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ARTICLE I  

RECOGNITION AND DEFINITIONS 

 
A. The Board of Education for the GRAND HAVEN AREA PUBLIC SCHOOLS, Ottawa and 

Muskegon Counties, Michigan, (hereinafter called “Board”), hereby recognizes THE 

GRAND HAVEN SECRETARIES’ ASSOCIATION, MEA-NEA, (hereinafter referred to as 

the “Union”), as the exclusive bargaining agent for the purpose of collective bargaining 

pursuant to Act 336 of 1974, as amended, for the following employees: 

 
All full-time and regular part-time secretaries, media assistants, and clerks employed by 

the Grand Haven Area Public Schools; but excluding employees in the Superintendent’s 

Office, employees in the Assistant Superintendent’s Office, employees in the Finance 

and Operations Office, employees in the Human Resources Office, temporary or casual 

or substitute employees, students, confidential and supervisory employees and all other 

employees. 

 
B. For purposes of this contract, the term “employees” shall refer to all members of the 

Bargaining Unit represented by the Union as above specified, unless otherwise 

specifically provided. Singular shall include plural. Use of pronouns and other terms 

referring to the male gender shall include the female gender, and use of pronouns or 

other terms referring to the female gender shall include the male gender. 

 
C. The Union will cooperate with Board officials in matters pertaining to an efficient 

performance of duties by employees in recognition of the mutual responsibility to educate 

all the students of Grand Haven Area Public Schools. 

 
D. As used in this Agreement, the term “Board” shall, unless a contrary intent is stated or 

clearly implied, include the authorized members of its administrative staff. 

 
ARTICLE II  

UNION MEMBERSHIP 

 
Employees shall, upon completion of the probationary period prescribed in the Seniority Article 

of this Agreement, either: (a) become a member of, and pay dues and initiation fees (if any) to, 

the Union; or(b) not become a member of the union and not pay dues or initiation fees (if any). 

No employee shall be required as a condition of employment to become or remain a member of 

the union. 
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ARTICLE III  

BOARD RIGHTS 

 
A. The Board, on its own behalf and on behalf of the electors of the School District, hereby 

retains and reserves unto itself all powers, rights, authority, duties and responsibilities 

conferred upon it and vested in it by the laws and the constitution of the state of 

Michigan and/or the United States, or which have been heretofore properly exercised by 

it, excepting where limited by this Agreement. 

 
B. It is agreed that the Board retains the right to establish and equitably enforce reasonable 

rules and personnel policies relating to the duties and responsibilities of all employees 

and to other working conditions, provided such rules and policies are not inconsistent 

with this Agreement or in violation of law. 

 
C. The Board retains the rights of management and control of school property, facilities, 

grades and courses of instruction, athletics and recreation programs, methods of 

instruction, and materials used for instruction and administration; to manage, direct and 

control the operations and activities of the School District; to hire, evaluate, promote, 

transfer, lay off and recall employees; to discipline the work force and to increase or 

decrease its size; to assign work; to create new jobs or classifications; to discontinue, 

combine or reorganize operations within the School District, except as limited by this 

Agreement. 

 
ARTICLE IV  

EMPLOYEE RIGHTS 

 
A. The Union shall have the right to the reasonable use of school facilities, within existing 

Board policies pertaining to the use of school facilities, including interschool mail service. 

Existing procedures of reserving rooms and equipment will be followed. 

 
B. The Board shall grant employee requests in writing for the following payroll deductions: 

 
1. Group hospitalization insurance premium and dental (limited to the employee’s 

share of the premium pursuant to this Agreement). 

2. Contributions to the United Way Fund. 

3. U.S. Savings Bonds. 

4. Approved tax deferred annuity programs. 
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5. Other Board approved financial institutions. 
 
 

All such deductions shall be made in accordance with procedures established by the 
Board. 

 
C. Employees agree to uphold the policies, rules, regulations and practices of the Board 

now and hereafter adopted, and to uphold the several sections of this Agreement. 

 
D. Nothing in this Agreement shall be construed to deny or restrict an employee’s rights 

existing under applicable State and Federal laws. 

 
E. The employees accept the responsibility to strive for excellence in their work and take 

advantage of opportunities for continually improving their skills and relationships with 

their co-workers and with the public. 

 
F. Harassment 

 
 

1. At the time of hire, a new employee will be provided with the District’s Sexual 

Harassment Policy including appropriate administrative regulations and forms. 

 
2. Upon each renewal of the collective bargaining agreement, the District shall notify 

and employees may request a copy of the District’s Sexual Harassment policy 

including appropriate administrative regulations and forms. 

 
3. The District assures employees that complaints directed to the Human Services 

Department will be handled without delay. 

 
G. Medication 

Employees shall administer medication to students only under the following conditions: 
 
 

1. A current Grand Haven Area Public Schools School-Administered Medication 

Form has been completed, returned, and is available to the employee. 

 

2. All employees designated to administer the dispensing of medication shall 

receive training annually at no cost to the employee. If training extends beyond 

the employee’s normal workday, the employee shall be compensated at his/her 

regular rate including overtime if applicable.  
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3. Any irregularities discovered by the District in the dispensing of medication to 

students shall be brought to the attention of the employee. A meeting shall take 

place with the employee and their direct supervisor to discuss the irregularities. If 

changes are to be made in the dispensing process, the supervisor shall present 

specific recommendations to resolve the issue. 

 
4. Any employee dispensing medication who discovers irregularities will immediately 

notify the building administration. 

 
5. All employees designated to witness or dispense medication shall be given a 

copy of the Board Policy governing dispensing medication to pupil. 

 
H. Safe and Healthy Work Environment 

The Board will strive to maintain a safe and healthy work environment for all Association 

employees. 

 
ARTICLE V 

SENIORITY 

 
A. Probationary Employees 

Each new employee shall be considered to be on probation and shall have no seniority 

(as defined herein) until such employee has worked forty (40) working days for the 

Board; provided, however, that upon mutual agreement between the Board, the Union 

and the employee involved before the expiration of such probationary period, the period 

of probation for any such new employee may be extended for an additional period not 

exceeding thirty (30) working days. During the probationary period, an employee may be 

laid off or discharged by the Board without regard for the provisions of this Agreement 

and without recourse to the grievance procedure. The Board shall have no obligation to 

rehire or recall an employee who is laid off or discharged during the employee’s 

probationary period, or to retain any employee for the full length of probation. Upon 

successful completion of the probationary period, an employee shall attain seniority 

effective as of the employee’s last hiring date (as defined herein). The District shall notify 

the Association that an employee has successfully completed their probationary period. 

 

B. Seniority 

Effective September 1, 1992, “seniority” shall be defined as an employee’s length of  
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continuous service in the employ of the Board since the employee’s last date of hire or 

transfer into the Bargaining Unit. Employees hired prior to September 1, 1992, shall not 

lose any seniority credit. The term “last hiring date” shall mean the date upon which the 

employee first reported for work at the instruction of the Board since which the employee 

has not quit, been discharged, transferred out of the Bargaining Unit, or otherwise had 

such employment terminated. 

 
C. Seniority Lists 

Current seniority lists (unit-wide), shall be prepared by the Board and provided to the Unit 

President electronically on October 1 and April 1. 

 
In the event two or more employees have equal seniority, the following criteria or 

procedures will be used to break the seniority tie: 

 
1. For employees in the Bargaining Unit as of June 30, 1994, such ties will be 

broken alphabetically based on the first letter or letters of the employees’ last 

names (e.g. “A” having more seniority than “B”, etc.). If such employees have the 

same last name, the same procedure will be followed by using the employees’ 

true/given first names. 

 
2. For employees entering the Bargaining Unit on or after July 1, 1994, such ties will 

be broken based on total years of service to the District (e.g. most years of 

service having greater seniority, etc.). If such employees remain equal in total 

years of service, then the drawing of lots will break the tie. 

 
D. Loss of Seniority 

An employee shall lose all seniority and the employment relationship shall terminate, 

upon the happening of any of the following events: 

 
1. The employee quits; 

2. The employee is discharged for just cause; 

3. The employee retires or is retired; 

4. The employee is laid off for a continuous period in excess of twenty-four (24) 

months. 

E. The employee is on leave of absence for illness, injury or disability (paid or unpaid) in 

excess of thirty-six (36) months. Temporary or Substitute Help Persons hired by the 

Board for temporary periods or on a substitute basis shall not be subject to the terms, 
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benefits or conditions of this Agreement; provided, however, that such temporary or 

substitute help shall not be used to either cause or continue the layoff of bargaining unit 

members. As used in this paragraph, “temporary” help shall refer to persons employed 

to fill positions not exceeding sixty (60) working days in duration; and “substitute” help 

shall refer to persons employed to fill a position normally filled by a bargaining unit 

member who is absent from work. Substitute help shall remain as such as long as the 

bargaining unit member whose job they are filling is expected and entitled to return to 

work. 

 
F. If a substitute employee is hired into a regular full-time position after substituting in that 

position for forty (40) or more continuous days, forty (40) days of that time worked as a 

substitute shall count as probationary time for seniority purposes. 

 
ARTICLE VI 

VACANCIES AND TRANSFERS 

 
A. Posting and Filling Vacancies 

 
1. Posting 

Whenever a vacancy or newly created position occurs within the Bargaining Unit, 

the Human Services Department will post such a position internally within this 

Bargaining Unit, for a period of seven (7) working days before permanently filling 

it unless otherwise mutually agreed upon. The posting shall refer applicants to all 

documents, which identify qualifications which may be considered in the selection 

process. For the purposes of this Article, a working day shall mean Monday 

through Friday, exclusive of holidays designed under this Agreement. 

 
2. Applicants 

Any interested unit member may apply electronically or in writing, to the Human 

Services Department indicating the employee’s interest in said position. 

 

3. Filling Vacancies 

Each position shall be filled by the Human Services Department on the basis of 

qualifications for the job and other relevant criteria, the interview team shall 

include a mutually agreed upon bargaining unit member. Consideration will 

be given to qualified internal candidates first, with assurance of an interview.  
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In the event of external and internal candidates being “tied” after the interview 

process, the assignment will go to the internal candidate. 

 
If two or more present employees are equal in terms of qualifications and other 

relevant criteria for the job, then the job will be offered on the basis of seniority, 

unless there is a valid cause to do otherwise. Any employee who is not selected 

for a vacancy may request a meeting with the Assistant Superintendent of 

Human Services for verbal feedback. 

 
B. Employees of the Bargaining Unit who have requested a transfer and who have had a 

formal interview shall be notified in writing within twenty-one (21) days following the 

interview whether or not they have received the position for which they were interviewed. 

 
C. Temporary transfers of assignment may be necessary to promote efficiency or meet 

emergencies. The employee shall work at the current rate for the first ten (10) working 

days when given a change of assignment. After this ten (10) day working period, the 

employee shall receive the rate determined by the Administration for the new assignment 

based on the employee’s years of service and the new job classification. 

 
D. If a transfer is effectuated, the transferred employee shall not be eligible for another 

transfer for a period of six (6) months, except with the consent of the Administration. 

 
E. The employer shall notify the Unit President within ten (10) days of the hiring of 

employees (including classification) who will be within the Bargaining Unit. Each new 

employee shall be provided a copy of this Agreement by the Administration. 

F. All employees promoted shall receive the rate of pay for such classification to which 

he/she is entitled on the basis of his/her seniority within the Bargaining Unit. 

 

ARTICLE VII 

EMERGENCY LEAVE AND PTO 

 
A. All regular employees covered by this Agreement, employed on a twelve (12) month 

basis, shall receive PTO at the rate of fifteen (15) days per year; all regular employees 

covered by this Agreement, employed on a ten (10) month basis, shall have PTO at the 

rate of thirteen (13) days per year; all regular employees covered by this Agreement, 

employed on a nine (9) month basis, shall have PTO at the rate of twelve (12) days per 

year. 
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Such employees shall be credited with the full amount (e.g. thirteen (13) days in the case 

of a ten (10) month employee) of such PTO on July 1, of each year; provided, however, 

that employees who commence work late (e.g. after July 1 in the case of twelve (12) 

month employees and after September 1, in the case of nine (9) month employees) or 

who otherwise fail to work the number of months to which they have been assigned (e.g. 

9, 10 or 12) shall have proportionate adjustments made in their PTO allowance (or in 

their pay in the case of a terminated employee); provided further that probationary 

employees shall not be entitled to use or receive PTO pay during their probationary 

period; and provided still further that no accumulated PTO shall be paid on termination of 

employment. 

 
For purposes of this Paragraph (A.) only, an employee who either 1) works for ten (10) 

working days in any one month or 2) would have worked for ten (10) working days but for 

an absence resulting from a paid holiday or PTO shall be deemed to have worked that 

month for purposes of earning PTO as hereinabove provided. 

 
B. Unused PTO shall be cumulative. 

 
 

C. If any employee terminates service before the end of the District’s fiscal year (June 30), 

a deduction will be made at the time the service terminates for all PTO used in excess of 

leave time earned. 

 
D. Subject to and in accordance with the terms and conditions of this Article, PTO shall be 

granted without loss of pays follows: 

1. Illness, injury or unavoidable quarantine of the employee (including pregnancy as 

a disability, as recognized by law). 

2. Illness, injury or death in the employee’s immediate family. 

3. Personal leave. 
 
 

E. Limitation upon use of emergency and sick leave 
 
 

1. Emergency leave absence for each death or critical illness in the immediate 

family shall not exceed five (5) days unless otherwise approved by the Assistant 

Superintendent of Human Services for special circumstances such as out-of-

state travel. 

2. Personal leave days may not be taken on days preceding or succeeding a 

vacation or holidays without specific prior approval by the employee’s supervisor. 
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In order to be eligible for personal leave, the employee must sign a District-

prepared statement and must file same with the supervisor at least twenty-four 

(24) hours before taking said leave. Notification may be waived in cases of 

emergency by the supervisor, in which case the statement shall be signed upon 

return. 

 

3. Definitions 

“Immediate family” is defined as: Biological, adopted or foster child, stepchild or 

legal ward, a child of a domestic partner, or a child to whom the employee stands 

in loco parentis.  

• Biological parent, foster parent, stepparent, or adoptive parent or a legal 

guardian of an employee or an employee’s spouse or domestic partner or 

a person who stood in loco parentis when the employee was a minor 

child.  

• Grandparent.  

• Grandchild.   

• Biological, foster, or adopted sibling.  

• Any other individual related by blood.  

• “Domestic partner” means an adult in a committed relationship with 

another adult, including both same-sex and different-sex relationships.  

• “Committed relationship” means one in which the employee and another 

individual share responsibility for a significant measure of each other’s 

common welfare, such as any relationship between individuals of the  

same or different sex that is granted legal recognition by a state, political 

subdivision, or the District of Columbia as a as a marriage or analogous 

relationship, including, but not limited to, a civil union.  

4. For purposes listed in the Michigan Earned Sick Time Act (“ESTA”), employees,  

starting with the first year of employment, will be credited the full amount of leave 

time at the beginning of their employment based on their bargaining unit work 

schedule and what they are expected to earn during that fiscal year. If the 

employee works less than a full year or less than full-time, the amount credited 

shall be prorated accordingly. 

5. In the event of employee separation, the Employer may recoup paid sick time 

used by the employee in excess of the amount the employee would have 

accrued under 7.05 subsection as of the date of separation.  
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The Employer shall determine the amount that would have been accrued as of 

the date of separation and may deduct the value of paid sick time used beyond 

that amount from any wages or other payments remaining due to the employee, 

provided that such deduction does not reduce the employee’s final paycheck 

below minimum wage. This Agreement shall constitute the parties’ prior written 

agreement for such deduction.  

6. An employer shall permit an employee to use the accrued earned sick time for 

any of the following:  

•  The employee’s or the employee’s family member’s mental or 

physical illness, injury, or health condition; medical diagnosis, care, or 

treatment of the employee’s or the employee’s family member’s 

mental or physical illness, injury, or health condition; or preventative 

medical care for the employee or the employee’s family member.  

• If the employee or the employee’s family member is a victim of 

domestic violence or sexual assault, for medical care or psychological 

or other counseling for physical or psychological injury or disability; to 

obtain services from a victim services organization; to relocate due to 

domestic violence or sexual assault; to obtain legal services; or to 

participate in any civil or criminal proceedings related to or resulting 

from the domestic violence or sexual assault;  

• For meetings at a child’s school or place of care related to the child’s 

health or disability, or the effects of domestic violence or sexual 

assault on the child;  

• For closure of the employee’s place of business by order of a public 

official due to a public health emergency; for an employee’s need to 

care for a child whose school or to participate in any civil or criminal 

proceedings related to or resulting from the domestic violence or 

sexual assault;  

• For meetings at a child’s school or place of care related to the child’s 

health or disability, or the effects of domestic violence or sexual 

assault on the child; and  

• For closure of the employee’s place of business by order of a public 

official due to a public health emergency; for an employee’s need to 

care for a child whose school or place of care has been closed by 

order of a public official due to a public health emergency; or when it 
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has been determined by the health authorities having jurisdiction or by 

a health care provider that the employee’s or employee’s family 

member’s presence in the community would jeopardize the health of 

others because of the employee’s or family member’s exposure to a 

communicable disease, regardless of whether the employee or family 

member has actually contracted the communicable disease.  

• An employer shall not require an employee to search for or secure a 

replacement worker as a condition for using earned sick time.    

 
F. Upon recommendation of the Superintendent, the Board may require an employee to 

submit to a physical or mental examination by appropriate specialists to determine 

whether involuntary sick leave is warranted. The Board will pay the cost of such 

examination. 

 

G. In the event of the absence of an employee for illness in excess of five (5) consecutive 

days, the Board, at its expense, may require the employee’s examination by an 

independent physician of the Board’s choosing. If any sick leave absence exceeds five 

(5) consecutive scheduled working days, or is on an employee’s last scheduled working 

day before and/or first scheduled working day after the employee’s vacation or any 

holiday specified in this Agreement, or exceeds ten (10) scheduled working days per 

year, the Board may, in its sole discretion require such employee to present the 

certificate of a medical doctor certifying the nature and duration of the illness or injury 

which necessitated the absence and certifying the employee’s ability to return to work; 

or, in lieu thereof, may require a written signed statement from the employee setting 

forth the reason for the sick leave absence. 

 
H. Provision: School-Incurred Injuries or Disease 

Any employee who is absent due to injury or disease incurred in the performance of 

assigned duties compensable under the Worker’s Disability Compensation Act of 1969, 

as amended, shall be paid an amount equal to the difference between the Worker’s 

Compensation allowance and the employee’s salary without deduction from sick leave 

for a period up to six (6) months.  

 
I. Family and Medical Leave Act 

The employer shall be in compliance with the provisions of the Federal Family and  
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Medical Leave Act. Applications are available in the Human Services Department. Paid 

emergency and sick leave time shall be counted toward/against the leave time available 

under the Family and Medical Leave Act. 

 
J. Sick Leave Bank 

Members of the Grand Haven Secretaries’ Association who wish to voluntarily donate 

sick leave to a sick leave bank may do so by sending a written statement to the 

Assistant Superintendent of Human Services. The maximum number of days a member 

may donate to the bank at any one time is five (5) days per fiscal year (7/1 through 6/30) 

unless more frequent donations are authorized by the District’s Human Services 

Department. Employees who retire from the District may donate an additional five (5) 

sick leave days for a total of ten (10) in the fiscal year of their retirement. 

 
When emergencies arise for members of the GHSA, which necessitates more sick leave 

than the member has accumulated, they may draw from the bank by the following 

procedures: 

1. Write an email or letter to the Association President and the Assistant 

Superintendent of Human Resources requesting additional sick leave from the 

sick leave bank, stating the specific reason for the additional days that are being 

requested. 

 
2. The Grand Haven Secretaries’ Association President and the Superintendent or 

his/her designee shall meet to review the requests and mutually determine 

whether or not the request will be granted. 

 
3. Days may not be drawn from the sick leave bank until a GHSA member has 

exhausted all of his/her own leave accumulation (sick, vacation and personal 

leave). 

 
4. The maximum number of days that may be donated to the sick leave bank shall 

not exceed one hundred fifty (150) days. When the bank becomes depleted, a 

request for additional donations will be made. 

 
5. If the employee is eligible for long-term disability, they will not be eligible to draw 

from the sick leave bank. 
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ARTICLE VIII 

OTHER LEAVES 

 
A. General Leave 

Unpaid leaves of absence not exceeding thirty-one (31) consecutive calendar days may 

be granted to an employee after completion of the employee’s probationary period. The 

granting or denial of any such leave of absence shall be in the sole and absolute 

discretion of the Board or Administration, based on the availability of competent 

substitute help, the educational and program requirements of the School District, the 

frequency of such requests, and any other factor or factors the Board or Administration 

believe to be pertinent; and the granting or denial of any such leave of absence in any 

one case shall not constitute any practice or precedent whatsoever insofar as any other 

case is concerned. No such leave of absence shall be granted, if at all, before the same 

has been requested in writing to and approved in writing by the Assistant Superintendent 

of Human Services; and no such leave of absence shall be extended or renewed if 

granted. A member on unpaid leave of thirty-one (31) consecutive calendar days or less 

shall not lose seniority during the unpaid leave. In addition or in lieu of “A.” above, unpaid 

leaves of absence of up to one (1) year may be granted to an employee upon application 

and approved by the Board or the Administration. Employees on such leave shall not 

accumulate seniority while on such leave. 

 
B. Jury Leave 

An employee who is summoned for jury duty and not relieved from such duty shall be 

granted a jury leave of absence for that purpose, provided he/she presents evidence of 

such duty to the employer as far in advance as possible. Employees shall work their 

scheduled hours when not serving as jurors, and an employee not selected to serve on a 

particular jury shall report to his/her scheduled work immediately after selection of said 

jury. The pay the employee shall receive for such jury leave shall be his/her basic rate 

for the time necessarily lost by him/her from his/her regularly scheduled work, less any 

amount received by him/her for such jury duty (not including travel allowances or 

reimbursement or expenses). 

 
C. Child Care Leave 

Child care leave may be granted at the discretion of the Administration. When granted, 

they shall be without pay and without accruing seniority credit during the time the 

employee is on leave. The length of the leave shall not exceed one (1) year, renewable  
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at the discretion of the Administration if requested by the employee in writing at least 

three (3) months prior to the expiration of the leave. 

 
The employee shall notify the Human Services Department in writing at least three (3) 

months prior to the beginning date of the leave so that arrangements can be made to 

procure a replacement. Notification shall state a beginning and ending date of leave. In 

cases of emergency, the three (3) month notification period may be waived by the 

Human Services Department. 

 
Re-employment will commence upon the date set when the leave was granted. Failure 

to return from a Child Care Leave on the date specified when the leave is granted shall 

be deemed a resignation. An employee returning from a Child Care Leave may be 

placed into any position within the same classification by the Administration. Any person 

returning within ninety (90) calendar days from the first date of the leave will be returned 

to the same position he/she held prior to the beginning of the leave. 

 
D.       Unpaid Sick Leave 

An employee who has exhausted his/her paid sick leave shall be placed on unpaid sick 

leave for the duration of his/her illness, injury or other disability. The Board may 

terminate the employment relationship of the employee after a paid and/or unpaid sick 

leave that has a duration greater than thirty-six (36) months.  

Should the employer have provided enough time to use as PTO and has met the accrual 

minimums for ESTA, the employee is not entitled to more paid time; however, this does 

not prevent them from using the sick bank. 

 

ARTICLE IX 

HOLIDAY PAY 

 
A. Subject to and in accordance with the provisions of this Article, eligible employees shall 

be entitled to holiday pay for the following designated holidays: 

 
1. Friday before Labor Day  

2. Labor Day 

3. Thanksgiving Day 

4. Day after Thanksgiving 

5. Day before or after Christmas 

6. Christmas Day 
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7. Day before or after New Year’s Day 

8. New Year’s Day 

9. One (1) “floating holiday” during the school year to be designated by the 

Superintendent in accordance with the school calendar, after consultation with 

the Unit President. 

10. Memorial Day 

11. Fourth of July 
 
 

Notwithstanding the foregoing, if in any year the “Day before Christmas”, “Christmas 

Day”, the “Day before New Year’s”, “New Year’s Day” or the “Fourth of July” falls on a 

Saturday or Sunday, then and in such event the Board or Administration at its discretion 

may either pay holiday pay for the actual day of the designated holiday or may designate 

a week day (i.e.Monday through Friday) when school is not in session to be celebrated 

and paid as a holiday in lieu of the actual day designated. 

 
B. Employees eligible for such holiday pay shall be paid at straight time hourly rates, for the 

number of work hours contained in their normal regularly scheduled work day. 

 
* Only those members who have the Friday prior to Labor Day as part of their regularly 

scheduled workweek shall be eligible. (See C1). 

C. Eligibility for Holiday Pay 
 
 

1. To be eligible for holiday pay hereunder, an employee must be a regular 

employee on the day of the holiday; and must have worked the last regularly 

scheduled work day before the holiday and the first regularly scheduled work day 

after the holiday (unless the employee’s absence on said “last regularly 

scheduled work day” or “first regularly scheduled work day” was due to an 

authorized paid vacation or a verified and proper use of emergency sick leave; 

beginning 06/07, employees regularly scheduled to work prior to Labor Day shall 

receive Friday as a holiday as well as Labor day. Employees not scheduled to 

begin work before Labor Day and do work their first regularly assigned day after 

Labor Day will receive holiday pay for Labor Day.) 

 
2. No holiday pay shall be paid to any employee for any holiday which falls within 

the summer vacation period if such employee does not regularly work during said 

summer vacation period; and no holiday pay shall be paid to an employee for any 

holiday which occurs after the date of employees resignation or discharge, or 
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while employee is on leave of absence, or while employee is absent due to an 

illness or injury (occupational or non-occupational), or while employee is laid off; 

and no holiday pay shall be paid to an employee who is scheduled to work on a 

holiday but who fails to report for and perform such work. In the event an 

employee eligible for holiday pay is scheduled to work on a designated holiday, 

however, such employee shall receive holiday pay in addition to regular pay. 

 
 

ARTICLE X 

VACATIONS 

 
A. All regularly scheduled employees who 1) are employed on a twelve (12) month basis 

and who 2) have completed one (1) or more years of continuous employment with the 

Board since their last hiring date and who 3) have worked sixteen hundred (1600) hours 

or more during the preceding employment year (anniversary date to anniversary date) 

shall receive vacations with pay, at straight time rates, in accordance with the following 

schedule: 

 

• Ten (10) days after one (1) year 

• Twelve (12) days after six (6) years 

• Sixteen (16) days after eight (8) years 

• Twenty (20) days after ten (10) years 

• Twenty-five (25) days after twelve (12) years 

 
Employees will be allowed to cash out up to three (3) vacation days. As a condition of 

receiving this benefit, the employee must make an irrevocable, written election by 

September 30 to receive payout either in the first pay of December OR last pay in June. 

 
School year employees who have worked at least a seven (7) hour day and have 

completed at least a one (1) school year assignment would receive the ten (10) days of 

vacation when appointed to a full time twelve (12) month position. 

 

Food Service Secretary Position: 
 

• Five (5) days after one (1) year 

• Six (6) days after six (6) years 

• Eight (8) days after eight (8) years 

• Ten (10) days after ten (10) years 
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• Twelve (12) days after twelve (12) years 
 
 

All regularly scheduled employees who 1) are employed on a twelve (12) month basis 

and who 2) have completed one (1) or more years of continuous employment with the 

Board since their last hiring date and who 3) have worked less than sixteen-hundred 

(1600) hours during the preceding employment year (anniversary date to anniversary 

date) shall receive that proportion of the vacations with pay prescribed above as their 

hours worked bears to sixteen hundred (1600) hours. 

 
B. As used in this Article, the term “week” or “weeks” shall mean, with respect to any 

employee eligible for vacation with pay, the number of work hours contained in such 

employee’s normal regularly scheduled work week. For example, an employee who is 

entitled to two (2) weeks’ vacation with pay and whose regularly scheduled workweek 

consists of thirty-five (35) hours, should receive seventy (70) hours of paid vacation. 

 
C. Vacation pay will not be paid in advance but will be paid on the employee’s regular 

payday as if the employee had worked during such period. 

 

D. Paid vacations shall not be accumulated from year to year but must be taken between 

the anniversary date upon which they are earned and the next succeeding anniversary 

date with the exception that three (3) days may carry over to the next year. 

 
E. All paid vacations may be taken at any time during the year with prior written permission 

of the employee’s supervisor. All requests for paid vacations must be made in writing to 

the employee’s supervisor at least two (2) calendar weeks in advance of the requested 

paid vacation time. The supervisor shall reply to an employee’s written request for paid 

vacation time within five (5) working days of receipt of such request, approving or 

disapproving such request. 

 
F. School year employees shall be granted three (3) days of vacation annually with pay at 

straight time upon approval of the supervisor, provided that not more than two (2) 

employees from any department use vacation time on any one given day and that a 

substitute is available. The employee shall submit his/her request for the use of these 

vacation days to his/her supervisor. If the employee chooses not to use three (3) 

vacation days during the one school year and has been employed for a minimum of five 

(5) years, up to a maximum of five (5) days may be banked. If the employee chooses 

not to take the three (3) vacation days in any one school year, the employee must make 

an irrevocable, written election by September 30 to receive payout either in the first pay 
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of December OR last pay in June. 

 
G. Should an employee’s employment with the employer terminate, all vacation accrued 

shall be paid to the employee within three (3) calendar weeks. 

 

ARTICLE XI 

CONFERENCES 

 
Bargaining unit members may attend, at a normal workday pay, appropriate skill-development 

conferences providing substitutes are available (if substitutes are needed). Those desiring to 

attend a conference must have the approval of their supervisor and complete the District 

conference request forms. 

 

ARTICLE XII 

WORKING HOURS 

 
A. An employee’s regular work week shall consist of no more than forty (40) hours worked 

during no more than five (5) days with a minimum of one-half (1/2) hour for lunch break 

per day. Employees shall not take work home. 

 
B. An employee shall receive one (1) fifteen (15) minute break per three and one-half (3 ½) 

to four (4) hours worked. 

 
C. The Administration will determine the work schedule of each employee within the 

limitations of A and B above. 

. 

D. In the event school is canceled prior to the start of an employee’s work day due to 

inclement weather or conditions not within the control of the District, the employees are 

not expected to report for duty. There shall be no deductions from the employee’s pay or 

leave days of absence. If schools remain closed more than three (3) consecutive days, 

employees shall report to work and be paid at straight time for their normal workday. A 

supervisor may call an employee and require that he/she report to work. Said employee 

shall report to work as soon as he/she can and shall be paid an additional amount of 

straight time for the number of hours called in and worked. 

 
In the event school is canceled after the start of an employee’s workday due to 

inclement weather or conditions not within the control of the District, the employees will 
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remain on duty until dismissed by their supervisor. If the employee is dismissed prior to 

 
 the end of their normal workday, they will be paid as if they had worked the normal 

workday. 

 

E. Working hours for each assignment will be determined by the Administration. All such 

working hours may be changed by the Administration upon reasonable notice to the 

employee(s) involved. 

 
F. The normal work schedule of employees may be adjusted/changed at the discretion of 

the Board or Administration (after consultation with the employee) in regard to workdays, 

hours and assignment. 

 

G. The work schedule shall be subject to all the terms and provisions of this Master 

Agreement, including the layoff and termination provisions thereof, which said terms and 

provisions shall take precedence over the normal work schedule. 

 

H. It is anticipated that work schedules will be adjusted to reflect circumstances beyond the 

control of the Board and Administration.  

 

I. Alternate Schedule Days 

Employees shall be entitled to work a full day when students arrive late/leave early on 

delayed start/early release professional development days. Employees shall be paid for 

any time worked, up to their regularly scheduled work hours. 

 
ARTICLE XIII 

OVERTIME 

 
A. Any work performed over forty (40) hours in one (1) week will be paid at the rate of time 

and one-half (1/2). 

 

B. Any work performed over eight (8) hours per day shall be paid at the rate of time and 

one-half (1/2). 

C. An employee may elect to take compensatory time in lieu of overtime pay.  
 
 
 

D. Paid holidays and emergency leave are considered work time. 
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E. In no event shall overtime hours be paid more than once (i.e. daily and weekly overtime 

shall not be paid for the same hours worked). 

 
F. All overtime must be approved by the appropriate supervisor prior to the time the 

overtime is worked. 

ARTICLE XIV 

LIABILITY INSURANCE 

 
A. The board maintains a general liability insurance policy providing general liability 

insurance for itself, the School District, and all employees in the Bargaining Unit, subject 

to and in accordance with the terms and conditions of said policy. 

 
B. Before using his or her own vehicle to transport students or for other school business, an 

employee shall first be duly authorized to do so, shall have a valid driver’s license, shall 

have accident insurance on the vehicle at the employee’s expense, and may be required 

to provide the Board with a current certificate of insurance covering the employee’s use 

of such vehicle. 

ARTICLE XV 

MILEAGE 

 
When an employee is authorized and required by the employee’s supervisor to use the 

employee’s own automobile for school business, the employee shall be reimbursed at the IRS 

rate per mile. Requests for payment of such mileage must be submitted by the individual 

employee on forms provided by the Board. 

 
 

ARTICLE XVI 

NECESSARY REDUCTION AND RECALL OF PERSONNEL 
 
 

A. When the size of the work force is to be reduced through a layoff of employees for any 

reason as determined by the Board, the following procedure will be utilized by the Board 

or its designated representative(s): 

 
1. Temporary or substitute help shall be laid off first, provided there are probationary 

or seniored (non-probationary) employees who are able and fully qualified to fill 

the remaining positions. 
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2. Probationary employees shall be laid off next provided there are seniored (non-

probationary) employees who are able and fully qualified to fill the remaining 

positions. If seniored (non-probationary) employees are to be laid off, such 

employees shall be laid off on the basis of their seniority (i.e. least senior first) 

within their classification, provided there are other seniored employees within 

their classification who are able and fully qualified to fill the remaining positions. 

 
B. Written notification of any such layoff shall be given not less than twenty (20) calendar 

days before the effective date thereof. 

 
C. The Administration shall offer laid off employees any reasonable assistance in securing 

other employment. 

 
D. When the size of the work force is to be increased following a layoff pursuant to 

Paragraph A above, the following procedure will be utilized by the Board or its 

designated representative(s): 

 
1. Seniored (non-probationary) employees shall be recalled first on the basis of their 

seniority (i.e. most senior first) provided they are able and fully qualified to fill the 

available positions. 

 
E. All recalls shall be made by written notice sent by certified or registered mail, return 

receipt requested, to the employee’s last known address according to the records of the 

Board. Such recall notices shall specify the date upon which the employee shall return to 

work, and such recalled employees shall return to work on the date so specified; 

provided, however, that if said date is within ten (10) working days following the date the 

recall notice is either receipted for or returned undelivered, the employee shall have ten 

(10) working days following the date of mailing said recall notice within which to return to 

work. 

 
F. 1. Job vacancies, if any, resulting from a lay-off of personnel, as provided in this 

Article, may be filled by the Board or Administration through transfer or 

reassignment of other Bargaining Unit employees without regard to the job 

posting or other provisions of Article VI (Vacancies and Transfers) hereof. 
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2. Job vacancies which result from reinstatement of employment positions 

previously eliminated in connection with a lay-off, and which occur during a 

period when there are employees laid off who are eligible and entitled to be 

recalled, may similarly be filled by the Board or Administration through a recall of 

employees, as provided in this Article, without regard to the job posting or other 

provisions of Article VI (Vacancies and Transfers) hereof. Other job vacancies, 

however (i.e. those resulting from employee resignations or retirement, etc.) shall 

be posted. 

 
G. In the event that an employee’s position is 1) eliminated, or 2) reduced in the number of 

scheduled work hours per day, (greater than fifteen (15) minutes per day), or work days 

per year (greater than five (5) days per year), or 3) if an employee is involuntarily 

transferred to a position with less scheduled work hours per day (greater than fifteen (15) 

minutes per day), or work days per year (greater than five (5) days), or 4) if an employee 

is involuntarily transferred to a position in a lower classification, then the employee shall 

have the right to bump another employee according to the following procedures: 

 
1. To initiate bumping in the event the employee’s hours are reduced or per Article 

XVI G above, the employee may bump only to regain lost work hours, regain lost 

days and/or regain their rate of pay. Once the bumping is set in motion, any 

employee being bumped may bump an employee in their current classification or 

in a lower classification with less seniority, provided the employee is able and 

fully qualified to fill the position. 

 
2. Any employee that is bumped from their position by another employee with 

greater seniority shall have the same right as the employee that bumped him/her. 

 
3. Employees shall request, in writing to the Assistant Superintendent of Human 

Services, their intentions to exercise their right to bump another employee. This 

request shall state the position which they are requesting to bump into. 

 
ARTICLE XVII ASSIGNMENT CLASSIFICATIONS 

 
A. The following assignment classifications shall apply: 

 



- 25 -  

 
CLASSIFICATION I 

• Secretary to the Principal – High School 

• Secretary to the Principal – Middle Schools 

• Secretary to the Principal – Elementary Schools 

• Secretary to the Principal of Alternative Education/Adult Education 

• High School Main Office Secretary – Office of the Principal 

• Secretary to Food Services Department 

• Secretary to Director of Technology 

• Secretary to Director of Special Education 

• Secretary to Director of Operations 

• Secretary to Director of Transportation 

• Secretary to Athletic Director 

• Graphics/Copy Service Operator 

• Student Services Secretary – Middle Schools 

 
CLASSIFICATION II 

• Middle School Receptionist Secretary 

• Student Services Secretary – High School 

• Laminator/Copy Service Operator 

• IMS Technical Process Secretary 

• High School Attendance Office Secretaries 

• Special Education Secretary 

• High School Guidance Information Center Coordinator 

• High School Receptionist/Telephone System Coordinator 

• Professional Library Media Assistant 

• Secretary – Adult Education – Daytime 

• Secretary – Adult Education – Day and Evening 

• Copy Center Assistant 

• Middle School Attendance Secretaries 

• Clerks 

 
CLASSIFICATION III 

• Media Assistants 

• Secretary to Recreation Coordinator 
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**Any positions to be added will be discussed and opened with Association approval.  Any 

positions removed from this list will be discussed and removed with Association approval. 

 

B. The District shall notify the Association of proposed changes in the job titles, position 

descriptions and/or classification levels of the positions listed above; provided, however, 

that the ultimate determination of job titles and position descriptions is the responsibility 

of the District alone. 

C. In the event an employee feels that his/her position should be reclassified, said 

employee will develop the specific reasons for the request on the Classification Upgrade 

Request form. The evidence will include new job duties assigned to the employee as 

well as the frequency the new duties need to be performed and how the level of 

responsibility has changed. The Assistant Superintendent of Human Services, the 

Principal or Department Director, and the Association president shall receive written 

documentation of these specific reasons.  During the fall of 2026, the Association and 

Assistant Superintendent of Human Services will revise the reclassification form. 

 
The final recommendation will be the responsibility of the Assistant Superintendent of 

Human Services. 

 
The employee will receive written notification of the decision from the Assistant 

Superintendent of Human Services. 

 

D.  By August 1 of each year, the district will provide updated job descriptions to each 

classification.  The initial creation of these documents will be done in cooperation with 

the Association to establish current practices.  These will help with future re-

classification requests). 

E. Any employee who submits a request for reclassification will have a final response within 

one month of submitting the request. 

F. Should an employee have to dispense medication, they will be placed on the “A” column 

of their respective classification wage scale, which denotes an additional fifty cents 

($0.50) per hour. 

 
 

ARTICLE XVIII 

EMPLOYEE PERFORMANCE 

 
A. Evaluation of employees is an administrative function. The District and Association will  
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B. agree upon the form and procedure.  The evaluation form and process can be found at 

the conclusion of this document. 

 
C. The employee’s Supervising Administrator shall evaluate each employee at the end of 

the employee’s first year. The results of each evaluation will be shared at a meeting 

scheduled with the employee. If the evaluation is satisfactory, the employee shall be 

evaluated every two 

(2) years thereafter. 

 
D. When an employee receives a written evaluation which is unsatisfactory, the 

Administration and the employee will be placed on an Individual Development Plan. 

 
E. When an employee receives an unsatisfactory evaluation, the employee shall be given a 

written notice of unsatisfactory performance/conduct. The employee will be given a 

reasonable opportunity, a minimum of thirty (30) working days, to correct such 

unsatisfactory performance/conduct unless such unsatisfactory performance/conduct 

would justify a dismissal. The Administrator shall notify the employee that the employee 

should have Union representation present at the meeting. Prior to an employee being 

placed on an Individual Development Plan, the employee shall meet with the Assistant 

Superintendent of Human Services to discuss the action to be taken. The employee may 

have Union representation at the meeting. 

 

F. Within six (6) months after the unsatisfactory evaluation taking effect, an evaluation will 

be conducted of that employee. If this evaluation is satisfactory, the employee will be 

taken off the IDP.  

 

G. If the evaluation is unsatisfactory, then the Individual Development Plan could be 

extended an additional six (6) months, or more severe disciplinary action may take place, 

including discharge. 

 
H. Just Cause 

The Board shall not discharge, suspend, or otherwise discipline any employee without 

just cause. An employee found to have been discharged, suspended, or otherwise 

disciplined without just cause shall be reinstated, paid any lost wages and benefits and 

otherwise made whole. 

 



- 28 -  

 
ARTICLE XIX 

WAGES 

 
A. Employees subject to this Agreement shall be paid in accordance with the wage scale(s) 

attached hereto and made a part hereof as Appendix “A”. Effective with the 2006-07 

school year and revised in 2017, those members meeting at least one out of two 

responsibilities listed below, eligible employees shall receive .50 (fifty cents) 

“responsibility adjustment” on their salary schedule step each year of the contract: 

 
1. You are the primary secretary to the principal or director. 

2. You are the primary person responsible for administration of medication as 

designated by your building principal. This will include up to two (2) secretaries at 

each middle school and high school as designated by the principal.   

3. Should the responsibilities be divided equally (depending on hours/breaks of 

employee), each secretary will receive this adjustment to their pay. 

B. Longevity 

Each year on June 1, employees with: Full-time employees 

(Nine (9) – twelve (12) month annual schedule, thirty (30) hours per week or more) 

 
o Employees with ten (10) years seniority or more shall receive a longevity payment 

of four hundred twenty five dollars ($425) each year for years 10-14. 

o Employees with fifteen (15) years seniority or more shall receive a longevity 

payment of seven hundred fifty dollars ($750) each year for years 15-20. 

o Employees with twenty-one (21) years seniority or more shall receive a longevity 

payment of one thousand dollars ($1,000) each year for years 21 and beyond. 

 
Part-time employees: 

 
o Employees with ten (10) years seniority or more shall receive a longevity payment 

of two hundred sixty-five dollars ($265) each year for years 10-14. 

o Employees with fifteen (15) years seniority or more shall receive a longevity 

payment of two hundred seventy-five dollars ($275) each year for years 15-20. 

o Employees with twenty-one (21) years seniority or more shall receive a longevity 

payment of three hundred fifty dollars ($350) each year for years 21 and beyond. 
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ARTICLE XX 

FRINGE BENEFITS 

 
A. Health Insurance 

Effective August 1, 2014, the Board shall provide benefits for a full twelve-month period 

for each employee, his/her spouse, and his/her dependents defined eligible. 

 2026–2027 Plan Year  

For the 2026–2027 plan year, the District shall offer the following medical insurance 

plans to eligible bargaining unit members:  

• MESSA ABC Plan 2, 0% Coinsurance, Tier 5 Rx   

• MESSA ABC Plan 3 with 20% coinsurance and Tier 3 Rx  

The District shall maintain the current 80/20 premium cost-sharing arrangement for 

medical insurance.  

For employees enrolled in District-provided medical coverage during the 2026–2027 

plan year, the District shall provide an employer contribution toward the employee’s 

deductible or health savings arrangement in the following amounts:  

▪ Single coverage: $1,360   

▪ Two-person or family coverage: $2,720   

2027–2028 Plan Year and Thereafter  

Effective January 1, 2028, the District’s contribution toward medical insurance 

premiums shall be limited to the applicable statutory hard cap amount under the 

Michigan Publicly Funded Health Insurance Contribution Act, or any successor law.  

Prior to Open Enrollment for the 2028 plan year, the District and the Association 

shall meet to discuss available medical plan options for the upcoming plan year.  

If the statutory hard cap is repealed, eliminated, or otherwise no longer exists, and 

no successor law establishes a comparable employer contribution cap for public 

employer medical benefit plans, the parties shall bargain over 

the District’s contribution toward medical insurance premiums for the affected plan 

year. Any such bargaining shall be limited solely to the District’s contribution toward 

medical insurance premiums, unless the parties mutually agree in writing to expand 

the scope. Unless and until the parties reach a written agreement, the District shall 

not be obligated to contribute more than the amount required by applicable law.  
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Employee-Funded HSA Advance  

Effective with the 2027–2028 contract year, the District shall eliminate the employer-

paid HSA contribution.  

Beginning with the 2028 plan year, for employees enrolled in a qualified high-

deductible health plan with an HSA, the District shall advance the following amounts 

to the employee’s HSA on behalf of the employee (employees can opt out of 

this during Open Enrollment):  

▪ Single coverage: $1,360   

▪ Two-person or family coverage: $2,720   

The HSA advance shall be considered an employee contribution, not an employer 

contribution, because the employee shall repay the full amount advanced to 

the District through equal payroll deductions over the course of the applicable plan 

year. Such deductions shall be made in accordance with applicable law, IRS 

regulations, payroll procedures, and any required employee authorization.  

• Negotiated Long Term Disability (after eight (8) years) 

▪ 70 percent 

▪ 90 Calendar Day Modified Fill 

▪ $3,000 Maximum 

▪ Alcoholism/Drug Abuse Waiver: Same as any other illness 

▪ Nervous Waiver: Same as any other illness – two (2) year Limit 

▪ Own Occupation: two (2) years 

▪ Minimum Pay Out: five (5) percent 

▪ Pre-existing condition Waiver 

▪ Freeze on Offsets 

▪ Maternity: Standard 

▪ Rehabilitation Standard 

▪ Social Security Offset: Family 

▪ Cost of living Adjustment 
 

• Delta Dental: 

▪ 80/80/80 - $1,000 Maximum 

▪ 80 - $750 Maximum 

▪ Internal and External Coordination of Benefits 
 

• Negotiated Life Insurance: $25,000 AD&D 
 

• Vision: VSP-3 Plus -200 CL 
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CASH IN LIEU BENEFITS: 

 
Cash In Lieu - Beginning October 1, 2014, those employees hired prior to April 1, 2006, will 

receive a Cash Benefit in lieu of health insurance benefit equal to the MESSA Choices II Pak  

 

A. Single Subscriber Rate. Those employees hired after April 1, 2006, will receive a 

Cash Benefit in lieu of health insurance benefit of three thousand dollars ($3,000) 

annually. 

 
The benefit year is from October 1 through September 30. Employees hired after the October 

1 date each year receive pro-ration of the three thousand dollars ($3,000) annual amount. 

 
B. Negotiated Long Term Disability (after eight (8) years) 

▪ 70 percent 

▪ 90 Calendar Day Modified Fill 

▪ $3,000 Maximum 

▪ Alcoholism/Drug Abuse Waiver: Same as any other illness 

▪ Mental/Nervous Waiver: Same as any other illness – two (2) year Limit 

▪ Own Occupation: two (2) years 

▪ Minimum Pay Out: five (5) percent 

▪ Pre-existing condition Waiver 

▪ Freeze on Offsets 

▪ Maternity: Standard 

▪ Rehabilitation Standard 

▪ Social Security Offset: Family 

▪ Cost of living Adjustment 

 
C. Delta Dental: 

1. 80/80/80 - $1,000 Maximum 

2. 80 - $750 Maximum 

3. Internal and External Coordination of Benefits 

 
D. Negotiated Life Insurance: $25,000 AD and D 

 
E. Vision: VSP-3 Plus -200 CL 

 

The Board shall contribute to, but not exceed, the following amount toward the cost of such 

health insurance coverage: 
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1. 1,500 or more hours per year 

For employees assigned to work 1,500 or more hours per year, the Board shall pay 

eighty percent (80%) of the total cost of the MESSA health plans medical premiums 

described above and provide eighty percent (80%) of the annual deductible of the ABD 

Plan 1 plan funding to the employee’s “Health Equity” (HEQ) Health Savings Account 

(HSA) for each plan year for those electing one of the HAS health plans. 

 
Each employee enrolled in health plan shall pay twenty percent (20%) of the medical 

premium for their elected plan. 

 
The employee’s premium contribution will be payroll deducted through a qualified 

Section 125 Plan and, as such, will not be subject to withholding. The employer’s 

“qualified Section 125 Plan” shall include any and all of the provisions necessary for pre-

tax contributions to employee’s HSA accounts administered through HEQ. 

 
Employees may contribute, through payroll deduction and electronic transfer additional 

money towards their HEQ HSA up to the maximum amounts allowed by Federal law. 

The employer shall fund annually, the employer’s entire annual obligation to the agreed 

upon HEQ HSA on the first payroll in January of each year. All other non-medical 

MESSA benefits shall be fully paid by the employer. 

 
2. 721 hours or more but less than 1,500 hours per year 

For employees assigned to work at least 721 hours, but less than 1,500 hours per year, 

the Board shall pay fifty (50) percent of the monthly Full-Family or Two-Person MESSA 

health plan or eighty (80) percent of the Single Subscriber premium rate of MESSA 

health plan and when appropriate, MESSA limited Medicare Supplement Insurance and 

Medicare Part B. 
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3. 720 hours per year or less for employees hired in the bargaining unit prior 

to April 1, 2006. 

 
a. For employees assigned to work 720 hours per year or less, the Board 

will pay a pro-rated amount of 1) fifty (50) percent of the monthly Full-

Family or Two-Person MESSA health plan 2) eighty (80%) percent of the 

Single Subscriber premium rate. (Example: An employee scheduled to 

work 628 hours per year with a spouse and a child shall receive a 

premium subsidy amount equal to 628/720 multiplied times fifty (50%) 

percent of the monthly Full-Family or Two-Person premium rate). All 

employees assigned to work less than 720 hours per year shall receive 

one hundred (100%)percent Board-paid LTD (after eight (8) years), Delta 

Dental, Negotiated Life and Vision. 

 
b. Beginning April 1, 2006, those newly hired employees who work 720 

hours per year or less shall receive no benefits. 

 
c. Any Employee may elect, in lieu of health insurance coverage, to receive 

a pro-rated cash amount as described under the cash in lieu Benefits 

above. This amount can be deposited, in a qualified tax deferred annuity  

 

For Example:  A person electing MESSA health benefits would receive: 
 
 

Fifty (50) percent Board-paid MESSA elected health plan 

Full-Family or Two-Person coverage 

OR 

Eighty (80) percent Board-paid MESSA health plan 

Single Subscriber coverage 

and, 
 

All employees with eligibility between 721 but less than 1,500 hours/year electing either of the 

above options shall also receive: 

 

• One hundred (100) percent Board-paid Delta Dental 

• One hundred (100) percent Board-paid Vision 

• One hundred (100) percent Board-paid Negotiated Life 

• One hundred (100) percent Board-paid Negotiated Long-Term Disability 

(after eight (8) years) 
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program from a Board list of approved annuity programs, which shall 

include any of the board approved financial services. The Board will offer 

employees who elect this option a qualified, limited cafeteria plan, to meet 

the requirements of Federal Law. 

 
B. Long-Term Disability 

 

Employees with eight (8) years of continuous District service shall be eligible to 

participate in a Long-Term Disability Insurance Program. 

 
C. General Insurance Provisions 

 
 

1. New employees to the Bargaining Unit shall be eligible for the above insurance 

beginning with the first day on which they begin work. However, the Board shall 

not be required to begin payment of the premium until the first of the month 

following the employee’s hire. If the employee is hired on the first day of the 

month, the Board shall begin payment of the premium immediately. 

 
2. The above insurance coverage shall be continued during paid leaves of absence. 

 
3. In the event an employee is indefinitely laid off, goes on an unpaid leave of 

absence, resigns or otherwise terminates his/her employment, the above 

insurance shall be continued through the month following the month in which 

their lay off, resignation, termination or unpaid leave of absence was effective. 

 

4. Employees returning from an unpaid leave of absence or from lay off shall be 

eligible for the above insurance beginning with his/her first work day upon return, 

provided, however, that the Board shall not be required to begin payment of the 

premium until. The first of the month following the employee’s return. If the 

employee returns on the first day of the month, the Board shall begin payment of 

the premium immediately. 

 
5. The annual open enrollment period shall be the last week of August through the 

middle of September. 

 
6. Insurance Limitation 

The employer’s obligation for insurance benefits shall be limited to the terms and 
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conditions of the insurance policies. 

 
D. Payment Upon Retirement 

 
 

• An employee who retires from the District under the Michigan School Employee’s 

Retirement System will receive a one (1) time payment of hundred dollars ($200) for 

each year of full-time (nine (9) to twelve (12) month annual schedule, thirty (30) hours 

per week or more) District service and one hundred seventy-five ($175) for each year 

of part-time District service. 

 
• Upon retirement, secretaries will receive a payment of twenty dollars ($20) for each 

PTO day accumulated over one hundred-fifty (150) days. 

 
ARTICLE XXI 

WAIVER CLAUSE 

 
The parties acknowledge that during the negotiations which resulted in this Agreement, each 

had the unlimited right and opportunity to make demands and proposals with respect to any 

subject matter not removed by law from the area of collective bargaining, and that the 

understandings and agreements arrived at by the parties after the exercise of that right and 

opportunity are set forth in the Agreement. Therefore, the Employer and the Union, for the life of 

this Agreement, each voluntarily and unqualifiedly waives the right and each agrees that the 

other shall not be obligated to bargain collectively with respect to any subject or matter not 

specifically referred to or covered in this Agreement, even though such subjects or matters may 

not have been within the knowledge or contemplation of either or both of the parties at the time 

they negotiated or signed this Agreement. 

 
The above provision does not apply to any past practice.   
 

NOTE: This provision shall not be enforceable until such time as the decision of the Michigan 

Employment Relations Commission shall be issued and become final after any and all appeals 

are exhausted in MERC Case No. C91 G-171 regarding whether this Waiver Clause is a 

mandatory or permissive subject of bargaining. If the final decision finds this Waiver Clause to 

be a mandatory subject of bargaining, it shall then become enforceable. If the final decision 

finds this Waiver Clause to be a permissive subject of bargaining, it shall remain unenforceable 

and void. 
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ARTICLE XXII 

NO STRIKE – NO LOCKOUT 
 
 

During the term of this Agreement, the Employer will not lock out the employees. 
 
 

The Union agrees that during the term of this Agreement, it, its members, or any employees in 

the Bargaining Unit represented by it, will not call, authorize or participate in any strike, work 

stoppage or other interruption of or interference with the normal business or activities of the 

Employer. 

 
ARTICLE XXIII 

NEGOTIATIONS PROCEDURES 

 
A. It is understood that the terms and conditions of employment provided in this Agreement 

shall remain in effect until altered by mutual agreement in writing between the parties. 

 
B. No later than June 1, of the calendar year in which this Agreement expires, the Board 

agrees to negotiate with the Union over a successor agreement in accordance with the 

procedure set forth herein in a good-faith effort to reach agreement concerning wages, 

hours and other terms and conditions of employment. Any agreement so negotiated will 

apply to all employees and will be reduced to writing and signed by the Board and the 

Union. 

 
C. Neither party in any negotiations shall have any control over the selection of the 

negotiating or bargaining representatives of the other party, and each party may select 

its representatives from within or outside the School District. Both parties will agree to 

the time and place for negotiations. While the Union and the Board shall execute no final 

agreement without ratification, the parties mutually pledge that their representatives will 

be clothed with all necessary power and authority to make proposals, consider 

proposals, and make concessions in the course of negotiations. 

 

ARTICLE XXIV 

UNEMPLOYMENT COMPENSATION 

 
Secretaries who work less than twelve (12) months, are laid off and receive unemployment 

compensation during the summer, and are then called back to work at the beginning of the next 

school year, shall have their salary adjusted so that the secretary’s unemployment benefits plus 
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his or her annual salary rate will be equal to the rate of salary he/she would have earned for the 

school year had he/she not been laid off. 

 
ARTICLE XXV 

PERSONNEL FILES/COMPLAINT PROCEDURES 
 
 

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

office file. 

 
B. Before any written document is placed in an employee’s personnel file, the following shall 

be done: 

 
1. Any written document, complimentary and/or complaining, about an employee(s) 

that is to be placed in a file should be dated and a copy given to employee(s). 

 
2. The employee(s) shall have the right to submit a written response to the material, 

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

 
3. The District shall conduct an investigation of any written complaint to determine 

the accuracy of the document. If it is found that any portion of the document is 

not accurate, the inaccurate portion(s) of the document will be corrected before 

the document is placed in the employee(s)’s personnel file. 

 
4. The District will provide the name(s) of any complainants to the employee if the 

names are known. 

 
C. Freedom of Information Act (FOIA) 

In the event that the District receives a FOIA request for any document or information 

from an employee(s)’s personnel file, the District shall promptly provide the following to 

the affected employee(s) and to the Association: 

 
1. A copy of the FOIA request. 

 
 

2. Upon the employee’s request, in the event that the District, or other agents or 

attorneys, intend to disclose any documents, a copy of said documents shall first 

be made available to the Association and the employee(s) (if available) so that  
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the Association and the employee(s) are aware of the documents intending to be 

disclosed. 

 
ARTICLE XXVI 

GRIEVANCE PROCEDURE 

 
A. Definition 

A grievance shall be defined as an official complaint filed by an employee, group of 

employees, or the Union based on alleged violations of specific provisions of the 

Agreement. 

 
B. Exclusions 

Notwithstanding the foregoing definition, it is understood and agreed that the following 

matters are not subject to and may not be processed under the grievance procedure 

contained in this Agreement: 

 

1. The termination or non-renewal of any probationary employee. 

 
C. General Provisions 

 
 

1. All grievance documents or records shall be filed separately from the personnel 

files of the participants. 

 
2. Nothing contained herein shall be construed as limiting the right of a grievant to 

discuss a matter informally with any appropriate member of the administration in 

an effort to resolve the matter without recourse to the grievance procedure; 

provided however, that any such resolution shall not be inconsistent with the 

terms of this 

Agreement unless the Union was allowed to participate in the resolution and 

concurs with it. 

 
3. The term “days,” as used in this grievance procedure, shall mean and refer to 

school days (i.e. days when students are scheduled to be in attendance). 

 
4. The number of days indicated at each level of the grievance procedure shall be 

considered a maximum, and the parties shall attempt to expedite the process 

when reasonably possible. The time limits contained in the grievance procedure 
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may be compressed or extended, in writing, by mutual consent. 

 
5. A grievance, which is not timely filed or appealed, shall be considered as 

dropped or abandoned, and may not thereafter be processed. In the event the 

administration fails or neglects to issue a timely answer or response, the 

grievance will be deemed to have been denied and may be appealed to the next 

level. 

 
6. Grievance may, upon mutual agreement of the parties, be filed at Level Two or 

level Three of the grievance procedure; provided, however, that such filing shall 

not alter the timeliness and procedural (i.e. contents of written grievance) 

requirements of Level one and/or Level Two. 

 
7. No reprisals of any kind shall be taken by or against any party or any participants 

in the grievance procedure by reason of such party’s or participant’s good faith 

participation. 

 
D. Specific Procedure 

In addition to the foregoing, the specific procedures below shall be followed: 

 
1. Level One – Informal Meeting 

When a bargaining unit member(s) or the Union believe(s) a grievable event has 

occurred, and if it is to be grieved, the affected employee(s) or the Union shall 

request a meeting with the immediate supervisor in an effort to resolve the matter 

informally. 

 
The meeting must be requested within thirty (30) days following the grievable 

event, or (if the grievable event could not have been detected) within thirty (30) 

days following the time when it might have been detected, but in no event later 

than sixty (60) days following the grievable event. 

 
The immediate supervisor shall meet with the grievant and the Union within ten 

(10) days following the request for an informal meeting. If the matter is not 

promptly and satisfactorily resolved pursuant to this informal step, a written 

grievance may be filed as provided in Level Two (below).| 
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2. Level Two – Immediate Supervisor 

If a grievance is not promptly and satisfactorily resolved at Level One (above), a 

formal grievance may be filed subject to and in accordance with the following 

terms and conditions: 

 
a. The grievance must be in writing and must be filed with the principal or 

appropriate administrator within ten (10) days following the informal 

meeting held pursuant to Level One (above). 

 
b. The written grievance must also include the following: 

 
 

(i) It shall be identified as “Individual” or “Union”, and shall be signed 

by the individual(s) or a Union representative (as the case may 

be); 

(ii) It must identify the specific provision(s) of this Agreement which 

have been allegedly violated; 

(iii) It must state the facts supporting the alleged violation; and 

(iv) It must specify the relief requested. 
 
 

c. The principal or appropriate administrator will respond to the grievance, in 

writing, within ten (10) days following receipt of the grievance at Level 

Two. 

 
3. Level Three – Superintendent  

 
 

a. If a grievance is not satisfactorily resolved at Level Two, the grievant may 

appeal it to the Superintendent in writing, within ten (10) days following 

issuance of the Level Two written answer (or following the time when it 

should have been issued if it was not timely issued). 

b. Within ten (10) days of the receipt of the grievance, the Superintendent (or 

his/her designee) shall meet with the grievant and/or the Union to hear and 

discuss the grievance. 

 
c. Within ten (10) days following the meeting at Level Three, the 

Superintendent (or his/her designee) shall render a written decision on 

the grievance. 
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4. Level Four – School Board 

a.  If a grievance is not satisfactorily resolved at Level Three, the grievance 

will be advanced to the school board within ten (10) days following 

issuance of the Level Three written answer (or following the time when it 

should have been issued if it was not issued on time).  

b.  Within ten (10) days of the receipt of the grievance, the School Board  shall 

meet with the grievant and/or the Union to hear and discuss the grievance. 

c. Within ten (10) days following the meeting at Level Four, the School Board  

shall render a written decision on the grievance. 

 
5. Level Five –Arbitration 

If a grievance is not satisfactorily resolved at Level Four, the Association may 

submit the grievance to arbitration within thirty (30) days from receipt of the Level 

Four response. To initiate arbitration, the association will file the demand for 

arbitration with the American Arbitration Association (AAA). The parties will be 

bound by the rules and procedures of the AAA. The decision of the arbitrator 

shall be final and binding upon the parties. The cost of arbitration shall be borne 

equally by the parties. 
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ARTICLE XXVII 

DURATION OF AGREEMENT 

A. This Agreement is effective and shall continue until midnight, June 30, 2029, at which 

time it shall terminate whether or not any notice of termination has been served on either 

party by the other. 

 
B. Commencing no later than June 1, 2029, the parties shall meet and arrange for 

negotiations of the next collective bargaining agreement. 

 
In witness whereof, the parties hereto have, through their authorized representatives, 

executed this Agreement: 

 

GRAND HAVEN AREA PUBLIC SCHOOLS AND 

THE GRAND HAVEN SECRETARIES' ASSOCIATION, MEA - NEA 
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A. Full year of service is defined as calendar year commencing with the anniversary date of 

employment. Service is time on the job. Time on the job includes authorized leaves of 

absence as set forth in this contract. 

 
B. Employees changing job classification shall be located on the above schedule(s) by the 

Administration. 

 
C. Only fifty-two (52) week employees shall have the option of receiving payment over 

twenty-six 

(26) pay periods. 
 
 

D. The Board/Administration may place a new employee up to and including Step Two (2) 

(two years). 
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CLASSIFICATION UPGRADE REQUEST 

Grand Haven Secretaries Association 
 
 

 
Name: Current Classification:   

 
 

Building:  Position:  

 
Requesting Upgrade to Classification: I II III (Circle one) Reason for request to 

upgrade classification: 

 
 
 

Please list in detail, the job duties or responsibilities required to perform this job at the time you 

were hired (attach additional sheet if necessary). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Please list duties or responsibilities that have been added to this position since that time (attach 

additional sheet if necessary). 
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Please circle YES or NO to the following 
questions: 

 

Do you dispense medication to students?  Yes  No  N/A 

Do you give medical aid to students who are 

ill or injured? 

 

 
 Yes 

 

 
 No 

 

 
 N/A 

Do you report directly to a Principal or 
Director? 

 Yes  No  N/A 

Do you speak or interact and problem solve 

with parents on a daily basis? 

 

 
 Yes 

 

 
 No 

 

 
 N/A 

Do you speak or interact and problem solve 

with students on a daily basis? 

 

 
 Yes 

 

 
 No 

 

 
 N/A 

Do you collect/deposit money for your 

building/ department? 

 

 
 Yes 

 

 
 No 

 

 
 N/A 

Do you have knowledge of confidential 

information regarding students? (Example: 

IEP, discipline, legal, or medical documents, 

etc.) 

 
 

 
 Yes 

 
 

 
 No 

 
 

 
 N/A 

Do you have knowledge of confidential 

information regarding employees? (Example: 

evaluations, attendance records, disciplinary 

actions, etc.) 

 
 

 
 Yes 

 
 

 
 No 

 
 

 
 N/A 

Do you have knowledge of confidential 

information regarding parents? (Example: 

incarceration, police record, divorce, etc.) 

 
 

 
 Yes 

 
 

 
 No 

 
 

 
 N/A 

 

Employee Signature 
  

Date 

It is the responsibility of the employee to send copies of this request to the following individuals: 

• Assistant Superintendent of Human Services 

• Building Principal 

• Grand Haven Secretaries Association President 


