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) 
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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 

Work Day Before 

Holiday Must Work First 

Scheduled 

Work Day After 

Yes Independence Day 

(if regularly scheduled to work) 

Yes 

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 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.   

B. 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. 

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

within one week. 

Article 17:  Fringe Benefits 

A. 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: 
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1. “HPS HAS 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. 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. 

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

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. 

Upon such time as all other full-time full year non-HESPA 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). 

B. All HESPA members who work more than 1040 but less than 2080 hours will have the following benefit 

plan: 

1. Employees 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. 

C. 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 SS vs. 2P vs. FF status) they elect. Said amount shall be 
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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. 

D. 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. 

E. It is expressly understood that the District must provide health insurance according to the coverage, 

eligibility, 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-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. 

F. 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. 

G. Each 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. 

H. 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. 

I. 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. 

J. 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 of the Family Medical Leave Act 

or for two months, whichever is greater. 
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K. Change in family status shall be reported by the employee to the Business Office within thirty (30) 

days of said change. 

L. To be eligible for the above coverage's employees must be able to satisfy all requirements of the 

policy before benefits are effective. 

M. 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. 

N. 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. 

O. 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. 

P. Definition of "Regularly Scheduled": For the purpose of calculating the proration of health 

insurance coverage, each employee's "regularly 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. If the 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 transportation, special events in food service, rescheduled snow days, or 

overtime. 

Article 18:  Bus Drivers, Van Drivers and Aides 

A. 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. 

B. Assignments.  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. 
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2. The remaining runs shall be filled by the most senior qualified employees in accordance 

with Article 9 – Vacancies, Transfers and Promotions. 

C. Subbing.  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. 

D. 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.  

2. Special trips shall be assigned to the most senior employee with the least number of accumulated 

special trip 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. 

3. 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. 

4. 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.   

5. 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. 

6. 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. 
 

Meal Hours Maximum Reimbursement 

Breakfast 5:00 a.m. – 7:00 a.m. $5.00 

Lunch 11:30 a.m. – 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. 

7. A new driver will be credited the highest number of hours of accumulated special trip time when 

first bidding for special trips. 

8. 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.  
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9. 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. 

10. 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.]  

E. Bus Runs Posted.  Drivers/aides shall be notified of the bus run they have been assigned to by a 

posted notice in the bus lounge. 

F. Changing Routes.  Bus routes shall not be changed by drivers without the approval of the 

Transportation Supervisor. 

G. Special Education Runs.  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. 

H. Drivers’ Jackets.  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. 

I. 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. 

J. 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. 

K. First Aide / CPR.  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 
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A. Summer Program.  Summer work shall be offered 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. 

B. 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. 

2. 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. 

3. 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. 

4. If no employee within the building accepts a special event, it shall be offered to employees in 

other buildings. 

5. 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. 

6. All clock hours spent on special events shall be paid at the employee’s regular hourly rate except 

as provided for in Article 20-I overtime. 

7. 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. 

8. 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. 

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

1. Central kitchen employees may be required to work their regularly scheduled hours. 

2. Central kitchen employees may voluntarily adjust their regularly 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. 
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5. If there are inadequate volunteers, the least senior qualified employee(s) may be required to 

work.  

Article 20:  Compensation 

A. Wages.  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. 

B. Changes July 1.  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. 

C. Pay Options.  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. 

D. Shift Differential.  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. 

E. Mileage.  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. 

F. Temporary Subbing.  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 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. 

G. Emergency Call In.  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. 

H. Building Checks.  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. 

I. Overtime and Compensatory Time.  The Employer shall pay overtime at the rate of one and one-

half (1 ½) times the employee’s regular rate of pay for all hours worked in excess of forty (40) per 
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week.  The Employer shall pay overtime at a rate of one and one-half (1½) 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 ½) 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. 

J. Promotions.  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. 

K. Physical and TB Test.  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. 

L. Meetings and Trainings.  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. 

M. Cafeteria Plan Documents.  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. 

N. Lead Server Pay.  A lead server shall be named in each kitchen.   

Article 21:  Voluntary Dues 

A. 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 

A. 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 

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

1. 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. 
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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.    

6. 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. 

B. 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.   

C. In the event that any material from an employee’s personnel files is provided to any third party, the 

employee shall be notified of the name(s) of the parties that received the information, and, upon 

request, shall be given a copy of all information provided to the third parties. 

D. If the District releases any material from an employee’s personnel file, the District shall 

simultaneously release the corresponding employee’s response(s) to the material. 

E. 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.  

F. 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 personnel 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 
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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.  

G. 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. 

H. The District shall 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. 

I. 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 1st 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. 

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

K. 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 an employee’s personnel file. 

L. 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 

A. 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 matter of the provision determined to be illegal. 

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. 
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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 14th 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 year over the previous 

year exceeds eight percent (8%). 

IN WITNESS WHEREOF, the parties hereto have caused this Agreement to be signed by their 

representatives on the 9th day of July 2018. 

For the Union:       For the Employee: 
 

By:  _______________________________ By:  ________________________________ 

 Brenda Van Tubergen, Negotiator  Brian Davis, Superintendent 
 

By:  _______________________________ By:  ________________________________ 

 Donna Stark, Negotiator  Karen Sherwood, Deputy Superintendent 
 

By:  _______________________________  

 Camila Trevino-Looby, Negotiator   
 

By:  _______________________________  

 Cheryl DeHaan, Negotiator   
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Appendix A:  Wage Rates 

  1st 2nd 3rd 4th 5th 6th 7th 8th 9th 10th 11th 12th 

Building 
Services 

                        

Groundskeeper $11.42  $11.58  $11.74  $11.90  $12.08  $12.24  $12.40  $12.56  $12.72  $12.88  $13.04  $13.20  

Maintenance $17.31  $17.55  $17.80  $18.05  $18.30  $18.56  $18.82  $19.08  $19.35  $19.62  $19.90  $20.18  

 

  1st 2nd 3rd 4th 5th 6th 7th 8th 9th 10th 11th 12th 

Food 
Service 

                        

Truck 
Driver 

$10.39  $10.54  $10.68  $10.84  $10.98  $11.14  $11.29  $11.46  $11.61  $11.78  $11.94  $12.11  

Server $9.57  $9.71  $9.84  $9.98  $10.12  $10.27  $10.40  $10.56  $10.70  $10.85  $11.00  $11.16  

Lead 
Server 

$9.82  $9.96  $10.10  $10.24  $10.38  $10.53  $10.68  $10.83  $10.98  $11.13  $11.29  $11.45  

 

 

  1st 2nd 3rd 4th 5th 6th 7th 8th 9th 10th 11th 12th 

Transportation                         

Bus Driver $16.00  $16.23  $16.45  $16.69  $16.92  $17.16  $17.39  $17.64  $17.89  $18.14  $18.39  $18.65  

Bus Aide $10.34  $10.49  $10.64  $10.78  $10.93  $11.09  $11.24  $11.40  $11.56  $11.72  $11.88  $12.06  

Van Driver $12.87  $13.06  $13.24  $13.42  $13.61  $13.80  $13.99  $14.19  $14.38  $14.59  $14.79  $15.00  

 

 

  1st 2nd 3rd 4th 5th 6th 7th 8th 9th 10th 11th 12th 

Clerical                         

I $13.35  $13.54  $13.73  $13.91  $14.12  $14.31  $14.51  $14.72  $14.92  $15.13  $15.34  $15.56  

II $14.26  $14.45  $14.66  $14.86  $15.07  $15.28  $15.49  $15.71  $15.93  $16.16  $16.38  $16.61  

III $14.98  $15.19  $15.40  $15.62  $15.84  $16.05  $16.29  $16.51  $16.75  $16.98  $17.22  $17.45  

IV $15.44  $15.66  $15.87  $16.10  $16.32  $16.55  $16.78  $17.01  $17.26  $17.50  $17.75  $17.99  

V $16.66  $16.88  $17.13  $17.36  $17.61  $17.85  $18.11  $18.35  $18.62  $18.87  $19.14  $19.40  

VI*       $17.80  $18.04  $18.30  $18.55  $18.82  $19.08  $19.35  $19.61  $19.89  

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

 

2018-2019 No steps. The above wage schedule reflects a 2% increase from the 2017-2018 

wage schedule for Building Services, Transportation, and Clerical. It reflects a 3.5% 

increase for Food Service. 

 

2019-2020 All receive one step. If on step 12 in 2018-2019, then a $0.15/hour increase to the 

Step 12 pay rate. 
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Appendix B:  Longevity 

A.    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 

B.    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 

C. Payment for longevity shall be made each July 1 for employees who have accumulations accrued 

for the previous twelve (12) months. 

D.    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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Appendix C:  Grievance Report Form 

Holland Educational Support Personnel Association 

 

Grievance #: ________________________ 

Building:      _______________________    Date Filed:  ___________________ 

Name of Grievant: ____________________    Assignment:  _________________     

 

STEP 2:  SUPERVISOR LEVEL 

A. Date Cause of Grievance Occurred:   __________________________________________________ 

B. Statement of Grievance: ____________________________________________________________ 

 

 

________________________________________________________________________________ 

 

C. Contract Sections Violated:  ________________________________________________________  

               

D. Relief Sought:  ___________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________  

               
  Signature of Grievant      Date 

 

E. Disposition of Supervisor:  _________________________________________________________  

_______________________________________________________________________________ 

_______________________________________________________________________________ 

               

               
  Signature of Principal/Supervisor    Date 

 

F. Disposition of Grievant and/or Union:  __________________________________________________ 

               

_______________________________________________________________________________ 

               

               
  Signature of Grievant and/or Union    Date 
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Grievance Report Form - Page 2 

 

STEP 3:  SUPERINTENDENT LEVEL 

A. Date Received by Superintendent or Designee:          

B. Disposition of Superintendent or Designee___________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

               

               
  Signature of Superintendent/Designee    Date 

 

C. Disposition of Grievant and/or Union:_______________________________________________  

____________________________________________________________________________ 

              

              

               
  Signature of Grievant/Union     Date 

 

 

STEP 4:  BOARD OF EDUCATION LEVEL 

A. Date Received by Board of Education:  _____________________________________________  

B. Disposition of Board of Education:  _________________________________________________ 

              

              

               
  Signature of Board of Education     Date 

 

 

C. Position of Grievant and/or Union:  

_____________________________________________________________________________ 

              

_____________________________________________________________________________ 

               
  Signature of Grievant and/or Union    Date 

 

STEP 5:   ARBITRATOR 

A. Demand to Arbitrate Filed:  _______________________________________________________
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Appendix D:  Evaluation Instruments 

BUILDING SERVICE - SECRETARY 

FOOD SERVICE - BUS DRIVER - BUS AIDE 

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 personnel.  It is hoped that his 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 requirement 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 a maximum 

learning environment.   

Individuals to whom the employee is assigned (i.e. principals, teachers, and 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 responsibility for the annual evaluation.   

 SUPPORT STAFF ANNUAL EVALUATION CYCLE 

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

Within the 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.   
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HESPA SUPPORT STAFF EVALUATION & GROWTH PLAN 

 

 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 working knowledge and skills at 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 timeline for monitoring improvement must be 

included within the plan.  The improvement plan shall be developed within seven (7) days following the conference.   
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Domain 1: Performance and Growth 
 

Competency Unsatisfactory Basic Proficient Distinguished COMMENTS 

1.1 

Contribution 
to Mission, 
Goals, and 
Objectives of 
the 
Organization 

Employee avoids 
involvement in HPS 
initiatives. 

 

Employee participates in 
HPS initiatives when 
specifically requested. 

 

Employee participates 
actively in HPS and 
community initiatives.   

Employee makes a 
substantial contribution to 
HPS and community events 
and initiatives, assuming a 
leadership role.   

 

    Fails to contribute in 
any way to initiatives 
deemed important to 
the organization. 

    Occasionally contributes 
time, effort, work or 
ideas towards a special 
initiative. 

    Always willing to 
contribute time, effort, 
work or ideas towards a 
special initiative 

   Selflessly contributes time, 
effort and ideas towards 
special initiative of the 
organization 

1.2 

Knowledge of 
Job and 
Required 
Skills 

Employee displays 
minimal or insufficient 
knowledge and 
understanding of job-
related procedures.   

Employee's knowledge 
represents minimal to basic 
understanding of job-
related procedures.   

Employee exhibits accurate 
and current knowledge and 
understanding of job-
related procedures. 

Employee's knowledge of the 
job and related procedures is 
extensive, showing evidence 
of a continuing search for 
improved practice.   

 

  Cannot articulate the 
requirements of the job 

  Lacks the skills to 
perform the 
requirement of the job 

  Demonstrates little or 
no concept of how to 
approach the job 

  Asks the same 
questions repeatedly 

  Needs continual 
guidance/supervision 

  Unwilling to grow with 
the job 

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

   Basic skills to do the job 
with ongoing 
supervision/guidance 

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

   Shows improvement in 
most of the basic growth 
areas 

   Articulates working 
knowledge of the 
requirements of the job 

   Understands job 
responsibilities and 
procedures required for 
job responsibilities 

   Performs job 
responsibilities without 
additional help or 
instruction 

   Demonstrates positive 
growth 

   Anticipates evolving 
requirements for the 
position 

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

   Understands how the job 
relates to other functions  
of the organization 

  Self-motivated: seeks to 
gain knowledge of 
professional skills 
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Competency Unsatisfactory Basic Proficient Distinguished COMMENTS 

1.3 

Work Quality 
and Job 
Performance 

Procedures are 
inefficient and do not 
lead to desired results. 

Procedures are evident 
but function unevenly or 
inconsistently with only 

minimal desired results. 

Procedures are consistent 
and efficient, leading to 
desired results. 

Procedures are consistent 
and efficient and exceed 
desired results. 

 

  Does not meet 
deadlines  

  Needs high level of 
supervision to 
complete tasks 

  Incomplete tasks 

  Frequent errors that 
may be costly to the 
district 

  Negligence 
  Fails to demonstrate 

flexibility or prioritize 
to meet deadlines 

  Basic deadlines are 
met 

  Basic tasks completed 
satisfactorily with some 
correction required 

  Capable of performing 

tasks with some 
supervision 

  Usually prioritizes 
responsibilities 
appropriately 

  Demonstrate some 
flexibility within the 
context of the job 
description 

  All deadlines are met 
  Tasks are completed 

satisfactorily and 
independently 

  Capable of working 
independently with 

minimal supervision 
  Work output is of high 

quality 
  Prioritizes 

responsibilities as 
appropriate and meets 
deadlines consistently 

  Serves as a resource or 
mentor to other 
employees 

  Demonstrates 
sophisticated/ 
exceptional level of 

competency in tasks 
  Goes beyond what the 

task requires 
  Surpasses expectations 

in unique or adverse 
conditions 

1.4 

Knowledge 
and 
Compliance 
with 
Organization 
Policies, 
Procedures, 
and Protocols 

Displays minimal 

knowledge of 
department/HPS 
protocol, policies, and 
procedures. 

Displays generality 

accurate of knowledge of 
department/HPS protocol, 
policies, and procedures, 
and implements them 
fairly consistently. 

Displays accurate 

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

Displays accurate and 

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

 

  Cannot articulate the 
function of the 
organization 

  Does not know 
purpose of his/her 

department/HPS and 
fails to seek out 
information 

  Does not comply with 
organization policies, 
procedures, and 
protocols 

  Can articulate general 
knowledge of the 
overall function of the 
organization 

  Demonstrates working 

knowledge of programs 
and services within the 
assigned department 
and division 

  Complies with most 
policies, procedures, 
and protocols 

  Accurate knowledge of 
the overall function of 
the organization / 
department 

  Accurate knowledge of 

programs and services 
within and outside the 
assigned department 
and division 

  Complies with policies, 
procedures, and 
protocols 

  Serves as a referral 
resource for other 
divisions within the 
organization 

  Promotes organizational 

objectives through 
community awareness 

  Actively contributes to 
organization through 
participation on 
committees, etc. that 
formulate policies, 
procedures, and 
protocols 
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Competency Unsatisfactory Basic Proficient Distinguished COMMENTS 

1.5 

Use of 
Technology 

See HPS 
Technology 
Competencies 

Unwilling/unable to 
make appropriate use of 
technology. 

Attempts to make 
appropriate use of 
technology. 

Demonstrates knowledge 
and effective use of 
technology for 
professional tasks. 

Actively seeks ways in which to 
integrate technology into 
professional tasks. 

 

  Shows a fear, 
hesitancy, or 
disinterest towards 
use of available 
technology 

  Fails to meet 
minimum level of 
HPS Technology 
Competencies 

  Fails to meet basic 

technology 
competencies as 
required by the job 
description after 
multiple training 
opportunities 

  Meets basic level of 
HPS Technology 
Competencies 

  Utilizes minimal 
technology skills 

  Is competent in basic 
uses of technology as 
appropriate for the 
position 

  Demonstrates 
proficiency level of 
HPS Technology 
Competencies 

  Utilizes multiple 
technology programs 
and skills towards job 
completion 

  Demonstrates 
proficiency in multiple 

technology uses 

  Volunteers to assist others 
with instruction in technology 
uses 

  Troubleshoots technology 
problems with co-workers  

  Provides technology training 
for others 

Domain 2: Interactions 

2.1 

Use of Good 
Judgment and 
Decision-
Making 

Problem-
Solving 

Use of Work 
Time 

Cost 
Awareness 
Initiative 

Materials and/or time are 
handled inefficiently. 

Routines for handling 
materials and/or time 

function moderately well. 

Routines for handling 
materials and/or time 

occur smoothly. 

Routines for handling materials 
and/or time are seamless, with 

employee assuming responsibility 
for efficient operation. 

 

  Uses time poorly 
  Wastes materials 
  Uses poor judgment 

or lacks decision-
making skills 

  Demonstrates no 
initiative 

  Inconsistent use of time 
and materials 

  Has some problems 
with judgment and 
resists, or does not 
seek, support for 
decisions 

  Demonstrates some 
initiative within the 
context of the job 

  Able to solve job-
related problems 

  Uses time and 
materials appropriately 
and efficiently 

  Demonstrates 
appropriate judgment 
and utilizes effective 
decision-making 

  Assists others without 

prompting from 
supervisor 

  Demonstrates initiative 
as a proactive and 
independent worker 

  Excels in using time and 
resources effectively 

  Able to solve problems 
creatively and effectively 

  Actively contributes to solving of 
organization/ department issues 

  Exhibits prudent judgment and 
effective decision-making 

 Volunteers time for special 
projects (i.e. committee work, 

etc.) 
  Demonstrates exceptional 

initiative that contributes to the 
department or organization 
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Competency Unsatisfactory Basic Proficient Distinguished COMMENTS 

2.2 

Communication 
Skills and 
Interpersonal 
Skills 

A lack of respect or 
rapport with colleagues/ 
clients is evident. 

Some respect or rapport 
with colleagues/ clients is 
evident. 

Respect and rapport with 
colleagues/ clients are 
evident. 

Consistently models respect 
and rapport with clients/ 
colleagues. 

 

   Communication is 
minimal, nonexistent, 
or inaccurate. 

   Oral and/or written 
communication 
contains multiple 
errors, is unclear, or 
inappropriate 

   Interactions are 
negative and/or 
inappropriate 

   Unpleasant 
communications or 
cannot handle 
troublesome situations 

   Supervisor receives 
negative feedback 
from clients/office staff 

   Fails to share 
information that would 
contributes to 
department 
productivity 

   Unwilling to assist 
colleagues with 
assignments outside of 
individual job 
responsibilities 

   Communications within 
and outside the 
department are efficient 
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 
communications in a 
pleasant, timely manner 

   Supervisor receives no 
negative feedback from 
clients/office staff 

   Reports or shares 
information or skills 
which increases 
efficiency 

   Actively participates and 
supports co-
workers/teams when 
asked 

 

   Communications within 
and outside the 
department are efficient, 
effective, and accurate 

   Oral and/or written 
communication is clear 
and accurate 

   Interactions reflect a 
respectful and 
professional demeanor 

   Consistent and 
appropriate 
communication skills 

   Discerns and refers 
potential problematic 
situations to appropriate 
parties 

   Supervisor receives 
occasional positive 
feedback from 
clients/office staff 

   Actively seeks 
collaboration among c-
workers/teams when 
appropriate 

   Assumes additional 
work to assist others 

 

   Communications are 
effective, accurate, 
collaborative, and 
cooperative 

   Oral and written 
communications are 
models of exemplary 
practice 

   Interactions are very 
respectful, reflecting 
genuine concern toward 
individuals 

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

  Discerns and is able to 
defuse potential 
confrontations 

   Supervisor receives 
frequent positive feedback 
from clients/office staff  

   Takes key role in 
facilitating teamwork 

   Consistently makes 
positive suggestions to 
improve work 
environment and the 
organization 
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Competency Unsatisfactory Basic Proficient Distinguished COMMENTS 

2.3 

Continue 
Growth 

Progress/ 
Achievement 
of Goals 

Participation 
in Training 

Exhibits no interest in 
pursuing opportunities for 
growth and achievement. 

Takes an interest in some 
opportunities for 
professional growth. 

Understands the need for 
professional growth and 
participates in activities. 

Strives to grow professionally 
through continuous study 
and participation. 

 

   Displays unwillingness 
to set goals 

   Demonstrate little, if 
any, progress toward 
goals 

   Fails to demonstrate 
expected growth in 
selected areas 

   Shows disinterest or 
refuses to participate. 

 

   Set goals with 
supervision and 
guidance 

   Makes progress toward 
goals with guidance 

   Takes limited advantage 
of opportunities to meet 
goals 

   Minimal participation in 
trainings with the urging 
of the supervisor 

 

   Sets clear and defined 
goals independently 

   Takes advantage of 
opportunities to meet 
goals 

   Meets goals and 
progresses consistently  

   Attends trainings as 
required; looks for 
training in appropriate 
areas and requests 
participation 

 

   Sets goals while 
anticipating needs of 
organization/development 

   Seeks improvement 
independently and pursues 
relevant opportunities 

   Surpasses expectations 
for goal achievement 

   Anticipates new areas for 
personal and professional 
growth 

   Prepares or presents 
training program or 
activities for others 

 

Domain 3: Work Environment 

3.1 

Safety 

Displays little 
understanding of safety 
issues involved in the 
work setting. 

Displays basic knowledge 
but does not anticipate 
safety needs in the work 
setting. 

Safety practices reflect 
understanding of current 
best procedures.   

Displays continuing search 
for best practices in safety 
issues. 

 

   Does not comply with 
local, county, state, 
and federal safety 
regulations 

   Does not follow basic 
district safety 
procedures 

   Puts self or others at 
risk 

   Does not attend 
mandatory safety 
meetings 

 

   Complies with local, 
county, state, and 
federal safety 
regulations with 
guidance 

   Follows most district 
safety procedures 

   Attends some 
mandatory safety 
meetings 

 

   Complies with local, 
county, state, and 
federal safety 
regulations 

   Follows district safety 
procedures 

   Attends all mandatory 
safety meetings/ 
workshops 

 

   Participates in other 
safety-related activities 
(e.g., Red Cross training) 

   Actively participates on 
Response Emergency, 
and Crisis Team 
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Competency Unsatisfactory Basic Proficient Distinguished COMMENTS 

3.2 

Physical Work 
Environment 

Demonstrates no desire to 
maintain a positive, 
productive work 
environment. 

Tries to implement a 
positive, productive work 
environment. 

Maintains a positive, 
productive work 
environment. 

Creates opportunities for a 
positive, productive work 
environment. 

 

   Takes no interest in 
how the work 
environment appears 
to others 

   Unable to retrieve work 
product in a timely 
fashion 

   Receives complaints 
about appropriate 
desk/office items 

   Does not maintain safe 
and/or clean work area 

   Does not report 
problems 

   Takes an interest in how 
the work environment 
appears to others and 
begins to contribute to 
its appearance 

   Usually can find work 
product in a timely 
manner 

   Rarely receives 
complaints about 
appropriateness of 
desk/office items 

   Work area is usually 
clean and neat 

   Most tools are functional 
when needed; reports 
tool failure for repair 

   Looks for ways to 
enhance the work 
environment 

   Helps others in finding 
work product 

   Never receives 
complaints about 
appropriateness of 
desk/office items 

   Work area is always 
clean and neat and well 
organized 

   Tools are avialble and 
functional when needed 

  Creates an inviting and 
attractive environment, 
while operating within the 
constraints of a limited 
budget 

   Highly organized work 
station 

   Receives favorable 
comments about 
organizational skills and 
about appropriateness of 
desk/office items 

   Provides information to 
co-workers concerning 
organizational techniques 

   Anticipates needs for 
supplies and tool 
maintenance 

3.3 

Grooming and 
Dress 

Does not convey a professional image.  Conveys a professional image.   
  

   Dresses inappropriately for job responsibilities  
   Receives repeated complaints about dress or hygiene 

   Dresses in an appropriate manner 
   Always demonstrates good hygiene and grooming 

 

3.4 

Attendance 

   Repeatedly absent without following district reporting 
system 

   Exceeds annual allocation of leave without prior 
approval 

   Frequently not at work during scheduled work hours 
without prior approval 

   Follows district reporting system for absences 
   Works within annual allocation of leave 
   Typically at work during scheduled work hours  
   Seeks prior approval for anticipated absences, lateness, or 

extenuating circumstances 
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GOAL-SETTING AND EVALUATION SUMMARY 

INDIVIDUAL GOALS PLANNED STRATEGIES AND 
ACTIVITIES 

PROJECTED 
TIMELINE 

How will you know that you have 
successfully accomplished your 

goal(s)?: 

PROGRESS TOWARD 
GOAL/COMPLETION 

DATE 

     

    

     

    

 

SUMMARY COMMENTS 
(May attach additional page if necessary) 

EMPLOYEE SUPERVISOR 

  

 

 Employee Supervisor 

Signature: _________________________________________ ____________________________________________ 

Print Name: _________________________________________ ____________________________________________ 

Date:  _________________________________________ ____________________________________________  
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 Holland Education Support Personnel Association Master Agreement 2018 - 2020 

1 

Letter of Agreement:  Transportation Secretary 

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: 

1. 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. 

2. 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. 

3. 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. 

4. 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. 

5. 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. 

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

future rights.  

7. 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 Brandl: ___________________________________Dated: ____________________ 
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Letter of Agreement:  Payroll Secretary 
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