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CAMAS ASSOCIATION OF EDUCATIONAL
OFFICE PROFESSIONALS ESP/WEA
AND
CAMAS SCHOOL DISTRICT

PREAMBLE

This agreement is by and between the Camas School District and the Camas
Educational Office Professionals ESP/WEA, pursuant to RCW 41.56.

ARTICLE I: ADMINISTRATION OF THE
AGREEMENT

Section A: Definitions

1.

The term "District" shall mean the Camas School District No. 117, Clark
County, Washington State, or its agents.

The term "Board" shall mean the Board of Directors of the Camas School
District.

The term "Association"” shall mean the Camas Association of
Educational Office Professionals ESP/WEA, which is affiliated with the
Washington Education Association and the National Education
Association.

The term "Parties" shall mean the District and the Association.

The term "Agreement"” shall mean this collective bargaining
agreement, which shall be signed by the parties.

The term "Employee" shall mean any member of the bargaining unit as
set out in this Agreement.

The term "Day" shall mean any day the District business office is open for
business with the public.
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8. The term "Superintendent” shall mean the chief administrative office of
the District or his/her designee.

9. The term "President"” shall mean the President of the Association or
his/her designee.

10. The term "Seniority" shall mean length of service within the District as a
member of the bargaining unit.

Section B: Recognition

The District recognizes the Association as the exclusive bargaining agent for all
secretaries of the District excluding all certificated employees, all other classified
employees, and any employee whose duties imply a confidential relationship to
the Superintendent, Assistant Superintendent, Business Director and the Board.

*Note: Those secretarial positions presently excluded from the association will
continue to be excluded for the life of this agreement. Substitute rights are set
forth in Article 1ll, Section J.

Section C: Job Descriptions

Job descriptions for all positions within the bargaining unit shall be given to each
employee and to the Association at the beginning of each work year.

The District and the Association will convene joint committee to update all
secretarial job descriptions.

ARTICLE II: BUSINESS

Section A: Dues, Deductions and Representation Fees

1. Within thirty (30) days of ratification of this Agreement, or thirty (30) days
of hire, all employees shall join the Association or pay a fee equivalent to
the dues and assessments of the Association. Except that an employee
with a bona fide religious objection to such dues and fees shall pay a fee
equivalent to dues and assessments to a charity mutually agreed upon by
the employee and the Association. The issues of religious objection
and charity shall be appealed to the Public Employment Relations
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Commission (PERC) in case of disagreement between the employee and
the Association.

2. The District shall deduct from the employee's salary, each pay period, the
dues and/or assessment fees required for membership therein or
equivalent amount of the dues and assessments for those employees not
joining the Association and transmit such dues and/or assessment fees to
the membership Department of the Washington Education Association.
Equivalent dues and assessment fees for bona fide religious objection
employees shall be deducted from the employees pay warrant and
transmitted to the mutually agreed upon charity.

3. The dues shall include local dues; however, the local dues shall be
transmitted to the treasurer of the Association on a schedule agreed to by
the District and the Association in the fall of each year. Prior to
September 10 of each year, the Association shall inform the District
Business Manager the amount of dues to be deducted each month for
each employee.

Section B: Other Deductions

Upon receipt of written authorization, the District agrees to deduct from the salary
of employees premiums for the insurance and annuity programs which have
been approved by the Association and the District. The sums which are
deducted as premiums for approved insurance and annuity programs shall be
forwarded in accordance with the written authorization.

Section C: Management Rights

Except as otherwise specifically limited by the provisions of this Agreement, the
District has the exclusive right to exercise all the rights or functions of
management, including, but not limited to, the development, adoption,
implementation, and enforcement of policies, rules, regulations and practices in
furtherance of management rights or functions; and the use of judgment and
discretion in connection with District rights.

It is expressly agreed by the Association that the enumeration of District rights in
this article shall not be deemed to exclude other District rights not specifically
enumerated above.
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Section D: Association Rights

1.

Use of School Building: The Association shall have the right to use
school buildings at all reasonable hours for meetings. Requests for use of
buildings will be approved by the building principal or
Superintendent/designee.

Use of School Equipment: The Association shall have the right to use
District equipment, including but not limited to, typewriters, copy
equipment, duplication equipment, calculating machines, computers and
audiovisual equipment at reasonable times when such equipment is not
otherwise in use. The Association will pay the District for expendable
supplies and for damaged equipment.

Association Business: The Association shall have the right to transact
business on school property at all reasonable times, provided that such
business shall not interfere with or interrupt normal school operations.

Posting of Materials: The association maintains the right to post notices
of activities and matters of Association concerns on bulletin boards in the
faculty lounge and in other places, as authorized by the
Superintendent/designee, as requested by staff in each school building in
the District.

District Mail Service: The Association shall have the right to use the
District mail service and building mailboxes for communication purposes.
The Association will utilize the mailbox provided in the central office area
to deliver and pick up communications materials.

Materials distributed through the District's mail service for delivery in the
work place should be designed to provide objective information relative to
the (a) effective development and administration of the Agreement and (b)
clarification of other working conditions and policy issues under discussion
between the leaders of the Association and District officials. The
Association will not use District mails to distribute any materials within the
work place that are slanderous, derogatory or defamatory of any particular
individual or group, including the District.

The President shall be responsible and accountable for the Association's
compliance with this section. The Association will defend and hold
harmless from any allegation or suit arising out of the Association's use of
the District's mail service.
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Any concern regarding the Association's use of the District's mail service
and bulletin boards shall be a matter for early discussion between the
Association President and the Superintendent/designee. A violation of
this Article may result in the suspension of the Association's use of the
District's mail service for an appropriate and specific period of time
following such an Administration-Association conference.

6. Exclusivity: In recognition of the Association’s status as the officially
recognized legal bargaining representative of employees, the rights
granted in this Agreement to the Association shall not be granted to any
competing labor organization.

7. New Employees: The District shall notify the President of the name,

address and assignment of any new hire into the bargaining unit within
two days. The Association shall be given the opportunity to speak to all
employees as an official part of the program during any district sponsored
new employee orientation and during any year opening District-wide
employee meeting.

8. School District Budget and Financial Reporting: The Association
shall be furnished monthly and annual financial statements and the
preliminary and adopted budgets and financial reports when requested.
Board agendas and supporting materials will be sent out prior to each
board meeting. Nothing herein shall require the central administrative
staff to research and assemble information that has not been routinely
prepared in the normal operation of the District.

9. Association Furnished Information: The Association will furnish copies
of information pertinent to employer-employee relations topics as
reasonably requested by the Superintendent or the Board.

Section E: Status of Agreement

Sole Agreement: This shall be the sole Agreement between the parties
regarding wages, hours, and terms and conditions of employment. It shall
supersede any rules, regulations, policies, resolutions or practices of the District
which shall be contrary to or inconsistent with its terms.

Section F: Conformity to Law

This agreement shall be governed and construed according to the Constitution
and Laws of the State of Washington. If any provision of this Agreement or any
application of the Agreement to any employee or groups of employees shall be
found contrary to law by a court or administrative agency of competent
jurisdiction, such provision or application shall have effect only to the extent
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permitted by law. All other provisions or applications of the Agreement shall
continue in full force and effect.

If any provision of this Agreement is held to be contrary to law, the parties shall
commence negotiations on said provision as soon thereafter as is reasonable
possible.

Section G: Distribution of Agreement

Following ratification of this Agreement the Association shall prepare a camera-
ready copy of the Agreement for District review and mutual editing.

After editing, the District shall print the Agreement at its cost and shall distribute
copies to all head secretaries, along with six copies to the Association. The
district will place the agreement on the district web site. The District shall also
make at least one copy available for review by any applicant for employment with
the District.

Section H: Joint Meetings / Communications

1. Representatives of the Association shall meet with authorized
representatives of the Board no less often than quarterly during the
regular school year in order to pursue mutual problem identification and
mutual problem solving.

2. The above meetings shall not be grievance resolution conferences nor
shall they be collective bargaining sessions regarding this or successor
Agreements.

3. Any administrative decision that concerns contractual matters (this

agreement) or situations that directly affect work responsibilities shall be
communicated, in writing, to the Association President.

ARTICLE Ill: EMPLOYEE RIGHTS

Section A: Rights of Law

No employee shall be denied any legal right granted under Federal, State,
County or local law or regulation.
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Section B: Non-Discrimination

Employees shall be entitled to full rights of citizenship. The Parties shall not
discriminate against any employee because of membership or non-membership
in the Association, domicile, race, creed, religion, color, national origin, age, sex,
gender orientation, or marital status.

Section C: Personnel Files

Employees or former employees shall, upon request, have the right to inspect all
contents of their complete personnel file kept within the District. Upon request, a
copy at the employee’s expense of any documents contained therein shall be
afforded the employee.

Any derogatory material not shown to an employee within twelve (12) days after
receipt or composition shall not be allowed as evidence in any grievance or in
any disciplinary action against such employee. No evaluation, correspondence,
or other material making derogatory reference to an employee's character, or
manner, shall be kept or placed in the personnel file without the employee's
signed acknowledgement and opportunity to attach his/her own comments. Such
written response shall become part of the employee's written personnel records.

After six months the employee may petition by a written request to the
Superintendent/designee that such material be removed. Final decision rests
with the District.

The performance appraisals of members of the Association shall become a part
of the employee's file and shall be signed by the employee at the time of the
evaluation. A signature does not necessarily mean agreement with the contents
of the evaluation; it merely indicates receipt of the document. The employee has
the right to attach a written rebuttal which will become a part of the employee's
written personnel record.

Section D: Due Process

No employee shall be disciplined or adversely affected without just cause. The
specific grounds forming the basis for disciplinary action will be made available to
the employee and the Association in writing.

Employees will be advised of their right to representation. Employees will be
allowed to have a representative of his/her choosing at any disciplinary meeting.
The conference will be scheduled with no less than two (2) days prior notice.
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The District agrees to follow a policy of progressive discipline and any
disciplinary action taken against an employee shall be appropriate to the
behavior which precipitates said action. The District has the discretion to bypass
steps in progressive discipline because of the severity of the conduct.

Any complaint made against an employee by any parent, student or other person
will be promptly called to the attention of the employee as long as it is in
accordance with law.

Section E: Employee Evaluation

Procedure:

1.

The employee shall be evaluated annually each year prior to the last day
of work by the immediate supervisor. Full year employees will be
evaluated annually by August 31 of each year.

If an employee's performance is suspected to be less than satisfactory any
time during the school year, he/she will be evaluated at that time. This
evaluation will be in addition to the evaluation noted above.

Each evaluation will concern an employee's work performance focusing on
strengths and weaknesses with specific suggestions for improvement
where appropriate.

Prior to the completion of the annual evaluation form, (see Appendix A)
the immediate supervisor shall meet to discuss the contents and finalize
the annual evaluation.

Upon completion of the conference, the immediate supervisor and the
employee shall sign and date the evaluation. The signature of the
employee indicates that the employee has seen the evaluation and does
not indicate that the employee agrees with the content.

The employee shall have the right to attach a written explanation to the
annual evaluation which shall be permanently attached, provided such
written explanation is given to the immediate supervisor for attachment
within ten (10) working days of the evaluation conference described in

Section E, #3 above.

A copy of the written evaluation will be placed in the employee's personnel
file and a copy will be given to the employee.
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In the event an employee is placed on probation, the District will notify the
affected employee in writing. The District will provide the employee a
specific plan of assistance to help the employee overcome the
deficiencies. The employee will be given thirty (30) working days to
correct the deficiencies.

The District and the Association will form a joint committee to review the
evaluation form and process.

Section F: Assignment and Transfer

1.

Transfer: The District shall publicize within the bargaining unit for a
minimum of five (5) working days the availability of open positions within
the bargaining unit as soon as possible after the District has been advised
of the opening. All employees shall have the right to apply for any open
position without fear of reprisal from his/her current supervisor. Vacancies
and new positions will be posted to individuals outside the bargaining unit
only after all internal transfers have been completed.

Such publications shall include qualifications for the position. The District
shall mail such opening announcements through District e-mail to all
represented employees.

Training, experience and seniority shall be criteria for filling all open
positions within the bargaining unit. Training, experience and seniority
shall be translated to clearly documented objective measures as
referenced in job descriptions, requirements and evaluations. If all
combined objective measures for training and experience are equal,
seniority shall be used as the deciding measure. When training and
experience objectively indicate a less senior person is more qualified, the
administrator will provide written documentation of the specific objective
measures indicating the less senior person is more qualified due to
training and experience.

When considering training, the administrator will look at such things as
education before and after being hired by the school district, as well as
participation in workshops, seminars and on-the-job in-services
specifically related to performance in the educational office setting and to
interpersonal skills. Knowledge of statutory and program requirements of
a public school system will also be considered.

Experience will be determined by accounting for time spent successfully
working an educational setting as well as time spent successfully working
in the private sector. Although the total experience will include the
educational setting and private sector time, the length, type and
successful performance in an educational setting will have a slightly higher
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priority. Seniority is calculated using the time served in the Camas School
District as a member of the CAEOP bargaining unit.

Trial period: Employees transferred to another position shall be given a
maximum of sixty (60) working days work trial. If the employee is unable
to perform the job requirements in a manner deemed satisfactory as
determined through the District evaluation procedure, the employee shall
be considered eligible for the first position available for which he/she is
gualified. The transferred employee shall have the right to return to
his/her previous position, without prejudice, anytime during the first fifteen
(15) days of the work trial period.

No written evaluation regarding performance during the trial period shall
be entered into the Personnel File.

Probationary Period: Each new hire covered by this Agreement shall
serve a probationary period of sixty (60) working days. Upon conclusion
of the probationary period, the employee will be notified that she/he has
(1) satisfactorily completed the probationary period and will be elected
(employed) by the Board of Directors, or (2) in the event of unsatisfactory
service, terminated at this point. This decision rests with the District.

Section G: Layoff and Recall:

The District and the Association will form a joint committee to review layoff and
recall language.

1.

Seniority: Seniority shall be defined as length of service within the
District as a member of the bargaining unit. Accumulation shall begin on
the employee's first working day.

The District shall prepare and maintain the seniority list ranking each
employee from greatest to least seniority. A copy of the seniority list shall
be furnished to the Association President by November 1 of each school
year. Subsequent revisions shall be sent to the Association President as
they occur.

Seniority shall be lost by an employee upon termination, resignation,
retirement, transfer to a non-bargaining unit position, or declining recall.

In the event of one or more employees having the same seniority ranking,
employees so affected shall participate in a drawing by lot to determine
position on the seniority list. The drawing shall be conducted openly and
the President shall be in attendance.

10
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Layoff: Layoff shall be defined as necessary reduction in the work force.
In the event of a necessary reduction in work force, the District shall first

layoff the least senior employee(s). In no case shall a new employee be

employed by the District while there are laid off employees qualified for a
vacant or newly created position as determined by the job description of

that position.

In the event of layoff, the District shall provide written notice to all affected
employees and the President, on or before the end of the school year
preceding the layoff. Employees not notified shall continue in employment
for the following year unless there is just cause for termination.

Laid off employees may continue participation in District insurance
programs by paying the regular monthly premium to the District, subject to
carrier approval.

All retained employees face possible reassignment to fill essential
vacancies. Essential vacancies shall be opened to all members of the
bargaining unit and, in each case, filled by the most senior applicant, if
gualified. In the event that there are no bargaining unit applicants, these
vacancies will be assigned to the bargaining unit members with the least

seniority, if qualified.

Recall: Employees who are laid off shall be placed in a reemployment
pool. All open positions shall be made available to existing members of
the bargaining unit. After internal movement, if any, open positions will be
filled through recall of employees by reverse order as determined by the
final seniority list. Notification of recall shall be sent by certified or
registered mail to the last known address as shown on District records.
The notice shall include the time and date the employee is to report back
to work. It is the employee's responsibility to keep the District notified as
to his/her current mailing address.

A recalled employee shall be given five (5) calendar days from receipt of
the recall notice to inform the District if he/she will accept the position. An
employee who declines recall shall forfeit his/her seniority rights provided
the position offered is of equivalent monetary value and does not involve a
reduction in total compensation.

Employees on layoff shall retain their seniority for purpose of recall for a
period of two (2) years.

11
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Section H: Employment Protection

1.

District Insurance: The District shall provide such insurance for the
protection of employees as is required by RCW 28A.400.370.

Threats: Any employee who is threatened with physical harm by any
person or group while carrying out assigned duties shall immediately notify
his/her immediate supervisor and, if necessary, the appropriate law
enforcement authority. Immediate steps will be taken by the District in
cooperation with the employee to provide for the employee's safety. Steps
may include notifying law enforcement, providing legal counsel and/or
other earnest efforts. Precautionary measures for the employee's safety
shall be reported to the employee and the President by the
Superintendent at the earliest possible time.

The District shall provide a safe and healthful working environment:
Employees shall not be required to work under unsafe or hazardous
conditions or to perform tasks which endanger their health, safety and
well-being.

Dispensing Medication: The decision to dispense or administer
maintenance or emergency medication to students will be arranged by the
employee and the building administrator and will only be done if no other
gualified staff member is available. Employees will not be requested or
required to dispense maintenance/emergency medication or administer
injections until a formal training in-service or its equivalent has been
completed. Employees will not be requested or required to insert
catheters, or feed students.

Section I: Privacy

1.

Personal Lives: The private and personal life of any employee is not
within the appropriate concern or attention of the District, unless the
District determines that the employee's actions are interfering with the
educational process.

Information: The District shall not provide personal information
concerning employees, including names, addresses, phone numbers, etc.,
to any person not required by law, or to any commercial or charitable
organization without specific employee approval or Association
Agreement.

12
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Section J: Substitutes and Temporary Employees

Any employee hired as a substitute or as a temporary employee to work in a
position that falls within the bargaining unit shall be hired and work in compliance
with this Agreement.

1.

A substitute shall receive seventy percent (70%) of the lowest base rate in
effect within the classification at time of employment. A substitute shall be
defined as a person who replaces another employee for less than 20
consecutive days.

A temporary employee shall receive eighty percent (80%) of the lowest
base rate in effect within the classification at the time of employment for
the first twenty days of employment. A temporary employee shall be
defined as a person who has (1) substituted twenty (20) consecutive days
in one assignment or (2) accepted a district identified long term
“temporary” substitute position in the district.

After twenty (20) consecutive days in an assignment, a substitute or
temporary employee shall be placed on the appropriate step of the salary
schedule, pursuant to experience, and shall pay bargaining unit
membership dues.

The following clauses of the Agreement shall not be applicable to
temporary employees:

Personnel File

Employee Evaluation

Transfer and Assignment

Layoff and Recall

Seniority Accumulation

Workshops

Insurance benefits

All Leaves under Article 1V:

ARTICLE IV: LEAVES

Section A: lllness, Injury and Disability (Sick Leave)

1.

Accumulation: At the beginning of each school year, each employee

working eight (8) hours per day shall be credited with twelve (12) days of
lliness, Injury and Disability Leave, which shall be referred to hereafter as
"sick leave". Employees who are working less than eight (8) hours per

13
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day shall receive a prorated portion of such leave. Unused sick leave
shall accumulate to the maximum allowed by law. Each employee's
accumulated sick leave balance will be made known to her/him on each

pay check stub.
2. Use:
a. Personal lliness, Injury or Disability: The District shall grant sick

leave to an employee when the employee is unable to perform duties
because of personal iliness, injury or disability.

b. Maternity: The District shall grant sick leave for pregnancy, child
birth and related temporary disability to employees, to the extent the
employee's physician certifies the employee's temporary disability.

Employees requesting maternity leave shall notify the District as early as
possible prior to the beginning of the leave and shall indicate the expected date
of return at the time the leave is requested. Employees shall advise the District
of the exact date of return as soon as that date is known to the employee.

C. Family lliness: The District shall grant sick leave to employees in the
event of illness within the immediate family of the employee. For
purposes of this provision, immediate family shall mean spouse, parent,
child, grandchild, grandparent, sibling, niece, nephew, aunt, uncle, cousin
or those of the employee's spouse, or anyone who has permanently lived
with or was considered part of the family nucleus.

3. Sick Leave Sharing: The District shall establish and administer a leave
sharing plan in which eligible employees may donate excess leave for use
by a staff member who is suffering from, or has a relative or household
member suffering from, an extraordinary or severe illness, injury,
impairment or physical or mental condition.

Such a program is intended to extend leave benefits to a staff member
who otherwise would have to take leave without pay or terminate his or
her employment with the District.

The procedures that govern this program are as outlined in Board Policy
5406.

4, Sick Leave Exhaustion: In the event an employee's accumulated sick
leave is exhausted, but more sick leave is required by the employee
pursuant to the provisions set out above, the employee may request and
the District may grant a leave without pay for the period of time needed to
return to work or the end of the school year, whichever is sooner. The

14
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employee shall advise the District of the expected duration of the leave at
the time of request for the leave.

5. Annual Sick Leave Buy-Back Option: Pursuant to current statute,
employees may cash in unused sick leave days above an accumulation of
sixty (60) days at the ratio of one (1) full day's pay for each four (4) days of
accumulated sick leave days. Atthe employee’s option, he/she can cash-
out his/her unused sick leave days in January of the school year following
any year in which a minimum of sixty (60) days of sick leave is accrued
and each January thereafter. The employee’s sick leave accumulation
shall be reduced four (4) days for each day of compensated sick leave. No
employee may receive pay for sick leave accumulated in excess of one
(1) day per month. This “cash-out” will take place in the February payroll.

6. Death or Retirement Sick Leave Buy-Back Option: At the time of
separation from District employment due to retirement (as recognized by
the Washington State Public Employees' Retirement System, whether or
not the employee was a participating member of the system) or death, an
employee or his/her estate shall receive pay for accumulated but unused
sick leave up to a maximum of one-hundred eighty (180) days at a rate
equal to one day per diem pay for each four full days accrued leave for
illness or injury.

The monies paid pursuant to this provision shall not be included for the
purpose of computing a retirement allowance under any public retirement
system in the State, and shall be in accordance with the rules and
regulations of the Superintendent of Public Instruction.

Section B: Bereavement Leave

The District shall grant employees up to five (5) days with pay per occurrence for
death in the immediate family (as defined above in Section A, Subsection c) of
employees.

Section C: Emergency Leave

Up to three (3) days of emergency leave with full pay shall be available to
employees. For purposes of this leave, an emergency is a situation or
adversity of such a nature that preplanning is not possible. Emergency
leave could not be used where good judgment would logically dictate that
the matter could and should have been dealt with in some other manner.
Two (2) additional days of emergency leave may be granted at the
discretion of the superintendent or his/her designee. One (1) day of

15
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emergency leave may also be requested for the death of a close personal
friend.

Emergency leave may not be used for vacation periods or extensions
thereof, recreational outings, or for business or social appointments, or for
matters of personal convenience.

An employee who finds it necessary to be absent from assigned duties by
reason of emergency will notify the appropriate supervisor at the earliest
possible moment. Upon return to duty, the employee will be required to
complete a leave request form stating the reason for the reported
absence.

Section D: Court Appearance Leave

The District shall grant Court Appearance Leave as follows:

1. Jury Duty: Employees who are called to serve on a jury.

2. Subpoenas: Employees who are subpoenaed to testify in court on a
school related matter.

3. Payment. Any payments to an employee for jury duty, excluding mileage
payments, or other actual expenses, shall be remitted to the District.

Section E: Long Term Leave of Absence

The District may grant any employee an unpaid long term leave of absence for
up to one year for child rearing, medical or other mutually agreed to reason(s).
Employees granted such a leave will be permitted to stay in the District insurance
programs at their own expense (carriers permitting), shall not gain or lose
seniority or other benefits, but shall not be granted advancement credit on the
salary schedule for the period of the leave. Upon return from such leave, the
employee shall be entitled to the same position or a position substantially
equivalent to the position held prior to the leave. Once granted, such leave may
be renewed annually upon request of the employee, with the agreement of the
District.

Section F: Accidents on the Job

It is recognized that the payments received as compensation by an employee
injured on the job under circumstances bringing him/her within the coverage of
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714 the Workman's Compensation Act of the State of Washington may be less than
715 the regular wage payments received by the employee.

716

717 Inthe case of any on-the-job disability which is covered by the State Industrial
718 Insurance under the Workman's Compensation Act of the State of Washington,
719 the Employer will pay to such disabled employee out of his/her accumulated sick
720 leave an allowance equal to the difference between the State Workman's

721  Compensation benefits and the employee's regular straight-time gross pay, less
722  statutory deductions, beginning at the time of disability and continuing until the
723 accumulated sick leave entitlement is completely expended. If the employee is
724  still disabled after his/her earned sick leave allowance is expended, the

725 employee will revert to only the pay coverage afforded by State Workman's

726  Compensation Insurance.

727

728 In order to receive sick leave pay under this section when the employee has
729  been off work for illness or injury in excess of five (5) days, the employee must
730 present to the Classified Personnel Office by the fifteenth (15) of each calendar
731 month, for each month claimed, a statement from a duly licensed medical

732  examiner verifying that the employee was physically unable to return to work on
733 the day(s) for which sick leave pay was claimed.

734

735

736 Section G: Child Rearing Leave

737

738 The District may grant an unpaid child rearing leave of up to one year to any
739 employee for the purpose of rearing a natural or adopted child. In the event of
740 adoption, such leave may include time for court legal procedures, home study
741  and evaluation, and required home visitations by the adoption agent not possible
742  to schedule outside of the regular working hours. An employee returning from
743  such leave shall be place in the position last held or in a similar position in the
744  District. Final decision on this leave rests with the District.

745

746

747  Section H: Military Leave

748

749  The District shall grant military leave to any employee who is called into active
750 duty, extended or temporary, as a member of the Armed Forces of the United
751  States in accordance with law.

752

753

754  Section |: Personal Leave

755

756 1. Each member shall receive three (3) personal leave days annually.
757 Employees will have the ability to roll one (1) unused personal day to the next
758 year up to a maximum of five (5) days. The first and second day shall be at no
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loss of pay. For the third day which is not accumulative, employees will receive
differential pay. Differential pay is defined as the difference between the
employee’s daily pay and the district’s regular substitute rate.

2. The employee shall not be asked to give reasons for such leave.

3. Personal days cannot be scheduled during the first five(5) and last five (5)
days of school, or the day preceding or following a holiday without ten (10) day
prior approval from their supervisor. A supervisor has the right to deny a request
for leave if it unduly interferes with the operations of the school. Exceptions will
be allowed by the superintendent/designee only for significant family events or
education reasons.

4. Two days of unused personal leave may be "cashed out" at the employee’s
regular rate of pay.

Section J; Association Leave

Annually the Association shall be granted release time up to 10 days with pay for
employees to attend to Association business.

Cost of substitutes used to replace employees on Association leave for the first
five (5) days shall be reimbursed to the District by the Association.

The Association shall send written notice of such leave at least five (5) days in
advance of taking such leave.

ARTICLE V: FISCAL MATTERS

Section A: Hours of Work and Overtime

1. Work Day: Each employee shall be assigned a definite work day with
designated times of beginning and ending. A two (2) hour minimum call
time at the employee’s regular rate of pay shall be paid when an
authorized supervisor calls an employee back to work. Only the actual
time worked will count towards overtime calculations.

2. Hours, Lunch and Rest Period: Each shift of five (5) or more hours per
day shall include a thirty (30) minute uninterrupted lunch period where the
employee is free to leave the work site. Such work day shall also include
a paid fifteen (15) minute rest period during the first half of the day and a
paid fifteen (15) minute rest period during the second half of the day.
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Such rest period is to occur as near the middle of each half shift as is
practical.

When difficulties arise in scheduling a regular fifteen (15) minute rest
period, the employee and immediate supervisor may elect to attach said
paid rest period to the thirty (30) minute unpaid lunch break, creating a
forty-five (45) minute lunch period. The final decision in this matter rests
with the immediate supervisor.

Work Week: The work week shall consist of five (5) consecutive days,
Monday through Friday, with two (2) days of rest, Saturday and Sunday.
The work week shall start Sunday and end on Saturday.

Work Schedule: A work schedule showing the employee's shift, work
days and hours shall be given to each employee. The immediate
supervisor will decide and inform the employee whether they should plan
to work on non-student attendance days (In-service days, etc.), giving a
minimum of five (5) days notice.

In those situations where the District increases the work hours/work days
of an employee, the District will consult with the employee regarding the
change. If the employee does not wish to accept the increased work
hours/work days, the District will attempt to place the employee in a
position equivalent in terms of work hours/work days to the employee's
present position.

In the event that the District assigns or directs an employee to perform
services regularly performed by an employee with a classification having a
higher rate of pay, the assigned employee shall be paid at the higher rate
of pay of that classification while performing that work.

Daily Work Schedule: The daily work schedule shall be established by
the employee's immediate supervisor in consultation with the employee.
The decision of the supervisor is final. Except for an emergency, such
work schedule shall not be changed without a five (5) day written notice to
the employee.

Overtime: Time worked in excess of eight (8) hours in any one day or
forty (40) hours in any one week, shall constitute overtime and shall be
compensated at one and one-half (1 1/2) times the employee's regular
rate. The district will only pay overtime under unique circumstances and
with prior approval from the supervisor. The District shall not solicit
employees to accept compensatory time in lieu of other compensation.
Changes in an employee's time card will only be made in the presence of
the employee. If an employee requests compensatory “time off" in lieu of
overtime pay, the following procedures will be implemented:
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1) All overtime work must be approved by the supervisor prior to the
performance of work. In the event that a supervisor is unavailable at the
time the overtime is needed, the employee may work up to one (1) hour of
overtime without prior approval. The employee must report this overtime
and the specific need for it to his/her supervisor immediately the next
working day.

2) Compensatory time off shall be at the rate of one and one-half times
the overtime hours worked. If an employee is unable to use the
compensatory time earned within three months of the date of accrual, the
employee may request that the comp time be paid.

3) The maximum accumulation of compensatory time will be 75 hours (50
actual work hours). Every attempt shall be made to see that
compensating hours are taken immediately, and only allowed to
accumulate to the maximum if the work load makes it impossible to do
otherwise.

4) Each quarter, any compensatory time balances in excess of 75 hours
will be cashed out.

5) Compensatory time taken will be reported on the Compensatory Time
Report.

All overtime shall be in accordance with applicable law.

Section B: Holidays

All 12-month employees shall receive the following eleven (11) paid holidays
which fall within their work year:

1. New Year's Day 7. Veterans' Day

2. Martin Luther King Day 8. Thanksgiving Day

3. Presidents' Day 9. Day after Thanksgiving
4. Memorial Day 10.  Christmas Day

5. Independence Day 11. Day after Christmas

6 Labor Day

Any secretary who works 180 days or more per year will receive ten (10) paid
holidays. Such holidays shall be:

1. New Year's Day 6. Veterans’ Day
2. Martin Luther King Day 7. Thanksgiving Day
3. Presidents' Day 8. Day after Thanksgiving
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4. Memorial Day 9. Christmas Day
5. Labor Day 10. Day after Christmas

Should any of the holidays listed above fall on a Saturday or Sunday, then either
Friday or Monday would be observed if these would be non-school days, or the
Superintendent shall arrange to add paid holiday time. The foregoing is a District
decision.

Employees who are required to work on the above described holidays shall
receive the pay due to them at two (2) times their base rate for all hours worked
on such holidays.

Should a holiday occur while a full-time equivalent employee (2080 hours) is on
vacation, the employee shall be allowed to take one extra day of vacation with
pay in lieu of the holiday as such.

Section C: Vacations

1. For 2009-10 Each secretary who works six (6) hours or more per day and
works less than a full 2080 FTE year will receive five (5) days of paid
vacation at the same number of hours they work during the day.

For 2010-11, this section will be reopened for negotiation.

2. Secretaries who work FTE 2080 (1.0 FTE), or less than 1.0 FTE but work
a full year (260 day) schedule, will qualify for paid vacation time to
coincide with the number of scheduled hours per day/week worked
according to the following schedule (the years of service will be
determined by the board/district hire-date anniversary. Further, the
increase in vacation days shall come at the beginning of the years
identified below. Employees can only cash out up to 30 days of vacation
at termination or retirement. Twelve-month employees may carry over up
to 30 vacation days.

Number of Years Vacation Days
1-3 10
4-9 16
10-15 20
16-18 25
19-24 27
25-30 30
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D: Salary and Salary Payments Section

1.

Schedule: Salaries for the 2009-10 school year shall be as set out in the
schedule which is attached to and made a part of this agreement as
Appendix B.

For 2010-2011 school year, this Agreement will be re-opened for
salary negotiations.

On or before September 30 of each year, each employee shall receive a
salary worksheet indicating the number of contracted days, hours per day,
hourly rate, and the calculation for determining his/her monthly salary
amount.

Payment: Employees who are schedule four (4) hours or more per
day shall be paid in twelve (12) equal monthly payments. Warrants shall
be issued on the last working day of each month. Employees may opt to
have their warrants direct-deposited to a bank or mailed to a specified
address.

Employees who are scheduled less than four (4) hours per day will be
paid on a time-card only.

Severance: All compensation owed to an employee who is leaving the
District shall, upon request, be paid on the next scheduled pay day.

Travel Allowance: An employee required to travel from one site to
another in a private vehicle during work hours shall be reimbursed for
such travel on a per mile basis at the state rates allowable per mile.

Section E: Insurance

1.

For the duration of this contract, the District will contribute the maximum
amount per month funded by the state per FTE (1440 hours) to the
CAEOP benefit pool for benefits for each full time employee. The District
shall pay the full amount of the retiree remittance for bargaining unit
members as determined by the state for contribution to the Washington
State Health Care Authority for the term of this agreement.

Part-Time Employees: Employees less than full time will receive a
prorata share, based on their percentage of FTE, of the maximum
contribution.

Available Programs: *The monthly premium may be used by employee
to provide the basic benefits programs listed below:
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a. Group Blue Cross of Washington Vision Insurance for employee and
dependents.

b. Group Washington Dental Service Dental Insurance for employee and
dependents.

c. Blue Cross of Washington and Alaska Medical Insurance or Kaiser
Permanente Medical Insurance.

An employee must work at least 20 hours per week to be eligible for insurance
coverage.

4.

Pooling: Pooling will follow the state statute. The pool will be
recalculated twice per year (September and March) if any staffing changes
warrant a recalculation of the pool.

VEBA: Voluntary Employee Benefit Account: The district has adopted the
VEBA Il Sick Leave Conversion Medical Plan pursuant to RCW
28A.400.210.

*Note: Programs for insurance may be changed during the life of

this Agreement by mutual agreement between Parties.

Section F: Inclement Weather

Less than twelve (12) month employees shall not be required to report to
work when the buildings are closed due to inclement weather or
unforeseen building closure. Employees not reporting for duty shall select
one of the following options:

a. Take a salary deduction for the time not worked.

b. Use unused Personal Leave to cover absence.

c. Use accumulated but unused vacation time/comp time to cover such
absence.

d. Emergency Leave

e. Add additional work days to meet the contracted number of days.

The District shall notify employees at least two (2) hours prior to the
beginning of the shift of any school closure. Employees reporting to duty
who have not received such notice shall receive a minimum of two (2)
hours pay.

Twelve month employees may, at their option, not report for duty during
periods of time when the school buildings are closed due to inclement
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weather. Employees not reporting for duty shall select one of the following

options:

a. Take a salary deduction for the time not worked.
b. Use unused Personal Leave to cover absence.
c. Use accumulated but unused vacation time/comp time to cover such

absence.

d. Emergency Leave

Section G: Workshops, Conferences, and Staff Development

For mutual benefit of the employee and the District, $8000.00 will be budgeted to
fund the following:

a)

b)

Employees to attend professional affiliation sponsored
conferences and workshops. Legitimate, approved expenses
will be reimbursed to the employee.

With prior approval from their supervisors, bargaining unit
members shall be allowed to use their staff development funds
to purchase materials/or equipment of their choice that support
their job assignments. Any materials purchased with these
funds become and remain the property of the district.

Up to $4000 total can be used for the purchase of materials.

Staff Development - All classes, conferences, projects, etc.
must be submitted to the immediate supervisor for final
approval. Employees who are taking approved classes during
the evening and/or weekend hours may, at the employee’s
request, be reimbursed their straight hourly rate for actual seat
time in class to the extent that the fund can reimburse these
hours.

d.) The District will provide purchase orders for registration/tuition

fees, airline expenses, if any, and hotel accommodations, if any.

In the event the employee does not attend the prepaid activity,
the employee is responsible for securing a refund of all prepaid
expenses. Refunds will be credited to the employee’s staff
development account.

Professional Learning Community (PLC). Secretaries shall
meet and confer with their colleagues during district approved
PLC time. This PLC time will be directed and scheduled by the
secretaries with approval of administration. The total PLC time
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available each year will not exceed six (6) hours and meetings
will not be scheduled during student attendant hours.

Unused funds will carry over to the next year for use by bargaining members
only. Any funds not used by the end of this agreement will be returned to the
general fund.

Section H: Pay Increments

If the hire date is one half year or greater, the movement on the longevity pay
scale will take place in September each year.

ARTICLE VI: GRIEVANCE PROCEDURE

Section A: Definitions

1. "Grievant" shall mean a bargaining unit member or group of
bargaining unit members or the Association.

2. "Grievance" shall mean a claim or complaint by a grievant that there has
been a violation, misinterpretation or misapplication of any terms or
provisions of this Agreement.

3. "Days" shall mean employee work days. After the last day of school and
before commencement of the new term, days shall mean calendar days.

Section B: Time Limits

If the grievant fails to file or appeal according to the time lines set out herein, the
grievance may not be further pursued and will be resolved according to the last
formal response. In the event the District or its agents fail to meet a time line, the
grievant may proceed to the next step of the procedure. The specified time limits
shall be strictly observed but may be extended by mutual concurrence of the
parties.

Section C: Rights to Representation

1. A grievant shall have the right to be accompanied by the Association at all
steps of the grievance procedure.

2. In the event a grievant elects to file and proceed without Association
representation, he/she may do so through the first two steps of the
procedure only, provided that the Association is present at every meeting
or conference in order to protect its contract rights, and further provided
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that copies of the grievance, appeals and responses are given to the
President in a timely fashion.

3. No grievance may be processed with a grievant having representation
other than him/her self or the Association.

Section D: Individual Rights

Nothing contained herein shall be construed as limiting the right of any
employees having a complaint to discuss the matter through administrative
channels and to have the problems adjusted without the intervention of the
Association, as long as the Association is notified in writing of the disposition of
the matter and such disposition is not inconsistent with the terms of this
Agreement.

Section E: Procedure
Grievances shall be processed in the following manner:

Step 1 Supervisor: The Parties encourage employees and their supervisors to
attempt to resolve problems through free and informal communications prior to
filing formal grievances.

Within thirty (30) days of the occurrence, or of the grievant's knowledge of the
occurrence, the formal grievance shall be presented in writing to the employee's
supervisor, who will arrange for a conference between him/her self, the grievant
and the Association Representative to take place within ten (10) days after
receipt of the grievance. The supervisor shall provide the grievant and the
Association with a written answer to the grievance within ten (10) days after the
meeting. Such answer shall include all reasons upon which the decision was
based.

Step 2 Superintendent: If the grievant is not satisfied with the disposition of the
grievance at Step 1, or if no decision has been rendered within the time line, the
grievance may be appealed to the Superintendent. The Superintendent shall
arrange for a hearing with him/her self, the grievant, the first level supervisor and
the Association Representative, to take place within ten (10) days of his/her
receipt of the appeal. The grievant and the Association shall have the right to
include in the representation such witnesses they deem necessary to develop the
facts pertinent to the grievance. Upon conclusion of the hearing, the
Superintendent will have ten (10) days to provide his/her written decision,
together with reasons for the decision to the grievant and the Association.

Step 3 Mediation: If no settlement has been reached at step 2, the grievance
will be submitted for mediation. The District and Association will utilize the
services of the Public Employment Relations Commission (PERC).
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Step 4 Arbitration: If the Association is not satisfied with the decision at Step
3, or if no disposition has been made within the time line, the Association may
submit a Demand for Arbitration to the Federal Mediation and Conciliation
Service (FMCS) along with a copy to the Superintendent. The arbitration shall be
controlled by the Voluntary Arbitration Rules of FMCS, provided that the Parties
shall strike names from the panel selected by FMCS within ten (10) days of
receipt of such panel. Neither the District nor the Association shall be permitted
to assert in such arbitration any ground not previously disclosed to the other

party.

The arbitrator shall have complete authority to make any decision and provide
any remedy appropriate except as otherwise prohibited by law or this Agreement.
The decision of the arbitrator will be binding on both parties.

The costs for the services of the arbitrator, including per diem expenses, if any,
and his/her travel and subsistence expenses and the costs of any hearing room,
will be shared by both parties.

Form: The form for filing grievances is attached to and made a part of this
Agreement as Appendix D.

Association Grievances: If a grievance affects a group of employees or the
Association, the Association may initiate and submit such grievance to the
Superintendent directly, and the processing of such grievance shall commence at
Step 2. Grievances involving more than one supervisor and grievances involving
the administrator above the building level may be filed by the Association at Step
2.

ARTICLE VII: STRIKES AND LOCKOUTS

There shall not be authorized any strike, slowdown, or any other stoppage of
work by the Association regardless of whether an unfair labor practice is alleged.
The District will not lock out any employee covered by the Agreement. Should a
strike, slowdown, or stoppage by the Association members occur, the
Association shall immediately instruct its members to return to work. If the
employees do not resume work as required by the Agreement immediately upon
being so instructed, they shall be subject to discipline.

ARTICLE VIII: WAIVER
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The District and the Association acknowledge that they have bargained with
respect to all terms and conditions of employment. The District and the
Association acknowledge that their agreements are fully set forth herein, that the
omission of any reference to any aspect of the terms and conditions of
employment is intended to be a waiver of the right to bargain with respect to the
particular subject during the term of this Agreement.

Matters of common concern may be subject to negotiations during the period of
this Agreement upon request and mutual agreement of both parties.

ARTICLE IX: ENTIRE AGREEMENT

This Agreement supersedes and cancels all previous written agreements
between the District and the Association. Any amendment or agreement
supplemental hereto shall not be binding upon either party unless executed in
writing by the parties hereto.

ARTICLE X: DURATION

This agreement represents the entire agreement between the Board and the
Association and supersedes all prior agreements and cancels all previous
agreements, verbal or written or based on alleged past practices between the
parties and shall become in full force and effect on September I, 2009 and shall
continue in full force and effect until midnight, August 31, 2011.

IN WITNESS WHEREOF, the parties hereto have caused this Agreement to be

executed7 by their duly authorized representatives on this /o  day of
) Tode , 2009.

y éj& il e/

PRESIDEN

ih&& L 0. /\(rﬁ o) B sm TO THE BOARD
- Ll

"UNISERV DIRECTOR CHIEF NEGOTIATOR
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A joint committee will form to review the performance evaluation process.

APPENDIX A
Secretarial Performance Evaluation
Name: Date:
Position: Type:
Location:

THIS EVALUATION SPEAKS TO THE ESSENTIAL FUNCTIONS AND GENERAL
RESPONSIBILITIES LISTED IN THE JOB DESCRIPTION FOR THIS POSITION.

1.

Skills and Ability — Understands and effectively utilizes job-related
information, procedures and skills. Demonstrates accuracy, efficiency,
initiative and strong organizational skills.

Flexibility — Shows adaptability to change and a willingness to learn new
concepts. Understands all technology available and utilizes professional
development opportunities.

Commitment to Accomplishment — Exerts effort to attain goals. Shows a
strong work ethic and a desire for producing results. Makes efficient use of
work time and meets deadlines.

Office Management — Demonstrates multi-task orientation. Gives direction to
students, staff and volunteers effectively. Cares for and maintains equipment
and economizes office resources.

Enthusiasm — Displays overall optimism and zeal for what one is doing.
Willingness to be involved. Enthusiasm to develop positive interpersonal
relationships with others.

Clarity of Expression — Understands and correctly interprets concepts
presented or discussed. Presents and discusses concepts precisely;
answers questions clearly. Uses correct oral and written communication skills.
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7. Integrity — Actions are consistent with stated views. Exhibits reliable follow-
through on commitments. Can be relied upon to maintain confidentiality and
assumes responsibility.

8. Communication with Others — Ability and willingness to develop
interpersonal relationships with others. Works as a team player. Exhibits
listening skills, patience and caring for staff, students, parents and others.
Resolves conflicts with empathy and fairness.

9. Dependability — Is punctual and maintains regular attendance. Works well
independently.

10.Professionalism — Has professional appearance, is courteous and is an
appropriate role model for the educational environment.

TO BE COMPLETED BY THE EMPLOYEE

My signature below indicates that I have seen this evaluation.
0 1 agree with the findings.

03 1 disagree with the findings.

O A statement regarding this evaluation is attached.
O A statement regarding this evaluation is not attached.

Employee Signature Date

TO BE COMPLETED BY THE SUPERVISOR

O It is my judgment, based upon adopted criteria, that this employee’s overall performance
has been satisfactory during the evaluation period covered in this report.

O Itis my judgment, based upon adopted criteria, that this employee’s overall performance
has been unsatisfactory during the evaluation period covered in this report.

Supervisor Signature Date
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1351
1352
1353

1354
1355
1356
1357
1358
1359
1360
1361
1362
1363
1364
1365
1366
1367
1368
1369
1370
1371
1372
1373
1374
1375
1376
1377
1378
1379
1380
1381
1382
1383
1384
1385
1386
1387
1388
1389
1390
1391
1392
1393
1394
1395
1396

LEVEL |

LEVEL Il

Temp. Rate

$14.14

APPENDIX B
SALARY SCHEDULE - 2009 - 2010
Position Hr. Rate Sub Rate
Secretary Assistants $17.67 $12.37
HS ASB Office Assistant Secretary
Child Care Secretary $18.94 $13.26

Energy Utilities Secretary

HS Career & Tech Secretary

HS Main Office Secretary

HS Counseling Secretary

Sky Act. Sec./Main Office Reception
Sky Counseling Sec/Student Center Reception
Liberty Registrar/Reception

Liberty Activities/Counseling Secretary
Special Services Secretary
Transportation Secretary

Warehouse Secretary

LEVEL Il $19.23 $13.46

Elementary Head Secretary

High School Head Secretary
Operations Head Secretary
Middle School Head Secretary
Payroll/Personnel Assistant/DO Reception
Special Services Head Secretary
Transportation Head Secretary
Federal/State Programs Secretary
HS Athletic Secretary

HS ASB Secretary/Bookkeeper
HS Wing Adm./Records Secretary
MS Secretary/Bookkeeper

LEVEL IV

Printer $21.06 $14.74
Special Projects

$15.15

$15.39

$16.85
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1397
1398
1399
1400
1401
1402
1403
1404
1405
1406
1407
1408
1409
1410

1411
1412
1413
1414
1415
1416
1417
1418
1419
1420
1421
1422
1423
1424
1425
1426
1427
1428
1429
1430
1431
1432
1433
1434

LONGEVITY STEPS:

YEARS OF SERVICE

2-3
4-6
7-9
10-12
13-15
16-18
19-21
22-25
26-30

ADDITIONAL SALARY

$0.22
$0.32
$0.42
$0.65
$0.75
$0.85
$0.95
$1.05
$1.15
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1435

1436
1437
1438
1439
1440
1441
1442
1443

1444
1445
1446
1447
1448
1449
1450
1451

1452

1453
1454
1455
1456
1457
1458
1459
1460

1461
1462

1463
1464
1465
1466

1467
1468
1469
1470
1471
1472
1473
1474
1475
1476
1477

Appendix D-1

CAMAS ASSOCIATION OF EDUCATIONAL
OFFICE PROFESSIONALS
And
CAMAS SCHOOL DISTRICT

GRIEVANCE FORM
STEP | — Initiation of Grievance

Grievance filed by
School/Department Poistion
Supervisor with Authority to Settle the Complaint
Date of action which caused the Complaint

STATEMENT OF GRIEVANCE:

SECTION(S) OF THE CONTRACT ALLEGED TO BE VIOLATED:

REMEDY REQUESTED:

Signature of Grievant
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1478

1479
1480

1481
1482

1483
1484
1485
1486

1487
1488
1489
1490
1491
1492
1493
1494
1495

1496

1497
1498
1499
1500
1501
1502
1503
1504

1505
1506

1507
1508
1509
1510

1511
1512
1513
1514
1515
1516
1517
1518
1519
1520
1521
1522

Date Grievance Submitted to Supervisor:

Appendix D-2

CAMAS ASSOCIATION OF EDUCATIONAL
OFFICE PROFESSIONALS
And
CAMAS SCHOOL DISTRICT

GRIEVANCE FORM
Step 2 — Appeal of Grievance

Grievance Appeal Filed By
School/Department Poistion
Date of action which caused the Complaint

STATEMENT OF GRIEVANCE APPEAL:

SECTION(S) OF THE CONTRACT ALLEGED TO BE VIOLATED:

REMEDY REQUESTED:

Signature of Grievant

Date Grievance Appealed to Superintendent:
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