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1.00 Definitions 1 
 2 
1.01 AFSCME--means the American Federation of State and County and Municipal 3 

Employees; international union. 4 
 5 
 BOE--means the Board of Education. 6 
 7 
 District Level Administrator – means the Business Manager or designee.  8 
 9 
 Employee--means a person who is a member of the bargaining unit as defined in the 10 

Recognition Clause. 11 
 12 

Employee’s Direct Supervisor – means the person from whom the employee receives 13 
daily direction. 14 

 15 
 Employer--means the Oregon School District.  16 
 17 
 Formal Interview – Interview with Immediate Supervisor and Designated Team as per 18 

District Hiring Policies and Procedures. 19 
 20 
 Full Year Employee--is scheduled to work twelve (12) months per year. 21 

 22 
 Immediate Supervisor - means the Administrator/Director/Manager or designee to whom 23 

the employee directly reports. 24 
 25 
 Informal Internal Interview Team - Consists of the Unit Vice President/designee/building 26 

representative, District Level Administrator, and 27 
Immediate Supervisor of vacant position. 28 

 29 
 Job Share--an agreement between Employees and the Employer to split a position into 30 

two or more parts, pursuant to a separate written agreement. 31 
 32 
 Layoff--as used in this Agreement, layoff includes a reduction in hours (on a daily, 33 

weekly, or annual basis). 34 
 35 
 Non-School-Day Employees – those employees who don’t work during student  36 
                  attendance times. (such as 2nd shift custodians) 37 
 38 
 OEA-means the Oregon Education Association. 39 
 40 

Prorated – means the payment of benefit(s) equal to the percentage of employment based 41 
on forty (40) hour work week during the school year. 42 

 43 
 Qualified Person – One whom meets the criteria stated in the job description. 44 
 45 
 Regular Full-Time Employee--is scheduled to work forty (40) hours per week. 46 
 47 
 Regular Part-Time Employee -- is scheduled less than forty (40) hours per week. 48 
 49 
 School-Day Employees – those employees who work during student attendance  50 
          times. 51 
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 1 
 School Year Employee--is scheduled to work hours less than twelve (12) months per 2 

year. 3 
 4 
 Seniority – means the accumulation of consecutive years of employment with the 5 

Employer as a member of this unit. 6 
 7 
 Staff Representative--means the individual designated by Wisconsin Council 40 to 8 

provide services to the unit. 9 
   10 

 Union-means Dane County Wisconsin Municipal Employees Local 60, AFSCME, AFL-11 
CIO. 12 

   13 
 Unit--means the employees represented by this agreement. 14 
 15 
 WERC--means the Wisconsin Employment Relations Commission. 16 
 17 
 Weekend Employee - Custodial Unit - is scheduled to work four (4) ten (10) hour days, 18 

with a minimum of one day being a Saturday or Sunday. 19 
 20 
 Years of Employment--means total consecutive years as a regular employee of the 21 

Employer (includes years in all employment categories). 22 
 23 
2.0 Agreement 24 
 25 
2.01 This is a collective bargaining agreement between the Union and the Employer.  26 
 27 
2.02 Duration 28 
 29 

2.02.01  This Agreement shall be effective as of July 1, 2009, except as noted under specific 30 
provisions of this agreement, and shall remain in full force and effect through June 31 
30, 20011.  This Agreement shall automatically be renewed from year to year 32 
thereafter unless either party gives to the other party written notice of desire to 33 
modify, alter or amend the Agreement.  Written notice of such desire must be 34 
given to the other party not later than December 15th of the last contract year that 35 
the agreement is in force.  In the event such notice is served, the parties shall 36 
operate under the terms and provisions of this contract until a new contract is 37 
entered into. 38 

 39 
2.03 Severability 40 
 41 

2.03.01  If an Article or Section of this Agreement shall be held invalid by a court of 42 
competent jurisdiction or if compliance with or enforcement of any Article or 43 
Section should be restrained by a court, the remainder of this Agreement shall not 44 
be affected thereby, and the parties shall enter into collective bargaining for the 45 
purpose of arriving at a mutually satisfactory replacement for such Article or 46 
Section. 47 

 48 
3.0 Recognition 49 
   50 
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3.01 Pursuant to a representation election held under 111.70, the employer recognizes the 1 
Union as the exclusive bargaining representative of all regular full-time and regular part-2 
time secretarial Employees of the Oregon School  District, excluding supervisory, 3 
managerial, confidential, casual, and all other Employees, Decision No. 28110-A, Dated 4 
September 28, 1994 5 

 6 
3.02 pursuant to WERC certification as stated.  The scope of the bargaining unit is subject to 7 

determination by the WERC.  This provision is set forth to describe the bargaining 8 
representative and the bargaining units covered by the terms of this Agreement. 9 

 10 
4.0 Management Rights 11 
 12 
4.01 Except as otherwise specially provided or limited by the express provisions of this 13 

Agreement, the Employer retains and reserves unto itself, without limitations, all powers, 14 
rights, authority, duties and responsibilities conferred upon and vested in it by law. 15 

 16 
4.02 The foregoing reservations of rights includes, but is not limited to the right: 17 
 18 

4.02.01 --to direct all operations of the school system; 19 
 20 

4.02.02 --to hire; 21 
 22 
4.02.03 --to introduce new or improved methods; 23 
 24 
4.02.04 --to maintain the efficiency of the school district operations. 25 
 26 
4.02.05 --to establish reasonable work rules and schedules of work; 27 
 28 
4.02.06 --to promote, transfer, assign and supervise employees on positions within the 29 

school system; 30 
 31 

4.02.07 --to suspend, discipline or discharge employees consistent with other provisions 32 
of this agreement; 33 

 34 
4.02.08 --to layoff employees; 35 

 36 
4.02.09 --to take action necessary to comply with state or federal law; 37 

 38 
4.02.10 --to determine the methods, means and personnel by which the school system 39 

operations are to be conducted. 40 
 41 

4.02.11 --to take action necessary to carry out the functions of the school system in 42 
emergency situations. 43 

 44 
4.02.12 --to contract out for services provided the Union receives advance written notice 45 

such proposed action if it affects unit Employees’ wages, hours, and conditions 46 
employment.  The Employer agrees to bargain the impact of such contracting. 47 

 48 
4.03 The exercise of the foregoing powers, rights and responsibilities by the Employer, the 49 

adoption of policies, rules, regulations and practices in furtherance thereof, and the use of 50 
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judgement and discretion in connection therewith, shall be limited only by the specific 1 
and express terms of this Agreement. 2 

 3 
5.0 Union Rights 4 
 5 
5.01 Representation 6 
 7 

5.01.01 The Union may designate negotiating committee members, Unit Vice President 8 
and stewards.  The names and addresses of such representatives shall be furnished 9 
to the Employer by the Union.  Whenever notice to the Union is required by this 10 
Agreement, notice shall be given to the Unit Vice-President and to the Staff 11 
Representative. 12 

 13 
5.02 Union Conference and Conventions  14 

 15 
5.02.01 Unit employees selected by the Union shall be granted leave without pay to 16 

participate in Union-called state or national conferences, conventions or 17 
educational seminars provided that: 18 

 19 
5.02.01 A The Union shall give the Employer at least five (5) day advance written 20 

notice naming such employees;  21 
 22 

5.02.01 B Such leave without pay shall not exceed a total of ten (10) working days 23 
per calendar year per unit whether taken by one (1) or more employees, 24 
with a maximum of two (2) employees per day per unit.  An Employee 25 
selected and named by the Union under this provision may, at the 26 
Employee's option, choose to use available vacation. 27 

 28 
5.03 Union Activities  29 
 30 

5.03.01 Union meetings shall not be held on the Employer's time. 31 
 32 

5.03.02 Union officers and stewards shall conduct Union business off the job as much as is 33 
reasonably possible.  This provision shall not, however, preclude Union officers and 34 
stewards from engaging in the following activities during regular working hours, 35 
except during times that would effect the welfare and safety of the student 36 
population, without loss of regular wages: 37 

 38 
 5.03.02 A Posting Union notices; 39 

 40 
5.03.02 B Meeting with aggrieved employee(s) for the purpose of investigating and 41 

processing grievances; 42 
5.03.02 C Meeting with Staff Representatives for reasonable periods of time for the 43 

purpose of discussing grievances or contract administration; 44 
 45 

5.03.02 D District supplies, materials and services which will incur a direct cost to 46 
the Employer shall not be used for Unit activities unless expressly 47 
authorized and will be fully reimbursable to the Employer. 48 

   49 
5.04 Bulletin Boards  50 
 51 
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5.04.01 The Employer shall provide bulletin board space and allow the Union use thereof.  1 
All notices shall be posted by an authorized designated Union representative. 2 

 3 
5.05 Dues Deduction and Fair Share  4 
 5 

5.05.01 Checkoff : 6 
 7 
 The Employer agrees to deduct Union membership dues from the pay of those 8 
 employees who individually request, in writing, that such deductions be made. 9 
  10 
  The amounts to be deducted shall be certified to the Employer by the Union and 11 

the aggregated deduction of all employees shall be remitted to the Treasurer of the 12 
Local within 14 days of payroll date whenever possible. 13 

 14 
5.05.02 Fair Share Agreement  15 

  16 
The Union as exclusive bargaining representative of all the employees in the 17 
bargaining unit, will represent all such employees fairly and equally.  All 18 
employees in the collective bargaining unit are required to pay their proportionate 19 
share of the cost of the collective bargaining process and contract administration 20 
as certified by the Union.  No employee shall be required to join the Union, but 21 
membership shall be available to all employees who apply. (Note: only those who 22 
choose to join shall have a voice in Union and contract administration 23 
determinations)  24 

 25 
5.05.03 Fair Share Deductions: 26 

 27 
   The Employer agrees to deduct fair share costs as certified by the Union under the 28 

fair share agreement above and as allowed by law.  The Union will provide 29 
changes in the amount of dues to be deducted thirty (30) days before the effective 30 
date of the change.  The Union shall provide the employees of the bargaining unit 31 
a mechanism for resolving disputes regarding whether expenditures by the Union 32 
are related to collective bargaining or contract administration. 33 

  34 
 35 

5.05.04 Deduction List 36 
  The Employer will provide the Union with a list of employees from whom the 37 

above deductions are made with each remittance to the Union. 38 
 39 

5.05.05  Legal Requirements: 40 
  The Union agrees that it will abide by state and federal laws and decisions of state 41 

and federal courts and the Wisconsin Employment Relations Commission 42 
decisions relating to fair share.  The Union shall save, indemnify, and hold 43 
harmless, the Employer from any and all claims arising out of the Employer's 44 
compliance with the provisions of fair share.  In no case will the Employer be 45 
liable for any greater amount than the deductions made or not made for dues. 46 

 47 
6.0 Employee Responsibilities\Rights 48 
 49 
6.01 Duties, Assignment, Work Day, Work Week and Hours 50 
    51 
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6.01.01 Duties 1 
All employees are expected to perform the duties outlined in their respective 2 
position descriptions and task lists. 3 

 4 
6.01.02 Assignment 5 

 Changes in an employee's position of responsibility within the building (within 6 
the classification) shall be made only after personal notification by the Immediate 7 
Supervisor. 8 

 9 
6.01.02 A Employees who desire a change in assignment within the building may 10 

file a written statement of request with the Immediate Supervisor. 11 
 12 
6.01.02 B Employees who are reassigned within the building shall retain their 13 

employment rights including current number of hours. 14 
 15 

6.01.03 Work Day 16 
The standard work day for all regular full-time employees shall be eight (8) hours. 17 

 18 
6.01.04 Work Week 19 

The standard work week for all regular full-time employees shall be forty (40) 20 
hours Monday through Friday, except for weekend employees. 21 
 22 

6.01.05 Work Hours 23 
Employees are expected to work scheduled hours as assigned and will be paid for 24 
all hours scheduled and worked or on approved paid leave. 25 

 26 
6.01.05 A  The standard work day or work week of one or more Employees may be 27 

modified by mutual agreement of the Union and Employer. 28 
    29 

6.01.05 B  Modification of an individual Employee's daily or weekly work schedule 30 
shall be agreed upon in advance by the Immediate Supervisor and the 31 
Employee.  32 

   33 
6.02 Lunch Period 34 
 35 

6.02.01 An unpaid 30 minute duty-free lunch period for each employee scheduled to work 36 
six (6) hours or more per day shall be set by the Immediate Supervisor.  Duty Free 37 
will mean that an employee has an uninterrupted lunch period where none of their 38 
normal responsibilities can be required by Administration or any other school 39 
functionary.  All time worked in the above capacity will be considered as time to 40 
be paid.  Duty free lunch breaks that occur within the school building will be 41 
taken within the staff break rooms of the employee’s building, or in another area 42 
designated by the building administrator.   43 

 44 
6.02.02 Employees required to work as requested by their Immediate Supervisor will be 45 

paid for such time worked. 46 
 47 

6.03 Employment/Employee Physical  48 
 49 
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6.03.01 Upon initial employment, an employee must present a statement from a licensed 1 
physician indicating freedom from contagious or disabling illness.  This will 2 
include a tuberculin test or chest x-ray. 3 

 4 
6.03.02 The cost of required health examinations shall be borne by the Employer. 5 

    6 
6.04 Professional Licenses/Certifications 7 

Fees for those employees requiring certification or professional licenses/certifications 8 
will be paid by the Employer. 9 

  10 
6.05 Travel Reimbursement  11 
 As per district Travel Policy 12 
 13 
6.06 Evaluations  14 
 15 

6.06.01 The purpose of evaluations is to provide opportunities for employee improvement 16 
and for improvement of the work environment; to evaluate efficiency and 17 
appropriate job assignments and to allow for communication about the position, 18 
the work team and the performance expectations. 19 

 20 
6.06.02 Evaluations shall be conducted by the Immediate Supervisor in consultation with 21 

the Employee’s Direct Supervisor. 22 
 23 

6.06.03 New Employee Evaluation – A new Employee is to have an informal discussion 24 
midway through the employee’s probationary period.  There shall be a formal 25 
written evaluation prior to the end of the employee’s probationary period. 26 

 27 
6.06.04 Summative Evaluation – The Employee and Immediate Supervisor will state in 28 

writing at the end of the probationary period how and when evaluations will be 29 
handled from that point on.  A formal evaluation can be requested by the 30 
Employee or Immediate Supervisor at any time.   31 

 32 
6.07 Personnel File 33 
 34 

6.07.01 The personnel file contains information regarding evaluations and 35 
communications relating to job performance and achievements with the Oregon 36 
School District.  Personnel files are kept by the Immediate Supervisor or by the 37 
District Level Administrator in the case of district wide employees.  A location 38 
will be designated for the files of employees who are assigned to more than one 39 
building.  All information to be placed into an employee’s personnel file must be 40 
shown to the employee prior to its placement therein. 41 
 42 

6.07.02 Upon reasonable notice, employees will have the right to review all contents of 43 
their personnel file.  At that time, employees may make copies of any portion 44 
thereof. 45 
 46 

6.07.03 The employee and immediate supervisor may remove information, at least three 47 
years old, which the employee and immediate supervisor agree is derogatory and 48 
no longer pertinent to that employee’s performance and is not part of the 49 
evaluation process. 50 

 51 
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6.08 Continuing Education 1 
 2 

6.08.01 Employees attending continuing education programs at the request of the 3 
Employer during or outside their regularly scheduled hours will receive their 4 
regular compensation, registration and approved expenses paid by the Employer. 5 
 6 

6.08.02 Employees may request to attend continuing education programs and if approved 7 
will be compensated and reimbursed for approved expenses as agreed upon in 8 
advance.  Requests should be addressed to the Immediate Supervisor. 9 

 10 
6.09 Employee Safety  11 
   12 
 The Employer and the Union will cooperate in the continuing objective to maintain safe 13 

and healthy working conditions and to eliminate hazards on the job.  Any employee who 14 
reasonably believes that unsafe working conditions exist such that performance or 15 
continued performance of the job would likely lead to injury or would endanger the 16 
employee's safety or health must inform his or her supervisor of the conditions believed 17 
to be unsafe and the reasons why the conditions are believed to be unsafe.  In such 18 
circumstances the employee may refrain from performing the task believed to be unsafe.  19 
However, no employee, other than communicating the facts relating to the safety of the 20 
job, shall take any steps to prevent any other employee from working on the job. 21 

 22 
7.0 Probation 23 
 24 

7.01  All newly hired full year employees shall serve a probationary period of ninety 25 
(90) work days. All newly hired school year employees shall serve a probationary 26 
period of sixty (60) work days. Such probationary period may be extended by 27 
mutual agreement between the Employer and the Union. 28 

   29 
7.02   During the probationary period, employees shall be subject to discipline or 30 

dismissal without recourse through the grievance procedure. 31 
 32 

7.03 Probationary employees shall be subject to the terms of this Agreement except as 33 
 otherwise expressly provided. 34 
 35 
8.0 Job Posting/Vacancies/Transfers 36 
  37 
8.01 Transfers   38 
 39 
     8.01.01 A transfer is defined as a change in an employee’s position within the 40 

classification due to a vacancy. 41 
 42 
     8.01.02 Where the interests of the Employer as determined by the District Level 43 

Administrator would be served, the Employer may involuntarily transfer an 44 
employee to a vacancy within the classification. 45 

 46 
     8.01.03 Where this authority is exercised, 47 
 48 
 8.01.03 A the basis therefore will be given in writing to the Union. 49 
 50 
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 8.01.03 B no less than one (1) week (seven days) advance written notice to the 1 
employee will be given of such a transfer. 2 

 3 
     8.01.04 If the basis is a temporary need, 4 
 5 
 8.01.04 A the employee has the right to return to their previous position. 6 
 7 
 8.01.04 B the employee has the right to be paid at their rate or at the rate for the 8 

position temporarily occupied, whichever is greater. 9 
 10 
  8.01.04 C such transfer shall be for no more than 60 days and may be extended by 11 

mutual agreement. 12 
     8.01.05 Employees who are transferred shall retain their employment rights including 13 

their current number of hours. 14 
 15 
8.02 Vacancy  16 
   17 

  A vacancy is an unfilled position which the Employer maintains or creates within the 18 
bargaining unit. 19 

 20 
8.03 Job Posting  21 
 22 

8.03.01 Notice of such positions shall be posted on the Oregon School District Website. 23 
 24 

8.03.02 Postings shall include classification, qualifications, hours of work, work location 25 
and wage rates for the position. 26 

    27 
8.03.03 All applications for vacancies shall be addressed to the Employee Services.  28 

   29 
8.03.04 All employees shall have the right to apply for positions for which they are 30 

qualified. 31 
 32 

8.03.05 Vacancies will be filled in the order as follows: 33 
 34 

 8.03.05 A Qualified person within classification with most seniority upon completion 35 
of meeting with the Informal Internal Interview Team. 36 

 37 
 8.03.05 B Qualified person within unit with most seniority upon completion of 38 

meeting with the Informal Internal Interview Team. 39 
 40 

8.03.05 C Qualified person within district upon completion of a Formal Interview 41 
and subject to probationary period. 42 

 43 
 8.03.05 D Outside Applications. 44 
 45 
     8.03.06 Notice of postings shall be posted for a period of five (5) work days. 46 
 47 
9.0 Suspension, Discipline, Discharge 48 
 49 
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9.01 Nothing in this Agreement shall preclude immediate suspension of an employee by the 1 
District Level Administrator deemed necessary in the best interest of the Employer.  2 
During the period of suspension, the employee shall receive regular pay. 3 

 4 
9.02 The District Level Administrator or designee may discipline, suspend without pay, or 5 

discharge a non-probationary employee for just cause. Discipline, suspensions and 6 
discharges shall be subject to review under the grievance procedures. 7 

 8 
10.0 Seniority/Layoff/Recall 9 
 10 
10.01 Seniority 11 
 12 

10.01.01 The Employer shall furnish an up-to-date seniority list to the Staff Representative 13 
in June of each year.  Such list shall include the names, rates of pay, dates of hire, 14 
and current work location of all employees in the unit. 15 

 16 
10.01.02 Newly hired probationary employees shall not accumulate seniority; upon 17 

completion of the probationary period they shall have their anniversary date 18 
established at the original date of hire and shall be given credit for all time of 19 
service except that of any time spent on leave of absence without pay in excess of 20 
thirty (30) days per year shall not be counted. 21 

 22 
 10.01.03 An employee shall cease to have seniority if he or she: 23 
 24 
 10.01.03 A Quits; 25 
 26 
 10.01.03 B Is discharged; 27 
 28 
 10.01.03 C Fails to return to work upon expiration of an approved leave of  29 
   absence; 30 
 31 
 10.01.03 D Is laid off for a period exceeding twenty-four (24) months; 32 

 33 
 10.01.03 E Fails, within five (5) days, to respond to recall from lay-off after written 34 

notice by certified mail is received by the employee at the last address 35 
appearing on the employee’s record. 36 

 37 
10.02 Layoff   38 

 39 
10.02.01 When the Employer determines to exercise its layoff authority, the Employer shall 40 

 decide how many positions are to be affected within each classification. 41 
 42 

10.02.02 An employee who has been laid off shall have the right to a position of equal or 43 
fewer hours for which they are qualified that is held by an employee with less 44 
seniority in an equally or lower paid classification.  Employees bidding for a 45 
position of greater hours shall be obligated to work the same hours in the position 46 
as the predecessor.  Employees unable to increase their work hours will not be 47 
required to accept a position involving greater hours of work. 48 

 49 
10.02.03 Any employee subsequently affected by bumping shall have the right to a position 50 

for which they are qualified that is held by an employee with less seniority in an 51 



 11

equally or lower paid classification.  Employees bidding for a position of greater 1 
hours shall be obligated to work the same hours in the position as the predecessor.  2 
Employees unable to increase their work hours will not be required to accept a 3 
position involving greater hours of work. 4 

 5 
10.02.04 The Employer will notify the employee of the layoff and of the employee's 6 

reemployment rights (recall) in writing thirty (30) calendar days in advance. 7 
 8 
10.03 Recall 9 
 10 

10.03.01 The Employer shall maintain a re-employment list of such laid-off employees.  11 
Such list shall be in the order of the employees' seniority at the time of the lay-off 12 
with the most senior beginning first on the list.  Employees on the re-employment 13 
list shall maintain seniority and recall rights for twenty-four (24) months from 14 
date of lay-off. 15 

 16 
10.03.02 When a position is made available and laid off employees have recall rights, the 17 

laid off employee having the greatest seniority shall be recalled first provided that 18 
employee is qualified for the position. 19 

    20 
10.03.03 The Employer shall mail the recall notice by certified mail to the employee's last 21 

known address.  The notice of recall shall advise the employee of the time and the 22 
place that the employee should report for duty. 23 
 24 

10.03.03 A It shall be the Employee's responsibility to keep the Employer informed as 25 
to the employee's current address. 26 

 27 
10.03.03 B The employee will notify the Employer within five (5) calendar days from 28 

the date the notice was received of their intent to accept or reject the 29 
recall.  Failure to report at the agreed time and place will void the recall 30 
and all employment rights of the recalled employee. 31 

 32 
 10.03.03 C Reemployment rights for an employee laid off under this section shall 33 

terminate twenty-four (24) months following the effective date of the 34 
layoff.  If an employee refuses to accept a position offered by the 35 
employer the employee loses all rights to recall.  However, an employee 36 
may reject a position in which the percentage of employment is twenty 37 
five percent (25%) less than their position at the time of layoff and not 38 
lose recall rights.  Such rejection shall be in writing. 39 

 40 
11.0 Absence From Work  41 
 42 
11.01 Family and Medical Leave 43 
 44 

11.01.01 Leaves of absence involving a serious health condition of the employee or the 45 
employee's parent, child or spouse, as well as leaves attendant to the birth, 46 
adoption or foster care placement of a child, shall be granted consistent with the 47 
applicable provisions of state and federal Family and Medical Leave Act (FMLA) 48 
laws for employees who qualify for coverage under such laws.  The Employer 49 
will use the calendar year for state and federal FMLA leave purposes. 50 

 51 
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 11.01.02 Attached as Appendix A to this Agreement is the United States Department of 1 
 Labor Fact Sheet which summarizes employees' rights under the federal FMLA. 2 

 3 
11.02 Leaves 4 
 5 

11.02.01 Benefits under this section are in addition to benefits under the state and federal 6 
Family and Medical Leave laws to the extent that the provided benefits are more 7 
generous to employees than those laws.  Conditions not addressed in this section 8 
will be governed by applicable law. 9 

 10 
11.02.02 Employees on unpaid leave may opt to pay their own insurance in order to 11 

maintain the group rate if the carriers are willing to provide such coverage and if 12 
the premium for the period is received in the District Office by the 10th of the 13 
month preceding monthly billing.   14 

 15 
11.02.03 It shall be the employee's responsibility to complete the absence verification form 16 

 immediately after any absence (including emergency closures).   17 
 18 

11.02.04 Leave benefits will be prorated. 19 
 20 
11.03 General Leave 21 
 22 
  General Leave days will be prorated based on contracted time. 23 
 24 

11.03.01 10 month (205 days) – maximum of 9 days of general leave 25 
  11 month (230-240 days) – maximum of 9 days of general leave 26 
  12 month (260 days) – maximum of 12 days of general leave 27 

  28 
11.03.02 Additional general leave shall be granted on the basis of 1 hour for every 20 hours 29 

of extended employment including summer school.  Additional general leave will  30 
be calculated at the end of each fiscal year and will be reflected on the employee's 31 
pay record. 32 

  33 
11.03.03 General leave will be allowed unlimited accumulation year-to-year. 34 

 35 
11.03.04 General leave will be recorded and taken in no less than one (1) hour increments. 36 

   37 
11.03.05 General leave will be allowed for: 38 

    39 
 11.03.05 A Illness of the employee 40 

 41 
Employees shall seek medical attention and provide a physician’s 42 
statement to the Employer in the event that an illness lasts longer than five 43 
(5) consecutive working days. 44 

 45 
 Disability due to pregnancy and/or child bearing is considered an illness. 46 

  47 
11.03.05 B Serious illness or injury to the employee’s immediate family. Immediate 48 

family means spouse, children, parents, grandparents, foster parents, 49 
brothers, sisters, stepchildren, grandchildren and other relatives of the 50 
employee or the employee’s spouse living in the employee’s household. 51 
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 1 
 11.03.05 C Death of a member of the employee’s immediate family. 2 
 3 
 11.03.05 D Court appearances, legislative hearings, Income tax audit or any similar 4 

personal business which can only be conducted during work hours. 5 
 6 

11.03.05 E Leave other than for circumstances listed in a-d above may be granted by the 7 
District Level Administrator. 8 

 9 
 11.03.05 F All absences under general leave shall be deducted from accumulated leave 10 

benefits. 11 
 12 

11.03.06 An employee who leaves with ten or more years of employment shall be reimbursed 13 
at the rate of one (1) day for every five (5) days of accrued unused general leave 14 
according to his/her rate of pay at the time he/she leaves. 15 
 16 

11.03.07 If there is a death while employed with the District, any amount under this provision 17 
will be paid the employee’s estate. 18 

 19 
11.04 Personal Leave 20 

Non-School Year Employees: 21 
Each employee shall accumulate up to sixteen (16) personal leave hours per year, and may 22 
use them under the following conditions: 23 

 24 
     11.04.01 The employee will notify their Immediate Supervisor at least two (2) days in 25 

advance of taking such leave when possible. 26 
 27 
     11.04.02 The number of Employees in this unit per building allowed to take such leave shall 28 

be two (2) per day. 29 
 30 

11.04.03 Hours taken as personal leave shall be deducted from accumulated general leave and 31 
may be accumulated. 32 

 33 
     11.04.04 Personal leave requests will not be used for the day before or after a holiday or 34 

vacation period except when approved by their Immediate Supervisor. 35 
 36 
 School Year Employees: 37 
 38 
 11.04.05 Two (2) personal leave days will be granted per year under the following conditions: 39 
 40 
  11.04.05 A The Employee will notify their Immediate Supervisor at least two (2) days in 41 

advance of taking such leave when possible. 42 
 43 
  11.04.05 B The number of Employees in this unit per building allowed to take such 44 

leave shall be two (2) per day. 45 
 46 
  11.04.05 C Personal Leave days may be accumulated up to a maximum of five (5) days.  47 

Any personal leave days in excess of five (5) days will be transferred to the 48 
employee’s general leave total, which can be accumulated to an unlimited 49 
number of days. 50 

 51 
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  11.04.05 D Personal leave requests will not be used for the day before or after a holiday 1 
or vacation period except when approved by their Immediate Supervisor. 2 

 3 
11.05 Holidays 4 
 5 

The Employer agrees to the following paid holiday schedule and agrees to pay all personnel 6 
covered by this Agreement (except Independence Day in the case of school-year employees) 7 
for such holidays off from work. 8 

 9 
  -  Independence Day  -  Friday preceding Easter 10 
  -  New Year’s Eve  -  Friday after Thanksgiving 11 
  -  Labor Day   -  Memorial Day 12 
  -  New Year’s Day  -  Christmas Eve 13 
  -  Thanksgiving Day  -  Christmas 14 
 15 

Should any of the above listed holidays fall on a Saturday, the previous Friday shall be 16 
observed as the holiday; and should any holiday fall on a Sunday, the following Monday 17 
shall be observed as the holiday. 18 
 19 
Any Employee who is required to work on a holiday shall be paid time and one-half (1 ½) 20 
their rate of pay for hours worked in addition to holiday pay. 21 
 22 
Summer school Employees will be granted a holiday for Independence Day. 23 
 24 

11.06 Vacation 25 
 26 
     11.06.01 Length of Vacation 27 

Full Year Regular Full-Time and Full Year Regular Part-Time Employees shall be 28 
entitled to annual paid vacation as follows: 29 
 30 
Vacation time is calculated at the end of June.  Vacation time is prorate for full year 31 
regular part-time employees. 32 
 33 
5 days – less than 1 Year of Employment (less than 9 months) 34 
10 days – 1 full Year of Employment (greater than 9 months) 35 
12 days – 3 full Years of Employment 36 
15 days – 5 full Years of Employment 37 
 38 
Any employee who has worked at least six (6) years and nine (9) months by June 39 
30th, shall earn one additional day of vacation for each year of employment after that 40 
date, to a maximum total vacation accumulation of twenty (20) days. 41 

 42 
11.06.02 Vacation Scheduling 43 

Vacation will be taken in the year immediately following the year in which it is 44 
earned.  Vacation may not be accumulated unless so agreed upon in writing by the 45 
Business Manager, except where the Employee would suffer loss of earned vacation 46 
time due to the District’s refusal to grant a timely request for vacation usage to be 47 
taken in the month of June.  Vacations carried forward under the preceding sentence 48 
will be used during the ensuing twelve (12) months. 49 
 50 
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Vacation will be scheduled with the approval of the Immediate Supervisor.  1 
Requests for approval will be submitted by the Employee at least fourteen (14) days 2 
in advance. 3 
 4 
Employees may take up to ten (10) days of their vacation entitlement in four (4) 5 
hour increments. 6 
 7 
Vacation requests will be considered approved unless the Employee receives a 8 
denial within three (3) days of submitting the request. 9 

 10 
     11.06.03 In case of termination, retirement or an Employee’s death, an Employee (or his/her 11 

estate) will be paid accrued and unused vacation. 12 
 13 
11.07 Leaves of Absence 14 
 15 

11.07.01 Employees may be granted a leave of absence without pay for a period not to 16 
  exceed one (1) year.  Such leave is subject to the prior approval of the District 17 
  Level Administrator and conditions established at that time. 18 
 19 

11.07.02 Failure to comply with the conditions established at the time leave was granted 20 
  may be deemed a voluntary termination of employment. 21 
 22 
11.08 Emergency Closure 23 
 24 

11.08.01 Any employee who is requested to work by their Immediate Supervisor on these 25 
days shall accumulate a day(s) as a vacation day(s).  26 

 27 
11.08.02 School Day Employees 28 
 29 
 11.08.02 A Employees who are not able or required to work these day(s) may: 30 

 1.  be provided one snow day per school year if school is canceled. 31 
 2. be paid through general leave deduction  32 

   3.  request not to be paid 33 
  4. work the day(s) 34 
  5. be paid and required to schedule an additional non-paid work day(s)  35 
                 with their Immediate Supervisor.  36 
   37 

11.08.03  Non-School Day Employees 38 
 39 
 11.08.03 A Employees who are not able or required to work these day(s) may: 40 

  1.  be provided one snow day per school year if it is deemed by their  41 
       Immediate Supervisor that weather conditions between the employee’s  42 
       home and work are hazardous for travel at the beginning of their shift.   43 
        The employee must call their Immediate Supervisor to get approval  44 
       prior to their shift beginning. 45 

    2.  be paid through general leave deduction 46 
    3.  request not to be paid 47 
    4.  work the day(s) 48 

  5.  be paid and required to schedule an additional non-paid work day (s)  49 
         with their immediate supervisor 50 
  51 
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11.08.04 If a day(s) is required to be made up on a day the employee was not scheduled to 1 
work, employees will be expected to work and may: 2 

 3 
1. have a sick day returned. 4 
2. be paid. 5 
3. work a day due under 4. above. 6 

 7 
11.09 Jury Duty 8 

 9 
Employees called for jury duty will be granted leave. There shall be no deduction from 10 
any accumulation of sick leave for time spent on jury duty.  This leave will be at full pay 11 
less the amount of pay received from the court.  If the amount of pay received from the 12 
court is greater than full pay, the employee is entitled to the greater amount. 13 

 14 
11.10 Sick Leave Bank   15 
 16 
     11.10.01 The Sick Leave Bank is intended to provide for hardship situations, such as 17 

catastrophic illness or accident. 18 
 19 
     11.10.02 Organization of the Sick Leave Bank 20 
 21 
 11.10.02 A Each Secretary may voluntarily contribute up to one (1) day per year of 22 

sick leave to the Sick Leave Bank.  The secretary shall indicate this by 23 
using the Sick Leave Donation Form (Appendix C) and submitting it to 24 
the Employee Services Office in the District Office between October 1st 25 
and October 31st.  This leave shall be deducted from the individual’s 26 
personal sick leave account, to be credited to the Sick Leave Bank 27 
account.  The secretary shall not receive any compensation for the 28 
contributed time. 29 

 30 
   11.10.02 B If the Sick Leave Bank Committee authorizes a withdrawal and there is a 31 

need for additional days, the Employee Benefits Specialist will notify all 32 
secretaries of the need at this time.  Secretaries may make a donation by 33 
completing the sick leave donation form if they have not already 34 
contributed a day for the year. 35 

 36 
    11.10.02 C The administration of the Sick Leave Bank shall be performed by a 37 

committee consisting of two (2) secretaries appointed by the Secretarial 38 
Unit, the Employee Benefits (EB) Specialist, and the building 39 
principal/supervisor of the requesting secretary, or their designees.  This 40 
committee shall establish rules for the administration of the Sick Leave 41 
Bank. 42 

 43 
     11.10.03 A secretary may receive days from the Sick Leave Bank under the following 44 

conditions. 45 
 46 
 11.10.03 A Days are available in the Sick Leave Bank 47 
 48 
 11.10.03 B Withdrawals made from the Sick Leave Bank may be made only after the 49 

secretary has exhausted all appropriate accumulated leave. 50 
 51 



 17

 11.10.03 C Sick Leave Bank days may not be used for time covered under Disability 1 
Insurance. 2 

 3 
 11.10.03 D No secretary shall receive more than a total of one hundred (100) days 4 

during the secretary’s time of employment in the district. 5 
 6 
 11.10.03 E Secretaries must follow the same procedures for sick leave usage from the 7 

school administration that they would normally seek in using the sick 8 
leave from their own accrual. 9 

 10 
     11.10.04 A request for a withdrawal from the Sick Leave Bank may occur, after the Sick 11 

Leave Bank Committee approves a sick leave bank application. 12 
 13 
11.11 Sick Leave Bank Committee – Rules of Operation 14 
 15 
     11.11.01 Purpose 16 

The Sick Leave Bank (SLB) is intended to provide for hardship situations, such as 17 
catastrophic illness or accident. 18 

 19 
11.11.02 Administration of the Sick Leave Bank 20 
 21 
 11.11.02 A The administration of the Sick Leave Bank shall be performed by a 22 

committee consisting of two (2) secretaries appointed by the Secretarial 23 
Unit, the Employee Benefits (EB) Specialist, and the building 24 
principal/supervisor of the requesting secretary, or their designees.  The 25 
committee shall elect one member to act as chairperson. 26 

 27 
 11.11.02 B Requests for Bank time must be made in writing, and submitted to the EB 28 

Specialist.  Bank days may be used for the same reasons as indicated in 29 
Sec. 11.10.03 A, B, C. 30 

 31 
 11.11.02 C The EB Specialist will notify the members of the SLB Committee, which 32 

will meet within ten (10) working days after receipt of the application.  33 
The committee will render a decision within five (5) working days. 34 

 35 
  11.11.02 D A quorum shall consist of a majority of the committee members present.  36 

Authorization for withdrawals from the SLB shall be made by a majority 37 
of the members present and voting. 38 

 39 
 11.11.02 E Withdrawals from the Sick Leave Bank may not exceed the number of 40 

days available in the SLB. 41 
 42 
11.11.03 Appeal 43 
  If a request is denied by the SLB Committee, it may be appealed to the Business 44 

Manager by the secretary so denied within five (5) working days.  The Business 45 
Manager will render a decision within five (5) working days. 46 

 47 
 48 
12.0 Salary and Classification, Insurance and Retirement 49 
 50 
12.01 Salary (See Appendix B) 51 
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12.02 Payday  1 
 2 
 12.02.01 The secretarial unit agrees to move to 24 payrolls on a schedule consistent with other 3 

employee groups if the other unionized groups agree to make this same move.  If the 4 
other groups do not agree to move to 24 payrolls for the 2004-05 school year, the 5 
secretarial group will agree to adjust their payroll date to ensure that the district has one 6 
consistent 24 or 26 payroll schedule.  In addition, the unit agrees that in the future, if 7 
notices of deposit are sent electronically on the payroll date that will be acceptable. 8 

 9 
12.02.02 In accordance with Employer payroll practices, salaries will be paid on alternate 10 

Fridays.  Payments will be made through automatic deposit. 11 
 12 
12.02.03 When Friday is a legal holiday, payment will be made on the first non-holiday 13 

before the payday. 14 
 15 

12.03 Call-in Pay 16 
 17 

12.03.01 Employees required to return to the work site after completion of their workday (or 18 
on a day not scheduled to work) shall receive a minimum of two (2) hour’s pay 19 
(and may be required to work two (2) hours) or pay for time actually worked, 20 
whichever is greater. 21 

 22 
12.03.02 The above provisions do not apply to those Employees who volunteer to provide 23 

building supervision to rental groups where the Employee is not required to 24 
perform bargaining unit work. 25 

 26 
12.04 Overtime 27 
 28 

12.04.01 Employees shall receive overtime premium of time and one-half their regular rate 29 
for all hours worked over forty (40) in a week (Saturday-Friday) 30 

 31 
12.04.02 All time paid during a call-in shall be at time and one-half their regular rate. 32 
 33 
12.04.03 Hours worked will not include general leave under provisions 11.03.05 A-B.  34 

Hours worked will include other general leave 11.03.05 C-E, holidays, vacations, 35 
or jury duty. 36 

 37 
12.05 Insurance 38 

 39 
12.05.01 Employees scheduled at least twenty (20) hours per week during the school year 40 

are eligible for the following with the premium contribution being prorated as the 41 
percentage of employment.  Employees who discontinue employment with the 42 
School District will be covered through the month of their last day of employment.  43 
All coverage is contingent upon the carrier’s willingness to provide said coverage. 44 

 45 
12.05.02 Health Insurance 46 

  47 
  The Employer agrees to pay 90% of the premium for a single or 90% of the 48 

premium for a family of the lowest cost health insurance plan offered by the 49 
District.  50 

 51 
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12.05.02 A If an employee has no earnings due to absence from work (due to illness) 1 
and has used all accumulated sick leave or is on long term disability, the 2 
Employer will continue paying for insurance at the same premium level 3 
for the balance of the year (June 30). 4 

 5 
12.05.02 B Employees who terminate employment may elect to continue to receive 6 

the same health insurance benefits as full-time employees at their expense 7 
as per state or federal laws.  The premium must be received in the District 8 
Office by the 10th of the month preceding monthly billing. 9 

 10 
12.05.02 C If, at any time during the duration of this Agreement, either the Federal or 11 

State Legislature enacts any laws affecting the provision of health 12 
insurance or health care to persons in Wisconsin, the Board reserves the 13 
right to reopen the provisions of the contract which provide for health 14 
insurance for employees. 15 

  16 
12.05.03 Group Life Insurance 17 

 18 
The Employer agrees to pay up to maximum of 50% of the cost of a life insurance 19 
plan similar or equal to the plan in effect as of July 1, 1995. 20 

 21 
12.05.04 Dental Insurance 22 

 23 
The Employer agrees to pay 90% of the premium for a single or 90% of the 24 
premium for a family for dental group insurance plan similar or equal to the plan 25 
in effect as of December 1, 1996. 26 

 27 
12.05.05 Long Term Disability Insurance 28 

 29 
   The Employer agrees to pay 100% of the cost per person per month for a long-30 

term disability insurance similar or equal to the plan in effect as of July 1, 1995. 31 
 32 

12.05.06 Advisory Insurance Committee 33 
 34 
   The Advisory Insurance Committee will meet quarterly with the District to 35 

exchange information and discuss insurance concerns. 36 
  37 

12.06 Early Retirement  38 
  39 

12.06.01 An Employee who chooses to retire from age 55 shall be reimbursed for unused 40 
sick leave according to their rate of pay in lieu of 11.04.06: 41 

 42 
15 or more Years of Employment – one day for every 4 accrued days; 43 

 44 
20 or more Years of Employment – one day for every 3 accrued days. 45 

 46 
12.06.02 Employees shall be able to continue participation in the health benefit plans upon 47 

retirement at their own cost. Employees with a minimum of ten years of 48 
employment and who reaches age 55 on or before the day of retirement, will be 49 
provided full health and dental insurance benefits for up to four (4) years or to 50 
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Medicare eligible age, whichever comes first.  All coverage is contingent upon the 1 
carrier’s willingness to provide said coverage. 2 

  3 
     12.06.03 See attached Memorandum of Understanding – Appendix D 4 
 5 
12.07 Retirement   6 

 7 
12.07.01 It is agreed by and between the Employer and the Union that the Employer shall 8 

pay to the Wisconsin State Retirement System the full amount of the employee’s 9 
required contribution to the retirement fund. This is in lieu of an equal amount of 10 
the retirement contribution required to be deducted from each payment of earning 11 
to participating employees. 12 

 13 
12.07.02 It is understood and agreed that all such payments of contributions shall be 14 

reported in the manner prescribed by the Wisconsin State Retirement System. 15 
 16 

12.07.03 All payments by the Employer shall be available for all retirement system benefits 17 
to the same extent as required deposits which deducted from each member 18 
pursuant to the Wisconsin Statues. 19 

 20 
 21 
12.08 Tax Deferred Annuities 22 
 23 

12.08.01 Support Staff may participate in tax deferred compensation plans 403b and 457 24 
provided by the State of Wisconsin.   25 

 26 
12.08.01 A The District will provide a list of current vendors as of August 15, 2001 27 

for which employees may choose to invest.   28 
 29 

12.08.01 B Vendors will be removed from the list when no staff member invests with 30 
the vendor.  The vendor list will be reduced by attrition to a maximum of 31 
(15) vendors.  32 

 33 
12.08.01 C If the list drops below fifteen (15 ) vendors, a vendor can be added only if 34 

five (5) staff members choose to invest with the vendor. 35 
 36 

12.08.02 Participation in an approved tax deferred program shall be made on a form to be 37 
provided by the District. 38 

 39 
12.08.03 Salary deductions per paycheck shall be a minimum of ten (10) dollars and in 40 

multiples of five (5) dollars. 41 
 42 

12.08.04 The individual employee shall be responsible for computing his/her legally 43 
allowable maximum deposit. 44 

 45 
12.08.05 Enrollments, discontinuation or changes in authorized deductions to tax deferred  46 

program can be made two (2) weeks before the affected payroll date during a school 47 
year, and by May 1 for all remaining paychecks in that contract year. An employee 48 
is limited to two (2) changes in deferral amount per calendar year.  49 

 50 
 51 
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13.0  Grievance Procedure  1 
 2 
13.01 Grievance 3 

 4 
13.01.01 A grievance is defined as a complaint regarding the interpretation or application 5 

of a specific provision of this Agreement. 6 
 7 

13.02 Procedure 8 
 9 
 An earnest effort shall be made to settle any differences informally between the 10 

employee(s) and Immediate Supervisor.  Grievances shall be processed in the manner set 11 
forth below.  Time limits set forth shall be exclusive of Saturdays, Sundays, emergency 12 
closures, and holidays when the district office is closed.  If a grievance is not filed or 13 
appealed within the time limit stated, it will be considered resolved.  Time limits may be 14 
waived by written agreement of the parties.  All employer responses will be in writing. 15 

 16 
13.02.01 Step 1. The employee shall file the grievance in writing with the Immediate 17 

Supervisor within fifteen (15) days of the date of the event giving rise 18 
to the grievance or knowledge thereof. 19 

    20 
 13.02.01 A The grievance shall include: 21 
 22 
   -circumstances upon which the grievance is based 23 
   -the issue(s) involved 24 
   -provisions of the Agreement allegedly violated 25 
   -date of the event giving rise to the grievance or knowledge thereof 26 
   -the remedy sought 27 
   -the aggrieved employee's signature 28 

 29 
13.02.01 B  The Immediate Supervisor shall answer the grievance within ten (10) days 30 

in writing with a copy to the grievant and the Unit Vice-President. 31 
 32 

13.02.02 Step 2  If the grievance is not settled to the grievant's satisfaction at Step 1 33 
within fifteen (15) days from the date the written response was 34 
received or was due from Immediate Supervisor, the grievant or the 35 
Union may appeal the grievance in writing to the District Level 36 
Administrator.  The District Level Administrator will answer the 37 
grievance within ten (10) days of receipt of the appeal. 38 

   39 
13.02.03 Step 3  If within ten (10) days of the District Level Administrator 's receipt of 40 

the  appeal at Step 2 the grievance is not settled to the employee's 41 
satisfaction, then within fifteen (15) days from the date of receipt of 42 
the Step 2 answer the grievant or the Union may appeal the grievance 43 
in writing to the BOE.  The grievance will be answered by the BOE 44 
within thirty (30) days of receipt of the appeal. 45 

 46 
13.02.04 Step 4 If the grievance is not resolved, the grievance may be appealed by the 47 

Union to arbitration. The following must be complied with: 48 
 49 
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 13.02.04 A Written notice of a request for such arbitration shall be given to the 1 
District Level Administrator within fifteen (15) days of the date of the 2 
BOE's response. 3 

  4 
 13.02.04 B The matter must have been processed through the grievance procedure 5 

within the prescribed time limits. 6 
 7 

13.03 Miscellaneous 8 
 9 

13.03.01 Grievances involving the same act or same issues may be consolidated in one 10 
proceeding provided the grievances have been processed through the grievance 11 
procedure by the time an arbitrator has been selected. 12 

 13 
13.03.02 When a request has been made for arbitration the employee or the Union shall, 14 

within fifteen (15) days of the appeal, request the WERC to appoint an arbitrator 15 
from its staff.  The appointed person shall act as arbitrator. 16 

 17 
13.03.03 The arbitrator shall schedule a hearing, hear evidence and give a decision. 18 

 19 
13.03.04 It is understood that the function of this arbitrator shall be to provide a final and 20 

binding decision as to the interpretation and application of specific terms of this 21 
Agreement. The arbitrator shall not have the power, without specific written 22 
consent of the parties, to either advise on salary adjustments, except the improper 23 
application thereof, or to issue any opinions that would have the parties add to, 24 
subtract from, modify or amend any term of this Agreement. 25 

 26 
13.03.05 Each party shall bear the expenses of its representatives and witnesses.  The fees 27 

and expenses of the arbitrator shall be shared equally by the parties. 28 
 29 

13.03.06 Decisions rendered at Steps One, Two and Three of the grievance procedure will 30 
be transmitted to the grievant and the Unit Vice President. 31 

 32 
13.03.07 The forms used shall be mutually agreed upon by the Employer and the Union.  33 

Current forms shall be used until new forms are adopted. 34 
 35 

13.03.08 By mutual agreement of the parties, a transcript of all arbitration proceedings 36 
shall be taken by a court reporter and the cost of the reporter and/or transcript, if 37 
any, shall be shared by the parties.  38 




