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WAGE & BENEFIT POLICY
SECRETARIAL EMPLOYEES

I DURATION OF POLICY

This Policy shall become effective on July 1, 20132016 and remain in full force and effect
through June 30, 20162010,

.  COVERED CLASSIFICATIONS

Classifications covered by this Policyare:

Secretary

Athletic Office Secretary

High School Central Accounts Secretary
Sludent Bervices Seorelary
Administrative Assistant

ill. HOURS OF WORK

The payroll work week shall start at 12:00 am Sunday and continue until 11:59 pm
Saturday.

12-month Secretaries and Administrative Assistants are assigned a 37.5 hour workweek. Each
working day consists of a 7.5 hour workday, exclusive of an unpaid lunch, including (2) 10-minute
breaks.

Athletic Gftice Secrelades witlbwork 12 months per year twerly (203 hotns perweek, with one (13 10-
e wreak-per day.

High School Central Accounts Secretaries will work 4 hours per day, up to 10 months per year with
one (1) ten-minute break per day.

Student-Services Soorelaries will regulady work-an-8-hour day.exclusive of an unpaid unehewith (21
10 mmnute breaks, forup 1010 months per year: Student Serviges Secretaries will work duiing the
stminer momhs by mutual arrangement as approved by the Building Adminisiraior.

a. Overtime

Approved hours worked in excess of forty (40) hours per week shall be paid at a rate of
1 Y2 times the regular rate of pay. All hours worked greater than 37 ¥ hours per week butequal
to or less than 40 hours per week will be paid at the employee's regular hourly rate.

b. Hours Limitation

At no time will any employee included as a party to this Policy be scheduled or allowed to accept
multiple positions within the District such that their total hours per week would reguiarly exceed
40.
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Staff included as a party to this Policy who are regularly scheduled to work 29 hours per week or
less will at no time be scheduled or allowed to work another District position such that the total of
hours per week exceeds 29, unless expressly approved in advance by the Board of School
Directors.

IV. COMPLAINT PROCEDURE

Recognizing that reconciliation and disposition of complaints is in the best interests of the school
children and the general public whom both employer and employees serve, all  complaints
which may arise out of the interpretation of the provisions of this policy shall be resolved as
expeditiously as possible in accordance with the following procedure.

Step 1. Any employee initiating a complaint shall present the complaint to the appropriate
Supervisor/Administrator within ten (10) workdays after the alleged occurrence. The
Supervisor/Administrator shail provide the complainant with an answer within ten (10) working
days of the submission.

Step 2. If the employee is not satisfied with the answer provided by the
Supervisor/Administrator, the employee initiating a complaint shall present the complaint in

writing to the employee within ten (10) workdays after receipt of the written complaint.

Step 3. If the complaint is not resolved by Step 2 to the satisfaction of the employee, the
complaint may be referred to the Superintendent or to his/her designated representative within
ten (10) workdays following the appropiiaie Supervisor/Administrator’s reply. The
Superintendent, or histher designated representative, shall reply, in writing, to the employee
with respect to the complaint within ten (10) workdays after the matter has been so referred.

The Superintendent or his/her designated representative must provide the employee an
opportunity to present the complaint to the Superintendent if the employee requests it.

Step 4, If the complaint is not resolved by Step 3 to the satisfaction of the employee, the
complaint may be referred to the Board of Education at its first regular meeting occurring ten
(10) workdays or more after the Superintendent's reply. The Board of Education shallreply,
in writing, to the employee within ten (10) workdays following the meeting during which the
complaint has been referred.

All time periods above may be extended with both party’s consent.

V. SENIORITY

Seniority shall be defined as the length of an employee's continuous service with the employer.
Seniority shall be computed from the employee's most recent date of hire and shall not
include temporary and/or substitute service.

2
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Employees shall be granted seniority after a period of one hundred eighty (180) days. During
this period, the employee’s performance will be regularly assessed and evalvated. Should an
employee be evaluated as unsatisfactoryin terms of performance, attendance, or other
measurement, immediate termination may occur.

All seniority rights shall be lost and an employee shall be deemed terminated if the employee:

1) Quits or resigns

2) Is discharged for just cause

3) Does not return to work after five (5) consecutive days notice of recall after a layoff

4) |s absent and working elsewhere during the absence

9) |s absent three (3) consecutive scheduled working days without the employer's expressed
consent

6) Fails or refuses to return to work as required after termination of a
leave of absence unless an extension of leave has been granted or a request toextend
the leave is made no less than forty-eight (48) hours prior to expiration of said
leave.

a. Furloughs

Should a layoff or furlough be necessary, the Board will retain the employee with the most
seniority, provided the employee has the ability to do the necessary work. The capability of
the employee to do the necessary work will be determined by the Superintendent or his/her
designated representative(s). Seniority shalf be- determined according to V. above.

VI. WAGES/SALARIES

Active employees covered by this policy who have worked thirty years in the District shall receive
a one-time stipend of $1000. The stipend shall be paid immediately after attaining the years of
service as required.

Wage increases for existing 12-month Secretaries, Administrative Assistants and Student
Services Secretaries shall be calculated as follows:

Effective 7/1/2043. 20116 2.0.%-
2.75% Undividual)
{individuahy BfHective HH20014 - 2.0
Yo ((:smup} Lftective 71172015 2.6
— % {Individual}

The ncreases granted o fulltime employees covered by this policy shall be indvidual 1 natiee
o AU2008 and 7712018 In 2017, each full-time emplovee covered by the policy shall receive

3
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the same flat increase, derived by calculating an amount using the specified percentage of the
group’s combined compensation and dividing by number of I'T aemployees in the group to firgd
|

the individual ncrease,

Classifications covered by this policy will be not be paid while absent from work due to inclement
weather. With Supervisory permission, hours missed up to the regularly scheduled weekly level
may be made up at a later date.
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12-month secretarial employees working less than 29 hours per week will receive
increases proportional to their scheduled working hours.

c leti fi r
Hiah School Central Accounts Secretary

$ 20.0% 18.70 per hour effective 7/1/20:13 20146
$H8.07 per houreHavtive 712014

4
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$19.80 por hour effective 748

Athletic Dffice SBeorelary

$17.49 por hour effective 71/2013
$14.84 per-hour effective 113120144
$18.28 per-hour effective 7120158

Pay Scale for Substitute and Temporary Secretaries:

$ $16.07 14.96 per hour effective 7/1/20132016
$16.26 per hour effective 77142014
#1664 per-hour effective 71412018

$17.38 16.50 per hour effective 7/1/20142016
$16.94 peor hour effective 7142015

Vil. PAID TIME OFF

Paid time off, with the exception of sick leave, especially those days requested before and aftera

holiday, must be pre-approved by Supervision via the employee portal.

Under no circumstances may an employee exceed 100% of regular pay while using accrued paid

time off.

For purposes of this policy, an active employee is an employee who is not on an unpaid leave of

absence, workers compensation, or disability.

a. Holidays



R . R Lty

WAGE & BENEFIT POLICY
SECRETARIAL EMPLOYEES

All the holidays listed as school closings on the school calendar or as revised shall be
| considered paid holidays for active 12-month employees who regularly work 30 hours or
more per week.



Any employee who is absent without leave or reasonable excuse, either on the workday before or
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the workday following a holiday will forfeit the holiday pay.

Any employee who is on an unpaid leave of absence, workers compensation, or disability leave

will forfeit the holiday pay.

Active 12-month employees who regularly work less than 30 hours per will receive

six (6) paid holidays:

, Date Observed Date Observed Date Observed
Holiday 2013 2017-2018 20182019
200420716-
2007
Fourth of July | July 4, 20132016 | July 4. 2017 July 4. 2018

Labor Day September 5, 2016, | September 4, 2017 | September 3, 2018
2013

Thanksgiving November 248, Novamber 23, 2017 | November 22, 2018
20132016

Christmas Eve | December 24, Dac. 24, 2017 December 24, 2018
20132016

Christmas Day

December 25,
20132016

Dec. 25, 2017

December 25, 2018

New Year’s Day

January 1, 20142017

Jan. 1, 218

January 1. 2019

Active 10-month employees who regularly work 30 hours per week or more will receive

six (6) paid holidays:

Holiday

Date
Observed
2013
20142016~
2017

Date Observed
0017-2018

Dale Obselved
2018-2019
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Thanksgiving November 2&24,  [November 23 2017 November 22, 2018
20132016

Christmas Eve December 24, December 24 2017 December 24, 2018
20132016

Christmas Day December 25, Drocombor 25 2007 Docamber 20, 2018

20582010

New Year's Eve | December 31, Drovermbar 312007 Dacember 31, 2018
20432016

New Year's Day [ January 1, January 1, 2008 Uanuary 1, 2018
20142017

Memorial Day May 296, May 28, 2018 May 27 2019
20142017 ‘

Active 10-month employees who regularly work less than 30 hours per week will receive
four (4) paid holidays:

Holida Date Observed Date Dale Ohservoed
y 2044- Observed, S8 2018
20442016, 201772018
2017
Thanksgiving November 244, Novembar 23, 2017 | November 22, 2018
20132016




Christmas Eve
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December 24,
20932018

Dec 24, 2017

Dec. 24, 2018

Christmas Day

December 25,
20132016

Dec. 26, 2017

Dec 25 2018

New Year's Day

January 1, 20142014

Jarn 12018

Jan 1, 70158

Employees who regularly work less thah 30 hours per week shall be compensated for each holiday
based upon the number of hours for which they are regularly scheduled to work each week

divided by 5.

b. Vacation

Active 12-month employees will be granted vacation for the fiscal year in which hired as follows:

Vacation Days
Month of Hire Granted for fiscal year
in which hired
July/August 10 days
September/October 8 days
November/December 6 days
January/February 4 days
March/April 2 days
May/June 0 days

Employees are not eligible to take vacation for the first thirty (30) calendar days ofemployment

At the beginning of each year (July 1st}, the vacation granted to active 12-month employees for the fiscal

year will be as follows:

Completed Fiscal Years of | Number of Vacation
Service as of June 30th Days Granted July 1st
2 years orless 10 days
3 years 11 days
4 years 12 days
5 years 13 days
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6 years 14 days
7 years 15 days
10 years 16 days
11 years 17 days
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Completed Fiscal Years of | Number of Vacation
Service as of June 30th Days Granted July 1st

12 years 18 days
13 years 19 days
14 or more years 20 days

Employees shall be able to carry up to two (2) vacation days into the following year. Up to 2days
will be carried over automatically.

Vacation hours granted to employees shall be proportional to working hours.

Active employees who have at least 10 years of continuous seniority regularly working less
than 30 hours per week in a position covered by this policy may be eligible, upon a status
change to regularly working 30 hours per week or more, to gain credit for service hours worked
for vacation purposes. The maximum credit given shall be for 5 days of vacation.

c. Personal Days

Each active 12-month employee and those working 30 hours per week or more on a regular
basis shali receive two (2) personal leave days of absence without loss of pay during each
school year. If unused, such days shall accumulate from year to year without limitation. No more
than five (5) days may be taken in any Policy year. Requests for more than one (1) personal
day must be submitted to the employee's supervisor via the employee portal at least 24 hours
prior to the requested personal days. Personal days will be pro-rated for those hired after the
start of the fiscal year.

Each active 10-month employee working less than 30 hours per week on a regular basis is
entitled to one (1) personal leave day of absence without loss of pay during each school year. If
unused, such days shall be cumulative from year toyear. No more than five (5) days may
be taken in any contract year. Requests for more than one (1) personal day are to be
submitted to the employee's supervisor via the employee portal at least 24 hours prior to
said personal days. The alloetment of Personal time will be pro-rated for those hired after the
start of the fiscal year.

Personal day hours shall be proportional to scheduled working hours.

d. Emergency Days

Each active employee, during the course of the school year, may be eligible for up to two (2)
emergency days of leave without loss of salary.

An emergency day is a day upon which some unforeseen happening occurs which calls for
immediate actions such as, but not limited to, (a} immediate family iliness requiring
1
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hospitalization or doctor's care, (b) accidents occurring either personally or within the immediate
family, (c) fire, (d) flood or any other unforeseen happening which can be construed as an
emergency. For purposes of (a) and (b) above, "immediate family" shall be defined as father,
mother, husband, wife, son, daughter, ernear relative who resides in the same household, or
any person with whom the person has made his/her home.

As emergencies cannot be predicted prior to their occurrence, it shall be the responsibility of the
empioyee making the request to forward the request for the emergency day’s leave to the district
superintendent via the employee portal within five (5) working days for approval, including an
explanation of the circumstances surrounding the request.

Emergency days shall be proportional to working hours.
e. Sick Leave

Each 12 -month employee shall receive 12 days per year of sick leave for either personal or
family illness. If unused, these days will accumulate and may be used for personal illness in
successive years,

Employees working 10 months per year who are regutarly scheduled to work 30 hours or
more per week will be granted ten (10) sick days per year. If not used, these days will
accumulate and may be used for personal illness in successive years.

Employees working 10 months per year who are regularly scheduled to work less than 30
hours per week will be granted 1 day for every 2 months of employment. If not used, these
days will accumulate and may be used for personal illness in successive years.

For purposes of this section of the policy, family members shall be limited to: father, mother,
husband, wife, son, daughter, or other person who resides in the same household as the
employee.

Sick day hours shall be proportional to regularly scheduled working hours.
The employer may require a doctor's excuse at any time for sick leave absences.

On the third day of absence, an employee must contact the Human Resources Administrator by
telephone at 610-282-3121 x5215 or ieave him/her a message.

The use of five (5) consecutive sick leave days will automatically require submission of adoctor's
excuse 1o return to work.

f. Bereavement/Funeral Leave

Whenever an active employee regularly scheduled to work 30 hours or more per week
1
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shall be absent from duty to arrange, to attend, and/or to travel to funeral or memorial services
for a member of the immediate family of said employee, there shall be no deduction in thesalary
of said employee for an absence or absences not in excess of five (5) consecutive working days
within a period of ten (10) days of the death. This inclus sionary perod may be extended with the

approval of the Supenntendent. Members of the immediate family shall be defined as father,
mother, brother, sister, son, daughter, husband, wife, parent-in-law, grandfather, grandmother,
grandchild, near relative who resides in the same household, or any person with whom the
employee was living at the time of death, or any. steprelative cormesponding o those
inrnediaie family members namvr‘i above. "Slep-relative” shall be defined as one oi" the: above-
istod family mombers genelica ly related o an e npi@yu’ S spouse rony a previous relabionship,
or an adopled person of an employea's a@x;:;z,e* from a previous relationship,

Whenever an active employee regularly scheduled to work 30 hours or more per week
shall be absent from duty because of death of a near relative of said employee, there shall be
no deduction in the salary of said employee for an absence not to exceed two (2) consecutive
working days to arrange, to attend, and/or to travel to funeral or memorial services within a
period of ten (10) days of the death. A near relative shall be defined as first cousin, aunt, uncle,
niece, nephew, son-in-law, daughter-in-law, brother- in-law or sister-in-law.

Whenever an active employee regularly scheduled to work less than 30 hours per week
shall be absent from duty to arrange, to attend, and/or to travel to funeral or memorial services
for a member of the immediate family of said employee, there shall be no deduction in the
salary of said employee for an absence or absences not in excess of two (2) consecutive working
days within a period of ten (10) days of the death. This inclusionary pericd may be extendead with
the approval of the Supenntendent. Members of the immediate family shall be defined as father,
mother, brother, sister, son, daughter, husband, wife, parent-in-law, grandfather, grandmother,
grandchild, near relative who resides in the same household, or any person with whom the
employee was living at the time of death, or any stepaeiative corrasponding to those

rmu diate family members named above. "Slep-relative” shall be defined as one of the above-
listed fan iy members genetically relatedio an @ ?%p!oy( 0's spouse rom a provious relabonship,

or an adopted person of ane m;}!oyw s spouse from a previous relationshin..

Whenever an active employee regularly scheduled to work less than 30 hours per week
shall be absent from duty because of death of a near relative of said employee, there shall be
no deduction in the salary of said employee for an absence not to exceed one (1) working days
to arrange, to attend, and/or to trave! to funeral or memorial services within a period of ten (10)
days of the death. A near relative shall be defined as first cousin, aunt, uncle, niece, nephew,
son-in-law, daughter-in-law, brother- in-law or sister-in-law.

Employees may be required to provide documentation of these events for payroll purposes.
Viil.  UNPAID TIME OFF

Childrearing Leave
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The Employer shall grant unpaid Childrearing Leave to any employee regularly scheduled to
work 30 25 hours per week or more in accordance with the provisions of the Equal
Employment Opportunity Act of 1972 and the Civil Rights Act of 1964, as amended, and other
applicable state and federal laws and/or regulations. A verifying physician’s statement shall be
required by the Employer and must be attached to the employee’s written request for
childrearing leave. _

The Employer, at its expense, will provide the employee on Childrearing Leave, subject to the
approval and limitations of the insurance carriers, continued coverage of term life and medical
insurance benefits through the end of the month during which childbearing disability ends.



WAGE & BENEFIT POLICY
SECRETARIAL EMPLOYEES

The Employer shall grant unpaid Childrearing Leave to any employee for up to six (6) months.
Childrearing Leave shall commence on the day following the end of the disability related to the
pregnancy period or, in the case of adoption, on the day of adoption. The Employer will,
subject to the approval and limitations of the carrier, maintain the employee on childrearing leave
in the insurance groups for term life insurance and medical insurances provided that the
employee remits to the Business Office the amount of the billing for the employee’s coverage
within thirty (30) days of receipt of said bill. Billing shall be sent quarterly to the employee.
Failure to remit such payments in a timely fashion may result in loss of coverage. Vision care
reimbursement provisions do not apply to leaves for Childrearing.

The employee shall notify the Superintendent, in writing, of their intention to return to work. In
case of childbirth such notification must be submitted immediately upon release to return towork
by the physician. In case of adoption the employee must notify the Superintendent, in writing, of
their intention to return to work within sixty (60) days from the date of adoption.

IX. INSURANCE BENEFITS

All benefits under any category of insurance in this section will be paid according to the terms of
the insurance contract in force at the time of the claim.

a. Life Insurance

Alt employees regularly scheduled to work 25 hours per week or more. including the Student
sevices-secretary, shall be covered by a death benefit of $50,000 with $50,000 additional
accidental death and dismemberment protection without cost to the employees.

If an employee is over age 70 on the effective date of his insurance, the amount of life insurance
and the accidental death and dismemberment insurance for such employee shall be 50% of the
amount for which he would otherwise be eligible in accordance with this schedule.

For an employee under age 70, the amount of life insurance and the accidental death and
dismemberment insurance shall be reduced by 50% upon attainment of his 70th birthday.

b. Health Insurance

Each employee regularly scheduled to work 30 hours per week or more shall b-e offered a

choice of the Lehigh County School Consortim Plans (PPO 4, PPO 6), PPO 73 or thelr
equivalents, including eligible dependents as defined i said Plans and who, as a person other

benatit packageincluding hospitalization, medical-surgical.-major medical dental, and prescription
drug coverage. subject (o the applicable employes-premiurm contribution provision below .. The
employer may-also-offeramanaged-care - Plan-lzraployses and their eligible dependents-(as-
dolined-n-the-current-plansymay-be coverad:

he Distriet may. atis diseretion, offer additional plans to be available, i oftored, on s

10
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vodtniany bisis P’OE&%“_%O”"E crplovees, olioible Jor such District eroup coverage, shall bave a
sennoarwerksnon presented by the p midmw of these altermate programs prior @« Jctsignnhsd ST
crrodlmoent pertad. The @ 3“)\\\‘ may voluntacily change from m indemnity. madical it'@%ua:mifc
Juring Ui m;‘m nenrellment period ami must remain in this alternate ;ﬁmmam uniil the next enrolhuent
s The empleves may, afier that one vear poriod, and duriag xLi_E).\m;s,u_,._r;z unoEi*m % p Fidy

2')&‘_3

retarn o the grenp mdemty medical insorance without pre-existing condition(s). The exeeption (o

e for any of the proesacis, woukd bo i the professional eimployee experiences any {ani 3\ sladis
0 during the plan vears s emplovee oay re-onrall, alter providing
dependent, Bisth or adoption

chanee (o moualit

sroct of the Dby siaius changets), (o Muarmiaoee, Divoree, Poath ol a
chccb o the other medical nrranee program

WO e fj;w!e plan shall have untimit ted coverage with a-disappearing o nswanceprovision
,‘s(}u and & ff?f,@ia\)()@-ﬁféﬁd%ﬂﬁ-ilb?&f.

\;M

Election of any change in dependent coverage shall be made in writing during the District's open

10
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enrollment period each year, or within thirty (30) days of any qualifying event.

At the Board's discretion, a managed care plan may replace the current indemnity program as
the primary plan provided to the employees.

C. Dental Insurance

The Employer shall offer a dental plan to employees regularly scheduled to work 30 hours per
week or more and their dependents.

d. Disability Insurance

Employees regularly scheduledtowork 25 hours per week or more who
become sick and disabled, or who become disabled as a result of an accident during the
term of this Policy shall, beginning with the thirty-first (31st) day of disability as defined in the
insurance plan selected by the Employer or the cessation of accumulated sick leave, whichever
occurs later, be entitled to the sum of sixty per cent (60%) of their r e g u | a r monthly salary up
to a maximum of $3,750 per month while totally disabled, with a maximum benefit period in
accordance with the plan document.

The above coverage shall be subject to the limitations of the insurance policy chosen by the
Board of Education.

e. Vision Care Program

The Employer shall make available a vision care program, which provides coverage for active
employees regularly scheduled to work 30 hours per week or more only (coverage does not
extend to dependents). An employee may be reimbursed up to $390.00 for the term of this Policy
for an examination by a licensed vision care practitioner and/or a change of frames or lenses.
Reimbursement shall be made subsequent to the submission to the Business Office of an
itemized, paid receipt for the eligible expenses.

Once an employee has been reimbursed a total of $390.00 for the costs of exams, glasses,
and/or frames, the employee shall not be entitled to any additional reimbursement for such
purchases for the balance of the term of this Policy.

In order to be reimbursed for vision care, all receipts must be turned in to the Business Office
while actively employed by the District and no later than one year from the date of vision care.

f. Prescription Plan

Employees participating in the medical plan shall be eligible to participate in the three-tier

(10/30/55) prescriptiondrug program;-which-shall-coptain-a-$30.00 brand-name-4-$5.00-generic-

point-of-service-co-pay-and-acoverage as provided by the Lehigh County Consortium

Prescription program or its equivalent for each member and his family including any dependents
i1
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66000 brand name /[ $10.00-genericmail order co-pay, for the period from July 4, 2013 through -
June 30, 2016

500 per prescription tor brand naime praescriptions

S10 per prescription for genade prescriptions

HAG o prescorpiion lor fonmutary brand proscnptions

Consortium Maill Order Drug program or its equivalent at a co-pay up to:

5100 per prescription for brand name prescriptions

540 per prescriplion tor genaric prascriptions

S50 per presenption for formulary brand prescriptions

12
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g. Employee Contribution To Benefit Premiums

For the period from July 1, 2013 2016 through June 30, 20162019 employees electing
coverage shall be required to contribute toward that coverage-on a monthly -basis- thiough payrel
deduchion-as-follows:

single coverage - ——tlapendent coverage

51600 $50.00

witing dining the annual open enrollment period of within thirly {30) days of any qualilying event.
Payients shall be made through payroll deduction. The amounts specified below shall be valid for
the e of this Agreement.

Mowthly
Premidim 2016-2007 | 72008 | 208-2019
Share PO A
Ay 8525 525 535
P 530 560 5840
ION 555 - 574 95
L oupie 560 A7y S
Family 575 585 S0
Menifily
Proginm JOIG-20F7 | 2072818 | 2018-2079
Share PPPO6
> 33 510 S10
P S 513 $20
PACN 813 520 $30
Couple 513 525 §35
Family 820 530 544
Monilify
Pressfiin HilG-2007 | 20072018 | 2008-24714
Sre PPO7
A3 N S 50
12 54 84 35
Py S S0 85
Couple 50 S 55
Family 50 - 50 55

13
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Deductions from payroll will be made the first two pays of each month. In a month with three (3)
pays, no deduction will be made from the third pay of the month.

ACA Fyeise Tax:

i dhe event that g Vlun eveades o the veed for ACA Feise s, the Foaeive Ty il Be spdi
eventy by the Distriet and the bargaining wil members who vective heaefies nnder the Plas.

X. SEVERANCE BENEFITS
Upon retirement, active employees regularly scheduled to work more than 30 hours per weekwill
receive severance pay in the amount of $30.00 per day for all unused sick leave subject to the
following conditions:
1) Employee will have completed fifteen (15) years of service within the District.
2) Employee will have applied for and have been accepted by the Public School
Empioyees' Retirement Board for payment of retirement allowance.

Payment of said severance pay will be made during the month of July following retirement, or no
later than one month after the last day of employment, provided notice is given by April 1. If
notice is given after April 1, payment will be made during the month of December of the same
calendar year following retirement.

Payment shali be made as an employer contribution into a 403(b) tax-sheltered annuity account,
in accordance with IRC Section 403(b)(3). This account shall be established by the eligible
Employee from the list of plans available from the District, prior to the District contribution. Failure
to establish an account will result in forfeiture of the benefit. Al Employees who have
accumulated less than one thousand ($1,000.00) dollars will receive cash compensation, and all
others will receive the benefit in the form of a non- elective employer contribution to the
employee’s 403(h) account.

Upon retirement active employees scheduled to work less than 30 hours per week will receive
severance pay in the amount of $10.00 per day for all unused sick leave subject to the following
conditions:
1) Employee will have completed fifteen (15) years of service within the District.
2) Employee will have applied for and have been accepted by the Public School
Employees' Retirement Board for payment of retirement allowance.

Payment of said severance pay will be made during the month of July following retirement, or no
later than one month after the last day of employment, provided notice is given by April 1. If
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notice is given after April 1, payment will be made during the month of December of the same
calendar year following retirement.

Xl. (Reserved)
Xll. MISCELLANEQUS
a. Travel reimbursement

When an active employee is obliged to provide, at his/her own expense, an automobile other
than for traveling to and from home and school in pursuance of assigned duties or to attend
designated conventions, conferences, etc., such employee shall be reimbursed at the rate
established by the IRS and in effect at the time of the travel.

b. Tax sheltered annuities

The employer agrees to make payroll deductions for employees who desire and properly
authorize such deductions for tax-sheltered annuities.

c. Savings bond deductions

The employer agrees to make payroll deductions for employees who desire and properly
authorize such deductions for the purchase of United States Savings Bonds.

d. Probationary Period

All support staff employees working 30 hours or more per week shall serve a
probationary period during which time their work performance and general suitability for
employment including performance, attendance and conduct shall be evaluated in writing. The
probationary period is completed following six calendar months of continuous service without a
break in service. Time on leave is not considered service for the completion of the probationary
period. Employees who are rehired following a break in service shall serve a new probationary
period whether or not they previously completed a probationary period. Summer vacation shall
not be considered as service time for purposes of this policy.

Support staff employees working less than 30 hours per week are subject to a probationary period
of 1,000 working hours, with the same exclusions as above.

Probationary employees may be released at any time during the probationary period for failure to
attain and maintain acceptable levels of performance, conduct, or attendance.

e. Tuition Reimbursement

The Board will set aside a portion of the Superintendent’s budget under his/her control for training
for all classified employees. There will be a $500 per-person limit annually. Reimbursement of
payment wiil be limited to those activities characterized as training activities. Community college
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courses that are pre-approved by the Superintendent and directly applicable to the employee’s
current job responsibilities may beincluded.

Xill. ADDENDUM

Notwithstanding the intentions of the District and the Secretarial group to meet and discuss
compensation arrangements for the three-year period beginning July 1, 20132016, it must be
openly stated, should budgetary concerns arise due to the effects of federal or state law or its
provisions, that one or more of the preceding Sections may be recpened and action taken by
the District in an effort to comply with this law.
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