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SCHEDULE OF BENEFITS 
 
 

OFFICE SUPPORT PERSONNEL 
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I GENERAL 
 
 The benefits outlined herein are for Office Support Personnel of the Northville Public 

Schools as listed under Table A of this Schedule of Benefits. 
 
 
II EMPLOYEE BENEFITS 
 
 Full benefits as stated herewith shall be available to only those who are employed in a 

full time capacity in a position listed under Table A . 
 
 For the purpose of establishing eligibility for implementation of those benefits, a full-

time employee shall be considered a person who performs an assignment of: 
 
 A.  Eight hours per day for 12 Month Calendar Year staff, less eligible vacation, 
       holidays and authorized absences, or  
 
 B.  Eight hours per day for K-12 Calendar Year staff or 
 

C. Eight hours per day for the Standard SEP calendar plus 6 hours per day for the 
summer days making up the Extended SEP calendar and any additional hours  needed 
to complete the 1758 actual work hours required each year.   

      
 Employees whose assignment meets or exceeds an average of four (4) hours per day (but 

is less than full time as previously defined) and constitutes a K-12 or SEP school 
calendar work year, shall be entitled to a pro-rated portion of the benefits provided to 
full-time Office Support Personnel, including holiday pay.  This shall also apply to the  
Retirement Payout as defined in Section IV (I) for Office Support Personnel employed as 
of October 31, 2008. 
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III COMPENSATION 
 
 All Office Support Personnel shall be paid in accordance with the District adopted 

Hourly Wage Schedule.  All wages shall be set on an hourly basis in keeping with the 
classification of assignment.  For full-time employees, annual salaries will be computed 
by multiplying the hourly rate for a given classification as follows: 

 
 A. 12 Month Calendar Year Staff, 
 
  The annual salary for full-time 12 Month Calendar Year staff equals the hourly 

 rate times 256 days times 8 hours per day. Of the 12 Month Calendar Year, eleven  
 (11) days are paid holidays, and a number are paid vacation days in accordance 
 with vacation eligibility. 

   
  Full-time 12 Month Calendar Year staff will have 5 unpaid work days off 

 between the Christmas and New Years Holidays.  Should any of these days be 
 paid holiday(s), the 12 Month Calendar Year staff will be granted another day 
 off as requested and approved by their supervisor and the Director of Human 
 Resources.  The day must be used during the same 12 Month Calendar Year. 

 
  Full-time 12 Month Calendar Year staff and SEP employees shall receive their  
  annual salary in 26 equal bi-weekly pays.  However, K-12 Calendar Year staff 
   have the option of electing 24 pays or 26 pays. 
 
 All 12 Month Calendar Year staff and SEP employee salaries shall be adjusted as 

of July 1 of each fiscal year.  All K-12 Calendar Year staff salaries shall be 
adjusted as of August 1 of each fiscal year.  Hourly employees shall be paid bi-
weekly on an hourly basis for actual hours worked.   

 
  Any employee serving in a classification between July 1 and June 30th shall 

 receive a pay level adjustment pro-rated according to number of days worked. 
 
 B. K-12 Calendar Year Staff 
 
  The annual salary for full-time K-12 Calendar Year staff equals the hourly rate 

 times 211 days times 8 hours per day, plus the hourly rate times twenty (21) 
  days times eight hours per day. These 21 days represent 12 vacation days and 9 

 holidays.  Thus,vacation time and holidays are built into the K-12 Calendar 
  Year salary. Therefore, the 211 days in the work schedule reflect actual work 
  days. Vacation days do not accrue since the salary reflects payment for same. 
 
  At six (6) years of employment, the annual salary for full-time K-12 Calendar 
  Year staff shall be increased by 3 days times 8 hours.  At 12 years of  
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  employment, the annual salary will be increased by $145 for each year past the 
 11th year up to the 16th year for 2008-09.  This amount will be increased by the 
 same percentage rate that is applied in establishing the salary schedule. 

 
K-12 Calendar Year staff work the regular K-12 school calendar plus the 
additional days required to complete the annual 211 days. 

 
C.        SEP Personnel, the annual salary consists of the hourly rate applied to the          
 SEP Standard Calendar eight-hour days, and six-hour shortened summer days 
 to complete the SEP Extended Calendar year, plus any additional hours needed 
 to complete the required 1,758 actual work hours.  

 
  At six (6) years of employment, the annual salary for full-time SEP personnel 

 shall be increased by 3 days times 8 hours.  At 12 years of employment, the 
 annual salary will be increased by $145 for each year past the 11th year up to 
 the 16th year, effective 2008-09.  This amount will be increased by the same 
 percentage rate that is applied in establishing the salary schedule. 

 
SEP Personnel will also be paid for twenty one (21) full (eight hour) days to 
compensate for vacation and holidays. Vacation days do not accrue since the 
salary reflects payment for vacation time. 

 
D.  Longevity  
 
 Office Support Personnel whose assignment meets or exceeds an average of 
 four (4) hours per day and constitutes a minimum K-12 or SEP school calendar 
 work year, shall be eligible for a wage or salary adjustment of 6% above their 
 base, beginning with the 11th year of full-time equated employment within the 
 District.. The six (6%) percent will be applied annually to the appropriate base 
 rate.   
 

 E. Outside Experience  
 
  Up to two (2) years of credit may be granted on the salary schedule subject to 
   worthy outside experience and subject to approval of the Superintendent or his 

  designee.  However, such credit will only be  granted at the time of 
employment  or at the end of the first 90 days of employment. 

  
 F. Interim Principal/Supervisor 
 
  In the event an interim principal/supervisor is hired for a building in which 
  there is only one (1) administrator, the Administrative Assistant shall receive  
  the 12 Month Calendar Year, Group G hourly rate at their same level for a  
   period not to exceed three (3) months. 
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 G.   Associates Degree 
 

 There will be a seven hundred and fifty dollar ($750) stipend for employees 
 who have earned an Associates Degree or higher from an accredited college or 
 university.  The employee is responsible for providing official transcripts to the 
 District.  This stipend will not be added to the base salary but will be payable 
 with the first check in December of each year. 
 
H.  Tuition Reimbursement 
 

  Full-time employees will be reimbursed for actual tuition expenses paid not to 
 exceed six hundred and fifty dollars ($650) per year.  Credits reimbursable 
 must be directly related to the employee's area of work and have the approval 
 of the Superintendent or his designee prior to taking the course.  To qualify for 
 tuition reimbursement, the employee must: 

 
  1. Complete an application form as provided by the District. 
  

 2. Provide appropriate verification indicating satisfactory completion 
   of course(s) taken. 
 
  3. Provide a copy of an appropriate tuition receipt. 
 
  4. Provide a copy of the Superintendent's (or his designee's) prior 
   approval to take the course. 
 
  5. Submit the application for reimbursement within six (6) months 
   after the completion of the course. 

 
 Employees whose assignment meets or exceeds an average of four (4) hours 
 per day and constitutes a regular K-12 or SEP school calendar work year, shall 
 be entitled to a pro-rated portion of tuition reimbursement. 

 
I.  Retirement Pay Out 

 
  The District agrees to pay regular full-time employees with five (5) or more 

 years of active service to the Northville Public Schools, upon retirement from 
 the school district, one half (1/2) of their regular daily rate times one half (1/2) 
 of their unused leave days up to a maximum of 212 days.  This provision will 

  only apply to Office Support Personnel employed as of October 31, 2008, and 
 will not be affected if they change positions. 

 
 To be eligible for retirement benefits, the employee must notify the District 
 ninety (90) days prior to the  retirement date of her/his intention to retire.  
 Retirement shall be defined as discontinuance of employment with the School 
 District and submission of proof to the effect that the employee will actually 

 5



 receive retirement benefits from the Michigan School Employee's Retirement 
 Fund, for the period commencing on the first day of the month following the 
 month of his/her termination. 
 
IV HOURS OF WORK  

 
  Office Support Personnel staff members shall document hours worked on a 
  daily log and submit the log to  the Director of Human Resources each month. 
  
  The District shall schedule the hours of work according to the needs of the  
  school  system. The normal work week shall be Monday through Sunday. All  
  work authorized by an employee’s supervisor and performed by an employee in  
  excess of forty (40) hours in any one (1) work week will be paid at the rate of  
  time and one- half (1-1/2) an employee’s regular rate.  Compensatory time-off  
  in lieu of overtime shall be permitted as set forth above, i.e., one hour and ½  
  (1-1/2) will be granted for one hour’s work if the employee works 40 hours in  
  that week. 
 
 
V INSURANCE 
 
 A.   Term Life Insurance 
 
  All full-time employees shall be entitled to a $25,000 Term Life Insurance plus 

 accidental death and dismemberment.  An additional twenty-five thousand 
 dollars  ($25,000) of term life insurance will be provided to those full-time 
 employees  who elect not to be covered by the School District's health 
insurance policy. 

 
 Employees whose assignment exceeds an average of four (4) hours per day (but 
 is less than full-time as previously defined) and who work a K-12 or SEP 
 school calendar year, shall be entitled to $15,000 term life insurance plus 
 accidental death and dismemberment. 

 
  All employees (20 hours or more per week) may purchase additional term life 

 insurance in multiples of $10,000.  The plan enables you to purchase from 
 $10,000 - $100,000 of term life insurance. 

 
 B.   Health Insurance 
 
  For the life of this Agreement, the Employer shall pay the premiums to the 

 level specified herein to provide a Blue Cross/Blue Shield Community Blue 
 PPO or Health Alliance Plan HMO for regular, full-time employees and their 
 eligible dependents who enroll in said plan. 

  Effective July 1, 2007, the District will also offer Community Blue 2 PPO with a 
 $10/$20 2x mail order prescription drug.  Community Blue 2 shall become the  
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 base plan.  Eligible employees selecting one of the other  insurance plans 
 offered by the District shall pay the difference in cost, if any, based on the 
 illustrative rates for the Blue Cross Plans (and the HAP premium rate for HAP). 
 

1. The District will provide the PDCM and PCD riders (contraceptive and   
  hormone replacement) to the existing Blue Cross/Blue Shield Plans, with   
  employee payment for said prescriptions made according to the established  
  agreement for payment of prescription drug benefits and co-pays.  For mail  
  order prescription drugs there shall be two co-pays. 
 

2. Office Support Personnel hired after July 1, 2007 will be enrolled in the PPO  
  Community Blue 2 or the District’s base medical insurance plan, with the 
   opportunity to ‘buy up’ to PPO 1 or HAP. 
 
3 Employee premium contributions shall be by payroll deduction which is hereby  
  authorized.   In addition to any deductions for Office Support Personnel 
  purchasing PPO1 or HAP, individuals will make the following contribution: 
    
   2009-10 1/8 of 1% of annual salary 
   2010-11 1/8 of 1% of annual salary 
 
4. Employees and/or dependents who have their primary health coverage   
  provided through the employer of their spouse will not be entitled to duplicate  
  payment on the same benefit pursuant to the above.  If the member should lose  
  such coverage, they shall become eligible for benefits of this agreement   
  without penalty. 

  
 The District will pay a pro-rated share of the health insurance premium for 

employees whose assignment meets or exceeds an average of four (4) hours per 
day (but is less than full-time as previously defined) and constitutes a K-12 or SEP 
school calendar year, provided that they agree to pay the balance of the premium 
through payroll deduction. 
 
C.   Dental Insurance 
 

  After one (1) year of service to the District, all full-time employees shall be 
 entitled to be covered by a dental plan paid for by the District.  The District 
 will provide an orthodontic rider to cover dependent children through age 
 eighteen at a fifty percent (50%) benefit level (co-pay) with a $1,000 maximum 
 per eligible member. 
 
 The District will pay a pro-rated share of the dental insurance premium for 
 employees whose assignment meets or exceeds an average of four (4) hours per 
 day (but is less than full-time as previously defined) and constitutes a K-12 or 
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 SEP school calendar year, provided that they agree to pay the balance through 
 payroll deduction. 

   
 D.   Incentive Health Care Opt Out 
 
  Full-time Office Support Personnel who decline the District medical and dental 

 coverage will receive payment up to $1,000 according to the following 
 schedule for the period between: 

 
       July 1 and December 31 - $500 payable on the first pay in January 
      January 1 and June 30  -   $500 payable on the second pay in June 
 
  To be eligible, the employee must show proof of insurance elsewhere and have 

 been without District insurance for the full period.  Employees will not be eligible 
 if their spouse has District coverage. 

 
 E.   Vision Insurance   
 
  All full-time employees shall be entitled to enroll in a Vision Care insurance 

 program paid for by the District. 
 
  The District will pay a pro-rated share of the vision insurance premium for 

 employees whose assignment meets or exceeds an average of four (4) hours per 
 day (but is less than full-time as previously defined) and constitutes a K-12 or 
 SEP school calendar year,  provided that they agree to pay the balance through 
 payroll deduction. 

 
 F.  Long Term Disability Insurance 
 
  All full-time employees, as well as part-time employees, employed on a regular 

 basis for six (6) or more hours daily under the K-12 or SEP school calendar 
 annually, shall be entitled to be covered by long-term disability insurance paid 
 by the District.  Full-time employees, as defined above, shall be entitled to 
 long- term disability coverage equal to two-thirds (2/3) of their monthly salary 
capped  at two thousand ($2,000) dollars.  Payment of benefits shall be determined 
by  the terms and conditions as established by the carrier in the  contract with the 
 District.  Employees have the option, through payroll deduction, to 
 purchase  additional coverage if the District’s contribution does not equal 
two-thirds (2/3) of  the employee’s monthly salary.  

 
 G.  Workers’ Compensation  
 
  Any employee who is absent from work due to an injury or disease 

 compensable  under the Michigan Worker’s Compensation Act will receive from 
the Board of  Education the difference between the allowance under the Act and his/her 
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regular  salary for a period of time that funds from his/her accumulated sick leave 
bank  will provide, but not to exceed one year. 

 
  When the employee returns, one-half (1/2) of the portion of his/her sick leave 

 bank used will be returned to his/her leave bank.  In addition, the Board of 
 Education will pay either the regular or the difference between the regular salary 
 and the allowance under the Act for all working days prior to the eighth day 
 after injury or disease without loss or credit from the sick leave bank. 

   
VI LEAVE DAYS 
 
 A.  Sick Leave, Family Illness and Business Days 
 
 Each full time employee, as previously defined, shall accrue leave days annually.  Leave 

days, under this section are defined as personal illness, family illness and business days.  
Business days are defined as business related to the individual employee which cannot be 
attended to during non-working hours.  Business days must be approved by the 
immediate supervisor with one day advance notice. 

 
 Office Support Personnel may use their yearly leave allocation in order to care for a 

member of their immediate family who has a health condition.  Immediate family is 
defined as father, mother, spouse, sister, brother, father-in-law, mother-in-law, parental 
grandparents, children, grandchildren, step-parents, step-child, step-brother/sister, foster 
child living in the home and legal guardian.   

  
 This provision is not intended to be used in conjunction with the Family Medical Leave 

Act (FMLA) provision. 
 
 Personal and family illness absences must be reported to the District’s sub-finder system 

no later than sixty (60) minutes prior to the regular reporting time on the day of the 
absence. 

 
 Leave days for current Office Support Personnel will accrue as follows: 
 
         12 Month Cal.  K-12 Calendar    SEP Calendar  
 Less than five (5) years    14.5  days/year        12.5 days/year        13.5 days/year    
 More than five (5) years    20.5 days/year         17.5 days/year        19.0 days/year 
 
 Leave days for Office Support Personnel hired after July 1, 2007, will accrue as 

follows:              
          12 Month Cal.          K-12 Calendar     SEP Calendar 
 Less than five (5) years   12  days/year  10 days/year        11 days/year 
 More than five (5) years   14  days/year  12 days/year        13 days/year 
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 All employees whose assignment meets or exceeds an average of four hours daily and 
constitutes a normal K-12 or SEP school calendar year, shall be entitled to a pro-rated 
portion of Leave Days. 

 
 B.   Family and Medical Leave Act  (F.M.L.A.) 
 
  The District shall grant, per year, unpaid leaves up to a total of twelve (12) 

 weeks under the terms and conditions as described herein. 
 
  Employees are eligible for up to twelve (12) weeks of unpaid leave if they have 

 been employed by the District for at least twelve (12) months prior to the com-
 mencement of the leave and have worked at  least 1250 hours during the year 

  preceding the start of the leave.  When unpaid leave is foreseeable, the 
  employee will provide the District with a minimum of thirty (30) days prior 
  written notice.  The notice will include the reason for the leave, the beginning 
  date and expected ending date. 
 
  Eligible employees may take up to twelve (12) weeks of unpaid leave for one 

 or more of the following reasons: 
 
  1. Because of the birth of a son or a daughter of the employee 
   and in order to care for such son or daughter. 
 
  2. Because of the placement of a son or daughter with the 
   employee for adoption or foster care. 
 
  3. In order to care for the spouse, son, daughter, step child, 
   legal ward or parent, of the employee, if such spouse, son, 
   daughter, step child, legal ward or parent has a serious 
   health condition which requires inpatient care in a hospital, 
   hospice, or residential medical care facility; or continuing 
   treatment by a health care provider. 
  4. The employee's own serious health condition that makes the 
   employee unable to perform the functions of the employee's 
   position. 
 
  The District may require medical certification of the serious health condition 

 from the health care provider.  Certification, if required, must include the date 
 on which the condition commenced, the probable duration of the condition, the 
 appropriate medical facts regarding the condition and a statement that the 
 employee either is needed to care for the person or is unable to perform the 
 functions of his/her position. 

 
  The District, at its expense, may designate a second health care provider to 

 provide a second opinion.  Upon return to work, the District may require a 
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 written  notification from the health care provider certifying that the 
employee is able  to resume work. 

 
  When both spouses are employed by the Northville Public Schools, the 

 combined amount of leave for birth, adoption, foster placement or illness of a 
 parent will be limited to twelve (12) weeks in any 12 month period.  
 Entitlement for child care ends after the child reaches age one (1) year or twelve 
 (12) months after the adoption or placement. 

 
  In the event that an employee shall require intermittent or reduced leave under 

 the terms of the Family and Medical Leave Act, the District will work with the 
 employee to arrange a mutually agreeable leave schedule according to the 
 provisions of Section 102B and Section 108C of the Family and Medical Leave
 Act of 1993.  The decision of the District shall be final. 

  
  Upon the employee's return from leave, he/she will be restored either to the 

 position of employment previously held or an equivalent position with 
 equivalent employment benefits, pay and other terms and conditions of 
 employment.   

 
 Assignment of the employee shall be the decision of the Board.  Health 
 benefits will be continued during the leave under the same conditions and at 
 the same level as if the employee was employed.  Seniority will continue to 
 accrue during the leave. 
 
 The District, at it's sole option, may require the employee to use accrued paid 
 leave prior to beginning an unpaid leave under the Family and Medical Leave  
 Act.  No employee will be required to draw their accrued leave bank  
 below a total of twenty (20) days. 

 
 The District, at it's sole option, may require the employee to use accrued paid 
 vacation leave prior to beginning an unpaid leave under the Family and 
 Medical Leave Act.  No employee will be required to draw their personal 
 accrued vacation bank below a total of ten (10) days. 
 

 C.   Bereavement   
 

  All full-time employees, and employees whose assignment meets or exceeds 
 four (4) hours/day, annually, under the regular K-12 or SEP school calendar 
 shall be entitled to be absent in the event of a death in the immediate family, 
 for up to the three (3) normally scheduled work days following the death to 
 attend the funeral,  if the distance is within a 200 mile radius of the 
 employee's home, and four (4) days outside the radius.   
 
 Immediate family for purposes of bereavement shall mean father, mother, spouse, 
 sister, sister-in-law,  brother, brother-in-law,  father-in-law, mother-in-law, 
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 parental grandparents, children, grandchildren, step-parents, step-child, step-
 brother/sister, foster child living in the home and legal guardian.  Said 
 bereavement days are subject to the approval of the Superintendent or the 
 Superintendent's designee. 

 
 D. Jury Duty Leave 
 
  Office Support Personnel staff members shall be granted a leave of absence 

 not deductible from his/her leave allocation for jury duty. 
 
  An Office Support Personnel staff member who serves on jury duty on a 

 scheduled work day shall endorse the juror’s pay over to the Northville Public 
 Schools, minus the mileage allowance and will be paid their regular pay rate for 
 the day(s). 

 
  The District reserves the right to ask to have the Office Support Personnel  staff 

 member excused from jury duty and the Office support Personnel staff 
 member agrees to assist the District in this effort if requested. 

 
  Office Support Personnel staff members requested to appear in Court to give 

 testimony in a case connected with the Office Support Personnel staff 
 member’s employment with the District shall be granted a leave of absence 
 not deducted from his/her leave allocation, provided such appearance is not 
 brought about by an illegal and/or negligent action on the part of the Office 
 Support Personnel staff member or by an action against the District by an 
 employee.  

  
 E.   Holidays 
 
  All full-time 12 Month Calendar Year staff employees shall be granted time off 

 with pay for the following holidays:  Independence Day, Friday before Labor 
 Day, Labor Day, Thanksgiving Day and the day after Thanksgiving, Christmas 

  Eve Day, Christmas Day, New Year's Day, Good Friday, Easter Monday and 
 Memorial Day.  K-12 and SEP Calendar Year staffs shall also receive the Friday 
 before  Labor Day as a paid holiday. 

 
  Additional days off with pay resulting from regular school closings may be 

 granted subject to the approval of the Superintendent. 
 
  Holiday pay has been built into the salary schedule for K-12 Calendar Year 

 staff and SEP Calendary Year staff. 
  
   
  
 F.   Vacation  
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  Vacation pay is built into the salary schedule for K-12 Calendar  staff and SEP  
 staff in accordance with the provisions outlined in Article III-B. 

 
  12 Month Calendar staff earn paid vacation time off in accordance with the 

 provisions outlined in this section. 12 Month Calendar Staff may use accrued 
 vacation time to cover the five (5) unpaid work days over the winter break. 

   
 Effective July 1, 2007, full-time 12 Month Calendar staff shall earn vacation with pay 

based on full-time equated years of service (see paragraph 6 below) in the Office Support 
Personnel group as of June 30th of each year in accordance with the following: 

 
 Completed Years of Service as of June 30th Vacation Days With Pay  
 First Year through Fifth Year     13 Days 
 Sixth Year through Tenth Year    17 Days 
 Eleventh Year       18 Days 
 Twelfth Year       19 Days 
 Thirteenth Year and Beyond     20 Days 
  

1.   Vacation days will be pro-rated for new hires. 
 
2. Vacation time will be front loaded on July 1st each year.  If an employee discontinues 

employment during the school year, said employee will be charged for any unearned 
vacation that may have been used. 

 
3. An employee whose assignment meets or exceeds an average of four (4) hours per 

day and constitutes a 12 Month Calendar Year shall be entitled to a pro-rated portion 
of vacation days. 

 
      The District agrees to compensate regular full time Office Support Personnel 
       with 5 or more years of active service to the District, a maxiumum of 25 unused       
      vacation days at the employees hourly rate upon resignation/retirement. 
 

4. All vacation time shall be taken upon the approval of the employee’s immediate 
supervisor and the Human Resources Office, subject to the understanding vacation 
days may not be approved if it creates an overtime situation.  

 
5. Vacation pay for full-time K-12 Calendar year staff is built into the Compensation 

Schedule, as set forth in Article III.B, above. 
 

6. A K-12 Calendar year employee who becomes a 12 Month Calendar Year staff will 
have their years of service equated to full-time for purposes of this vacation policy. 

 
 
VII K-12 CALENDAR  YEAR – START/END DATES   
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 The typical work year for K-12 Calendar Year staff will begin three (3) weeks before the 
school year begins and conclude two (2) weeks after the school year is completed. 

 
 
VIII  SCHOOL CLOSINGS 
 
 When the District determines that a school building or buildings are closed during a work 

day, the “school building” Office Support Personnel will not report for work unless 
specifically instructed to do so by the immediate supervisor. 

 
 Central Office and Educational Technology Office Support Personnel are categorized as 

“Central Office”  therefore, when school is cancelled those employees who must report to 
work to complete their normal duties, or those who report at their own discretion shall 
receive an additional day off at another time if they report to work by 10:00 a.m. and 
remain until the conclusion of the work day. This additional day off must be used  before 
the end of the school year in which it is earned. 

 
IX PROFESSIONAL DEVELOPMENT 
 
 The District agrees to budget $2,000 per year to enable employees to attend approved 

conferences and workshops in topical areas directly related to their work assignment as 
approved by the immediate supervisor and the Director of Human Resources 

  
 CPR First Aid Training    
 
 All office support personnel working in schools should be trained in CPR and first aid as 

back up personnel to handle emergency situations.  Administration will schedule training 
in consultation with the Office Support Personnel leadership. 

 
 
X DISTRIBUTION OF STUDENT MEDICATION   
 
 Office Support Personnel will not be required to administer medication without a signed 

prescription form from a medical doctor.   
 
 Office Support Personnel will not administer injections (shots) with the exception of a 

prescribed Epi-pen, and then only in the case of a life-threatening emergency. 
 
 
 
 
 
XI PERSONNEL FILE 
 
 Upon written request, employees will be allowed to review their personnel file with the 

Human Resources Office.  If the employee believes that the material included in her/his 
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personnel file is inaccurate or inappropriate, that employee has the right to submit a 
written statement regarding the material in question. 

 
 
XII EVALUATION 
 
 Office Support Personnel shall be evaluated every three (3) years unless performance 

concerns warrant more frequent evaluations.  If this individual’s performance is deemed 
unsatisfactory, the supervisor will develop an individual plan of development. 

 
 
XIII APPEAL PROCEDURE  
 
 An employee having a complaint regarding his/her conditions of employment, shall first 

address the matter with his/her immediate supervisor.  If the matter is not resolved, the 
employee may appeal the matter to the Director of Human Resources or his/her designee. 

 
 
IVX     POLICY DURATION 
 
 This policy was adopted with the full intent that the conditions of employment as 
 established herein shall be in full force and effective for the period of July 1, 2008 
 through June 30, 2011. 
  
 
 
 
 
 
 
 
12/17/08 ln 
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TABLE A 
 

OFFICE SUPPORT PERSONNEL - JOB CLASSIFICATIONS 
 
 
GROUP   H 
 
Administrative Assistant – Assistant Superintendent of Administrative Services 
Administrative Assistant – Assistant Superintendent of Instructional Services 
 
GROUP   G 
 
Administrative Assistant – Superintendent 
Administrative Assistant – Director of Business and Finance 
Administrative Assistant – Director of Human Resources 
Administrative Assistant – Director of Special Services 
Payroll Specialist 
Benefits Specialist 
Accounts Payable Specialist 
Student Records Specialist - District 
 
GROUP   F 
 
Administrative Assistant – High School Building 
Administrative Assistant – Middle School Building 
Administrative Assistant – Elementary Building 
Administrative Assistant – Director of Operations 
Administrative Assistant/Dispatcher – Transportation 
Administrative Assistant – Food Service Manager 
Administrative Assistant –Instructional Services 
Administrative Assistant – Curriculum Resource Center 
Staff Attendance Specialist 
 
GROUP   E 
 
Administrative Assistant – K-12 Special Education Program 
 
GROUP   D 
 
Administrative Assistant – Director of Educational Technology 
Administrative Assistant – SEP Building 
Administrative Assistant – High School Assistant Principal 
Administrative Assistant – High School Attendance Specialist 
Administrative Assistant – High School Counseling Office 
Administrative Assistant – Athletic Director 
Student Records Specialist – High School 
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 OFFICE SUPPORT PERSONNEL - JOB CLASSIFICATIONS 

 
(continued) 
 
GROUP   C 
 
Administrative Aide – Board of Education 
Administrative Aide – High School 
Administrative Aide – Middle School Building 
Administrative Aide – Elementary Building 
 
GROUP   B 
 
None at this time 
 
GROUP   A 
 
Administrative Aide – Educational Technology 
Administrative Aide – Transportation 
Administrative Aide – High School 
Administrative Aide – Special Education 
 
 
 
 
 
 
 
 
 
11/24/08ln 
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OFFICE SUPPORT PERSONNEL 
2008-09 SALARY SCHEDULE       1856 HOURS 

 YEAR 1 2 3 4 5 6 7 8 

GROUP          

F  15.99 16.61 17.25 17.90 18.58 19.30 20.03 21.02

E  15.38 15.96 16.58 17.21 17.87 18.55 19.27 20.19

D  14.79 15.35 15.94 16.56 17.18 17.84 18.52 19.42

C  14.22 14.77 15.33 15.91 16.51 17.16 17.82 18.67

B  13.68 14.19 14.75 15.30 15.89 16.48 17.13 17.97

A  13.15 13.65 14.17 14.72 15.28 15.86 16.46 17.27

          
 YEAR 1 2 3 4 5 6 7 8 

GROUP          

F   29,677 30,828 32,016 33,222  34,484 35,821 37,176 39,013 

E   28,545 29,622 30,772 31,942  33,167 34,429 35,765 37,473 

D   27,450 28,490 29,585 30,735  31,886 33,111 34,373 36,044 

C   26,392 27,413 28,452 29,529  30,643 31,849 33,074 34,652 

B   25,390 26,337 27,376 28,397  29,492 30,587 31,793  33,352 

A   24,406 25,334 26,300 27,320  28,360 29,436 30,550 32,053 

YEARS 6THROUGH 10 (1880 HOURS)  THREE ADDITIONAL PAID VACATION DAYS 

 YEAR 5 6 7 8     

GROUP          

F   34,930 36,284 37,656 39,518     

E   33,596 34,874  36,228 37,957     

D   32,298 33,539 34,818 36,510     

C   31,039 32,261 33,502 35,100     

B   29,873 30,982 32,204 33,784     

A   28,726 29,817 30,945 32,468     

YEAR 11 (ADD 6% LONGEVITY 
 YEAR 5 6 7 8     

GROUP          

F   37,026 38,461 39,916 41,889     

E   35,611 36,966 38,401 40,235     

D   34,236 35,552 36,907 38,700     
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C   32,901 34,196 35,512 37,206     

B   31,666 32,841 34,137 35,811     

A   30,450 31,606 32,801  34,416     

YEARS 12 THROUGH 16 (includes $145.00 for each year past the 11th up to the 16th year)  

GROUP  12 YEARS 13 YEARS 14 YEARS 15 YEARS  16 YEARS    

F   42,034 42,179 42,324 42,469  42,614    

E   40,380 40,525 40,670 40,815  40,960    

D   38,845 38,990 39,135 39,280  39,425    

C   37,351 37,496 37,641 37,786  37,931    

B   35,956 36,101 36,246 36,391  36,536    

A   34,561 34,706 34,851 34,996  35,141    
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OFFICE SUPPORT PERSONNEL – SEP 

2008-09 SALARY SCHEDULE     1926 HOURS 
 
 

YEAR 1 2 3 4 5 6 7 8 

GROUP          

D  14.79 15.35 15.94 16.56 17.18 17.84 18.52 19.42

A  13.15 13.65 14.17 14.72 15.28 15.86 16.46 17.27

          
          
          
          
          
          
 YEAR 1 2 3 4 5 6 7 8 

GROUP          

D   28,486  29,564 30,700 31,895 33,089  34,360  35,670 37,403 

A   25,327  26,290 27,291 28,351 29,429  30,546  31,702 33,262 

          
  
 

    GROUP A GROUP D (Based on step 8) 

YEARS 6 THROUGH 10  33,677 37,869 (Three additional paid vacation days-1950 hours) 

YEAR 11    35,697 40,141 (Includes 6% longevity) 

YEAR 12    35,842 40,286 (Includes $145.00 for each year past the 

YEAR 13    35,987  40,431 11th year up to the 16th year) 

YEAR 14    36,132 40,576     

YEAR 15    36,277 40,721     

YEAR 16    36,422 40,866     



 
OFFICE SUPPORT PERSONNEL 

2008-09 SALARY SCHEDULE     2048 HOURS 
1 2 3 4 5 Y  EAR 6 7 8

UP

AR 1 2 3 4 5 6 7 8

  

GR  O          

H  17.30 17.97 18.64 19.36 20.10 20.88 21.65 22.71

G  16.63 17.27 17.93 18.64 19.33 20.06 20.84 21.84

F  15.99 16.61 17.25 17.90 18.58 19.30 20.03 21.02

E  15.38 15.96 16.58 17.21 17.87 18.55 19.27 20.19

D  14.79 15.35 15.94 16.56 17.18 17.84 18.52 19.42

C  14.22 14.77 15.33 15.91 16.51 17.16 17.82 18.67

B  13.68 14.19 14.75 15.30 15.89 16.48 17.13 17.97

A  13.15 13.65 14.17 14.72 15.28 15.86 16.46 17.27

 YE  
UP

  
GR  O          

H   35,430  36,803  38,175 39,649 41,165 42,762  44,339 46,510 

G   34,058  35,369  36,721 38,175 39,588 41,083 42,680 44,728 

F   32,748  34,017  35,328 36,659 38,052 39,526 41,021 43,049 

E   31,498  32,686  33,956 35,246 36,598 37,990 39,465 41,349 

D   30,290  31,437  32,645 33,915 35,185 36,536 37,929 39,772 

C   29,123  30,249  31,396 32,584 33,812 35,144 36,495 38,236 

B   28,017  29,061  30,208 31,334 32,543 33,751 35,082 36,803 

A   26,931  27,955  29,020 30,147  31,293 32,481 33,710 35,369 

INCLUDES 6% LONGEVITY 
 YEAR 6 7 8      

GROUP          

H   45,328  46,999  49,301      

G   43,548  45,241  47,412      

F   41,898  43,482  45,632      

E   40,269  41,833  43,830      

D   38,728  40,205  42,158      

C   37,253  38,685  40,530      

B   35,776  37,187  39,011      

A   34,430  35,733  37,491      

 
 


	      July 1 and December 31 - $500 payable on the first pay in January
	To be eligible, the employee must show proof of insurance elsewhere and have  been without District insurance for the full period.  Employees will not be eligible  if their spouse has District coverage.
	OFFICE SUPPORT PERSONNEL - JOB CLASSIFICATIONS

