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1 WORKING HOURS 

1.1 The regular workweek will be forty (40) hours, Monday through Friday. 

1.2 Breaks will be permitted for two (2) fifteen (15) minute periods a day.  Morning breaks should be taken, if 

possible, between 9:00 a.m. and 11:00 a.m. and the afternoon breaks between 2:00 p.m. and 4:00 p.m. 

1.3 The lunch period and the length of time on duty during either the morning or afternoon period may be 

adjusted by the immediate supervisor to meet the requirements of particular situations, providing the total hours 

established for the work week are met and a minimum of thirty (30) minutes is allowed for the lunch period.  The 

lunch period must be set by the immediate supervisor between the hours of 11:00 a.m. and 1:30 p.m. 

1.4 Daily and weekly work schedules will be made at the sole discretion of the District and such schedules may 

be changed by the District when necessitated by changing conditions.  Changes deemed necessary by the District 

will be made known to the affected secretary/clerk at least two (2) days in advance, when possible. 

1.5 In the event that the District creates a position or modifies an existing position that regularly requires a 

secretary/clerk to work a schedule either earlier than 6:00 a.m. or later than 6:00 p.m., the position will be filled as 

follows: 

• If the position involves work previously performed by a secretary/clerk between 6:00 a.m. and 6:00 p.m., 

the secretary/clerk affected will be offered the opportunity to fill the position.  If the secretary/clerk declines 

the offer or fails to accept it within five (5) days of the offer, then,  

• The District will post the vacancy.  If there are no applicants who post for the job, then, 

• The District will transfer the least senior secretary/clerk in the District who is qualified to perform the duties 

of the position. 

• The secretary/clerk, who declined or failed to accept the position, will be told of the vacated position of the 

least senior secretary/clerk.  The secretary/clerk will then have the opportunity to either accept the vacated 

position within three (3) workdays of the notice or be laid off. 

This provision will not prohibit the District from temporarily assigning a secretary/clerk to work beyond the hours 

stated above provided, however, that the District will provide any secretary/clerk who is temporarily assigned to 

work such hours with at least five (5) workdays notice of the assignment, except in the case of an emergency.  A 

temporary assignment will not exceed seven (7) calendar days in any six (6) month period.  

2 WORK YEAR DEFINED 

2.1 A secretary/clerk will work 52, 50, 42, 41 or 40 weeks per year depending on the job position held. 

2.2 A 50-, 42-, 41- and 40-week secretary/clerk will work the weeks designated by the District. 

3 COMPENSATION 

3.1 The base wage rates for secretaries/clerks pay are contained in the collective bargaining agreement. 

3.2 A new secretary/clerk will be placed by the Department of Human Capital at the appropriate entry level. 

3.3 A secretary/clerk, who has been employed by the District for at least one (1) school year, will receive step 

advancements on July 1 of each year.  This will not apply to any secretary/clerk who has reached the top step. 

3.4 A full-time or part-time secretary/clerk with sixteen (16) years or more of continuous full-time or part-time 

service with the District will have a pay increase of two percent (2%) of the secretary/clerk's weekly salary.  The 

qualifying date for computing years of service for eligibility is July 1 in any given year. 

3.5 A secretary/clerk may be eligible for additional training pay for successful completion of approved courses 

taken after his/her date of employment.  Additional training pay increases will be granted at the beginning of each 

semester.  Courses cannot be taken during working hours and all courses must be approved by the Department of 

Human Capital.  Additional training pay increases will be granted based on the following requirements: 
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• Completion of sixty (60) hours of approved course work will merit two dollars ($2.00) per week additional 

pay. 

• Completion of one hundred twenty (120) hours of approved course work will merit four dollars ($4.00) per 

week additional pay. 

• Completion of one hundred eighty (180) hours of approved course work will merit six dollars ($6.00) per 

week additional pay. 

• Completion of two hundred forty (240) hours of approved course work will merit eight dollars ($8.00) per 

week additional pay. 

• Completion of three hundred (300) hours of approved course work will merit ten dollars ($10.00) per week 

additional pay. 

• Completion of three hundred sixty hours (360) of approved course work will merit twelve dollars ($12.00) 

per week additional pay. 

• A certificate of completion or a transcript must be obtained from Gateway Technical School, University of 

Wisconsin, District-sponsored inservice, or any other approved institution offers the course. 

• Upon the completion of each sixty (60) hours, a request must be made to the Department of Human Capital 

for the additional training pay.  Hours earned beyond the sixty (60) hours required will be carried over and 

applied toward the next additional training pay. 

4 OVERTIME 

4.1 At the request of his/her supervisor, a secretary/clerk will be expected to perform a reasonable amount of 

overtime.  When performing overtime work, the following procedures will apply: 

4.1.1 Overtime is defined as the hours worked in excess of forty (40) hours per week. 

4.1.2 No overtime, whether for pay or compensatory time, will be performed by any secretary/clerk unless 

approved, in writing, by the secretary/clerk’s immediate administrative supervisor.  This approval must be 

given in advance of the overtime performed except in the type of situation where a supervisor is not 

immediately available and an emergency situation exists, such as a student being left behind, a problem with 

a parent or member of the public, or other good reason based upon fact.  In emergency situations where prior 

approval was not given, the secretary/clerk should report such to his/her immediate supervisor as soon as 

practical and state the reasons therefore. 

4.1.3 It is recognized that, at times, it may be inconvenient for an individual secretary/clerk to work 

overtime and the District will give due consideration for excusal from an overtime directive.  The 

secretary/clerk will be given as much notice as possible prior to any unscheduled overtime so s/he can plan 

accordingly. 

4.1.4 A secretary/clerk who works overtime will be paid at the rate of one and one-half (1-1/2) times the 

regular hourly rate of pay. 

4.1.5 At the secretary/clerk’s option, overtime may be performed on a compensatory basis rather than a 

paid basis.  Compensatory time will result in an equal amount of time off except when compensatory time 

performed exceeds forty (40) hours per week and, in that case, will be granted at time and one-half.  If the 

secretary/clerk does not elect compensatory time, and if the supervisor cannot authorize overtime pay, then 

the secretary/clerk will not be required to perform the overtime. 

4.1.5.1 The decision to use compensatory time must be determined prior to the actual working of 

the overtime. 

4.1.5.2 No more than fifteen (15) compensatory days may be carried at one time. 

4.1.5.3 Compensatory time off will be scheduled by the secretary/clerk’s immediate supervisor 

after consulting with the secretary/clerk, but approval of a secretary/clerk’s request for use of 

compensatory time will not be unreasonably withheld. 

4.1.5.4 Compensatory time accruals, except for three (3) days, must be used before vacation time 

is used. 

4.1.5.5 All compensatory time must be used no later than the following dates: 

May 30:  50- & 52-week secretaries/clerks 

June 30:  All other secretaries/clerks 
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If compensatory time is not used by the above referenced dates and prior approval for the carryover of 

said overtime for a date certain has not been granted by the Chief of Human Capital or designee, then 

said compensatory time will be submitted for cash payment. 

4.1.5.6 When a secretary/clerk uses his/her earned compensatory time, it must be reported on the 

District’s automated absence management system. 

5 REPORTING AND CALL BACK PAY 

5.1 A secretary/clerk reporting for work at his/her regular starting time will be guaranteed two (2) hours work 

or two (2) hours pay if no work is available.  However, this will not apply if a public announcement is made at least 

thirty (30) minutes prior to the secretary/clerk's scheduled reporting time that schools or other District buildings will 

be closed or not operating that day. 

5.2 When a secretary/clerk is asked or called back into the building at a time other than his/her regular working 

hours and is sent home before working two (2) hours, the secretary/clerk will receive two (2) hours pay at either the 

straight time rate or the time-and-one-half (1-1/2) rate, whichever is applicable. 

5.3 It is understood that the District will have the right to require any secretary/clerk entitled to reporting pay or 

call back pay to perform work other than that regularly performed but of a reasonably similar nature.  In such case, 

the secretary/clerk will be paid at the rate of pay s/he would normally have received. 

6 PROMOTIONS AND TRANSFERS 

6.1 A promotion is a move to a higher pay grade.  A transfer (either voluntary or involuntary) is a move to a 

different job in the same pay grade. 

6.2 A secretary/clerk new to the District will be frozen for two (2) years. 

6.3 Unless a change in grade is involved, application for transfer of a secretary/clerk with less than two (2) 

years in his/her present position will not be considered.  This two-year freeze will not apply if the secretary/clerk 

posted and received the job from layoff status.  On occasion, the District may determine the need to waive the freeze 

language.  The District will notify the authorized representative, in writing, whenever it wishes to exercise this 

waiver. 

6.4 During the new assignment probationary period, the secretary/clerk may be returned to his/her former 

position in the event that his/her performance in the position is deemed by the District to be unsatisfactory for any 

reason or in the event it is necessary to return a promoted or transferred secretary/clerk back to the position. 

6.5 A secretary/clerk may, within three (3) workdays after date of first actual performance of work, elect to 

return to the assignment from which s/he was promoted or transferred.  Any secretary/clerk who elects to return to 

his/her former assignment, cannot post for promotion or transfer for one (1) calendar year from the date s/he returns. 

7 POSTINGS 

7.1 Job vacancies will be made known to all secretaries/clerks through posting.  Postings will set out job title, 

pay grade, work location, general job duties, job qualifications and requirements, and a procedure for making 

application for such vacant position.  Said postings will be made within fifteen (15) workdays from date the District 

is knowledgeable of the vacancy. 

7.2 Postings will be announced through various electronic media. 

7.3 Notice will be posted at least five (5) workdays when schools are in session and for at least ten (10) 

workdays when schools are not in session. 

7.4 Posted job vacancies that are not filled within ninety (90) calendar days will be reposted. 



Secretaries/Clerks  – Addendum 2016-17 

  

Page 4 

 

  

8 FILLING POSITIONS 

8.1 The District may select any applicant from the three (3) most senior, qualified applicants that apply for any 

position. 

8.2 If no applicant meets the basic qualifications, the District, with the authorized representative’s consent, has 

the option of waiving the educational requirements.  The District will notify the authorized representative, in 

writing, whenever it wishes to exercise this waiver.  The successful applicant will have one (1) year to obtain the 

educational requirements when waived or will return to the next available position for which s/he is qualified. 

8.3 The internal candidate list, at the time of assignment, will be made available to the authorized 

representative. 

8.4 In cases where a posting does not have a specifically stated start date and such position has been offered 

and accepted by an internal applicant, the successful candidate will begin work in the position within fifteen (15) 

workdays of his/her acceptance of the position.  The District may make exceptions if circumstances suggest that 

such are in the best interest of the District provided, however, that the increase in compensation will be in effect 

after twenty (20) workdays (excluding paid and unpaid leave days) of his/her acceptance of the position. 

9 RECLASSIFICATION 

9.1 Reclassification of Existing Positions 

• A request for a reclassification of an existing position may be made when the requestor believes that 

significant changes have occurred in a position.  A secretary/clerk or a secretary/clerk’s supervisor(s) may 

initiate a reclassification request.  The request must be submitted, in writing, and will be submitted to the 

Employee Relations Department.  The initiator will make the request on a form supplied by the Employee 

Relations Department.  The authorized representative will be notified, in writing, within two (2) weeks 

from the date that a reclassification request has been received. 

• An Advisory Classification Committee will meet to review the reclassification request at times determined 

by the Committee, but not less than once every six (6) months.  The Committee will be comprised of up to 

three (3) secretaries/clerks, as appointed by the authorized representative, and up to three (3) 

representatives selected by the District. 

The Committee will recommend the appropriate points and grade for the affected position.  Any 

recommended change in reclassification will be forwarded to the Chief of Human Capital or designee for 

review.  In the event that the Committee does not reach consensus, the Chief of Human Capital or designee 

will act as s/he deems appropriate.  After the Chief of Human Capital or designee has made determination, 

the decision and the action of the Committee will be forwarded to the Superintendent of Schools for his/her 

determination. 

• Notification of results will be forwarded to the secretary/clerk, the appropriate department administrator(s), 

and the authorized representative. 

(1) The decision will be effective with the next fiscal year, July 1. 

(2) If a change in grade level occurs that has a monetary implication, the adjustment will be made 

according to Administrative Regulations. 

(3) If a change is to a higher pay grade, the incumbent will be placed at the step in the new grade 

closest to his/her current hourly rate.  In no case will a secretary/clerk have a reduction in his/her 

hourly rate. 

(4) If a change is to a lower pay grade, there will be no pay increases until the current wage equals the 

wage appropriate for the new grade level or the position becomes vacant, whichever is first. 

9.2 Classification of New Positions 

• A request for a new position will be submitted by the appropriate supervisor(s) to the Employee Relations 

Department on a form(s) developed by the Department. 

• The information supplied on the form will be forwarded by the Employee Relations Department to the 

Advisory Classification Committee for its review.  The Committee will recommend the points and grade 

for the position.  The recommended classification will be forwarded to the Chief of Human Capital or 
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designee for his/her review.  The Chief of Human Capital or designee will determine the appropriate grade 

for the position. 

• The appropriate department personnel will then be notified of the results of the classification. 

• If a new position is posted and filled prior to the Committee's review and recommendation, the parties will 

follow the reclassification language for existing positions. 

10 LENGTH OF SERVICE 

10.1 A secretary/clerk's length of service will begin on the first day of employment with the District. 

10.2 A secretary/clerk, whose employment has ended and who has thereafter been re-employed by the District, 

will have a length of service date established as of the date of re-employment. 

10.3 The District will supply the authorized representative with a list of all secretaries/clerks and their length of 

service date.  Such list will be updated July 1 of each year or as soon thereafter as is reasonably possible. 

11 LAYOFF PROCEDURES 

11.1 Whenever the District determines that a reduction in staff is necessary because of a decrease in students, 

educational revisions, school closings, budgetary or financial considerations, or other reasons that are not based on 

the secretary/clerk's performance, the following layoff procedure will be applied: 

11.1.1 Certain job positions will be declared surplus. 

11.1.2 A secretary/clerk who has had his/her job position declared surplus must post for any job vacancy 

for which s/he is qualified and will not be given priority consideration for such position over any present 

District secretary/clerk or laid off District secretary/clerk who is posting for the position, but will be given 

priority consideration over non-secretary/clerk candidates. 

11.1.3 In the event there are three (3) or more candidates for a job vacancy, the District will select the best-

qualified candidate.  In the event these candidates have qualifications that are relatively equal, first 

consideration will be given the secretary/clerk with the greater length of service. 

11.1.4 A secretary/clerk who has had his/her job position declared surplus, must post for all job vacancies 

for which s/he is qualified except those vacancies with a pay grade more than two (2) grades lower than the 

position declared surplus.  Failure to post for these positions will result in the secretary/clerk being laid off. 

11.1.5 A secretary/clerk who has had his/her job position declared surplus and has posted for and received 

another position, will not be subject to the two (2) year freeze until his/her first successful voluntary transfer. 

11.1.6 In the event there are no vacancies for which a secretary/clerk who has had his/her job position 

declared surplus can apply or in the event the secretary/clerk was not selected, the secretary/clerk may: 

• elect to take voluntary layoff, or; 

• the District will assign the secretary/clerk to the least senior job position for which s/he is qualified 

not to exceed two (2) grades lower than the position declared surplus.  The secretary/clerk will then 

be placed on layoff status.  This move will be limited to 40-, 41-, and 42-week persons being 

assigned to 40-, 41-, and 42-week positions, and 50- and 52-week persons being assigned to 50- and 

52-week positions unless the District deems exceptions necessary.  Reasons for any exceptions made 

will be communicated to the authorized representative in writing.  A secretary/clerk working less 

than eighty percent (80%) per week will be restricted to assignment in positions of less than eighty 

percent (80%) per week, and a secretary/clerk working more than eighty percent (80%) per week will 

be restricted to assignment in positions of more than eighty percent (80%) per week. 

11.1.7 Any secretary/clerk who is laid off may post for any job vacancies for which s/he is qualified. 

11.1.8 At his/her option, a secretary/clerk on layoff may maintain group insurance benefits, providing the 

secretary/clerk pays the entire cost thereof. 

11.1.9 If a secretary/clerk has not posted and received a position within one (1) year from date of layoff, 

his/her layoff status will cease and the secretary/clerk will be considered terminated. 
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11.1.10 A secretary/clerk on layoff status will be mailed, via U.S. Postal Service, copies of any 

secretary/clerk postings at the time that such is first posted. 

12 VACATIONS 

12.1 A secretary/clerk who works 50 or 52 weeks per year is eligible for the following vacation time: 

Over 25 years service ........................ 25 days 

Over 20 years service ........................ 20 days 

Over 15 years service ........................ 18 days 

Over 10 years service ........................ 15 days 

Over 1 year service ........................... 10 days 

Nine to twelve months  ..................... 7-1/2 days 

Six to nine months ............................ 5 days 

Three to six months........................... 2-1/2 days 

Under three months ........................... No Vacation 

A part-time 50- or 52-week secretary/clerk will have the above vacation benefits prorated in accordance to the 

number of hours worked. 

12.1.1 The qualifying date for computing years of service for vacation purposes, in all cases, is July 1. 

12.1.2 A secretary/clerk working 52 weeks per year is allowed to take the earned vacation at any time 

during the calendar year with the approval of his/her supervisor.  The 50-week secretary/clerk must take the 

earned vacation during their 50-week work year with the approval of his/her supervisor. 

12.1.3 Vacation days will be credited using total active years of employment regardless of the number of 

weeks worked following appointment to a 50- or 52-week position. 

A secretary who transfers to a 50- or 52-week status anytime other than July 1st will accumulate vacation 

days on a monthly pro rata basis. 

12.2 A secretary/clerk may carry over vacation days provided that: 

• s/he submits a written request to carry over vacation days to the Chief of Human Capital or designee 

by June 15; and, 

• the request specifies the date of use of the vacation; and, 

• the request is approved by the Chief of Human Capital or designee. 

12.3 An unpaid vacation extension may be granted at the discretion of the Chief of Human Capital or designee 

provided such would not cause an undue hardship on the District.  The secretary/clerk must obtain written approval 

prior to the start of his/her vacation and such extension will not exceed two (2) weeks. 

12.4 Priority for vacations should be determined on a seniority basis.  In the interest of fairness, the 

secretary/clerk's supervisor may override the length of service provision on a case-by-case basis for good cause 

shown. 

  

FULL TIME 

STAFF ONLY 
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13 PAID HOLIDAYS 

13.1 The following days will be paid holidays for the 40-, 41-, 42-week secretaries/clerks: 

Labor Day 

Thanksgiving Day 

Day after Thanksgiving 

Christmas 

Martin Luther King, Jr. Day 

Good Friday 

Easter Monday 

Memorial Day 

13.1.1 If a secretary/clerk, designated as 40-, 41-, or 42-week secretary/clerk, is scheduled to work on the 

day before and after July 4, s/he will receive July 4 as a paid holiday. 

13.1.2 In addition to the above, a 50-week secretary/clerk will receive July 4 as a paid holiday and one-half 

(1/2) day Christmas Eve as a paid holiday. 

13.2 The following days will be paid holidays for the 52-week secretaries/clerks: 

Martin Luther King Jr. Day 

Good Friday 

Easter Monday 

Memorial Day 

Independence Day 

Labor Day 

Thanksgiving Day 

Day after Thanksgiving 

Christmas Eve Day 

Christmas Day  

New Year’s Eve 

New Year’s Day 

13.3 In the event a holiday falls on a weekend, a Saturday holiday will be observed on the preceding Friday; a 

Sunday holiday will be observed on the following Monday. 

13.4 One (1) floating holiday will be available for a 40-, 41-, 42-, 50- or 52-week secretary/clerk providing: 

• the secretary/clerk submits a written request to his/her principal or supervisor at least three (3) days before 

the day s/he desires paid leave; and 

• if the secretary/clerk's request is for a day immediately before or after either a holiday or recess period, then 

the secretary/clerk's principal or supervisor must approve same; and 

• the secretary/clerk's principal or supervisor and the Department of Human Capital can secure an adequate 

substitute if the principal or supervisor deems a substitute is needed. 

14 OTHER LEAVE 

14.1 A secretary/clerk, who normally works less than 50 weeks per year, is eligible for the following days of 

leave without loss of pay: 

• The two (2) days that students do not attend school because such have been scheduled as staff development 

days. 

• The one (1) day that students do not attend school because such has been designated as winter break. 

• In the event the District does not designate a day as winter break day, the District will designate another day 

as the leave day without loss of pay. 

14.2 In addition, this same secretary/clerk may take up to two (2) days per school year of unrestricted paid leave 

and receive compensation at the rate of one hundred percent (100%) of his/her daily rate of pay upon conditions 

that: 
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• the secretary/clerk submit a written request to his/her principal or supervisor at least three (3) days before 

the day s/he desires paid leave; and 

• if the secretary/clerk's request is for a day immediately before or after either a holiday or recess period, then 

the secretary/clerk's principal or supervisor must approve same; and 

• the secretary/clerk's principal or supervisor and the Department of Human Capital can secure an adequate 

substitute if the principal or supervisor deems a substitute is needed. 

14.3 A secretary/clerk who normally works less than 50 weeks per year, has been employed by the District as of 

July 1 of any year, and has at least five (5) years of service with the District, will be eligible for one (1) extra day of 

paid leave under the same terms and conditions as above. 

14.4 A part-time secretary/clerk, who works at least four (4) hours per day but less than eight (8) hours, will 

have the above "Other Leave" benefits prorated in accordance to the number of hours worked. 

15 LEAVE OF ABSENCE 

15.1 Medical Leave of Absence 

From the date a secretary/clerk begins an unpaid medical leave of absence, the secretary/clerk may elect to continue 

participation in the group health plan coverage so long as his/her medical leave of absence continues.  The District 

will continue to pay its share of the group health plan cost for the period of time that the secretary/clerk is on the 

unpaid medical leave, not to exceed one (1) year after the secretary/clerk exhausts his/her paid leave. 

15.2 Business Leave of Absence 

Unpaid leave of absence may be granted in increments of not less than four (4) hours nor more than two (2) weeks 

for a secretary/clerk who needs such time for official authorized representative business, provided that a written 

request is submitted to the Executive Director of Employee Relations or designee.  No more than five (5) 

secretaries/clerks will be excused at any one time. 

16 EMERGENCY CLOSING PROCEDURES 

There are three (3) different instances when the workday may be affected due to building closures. 

16.1 Schools Closed 

 If the school day is cancelled, a 40-, 41-, 42-week secretary/clerk should not report to work.  Applicable 

guidance regarding time lost will be provided depending on the circumstances. 

 If the school day is cancelled, a 50- and 52-week secretary/clerk is expected to report to work providing 

such does not jeopardize his/her health, safety or welfare.  If a 50-week or 52-week secretary/clerk does not 

report to work, s/he has the option of: 

o making up the time (provided it is within the same workweek), 

o utilizing a paid leave day (vacation, floating holiday, or compensatory time), or 

o requesting salary deduction. 

16.2 Delayed Start 

 If the schools open on a delayed start, a secretary/clerk is expected to report to work as close to the normal 

starting time as possible.  A secretary/clerk should not, however, risk his/her health, safety, or welfare in 

attempting to report to work on time.  If a secretary/clerk reports to work later than his/her normal starting 

time, time should be accounted for by choosing one of the following options: 

o make up the time (provided it is within the same workweek), 

o utilize a paid leave day (vacation, floating holiday, or compensatory time), or 

o request salary deduction. 

16.3 Early Dismissal 

 If the schools close early, a secretary/clerk is expected to remain at work until normal dismissal time unless 

such would risk his/her health, safety, or welfare.  If time is lost, a secretary/clerk should account for 

his/her time by choosing one of the following options: 
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o make up the time (provided it is within the same workweek), 

o utilize a paid leave day (vacation, floating holiday, or compensatory time), or 

o request salary deduction. 

Secretaries/clerks will follow all procedures related to Kronos including punching in and out. 

17 GENERAL PROVISIONS 

17.1 No secretary/clerk will be required to run personal errands, misrepresent any facts, perform non-District 

work requests, or perform any request that is expressly in violation of District policy. 

17.2 Any permanent secretary/clerk, who is required to assume all the regular duties of a higher-grade position 

on a temporary, full-time basis, will receive the rate of pay of that grade but such secretary/clerk will not be paid at a 

step higher than his/her current step.  The new rate of pay will not become effective unless and until after the 

secretary/clerk has spent ten (10) continuous workdays in the temporary assignment.  This rate of pay will not 

become effective if the secretary/clerk has assumed the duties of a secretary/clerk who is absent because of earned 

vacation unless the secretary/clerk spends at least fifteen (15) continuous workdays in the temporary assignment. 

17.3 Upon retirement at age 62, a secretary/clerk, employed on or before June 30, 2014, will be paid an amount 

equivalent to what would have been paid to the secretary/clerk at retirement had s/he been covered under 

unemployment compensation, under the conditions and in the manner that unemployment compensation is normally 

paid. 

17.4 The authorized representative may request a meeting with the District for the purpose of discussing any 

substitute assignment that lasts longer than sixty (60) consecutive workdays and that does not replace a District 

secretary/clerk.  If the parties agree that it should not be a permanent position, then the issue is resolved.  If the 

parties either agree or disagree on whether or not the position should be permanently staffed, such will be brought to 

the Superintendent of Schools for his/her action. 

17.5 Hay Report:  The District will implement the Hay Study in the following manner: 

• If a change is to a higher pay grade, the incumbent will be placed at his/her current step in the new grade. 

• If a change is to a lower pay grade, his/her placement on the salary schedule will be red-circled until the 

time that the position becomes vacant.  In addition, a secretary/clerk holding the position of elementary head 

secretary, who would have been upgraded pursuant to the terms of the reclassification agreement previously 

approved by the Board of Education, will have his/her position red-circled.  At the time that the position 

becomes vacant, the District will assign the appropriate grade classification, as established by the Hay 

Group, to the position.  A secretary/clerk, whose placement on the salary schedule has been red-circled, will 

be treated for all purposes as if s/he continues to hold the position in the pay grade to which the position was 

assigned prior to implementation of the Hay Report.  By way of example, but without limitation, this means 

that the secretary/clerk would be entitled to step increases or across-the-board wage increases as if no 

reclassification had occurred, and that the secretary/clerk would be entitled to exercise his/her length of 

service in the pay grade as if no reclassification occurred. 

• Upgrades will be retroactively applicable to July 1. 


