



































Medical Service to Students

1.

Except for any designated Emergency First Aid Trained individuals, employee
service shall be limited to the dispensing of Band-Aids and ice packs, taking
temperatures, and minimal assistance to determine the degree of injury or iliness
which could include calling administrators, parents, and/or emergency personnel.
The employer shall indemnify and save harmless from any liability employees who
administer medical assistance.

Latex gloves shall be readily available to each employee and must be used
whenever working with body fluids.

The District may assign one or more employee volunteers in each building to be
“Emergency First Aid Trained” in first aid and CPR. Employees who volunteer to
be Emergency First Aid Trained shall receive American Red Cross training for first
aid and CPR either during or outside the employee’s assigned work hours. All
training outside the employee’s assigned hours of work shall be additional paid
time in accordance with Article XIllI.

Student Medication

Employees may be required to administer prescription and nonprescription medication to
students, including but not limited to pills, insulin, asthma inhalers, EpiPen, etc. Guidelines
include:

1.

A current JPS School-Administered Medication Form has been completed,
returned, and available to the employee which includes written permission of the
student’s parent or guardian to administer the medication and the instructions of a
physician, physician’s assistant or certified nurse practitioner to administer the
medication.

Medication must be administered in good faith in the presence of another adult or
in an emergency that threatens the life or health of the student, pursuant to the
written permission of the student’s parent or guardian and in compliance with the
instructions of a physician, physician’s assistant, or certified nurse practitioner.

The medication must be recorded in the School-Administered Medication Record
and such record must be maintained at a current status.

The Employer shall indemnify and safe harmiess from any liability to employees
who administer medication to students in compliance with foregoing conditions.

Annually and/or as needed, employees will receive appropriate and reasonable
training, equipment, office coverage, and related materials to ensure safe and
efficient medication procedures when dispensing any medication.

Onboarding, Mentoring & Training

1.

Every new member of the bargaining group shall be required to fulfill the District
Norms, Onboarding and Basic Information training prior to start of assignment in
any position. See Appendix G.
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2. Every new member of the bargaining unit will be required to be assigned a mentor
from the unit to complete 10 hours of mentor/ mentee training including but not
limited to those areas specifically described in Appendix G.

3. Mentors shall be paid $200 per trimester upon successful completion of both the
District norms, Onboarding and Basic Information training as well as the 10 hours
of required Mentor/Mentee training. Mentors shall be required to submit a
completed training log to building principal and HR at the end of each trimester.

4. Mentors shall be selected by administration and may change throughout the year
as the principal identifies areas of need or additional training.

5. Mentees shall meet monthly with their immediate supervisor to review the initial

training, and mentor program to create individualized targets aimed at the success
of each member and review the training outlined in Appendix G.

ARTICLE XI - LEAVES OF ABSENCE

A. Paid Time Off
Employees working 46 weeks 40 accrued PTO hours per year

Employees working >46 weeks 40 accrued PTO hours per year
40 PTO summer hours

1. Employees shall receive 40 hours per year. Employees hired during the academic
year will receive a prorated number of hours based on the date of hire.

2. At the conclusion of the work year, all unused PTO hours will convert to sick
hours.

B. Sick Days

All employees 48 hours of accrued Sick Time

Employees shall receive 48 hours per year. Employees hired during the academic year
will receive a prorated number of hours based on the date of hire.

1. Employees shall accumulate up to a maximum of 90 (720 hours) sick days to get
them to long term disability. Such accumulated sick days may be used for the
following reasons:

a) Sick leave for personal iliness or accident not connected with the duties of
the employee.

b) lliness or disabling accident in the immediate family or stepfamily (spouse,
children, mother, father, brother, sister, grandparent, or grandchild of the
employee and spouse) not to exceed eight (8) days per year, four (4) of
which may be used for grandchildren.
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i) One (1) day for attendance at school graduation of a son, daughter,
or spouse. A maximum of two (2) days additional time will be
allowed when travel is required.

i) Attendance at the funeral of persons whose relationship to the
employee warrants such attendance.

If an employee is off for three (3) or more consecutive days, they must have pre-
approval from immediate supervisor or may be required to bring a doctor’s excuse
when they return to work. The employer may require proof of iliness after three (3)
consecutive unscheduled days.

Leaves of absence for employees injured while working for the Board and thus eligible for
Workers' compensation benefits shall be as follows:

1.

PTO and then accumulated sick leave days, on an optional basis to the employee,
shall be made available to the injured employee during the period they are unable
to work as a result of an accident.

If the employee chooses the option of PTO or sick leave days, their Worker's
Compensation benefits shall be supplemented by school funds to give the
employee the equivalent of their regular daily rate. The employee’s PTO or sick
leave will be charged with a proportionate amount of time lost, based on the ratio
of school funds to make the employee’s regular daily rate.

Leaves of absence with pay and not chargeable against the employee’s PTO or sick leave
shall be granted for the following reasons:

1.

A maximum of five (5) work days for each death in the immediate family or
stepfamily (spouse, children, mother, father, brother, sister or grandchild of the
employee and spouse).

Absence when called for Jury Service. Employee is required to provide proof of
service.

Court appearance as a witness in any case connected with the employee’s
employment with the Jackson Public Schools, except where the employee is an
adverse party or witness to the District.

Employees may request job related in-service/training and may attend up to two
(2) in-service training days per year. The employee shall fill out a school business
form no later than two (2) weeks in advance, except in the case of emergency and
submit the form to their supervisor. Any written information must be attached to
the form. The supervisor shall respond within two (2) workdays, providing rationale
if the request is denied. If the request is denied, the employee may appeal to the
supervisor accompanied by an Association representative.

Subject to the provisions of the FMLA, leaves of absence without pay or fringe benefits for
a reasonable period not to exceed one (1) year, will be granted when requested in writing
by any employee who has been employed for one (1) or more years with the Jackson
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G.

Public School District without loss of seniority in any of the following cases: (A second
year may be granted at the option of the Board if requested at least sixty (60) days before
the expiration of the original approved leave.)

1.

2.

Serving in any elected or appointed position, either public or Association;

Personal illness either physical or mental, including disability due to pregnancy or
childbirth. Request to return must be accompanied by a Board-designated
physician’s statement that the employee is able to resume their regular duties;

Prolonged iliness in the immediate family, limited to spouse, children, parents or
in-laws of employee, and grandchildren if the employee is the guardian or if they
live in the household; or

Other leaves for reasons as specific in the application if requested by the
employee. Such reasons will be subject to review by the Association and the
Board.

Attendance Bonus

An attendance bonus will be offered to eligible employees at the end of each school as
follows:

Three (3) days or less missed: $1,000
3.01-5 days missed: $750

Employees may elect to receive their attendance bonus via:

1.

Added to the final pay in June of the applicable school year. This would be
considered taxable income and non-reportable to ORS for final average
compensation calculations.

Remitted as a tax sheltered retirement contribution to the employee’s 403(b)
account as part of the final pay period process in June of the applicable school
year.

Only absence reasons listed in Article XI.D will not count against your time.

Return from Leave of Absence

1.

An employee on an unpaid leave of less than one (1) calendar year as defined in
Article XI. E, and including short-term and long-term disability, shall retun to a
position similar to what they held prior to their unpaid leave. The position will be
filled with a substitute while the employee is on unpaid leave. Upon return to work
after more than one (1) calendar year of unpaid leave, the employee will be placed
on the substitute list and may apply for vacancies that occur in accordance with
Article VIiI. While on the substitute list, the employee will receive substitute wages
and will not be eligible for fringe benefits.

An employee on a paid leave as defined in Article XI. A, B, C, and Article XII, shall
return to a position similar to what they held prior to their leave. The position will
be filled with a substitute while the employee is on paid leave.
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A.

3. The employee will be dropped from the seniority list at such time as they/their
refuses appointment to a position within the classification, which they held at the
time the leave was granted.

4, Failure to comply with the regulation as outlined in this section shall be considered
as a resignation and forfeiture of seniority rights.

5. The employee will be dropped from the seniority list if they/their accepts
employment with another employer while on leave of absence. The above will not
apply to persons involved in rehabilitation or training programs required by iliness
or disability or while on active military service, as required by law.

In addition to leaves authorized above, the Director of Human Resources may authorize
an employee to be absent without pay for emergency reasons for a period of no more than
five (5) days. This will be approved without prejudice or precedent on a case-by-case
basis, and will only be offered one time per employee.

An employee who is absent from duty shall report the reason and anticipated duration of
the absence to their immediate supervisor. This report will be made at least forty-five (45)
minutes prior to the start of the workday unless prevented by extenuating circumstances.
All unauthorized and unreported absences shall be considered without leave and
deduction of pay for the employee shall be made for the period of the absence. Such
absence may be made the grounds for disciplinary action by the Superintendent upon
recommendation by the department head or principal.

ARTICLE XIl - HOLIDAYS

Holidays
1. The following days shall be observed as paid holidays:
@® New Year's Eve @ Juneteenth
@® New Year's Day @ Independence Day
@ Martin Luther King Day @ Labor Day
@® President’s Day @ One-Half Day before Thanksgiving
@ One-Half Day on Good Friday @ Thanksgiving Day
@ Friday Before Spring Break @ Day after Thanksgiving
@ Spring Break Holiday @ Day before Christmas
Five (5) consecutive days per ® Christmas Day
building calendar @ Day After Christmas
@® Memorial Day
2. Whenever any of the above holidays shall fall on Saturday, the preceding Friday

shall be observed as the holiday. If the holiday falls on Sunday, the following
Monday shall be observed as the holiday.
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3. The employee shall be eligible for holiday pay under the following conditions:

a) The employee would have been scheduled to work on such a day if it had
not been observed as a holiday, unless the employee is on vacation, sick
leave, or other authorized leave with pay.

b) The employee worked their last scheduled workday prior to the holiday (first
half of the day on those days designated a one-half (1/2) day off) unless
they are excused by the Board, or they are absent for any reasonable
purpose. The Board and the Association shall mutually agree upon
whether the purpose is reasonable in each case.

c) If the holiday is observed on an employee’s scheduled vacation, their
vacation shall be extended by the number of holidays observed. If the
holiday is observed while they are on sick leave, the holiday will not be
deducted from their sick leave allowance.

4. Reasonable Assurance of Employment: Employees have reasonable assurance
of continued employment in the same or similar capacity with Jackson Public
Schools at the completion of summer break, inclusive of any subsequent
recess/breaks during the school year. If at any time such reasonable assurance
does not exist, the District will provide written notice to employees who no longer
have such reasonable assurance.

ARTICLE Xlil - COMPENSATION

Employee hourly rates shall be set forth in Appendix B

Employees will be paid at time and one-half (1 1/2) for actual hours worked over forty (40)
hours per week.

Payment will be made on a semi-monthly basis on the 7" and 22™ of each month.
The District does not contemplate unpaid leave.

Part-Time Employees: Any regularly employed employee on a continuing work schedule
at less than full-time, shall be compensated at the appropriate hourly wage rate.

School-Year Employees: For employees hired before May 1, 2009 who work a
continuous school year term, but less than the full twelve (12) months during each year,
shall be compensated at the hourly rates specified for the class of their position during the
periods actually worked or while on authorized leave with pay, or, if the employee so
elects, and the exact number of semi-monthly pay periods they will work is known in
advance, the employee may be paid on a year-round basis at a rate calculated as follows:

Adjusted bi-monthly pay = Total yearly anticipated
24

All pay adjustments for absence without leave or other reasons as specified in this
Agreement will be made in accordance with the hourly rate. Eligibility for adjusted bi-
monthly pay spread shall be revoked for employees whose pay spread has had to be
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adjusted due to unpaid days until such employee has accumulated twenty-five (25) sick

days.

Entrance Salary Rates

1.

Entrance Rate on Initial Employment

Original appointment to any position shall be made at the minimum rate and
advancement from the minimum rate within a salary or wage range shall be by
successive steps. The Superintendent may approve initial compensation for a
position at a rate higher than the minimum rate in the range for the class when the
needs of the service make such action necessary; provided that such employee
shall not be initially compensated above the third step of the range. Any such
exception shall be based on the outstanding and unusual character of the
employee’s experience and ability over and above the qualifications specified for
the class, or an experience of extreme difficulty in successfully hiring at the
entrance rate.

Starting Rate on Return to Duty

When an employee returns to duty in the same class or position after a separation
from service, such employee shall receive the rate in the pay range at the step at
which they were paid at the time of separation and shall subsequently serve there
for at least such period as is normally required for advancement to the next step.

Movement from one salary step to the next shall be automatic.

Probation and Advancement Within a Pay Range

1.

Probation

The first six (6) months of service with the District shall be considered the period
of probation.

Advancement in the Base Range

At the completion of the first year of service, the employee shall be advanced to
the next higher rate in the appropriate salary or wage range provided that their
service has been satisfactory. Subsequent advancement within the range shall be
dependent upon the recommendation of the department head or supervisor
concerned and approval by the Superintendent when the employee has
satisfactorily completed at least one (1) year of service at their current rate in the
appropriate pay range. Such advancement shall be made yearly until the
employee has reached the maximum base rate of the range for their position.

Retirement

The Board shall not adopt nor impose any policy regarding the retirement age of
employees, which is in conflict with the provisions of this Agreement or applicable State
or Federal laws. Employees shall not be required to retire from active service if such
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retirement would prevent the employee from obtaining thirty (30) years of retirement
service credit.

Tax Sheltered Retirement Contribution

The District will match up to $500 of employee contribution to their 403b retirement
account during each year of employment as an administrative assistant. After 5 years of
service in the District, each administrative assistant shall be entitled to a tax sheltered
403b retirement account contribution, paid proportionately with each paycheck in the
amount of $2,000 annually. If the employee’s 5 year anniversary falls after 7/1 of the given
year, the initial year's payment will be prorated based on the number of months the
employed works in that school year.

Terminal Leave

Terminal leave shall be paid at sixty percent (60%) of the final rate of pay for a maximum
of ninety days of unused accumulated sick leave days accumulated prior to July 1, 2010,
either to their estate upon death while in the Board’s employ, or upon retirement under the
provisions of the Michigan Public Schools Employees' Retirement Act. Employees shall
not receive any terminal leave pay for accumulated unused paid time off (PTO).

Insurance Protection

The Board will contribute to the total annual cost associated with the District's medical
benefit plans an amount consistent with its elected method of compliance with Public Act
152 of 2011, being the Publicly Funded Health Insurance Contribution Act. The District
will pay the maximum amount permitted by JPS’ elected method of complying with Public
Act 152 of 2011, being the Publicly Funded Health Insurance Contribution Act (i.e. if the
District chooses to comply with Section 3 of the Publicly Funded Health Insurance
Contribution Act, the District shall contribute the maximum payment permitted by Section
3 of the Publicly Funded Health Insurance Contribution Act. If the District chooses to
comply with Section 4 of the Publicly Funded Health Insurance Contribution Act, it shall
contribute the maximum percentage permitted by Section 4 of the Publicly Funded Health
Insurance Contribution Act).

The District will contribute one half (1/2) of the deductible to employees’ Health Savings
Account (HSA) account on September 15, and one half (1/2) on or before March 15. For
those electing a HSA for the first time, the March 15 deductible payment will be paid on or
before January 15" for transition.

Employees may contribute, through payroll deduction and electronic transfer additional
money towards their HSA up to the maximum amounts allowed by Federal law.

Additionally, the Board agrees to provide each employee with a medical benefit plan and
insurance protection equivalent to that offered to non-unit employees of the District.

If three (3) employees or less opt-out of the medical benefit plan, each employee shall
receive a payment of two hundred ($200) per month. If four (4) or (5) employees opt-out
of the medical benefit plan, each employee shall receive a payment of $300.00 per month.
If six (6) or seven (7) employees opt-out of the medical benefit plan, each employee shall
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receive a payment of $350.00 per month. If eight (8) or more employees opt-out of the
medical benefit plan, each employee shall receive a payment of $400.00 per month.

Administrative Assistant Benefit Options

Description Benefits

Medical Plan: BCBS PPO

Deductible: $1,000/$2,000

Coinsurance: 0%

Copay: $30

UC/ER Copay: $30/$150

OOP Maximum: $8,150/$16,300

Rx Coverage: $10/$40/$80
Medical Plan: BCBS PPO HSA

Deductible: $2,000/$4,000

Coinsurance: 0%

Copay: NA (only for prescriptions after deductible is met)

UC/ER Copay: NA

OOP Maximum: $4,000/$8,000

Rx Coverage: $10/$40/$80 (after deductible is met)
Dental: Delta Dental

Diag & Prev: 100%

Basic Services: 90% (x-rays)

Major Services: 90%

Annual Max: $1,500

Orthodontics: 90%

Lifetime Max: $800

Riders: 2 cleanings

Plan Year: Jul-Jun
Vision: VSP 3
Life Insurance: OneAmerica

Volume: 1.5x Salary (max. $225,000)
AD&D Coverage: OneAmerica

Volume: 1.5x Salary (max of $225,000)
LTD Benefit: OneAmerica

Benefit: 66 2/3% - Max $7,000

Max Monthly Salary: $10,500

Waiting Period: 90 CDMF
Employee Assistance Program: OneAmerica

1. Any employee who, for any reason, retains group health insurance coverage, with

coordination of benefits, from any source other than the health insurance provided
by virtue of this Agreement, and their employment with the District, shall be
ineligible and shall otherwise not receive the health insurance coverage provided
herein, unless the coverage provided their spouse through the spouse's
employment required said coverage. Every employee shall annually verify in
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writing the existence or non-existence of any such outside group health insurance
coverage. The following form shall be distributed to all employees during the open
enroliment period:

a) Health Insurance Coverage

| hereby declare that the health insurance that | receive pursuant to Article
XIil, L, of the Contract between the Board and the Association is the only
group health insurance coverage, with coordination of benefits, that | retain
or am otherwise eligible to receive benefits from:

Date Signature

2. In the event of layoff, the Board of Education agrees to pay insurance benefits for
the month that the employee was laid off plus one (1) month.

3. It is understood and agreed that there will be no duplication of coverage under
medical insurance benefits by the employee, if the spouse is offered medical
coverage by the Jackson Public Schools Board of Education.

If the employee is driving their own automobile on official school business and if the Board
and the employee are jointly liable as a result of such automobile use, then the Board will
maintain liability insurance in excess of the employee’s personal liability insurance. The
employee must report forthwith in writing to the Business Office any accident involving the
employee while on school business, and maintain at least the minimum liability insurance
as required by Michigan Law to gain advantage of this coverage.

A mileage allowance for authorized travel on official school business by an employee in a
personally owned automobile shall be paid at the current rate established by the PNA.

Employee and a guest are invited to attend JPS extracurricular activities. Employee badge
will allow entrance to athletic events free of charge.

An annual educational degree stipend of $500.00 will be paid to employees possessing
60 college credits or an Associate’s Degree with a direct nexus to the district and an
additional $500.00 stipend shall be paid annually for the attainment of a Bachelor’s Degree
or 120 college credits. Employees may submit existing transcripts for consideration.
These must be pre-approved by the district ($500.00 for 60 credits, $1,000.00 for 120
credits paid annually with the second payroll in June following proof of credits/degree;
employee must have six months of service to the district in order to qualify for end-of-year
payment).

ARTICLE XIV - EMPLOYEE EVALUATIONS/PLAN OF ASSISTANCE

Professional evaluation of the work of employees shall be accomplished in writing under
the following circumstances:

1. Each school year, the immediate supervisor of the employee shall submit written
evaluations of the performance of each employee under their supervision. They
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10.

11.

shall consist of a rating and descriptive statement of the employee's performance
as indicated on the evaluation form provided. (Appendix D)

Evaluations shall be made upon completion of ninety (90) days employment and
six (6) months employment. Thereafter, employees will be evaluated in May of
each year. In preparing this report, the immediate supervisor of the employee shall
involve all supervisory personnel working with the employee at the time of the
evaluation. Failure to evaluate as stated shall presume effective in all categories.

If a supervisor believes an employee is doing unacceptable work, the reasons
therefore shall be set forth in specific terms, as shall an identification of the specific
ways in which the employee is to improve when applicable. In subsequent
evaluations, failure to again note a specific deficiency shall be interpreted to mean
that adequate improvement has taken place.

All evaluations must be discussed with the employee before they are submitted to
the Superintendent or their designee and shall bear the signatures of the
evaluator(s) and the employee. Employees are required to sign the evaluation to
indicate that they have seen it. Employees will be provided the opportunity to
discuss their evaluation with the supervisor(s) who prepared it. An employee's
signature on the evaluation will not constitute approval of the evaluation, but
indicates the employee is familiar with it.

After consultation with the supervisor, their designee, or other persons in a
supervisory position in relation to the employee who has been involved in the
preparation of the evaluation, the employee will have the right to add remarks,
statements, or other information pertinent to the evaluation. Such remarks shall
be attached to the original evaluation and shall contain the signature of both the
employee and the person(s) preparing the evaluation.

The immediate supervisor may, at any time, submit additional reports to the
Superintendent or their designee, concerning the performance of individual
employees with the provision that such evaluations conform to the requirements
set forth in this Article.

A copy of the written evaluation shall be submitted to the employee at the time of
such personal interview.

In the event of an ineffective evaluation, the employee may request re-evaluation
after thirty (30) days.

No comments shall be added to the evaluation by a supervisor(s) after the
employee signs it.

No employee shall be required to fill out a self-evaluation form.

Plan of Assistance

Prior to a plan of assistance, the administration will meet with the employee to
discuss the deficiency and allow a mutually agreed upon time for improvement. A
Plan of Assistance to overcome identified deficiencies may be issued to an
employee by the appropriate supervising administrator. This Plan of Assistance
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may be issued at any time during the course of a school year according to the
guidelines and form set forth in Appendix F.

Every member of the bargaining unit on a plan of assistance will be required to be
assigned a mentor from the unit to complete 10 hours of mentor/mentee training
including but not limited to those areas specifically described in Appendix G.

ARTICLE XV — EMPLOYEE IMPROVEMENT

The District will reimburse employees for Professional Development on pre-approved
course work. The employee must take the approved skills test for the class and meet the
rubric established for Level #13 new hires to qualify for reimbursement.

The employee may also request approval for other Professional Development by their
supervisor. No hourly rate will be reimbursed if taken outside regular work hours.

Professional Development at the employer's request will be reimbursed at the
employee’s hourly rate if approved to be taken outside regular work hours.

Should District-wide Professional Development occur outside of regular working hours,
employees shall be reimbursed at the appropriate hourly rate.

The Board will pay enrolliment fees for four (4) employees, with a maximum of ten (10)
days total each year, desiring to attend workshops, in-service training sessions, or
statewide conventions. Their regular salary shall continue during the workshop-training
period. The Association reserves the right to assign employees wishing to attend
sessions.

In the event Professional Development involving all employees is being planned by the
District, every effort will be made to inform the Association and to reach mutual agreement
on a JEAA member for inclusion, should a committee be formed for this purpose.
Professional Development planned for employees with Association involvement shall be
mandatory for attendance, with any exceptions to be approved by the
Superintendent/Human Resources Director.

Employees may enroll in appropriate colleges or educational facilities for courses that
would directly relate to their employment with the School District. Fees for approved
classes shall be paid for by the Board of Education after evidence of satisfactory
completion. (See Appendix E)

ARTICLE XVI — MISCELLANEOUS PROVISIONS

This Agreement shall supersede any rules, regulations or practices of the Board which
shall be contrary to or inconsistent with its terms, and supersedes and cancels all previous
Agreements, verbal or written or based on alleged past practices, between the School
District and the Association, and shall constitute the entire agreement between the parties.
Any amendment or Agreement supplemental hereto shall not be binding upon either party
until such amendment or Agreement has been duly ratified by both parties.
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If any provision of the Agreement or any application of the Agreement to any employee or
group of employees shall be found contrary to law, then such provisions or application
shall not be deemed valid and subsisting, except to the extent permitted by law, but all
other provisions and application shall continue in full force and effect.

Copies of this Agreement shall be duplicated at the expense of the Board and presented
to all employees now employed or hereafter employed by the Board during the duration
of the Agreement.

The Board and the Association agree to the principle that differences shall be resolved by
the appropriate and peaceful means concerning any matter which is subject to the
grievance procedure, without interruption of the school program. Accordingly, the
Association agrees that during the term of this Agreement, it shall not direct, instigate, or
support any strike action in such cases against the Board. As used herein, the term
"strike" shall mean the concerted failure to report for duty, the willful absence from one's
position, the stoppage of work, or the abstinence in whole or in part from the full faithful
and proper performance of the duties of employment, for the purpose of inducing,
influencing or coercing a change in the conditions or compensation, or the rights,
privileges or obligations of employment. Failure of employee(s) to return to their
workstation upon request by the Board shall result in disciplinary action up to and including
discharge.

An Emergency Financial Manager appointed to the District under the Local Government
and School District Fiscal Accountability Act may reject, modify or terminate this collective
bargaining agreement as provided in Local Government and School District Fiscal
Accountability Act.

This clause is included in the Agreement because it is legally required by State law. The
parties did not agree to this provision. By signing this Agreement, the Union does not
agree or acknowledge that this provision is binding either on the Union or the Employer.
The Union reserves ali rights to assert that this clause is unenforceable.
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ARTICLE XVII - DURATION OF THIS AGREEMENT

This Agreement shall be effective as of July 1, 2024, and shall continue in effect through June 30,
2027. This Agreement shall not be extended orally and it is expressly understood that it shall
expire on the date indicated. This Agreement may be extended by mutual agreement, in writing,
signed by both parties.

In Witness thereof, the parties have executed this Agreement by their duty authorized
representative.

JACKSON EDUCATION ADMINISTRATIVE THE BOARD OF EDUCATION OF
ASSISTANT ASSOCIATION JACKSON PUBLIC SCHOOLS
Jackson, Michigan Jackson, Michigan
BY }\/\/OL%L DlLen B

For the Adsociation For the Board
pate_Le- (Y- QA4 DATE P[22 /oy
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APPENDIX A

Work Weeks
Effective 7/1/2024

Weeks

Position(s) / Job Title(s)

52

Administrative Assistant, SCMV
Administrative Assistant, Facilities

48

Administrative Assistant 2
o SCMV x1

46

Administrative Assistant to Principal for Instruction
o Jackson High

Administrative Assistant, JHS Bookkeeper
o Jackson High

Administrative Assistant to Athletic Director
o Jackson High

Administrative Assistant to the Counseling Office
o Jackson High

Administrative Assistant to the Principal for Instruction
o Parkside

Scheduling Administrative Assistant
o Parkside

Administrative Assistant (Elementary)
o Cascades x 2

Dibble

Hunt x 2

JPS Montessori

John R. Lewis

Northeast x 2

Sharp Park

Administrative Assistant (Secondary)
o Jackson High x 3
o Parkside x 2

0O 0 0O 0O O ©o
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APPENDIX B
JESA Hourly Rates
July 1, 2024

Note: To calculate annual salary, multiply hourly rate by the following hours:

52-week 2080 hours
48-week 1920 hours
46-week 1840 hours
45-week 1800 hours
24-25 Hourly Rate Schedule
emp |Annual| Step Step Step Step Step Step Step Step
status | Hours | 1 2 | 3 4 5 6 7 | 8
52wk | 2080 | 18.00 | 18.88 20191 21.37] 22.42] 2350 24.66] 25.14
48wk | 1920 | 18.00 | 18.88 2019 2137 2242 2350 24.66] 2514
46wk | 1840 | 18.00 | 18.88 2019 21.37] 22.42] 2350 24.66] 25.14
45wk | 1800 | 18.00 | 18.88 2019 21.37f 2242 23.50] 24.66] 25.14
25-26 Hourly Rate Schedule
emp |Annual| Step Step Step Step Step Step Step Step
status | Hours 1 2 3 4 5 6 7 8
52wk | 2080 | 18.00 | 18.88 20.59] 21.80f 22.87] 2397 2515 25.64
48wk | 1920 | 18.00 | 18.88 20.59] 21.80] 22.87] 2397 25.15} 25.64
46wk | 1840 | 18.00 | 18.88 20.59] 21.80f 22.87F} 23.97] 25151 25.64
45wk | 1800 | 18.00 | 18.88 2059 21.80f 22.87} 23.971 25.15] 25.64
26-27 Hourly Rate Schedule
emp |Annual| Step Step Step Step Step Step Step Step
status | Hours 1 2 3 4 5 6 7 8
52wk | 2080 | 18.00 | 18.88 21.01} 22.23] 23.33}] 24.45| 2564} 26.15
48wk | 1920 | 18.00 | 18.88 21.01] 22.23} 2333} 2445] 2564] 26.15
46wk | 1840 | 18.00 | 18.88 21.01} 22.23] 23.33] 24.45] 2564 26.15
45wk | 1800 | 18.00 | 18.88 21.01] 22.23] 23.33] 24.45] 2564] 26.15
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Employees who receive an Effective or Highly Effective Rating on their annual Performance
Evaluation shall advance one step on the schedule below. Any employee who received a
Minimally Effective or Ineffective Rating on their annual Performance Evaluation, shall not
participate in step advancement.

Merit Pay: In addition, all employees who receive an Effective rating on their annual Performance
Evaluation, shall receive a one-time off schedule payment of $250.00. All employees who receive
a Highly Effective rating on their annual Performance Evaluation, shall receive a one-time off
schedule payment of $500.00. The one-time payment shall be made in the second payroll in
June.
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APPENDIX C
JACKSON EDUCATIONAL Administrative Assistant ASSOCIATION
Jackson, Michigan

GRIEVANCE REPORT FORM

Grievance # Jackson Public Schools
Refer to JESA Agreement for time limits Distribution of Form
1. Superintendent
2. Supervisor
3. Association
4, Employee

Submit to Supervisor in Duplicate

..............................................................................................................................

LEVEL |l and ll

Date Cause of Grievance Occurred:

1. Statement of Grievance:

2. Relief Sought:

Signature and Date of Grievant:

3. Disposition of Supervisor:

Signature and Date of Supervisor:
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4. Position of Grievant:

Signature and Date of Grievant:

LEVEL lli

1. Date Received by Superintendent or Designee:

Disposition of Superintendent or Designee:

Signature and Date:

2. Position of Grievant and/or Association:

Signature and Date:
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APPENDIX D

JACKSON PUBLIC SCHOOLS
JEAA Employees Evaluation Form

EMPLOYEE DATE

POSITION EVALUATOR

DEPARTMENT/BUILDING

RATING SYSTEM - In the space provided, write the number which best describes this person’s
performance according to the following system.

3.5-4 Highly Effective
2.5-3.49 Effective

1.5-2.49 Minimally Effective
1-1.49 Ineffective

Rating Comments

Has knowledge of practices and
procedures and performs the job
with neatness and accurately in a
timely manner.

Is able to appropriately relate to
others: students, co-workers,
teachers, administrators and public.

Is flexible and has the ability to meet
changing assignments.

Is punctual, dependable and
completes job responsibilities.

Overall rating

t Annual Evaluation O Probationary Evaluation
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Administrator's Remarks:

Date Signature of Evaluating Administrator

Employee’s Comments:

| have reviewed this evaluation.

Date Signature of Employee to signify receipt, not agreement
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APPENDIX E

EMPLOYEE CONTINUING EDUCATION APPLICATION

Employees may enroll in appropriate colleges or educational facilities for courses that would
directly relate to their employment with the School District provided that:

1. Enroliment in such courses must have prior approval of Human Resources.

2. Fees for approved classes shall be paid for by the Board of Education after evidence of
satisfactory completion of the course.

3. Course shall be limited to one (1) per semester.
4, Request for approval must be made in writing, stating course name, fees, and meeting

nights at least two (2) weeks in advance of the first meeting.

Complete the form below and submit to Human Resources for approval.

Name School/Dept

Course Name
(Including a copy of the course description)

Course Dates

How is this course directly related to your employment with the School District?

{l Approved 0 Not Approved

Rationale

Associate for Human Resources

Date
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APPENDIX F

JEAA Plan of Assistance to Overcome ldentified Deficiencies

Name

School/Department

Assignment

1. Background Information

Training Background
Experience
Date of Prior Conference for Deficiencies

2. Statement of Deficiency

This section should include:

Direct reference to evaluation instrument specifying area(s) of performance or behavior
as unsatisfactory.

3. Goals and Obijectives/Plan/Responsible Party

This section should include:

Goals and Objectives
- Specific statements as to what is expected of the employee, tie to each area of
deficiency

Plan
- A series of reasonable activities and timelines for each area of deficiency

Responsible Party
- What assistance will be offered by the administrator and other resources?
- Who is responsible for each activity?

4. Monitoring System

This section should include: A statement of conference, observations and resources to
determine progress.

5. Final Qutcome

This section should include: A final assessment of the satisfactory or unsatisfactory
achievement of the program.

6. Employee Response

This section should include the employee response to the Final Outcome.
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APPENDIX F - continued

Name

School/Department

Assignment

Plan of Assistance to Overcome ldentified Deficiencies

1. Background Information

2. Statement of Deficiency

3. Goals and Objectives/Plan/Responsible Party — See Attached

4. Monitoring System
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Name

(Page 2)

3. Goals and Objectives/Plan/Responsible Party

Objectives

Plan

Responsible Party

Signatures: The signatures below signify only receipt and delivery of the Plan.

Supervisor

Date

Employee

Date
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Name

(Page 3)

5. Final Outcome

6. Employee Response

7. Signatures — These signatures are to confirm the Plan of Assistance has been completed.

Signatures below signify only receipt and delivery of the Plan.

Supervisor Employee
Date Date
Copy Distribution:
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APPENDIX G

District Norms, Onboarding, and Basic Information Training Checklist

Name

Title

School Year

Building

It is the responsibility of the immediate supervisor to prioritize/highlight which training needs to
be done before starting your assignment. The Association and the District agree that this form
may be updated annually.

Topics, Skills

Date Completed

Mentor Signature

Complete prior to
start of assignment,
if applicable

Enroliment Process
@ Processing
the enroliment

packet
Home
Language
Form
McKinney
Vento
MICR
Smart Choice
Custody
Paperwork
504/IEP
Student
Alerts,
Creating a
CA-60
Transportation
School of
Choice/District
Release
Forms
@ Request
Snack Pack
from Michigan
Data Hub

Customer Service
@ Phone
greeting

® Inperson
@ E-mail

Medication and
Medical Procedures
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@® Authorization
form

® Dispensing
medications

@® Student Alerts
and Asthma,
Seizure,
Diabetes,
Allergy Plans

Scheduling

District Software
Blackboard
ESS
Electronic
Signs

Red Rover
Munis

FMX

Technology
Service Desk
School
Business
Form

Emergency Dirill
Procedures
® Review
building crisis
plan
@® Submitting
Drill
Paperwork
® Emergency
Response
Guides
® Alarm Panel

Updating student and
parent contact
information

Printing rosters,
20/20

Entering and
updating attendance

Printing Report cards
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Count Day

Truancy

911 Protocol

Injury Reports and
Insurance Forms
(student and staff)

Suspension,
Restraint, and
Seclusion
Documentation

Section 25
Paperwork

Substitute Teacher
Procedures

Volunteers, IChat
forms
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JEAA Mentor/Mentee Log Form

Al

School

School Year

Principal

Start Time

End Time

Topics and Skills
Covered

Mentee'’s
Questions/Clarificati
on

Mentor’s Effecti
Feedback

's signature

Principal’s Signature

's Signature
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