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ARTICLE I 
PURPOSE 

 
Section 1.   Parties:  THIS AGREEMENT, entered into between the School Board of Independent School District 

191, Burnsville, Minnesota, hereinafter called the Employer, and the Association of Clerical Employees 
(ACE), hereinafter called ACE, pursuant to and in compliance with the Public Employment Labor 
Relations Act of 1971, as amended, shall provide the terms and conditions of employment for clerical 
and secretarial employees during the duration of this Agreement. 

 
ARTICLE II 

RECOGNITION OF EXCLUSIVE REPRESENTATIVE 
 
The Employer recognizes the Association of Clerical Employees (ACE) as the exclusive representative, under M.S. 
§179.71, Subd. 3, for all clerical and secretarial employees employed by Independent School District 191 who are 
employed for more than fourteen (14) hours per week and more than sixty-seven (67) work days per year, excluding 
paraprofessionals, confidential, supervisory, and all other employees. 
 

ARTICLE III 
COMPENSATION 

 
Section 1. Basic Rates of Pay: The following salary is hereby adopted by the Employer, and shall govern 

compensation during the years July 1, 2023 to June 30, 2025.  Employees shall move across the salary 
schedule, one step each year.  New employees with a minimum of six (6) months of clerical experience 
with the District prior to July 1 shall advance to the next step on July 1. 

 
Section 2. Reclassification(s) shall be subject to periodic study and recommendation by management.  

Management reserves the right and is responsible to evaluate classifications and their group placement 
on an individual basis.  If a classification is reduced in group placement, employees presently working 
in that job shall remain in the original group. Any employee may initiate a request for reclassification to 
the Human Resources Office, provided the duties and responsibilities of the position have significantly 
increased. In general, an employee should not submit a reclassification request more frequently than 
once every two years.  

 
Section 3. The salary schedules contained in this Article are adopted by the School District for the term of this 

Agreement.  The salary schedule is not to be construed as a continuing agreement and the schedule 
contained herein is no longer applicable after June 30, 2025.  In the event that a new Agreement has 
not been mutually adopted by July 1, 2025, salaries in effect on June 30, 2025, will continue until the 
conditions of a new Agreement determine salaries for the 2025-2026 school year. 

 
Section 4. Hourly rates of pay will be paid in twenty-four equal installments, the first payment being July 15 for 12-

month employees, August 15 for 11-month and 10 1/2 month-employees, August 31 for 10-month 
employees and September 15th for school year employees. (Revised as per standard business 
procedures if any date falls on a weekend.)  Employees working schedules unique to this standard may 
be paid upon mutual agreement of the Association and the District.  All clerical employees must use 
direct deposit. 

 
Section 5. All previous District experience in ACE shall be recognized for placement on the salary schedule.  In 

case of employees returning to the District as a result of recall, all previous experience within the Unit 
immediately prior three (3) years shall be recognized for placement purposes. 
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2023-2024 Schedule

2024-2025 Schedule

CLASSIFICATION JOB DESCRIPTION Step 1 Step 2 Step 3
LVL I LVL I -- ASSISTANT 17.25$  20.70$  24.35$  
LVL II LVL II -- CLERK 18.35$  21.85$  25.45$  
LVL III LVL III - SECRETARY 19.40$  23.00$  26.50$  
LVL IV LVL IV - ADMIN ASST / SPECIALIST 21.20$  24.85$  28.45$  

Section 6. Longevity:  Based on the chart below, employees who have completed the identified years of 
employment within the ACE unit will receive the additional amount per hour above the base hourly rate 
for the classification currently held. The additional amounts reflect the total longevity contribution for 
each time period and do not compound previous longevity amounts.

Beginning year 10 of employment through the 14th year  $1.75
Beginning year 15 of employment through the 19th year  $2.25
Beginning year 20 of employment $2.50

Amounts reflect total contribution above the base salary for the time period. Amounts do not 
compound.

Longevity 10-14 Years Longevity 15-19 Years Longevity 20+ Years
$1.75 $2.25 $2.50

GROUP CLASSIFICATIONS

Level I Assistant
Level II Clerk
Level III Secretary
Level IV Administrative Assistant / Specialist

ARTICLE IV
TRANSFERS AND POSTINGS

Section 1. Job Postings: All clerical position openings will be posted on the official district website for a minimum 
of seven (7) workdays. Openings will be posted internally for a minimum of (5) workdays. The School 
District will consider all internal applicants before posting externally. Postings will note any pending 
potential reclassification.

Section 2. Probationary Period: All employees new to this Unit will be on probation for a period of three calendar 
months. Each probationary employee shall receive a performance review, preferably in writing, at 
about the midpoint of probation.  

Section 3. When a supervisor replaces an employee in a higher classification on a temporary appointment or for 
any other reason with another lower paid employee who qualifies for and performs all job functions of 
the higher classification for a minimum of 16 work days, the temporary replacement shall receive the 
higher rate of pay. A temporary appointment to replace an employee in a lower classification continues 
at the regular rate. Pay is retroactive to day 1 of the temporary appointment.
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Section 4.   Ability, skills, knowledge, seniority and job performance will be considered in filling posted positions.  

Administration reserves the right to make the final decision. 
 
Section 5.  Upon request, an applicant within the District not granted a position shall be provided the opportunity to 

meet with the hiring supervisor or may request in writing the reasoning behind administration's rejection 
of said application within fifteen (15) working days with the intent being to increase or correct any 
qualifications that are lacking in order to be considered in future job postings.  The reason given for 
rejection shall be grievable but not arbitrable. 

 
ARTICLE V 

VACATIONS 
 
Section 1. Vacation allocation: One (1) day of vacation shall equal eight (8) hours, prorated for less than eight (8) 

hour employees.  
 

Subd. 1. School year employees neither earn nor receive vacation days. 
 
Subd. 2.  Effective July 1, 2024, an employee shall accrue vacation days based upon the chart in Subd 3, on 

the last day of the month scheduled to work, up to a maximum of 30 days accrual balance. See 
Appendix I for detailed vacation chart. 

 
Subd. 3.  

Until completion of 3 full fiscal years          1.08 days per month scheduled to work  
Fiscal years 4-10                                            1.75 days per month scheduled to work 
Fiscal years 11+                                              2.5 days per month scheduled to work 

 
Subd. 4. Vacation accrual cannot go negative at the time of vacation. Vacation requests may be submitted 

in advance assuming sufficient vacation leave is available at the time of vacation. 
 
Subd. 5. All vacation times need to be submitted with a minimum of two (2) business days prior notification, 

except in extenuating circumstances, and are subject to the approval of the employee’s supervisor. 
 
Subd. 6.  If time off has been requested and submitted on the payroll / HR software by an Employee, and 

two (2) business days has passed with no response: the request will then be deemed approved. 
 
Subd. 7. A non-vacation eligible employee who becomes vacation eligible will have their original date of 

employment within the unit used in calculating vacation accrual. 
 
Subd. 8.  Effective July 1, 2020, employees will continue to accrue vacation time while out on leave, using 

previously accrued leave. Once the employee has exhausted their available leave or go into “dock” 
time, they will no longer be eligible for additional vacation accruals.  

 
Section 2.  Termination of Employment: Upon termination of employment, all earned but unused vacation shall be 

compensated at the current rate of the last paycheck. 
 

ARTICLE VI 
HOLIDAYS 

 
Section 1.  School year employees do not earn nor receive holiday pay. 
 
Section 2.  Ten month (217 days), ten and one-half month (227 days), and eleven month (237 days) employees 

shall receive nine (9) paid holidays. They are: Labor Day, Thanksgiving and the day following, 
Christmas Eve day, Christmas Day, New Year's Eve day, New Year's Day, Memorial Day, and one 
floating holiday.  
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Section 3.  Twelve month (261 days) employees shall receive eleven (11) paid holidays.  They are listed in Section 
2 plus Juneteenth (June 19th) and Independence Day. 

 
Section 4. Floating Holidays: The floating holiday will be scheduled with the approval of the employee’s immediate 

supervisor. If the Floating Holiday is not used during the fiscal year it is accrued, it will be forfeited. 
 
Section 5. When a paid holiday falls on a Saturday, the holiday will be observed on the Friday before. When a paid 

holiday falls on a Sunday, the holiday will be observed on the Monday after. 
 
Section 6. Effective July 1, 2021, employees will be eligible for Holiday pay while out on leave, using previously 

accrued leave. Once the employee has exhausted their available leave, they will no longer be eligible 
for Holiday pay. 

 
ARTICLE VII 

GROUP INSURANCE 
 
Section 1.   Selection of Carrier: The selection of the insurance carrier and the policy shall be made by the School 

Board. 
 
Section 2.  Health and Hospitalization Insurance Options: 
 

Subd 1. Single Health and Hospitalization Insurance:  The District will contribute an amount equal to 95% of 
the composite premium for an eligible employee who enrolls in the single plan.  The composite 
premium will be based on a health care insurance plan with an HRA (Health Reimbursement 
Account) whereby $1,000 annually shall be redirected by the district to the HRA. The remainder of 
the cost of the plan will be borne by the employee via payroll deduction.   

 
Subd 2. Dependent Health and Hospitalization Insurance:  The District will contribute an amount equal to 

70% of the composite premium for an eligible employee who enrolls in the dependent health 
insurance plan. The composite premium will be based on a health care insurance plan with an 
HRA (Health Reimbursement Account) whereby $2,000 annually shall be redirected by the district 
to the HRA. The remainder of the cost of the plan will be borne by the employee via payroll 
deduction. Effective July 1, 2024, the District will contribute an amount equal to 75% of the 
composite premium for an eligible employee who enrolls in the dependent health insurance plan. 
The composite premium will be based on a health care insurance plan with an HRA (Health 
Reimbursement Account) whereby $2,000 annually shall be redirected by the district to the HRA. 
The remainder of the cost of the plan will be borne by the employee via payroll deduction. 

 
Subd 3. Both Spouses Employed:  If an eligible employee and his/her spouse are both employed by the 

district full-time and are enrolled in dependent coverage, either the husband or the wife will 
contribute an amount equal to 5% of the single composite premium towards family coverage. 

 
Subd 4. Eligibility: A member of the clerical unit who works twenty (20) hours or more per week and is 

employed by the School District may enroll in the School District group health and hospitalization 
insurance. 

 
Section 3. Duration of Insurance: Participation: An employee is eligible for participation as provided in this Article 

as long as the employee is employed by the School District.  Upon termination of employment, 
participation shall cease, effective on the last working day, subject to statutory and insurance company 
regulations. Employees who are receiving a PERA disability benefit or are receiving an annuity from 
PERA or have satisfied the age and service requirements and are eligible to receive an annuity from 
PERA may remain on the District’s health insurance plan until eligible for Medicare.  
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Subd. 1.  An employee who becomes disabled and is permanently unable to work is eligible to continue to 
participate in the district’s health insurance plan as per Minnesota Statute.  The employee is 
responsible for the premiums. 

 
Subd. 2. Duration of District Contribution to Insurance The district will continue to make contributions to 

insurance for one year from the time an employee goes on long-term disability as per Article VII, 
Section 2. 

 
Section 4. Life Insurance: Effective July 1, 2002, the District shall provide life and dismemberment insurance 

coverage in the amount of $50,000 to each employee that works at least (20) hours or more per week.  
Insurance is to be subject to the insurance company's terms and conditions. 

 
Subd. 1. Additional Life Insurance. The PERA group term life insurance program shall be made available to 

clerical employees.  Regulations and procedures are available in the Human Resources Office. 
 
Section 5. Long Term Disability Insurance:  
 

Subd. 1  The District will furnish income protection insurance which takes effect after a qualified absence.  
Conditions are subject to the insurance company's terms and conditions. Employees who 
anticipate an extended absence due to long-term disability shall apply for and will be granted up to 
a one-year medical leave of absence. 

 
Subd. 2   After a member of the unit has been ill for the qualifying period, the employee may use fractional 

sick leave, if accumulated, and vacation or personal days may be used once available sick leave is 
exhausted, together with the income protection plan to equal full salary for an additional (45) days.  
A maximum of (15) fifteen full sick days per illness may be used by the employee in this manner. 

 
Section 6. Dental Insurance: 
 

Subd. 1. Single Coverage: The School District shall provide single coverage dental insurance for each 
employee who works twenty (20) or more hours per week and enrolls in the plan.  Benefits shall be 
in accordance with the insurance policy purchased by the School District. 

 
Subd. 2. Dependent Coverage: Dependent coverage shall be available to each employee eligible for single 

coverage.  The cost of dependent coverage above the single coverage premium shall be paid by 
the employee via payroll deduction.  Employees eligible for dependent coverage must enroll before 
the inception day or within thirty (30) days of becoming eligible for dependent coverage.  Failure to 
apply for coverage on the inception date or upon becoming eligible shall result in the forfeiting of 
future rights to dependent coverage. 

  
Section 7. Flexible Benefit Plan: Regulations and Procedures are available in the Human Resources Office. Board 

policy and accompanying regulations will be developed and updated annually to comply with IRS Code 
125. 

 
Section 8. Tax Sheltered Annuity and Deferred Compensation Plans: Tax sheltered annuities and deferred 

compensation plans, either variable or fixed, shall be made available to Clerical employees. 
Regulations and Procedures are available in the Human Resources offices.  The Board policy and 
regulations will be updated for compliance with State and Federal Laws. Effective July 1, 2009, all 
deposits including employee elections and employer matches will be deposited into one of the following 
403(b) programs; Fidelity, Lincoln Financial Services, AXA (Equitable), or Educators Financial Services 
(E.S.I.). 
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ARTICLE VIII 

SICK TIME (SICK AND SAFE TIME) 
 
Section 1. Sick Time: 
 

Subd. 1. For full-time employees, sick time shall accrue on the first workday of each school year according 
to Appendix II.  Employees employed less than a full year shall have sick time pro-rated. Up to 48 
hours of accrued sick time shall satisfy sick and safe time required by state statute. 

 
Subd. 2. Unused sick time may accumulate to a maximum credit of ninety (90) days of sick time per 

employee. 
 

Subd. 3. To protect the health and welfare of students and staff, administration has the responsibility to 
check absences by employees.  When an employee has been absent for three (3) or more 
consecutive days or following a conference for which directives have been provided been provided 
to the employee addressing a suspicious pattern of use, a physician’s note will be required to verify 
illness and the ability to return to work.  Employees who do not comply will be subject to 
disciplinary action.   

Subd. 4. Employees can use their earned sick time for the employee’s mental or physical illness, treatment 
or preventive care; a family member’s mental or physical illness, treatment or preventive care; 
absence due to domestic abuse, sexual assault or stalking of the employee or a family member; 
closure of the employee’s workplace due to weather or public emergency or closure of a family 
member’s school or care facility due to weather or public emergency; and when determined by a 
health authority or health care professional that the employee or a family member is at risk of 
infecting others with a communicable disease. 

 
Subd. 5. Family members are defined as their child, including foster child, adult child, legal ward, child for 

whom the employee is legal guardian or child to whom the employee stands or stood in loco 
parentis (in place of a parent); their spouse or registered domestic partner; their sibling, stepsibling 
or foster sibling; their biological, adoptive or foster parent, stepparent or a person who stood in loco 
parentis (in place of a parent) when the employee was a minor child; their grandchild, foster 
grandchild or step-grandchild; their grandparent or step-grandparent; a child of a sibling of the 
employee; a sibling of the parents of the employee; a child-in-law or sibling-in-law; any of the family 
members listed above of an employee’s spouse or registered domestic partner; any other 
individual related by blood or whose close association with the employee is the equivalent of a 
family relationship; and up to one individual annually designated by the employee. 

 
Subd. 6. The total number of sick time accrued and available for use, as well as the total number of earned 

sick hours used shall be available to employees via the current online payroll system, i.e. Skyward. 
 
Section 2  Attendance incentive. 
 

An employee who as of July 1 (a) has accumulated sick leave time in excess of three hundred and sixty (360) 
hours determined as of June 15th of the same tax year, and (b) has taken one (1) or less leave days in the, 
current school year shall have sufficient leave days converted at the rate equal to three hundred seventy-five 
dollars ($375) which shall be contributed to an active ISD 191 approved 403(b) plan as of July 15th payroll.  

An employee who as of July 1 (a) has accumulated sick leave time in excess of three hundred and sixty hours 
(360) hours determined as of June 15th of the same tax year, and (b) has taken more than 1 leave day up to 
three (3) leave days in the, current school year shall have sufficient leave days converted at the rate of pay equal 
to two hundred and twenty-five dollars ($225) which shall be contributed to an active ISD 191 approved 403(b) 
plan as of July 15th payroll.  
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An employee that takes more than three (3) leave days during the measurement period is not eligible for the 
conversion of leave days to a 403(b) contribution. 
 
“Leave days” include all absences except Bereavement and paid days substituted for unpaid leave under the 
Family and Medical Leave Act of 1993 (FMLA), as amended. 
 
Effective July 1, 2014 the conversion rate for leave days shall be seventy-five dollars ($75) per day. 

ARTICLE IX 
BEREAVEMENT 

 
Section 1. Bereavement Absence:  
 
An employee may take up to five (5) days of paid bereavement leave per event for any death(s) that occurs in the 
employee’s immediate family.  For purposes of this Agreement, “immediate family” includes a spouse, children, 
parents or equivalent, siblings, grandparents, grandchildren, aunts, uncles, nieces, nephews and equivalent in-laws.  
The Executive Director of Administrative Services may, in their sole discretion, grant up to ten (10) additional days of 
bereavement leave per school year for reasons such as multiple deaths in the immediate family, out-of-state funerals 
or other extenuating circumstances. 
 

ARTICLE X 
LEAVES 

 
Section 1. Personal Business Leave: Employees may use up to three (3) non-cumulative days (prorated for part-

time) personal business leave per year. Personal business leave shall be construed to mean necessary 
time to attend to personal business and emergencies that cannot be consummated during the 
employee’s non-duty hours. The request shall be made at least eighteen (18) hours in advance to be 
approved automatically. In the case of emergency, the immediate supervisor shall determine whether 
the day shall be granted or not, retroactively. Personal business leave may not be used for vacation, 
recreation, or leisure purposes. Specific reasons for personal leave are only required if the leave 
immediately precedes or follows winter or spring break, vacation, or holiday. Exceptions may be made 
at the discretion of the Executive Director of Human Resources. 

 
Section 2. General Leaves of Absence 

Subd. 1.  Leaves of absence for acceptable causes, without pay, may be requested for periods up to one (1) 
year subject to recommendation by administration and School Board approval.  No supplemental 
benefits will be in force during the leave of absence except that the employee may elect, at the 
employee's own expense, to continue insurance coverage.   

 
 Requests must be submitted, in writing, at least twenty (20) days prior to the beginning of the 

requested leave. Requests for emergency leave shall be considered as soon as possible.  The 
request must be dated, signed, and should include the reason for the request and the approximate 
duration of the requested leave. Answers to requests for leave will be made by administration, in 
writing, within seven (7) days after the leave has been requested unless it requires School Board 
approval.  Such requests shall be submitted to the Board at the earliest meeting.  The Board action 
shall be transmitted to the employee within two (2) days following such action. 

 
 Holidays that fall during leaves shall not be compensated for; vacation days and personal illness 

absence days are not earned and shall not be accumulated. 
 
 Long term substitutes, hired to temporarily replace a permanent employee, shall have a 

probationary period equal to the length of the absence. 
 
 Failure to return from a maternity absence, leave, or a general leave of absence on the last known 

requested return date shall be considered a voluntary resignation. 
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Subd. 2.  The employee will return to their former position upon returning from leave 
 
Subd. 3.  If an ACE member takes the position of another ACE member on leave, they too can take a 

general leave of one year or less and then they must return to their former position.  If the position 
does not exist, bumping rights as per the former position prevail. 

 
Section 3. Parental Leave: 

Subd. 1.  Parental leave of absence shall be available to employees for a period of time not to exceed twelve 
(12) calendar months for the purpose of caring for a child for which the applicant has the legal 
responsibility.  Such leave must be subsequent to the birth of the employee’s child, or in the case 
of adoption, to the date the child is physically turned over to the employee.  Only one parent is 
eligible for parental leave for each child. 

 
Subd. 2.   Benefits and re-employment rights of employees on a parental leave will be subject to Section 2 

above. 
 
Subd. 3.   At an employee's request, a parental leave may commence at a date preceding physical disability. 

In such cases, employees shall not be eligible for sick pay benefits as established by maternity 
absence. 

 
ARTICLE XI 

MISCELLANEOUS PROVISIONS 
 
Section 1. Jury Duty: Employees shall be paid the difference between their regular daily salary and their jury duty 

pay if required to be present at court for jury duty.  When an employee is placed on standby, the 
employee should report to work and make arrangements for absence when actually requested to 
report. 

 
Section 2. Work Year: Specific calendar dates for starting and ending the work year shall be established annually 

by mutual agreement between the employee and the employee's supervisor. 
 

Subd. 1. Ten (10) month employees shall work 217 days (1736 hours). 
 
Subd. 2. Ten and one-half (10 ½) month employees shall work 227 days (1816 hours) beginning no earlier 

than August 1 and ending no later than June 30 of a given year. 
 
Subd. 3. Eleven (11) month employees shall work 237 days (1896 hours) beginning no earlier than August 1 

and ending no later than June 30 of a given year.  
 
Subd. 4.   Twelve (12) month employees shall work twelve months (2088 hours). 
 
Subd. 5. School year employees shall work the 184 scheduled student and workshop days. 
 
Subd. 6. Administration may determine a longer or shorter work year for some positions upon mutual 

agreement with the individual employee. Unless otherwise specified, benefits, including vacation 
and days of leave, are pro-rated. 

 
Section 3. Work Hours and Overtime:   

Subd. 1. Administration shall retain the right to schedule work and the hours when such work is to be 
performed.  Work performed in excess of forty (40) hours per week shall be paid for at time and 
one-half.  Use of compensatory time at time and one-half for overtime may be used as an 
alternative if mutually agreed upon by supervisor and employee.   
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Subd. 2. Breaks and Lunch: Employees working 4 hours or fewer are entitled to one fifteen (15) minute 
break per day.  All employees working more than 4 hours per day are entitled to two ten (10) 
minute breaks per day AND one thirty (30) minute unpaid duty-free lunch.  Eight-hour employees 
are entitled to two fifteen (15) minute breaks per day which they may combine with a 30-minute 
unpaid lunch to equal one (1) hour of duty free lunch time.  

 
Section 4. Pay Days: Salaries shall be paid in accordance with School District policy and subject to the computer 

service terms and conditions. 
 
Section 5. Emergency Dismissals: If after arriving for work, the employee is dismissed by authority of the 

Executive Director of Human Resources, a full day's wages shall be paid.  
 

Subd 1. Emergency Closing: In the event the superintendent closes facilities because of inclement weather 
or an emergency, the first emergency closing will be paid at the employee’s daily rate of pay. If a 
second closing day occurs due to inclement weather or an emergency, staff may take a vacation 
day, floating holiday, or a personal day. School year employees that work the 184 scheduled 
student and workshop days may take a personal day or reschedule a make-up day with the 
approval of their supervisor.   

 
Section 6. Professional Membership: With prior written approval, clerical employees will be allowed membership 

fees, time and expenses to participate in professional conferences and seminars as approved by the 
immediate supervisor and the Executive Director of Human Resources  

 
Section 7. Tuition:  The District will pay for courses taken by the employee if the course is job-related and prior 

approval in writing is obtained from the immediate supervisor and the Executive Director of Human 
Resources.  If payment for courses is denied, the District will notify the employee in writing. Tuition will 
not be paid for employees in positions as long-term substitutes. 

 
Section 8. Unit Representation: Members of the Executive Board of ACE will represent the unit in matters of 

mutual concern with the School District. 
 

Subd. 1. Members of the Executive Board will be available to assist members of ACE who wish to process 
grievances. 

 
Subd. 2. The unit will inform the Executive Director of Human Resources whenever there is a change in the 

membership of the Executive Board. 
 
Subd. 3 New Hire Orientation: The District will allow a Union designated representative to meet in person 

with newly hired employees for thirty minutes within thirty calendar days from the date of hire, 
during new employee orientations or (if the District does not conduct new employee orientations) at 
individual or group meetings. All employees participating in these meetings will be in pay status. 
The District will provide at least a ten-day notice in advance of an orientation. Meetings may be 
held virtually or for longer than 30 minutes only by mutual agreement of the District and the Union. 

 
Section 9. Added Days: In the event that added days become available at a site, the following procedure will 

apply: 
 

Subd. 1. If days are permanently added to a position, then the position thus created must be posted.  If the 
incumbent does not apply or is not selected, he/she shall have full layoff rights as described in 
Article XIII. 

 
Subd. 2. If days are made available on a non-permanent basis, then the employees at the site shall be 

invited to request the additional days and the supervisor shall select from among those interested. 
If no one from the site is selected, then the added days shall be posted District-wide. 
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Subd. 3. Added days, if maintained beyond two consecutive years, will become permanent.  No benefits 
change will occur as a result of a non-permanent addition of days. 

 
ARTICLE XII 

DUE PROCESS 
 
Section 1:  An employee shall not be disciplined without just cause. 
 
Section 2: The District shall draw an employee's attention to misconduct in the following ways:   
 A) oral reprimand 
 B) written reprimand 
 C) suspension without pay 
 D) discharge 
 
 District will discipline in a progressive manner as outlined "A" to "D" dependent on the frequency and 

severity of the lack of the professional conduct. In the event of gross misconduct any of the above may 
be used in a non-progressive order. 

 
Section 3: The following information will be provided with notice of disciplinary action: 

A) a review of the rule, regulation, code, policy, etc. that defines the expected behavior;   
B) a description of the inaction or failure of the employee to comply with the expectation including 

an outline of previous oral or written reprimands; and 
C) a reference to the grievance process as defined in the master agreement. 

 
ARTICLE XIII 

STAFF REDUCTION 
 
Section 1. In the event conditions necessitate a reduction of staff, the President of the Association shall be 

apprised of the impending reduction.  The following procedure will be used: 
 

Subd. 1. Voluntary separations, if any, will be accepted. 
 
Subd. 2. Voluntary reductions in hours will be considered. 
 
Subd. 3. Seniority will be based on total overall experience with the bargaining unit from the last date of hire 

and shall be interrupted only by resignation or dismissal for disciplinary reasons. 
 
Subd. 4. Employees shall retain seniority when moving from one position to another within ACE. 
 
Subd. 5. Effective July 1, 2012, in the event of staff reduction, consideration shall be given to reducing hours 

per year rather than eliminating positions. Any involuntary reduction in hours shall be considered a 
lay off. In the event of layoff, the employee shall be notified by June 1st of the current year effective 
July 1st of the following fiscal year.  

 
Subd. 6.   In the event it is necessary to lay off employees because of the elimination of positions, such lay off 

shall be by seniority within the respective groups and with the least senior employee laid off first.  
Employees who have been laid off shall be reinstated beginning with the most senior employee 
being reinstated first. 

 
Section 2. Laid off employees, including employees who have been given notice of layoff, shall have the following 

rights and obligations. 
 

Subd. 1. When a clerical position within a group is discontinued, the employee in that position may accept 
the lay-off, subject to recall to a position of the same status or may take any vacancy, same status, 
then existing in the group, and if no vacancy is taken, then bump the employee with the least 
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District seniority, same status, within that group or in a lower group if the employee in the 
discontinued position has greater seniority within the definition of this Article. If the laid off 
employee has exhausted his/her rights, same status, he/she may bump into lesser status positions.  
 
If any site has reduced or eliminated a position with the result that the incumbent employee takes a 
vacancy or bumps into a position at another site, and if the reduced or eliminated position is 
restored within 24 months, then the employee who moved from this position when it was reduced 
or eliminated shall have the right to reclaim the restored position within the posting period. 

 
Subd. 2.  A laid off employee may accept the lay off, subject to recall to a position of the same status.  

Refusal to accept recall to such a position will result in a forfeiture of seniority rights. 
 
Subd. 3.   A laid off employee may accept any open position of lesser status. An employee given notice of lay 

off who elects to take a vacancy of lesser status or who bumps into a position of lesser status shall 
be placed on a recall list for the group and status from which the employee was laid off. 

 
Subd. 4.   Employees who have been laid off as a result of the bumping procedure shall be placed on a recall 

list for two (2) years from the date of their lay off. 
 
Subd. 5. All vacancies must be offered first to employees on the recall list, if one exists, for that group or a 

higher group. An employee on recall shall have one calendar week to respond to an offer. 
 
 
Section 3. Definition and use of status for layoff purposes:   
 

Subd. 1.  If a vacancy exists with the same status, the employee given notice of layoff must take the vacancy 
and may not bump. Vacancies of lesser status shall be optional.  

 
Subd. 2.  Employees given notice of layoff who do not take a vacancy shall have the right to bump the least 

senior employee in the group, same status; then the least senior next lower group, same status; 
and so on. Thereafter, if the employee has not found a position, the employee shall have the right 
to bump the least senior in the same group, next lesser status and so on. The employee must 
exercise these rights in the order described. 

 
Subd. 3.  Like status shall mean employment in the same group from which the employee was laid off, or 

bumped, at an equal number of hours, months and wage rate. For purposes of defining lesser 
status, the following shall be used: 

 
1.  length of year 

A.  12 months 
B.  10 to fewer than 12 months 
C. fewer than 10 months 
 

2.  length of week 
A.  40 hours 
B.  35 to fewer than 40 hours 
C.  fewer than 35 hours 

 
Section 4. It shall be the responsibility of the laid off employee to be aware of and apply for job openings.  The 

sole responsibility of the Human Resources Office shall be to post the openings on the district website.   
 
Section 5. Employees given notice of layoff who bump into a position or take a vacant position or who are recalled 

shall be subject to a trial period of six (6) months if the Employer asserts and the Association agrees 
that the vacancy or position requires significant skills not held by the employee. Notwithstanding other 
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parts of this Article, no employee shall forfeit any other rights described in this Article by refusing any 
position (vacancy or bump) where the District and the Association have so agreed.  

  
 In the event of a refusal, the employee shall have all rights and options decided by this Article except to 

the rejected position. Any employee who takes a position subject to a probationary period and who, 
thereafter, is unsuccessful during the probationary period, shall have the right to any then existing 
vacancy, same or lesser status, or to go on recall lists, but shall have no bumping rights.  If terminated 
for cause, all rights to recall are forfeited. 

 
ARTICLE XIV 
RETIREMENT 

 
Section 1.  
 

Subd. 1. A District match to a 403(b) program is available to members of the unit hired after April 18, 1996, 
and who are beginning their third (3rd) year of work in the District at .5 FTE or more. Effective July 
1, 2009, all deposits including employee elections and employer matches will be deposited into one 
of the following 403(b) programs; Fidelity, AXA (Equitable), or Educators Financial Services (E.S.I.)  

 
Subd. 2.  If an ACE member that is participating in the TSA match resigns or retires prior to the end of the 

match year, the current monthly and subsequent monthly portion not yet matched will be forfeited. 
  
Subd. 3. Contributions as permitted under provisions of the Internal Revenue Code 403 (b) will be made as 

follows:  
 

Effective July 1, 2021, the district will match up to $1,500 to a 403(b) program for each clerical 
employee hired after April 18, 1996 and who are beginning their third (3rd) year of work in the 
District and work at least 4 hours per day, 184 days per year. 
 
Effective July 1, 2024, the district will match up to $1,750 to a 403(b) program for each clerical 
employee hired after April 18, 1996 and who are beginning their third (3rd) year of work in the 
District and work at least 4 hours per day, 184 days per year. 

 
Subd 4.  MAXIMUM DISTRICT CONTRIBUTION: The amount the District shall contribute to any employee’s 

403(b) plan shall not exceed Thirty-five thousand dollars ($35,000) during the time of the 
employee’s employment with the District. 

 
ARTICLE XV 

GRIEVANCE PROCEDURE 
 
Section 1. A claim by an employee or the exclusive representative that there has been a violation, 

misinterpretation or misapplication of any provision of this Agreement may be processed as a grievance 
as hereinafter provided. 

 
Section 2.   Level I: In the event that an employee or the ACE Executive Board believes there is a basis for a 

grievance, the grievant and / or ACE Executive Board is to submit a written copy of the grievance on 
the District grievance form to the Executive Director of Human Resources, within twenty (20) days of 
the occurrence of the alleged grievance.  A District representative will meet with the grievant within ten 
days and render a decision in writing within five working days of the meeting. A copy of the decision will 
be placed in the grievant's file. 

 
Section 3.  Level II: In the event the grievant and / or ACE Executive Board is not satisfied with the decision 

rendered at Level I, the grievant and / or ACE Executive Board may appeal, in writing, to the Executive 
Director of Human Resources within five (5) working days after the decision in Level I has been 
rendered and disseminated.  Within ten (10) working days upon receipt of the appeal, the Executive 
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Director of Human Resources shall meet with the grievant.  Executive Director of Human Resources 
shall respond, in writing, within fifteen (15) days after the meeting. 

 
Section 4.  Level III: If the employee is not satisfied with the disposition of the grievance by the Executive Director 

of Human Resources, the alleged grievance may be submitted to arbitration.  Notification of 
dissatisfaction shall be made, in writing, to the Executive Director of Human Resources within ten (10) 
days after his/her decision has been rendered. 

 
 The dispute will be submitted to an arbitrator selected and agreed upon by both parties.  If the parties 

cannot agree upon an arbitrator within five (5) calendar days from the notification date that arbitration 
will be pursued, the P.E.L.R.A. Board, in accord with its rules, shall govern the arbitration proceeding.  
The arbitrator shall have no power to alter, add to or subtract from the express terms of this contract.  
Both parties agree to be bound by the award of the arbitrator.  The fees and expenses of the arbitrator 
shall be shared equally by the parties. 

 
Section 5. The employee shall have a right to an ACE Executive Board representative either join or represent the 

employee at any level. 
 
Section 6. If a grievance is not presented or transmitted within the time limits set forth above, it shall be considered 

"waived."  The time limit in each step may be extended by mutual written agreement of the parties.                                      
 

Section 7. Notwithstanding the expiration of this Agreement, any claim or grievance arising thereunder may be 
processed through the grievance procedure until resolution. 

 
Section 8. No reprisals of any kind will be taken by the School Board or the school administration against any 

employee because of participation in this grievance. 
 
Section 9.  When mutually agreed, grievance may be heard during the school day.  The School Board agrees to 

pay the regular salary for up to three (3) employees per grievance who participate in a grievance during 
the school day.  Additional employees up to seven (7) per grievance may be available for grievances 
held during the school day at no pay from the District. 

 
Section 10. The Executive Director of Human Resources may appoint a designee to act in his / her stead at Level 

II. 
 

ARTICLE XVI 
DURATION 

 
Section 1. This contract shall be effective as of July 1, 2023, and shall continue in effect until June 30, 2025.  The 

terms of this contract shall continue in full force and effect until such substitute contract is adopted. 
 
Section 2. If either party desires to modify or amend this Amendment commencing at its expiration, it shall give 

written notice of such intent no later than ninety (90) days prior to said expiration. 
 
Section 3. This Agreement constitutes the full and complete Agreement between the School District and the 

Association of Clerical Employees (ACE). The provisions herein relating to terms and conditions of 
employment supersede and take precedence over any rules or regulations concerning terms and 
conditions of employment inconsistent with these provisions. 
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Appendix I 
 

 VACATION: Chart for Article V Language 
 12 Month (261 Days) 11 Month (237 Days) 10 ½ Month (227 

Days) 
10 Month (217 Days)  

Beginning 
Year 

Mthly 
Accrual 
Rate % 

Annual 
Accrual 

Skyward 
Monthly 
Hours 
Minutes 

Mthly 
Accrual 
Rate % 

Annual 
Accrual 

Skyward 
Monthly 
hours 
 

Mthly 
Accrual 
Rate % 

Annual 
Accrual 

Skyward 
Monthly  
hours 

Mthly 
Accrual 
Rate % 

Annual 
Accrual 

Skyward 
 

Base Mthly  
Accrual Rate 
     %       Hrs 

1 1.08 13 8.64 
8:38 0.99 11.88 7.92 

7:59 0.95 11.34 7.60 
7:36 0.90 10.80 7.20 

7:12 1.08 8.64 
8:38 

2 1.08 13 8.64 
8:38 0.99 11.88 7.92 

7:59 0.95 11.34 7.60 
7:36 0.90 10.80 7.20 

7:12 1.08 8.64 
8:38 

3 1.08 13 8.64 
8:38 0.99 11.88 7.92 

7:59 0.95 11.34 7.60 
7:36 0.90 10.80 7.20 

7:12 1.08 8.64 
8:38 

4 1.75 21 14 1.60 19.25 12.80 
12:48 1.53 18.38 12.24 

12:14 1.46 17.50 11.68 
11:41 1.75 14 

5 1.75 21 14 1.60 19.25 12.80 
12:48 1.53 18.38 12.24 

12:14 1.46 17.50 11.68 
11:41 1.75 14 

6 1.75 21 14 1.60 19.25 12.80 
12:48 1.53 18.38 12.24 

12:14 1.46 17.50 11.68 
11:41 1.75 14 

7 1.75 21 14 1.60 19.25 12.80 
12:48 1.53 18.38 12.24 

12:14 1.46 17.50 11.68 
11:41 1.75 14 

8 1.75 21 14 1.60 19.25 12.80 
12:48 1.53 18.38 12.24 

12:14 1.46 17.50 11.68 
11:41 1.75 14 

9 1.75 21 14 1.60 19.25 12.80 
12:48 1.53 18.38 12.24 

12:14 1.46 17.50 11.68 
11:41 1.75 14 

10 1.75 21 14 1.60 19.25 12.80 
12:48 1.53 18.38 12.24 

12:14 1.46 17.50 11.68 
11:41 1.75 14 

11 2.5 30 20 2.29 27.5 18.32 
18:19 2.19 26.25 17.52 

17:31 2.08 25.00 16.64 
16:38 2.5 20 

12 2.5 30 20 2.29 27.5 18.32 
18:19 2.19 26.25 17.52 

17:31 2.08 25.00 16.64 
16:38 2.5 20 

13 2.5 30 20 2.29 27.5 18.32 
18:19 2.19 26.25 17.52 

17:31 2.08 25.00 16.64 
16:38 2.5 20 

14 2.5 30 20 2.29 27.5 18.32 
18:19 2.19 26.25 17.52 

17:31 2.08 25.00 16.64 
16:38 2.5 20 

15 2.5 30 20 2.29 27.5 18.32 
18:19 2.19 26.25 17.52 

17:31 2.08 25.00 16.64 
16:38 2.5 20 

             
         

Appendix II 
 

ARTICLE VIII   Section 1. Subd 1.         SICK TIME: Chart Pro-rated Accrual      (Based on 8 Hour Day)   
12 Month 11 Month 10 ½ Month 10 Month School Year 
Days Hours Days  Hours Days  Hours Days  Hours Days  Hours 
261 136 237 123.5 227 118.18 217 113.06 184 95.88 

 

 


