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Article |

Recognition

The Board of Education of the Port Clinton City Schools, hereinalter referred to as the "Board,”
recognizes the Port Clinton City Schools Secretarial Unit, hereinafter referred to as the "Unit," as
the sole and exclusive bargaining representative for ali employees now employed or to be
employed in the following.

The bargaining unit shall include all building and central office secretaries and clerks, not
previously excluded through a Civil Service exemption. Administrative/supervisory personnel,
teaching personnel, all other non-certified employees and all substitutes are aiso excluded.

Article Il

Negotiations

A request for the opening of negetiations shall be submitted in writing by the Association to the
Superintendent of the Port Clinton City Schools on or before ninety (20) days prior to the
expiration of the current contract. A mutually convenient meeting date shall be set no later than
eighty (B0) days prior to the expiration of the current contract, unless both parties agree to a later
date, to adopt an agenda listing those issues which shall be negotiated and to set dates and
procedure for the ensuing meetings.

Meetings shall be scheduled so as not to interfere with normal work schedule of employees. |If
meetings are requested by the Port Clinton City Board of Education during normal work hours, the
employee will be paid his’her regular daily wage.

Negotiations Procedures

Each party to the negotiation shall be represented by at least two (2) but no more than three (3)
representatives. All meetings shall be held in executive session and nothing shall be released to
the press unless it is mutually agreed to by both parties. Either party may request the presence of
professional or lay consultants, at their expense, to advise them in the negotiations.

Caucus

Upon the request of either party, the negotiations meeting may be recessed for up to thirty (30)
minutes so the party may confer in private.

Disagreement

If agreement is not reached within ninety (90) days following commencement of negotiations,
gither party may declare impasse. If an impasse is declared, the parties

shall submit a joint letter to the Federal Mediation and Conciliation Services requesting their
services.

The negotiations procedure set forth in this Article supersedes and takes precedence over any
inconsistent time limits or procedure set ferth in Section 4117.14 of the Chio Revised Code, which
statutory time lirmits and procedure are hereby mutually waived. Mediation, as described in this
Article, constitutes the parties' mutually agreed upon, final and exclusive dispute settlement
procedure and shall operate in lieu of any and all of the settlement procedures set forth in Section
all7.14 of the Ohio Revised Code.

Agreement
Tentative agreement on negotiated iterms shall be reduced to writing and initialed by the

representatives of each party. When tentative agreement has been reached on all itermns
3
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submitted for negotiations, the negotiation team(s) shall recommend approval to their
membership.

Final agreement shall be reached when the secretarial membership ratifies the final negotiated
package and it is approved by the Board of Education.

When an agreement is reached through negotiations the outcome shall be reduced to writing.
Both parties shall review the agresment together to determine the accuracy of the transcript.
Copies of the document shalt then be printed at Board expense for distribution to the membership.

Conflict with State Law

If any portion of this Master Agreement conflicts with State law, the provisions of this document
shall govern.

Application of Civil Service Law

It is the intent of both parties that no section or part of the Civil Service Laws contained in O.R.C.
Chapter 124 or the local rules and regulations of the Civil Service Commission apply to employees
in this bargaining unit, except as to the original appointment of the Auxiliary Service Secretary.
Further, it is understood that the provisions of this contract shall replace and supercede the
aforementioned laws, rules and regulations and the Port Clinton Civil Service Commission shall
have no authority or jurisdiction as it might relate to contracts, seniority, layoff, bumping, discipline,
hiring, promuotion, demotion or termination.

Article il
Grievance Procedure

A. A grievance is a claim of violation, misinterpretation or misapplication of the provisions of this
Agreement.

B. An"aggrieved" is the person or persons within the employee's bargaining unit making the
claim.

C. The limits, in days, under each section of this procedure shall be counted as workdays. The
number of days indicated at each level shall be considered as maximum and reasonable effort
should be made to expedite the process. The time limits may be extended by mutual consent,
in writing, by both parties.

D. At each level of the formal grievance procedure the grievant shall indicate, on forms provided
by the Unit, those authotized by the Unit as grievance representatives at that level

Procedure - Grigvances shall be presented in accordance with the procedures outlined as follows:

A. Informal Procedure: The aggrieved and/or Unit President, shall first discuss the matter with the
administrator or immediate supervisor concerned with the objective of resolving the matter
informally.

B. Formal Procedure:

1. Level One: If the matter is not resolved informally, the grievance may be submitted in writing
to the employee’'s immediate supervisor. If the grievance is not filed within thirty (30) work
days following the act or condition upon which said grievance is based, or became known to
the grievant, the grievance shall no longer exist.

a The immediate supervisor may hold a hearing if deemed necessary and shall within
five (5) work days after receiving the grievance give the aggrieved his/her written
answer, with a copy to the Unit President.

4
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2. Level Two: Within five (5) work days after receipt of the written answer required at Level
One, the grievance may be farwarded, in writing, to the Superintendent. The
Superintendent shall within five (5) work days after receipt of the grievance, meet with the
aggrieved. Within five (5) work days after such meeting the superintendent will give the
aggrieved, the appropriate administrator, and the President his/her written answer to the
grievance,

3. Level Three: If after receiving the decision of the Superintendent and the Grievant still is not
satisfied, s/he may choose, within five {5} work days to submit the grievance to the Board of
Education. The Board will consider the grievance within thirty (30) days of receipt of the
grievance and the members of the Board and the grievant shall meet in Executive Session
to openly discuss the matter and any possible resolutions. f no resolution is reached within
five (8) days of the next board meeting, the aggrieved may submit the grievance to the Unit,
Within ten (10) days, the Executive Council shall decide whether or not to submit the
grievance to Level Four

4. Level Four:

a. If the grievant is still not satisfied with the Board's answer, s/he may, within five (5)
working days of receipt of the decision, request the services of a mediator from the
Federal Mediation and Conciliation Service,

b. The grievant may be present for the mediation conference but each side shall have
one principle spokesperson for the conference. The representative of each party
shall present the mediator with a brief written statement of the facts, issues and
arguments in support of their position, no sooner than one (1) week prior to the
conference.

¢. Each side may present testimony and materials in support of their position at the
conference. The rules of evidence shall not apply and the mediator shall have the
right to meet separately with any person or persons they deem appropriate.

d.  Mediation, as described in this Article, constitutes the parties’ mutually agreed upon,
final and exclusive dispute settlement procedure and shall operate in lieu of any and
all of the settlement procedures set forth in Section 4117.14 of the Ohio Revised Code.

The grievant shall have representative(s} of their choice present at all steps beyond the “Informal
Step.”

Involvement with a Higher Authority

If a grievance arises from the action of an authority higher than the employee’s immediate
supervisor, the grievant may present such grievance to Level Two of the Grievance Procedure.
Such grievance shall be filed within thirty (30) work days following the act or condition upon which
said grievance is based, or became known to the grievant. Otherwise the grievance shall no
longer exist.

Time iimits stipulated herein are considered maximums to ensure rapid resclution of problems.
Time limits may be extended only by mutual agreement of all parties concerned. Failure of the
Administration to adhere to tha time limits shalt affirm the grievance without prejudice. Failure of
the grievant to adhere to the time limits will result in the Association's withdrawal of the grievance
with prejudice.

Article IV
Disciplinary Procedure
No employae shall be disciplined without just cause. The following are guidelines for progressive

disciplinary action needed to correct an employee’s job performance, deficiencies, andfor
unacceptable employee conduct, standards, or practices.

The provisions of this Article shall take precedence over and supercede O.R.C 3319.081. The
5
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Port Clinton Civil Service Commission shall have no authority or jurisdiction as it relates to the
discipline of bargaining unit personnel

A. STEP 1 - VERBAL WARNING
A verbal warning from the immediate supervisor. The supervisor may make a written notation
of the warning, including time, date, nature of the offense and who was present in his/her
record (i.e. Daytimer, calendar, diaty, etc.). It shall not become a part of the employee’s
personnel file unless and until the progressive discipline moves to Step 2.

B. STEP 2 - REPRIMAND
Written reprimand to the immediate supervisor, to the personnel file and a copy to the
employee.

C. STEP 3 - SUSPENSION
Penalty of one-day suspension with loss of pay may be given, with the approval of the
Superintendent. Copy of suspension to the immediate supervisor, persennel file and the
employee.

D. STEP 4 - 3 DAY SUSPENSION

Penalty of up to three (3} days suspension with loss of pay may be given; all suspension and
or loss of pay must be with the Superintendent's approval. Written copy to the immediate
supervisor, personnel file, and the employee.

E. STEP & - TERMINATION OF CONTRACT

When it becomes necessary to terminate an emplioyee, the following procedure shall be
followed.

1). The Board or their designee shall provide the employee a written notice setting forth the
reasons for the proposed action.

2). The notice shall also include the employee's right to request an informal hearing before
the Superintendent.

3). Atthe hearing, the employee and/or their representative shall be given information
concerning the alleged infraction and the reasons for considering termination. The
employee shall be given time to respond by way of explanation or defense.

4). Following the hearing the Superintendent may conduct a further investigation if it is
warranted and thenh make a recommendation to the Board for their action, The emplovee
will be notified in writing of action taken.

5). An employee who has been terminated may appeal the decision by filing a grievance
under Article 3 of this contract. It shall be filed at Step # 3 of the procedure. The decision
of the arbitrator shall be final and binding on both parties.

6). Failure to appeal the action within the specified time limits will be considered a waiver of
rights and will deem the action final and binding.

Cepending upon the severity of the offense/violation for which discipline is deemed necessary,
disciplinary action may be initiated at any step. The employee shall have the right to be
accompanied by a representative of their choice at any step of the process.

Twenty-four months following a written reprimand not involving a suspension, the reprimand shall
not be used for progressive discipline if there has been no written reprimands since its issuance.

The Board of Education shall have the authority to dock the pay of any employee for misuse,
abuse and misrepresentation of any leave provision and/or the repeated failure to report timely for
WOrk,
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Article V

Personnel Files

A secretary shall have the right to respond in writing to any matter considered by the secretary to
be derogatory to the secretary’s conduct, service, character, or personality. Such response shall
be attached to the file copy.

Upon appropriate request by the secretary, s/he shall be permitted to examine her file. Such
examination will be in the presence of the superintendent/designee. S/he shall have the right to be
accompanied by a representative of their choice when they examine their file.

No material shall be placed in 2 secretary's file without identification of the author or source of
such material. The Secretary shall have the right to challenge the accuracy and truthfulness of any
material in her file with the exception of pre-employment materials.

The superintendent or his/her designee shall notify the secretary, if the public requests the right to
examine the secretary's personnel file. The secretary shall be given 24 hours to examine the
content therein after the initial request is made.

Secretaries shall be permitted to reproduce any material in the file placed there since their
employment by the Port Clinton City School District, with the exception of pre-employment
materials.

Article VI
Calamity Days

When schools are closed by the administration due to snow or calamity, during the five (5) days
currently allowed by the State of Ohio, secretaries (12 month, 11 month and 10 month) would not
be required to report for duty except as specifically deemed necessarty by the secretary’s
immediate supervisor. When so required to work on a specific day, the secretary shall receive the
normat pay, plus regular rate pay for all hours worked.

When schools are closed, due to calamity, exceeding the five (5} days currently allowed by the
State of Ohio, all twelve month secretaries will be required to report after the fifth (5) such day, at
the discretion of the Superintendent, and shall receive no extra compensation for reporting on
such days. Eleven (11} and ten (10) month secretaries shall be required to work on make-up
days, without additional compensation.

Article Vil

Personal Leave

Each secretary may have four (4) personal days per year one (1) of which may only be granted by
a principal or the superintendent for reasons satisfactory to the administration. Personal leave
may not be used to extend vacations or holidays. Exceptions may be granted in emergency
situations by the Superintendent.

If an individual did not qualify for leave conversion, remaining personal leave days shall be
converted to sick leave at the conclusion of the school year (June 30) in only full day increments.
Anyone hired after July 1, 2007 will only be granted three (3} days of personal leave.

Sick Leave

A All accumulation of unused sick leave credits heretofore accrued under prior laws and pelicies
shail remain to the credit of the sick leave account of each employee on the effective date of

7



this plan. Accrued credits shall be allowed to empioyees transferring their employment from
other Beards of Education, or other political subdivisions in Ohio, provided said credits have
been computed under the minimum requirements of the laws of the State of Ohio.

B. Sick leave credit shall be computed on the basis of the employment year. An employee on an
annual salary shall be entitled to sick leave computed at the rate of 1.25 days for each
completed calendar menth of service. Sick leave for employees shall be cumulative in an
amount not exceeding 265 days.

C. Employees of the Board who exhaust their sick leave may use remaining personal  days, in
lieu of sick leave, with approval of the Superintendent.

D. Sick leave shall be aliowed for absence due to the following:
1. Personal iliness and personal injury off the job.

2. lliness in the “Immediate family.”
a). (Immediate Family for the purpose of this policy shall include: mother, father, sister,
brother, spouse, children, step-parent, step-child, in-law, grandparent, grandchild,
guardian or person living within the house of the employee.

b). Absence due to quarantine or critical illness of any person listed above shall be
granted for a period not to exceed five (5) working days. Paid sick leave in excess of
the limitations therein contained, may be granted by the Superintendent.

7.2 Maternity Leave

A Apregnant secretary shall be granted, upon request, unpaid maternity leave not to exceed
one (1) year, in addition to the remainder of the year in which she begins her leave. The
effective date of such maternity leave shall be that as determined by the employee and her
physician. The secretary shall notify the Superintendent at lgast thirty (30) days in advance of
the effective date of said leave, except when such notice cannot be given because of the
determination of the attending physician that such leave must begin within the thirty (30) days,
in which event, the Superintendent shali immediately be nolified of the date of said leave.

B. The use of available sick leave for pregnancy shall be governed by a written statement from a
physician. The request for additional usage must be accompanied by a written statement
from the employee’s physician indicating that the employee is disabled and not capable of
returning to her normal duties.

C. Al medical, dental, vision, and life insurance benefits shall continue to be provided by the
Board during said paid leave. When on unpaid leave, the employee will be responsible for the
payment of all premium insurance benefits.

7.3 Bereavement Leave

A, One (1) day of bereavernent leave shall be granted with pay for a death in the employee's
“immediate family.” This day will not be deducted from accumulated sick leave. Any days
used for bereavement beyond the first day shall be deducted from the employee’s sick leave
ar personal leave as the employee may choose. The first day of bereavement leave shall not
be counted for the purpose of leave conversion.

B. Employees attending the funeral of a relative, not in the immediate family, and not living in the
same household shall be allowed one {1} day of sick leave with no deduction of pay.
Bereavernent time will be allowed, only if the employee attends the funeral. Bereavement
leave shail not be counted against an employee's leave conversion.
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Unpaid Leave

A Any employee whose personal illness extends beyond the termination of his/her accumulated
sick leave and the amount of sick leave that can be advanced in the contract year, may, at
his/her written request, be granted a leave of absence without pay for the duration of such
fliness, but not to exceed one (1) year.

B. The Board shall expend no funds for payment of fringe benefits for persons granted an unpaid
leave by the Superintendent/Board of Education. Such costs shall be borne by the individual
employee on a pro-rated basis. The pro-ration will be based on three hundred and sixty-five
days (365). An individual granted a week of unpaid leave should have the leave prorated on
the basis of 5/365th. A person granted more than a week of unpaid leave shall have that
leave prorated with the inclusion of weekends to the formula. EXAMPLE: An employee
requests and is granted an unpaid leave for the month of September - pro-rated formula for
benefit deduction 30/385th.

C. Inthe event an employee is on extended sick leave, the Board of Education shall provide
medical insurance benefits for any bargaining unit member for a period including the full
calendar month following the month in which the date of expiration of all paid leave occurs, at
the rate the member was entitled under the provisions of Article IX (nine), if the member was -
enrolled in the program al the time of expiration of all paid leave. This provision shall take
affect only if member was on paid sick leave status ten (10) calendar days prior to the
expiration of accumulated sick leave and all other paid leave and for personal illness only,

D. The employee may be required to provide statements, written evidence, affidavits, or other
valid proof substantiating the reason for, or cause of the sick leave, by the attending
physician.

Emergency Leave

In the event of a natural disaster (fire, flood, or tornado) to an employee's primary residence, the
Superintendent, at his/her discretion, may grant an emergency leave, The number of days to be
approved by the Superintendent will be with pay and not deducted from sick leave.

In order to deal with personal emergencies caused by other than a natural disaster, an employee
may be granted one day of leave in exchange for three days of sick leave. There shall be a limit
of three days per school year for emergency leave as described in this paragraph. The granting

of this leave is totally at the discretion of the Superintendent.

Sick leave conversion shall be forfeited for the current school year when emergency leave as
described in the above paragraph is used (for clarification: if all three days are used a total of nine
days of sick lave have been expended). This form of leave shall not be used to extend a vacation
or any other form of non-emergency use (i.e. an emergency can never be a planned event,

Military

Employees who enter the United States Armed Forces or are members of the Armed Forces
Reserve or National Guard shall be provided rights on the basis of the applicable federal and Ohio
statutes then in effect.

Court Leave

A. Bargaining unit members who are called to serve on Jury duty will receive full pay during the
period of such service, subject to their remittance to the Board of an amount equal to the
amount of compensation paid thern for Jury duty. Jury leave will not impact leave conversion
ot incentives.



8.0

8. Bargaining unit members who are subpoenaed to appear in court for an issue relating to
school business will receive full pay during the period of such service, subject to their
remittance to the Board of an amount equal to the amount of compensation paid them as a
witness. This will be charged as professional leave but will not impact an leave conversion or
incentives,

C. Bargaining unit members who are subpoenaed to appear in court for an issue relating to
personal business will be charged for personal or vacation leave, but in the event of no
personal or vacation leave, unpaid leave. This leave will have impact on leave conversion or
incentives.

D. Bargaining unit members who are subpoenaed to appear in court on & non-work day for a
Pert Clinton School related issue shall be paid at the employee’s rate of pay for the time they
are in court, or a minimum of 2 hours of pay, subject to their remittance of any compensation
paid by the court.

Article ViII

Leave Conversion

Eleven and ten month secretaries who use no personal leave during the period of July 1 through
June 30 of any one contract year period shall receive a bonus of $150.00 (yearly).

Eleven and ten month secretaries who use no more than two (2} days of sick leave during the
period of July 1 through June 30 of any one contract year shall receive a bonus of $150.00 for
each of the following periods during which no sick leave days are used,

July 1 Novernber 30
December 1 February 28
March 1 June 30

Twelve month secretaries who use no personal leave during the period of July 1 through June 30
of any one contract year period shall receive a bonus of $160.00 (yearly),

Twelve month secretaries who use no more than two (2) days of sick leave during the period of
July 1 through June 30 of any one contract year shall receive a bonus of $160.00 for each of the
following periods during which no sick leave days are used.

July 1 September 30
Octaober 1 December 31
January 1 March 31
Aprit 1 June 30

Said bonus shall be paid by July 31, of the year earned.
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Article IX

Health Insurance Benefits

A. For secretarial employees

Members shall be eligible for Prescription Drug, Dental, Vision, Life Insurance and a
choice of health insurance plans offered through San-OTT Consortium or its successor.

With one exception, the Board of Education’s yearly premium cost shall not exceed
$10,800 for family, and $4,650 for single coverage for plans offered by the San-Ott
Consortium or its successor. Exception: should the employee choose to enroll in the
Health Savings Account plan, the Board of Education’s cost shall not exceed $11,800 for
family and $5,100 for single.

A classified staff member electing one of the plans offered by San-Ott, whose total
premium is less than the maximum paid premium will receive 50% of the difference
below the established CAP. This will include any and all premium holidays. When this
is the case (premium is below the CAP), the member will have their choice of receiving
payment in October or having this amount added to their HSA in January,

When the difference between the cap and the plan premium is $500.0G or less, the
employee shall receive the full amount. When the difference between the cap and plan
premium exceeds $500.00, the employee and the board shall share 50/ 50.

Any cost exceeding the CAP for employees selecting one of the qualified plans listed
beiow, will be paid at 100% by the employee.

The yearly premium shall run from January 1 through December 31 each year and will be
prorated for employees working less than twelve (12) months. Staff members working
less than full-time, (i.e. less than eight (8) hours per day and/or less than 1688 hrs. per
year), shall have their year premium as defined above pro rated accordingly.

Employees who decline family medical and prescription drug insurance via a waiver, shalll
be entitled to receive the $2,000 incentive per year ($1,000 for married couples who both
work in the district), . This payment will be made on a quarterly basis during the months
of (Nov, Feb, May, & Aug). The only dual coverage available for married couples who are
employees of the district is a single plan. For example, a married couple could both
choose a single coverage health plan, but could not both choose a family ot a combination
family/single plan.

The current deductible for Option #6 (H.S.A) plan is $2,400.00 single and $4,800.00
family. These deductibles will remain the same for the duratiori of this contract.

If the LR.S. changes the deductible amounts for the HS A, plan the Board agrees to
reimburse those employees who reach the new deductible amount. For example, if the
new deductible amount changes to $2,500 for single and $4,900 for family, and an
employee has claims that reaches the deductible of $2,500 - the Board will reimburse the

1]



employee $100.00. The same holds true for the family deductible —if the combined
family deductible is raised to $4,900 and the family reaches this amount, the Board will
reimburse $100.00 to keep the out of pocket deductible at $4,800.00 for the life of this
contract. The employee will submit a statement (from Medical Mutual or its successor)
showing they have reached the deductible amount and will be promptly reimbursed.

An employee who has exhausts their health savings account within the first 6 months of the plan
vear, may be advanced money to their health savings account, with the approval of the treasurer,
but the amount of money may not exceed the tolal amount of the family deductible (currently
£4,800) and must be repaid through payroll deduction by the last pay of the plan year.

For example, if an employee has a major medical procedure in February and this requires the
employee to pay the first $2400 (h.s.a. limit for deductible per person), but only has 800.00 in their
health savings account, they may request an advance of $1,600. Upon proof of their health savings
balance and the EOB (explanation of benefits) for the medical bill, the treasurer may advance the
money to their health savings account. The employee then agrees to adjust the withholding amount
to pay back this advance by the end of the plan year (currently December 31™). If the employee
leaves the district before the end of the year, they agree 10 have this amount paid back by
deducting any pay, severance or vacation owed to them.

H. A staff member electing to place any sum of money in a Section 125 Plan
(Dependent/Medical Care) will be subject to the regulation established by the Internal
Revenue Service, If there is a charge to the district for the administration of the Section
125 Plan, it will be subject to negotiation.

I A staff member electing insurance coverage which exceeds their Board paid maximum
premium dollars will receive a payroll deduction for the amount exceeding that maximum.
This deduction will be made equally from each bi-weekly pay. |f the net bi-weekly earnings
do not exceed the staff member's share of insurance liability, he/she will be required to
pay the manthly liability in advance by the first of the month.  if the premiurm liability is not
paid by the 15th of the month all henefits will cease.

J. Open Enrollment
An Open Enroliment Period of one (1) month designated by the San-Ott Consortium or it
successor shall oceur each calendar year.
A staff member may be covered by the benefit plan through the following qualifying
events: death, divarce, marriage, and terminaticn of spouse's coverage; with letter from
spouse's employer (stating such). Upoen qualifying event ocourring, a classified staff
member shall immediately notify the Treasurer's Office, in writing. Coverage will take
affect upen the first of the following month after notification.
K. Anyone NOT selecting a plan option, and has not returned all required forms to the
Treasurer's Office by the specified due date for forms, will be provided the plan they had most
recently selected or Plan E in those cases where no plan had been selected..

L. Waorking Spouse Rule

1. The "Working Spouse” rule will be in effect for Port Clinton City School employees whaose
spouse works for ancther employer outside the SAN-OTT consortium.

2, Eligihility will be determined based upon the following guidelines:

12
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Your spouse must enroll in at ieast single coverage through their employer if:
» Your spouse is eligibie for health insurance through his/her employer.
+ Your spouse will be eligible for health insurance threugh his/her retirement
system when your spouse retires.

3. if one (1) of the above pertains to your spouse:

« Your spouse needs to enroll on their employer's plan at their next open enroliment
period for at least single coverage.
» Your spouse can still be covered on the SAN-OTT as secondary.

4. Your spouse is exempt from this regquirement if:

s Your spouse dees not have access to employer subsidized health insurance.
Your spouse is employed by another schoo! district inside SAN-OTT.
The amount a spouse contributes to be exempt will be determined annually by the
San-Ott Consortium, or its' successor,

= Your spouse is currently retired, eligible for Medicare, but not on the retirement
systern program. |n other words, any spouse retired before the effective date is
grandfathered on the SAN-OTT program and is not required to pick up the retirement
coverage.

When your spouse has enrclled in a plan maintained by his/her employer,
coverage for your spouse under the SAN-OTT plan will then be secendary to
coverage provided by your spouse’s employer's plan,

Life Insurance

Life insurance totaling $30,000 with double indemnity will be provided to each secretary employed
by the Board.

Article X

Holidays/Contracted Hours

Ten Month Employees 180 school days and 10 days before school and 10 days after
school. A total of 1688 hours per year. Eleven (11) paid holidays
are listed below.

Labor Day Presidents’ Day
Thanksgiving Day Martin Luther King Day
Day after Thanksgiving Memorial Day
Christmas Good Friday

New Year's Day

An eleven and ten month secretary will work Columbus Day and
Veteran's Day, however two additional paid holidays will be
calculated into the salary (i.e. Ten month employee: 180 days +
10 days before and 10 days after + 11 paid holidays = 211 day
contract).

Eleven Month Employees 180 school days and 17 days before school and 17 days after
school. A total of 1800 hours per year. Eleven {11) paid holidays
are listed below.

13
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Labor Day Presidents’ Day

Thanksgiving Day Martin Luther King Day
Day after Thanksgiving Memgrial Day
Christmas Good Friday

New Year's Day

An eleven and ten month secretary will work Columbus Day and
Veteran's Day, however two additional paid holidays wilt be
calculated into the salary (i.e. Ten month employee: 180 days +
10 days before and 10 days after + 11 paid hclidays = 211 day

contract).
Twelve Month Employees 260 days per year, 2080 hours per year. The paid holidays are

listed below.

Fourth of July New Year's Day

Labor Day Martin Luther King Day
Thanksgiving Day Presidents' Day

Day after Thanksgiving Geod Friday

Day befare Christmas Memorial Day

Christmas Day Columbus Day *

Day After Christmas Veteran's Day *

* A twelve menth secretary may use the floating holidays
throughout the school year, or during Christmas break.

New ten (10), eleven (11}, or twelve (12) month employees, hired after July 1, 2007 will
not be entitled to “The Day After Thanksgiving or The Day After Christmas” as paid
holidays.

Article XI

Overtime

As of July 1, 2004 ali extra hours worked beyond eight (8) per day or forty hours per waek wil
be paid at time and one haif.

Article Xl

Severance Pay

Eligible days for retirement severance shall be the employee’s unused days of sick leave as
follows:

Severance shall be paid on the basis of unused sick leave for the first fifty-five (55) days at the
employees' per diem rate. From fifty-sixth (58) day on to a maximum of 255, the employee shall
be paid at ten (10} percent of his/her per diem rate.

To qualify for severance retirement a secretary shall:

A. Retire from school system by submitting a written statement of retirement notice to the Board
of Education.

B. Provide the Treasurer of the Board of Education evidence: from the retirerment systemn that
substantiates employee’s eligibility for disability, or service retirement as of the last day of
gmployment.
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c.

After the Board of Education accepts the retirement request, the secretary must within ninety
(90) days of last day of employment provide the Treasurer a staterment that ltems A and B
above have been completed, and severance payment is reguested.

Severance pay will be paid in a lump sum payment, within ninety (90) days of retirement,

Payment of sick leave on this basis shall be considered to eliminate all sick leave credit
accrued by the employee at that time.

Cash Retirement Incentive

A

Individuals eligible for retirement must tender their letter of resignation to the Board of
Education within ninety (90) days prior to their actual retirement date to be eligible for the
retirement incentive. The incentive shall be thirty (30) days, times the employee's regular
hours per day (excluding overtime, extra pay , extra trips and etc.), times their regular hourly
rate at the time of retirement.

1. Further, employees must have a minimum of ten (10} years service with the Port Clinton
City Schools to be eligible.

2. This is & "one time only” incentive and an employee is only eligible to receive it the first
time they are eligible under SERS rules to retire, provided they meet other provisions of
this article.

The following age and service requirements of SERS, for retirement, must be complied with in
order to be eligible for the Retirement Cash Incentive.

1. thirty (30) years of service and any age.
2. twenty-five (25) years of service and fifty-five (55) years of age.
3. atleast five (5) years of service and sixty (60} years of age.

The incentive shall not be considered as salary and can not be used to calculate SERS
benefit (according to SERS regulations).

The total years of service as defined be SERS and not anly school service to schools, will
serve as the numerator and the number (30) will serve as the denominator. The numerator
can not exceed the denominator. The employee's regular hourly rate at the time of retirement
shall be used to calculate the incentive,

EXAMPLE [ 28 years service, B hours/day, and $10.85 per hour would be 28/30 x 30 x
B x $10.85 = $2430.40 per year.

EXAMPLE Il 22 years service, 4 hours per day, and 57.98 per hour would be 22/30 x
30 x4 x $7.98 = $702.24 per year.

EXAMPLE IN; 30 years of service, 6 hours per day and $8.47 per hour would be 30/30 x

30 x 6x $8.47 = $1524 .60 per year.
The incentive shalfl be paid in three equal installments, for three (3} years, on or before March
31 each year. in the event of death of the employee, remaining proceeds from this incentive
shall be paid to the estate.

The Board of Education will offer an Accumulated Leave Plan for employees that qualify.

Retirement Pick-up

The Board shall "pick-up” the empioyee's full contribution to the State Employees Retirement

System (SERS) as authorized by S.E.R.S. Administrative Rules, Federal Ruling Number 77-462,
RS regulations, and OAG 82-097. Under these provisions the Board shall not deduct State or
Federal taxes on the employee's required contributions to the $.E.R.S. and such shall be noted on

15
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the W-2 form.
The employee's SERS contribution will be ten percent (10%) according to rules adopted by the
SERS. The BOE agrees to contribute one and one-half percent (1.5%) of the employees’ share in
lieu of it being deducted from their pay. This provision shall apply only to employees hired prior to
June 1, 2004,

Article Xl

Vacations — 12 Month Employees

Vacation schedules are as follows for twelve (12) month secretaries;

1-6years 2 weeks of paid vacation
7 - 11 years 3 weeks of paid vacation
12 — 15 years 4 weeks of paid vacation

Years of experience shall include any time spent in the Port Clinton City Schools as a full-time
secretary.

Article XIV

Evaluations

The: Board and Unit recognize the importance of implementing a program of evaluation to promote
and improve individual job performance. The following procedures shall apply:

A Aminimum of one (1) evaluation for alt classified employees shall be completed prior to April 1 by

their administrative supervisor,
B. Evaluations shall not be used for disciplinary purposes.

C. A job description shall be prepared for every secretarial position within the school district. This
shall be done with employee input and a copy of the job description shall be distributed to
those newly hired to a position in the district. The local Unit officers will be consulted on
changes in a job description prior to submission to the Board for its approval. The job
description shail contain a minimum of:

1. Specific job title
2. Minimum gualifications
3. Alist of essential functions and responsibilities.

D. The evaluation instrument shall be based only on performance as it relates to the job
description and shall include a "Development Plan” which ouflines how an employee may
correct any deficiencies.

E. Anemployee may add a written rebuttal to the evaluation within five (5) working days of
receipt of the evaluation and it shall be made a part of the evaluation,

Copies of the evaluation shall be made a part of the employee's personnet file.
Article XV

Vacancies

Whenever a vacancy occurs or a new position is created within the bargaining unit, a notice will be
posted in the main office of each building for a period of five (5) calendar days. If a secretary is

16



interested in the open position, she will notify the Central Office, in writing, during the
advertisernent period. The Superintendent / Designee will notify the appropriate administrator of
such interested candidates,

A It is agreed that from time to time, due to excessive work, there may be a need to bring in
additional personnel to allow the office to operate efficiently. However, any position that
requires excess work for more than 20 days or 160 hours in the school year constitutes a
position and must be bid according to the procedures outlined in this Master Agreement.

B. When a secretarial position is vacated, the administration reserves the rights to choose the
person of his/her choice to fill the vacancy.

ARTICLE XVI

16.0 Substitutes

17.0

18.0

Rate of pay for substitute secretaries shall be established by the Board of Education and
approved at a meeting of the Board every year. Such rate of pay will be in place for all secretarial
substitutes regardiess of the number of days in the substitute position.

It is agreed that from time to tfime due to excess work there may be a need to bring in additional
personnet to allow offices to operate efficiently. However, any position that requires excess work
for more than 20 days or 160 hours in the school year constitutes a position and must be bid
accordingly to the procedures outlined Article XV of this agreement.

Any sub secretary participating in workshops, conferences or other such activities that require
payment shall be authorized by the superintendent.

Article XVII

Reduction In Force

When it is necessary to reduce the number of secretaries within the bargaining unit due to
eliminaticn of a position, lack of work, or lack of funds, the secretary(s) to be laid off will be
determined by seniority, not job. The secratary(s) with the lowest seniority will be laid off first,

To determine seniority, the last date of hire, as a secretary within the Port Clinton City School
District, will be used. The Superintendent's Office will provide the secretaries with an official

listing of the secretaries’ seniority list using the last date of hire as a secretary within the Port
Clinton City Schoal District.

Secretaries should be netified in writing in a timely manner of the possibility of a lay-off.
Secretaries that were laid-off will be rehired first when the job(s) isfare reinstated.

Secretaries will reserve the right to “bump” the secretary with the iowest seniority in the event of
reduction in force due to elimination of a position, lack of work, or lack of funds only. The

bumping order will be determined by the seniority list as stated above. A secretary with less hours
cannot bump a unit member with more hours regardless of seniority.

Article XVII}
Placernent on the Salary Schedule
Placement of the salary scale will be based on a minimum of 120 days per year of full-time or
part-time service as a school secretary in any accredited elementary or secondary school, or
Board of Education Office in the United States.

17
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Article XIX

Longevity (Per the salary schedule / not years of service to Port Clinton. )

Once a secretary reaches the top of the Secretary’s schedule, she shall receive additional annual
compensation as follows:

$800.00 commencing after the 15th years of service credited on the salary
schedule and an additional $800.00 commencing after the 20th year of service
credited on the salary schedule and an additional $800.00 commencing after the
24th year of service credited on the salary schedule.

Article XX
Educational Classes

Secretaries may attend professional meetings or workshops, as approved by their supervisor,
without oss of pay. Any computer classes offered by our Technology Coordinator will be at no

cost to the secretaries. Additional training required by the Board, after an employee has been
hired, shall be fully reimbursed by the Board.

Article XXI

Calendar Committee
A representative of the Secretarial Unit will be agked to serve on the school calendar committee,

Said member shall have inputinto the recommended school calendar(s}, recognizing that
ultimately this is & Board decision,

Article XXII
Salary Schedule

Hourly Rate
Annual Salaries



Secretary Pay Scale

Current

Hourly Rates:

2010-2011 2011-2012 2012-2013

0 $13.46 $13.73 $14.00
1 $14.13 $14.41 $14.70
2 $14.80 $15.10 $15.40
3 $15.59 $15.90 $16.22
4 $16.34 $16.67 $17.00
6 $17.16 $17.50 $17.85
8 $18.03 $18.39 $18.76
10 $18.91 $19.29 $19.68
13 $19.41 $19.80 $20.20
15 $19.85 $20.25 $20.66
17 $20.44 $20.85 $21.27
20 $21.02 $21.44 $21.87
22 $21.80 $22.24 $22.68
Annual Salaries:
2010-2011

Hours 1688 1800 2080
0 $22,720 $24.228 $27,997
1 $23,851 $25,434 $29,390
2 $24,982 $26,640 $30,784
3 $26,316 328,082 332,427
4 $27.,682 $29 412 $33,987
6 $28,966 $30,6888 535,693
3 $30,435 $32,454 $37.502
10 $31,820 $34,038 $39 333
13 $32,764 $34.938 $40,373
15 $33.507 $35,730 $41,288
17 $34 503 $36,792 $42.515
20 $365,482 $37,836 $43,722
22 $36,798 $39,240 $45 344
Hours 1688 1800 2080
Q $23,632 $25,200 $29,120
1 $24.814 $26,460 $30,576
2 $25,995 $27,720 $32,032
3 527,379 $29,196 $33,738
4 328,696 $30,600 $35 360
6 $30,131 $32,130 $37,128
8 $31,667 $33,768 339,021
10 $33,220 $35 424 $40, 934
13 $34,098 $36,360 $42,016
15 $34,874 $37,188 $42,973
17 $35,004 538,286 $44 242
20 $36.917 $39,366 $45 4890
22 $38,284 $40. 824 $47,174

19

Base Salary: $12.34 2006-07
$12.65 2007-08 2.50%
$12.97 2008-09 2.50%
$13.20 2009-10 1.75%
$13.46 2010-11 2.00%
$13.73 201112 2.00%
$14.00 201213 2.00%
2011-2012
Hours. 1688 1800 2080
0 $23 176 324,714 528 558
1 $24, 324 $25,938 $20 973
2 525,489 $27.180 $31,408
3 $26,830 $28,620 $33,072
4 $28,139 $30,008 $34,674
6 $29,540 $31,500 $36 400
8 $31,042 $33,102 $38,251
10 $32,562 $34,722 $40,123
13 $33.422 $35,640 $41 184
15 $34,182 $36,450 $42,120
17 335,195 $37,530 $43 368
20 $36,191 $38, 592 $44 595
22 $37.541 $40,032 $46 259

* Employees hired after 7/1/07 are not entitied to holidays (day after Thansgiving and day after Christmas -12 month only)
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For each year of this contract there will be a cash payment of $200.00, or pro-rated portion
thereof,

1. Payment will be made in QOctober (or)
2. Payment may be placed in Health Savings Account in January
3. This payment is only for the life of this contract and will sunset at the end of the

2013 contract.

Employees shall participate in the direct deposit system for paychecks and bi-weekly pay
statements will be provided via e-mail,



ARTICLE XXI1I

NEGOTIATED AGREEMENT

BETWEEN

PORT CLINTON BOARD OF EDUCATION

AND

PORT CLINTON CITY SCHOOLS SECRETARIAL ASSOCIATION

THIS AGREEMENT SHALL BE IN EFFECT ON AND AFTER JULY 1, 2010 AND SHALL EXPIRE AT
MIDNIGHT ON JUNE 30, 2013.

IN WITNESS THEREQF, THE PARTIES HAVE SET THEIR HANDS BY THEIR DULY AUTHORIZED
REPRESENTATIVES ON THIS ,.jzz DAY OF _Jusie. , 2010.

-

David Belden, President resident
Port Clinton Board of Education Secretarial Association, Port Clinton
. . 7 \
D O et
Pat Adkins, Supt. Secretary/Treasurer

Fort Clinton Cit%z Secretarial Association, Port Clinton
/)M .27/ %/(/
dasurkr

Jeff Doghbusgh, A
FPort GHntorrCity Schools
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