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PREAMBLE

Agreement made by and between the Cape Henlopen Support Staff Association and its successors and/or
assigns, hereinafter called the "Association," and the Cape Henlopen School District Board of Education and
its successors and/or assigns, hereinafter called the "Board." It is hereby agreed as follows:

1.1

1.2

1.3

ARTICLE I
RECOGNITION

The District hereby recognizes the Association as the exclusive collective bargaining representative of
all full-time and part-time employees listed in 7:1.4 excluding those described in 1.3 as set forth in Case
#167, as amended, and in case #167(a) the Public Employee Relations Board in all matters concerning
wages, hours, vacation, sick leave, grievance procedures, terms and conditions of employment, working
conditions, and other employment relations. This recognition shall continue for the maximum period
allowed by law.

Definitions

1.2.1 The "Association" as used in this Agreement shall mean the Cape Henlopen Support Staff
Association.

1.2.2 The "District" as used in this Agreement shall mean the Cape Henlopen School District.

1.2.3 "Employee" as used in this Agreement shall mean any person employed within the bargaining
unit represented by the Association'.

1.2.4 "Board" as used in this Agreement shall mean the Cape Henlopen School District Board of
Education and/or its designees or representatives.

1.2.5 "Bargaining unit" as used in this Agreement shall refer to the total of all positions of employment
within the District represented by the Association.

1.2.6 For the purposes of contractual interpretation, "building" for the Sussex Consortium means any
place where its program services are provided.

1.2.7 For the purposes of pay, "overtime" shall mean time worked by an employee in excess of the forty
(40) hour work week.

1.2.8 "Compensatory time" or "comp time" shall mean paid time off the job which is earned and
accrued by an employee in lieu of immediate cash payment for employment in excess of the
statutory hours for which overtime compensation is required by Section 7 of the Fair Labor
Standards Act (FLSA).

1.2.9 "Flexible schedules" or "flex time" shall mean an alternative schedule to the forty (40) hour work
week. Flex time allows the District to permit employees to vary their arrival and/or departure
times.

Excluded from this bargaining unit are: employees not included in the PERB Case #167 as amended and
Case #167(a) such as Department of Education certificate-mandated professional employees,
administrative employees, and employees who supervise (evaluate) employees, confidential
Administrative Assistants, child nutritional services employees, chief custodians, substitutes, students,
volunteers, employees hired through contracted service agreements, and casual/short-term employees.

Except for those conditions of employment controlled between the CHSD and the military branch under which the
program is provided, JROTC instructors who do not hold a Delaware Department of Education certificate shall be

included for the purposes of representation and in local Board benefits under this contract.
3



2.1

2.2

23

24

ARTICLE II
NEGOTIATION OF AGREEMENTS

This Agreement shall be for the period set forth in the duration clause, and negotiations concerned with
the terms of this Agreement shall not be reopened during that time except by mutual written agreement
of the parties.

This Agreement shall not be modified in whole or in part by the parties except by an instrument in
writing duly executed by both parties.

The parties agree to enter into negotiations over a successor Agreement pursuant to and consistent with
Delaware Code.

Any agreement so negotiated shall be reduced to writing, be submitted for ratification by the Association
and approval by the Board, and be signed by the President of the Association, the Chairperson of the
Bargaining Committee of the Association, the President of the Board, and the Executive Administrative
Assistant of the Board.



ARTICLE III
GRIEVANCE/COMPLAINT PROCEDURE

Definitions

3.1

3.2

3.3

3.4

3.5

3.6

3.7

3.8

A "grievance" is a claim by an employee(s) or by the Association that there has been a violation,
misinterpretation, inequitable application, or misapplication of the terms of this Agreement.

Complaints involve subjects/issues not specified in the collective bargaining agreement. A “complaint”
is a claim by a Professional Employee(s) or by the Association that there has been a violation,
misinterpretation, inequitable application, or misapplication of School Board Policy. At times, conflicts
may occur between staff members that do not relate to Board Policy or Employee Contracts. These
interpersonal conflicts are to be resolved at the lowest level in the most informal manner possible using
Conflict Policy 425.

A "grievant" or "complainant" is the employee, group of employees, or the Association making the
claim.

The term "days" when used in this Agreement shall mean, except where otherwise indicated, working
school days except during the summer break when "days" shall be those when the District office is open
for business.

"Hearing" is defined as an event wherein both parties shall have the opportunity to present facts and
arguments of their case and have a decision rendered.

A "class action grievance" is a grievance filed by the Association, which asserts an effect on a group or
class of employees.

"Appropriate administrator" means the non-bargaining unit employee whose action/decision is the
subject of the grievance/complaint and who has the authority to affect a resolution.

"Grievance Mediation" is a process offered by the Federal Mediation & Conciliation Service designed to
assist the parties in voluntarily coming to an acceptable resolution of the grievance through mediation
techniques employed by a skilled neutral.

General

3.9

3.10

3.11

3.12

3.13

The employee and the administrator against whom the grievance/complaint is alleged may be
represented at any or all stages of the grievance/complaint procedure by up to two representatives of
his/her own choosing. (A trainee may observe the process upon mutual agreement between the grievant
and the aforementioned administrator.)

Failure at any level of this procedure to appeal a grievance/complaint to the next-higher level within the
specified time limits (unless the time limits are extended in writing by mutual agreement) shall terminate
the grievance/complaint without prejudice. Failure to receive a written reply from an administrator,
within the time limits, at any level of this grievance/complaint procedure shall constitute authority for
the grievant/complainant to appeal the matter to the next level of the procedure within the specified time
limits.

Grievance/complaint hearings and Grievance Mediation shall be held at the mutual convenience of the
parties (date, time of day, length of session).

No reprisals of any kind shall be taken by the Board or any member of the administration and/or the
CHSSA or any member thereof against anyone by reason of participation in the grievance/complaint
procedure.

A grievance/complaint may be withdrawn in writing without prejudice. At the Board level, a



3.14
3.15

3.16

3.17

3.18

3.19

3.20

grievance/complaint may not be unilaterally withdrawn until completion of the actual hearing process.
Forms for filing grievances/complaints shall be jointly developed.

If in the judgment of CHSSA there has been a violation, misinterpretation, inequitable application, or
misapplication of the CHSSA rights (Article VI) of this contract, or there are grounds for a complaint
involving CHSSA rights and privileges, the CHSSA may commence such grievance/complaint with the
appropriate administrator.

All written grievances/complaints must be submitted electronically or in person by the
grievant/complainant or an official of the Association. In the case of a group or class action grievance, a
contact person will be identified on the form.

The Superintendent may appoint an administrative designee with authority to make the decision, to hear
the grievance/complaint at levels one, two, and/or three.

All hearings/meetings during the processing of a grievance/complaint shall be conducted in private or
executive (closed) session.

Neither the Board, the Association, nor their agents may assert any grounds or evidence before the
arbitrator which was not previously disclosed to the other party.

Nothing contained in this Article or elsewhere in this Agreement shall be construed to prevent a
grievant/complainant from representing and processing a grievance/complaint at his/her/their own cost
and having it adjusted without intervention or representation by the Association. However, the action of
any administrator or the Board in resolving the grievance/complaint of a grievant/complainant not
represented by the Association shall not establish a precedent for the resolution of future
grievances/complaints.

Purpose

3.21

The purpose of this procedure is to secure, at the lowest possible level. equitable solutions to the
problems that may from time to time arise affecting employees. Both parties involved in a
grievance/complaint shall respect the rights of the other and operate in a respectful manner and agree
that these proceedings will be kept informal, confidential, and professionally ethical.

Procedure

3.22

3.23

3.24

Since it is important that grievances/complaints be processed as rapidly as possible, the number of days
indicated at each level should be considered as a maximum and every effort by all concerned should be
made to expedite the process. The time limits specified may, however, be extended by mutual agreement
in writing.

Level One

The grievant will bring the alleged grievance/complaint in writing to the employee's immediate
supervisor, generally the principal, within fifteen (15) days of the event or action causing the allegation
or within fifteen (15) days of the time the employee knew or should have known of its occurrence.

Following notification, the parties will have ten (10) days to resolve their grievance or move to Level
Two. District-wide class action grievances shall be initiated at Level II with the Superintendent.

Level Two

3.24.1 If the grievant/complainant is not satisfied with the disposition of his/her problem through Level
I of the process, the claim shall be submitted/appealed as a grievance/ complaint to the next
higher administrator or step of the procedure, as appropriate.

3.24.2 In the event that the grievance commenced with the Superintendent, the grievance shall be



3.25

3.26

submitted in writing to the Superintendent within fifteen (15) days of the time the employee
knew or should have known of its occurrence. In such case the grievance/complaint shall in
writing specify:

A. The nature of the grievance/complaint.

B. The article and section of the Agreement allegedly violated for grievances or the specific
Board Policy in the case of a complaint.

C. The nature and extent of the injury, loss, or inconvenience to the grievant resulting therefrom,
if applicable.

D. The remedy sought.

3.24.3 The administrator with whom the written grievance/complaint was submitted/appealed at Level
Two shall, within ten (10) days from the date of receipt, conduct a hearing, except under any of
the following circumstances:

The administrator has enough information to find in the grievant' s/complainant's favor;

The administrator finds gross violations of the grievance/complaint procedure as set forth in
this contract;

Both parties agree in writing that no hearing will be held;
Level I meeting was held with the Superintendent.

If there is a hearing, each party shall have the opportunity to present fully its case with witnesses,
if appropriate. The administrator shall communicate his/her decision in writing, with reasons, to
the grievant/complainant within ten (10) days from either:

The conclusion of the hearing, or

The date on which the decision was made not to hold a hearing, but not more than twenty
(20) days from the original submission/appeal of the grievance/complaint at this level.

Level Three (Grievance Mediation)

In the case of a grievance, if the grievant is not satisfied with the decision at Level Two or no response
has been rendered within ten (10) days of filing at Level Two, the matter may be submitted/appealed to
Grievance Mediation within ten (10) days after receipt of the superintendent's decision or if no decision
has been rendered, within twenty (20) days from the date the grievance was filed in writing with the
Superintendent. The appeal to Grievance Mediation shall be submitted to the Philadelphia Office of the
Federal Mediation and Conciliation Service (FMCS) with a copy to the Superintendent of Schools or
his/her designee. The conduct of the mediation shall be governed by the rules and procedures of the
FMCS and shall be scheduled as mutually agreed.

In the case of a complaint, if the complainant or the Association is not satisfied with the decision at
Level Two or no response has been rendered within ten (10) days of filing at Level Two, the matter may
be submitted/appealed to the Board of Education within ten (10) days after receipt of the
Superintendent's decision or if no decision has been rendered, within twenty (20) days from the date the
complaint was filed with the Superintendent. The appeal to the Board shall be submitted through the
Superintendent of Schools or his/her designee who shall attach all related papers and forward them to
the Board. The Board shall grant the complainant a hearing within fifteen (15) days of date of receipt of
said complaint papers and shall render a decision in writing within ten (10) days after said hearing.
Complaints will conclude with the decision of the School Board at this level.

Level Four Grievances (School Board)

If no resolution results from Grievance Mediation at Level Three, the matter may be submitted/appealed
7



by the Association to the Board of Education within ten (10) days after the conclusion of the Grievance
Mediation session. The appeal to the Board shall be

submitted through the Superintendent of Schools or his/her designee who shall attach all related papers
and forward them to the Board. The Board shall grant the grievant a hearing within fifteen (15) days of
date of receipt of said complaint papers and shall render a decision in writing within ten (10) days after
said hearing.

3.27 Level Five Grievances (Arbitration)

3.27.1 A grievance that is not resolved to the satisfaction of the grievant at Level Four may be
submitted to an arbitrator. This procedure must be initiated within ten (10) days following a
decision at Level Four. Upon notification of the Board by CHSSA said arbitrator shall be
appointed by mutual agreement by the parties to this Agreement or, if unable to agree, shall be
appointed by the Delaware Public Employee Relations Board under its selection process. The
arbitrator appointed under the PERB process shall promptly convene a hearing at the parties'
convenience. Conduct of the hearing shall be pursuant to the rules of the PERB. The arbitrator
shall render a decision within thirty (30) calendar days on the issue(s) presented. The arbitrator's
ruling shall be final and binding except as noted in 3.27.2 below.

3.27.2 No claim relating to the following matters shall be processed through binding arbitration:
A. Dismissal or nonrenewal of employees covered by Chapter 14 of this title;
B. Delaware law;
C. Rules and regulations of the Delaware Department of Education or State Board of
Education;
The content of or conclusions reached in employee observations and evaluations;
Federal Law;
Rules and regulations of the United States Department of Education;
Policies of the local school Board; and
Matters beyond the scope of the public-school employer's authority.

Tommo

3.27.3 The arbitrator shall be limited to a ruling on whether or not there has been a misinterpretation,
misapplication, misrepresentation, inequitable application, or violation of any of the areas that
have been mutually agreed upon as being subject to and resolvable by the Cape Henlopen School
District Grievance Procedure. It is expressly understood that the arbitrator shall have no power to
alter the terms of the Agreement.

3.27.4 The cost of the services of the arbitrator, including per diem expenses, if any, and his/her travel
and subsistence expenses and the cost of any hearing room will be borne equally by the Board
and the Association. All other costs will be borne by the party incurring them.

3.27.5 If the parties disagree that an issue is appropriate for arbitration, a separate hearing shall be held
with an arbitrator whose fees and expenses shall be paid by the losing party.

3.27.6 If the arbitrator concludes that the matter is arbitrable, then the arbitrator shall confer with
representatives of the Board and Association and shall hold hearings.

3.28 General

3.28.1 All documents, communications, and records dealing with the processing of a grievance (except
the original letter, reprimand, or communications that were the basis for the grievance) shall be
filed separately from and not cross-filed with the personnel files of the participants. The file shall
be available for review by the Association president and/or the grievance chairperson. Copies
will be made upon request by the above persons at Association expense.

3.28.2 Forms for filing grievances and complaints shall be as set forth in Appendix C.



4.1

42

43

ARTICLE 1V
EMPLOYEE RIGHTS

The Board of Education or its designated representatives shall not discriminate against, interfere with,
restrain, nor coerce employees in the right to organize or to join or participate in Association activities.

When an employee is requested to participate in a meeting with an administrator, the employee shall be
informed of the purpose of the meeting and if the employee reasonably believes the meeting will result
in disciplinary action, the employee has the right to secure representation for the meeting. Such a
meeting shall, however, in all events, take place within two (2) working days of the time the employee is
requested to participate in the meeting unless the need exists for timely information. Timely information
is defined as information needed to address situations involving the safety and/or welfare of students or
staff members enabling the administrators to respond to pertinent individuals about the situation. In this
case, a representative will be selected by the employee from available representatives. The employer's
representative does not have a duty to bargain with any Association representative who is requested to
attend such an interview or meeting. The Association representative is present to assist the employee,
clarify the facts, or suggest other employees who may have knowledge of the facts.

If an employee is required to appear before the Board or an agent of the Board for the purpose of
confronting the employee with allegations of misconduct and the results of such a meeting could
adversely affect the employee's continued employment or salary, the employee shall, at least three (3)
working days prior to the meeting, be given written notice and specific reasons for the meeting.

Where there are reasonable grounds to believe that such notice will result in the destruction of or
non-availability of necessary evidence and witnesses, the requirement to provide notification may be
suspended only as long as it is necessary to secure the evidence or witnesses.

Association representation may be requested prior to or at any point during a meeting. If the employee
requests representation, the employer shall postpone the meeting for a reasonable period of time (no later
than two (2) working days) in order for the employee to secure representation except when the need for
timely information exists as defined in this article.

The exercise of the rights to representation by the employee shall not interfere with normal employer
prerogatives. The employer may continue the investigation of an incident leading to discipline without
interviewing or meeting with the employee in question.

The provisions of this article shall not apply to work area conversation, such as: providing instructions,
training, or suggestions to improve work techniques.

Except as otherwise provided by this Article 4:3, no employee shall be discharged, disciplined,
reprimanded, suspended without pay or reduced in pay except for just cause. In cases of proposed
termination, a grievance may be initiated at Level II with the Superintendent or designee within fifteen
(15) workdays of the notice of proposed termination. Failing a resolution, the CHSSA may appeal the
matter to arbitration pursuant to 3.26, Level IV of the grievance procedure. No later than thirty (30)
calendar days following receipt of the arbitrator's finding, the Board will affirm or deny the report and
its decision shall be final. The employee will receive full pay and benefits pending the disposition of the
School Board.

4.3.1 Each newly hired employee shall serve a probationary period of one hundred twenty (120)
calendar days- extending from and including the first day of actual work for the District after the
date of appointment by the Board of Education.

4.3.2 1If, during the one hundred twenty (120) calendar day probationary period, the District terminates
the employment of a probationary employee, the termination shall not be appealable through the
Grievance Procedure.



4.4

4.5
4.6

4.7

4.8
4.9

The personal life of an employee shall be of no concern to the District except as it may directly impair
the employee from properly performing assigned duties during the workday.

Members of this bargaining unit shall participate in each site's building leadership team/liaison groups.

Employees may carry personal cell phones during the workday. Employees may use cell phones for
emergencies and school business provided such use does not cause interference or disruption with the
instructional program. Personal calls will not be within earshot of students.

All night-shift employees will be afforded, through flexible scheduling, the opportunity to participate in
Association meetings and extra duty and coaching positions, providing there is more than one employee
on the same shift, safety is not jeopardized, or that any significant disruption of work would result.
Employees participating in such activities will still be required to work their regular number of hours
each day. The employee's immediate supervisor will be notified when an employee is planning to
participate in the above mentioned activities. The immediate supervisor and the employee will mutually
determine when the hours will be made up. Time will be made up within the pay period. In the event
that agreement cannot be reached, the supervisor will make the final determination.

The CHSD will provide an annual statement detailing an employee's base salary, step, and stipend(s).

The use of information derived from any video or audio systems or surveillance devices shall be
prohibited for purposes of routine performance evaluation or for routine monitoring employee activities
and behavior. With the exception of a criminal investigation, employees will be informed about the use
of the above.
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5.1

5.2

ARTICLE V
PROTECTION OF EMPLOYEES AND PROPERTY/SAFETY

The District and the Association agree that effective means for the protection of employees and property
are essential to the smooth functioning of the School District. To that end:

5.1.1

Each individual has a continuing obligation to perform his/her duties in a safe manner and to
exercise reasonable judgment in the use of all equipment and materials. Any failure of an
employee who knowingly performs his/her work in an unsafe manner may be grounds for
disciplinary action up to and including dismissal. All potential safety hazards are to be brought to
the principal's attention at once. Appropriate action shall be taken as soon as practical and
reported to those concerned.

All accidents and injuries that are job related are to be reported immediately to the appropriate
principal/supervisor on appropriate accident forms. Accident investigations at the building level
are to be conducted by the principal or his/her designee. Accident forms are to be submitted to
Human Resources by the principal/supervisor no later than forty-eight (48) hours after the
accident occurs or as soon as reasonably possible.

General safety guidelines include:

A. Wear or use proper protective clothing and equipment required for the job.
B. Operate only authorized equipment and machinery.

C. Inspect all required tools and equipment required for the job.

D. Keep work areas clean and orderly.

E. Observe local, state, and federal safety regulations.

Uniforms shall be mandatory for all custodians and District bus drivers/monitors. Upon initial
hiring, custodial and bus driver/monitor employees will be issued six (6) articles of uniform
clothing plus one jacket. Employees will be required to wear District-provided shirts during work
hours. Employees may select up to six (6) articles of clothing annually. Jackets may be replaced
every three (3) years. The Association will provide input on shirts, jackets, fabrics, and colors
each year prior to the purchase period.

Each employee shall be provided with a lockable space at the respective worksite in which the employee
may store personal belongings while at work, if requested.

11



6.1

6.2

6.3

6.4
6.5

6.6

6.7

6.8

6.9

ARTICLE VI
RIGHTS OF PARTIES

The Board agrees to make available to the CHSSA, in response to requests, the following:
6.1.1 Budgets as contained in Board minutes or as appendices to Board minutes.

6.1.2 Annual audit reports made on the fiscal records of the Cape Henlopen School District pursuant to
provisions in Title 29, Section 2906 through 2909, Delaware Code. Such audit reports may be
examined in the District Office during regular office hours.

6.1.3 The annual published report.
6.1.4 The minutes of the Board meetings, appendices, and/or attachments.
6.1.5 A matrix for each salary scale.

6.1.6 An electronic copy of the Board agenda to be forwarded to each school for posting before the
end of the regular school day on the day of each Board meeting. During the summer, one
electronic copy will be sent to the CHSSA President.

The Association shall have the right to use school buildings and equipment for Association business in
accordance with policies of the Board and 14 Delaware Code, Section 1056.

The Association may use the school office and District interoffice mailing system for the reasonable
dissemination of appropriate Association business. The material must clearly identify the individual or
organization responsible for the information contained in any such documents. Copies of general request
mailings will be given to the building principal prior to the mailings. A separate mailbox will be
provided in each building for the CHSSA building representative. One bulletin board in each building
will be designated for Association use by the building principal after consultation with the Association.

One electronic copy of current Board policy shall be posted on the District's web site.

Electronic copies of Board of Education meeting tentative agendas and minutes shall be provided to the
President of the Association concurrently with their provision to members of the Board of Education.
Board materials may be accessed via the Board of Education section on the District's web site.

The Association representative shall have the right to speak to employees during regularly scheduled
staff meetings. Upon one day's advanced, written notice to the appropriate administrator, the Association
shall be placed on the agenda. A maximum of ten minutes will be granted for this purpose.

Duly authorized representatives of the Association and its respective affiliates shall have the right to
transact official Association business on school property so long as such business does not interfere with
nor interrupt employees' working hours, nor normal school operations.

Whenever any employee in the bargaining unit is engaged during working hours in collective
bargaining, contract grievance proceedings, or administrative meetings, he/she shall suffer no loss of
pay/leave time. These meetings will be mutually scheduled to limit the disruption of the instructional
day and/or work flow in a building/administrative unit.

The Board shall grant twelve (12) days leave to the CHSSA president or his/her designee. An additional
eight (8) days may be used for CHSSA officers or members with prior approval of the CHSSA
President. Any of the above-mentioned days may be taken in half-day increments depending on the need
as determined by the CHSSA. Any authorized member using Association Leave days shall not suffer
loss of sick leave, personal leave, or vacation for time granted under this paragraph. Three (3) working
days prior notification shall be necessary except in the case of emergency. The Association will
reimburse the Board for the cost of the substitute if employed during the use of this leave.

12



6.10 Each building leadership team will include at least one (1) CHSSA representative. This/these
Representative(s) will be selected by the CHSSA members within the associated site. At least one
member of the CHSSA at the site will be selected by the Association to participate in the selection
committee for a site administrator if a committee is created.
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ARTICLE VII
EMPLOYMENT/WORK RIGHTS

7.1 Reduction in Force

7.1.1

Reductions in Force shall be just cause for dismissal. When a reduction in force is necessary
because of decrease of student enrollment, shortage of funds, or a change in the District's need
for support staff, the Superintendent shall identify the positions affected by any of the above
conditions and provide the reasons to the Association if requested as well as the date that such
reductions are deemed necessary and shall make such recommendations to the Cape Henlopen
Board of Education for action. Such reduction in force shall be based on the designated
categories and on length of uninterrupted District employment within categories and shall be
implemented in accordance with the following procedures:

A District-wide seniority list for each category (7:1.4) shall be kept according to the employee's
date of employment within each category in which the employee worked. (Date of employment
shall mean the first day for which the person receives pay as a regular employee of the District in
that category.) When an employee moves from one category to another (transfer or RIF), he/she
shall begin/continue earning seniority from his/her initial employment date in that category.

Such lists will:

A. Include all applicable employees in rank order regardless of the number of hours worked.
The employee's date of employment in each category within which the employee worked and
the date the employee exited/transferred from each category will be listed.

B. Be posted in each school by February 15.

Any employee who wishes to appeal his/her placement on this list must do so in writing to the
Office of Human Resources before March 1 of the year the list is published. A final list shall be
published by March 31. An employee's failure to question, prior to March 1, his/her seniority
date and classification on the first published list shall preclude the assertion of incorrect seniority
date or classification in challenging a layoff which is to take effect at the end of that school year.
An employee's appeal of his/her seniority date or classification must set forth the basis for the
appeal.

If an employee's seniority date or classification is different on the second list as compared to the
first list, such an employee has five (5) school days from the posting of the second list to appeal
the change.

In the event of a reduction in force, the employee(s) with the least seniority in the affected
classification(s) shall be subject to the RIF procedures. If an employee is RIFed from one
category, he/she shall have seniority rights in another classification in which the employee is
listed and has worked for at least two (2) full calendar years providing the employee was not
involuntarily transferred from the classification for performance deficiencies. Employees to be
laid off through RIF procedures shall be notified at least 30 working days prior to the effective
date of the lay-off by certified mail, return receipt requested.

14



7.1.10

7.1.11

RIF List Classifications:

Administrative Assistant Paraeducator - Behavior Manager

Custodian Paraeducator - Computer Lab Manager

Custodian - Assistant Chief Paraeducator - Instructional

Custodian - Skilled Maintenance Paraeducator - Job Coach

Custodian - Craftsperson Paraeducator - Library Manager

JROTC Instructor Paraeducator - Service Aide

Transportation - Bus Driver Technology Specialist

Transportation - Bus Monitor Technology Systems Specialist
Technology Technician

School Board approved leaves of absence shall not interrupt continuous employment, and
employees on such leaves are subject to the RIF procedures.

Employees who have been dismissed for any reason other than reduction in staff are not subject
to the provisions of this policy.

An employee who resigns voluntarily and is subsequently rehired shall regain his/her years of
previous service after serving the number of years equal to the number of years of separation.

When District seniority within the category is equal, the following procedure(s) will be used:

A. The person(s) with the lesser/least length of uninterrupted service to the District in any
employment position will be dismissed.

B. Ifatie still exists, the following criteria will be used in the following order to resolve the tie:
1. Training as described by state or local salary schedules.
2. Number of years of experience in the specified category in the State of Delaware.
3. Total number of years of experience in the specified category.
4.

The Superintendent in concurrence with the principal, the immediate supervisor, and
the District supervisor will determine which employee is subject to dismissal.

Employees dismissed by way of RIF procedures will be placed on a recall list, maintained by the
Personnel Office for a period of one (1) calendar year from the posted date of the certified letter
containing the RIF notice with an option to be continued on the list for two (2) additional
calendar years. Employees will be offered re-employment in reverse order of their dismissal,
each to a position for which s/he is capable of performing the essential functions of the job.

Employees who have been "RIFed" and subsequently recalled by the District shall maintain all
accumulated seniority which they had established at the time of their "RIFing."

It shall be the responsibility of the employees on recall list to inform the Personnel Office in
writing of address and/or phone changes and to notify the District no later than one calendar
month prior to the expiration of the employee's recall period of their desire to be continued on
the recall list for an additional year.
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7.1.12

7.1.13

7.1.14

When a vacancy occurs in the area of the "RIFed" employee's last employment field, the most
senior "RIFed" employee on the recall list will be notified by certified letter, return receipt

requested. When notification takes place prior to August 15, an employee on the recall list shall

have ten (10) calendar days from the posted date of the District's certified letter to respond by
certified mail, return receipt requested. The Superintendent shall interpret no response as a

refusal. When notification takes place subsequent to August 15, it may be by telephone to the
employee and the employee will be expected to respond within twenty-four (24) hours of the

conversation with the employee. Failure to accept the offer shall result in removal from the recall
list. If employed when recalled, the employee shall be expected to assume the position as soon as

possible, but not to exceed fourteen (14) calendar days. If unemployed, the employee will be
expected to assume the position within two (2) calendar days after the acceptance of the recall.

Employees on the recall list shall, upon written request, be given first consideration as substitutes

within the District.

Individuals who have been laid off and who are on the recall list may continue fringe benefits

where the company/carrier permits if the employee agrees to pay the premium (s). Information
regarding fringe benefits and responsibilities of the "RIFed" personnel will be distributed to all

"RIFed" personnel by the District Office within thirty days of notification of "RIFing."

7.2 Vacancies, Postings. Transfers, and Reassignments

7.2.1

7.2.2

Definitions

A. Transfer - A transfer is any change in assignment that involves movement from one
building/administrative unit to another.

B. Reassignment - Any substantial change of assignment within one building/administrative

unit. The Sussex Consortium is a single administrative unit with multiple locations. A change

of position from one Sussex Consortium location to another will be considered a
reassignment.

C. Permanent Position Vacancy - A permanent vacancy is any support position in the District
currently unencumbered or expected to become unencumbered by virtue of resignation,
retirement, or other similar event, or because it is newly created.

D. Temporary Position Vacancy - Any support position in the District with a finite duration
and/or currently encumbered by an on temporary leave of absence.

E. Seniority - Length of service in accordance with the Cape Henlopen School District Support

Staff RIF List as determined by Article 7.1 Reduction in Force (RIF).

The Board and the Association agree that the best educational program results from the selection
of a school staff that is well balanced in terms of employee experience, general background, and

competencies.
Posting of Vacancies

A. The posting will include, but not necessarily be limited to, title of position, qualifications,
whether the position is temporary or permanent, type of salary schedule applicable, and
whether the position is full-time or part-time.

B. All vacancy postings will be sent electronically to all employees.

C. Positions that are not filled will continue to be electronically posted until filled.

D. The District will acknowledge the receipt of all applications in the electronic application
system.

Each qualified applicant will receive equal consideration for the position. From among the
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7.2.3

7.2.4

7.2.5

7.2.6

7.2.7

qualified internal applicants, the top two (2) senior candidates as detailed on the RIF list, shall be

afforded an interview for the position. An acceptable attendance pattern and the absence of an

operative improvement plan are minimum qualifications. Following the interview process, when

all selection criteria (based upon relative knowledge, skills and abilities and including, but not

limited to the employee's most recent evaluation) have been met equally by two or more

candidates:

A. From among two (2) or more current employee candidates the most senior current employee
will be selected/offered the position.

B. Among a current employee candidate and an external candidate, the current employee will be
selected/offered the position.

C. If an employee is not the successful candidate for the position, he/she may request the
reasons he/she was not selected in writing.

Vacancy notices shall be posted at least five (5) workdays prior to the closing date for
application.

Any support staff employee who would like to be considered for a transfer must submit a written
request to the Human Resources Office when the desired position is posted. Current employees
will submit an internal application along with a letter of interest through the online application
portal accessed through the posting.

For purposes of this Article, categories shall be as set forth in Article 7:1.4. Qualifications for
summer positions shall be as determined by the District, shall be directly related to the actual
responsibilities of the position, and basic qualifications shall be listed on the vacancy posting,

When filling vacancies for any program offered during a time other than the employee contract
day, consideration for that position will be given to qualified and certified applicants and the
position will be awarded using the following procedure.

A. Vacancy announcements will be posted for all open positions. Internal posting will close in
10 days; after such time, staff will be considered in 7.2.6 E.

B. All consideration will be given to those who work primarily in the area to be hired, have
performed satisfactorily (effectively/collaboratively) in their current position, are in good
standing with attendance, and, if previous experience with the program, had satisfactory prior
performance.

C. First consideration will be given to those who currently work in the building.

D. Second consideration will be given to those who currently work in the Cape District.

E. Last consideration will be given to external candidates as well as anyone who did not meet
criteria of 7.2.6 A and 7.2.6 B.

F. All staff new to the program will be interviewed.

Employer-Initiated Changes in Assignment

A. Employer-initiated changes in assignment will only occur when change in program or
enrollment makes such a change necessary or when a human resources issue has been
identified. Prior to reassignment occurring, the building administrator will ask all staff (in
that category) working in the building/administrative unit if they are interested in the
available position. The staff member chosen to be reassigned will be solely at the discretion
of the administrator. The intent of reassignment is to do what is best for the education of
students. Reassignment will not be used as a form of retaliation. Employees involved in the
changes will be notified in writing when such decisions are made.

B. RIF Necessitated Changes: When reduction in force (RIF) causes reassignment/transfer of
remaining employees within a classification to become necessary, reassignment/transfer will
occur within that classification on a seniority basis for those employees who must be
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reassigned/transferred. The most senior employee who must be reassigned/transferred will
select from the open positions, the position he/she prefers. Remaining open positions shall be
offered to less senior employees progressively until all positions are filled.

. In cases where an inter-building transfer may be necessary for reasons other than reduction in
force, the person in the classification area where change in assignment is necessary with the
least District seniority will be the one selected for transfer, unless this would create a human
resources issue.

. Should an employee's assignment be one that needs additional training or State mandated
testing, the member will seek and accomplish the requirements in a timely and agreed upon
timeline not to exceed past the current school year.

. In the event an employee has been transferred at the initiation of the employer, because of
change in program or enrollment, and within a two (2) calendar-year period following the
transfer a vacancy for which the employee is qualified arises in the prior category at the prior
building of the employee, the employee may at his/her option, elect to be transferred to such
vacancy. This will be offered on a seniority basis among those similarly situated. A refusal of
an offer will forfeit rights to future openings. This right shall take precedence over other
transfer and posting rights addressed in this Agreement. In the event of a transfer from one
building to another building, the employee is responsible for filing a letter with Human
Resources expressing a desire to return to the previous building. Human Resources will
review these requests during annual staffing meetings with administrators.

Additional Training: In the event of a substantial change in the work assignment or
responsibilities of a ten-month employee, or in the event of an employer-initiated
reassignment/transfer of such an employee, when either occurs during the summer break, the
District shall make every effort to notify the employee of such change promptly after
decisions regarding the change are made.

. When a new building is opened, staffing of the building will be based on seniority according
to the RIF list.
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8.1

8.2

8.3

ARTICLE VIII
COMMUNICATIONS

The designated Association building representative of a respective building and an individual of his/her
choice and the appropriate building principal or transportation supervisor and an individual of his/her
choice will meet at mutually convenient times for the purpose of discussing the administration of this
contract and/or issues that affect building employees in this bargaining unit. By mutual agreement,
additional persons may be allowed to attend these meetings.

The Association president and an individual of his/her choice will meet with the Superintendent and an
individual of his/her choice at mutually convenient times for the purpose of discussing the
administration of this contract and/or issues that affect District employees in this bargaining unit. By
mutual agreement additional persons may be allowed to attend these meetings.

The Board of Education recognizes that participation of support staff in appropriate meetings (i.e. grade
level, building, and District) is in the best interest of the smooth operation of the school system. Support
staft shall be invited to participate in employment appropriate meetings and, whenever possible, meeting
schedules should coincide with staff members' ability to attend. It is also critical that highlights of such
meetings be shared with staff members who are unable to attend.
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9.1

9.2

9.3

ARTICLE IX
IN-SERVICE TRAINING AND EDUCATION

All employees will be afforded the opportunity for in-service training relative to their employment
during their regularly scheduled and paid work hours on such days as the District shall determine.

The Board and the CHSSA agree that all employees who have a new assignment/position need to
experience a smooth transition into their new positions and receive continued support throughout their
first few weeks of employment. This will be accomplished within the District by pairing a new
employee with a current employee (coach). The matching of coaches with the new employees is critical
to the success of the new employee and will be done by the employee's immediate supervisor. Ideally.
there will be a match between the-coach and new employee based on the fundamental considerations
listed below:

Building Assignment

Job Classification

Grade Level

Content Area/Responsibilities
Common Work Times

The assigned coach will work with the immediate supervisor to provide the assistance necessary for
success. Up to two (2) full days may be used to work with the coach at the beginning of the assignment.
The coach will be encouraged to:

* Form a new partnership with the new person

* Conference with the new employee

* Orient the new employee to the physical site(s)
» Discuss the building assignment

* Actas aresource person

* Model job expectations

* Assist in providing training

* Provide one-on-one assistance

No later than fifteen (15) days after hire. each new employee shall be provided with a package of
information outlining the benefits of employment with the District (i.e., fringe benefits), the rules and
regulations of the District as they apply to the employee, and such other information as the District may
deem appropriate so as to afford the new employee the opportunity to understand the various benefits
available and rules applicable. Such a package shall be given to the employee in a meeting called for
that purpose at which time an appropriate District Office employee with appropriate knowledge shall
discuss the contents with the new employee and attempt to answer questions the new employee may
have. Disputes arising over good faith errors or omissions on the part of the District in applying this
provision shall not be subject to the arbitration provision of the Grievance Procedure contained herein.
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10.1
10.2

10.3

10.4

10.5

10.6

10.7

10.8

10.9

ARTICLE X
LEAVES OF ABSENCES/HOLIDAYS/VACATIONS

Employees shall be entitled to sick leave and other leaves of absence as provided by state statute.

Employees shall be credited with the full number of sick days to which they are entitled for any given
school year on July 1 of that school year. Should an employee not work the full year yet has used a
larger proportionate share of the days so credited, appropriate deductions will be made from the
employee's final paycheck. In the event that the employee has left the District and has been overpaid due
to the front loading of sick days, the employee will reimburse the District by the end of the fiscal year.

The Board relies upon its employees to be present each work day. Regular work attendance is necessary
to adequately perform job responsibilities and is a component part of an overall satisfactory or better job
performance. Whenever an employee is going to be absent from work, the person's assigned supervisor
shall be notified prior to the employee's absence. Employees will use AESOP or current online leave
reporting system.

In emergency situations, the employee should notify his/her assigned supervisor prior to the start of
his/her scheduled work time and complete the required absence form upon his/her return. The
designated supervisor, or his/her designee, will call a substitute if a substitute is to be employed.

Employees in the bargaining unit shall be granted paid leave to appear for legal proceedings related to an
incident or crime that occurred on Cape Henlopen School District property or while on official duty
representing the Cape Henlopen School District or for other reasons directly related to employment with
the District and for which a subpoena has been issued for the employee's appearance as long as the
employee is not the defendant who is found guilty.

Leaves of absence for other reasons may be considered on an individual basis. Such leaves, when
granted, will be on the basis of an agreement between the Board and the individual employee, provided
such agreement is not inconsistent with the terms of this Agreement.

Employees on unpaid leaves of absence shall be able to continue to participate in Board sponsored group
benefit programs at their own expense, provided the company providing such benefits agrees.

At the end of an extended leave, the employee shall be assigned to the same or a similar position to the
one from which leave was granted. In no case may assignment be made so as to bring about a reduction
in salary experience credit or seniority accrued prior to such leave.

Any member of the Association who holds the office of president in the State or National Education
Association will be granted leaves without pay for the full term of his/her presidency.

Vacation and Holidays - 12-month employees

10.9.1 Only twelve (12) month support services personnel are eligible for paid vacation leave. These
full-time, twelve-month employees earn vacation accordingly:

Year of experience in the District Per Month Annually
0-4 1% 15
5-9 1% 18
10 and over 12/3 20

While vacation days are earned per month, the annual allotment is credited for use each July 1.
Persons entering upon duties on or before the 15" of a month will receive full vacation credit for
that month. Persons entering upon duties after the 15™ of a month will receive no credit for that
month.
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10.9.2

10.9.3

10.9.4

10.9.5

10.9.6

10.9.7

In the event that the employee has left the District and has been overpaid due to the front loading
of vacation, the employee will reimburse the District by the end of the fiscal year.

Support services personnel who receive vacation may carry over a maximum of forty-two (42)
days as provided by Delaware Law. The date for carry-over of vacation leave is July 1 of each
year. Therefore, anyone who has accrued more than forty two (42) days as of July I will lose the
days in excess of forty-two (42).

During the regular school year, a maximum of ten (10) consecutive days may be taken at one
time. The maximum number of days which can be taken during the regular school year is fifteen
(15), unless an exception is granted by the immediate supervisor. Employees are encouraged to
take days when school is not in session.

Within each work location, summer vacation requests shall be made by June 1 of each year. The
request of the employee shall be considered according to his/her system seniority in each work
location. Vacation requests made after June 1 shall be considered on a first come, first served
basis. All vacations are subject to approval by the Superintendent, or designee, who may delay or
modify the time taken based upon the operational needs of the District.

The employer agrees to make whole any employee who suffers proven financial (i.e.,
nonrefundable deposits) due to any change in approved vacation schedule made at the request of
the employer. The affected employee shall notify the Superintendent of such a situation within
twenty-four hours of his knowledge of the projected change and mutual agreement shall be
reached by the employer and employee as to the amount of the financial loss prior to the change
occurring.

Upon termination of employment for any reason including death of the employee, the employee
shall be paid in full for all accumulated vacation time as long as such payment is not inconsistent
with applicable state guidelines.

In addition to other leaves of absence and/or holidays currently provided through state law,
Board policy/directive, or this Agreement all 12 month employees covered by this Agreement
shall be given as paid holidays the same days as are given to teachers during the winter breaks.
Any holiday falling on a Saturday will be observed on the preceding Friday. Any holiday falling
on a Sunday will be observed on the following Monday.

10.10 When it is deemed necessary for the smooth operation of a school or program, substitutes for all
categories of employees may be hired, at any time during the year, to provide coverage when employees
are absent for any reason.

10.11

The Board realizes that under certain conditions, it may be necessary for an employee to terminate
his/her employment. In such cases, the employee is to give the Superintendent of Schools a minimum of
ten (10) work days written notice of resignation. All resignations should be in writing, addressed to the
Superintendent of Schools and are binding when approved by the Board. Personal business and sick
leave are not paid upon termination of employment. Employees who terminate their employment
without proper notice may become ineligible for reemployment consideration for a period of three (3)

years.

10.12 State Leaves of Absences see Appendix D.
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11.1

11.2

11.3

11.4

ARTICLE XI
GENERAL WORK RULES

Employees may be called to work on days when school is closed due to inclement weather to avoid
possible makeup days, except for 12-month employees, whose conditions during such times are
described below. Ten-month employees shall make up the days pursuant to the school calendar so annual
pay is not reduced, unless the day(s) is forgiven. Custodial crews will report when notified by the
Supervisor of Facilities or his/her designee. All other 12-month employees may be required to report for
work after parking areas and entrances are cleared and buildings are prepared for use. This is usually
after the first day of school closure. On any days when 12-month employees are not called to work, they
shall not suffer loss of pay resulting from such school closing. For those employees who are not able to
report for work when called, s’he may use personal leave, or vacation time to cover the absence.

When an impending weather-related emergency closes school early, all employees shall be released as
soon as practical after the students leave. If the Supervisor of Facilities or his designee determines a shift
will report, second-shift custodians will work an abbreviated shift. In impending weather emergencies,
custodians shall not suffer loss of pay during shortened work days.

On days school is delayed due to fog or other unforeseen condition, employees shall delay the start of
their day commensurate with the length of the delayed start of school except for chiefs and assistant
chief custodians or their designees who may be called to report on time. No employee shall lose pay or
make up time lost during delayed days.Members of this bargaining unit assigned to traffic management
duties shall be trained.

An employee shall not be required or expected to perform all of his/her daily services and all of those of
an absent employee when a substitute is not hired to cover the absence. If a substitute is not obtained on
the first day of absence, every effort will be made to secure one thereafter

All members of this bargaining unit shall have access to school District computers with internet/intranet
capabilities at their work site or appropriate location. Employees shall receive passwords, training, and
any other authorization and information necessary to operate the computers and access the internet.
Rules of the Acceptable Use Agreement signed by each employee shall be operative.
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ARTICLE XII
CUSTODIAN WORK RULES

12.1 The District will provide custodians with appropriate safety equipment when they are required to work

12.2

12.3

12.4
12.5

12.6

12.7

12.8

12.9

with hazardous materials or under hazardous conditions.

All custodians shall be scheduled for a duty-free lunch as close to the mid-point of their workday as
possible.

All custodians shall be scheduled for a break of at least 15 minutes, during the first and last 120 minute
work periods.

The workday for custodians shall be eight (8) hours inclusive of a 30 minute meal period.

The District shall provide training for each custodian and assistant chief custodian on the basic operation
and maintenance of HVAC systems in the employee's respective buildings, so as to enable each such
employee to properly attend to the HVAC when necessary due to the absence of the employee regularly
assigned to the boiler or due to emergency situations.

Custodial staff will not be required to report to work during a declared state of emergency. Employees
shall suffer no loss of pay in the event of a declared state of emergency resulting in the schools being
closed or in the event employees' hours are reduced due to other emergency closings. Any employee
who voluntarily works at the District's request during a declared state of emergency will be paid one and
one half (1.5) times regular pay or comp time as mutually agreed.

Custodians will clean areas behind the serving line in the cafeteria during the regular school day only
after the area is prepared for mopping.

The District shall provide communications devices with outside access for night shift custodians to
facilitate work and to use in case of emergencies.

Custodians called to a site for security/boiler checks outside the employee's work day will be paid a
minimum of (2) hours at the appropriate rate.

12.10 Shifts may be altered to accommodate operational needs and employee safety. When the weather/

emergency-related work is completed the custodians will be released from work without loss of pay if
time remains on their shift.

12.10.1 During inclement weather, when other 12-month employees are not required to work, custodians
that report to work will be paid one and one half (1.5) times regular pay.

12.11 Schedules for temporary coverage of custodial employees who are out on leave shall be offered on an

equitable and rotating basis, according to the District's RIF list. An equitable and rotating basis means
that the opportunity is first offered to the most senior employee. If they decline, it is offered to the
second most senior employee, and so on until the opportunity is accepted. The next opportunity will be
offered to the next most senior employee after the one who accepted the previous opportunity. If all
employees decline the opportunity, the District may hire a substitute, if one is available. If all employees
decline an opportunity, the next opportunity is first offered to the most senior employee and continues as
above.
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13.1

13.2

13.3

13.4

13.5

13.6

13.7

ARTICLE XIII
DISTRICT BUS DRIVER AND BUS MONITOR WORK RULES

The District Transportation Office shall maintain a written list of persons to call in case of emergency.
This list shall be distributed to all District drivers and bus monitors and shall be posted in all District
buses. The last name on such a list will be a 24-hour towing and mechanical service, which will only be
called after an attempt has been made to call all other names.

The District shall ensure that all buses are equipped and maintained at least to the minimum standards
required by law. Employees shall report all unsafe and hazardous conditions known to them to the
Transportation Office who shall investigate and evaluate the conditions and report his/her findings to the
reporting employee within three (3) working days.

No child shall be placed on a bus when it is known by the appropriate administrator or nurse that such
child is ill unless an attempt has been made to contact parent(s) and if a contact is made with the parents
or guardian(s), the child's parent(s) or guardian(s) are unable to transport the child.

Work Schedules

13.4.1 The District shall establish all routes two weeks prior to the opening of school. Driver seniority
(based on the District RIF list) will be taken into consideration for the route assignments.
Monitors will be assigned to routes by the District Transportation Office. Bus Drivers/Monitors
shall be paid for set- up time to establish and practice the route and one hour of phone calls. The
addition or deletion of students to or from a route may necessitate a change in hours for a
designed route.

13.4.2 Bus drivers and monitors shall be paid a minimum of six (6) hours a day.

13.4.3 All Bus Driver/Monitor duties performed during the course of a work week shall be considered
compensated work. This shall include bus washes (one per every two weeks), additional bus runs
(with or without students), meetings per 13.6, and time spent for mandatory drug testing. Should
the number of hours worked exceed thirty (30) per week, Bus Drivers and Monitors shall be paid
their hourly rate up until forty (40) hours at which time Article 20.8 shall apply.

13.4.4 Should a Driver's/Monitor's assigned route/job duties require less than thirty (30) hours in a
week, the District will be responsible for assigning other transportation duties such as bus
washes, inspections, or maintenance runs. No extra pay will be involved until an employee meets
the thirty (30) hours for such duties.

The District shall make every effort to maintain a substitute list for bus monitors. Maintenance of such a
list does not guarantee that a bus monitor will always be assigned to or available for a bus. The
Association is encouraged to provide the Office of Human Resources with ideas to assist in the
recruiting of substitute bus monitors.

In order to facilitate communication among employees and their supervisors in the Transportation
Department, the department shall conduct paid staff meetings three (3) times a year, up to two (2) hours
in length each to enable all parties to address matters of concern regarding department activities and
responsibilities. In addition, one (1) full day of mandatory training for District drivers and monitors will
be held at the start of the school year.

Transportation employees may be allowed to stop during a bus run for the purpose of using restroom
facilities and, except for emergency situations directly related to the employee's responsibilities with the
District, use of restroom facilities shall be the only reason for such a stop. Restroom stops may only be
made when no students are on the bus.
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13.8

13.9

13.10

In order to increase and maintain their bus driving experience, bus monitors with valid bus driver license
shall be given the opportunity to drive their regularly scheduled bus run once per month. The regular
driver will serve as bus monitor for this run. There will be no modification of salaries for this run.

When the District elects to use a person who they must pay for extra time to drive District buses for
maintenance or inspection purposes, or community runs, the District must give any eligible District
drivers and monitors the opportunity to drive these trips. District drivers and monitors shall be given the
opportunity to sign up for these trips at the beginning of each school year. A driver or monitor may
request to have his/her name added to or deleted from the list during the year. Three refusals will remove
the driver/monitor from the list. Drivers for these trips shall be selected, in a rotational order based on
seniority (based on the District's RIF list), from those District drivers or monitors who have requested
that his/her name be placed on the rotational list.

13.9.1 In the event the administrator-established driver for high school activities is not available, the
option shall be presented to a District driver based on seniority per the RIF list.

Cell phones or other electronic devices shall not be used for personal use by driver or monitor at any
time. If an emergency should arise and such a device is needed, either the monitor will make the call, or
it would be appropriate to pull the vehicle over or off the road for safety purposes.

13.11 All new monitors will be encouraged to obtain a CDL (with S endorsement).

13.12

In the event that no substitute is available for a driver, any monitor who serves as the substitute will be
compensated according to the driver salary schedule.
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14.1

14.2

14.3

14.4

14.5

ARTICLE XIV
ADMINISTRATIVE ASSISTANT WORK RULES

All provisions of this Agreement, except those provisions written to apply only to specific employee
categories other than Administrative Assistants, shall apply to Administrative Assistants. Unless
otherwise specified, reference to "Administrative Assistants" in this Agreement shall include all
categories of the secretarial work force except those positions identified as exempt.

An Administrative Assistant who is temporarily reassigned by action of the Board of Education to a
position having a higher rank than that regularly held by the temporarily reassigned Administrative
Assistant shall be paid the salary of the higher-ranking position for the entire period of such temporary
reassignment.

The workday for Administrative Assistants employed full-time shall be seven and one half (7 1/2) hours,
with two (2) 15-minute breaks. Lunch period is excluded from the seven and one half (7 1/2) hours.
Within reason, hours of work shall be established by one's immediate supervisor and may only be
modified by mutual agreement between employee and immediate supervisor.

All Administrative Assistants shall be entitled to a duty-free lunch period during the work day of at least
thirty (30) consecutive minutes duration. Administrative Assistants working in buildings without a
cafeteria shall receive a duty-free lunch period within the regular work day of at least sixty (60) minutes
duration unless a shorter term is mutually agreed between the employee and immediate supervisor.

Administrative Assistant Staffing and Pay Classification

14.5.1 All schools shall be staffed with at least one employee classified and paid as an Administrative
Assistant | (Secretary) and one as a Administrative Assistant II (Senior Secretary) with the
exception of the Sussex Consortium.

14.5.2 Administrative Assistant II (Senior Secretary) shall be defined as the one primary assistant to a
chief building administrator or program or District- wide program and/or District-wide program
administrator. Other administrative assistants to such professionals or programs shall hold the
title of Administrative Assistant I (Secretary) or Administrative Assistant II-(Senior Secretary) as
appropriate.

14.5.3 The following positions are exceptions to this definition:
A. All staff assigned to the financial office of Business Operations shall be classified and paid as
an Administrative Assistant II (Financial Secretary).
B. All staff assigned to the payroll department shall be classified and paid as an Administrative
Assistant I (Payroll Secretary).
C. Unless otherwise posted, all remaining District Office Administrative Assistants shall be
classified and paid as an Administrative Assistant II (Senior Secretary).

14.5.4 CHSD shall provide an annual supplement of 50% of the state stipend for training for each
category earned by a member of the bargaining unit - Professional Secretary Certificate,
Certified Secretary Certificate and Bachelor's Degree.
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15.1

15.2

15.3

15.4

15.5

ARTICLE XV
PARAEDUCATOR WORK RULES

The work year shall be as defined by the State for full-time Paraeducators, except for Bus Monitors,
whose conditions are governed by Article XI II. Required work days in excess of those set by the State,
shall be at the Paraeducator' s total per diem rate (See Appendix A). The work days within the year may
be arranged to correspond with the annual in-service schedule.

Work Hours:

Full-time Paraeducators work a minimum of seven and one half (7.5) hours per day, which includes a
thirty (30) minute duty-free lunch/time. Duty-free lunch/time shall be scheduled at a reasonable time.

In addition, Paraeducators will be required to attend one (1) monthly meeting (up to one (1) hour in
length) that will occur before or after school depending on the building where the paraeducator is
employed. A tentative schedule with dates for these meetings will be shared with the paraeducators at
the start of the school year.

The District shall not require Paraeducators to attend meetings other than these except in case of
emergency.

Paraeducators shall not substitute for teachers in classes other than those housed in the Paraeducator's
regularly assigned building. The parties give consideration to the ramifications such an assignment will
have on other tasks of a Paraeducator's job before substituting is assigned. The parties understand that
emergency situations arise when positions must be filled on a temporary basis. An emergency shall be
defined as an unforeseen circumstance for which the employment of a substitute could not have been
planned or executed. When substitution is necessary, Paraeducators will, to the greatest degree possible,
be assigned on a rotational basis within the building.
A. On each occurrence when a Paraeducator substitutes continuously and solely for a teacher for
three (3) hours or more they will be compensated forty dollars $40.
B. When a Paraeducator substitutes continuously and solely for six (6) hours or more they will be
compensated eighty dollars $80.
C. When a Paraeducator substitutes consistently for the same coach over a span of several days they
will be compensated at three (3) hours ($40 per week) up to six (6) hours ($80 per week).

Paraeducators who complete a qualified crisis intervention training program that is approved by the
District as a requirement of the job shall receive the same stipend paid to professionally certified
teachers during non-scheduled work hours.

A Paraeducator's scheduled salary amount shown on Appendix A including the state's stipend will be
increased for college credits by the following amounts:

$143 15 credits
$259 30 credits
$491 60 credits
$707 90 credits
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ARTICLE XVI

TECHNOLOGY TECHNICIAN, TECHNOLOGY SPECIALIST AND SYSTEMS SPECIALIST

16.1

16.2
16.3

16.4

16.5

16.6

WORK RULES

The workday for technology staff shall be eight (8) hours inclusive of a thirty (30) minute meal period
and two (2) fifteen (15) minute breaks.

Normal scheduled hours may be altered to accommodate operational needs and employee safety.

The District will provide technology staff with appropriate safety equipment when they are required to
work with hazardous materials or under hazardous conditions.

Technology staff will be assigned a primary building for support services. However, based on
operational needs, technology staff may be required to provide support at other District facilities.

Any employee who voluntarily works at the District's request during a declared state of emergency will

be paid one and one half (1.5) times regular pay or comp time as mutually agreed.

Technology staff called to a site or completing required maintenance/updates remotely outside of the
employee’s work day will be paid a minimum of two (2) hours at the appropriate rate.
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17.1

17.2

17.3

17.4

17.5

17.6

18.1

18.2

ARTICLE XVII
PERSONNEL FILE

Any employee may review with a representative of the Personnel Office the contents of his/her
personnel file with the exception of confidential reference forms and letters. Any such confidential
reference forms and letters that are not in the official personnel file and not made available for the
employee's perusal during review by the employee may not be used in any disciplinary proceeding,
including dismissal, against the employee. The employee shall make a request to the Personnel Office
two (2) working days prior to the review of the material. Such review will not normally be made more
than three (3) times during the school year and will be made during the regular and normal working
hours of the Personnel Office at a mutually agreed upon time.

No material derogatory to an employee's conduct, service, personality, or character shall be placed in the
employee's personnel file without the employee receiving a copy. Such material shall be forwarded to
the District central file within a period of one (1) year from the date of the memorandum. The employee
shall have the right to comment upon material filed and his/her comment shall be reviewed by the
Superintendent of Schools or his/her designee and attached to the file copy.

An employee shall be permitted to have non-confidential material in his/her file reproduced. Such
reproduction shall be done in the school District Office at the convenience of District Office staff and at
the expense of the individual employee except that the District will provide the first copy of requested
materials at no expense to the employee.

Files shall not be removed from the District Office building except by appropriate administrative
personnel.

A representative of the Association may, at the employee's request, accompany the employee and be
present during the employee's review of his/her file.

There shall not be established any separate personnel file other than the official one kept at the District
Office building.
ARTICLE XVIII
DUES DEDUCTION

The Board agrees to provide payroll deductions of membership dues for the Cape Henlopen Support
Staff Association, the Delaware State Education Association, and the National Education Association
and to transmit the monies there from to the Delaware State Education Association according to
established procedures of the Delaware State Treasurer, and the laws of the state of Delaware.

The Board also agrees to provide payroll deduction for other state and District approved programs.
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19.1

19.2

19.3

19.4

19.5

19.6

19.7

19.8

ARTICLE XIX
MISCELLANEOUS

If any provision of the Agreement or any application of this Agreement to any employee or groups of
employees is held to be contrary to law, then such provision or application shall not be deemed valid and
subsisting, except to the extent permitted by law: but all other provisions or applications shall continue
in full force and effect.

If any provisions or applications of this Agreement are deemed invalid by the above procedure, the
Association and the Board shall meet to discuss the altered portion of this agreement and upon mutual
agreement the altered portion of this Agreement may be re negotiated.

If an individual contract contains any language inconsistent with this Agreement. this Agreement-shall
be controlling of the inconsistent language.

The Board and the Association agree that all practices, procedures, and policies of the District shall
clearly exemplify that there shall be no discrimination in the hiring, training, assignment, promotion,
transfer, evaluation, or discipline of employees or in the application or administration of this Agreement
on the basis of race, creed, color. religion. national origin, sex, marital status, domicile (except at time of
original hire), or age.

Unless otherwise provided in this agreement, nothing contained herein shall be interpreted and/or
implied so as to eliminate, reduce, or otherwise detract from any employee benefit existing prior to its
effective date.

Electronic copies of this ratified agreement will be sent to all employees and will be added to the District
website for employee access.

The CHSSA Executive Committee will meet with the Superintendent and/or his/her designee(s) at
mutually convenient times in order to discuss the administration of any negotiated contract and issues
that affect a large number of Support Staff.

A professional development plan will be developed for all support staff groups with input from the
Association.
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20.1

20.2

ARTICLE XX
SALARIES AND BENEFITS

Employees who are entitled to be paid state salaries and/or benefits under Delaware Law shall be paid
the full amount of such salaries and/or benefits, in addition to any salaries and/or benefits paid by the
District. All increases in state salary schedules and schooling supplements, state bonuses, and state cost

of living adjustments shall be passed on to all employees unless contrary to law.

Employees shall be paid local salaries and/or salary supplements pursuant to the attached Appendix A.
The Board agrees to provide a local salary supplement to all members of this bargaining unit for Fiscal
Year 2026 as listed below. Subsequent years will be available on the Cape Henlopen School District

website.
State Title District Title
Custodian Custodian
Assistant Chief Fireman
Skilled Craftsmen Technology Technician
Skilled Craftsmen Technology Specialist
Skilled Craftsmen Technology Systems Specialist
Skilled Craftsmen Electrician/plumber
Skilled Craftsmen Maintenance Mechanic

Administrative Assistant I~ Secretary

Administrative Assistant I Senior Secretary
Administrative Assistant I Department Financial Secretary
Administrative Assistant [ Business

Administrative Assistant I Payroll Financial Secretary

Non-Instructional Para Service Aide

Instructional Para Instructional Para

Instructional Para Job Coach

Instructional Para Behavior Manager, Computer Lab Manager, Library Manager
Bus Driver Bus Driver

Bus Aide Bus Monitor

For Fiscal Years 2027 and 2028
e Annual local salary schedule increases will be equivalent to 2%

For Fiscal Years 2029 and 2030

e Annual local salary schedule increases will be equivalent to the percentage increase in the
District Assessed Value, with a minimum of 2% and not to exceed 3%

Year 1
(FY2026)

$5,000
$7,500
$5,000
$7,500

$10,000

$7,500
$5,000
$5,000
$6,000
$8,000
$9,000

$10,000

$2,500
$5,000
$5,000
$7,500
$5,000
$5,000

20.2.1 Employees shall be placed on the proper step of the appropriate schedule with credit given for

experience consistent with state and local guidelines.

20.2.2 The schedules set forth in Appendix A (District Bus Drivers and Bus Monitors) shall apply
during all hours worked by the District Bus drivers and bus monitors for Consortium field trips,

extra runs, and lay-overs.

20.2.3 A custodian working a shift commencing after 12:59 pm shall receive a $0.45 per hour for all
hours worked and shall be calculated on the employee's base pay for overtime purposes. Any
custodian who, on a temporary basis, works other than the day shift shall receive the same hourly

increase in pay for the non-day shift hours worked.
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20.3

20.4

20.5

20.6
20.7

20.2.4 Technology employees will receive additional stipends in the same amounts as those paid to
secretarial employees (§1309 of Delaware Code) based upon training, college credits, clock
hours, and certificates, the value for which is as follows:

Professional Level 1 = 60 hours $662
Certified Level 2 = Associate Degree + 5 years successful experience $991
Bachelor's Degree = $1320

20.2.5 All full-time employees will receive, in addition to all other compensation, beginning the fiscal
year after the employee's 10" year of service to the Cape Henlopen School District:

After Year 10 a $200.00 stipend to the employee's salary
After Year 15 this stipend will increase to $500.00
After Year 20 this stipend will be increased to $1000.00

The District shall provide the following fringe benefits for employees in the bargaining unit who work a
minimum of twenty (20) hours per week.

20.3.1 A twenty-five thousand dollar ($25,000) Group Life Insurance Policy with accidental death and
dismemberment provisions.

20.3.2 The Board agrees to provide funding for members of the bargaining unit for payment toward the
approved state medical/health, dental and/or vision plan coverage up to a maximum of $180 per
month for the life of this contract.

A. The Board will not provide the State-supported premium cost for an employee who is
ineligible for coverage as defined by the State of Delaware. An employee who is otherwise
eligible for a District contribution may not receive a cash equivalent of the contribution in
lieu of the coverage itself.

B. Part-time employees working a minimum of 18.75 hours per week will be eligible for this
benefit as long as they pay for the state share of the benefits.

20.3.3. For the life of the contract, beginning in July of each calendar year, the District will pay into the
Delaware State Flexible Spending Account five hundred ($500) dollars on behalf of each
member who properly enrolls. The plan will be administered pursuant to applicable procedures,
laws, and regulations. In lieu of participation in the Delaware State Flexible Spending Account,
an employee may elect to receive a taxable payment of three hundred fifty ($350) dollars to be
distributed in paychecks throughout the year. From January 1, 2010 and thereafter, the amount
available to each full-time or prorated bargaining unit member shall be equal to that received by
bargaining unit members represented by CHEA or five hundred ($500) dollars, whichever is
greater.

The District will make the same maximum monthly contribution toward such a plan as the District does
in the CHEA-CHSD contract.

The District shall pay the full cost of annual physical examinations for employees required to hold a bus
driver's license. The District may designate the physician or physicians approved for conducting such
physicals.

The District shall reimburse employees at the state of Delaware rate for all miles driven in personal cars
on District business, which is required and approved by the District. All reimbursements for such travel
shall be in accordance with Board Policy.

All full-time employees shall be scheduled for a duty-free lunch/time period.

Overtime
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20.7.1

20.7.2

20.7.3

20.7.4

20.7.5

20.7.6

For purposes of pay, overtime shall be defined as time worked by an employee in excess of' forty
(40) hours per week.

An employee shall be paid for all hours s/he works beyond his/her regularly scheduled work
week upon prior approval. Pay shall be at the employee's regular hourly rate. Any employee
working over forty (40) hours per week shall be paid at the rate of one and one-half (1.5) times
their regular rate of pay for overtime worked on Monday through Saturday, unless such a day is a
legal holiday, and at the rate of two (2.0) times their regular rate of pay for overtime worked on
Sundays or legal holidays. By mutual agreement, comp time may be substituted for pay at the
straight time, one and one-half (1.5), or two (2.0) times their regular rate, respectively.

District will make every effort to include pay for overtime worked during a given pay period in
the check received immediately following the pay period in which the work was performed.

In the event employees in the bargaining unit are hired by the District for extra-duty or coaching
positions, the pay and conditions shall be as set forth in the contract between the School District
and the Cape Henlopen Education Association. Such work shall not be considered overtime for
purposes of applying this Agreement.

For purposes of assigning overtime, overtime shall be defined as time worked by an employee in
excess of the employee's regularly assigned hours per week.

Overtime work shall be assigned to employees within the classification of the work to be
performed, by building, according to rotational seniority, based on the District's RIF list: that is,
at the beginning of each fiscal year, such work will first be offered to the most senior employee
in the classification in the building. Subsequent overtime shall then be offered to progressively
less senior employees until the entire list of employees in the classification in the building has
been exhausted, at which time the process shall be repeated. If the overtime work has been
offered to all such employees and all such employees have refused, the District may then require
the least senior such employee to perform the work. Each time this situation occurs the next most
senior employees on the list will be required to perform the work. This reverse seniority
assignment of involuntary ovel lime shall be done on a continuous basis, not on an annual basis.
In case of emergency or if special skills are needed, this rotational schedule shall not apply.

A. For purposes of applying 20:8.6 to custodians. the following building combinations shall be
considered as one building:

1. Fred Thomas Building, Lewes Elementary School

B. For the purpose of applying 20:8.6 to District bus drivers and bus monitors, only extra trips
which are connected with the District shall apply. Drivers and bus monitors shall be
considered in the same classification for purposes of overtime. District drivers and monitors
will be used for all extra trips connected with the District

C. The assignment rules in 20:8.6 would not apply when a particular employee needs a short
period of time (e.g., 1-2 hours) to complete a task begun by that employee during the regular
workday, such completion as must occur prior to the next regular workday. In such cases,
compensatory time would be earned by the employee

20.8 The District will reimburse employees for tuition for college level courses approved by the District and
related to the employee's duties with the District. The following rules shall apply to this program:

20.8.1

20.8.2

All courses must have prior approval of the District. Prior approval can only be granted through
the proper processing of a "Credit for Professional Activities Prior Approval Form" available in
each school office.

The maximum individual reimbursement shall be limited to the undergraduate per-credit hour
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20.8.3

20.8.4

20.8.5

tuition charge made by the University of Delaware. The District will only reimburse for tuition.

During any fiscal year an employee shall be reimbursed for no more than the equivalent cost of
three undergraduate credits taken at the University of Delaware.

Reimbursement will be contingent upon the employee submitting a personal reimbursement
form, an official transcript of work successfully completed, and a properly documented receipt
from the college or university showing that the fee has been paid.

The District shall annually budget ten thousand ($10,000) dollars for the purpose of reimbursing
employees for tuition. Courses will be reimbursed by dividing three thousand ($5,000) dollars by
the number of applicants in the fall and spring semesters and distributing said amount to each,
subject to a maximum of the tuition for said course at the University of Delaware rate.

35



21.1

21.2

213

214

ARTICLE XXI
EMPLOYEE EVALUATION

All employees shall be evaluated a minimum of once per contract year maximum of three per contract
year on an instrument developed mutually between the CHSD and the CHSSA.

The annual evaluation will be the summary of the employee's job performance as evidenced through
direct observation or reliable documentation by the employee's supervisor.

The evaluation shall be a fair and accurate assessment of the employee's performance. It may also
include suggestions for improved performance. The employee may attach a response to the annual
evaluation which will be attached to the form. The employee may ask for a conference with the
evaluator after receiving the evaluation.

In cases of an overall unsatisfactory evaluation, the employee and supervisor shall jointly create a

targeted, specific, and achievable improvement plan for areas of documented deficiency. The timeframe

for completion of the improvement plan shall be appropriate to achieve satisfactory performance. The
supervisor has the final say as to targets and timelines only if a plan cannot be jointly agreed to.
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ARTICLE XXII DURATION

This agreement shall be effective as of July 1, 2025 and shall continue in full force and effect until a successor
is ratified and signed by the parties.

In Witness Whereof, the parties hereto have caused this Agreement to be signed by their respective
representatives on this 5th day of June, 2025.

Cape Henlopen Support Staff Association Cape Henlopen School District
By: By:

Date: Date:

By: By:

Date: Date:
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APPENDIX A: FISCAL YEAR 2026 LOCAL SALARY SCHEDULE

CUSTODIAN
ExPERIENCE | STEP | ORI | CRSIRR | UG | Sl
CHIEF MECHANIC CRAFTSPERSON
YEARS | STEP (GRADE 10) |  (GRADE 30C) (GRADE 30D)
0 1 11850 15066 17541 20041
1 2 12097 15350 17842 20342
2 3 12361 15638 18689 21189
3 4 12633 15945 18465 20965
4 5 12919 16257 18789 21289
5 6 13212 16588 19119 21619
6 7 13516 16930 19460 21960
7 8 13836 17287 19805 22305
8 9 14173 18041 20160 22660
9 10 14514 18042 20532 23032
10 11 14876 18442 20906 23406
11 12 15247 18856 21287 23787
12 13 15636 19288 21680 24180
13 14 16040 19738 22086 24586
14 15 16459 20206 22502 25002
15 16 16896 20692 22922 25422
16 17 17352 21198 23358 25858
17 18 17825 21725 23802 26302
18 19 18312 22272 24261 26761
19 20 18824 22842 24728 27228
20 21 19360 23434 25208 27708
21 22 19910 24048 25993 28493
22 23 19910 24048 25993 28493
23 24 19910 24048 25993 28493
24 25 19910 24048 25993 28493
25 26 19910 24048 25993 28493
26 27 20208 24048 25993 28493
27 28 20208 24379 26413 28913
28 29 20208 24379 26413 28913
29 30 20208 24379 26413 28913
30 31 20208 24379 26413 28913

** Night Custodians receive additional stipend for 2nd Shift - $939.60
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APPENDIX A: FISCAL YEAR 2026 LOCAL SALARY SCHEDULE

DISTRICT BUS DRIVER AND BUS MONITOR

EXPERIENCE | STEP BUS DRIVER BUS MONITOR
YEARS STEP | LOCAL HOURLY | LOCAL HOURLY
0 1 4.85 4.85
1 2 5.15 4.85
2 3 5.43 4.85
3 4 5.73 4.85
4 5 6.03 4.85
> 6 6.31 4.85
6 7 6.61 4.85
7 8 6.89 4.85
8 9 7.19 4.85
9 10 7.49 4.85
10 11 7.77 4.85
1 12 8.07 4.85
12 13 8.37 4.85
13 14 8.66 4.85
14 15 8.96 4.85
15 16 9.24 4.85
16 17 9.54 4.85
17 18 9.84 4.85
18 19 10.12 4.85
19 20 10.42 4.85
20 21 10.72 4.85
21 22 11.01 4.85
22 23 11.01 4.85
23 24 11.01 4.85
24 25 11.01 4.85
25 26 11.01 4.85
26 27 11.01 6.28
27 28 11.18 6.28
28 29 11.18 6.28
29 30 11.18 6.28
30 31 11.18 6.28
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APPENDIX A: FISCAL YEAR 2026 LOCAL SALARY SCHEDULE

ADMINISTRATIVE ASSISTANT

EXP | STEP ADMIN ADMIN ADMIN ADMIN ADMIN
ASSISTANT I | ASSISTANT II | ASSISTANT I | ASSISTANT II | ASSISTANT II
(GRADE 10A) | (GRADE 20) | (GRADE 20A) | (GRADE 20B) | (GRADE 20C)
SECRETARY SENIOR DEPT BUSINESS PAYROLL
SECRETARY | FINANCIAL OFFICE FINANCIAL
SECRETARY | FINANCIAL | SECRETARY
YRS | STEP SECRETARY
0 1 13790 15373 17962 18962 19962
1 2 14022 15628 18229 19229 20229
2 3 14262 15883 18502 19502 20502
3 4 14505 16147 18786 19786 20786
4 5 14757 16418 19074 20074 21074
5 6 15020 16697 19378 20378 21378
6 7 15289 16989 19683 20683 21683
7 8 15563 17281 20003 21003 22003
8 9 15849 17589 20330 21330 22330
9 10 16139 17902 20667 21667 22667
10 11 16440 18230 21093 22093 23093
11 12 16752 18564 21372 22372 23372
12 13 17070 18905 21741 22741 23741
13 14 17404 19261 22123 23123 24123
14 15 17743 19626 22516 23516 24516
15 16 18092 20004 22916 23916 24916
16 17 18452 20391 23330 24330 25330
17 18 18822 20794 23757 24757 25757
18 19 19206 21202 24199 25199 26199
19 20 19599 21625 24652 25652 26652
20 21 20004 22063 25121 26121 27121
21 22 20421 22512 25602 26602 27602
22 23 20421 22512 25602 26602 27602
23 24 20421 22512 25602 26602 27602
24 25 20421 22512 25602 26602 27602
25 26 20421 22512 25602 26602 27602
26 27 20421 22512 25602 26602 27602
27 28 20730 22843 25954 26954 27954
28 29 20730 22843 25954 26954 27954
29 30 20730 22843 25954 26954 27954
30 31 20730 22843 25954 26954 27954
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APPENDIX A: FISCAL YEAR 2026 LOCAL SALARY SCHEDULE

PARAEDUCATOR
EXPERIENCE | STEP | SERVICE | PARAEDUCATOR | PARAEDUCATOR PARAEDUCATOR —
AIDE - — JOB COACH BEHAVIOR MANAGER,
INSTRUCTIONAL COMPUTER LAB
MANAGER, LIBRARY
VEARS grpp | 7-5 HOURS 7.5 HOURS 7.5 HOURS yﬁggggg

0 1 2771 7053 9598 12098
1 2 2771 7097 9702 12202
2 3 2771 7137 9802 12302
3 4 2771 7178 9905 12405
4 5 2771 7219 10001 12501
5 6 2771 7260 10105 12605
6 7 2771 7304 10206 12706
7 8 2771 7346 10307 12807
8 9 2771 7387 10408 12908
9 10 2771 7427 10507 13007
10 11 2771 7468 10610 13110
11 12 2771 7509 10710 13210
12 13 2771 7547 10804 13304
13 14 2771 7584 10893 13393
14 15 2771 7623 10987 13487
15 16 2771 7661 11077 13577
16 17 2771 7698 11170 13670
17 18 2771 7737 11260 13760
18 19 2771 7776 11356 13856
19 20 2771 7813 11447 13947
20 21 2771 7853 11538 14038
21 22 2771 7889 11629 14129
22 23 2771 7929 11722 14222
23 24 2771 7971 11826 14326
24 25 2771 8014 11933 14433
25 26 2771 8059 12046 14546
26 27 2771 8059 12046 14546
27 28 2771 8114 12181 14681
28 29 2771 8114 12181 14681
29 30 2771 8114 12181 14681
30 31 2771 8114 12181 14681

NOTE: A Paraprofessional's local scheduled salary amount shown above will be increased as follows:

$143
$259

15 Credits
30 Credits

$491 60 Credits
$707 90 Credits
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APPENDIX A: FISCAL YEAR 2026 LOCAL SALARY SCHEDULE

TECHNOLOGY
EXPERIENCE | STEp | TECHNOLOGY | TECHNOLOGY TECHNOLOGY
TECHNICIAN SPECIALIST SYSTEMS
(GRADE 30) (GRADE 30A) SPECIALIST
(GRADE 30B)
YEARS STEP

0 1 19233 21733 26768
1 2 19441 21941 27294
2 3 19643 22143 27819
3 4 20051 22551 28343
4 5 20349 22849 28870
5 6 20824 23324 29392
6 7 21303 23803 29919
7 8 21784 24284 30665
8 9 22677 25177 31644
9 10 23575 26075 32631
10 11 24469 26969 33750
11 12 24469 26969 34876
12 13 24469 26969 36001
13 14 24469 26969 29127
14 15 24469 26969 38670
15 16 25923 28423 39721
16 17 25923 28423 39983
17 18 25923 28423 39983
18 19 25923 28423 39983
19 20 25923 28423 39983
20 21 25923 28423 39983
21 22 25923 28423 39983
22 23 25923 28423 39983
23 24 25923 28423 39983
24 25 25923 28423 39983
25 26 26945 29445 41291
26 27 26945 29445 41291
27 28 28216 30716 43048
28 29 28680 31180 43048
29 30 28680 31180 43048
30 31 28680 31180 43048
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APPENDIX: B
BINDING ARBITRATION LAW

§ 4013. Collective bargaining agreements

(c) The public school employer and the exclusive bargaining representative shall negotiate written grievance
procedures by means of which bargaining unit employees, through their collective bargaining representatives,
may appeal the interpretation or application of any term or terms of an existing collective bargaining
agreement; such grievance procedures shall be included in any agreement entered into between the public
school employer and the exclusive bargaining representative.

(1) A provision to limit binding arbitration to claims that the terms of the collective bargaining agreement
have been violated, misinterpreted or misapplied,

2) A provision to prohibit claims relating to the following matters from being processed through binding
arbitration:

a. Dismissal or nonrenewal of employees covered by Chapter 14 of this title;

b. Dismissal or nonrenewal of employees not covered by Chapter 14 of this title unless the controlling
collective bargaining agreement provides that such matters are subject to binding arbitration; c¢. Delaware
law;

d.Rules and regulations of the Delaware Department of Education or State Board of Education;

e. The content of or conclusions reached in employee observations and evaluations unless the controlling
collective bargaining agreement for employees not covered by Chapter 14 of this title provides that such
matters are subject to binding arbitration; f. Federal law;

g. Rules and regulations of the United States Department of Education;
h. Policies of the local school board; and
i. Matters beyond the scope of the public school employer's authority;

3) A provision to select arbitrators by lottery from a panel of qualified arbitrators designated by the
Public Employment Relations Board. In designating the panel, the Public Employment Relations Board shall
prefer former judges who served on a Delaware constitutional court or on the United States District Court for
the District of Delaware, and shall supplement the panel by adding qualified labor arbitrators;

(4) A provision to empower the Public Employment Relations Board to administer arbitrations pursuant to
regulations adopted by the Public Employment Relations Board;

(5) A provision to require that disputes relating to whether a matter is arbitrable be ruled upon by the
arbitrator prior to hearing the merits of the dispute, and, if the arbitrator determines that the dispute is
arbitrable, a provision to require that the same arbitrator schedule a second hearing to hear the merits of the
dispute;

(6) A provision to assess against the losing party the arbitrator's fees and expenses incurred in determining
whether a dispute is arbitrable; and

(7) A provision to require that the arbitrator's fees and expenses incurred in deciding the merits of a
dispute be evenly divided between the parties.
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APPENDIX: C

GRIEVANCE AND COMPLAINT FORMS

A "grievance" is a claim by an employee(s) or by the Association that there has been a violation,
misinterpretation, inequitable application, or misapplication of the terms of the CHSSA Agreement.

To file a grievance complete the appropriate form below.
The five (5) levels include:

1. Notification of alleged grievance

2. Submission or appeal of grievance to the Superintendent or designee
3. Mediation

4. Submission or appeal of grievance to the CHSD Board of Education
5. Arbitration

Complaints involve subjects or issues not specified in the collective bargaining agreement or in Board Policies
116,316,416 or 516. A "complaint" is a claim by an employee(s) or by the Association that there has been a
violation, misinterpretation, inequitable application, or misapplication of School Board Policy.

To submit a complaint, complete the appropriate form below.

The three (3) levels include:

1. Notification of Complaint
2. Appeal to Superintendent
3. Appeal to Board
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LEVEL 1
NOTIFICATION OF ALLEGED GRIEVANCE
(Skip Level 1 for Class Action Grievances)

Contract The grievant will bring the alleged grievance in writing to the employee’s immediate supervisor.

Article 3.23 A "grievance" is a claim by an employee(s) or by the Association that there has been a violation,
misinterpretation, inequitable application, or misapplication of the terms of the CHEA or CHSSA
Agreement.

NAME OF GRIEVANT/ASSOCIATION OFFICIAL/CONTACT PERSON:
BUILDING/SITE:

POSITION/ASSIGNMENT:

DATE OF OCCURRENCE GIVING RISE TO GRIEVANCE:

NATURE OF OCCURRENCE GIVING RISE TO GRIEVANCE:

LIST CONTRACT ARTICLE(S) AT ISSUE:

REMEDY SOUGHT:

SIGNATURE OF GRIEVANT/ASSOCIATION OFFICIAL/CONTACT PERSON:

DATE OF SUBMISSION OF THIS NOTIFICATION TO THE SUPERVISOR:

LEVEL 1 RESPONSE/DECISION OF SUPERVISOR: (The response shall reference each specific Contract Article listed
above, as well as the remedy sought, and should indicate if the Supervisor accepts or rejects each.)

Signature of Supervisor: Date of Response:

FAXED OR ELECTRONICALLY TRANSMITTED DOCUMENTS ARE CONSIDERED SERVED ON THE TIME AND DATE RECORDED

45



LEVEL 2

SUBMISSION OR APPEAL OF GRIEVANCE TO THE SUPERINTENDENT OR DESIGNEE

(Class Action Grievances Begin at Level 2)

Contract

324 If the grievant is not satisfied with the disposition of his/her problem through Level 1 of
Article 3.

the process, the claim shall be submitted/appealed as a grievance to the Superintendent or

designee.

NAME OF GRIEVANT/ASSOCIATION OFFICIAL/CONTACT PERSON:
BUILDING/SITE:

POSITION/ASSIGNMENT:

IF THE GRIEVANT COMMENCES WITH THE SUPERINTENDENT, INCLUDE THE NATURE OF THE
OCCURRENCE GIVING RISE TO THE GRIEVANCE & INCLUDE THE CONTRACT ARTICLE(S) AT ISSUE:

THE REMEDY SOUGHT:

IF THE GRIEVANT HAS COMPLETED LEVEL 1, ATTACH THE LEVEL 1 GRIEVANCE FORM.
INCLUDE DATE OF LEVEL 1 MEETING:

THE REASON(S) FOR DISSATISFACTION WITH THE RESULTS OF LEVEL 1:

DATE RECEIVED BY THE SUPERINTENDENT OR DESIGNEE:
DATE OF HEARING:

LEVEL 2 RESPONSE/DECISION OF SUPERINTENDENT OR DESIGNEE: (The response shall reference each specific
Contract Article listed above, as well as the remedy sought, and should indicate if the Superintendent or Designee accepts or
rejects each.)

Signature of Superintendent or Designee: Date of Response:
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LEVEL 3
MEDIATION

Contract

If the grievant is not satisfied with the decision at Level Two or no response has been
Article 3.25

rendered, the matter may be submitted/appealed to Grievance Mediation

NAME OF GRIEVANT/ASSOCIATION OFFICIAL/CONTACT PERSON:
BUILDING/SITE:

POSITION/ASSIGNMENT:

DATE OF MEDIATION DECISION:

DATE SUBMITTED/APPEALED TO THE BOARD:

IF THE GRIEVANT HAS COMPLETED LEVEL 1 and/or LEVEL 2, ATTACH THE GRIEVANCE
FORM(S). THE REASON(S) FOR DISSATISFACTION WITH THE RESULTS OF LEVEL 2:

DATE RECEIVED BY MEDIATOR (FMCS - Federal Mediation and Conciliation Service):

DATE OF MEDIATION:

LEVEL 3 RESPONSE/RECOMMENDATION OF THE FMCS : (The response shall reference each specific Contract
Article listed above, as well as the remedy sought, and should indicate if the Mediator accepts or rejects each.)

Signature of Mediator or Designee: Date of Response:
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LEVEL 4

SUBMISSION OR APPEAL OF GRIEVANCE TO THE CHSD BOARD OF EDUCATION

Contract
Article 3.26

If no resolution results from Grievance Mediation at Level 3, the matter may be
submitted/appealed by the Association to the Board of Education.

NAME OF GRIEVANT/ASSOCIATION OFFICIAL/CONTACT PERSON:
BUILDING/SITE:

POSITION/ASSIGNMENT:

ATTACH ALL GRIEVANCE FORMS FROM LEVELS 1-3

THE REASON(S) FOR DISSATISFACTION WITH THE RESULTS OF LEVEL 3:

DATE RECEIVED BY THE BOARD PRESIDENT OR DESIGNEE:
DATE OF HEARING:

LEVEL 4 RESPONSE/DECISION OF THE CHSD BOARD: (The response shall reference each specific Contract Article
listed above, as well as the remedy sought, and should indicate if the Board accepts or rejects each).

Signature of Board President or Designee: Date of Response:
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LEVEL 5
ARBITRATION

Contract
Article 3.27

A grievance that is not resolved to the satisfaction of the grievant at Level 4 may be submitted to an arbitrator.
Upon notification of the Board by the Association, said arbitrator shall be appointed by mutual agreement by
the parties to this Agreement or, if unable to agree, shall be appointed by the Delaware Public Employee
Relations Board under its selection process. The arbitrator appointed under the PERB process shall promptly
convene a hearing at the parties’ convenience. Conduct of the hearing shall be pursuant to the rules of the
PERB.

NAME OF GRIEVANT/ASSOCIATION OFFICIAL/CONTACT PERSON:
BUILDING/SITE:

POSITION/ASSIGNMENT:

ATTACH ALL GRIEVANCE FORMS FROM LEVELS 1-4

THE REASON(S) FOR DISSATISFACTION WITH THE RESULTS OF LEVEL 4:

The arbitrator’s ruling shall be final and binding except as noted below:

Dismissal or nonrenewal of employees covered by Chapter 14 of this title

Delaware law

Rules and regulations of the Delaware Department of Education or State Board of Education
The content of or conclusions reached in employee observations and evaluations

Federal Law

Rules and regulations of the United States Department of Education

Policies of the local school Board

Matters beyond the scope of the public school employer’s authority

DATE SUBMITTED FOR ARBITRATION:
DATE OF HEARING:

LEVEL 5 RESPONSE/DECISION OF THE ARBITRATOR: (Attach Arbitrator’s Ruling)

Original Copies with original signatures to be maintained by the grievant.

DATE RESPONSE RECEIVED:

Signature of Board Representative or Designee:
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LEVEL 1
Notification of Complaint

BOARD POLICY

326/426/526 The complainant will bring the alleged complaint in writing to the employee’s immediate supervisor.

NAME OF COMPLAINANT or CONTACT PERSON:
BUILDINGY/SITE:
POSITION:

DATE OF OCCURENCE GIVING RISE TO THE COMPLAINT:
NATURE OF THE COMPLAINT:

LIST THE BOARD POLICY AT ISSUE:

REMEDY SOUGHT:

DATE OF SUBMISSION OF THIS NOTIFICATION TO THE SUPERVISOR:

LEVEL 1 RESPONSE/DECISION OF SUPERVISOR: (The response shall reference each specific Board Policy listed
above, as well as the remedy sought, and should indicate if the Supervisor accepts or rejects each)

Signature of Supervisor: Date of Response:

Complaints involve subjects or issues not specified in the collective bargaining agreement or in Policies 116, 316, 416 or

516. A "complaint" is a claim by an employee(s) or by the Association that there has been a violation,
misinterpretation, inequitable application, or misapplication of School Board Policy.
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LEVEL 2
Appeal to Superintendent

BOARD POLICY

Submission or Appeal of Complaint to the Superintendent or Designee
326/426/526

NAME OF COMPLAINANT or CONTACT PERSON:

BUILDING/SITE:

POSITION:

INCLUDE DATE OF LEVEL 1 MEETING:

ATTACH DOCUMENTS FROM LEVEL 1 TO THIS FORM

THE REASON(S) FOR DISSATISFACTION WITH THE RESULTS OF LEVEL 1:

DATE RECEIVED BY THE SUPERINTENDENT OR DESIGNEE:

LEVEL 2 RESPONSE/DECISION OF SUPERINTENDENT OR DESIGNEE: (The response shall reference each specific
Board Policy listed in Level 1, as well as the remedy sought, and should indicate if the Superintendent or Designee accepts or
rejects each)

Signature of Superintendent or Designee: Date of Response:
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LEVEL 3
Appeal to Board

BOARD POLICY
326/426/526

Submission or Appeal of Complaint to the CHSD Board of Education

NAME OF COMPLAINANT or CONTACT PERSON:

BUILDINGY/SITE:

POSITION:

ATTACH ALL DOCUMENTS FROM LEVELS 1-2

THE REASON(S) FOR DISSATISFACTION WITH THE RESULTS OF LEVEL 2:

DATE RECEIVED BY THE BOARD OR DESIGNEE:

LEVEL 3 RESPONSE/DECISION OF THE BOARD: (The response shall reference each specific Board Policy listed in
level 1, as well as the remedy sought, and should indicate if the Board accepts or rejects each)

Signature of Board President or Designee: Date of Response:
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APPENDIX D

STATE LEAVES OF ABSENCES

§ 1318. Sick leave and absences for other reasons; accumulation of annual leave.

(a) Teachers and other school employees shall be allowed 10 days of sick leave per year with full pay; those teachers
and other school employees employed 11 months a year shall be allowed 11 days of sick leave per year with full pay;
and those teachers and other school employees employed 12 months a year shall be allowed 12 days of sick leave
per year with full pay. Any unused days of such leave shall be accumulated to the employee’s credit without limit.

(b) (1) In the case of a death in the immediate family of the employee, there shall be no reduction of salary of said
employee for an absence not to exceed 5 working days.

(2) For purposes of this section, “immediate family” means any of the following:

a. The employee’s spouse or domestic partner.

b. The employee’s parent, stepparent, or child.

c. The parent, stepparent, or child of the employee’s spouse or domestic partner.

d. The employee’s grandparent or grandchild.

e. The employee’s sibling.

f. The spouse of the employee’s child.

g. A relative who resides in the employee’s household.

h. A minor child for whom the employee has assumed and carried out parental responsibilities.
(3) This absence shall be in addition to other leaves granted the employee.

(c) (1) In the case of a serious iliness of a member of the employee’s immediate family that requires the employee’s
personal attention, an employee may use accrued sick leave.

(2) An employee who needs sick leave under this subsection shall inform that employee’s own immediate
supervisor of the fact and reason in advance, when possible, or otherwise before the expiration of the first hour of
absence or as soon thereafter as practicable.

(3) The failure of an employee to comply with paragraph (c)(2) of this section may be cause for denial of pay for the
period of absence.

(4) Before approving pay for sick leave, the supervisor may, at that supervisor’s discretion, require either a doctor’s
certificate or a written statement signed by the employee setting forth the reason for the absence.

(5) In the case of an absence of more than 5 consecutive days, a doctor’s certificate is required as a condition of
approval.

(d) (1) In case of the death of a near relative, there shall be no deduction in the salary of the employee for an absence
not to exceed 1 working day.

(2) An absence under paragraph (d)(1) of this section may be used on the day of the funeral or the day before or
the day after the funeral.

(3) For purposes of this subsection, “near relative” means any of the following:
a. The employee’s first cousin, aunt, uncle, niece, nephew, brother-in-law, sister-in-law, or grandparent-in-law.

b. Any friend living in the employee’s household.
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(e) In the case of the observance of recognized religious holidays, an employee may be absent without loss of pay on
no more than 3 calendar days per year. The days so lost are to be counted in the sick leave of the employee.

(f) (1) An employee may be absent without loss of pay no more than 5 days per fiscal year for personal reasons of the
employee. These absences are included in the employee’s sick leave. The procedure for granting or denying a request
to be absent for personal reasons is as follows:

a. Requests to be absent for personal reasons may be approved by building level administrators, provided that
the building level administrator cannot ask the employee the reason for the request.

b. Requests that are being considered for denial shall be forwarded to the chief school officer or the local
education agency human resources administrator designated for processing such requests. The chief school
officer and the human resources administrator may ask the employee the reason for the request, provided that
the employee is not required to provide the reason for the request.

c. A request to be absent for personal reasons may only be denied if school operational requirements cannot be
met.

(2) a. An employee may be absent without loss of pay for any of the following reasons:

1. To appear under subpoena to testify, unless the employee is 1 of the parties in the proceeding or the
subpoena arises from other employment or activities of the employee.

2. To report to serve on a jury.

b. The time an employee is absent under this paragraph (f)(2) is not an absence for personal reasons under
paragraph (f)(1) of this section and does not count toward the days provided under paragraph (f)(1) of this
section.

c. An employee shall notify the building level administrator in advance of the need to be absent under this
paragraph (f)(2) and provide a copy of the subpoena or jury duty notification.

(g) An employee retired subsequent to June 1, 1969, after serving in covered employment under Chapter 55 of Title
29, shall, on retirement, be paid for each unused sick leave day, not to exceed 90 days. The total amount paid shall be
based upon that portion of the salary computed in accordance with state schedules, regardless of the source of
funding, and shall be based upon 50% of the per diem rate of pay in effect at the time of retirement. Effective July 1,
1986, in the event of the death of a teacher or other school employee, payment shall be made to that teacher’s or
other school employee’s estate at the rate of 1 day’s pay for each day of unused sick leave not to exceed 90 days.
Effective July 1, 1991, for school employees of the Department of Education and school District boards of education
the per diem rate shall be '/, in the fiscal year beginning July 1, 1999; /.., in the fiscal year beginning July 1, 2000; "/ 4
for the fiscal year beginning July 1, 2001; and each succeeding fiscal year, of the annual salary based on state salary
schedule for those employed 10 months; for those employed 11 months the per diem rate shall be '/, in the fiscal year
beginning July 1, 1999; '/, in the fiscal year beginning July 1, 2000; '/,,, for the fiscal year beginning July 1, 2001; and
each succeeding fiscal year, of the annual salary based on state salary schedule; and for those employed 12 months,
the per diem rate shall be "/,,, of the annual salary based on state salary schedule. The local employing agency shall
certify the number of days to which the employee shall be entitled. This section also applies to retired Delaware State
Police who return to state service as a teacher or other school employee, and who otherwise meet the eligibility
requirements for retirement under the Delaware State Employees’ Pension Plan to the extent such person did not
utilize the 75-day maximum following retirement from the Delaware State Police.

(h) The maximum amount of annual leave which any employee shall be permitted to accumulate shall be 42 days. At
the end of each fiscal year, the accumulated annual leave of each employee shall equal not more than 42 days.
Where, prior to the end of a fiscal year, an employee has accumulated more than 42 days of annual leave, such
annual leave shall be adjusted to 42 days at the end of such fiscal year.

(i) Effective September 1, 1991, the per diem rates used to pay retiring employees for accrued annual leave shall be
identical to the per diem rates for sick leave contained in subsection (g) of this section.
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(j) Any absence not covered under subsections (a) through (f) or (/) of this section is considered unexcused.

(k) A duly elected president of the Delaware State Education Association, as defined in Chapter 40 of this title, who
requests a leave of absence without pay from a school board shall be granted a leave of absence by said school board
from service for the duration of the elected term. Said employee shall be eligible to purchase health insurance for said
employee's own self and eligible dependents and other state benefits at that employee’s cost during said leave of
absence. Other duly elected officers of the Delaware State Education Association shall be granted 45 release days by
the employing board to represent the Association for education-related business. The Association shall be responsible
for the costs of substitute teachers when utilized to provide coverage for the elected officer. In addition, when the
Association determines the need and makes a request for the hiring of a teaching partner, the duly elected officer shall
be granted no less than 60 or more than 100 release days by the employing school board to represent the Association
for education-related business. The teaching partner will be hired on a full-time and annual basis to ensure continuity
of instruction during periods of time when the Association officer is engaging in education-related business as a
representative of the Association. Release time granted pursuant to this section shall be in addition to other leaves
granted the employee by this section. The Association shall be responsible for the cost incurred related to the hiring of
the teaching partner.
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Appendix E

Drug and Alcohol Testing Procedures & Forms

DRUG AND ALCOHOL TESTING

CHSSA AND CHSD believe that our work environment must be drug free. Alcohol, illegal drugs, marijuana, or
other drugs prescribed by a physician that impair an employee's performance at work have no place in the
workplace. CHSD Board Policy 130 outlines the expectations for a drug-free workplace.

Procedures for drug or alcohol testing of employees for reasonable cause.

An employee may only be requested to take a drug or alcohol test if two administrators have
reasonable cause to believe that the employee's faculties are impaired while at work due to drug
or alcohol use. "Reasonable cause" exists when an employee exhibits behavior that suggests
impairment from drug or alcohol use or when job performance or safety is affected. A
determination of reasonable cause that an employee is under the influence shall be based on
objective factors including but not limited to the possession of an open container of alcohol,
detection of the odor of alcohol on the employees' breath or an impairment in the employee's
speech or motor activities which appears to be caused by the consumption of alcohol or illegal
consumption of a controlled substance. Transportation workers are also subject to random drug
testing in accordance with US Department of Transportation regulations.

Definitions:

Drug: Any vegetable or chemical substance that produces physical, mental, emotional, or behavioral change in
user. Drugs include all alcoholic beverages, narcotics, analgesics, stimulants, depressants, including heroin,
cocaine, marijuana, hashish and otherwise controlled substances or medications other than those sold to the
public on a non-prescription basis or those prescribed to the employee by a licensed physician. Drug shall also
include look-alike substances. All references to "Drug" or "Drugs" includes possession, use, or distribution of a
Prescription Drug that has not been prescribed by a licensed physician and/or possession, use, or distribution of
a Prescription Drug in the dosage or amounts that exceeds that dosage or amounts prescribed for the individual
by a licensed physician.

Drug Paraphernalia: Paraphernalia includes objects used to manufacture, compound, convert, produce, process,
prepare, analyze, pack, repack, store, conceal, inject, ingest, inhale or otherwise provide a means to enter the
human body. It is unlawful for any person to use, or to possess with intent to use, drug paraphernalia (Chapter
47, Uniform Controlled Substances Act, Subchapter V, §4771).

Professional Development Days: During the regular work hours, consumption of alcoholic beverages will be
prohibited.

Non-Prescription Drug: A non-controlled substance used for medical reasons.

Possession: Implies that an employee has unauthorized Drugs or unauthorized Prescription Drugs on his/her
person or with his/her personal property or under his/her control by placement of and knowledge of the
whereabouts of same within the School Environment or during school-related activities. Not included as "in
possession" is any substance that has been prescribed by a licensed physician and is present only in the dosage
or amounts prescribed for the person.

Prescription Drug: A controlled substance dispensed directly by a medical practitioner or by a pharmacy with a
written prescription from the practitioner. Employees currently taking a prescribed medication from their own
physician must carry it in the labeled container provided by a licensed pharmacist. All medication must be kept
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in its original container (Chapter 47, Uniform Controlled Substances Act, Subchapter 4, §4758).

School Environment: Within or on school property, including building, grounds, or vehicles. This includes field
trips, ski trips, student conferences and other such activities away from the school where students are involved,
including special functions for chaperons, coaches, etc. (This does not include public events open to adults
where staff have no assigned responsibility. The term also does not include the discretionary use of alcoholic
beverages for social purposes, in amounts not in violation of state law, by an employee who is away from
District properties, where the use occurs after the conclusion of the conference and when the employee is not
supervising or is not responsible for the conduct and welfare of public school students.)

Unauthorized: That which is prohibited by board policy or by State or Federal law.

Use: Implies that an employee is reasonably known to have assimilated an unauthorized Drug or is reasonably
found to be under the influence of same within the School Environment or during a school-related activity.

Illegal Substances: Any and all substances listed in Title 16; Chapter 47 of the Uniform Controlled Substance
Abuse Act.

Zero Tolerance: It is against the law for anyone to possess illegal substances. All cases must be reported to the
police.

TESTING PROCEDURES: To be conducted per the facilities protocol.

If there is a determination there is reasonable cause to believe an employee is under the influence, no discipline
shall be imposed in the absence of a confirmatory test unless the employee's behavior provides a separate basis
for discipline.

If the District decides to pursue a confirmatory test, the District shall adhere to the following procedure:

The two administrators will fill out and sign the CHSD Reasonable Cause Evaluation Form. An administrator
shall obtain the employee's signature on the form and provide the employee with a copy of the form prior to
taking the employee to the collection site. (See Appendix E to view Forms)

The employee will be asked, with due regard for privacy, to submit a blood and/or urine specimen at a local
collection site for alcohol and drug testing. The Assistant Superintendent-or his/her designee will accompany
the employee to the local collection site.

If the employee is taking a Prescription Drug, the employee shall disclose that fact and the laboratory will
follow its established procedure for verifying the authenticity of the prescription.

With regard to alcohol, a positive test result shall be alcohol concentration of .02, or more. Alcohol
concentration of .02, or more, means alcohol in a sample of an employee's blood equivalent to .02, or more,
grams of alcohol per hundred milliliters of blood; or an amount of alcohol in a sample of an employee's breath
(measured by a Breathalyzer test) equivalent to .02 or more grams per two hundred ten liters of breath.

With regard to Drugs, discipline will be imposed ifa National Institute on Drug Abuse certified laboratory
confirms an initially positive test result by gas chromatography/mass spectrometry (GC/MS). These five drugs
or classes of drugs, Cannabinoids Metabolite, Cocaine Metabolite, Opiate, Phencyclidine, Amphetamines, as
well as the confirmatory test levels-,are taken from the Federal Health and Human Services standards per the
State of Delaware Contract for such services. If the Federal Health and Human Services standards changes its
Drug Testing Procedures by adding drugs or classes of drugs, these Procedures shall be modified to add such
drugs or classes of drugs, including the confirmatory test levels adopted by the Federal Health and Human
Services.
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The costs of testing will be paid by the District.

If an employee is tested, the employee shall be placed on leave with pay pending the District's determination.

The District shall make a determination as soon as practicable.

The imposition of discipline, if any, shall occur only after confirmation of the applicable test.

If the drug and/or alcohol test is negative, there shall be no reference to such a test in the employee's personnel

file.

Refusal to consent to testing:

If the employee refuses to sign the District's Reasonable Cause Evaluation Form, the collection site's
consent form and/or refuses to submit to the testing when reasonable cause exists, such refusal shall be
deemed a positive test result.

Consequences of a positive test:

The discipline for an employee, who tests positive for drugs, is set forth below:

1.

Violation

Positive test for drugs

If the results of an employee’s test
for drugs are not a complete
negative, but fall below the
threshold for discipline, a record of
those results shall be placed in the
employee's file for a period of two
(2) years only. The employee
would have the right to attach to
those results a description of the
circumstances surrounding the
results of that test. If the employee
were to come under reasonable
suspicion and be tested again
during that two (2) year period, the
following would apply:

Discipline

Appropriate discipline which may include termination,
but at a minimum suspension without pay for up to
ninety (90) workdays, and participation in a substance
abuse program

e If the results of the second test are negative, no
further action would occur, and the original results
would be removed from the employee’s file at the
end of the original two (2) years.

e If the results of the second test were as the first test
(not a complete negative but below the threshold),
the employee would be subject to mandatory
evaluation and completion of an education
program and/or treatment if recommended by an
agency approved by the State of Delaware,
Department of Public Safety, Office of Highway
Safety.

e If the results of the second test were positive
(above the threshold), and depending on the
circumstances surrounding both tests, the first test
results would be considered in deciding the
discipline for the positive test.

The discipline for an employee who tests positive for alcohol is set forth below. For purposes of this
section, a "second offense" is any incident within five (5) years of the 1* offense. A "third offense" is any
incident within five (5) years of the 2™ offense.
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Violation

Blood Alcohol Concentration (BAC) equal
to .02

BAC greater than .02, but less than .08

Discipline

FIRST OFFENSE

Employee is sent home and charged one (1) day
personal leave. Mandatory evaluation and
completion of education program and/or treatment if
recommended by an agency approved by the State of
Delaware, Department of Public Safety, Office of
Highway Safety.

SECOND OFFENSE

Employee is suspended for five (5) days without
pay. Mandatory evaluation and completion of
education program and/or treatment if recommended
by an agency approved by the State of Delaware,
Department of Public Safety, Office of Highway
Safety.

THIRD OFFENSE

Employee is suspended a minimum of ninety (90)
workdays without pay with the possibility of
termination. If not terminated, the employee must
also complete education program and/or treatment if
recommended by an agency approved by the State of
Delaware, Department of Public Safety, Office of
Highway Safety.

FIRST OFFENSE

Employee is suspended for five (5) days without pay.
Mandatory evaluation and completion of education
program and/or treatment if recommended by an
agency approved by the State of Delaware,
Department of Public Safety, Office of Highway
Safety.

SECOND OFFENSE

Employee is suspended a minimum of ninety (90)
workdays without pay with the possibility of
termination. If not terminated, the employee must
also complete education program and/or treatment if
recommended by an agency approved by the State of
Delaware, Department of Public Safety, Office of
Highway Safety.

THIRD OFFENSE
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BAC greater than or equal to .08

Refusal to submit to the testing procedure

Right to a Representative

Termination

FIRST OFFENSE

Employee is suspended a minimum of ninety (90)
workdays without pay with the possibility of
termination. If not terminated, the employee must
also complete education program and/or treatment
if recommended by an agency approved by the
State of Delaware, Department of Public Safety,
Office of Highway Safety.

SECOND OFFENSE

Termination

Employee is suspended a minimum of ninety (90)
workdays without pay with the possibility of
termination. If not terminated, the employee must
also complete education program and/or treatment
as recommended by an agency approved by the
State of Delaware, Department of Public Safety,
Office of Highway Safety.

The employee has the right to request an opportunity to talk to a representative prior to signing the
CHSD Reasonable Cause Evaluation Form. However, the District will wait no more than thirty (30)

minutes for such a representative to appear. If the employee requests the presence of an employee, the

District will provide such an employee with coverage so that the employee is available within thirty (30)

minutes.

Documentation

In order to have a written record of reasonable cause that an employee is "under the influence," the
administrators shall fill out the CHSD Reasonable Cause Evaluation Form and give the employee a copy

of the form prior to testing.

Confidentiality

Test results are highly confidential. The drug testing laboratory informs only the Superintendent or

designee.
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Reasonable Cause Evaluation & Checklist Form
Cape Henlopen School District

This form is required to be completed by 2 different administrators of the employee. If one or both of the administrators are
not available, the supervisor of the administrator(s) or their designee will complete this form.
Each administrator or supervisor will independently complete a copy of this form in its entirety.

It serves as a guideline for the determination to order a drug and/or alcohol test screening for the employee when

reasonable cause exists, subject to the CHSD Drug-Free Workplace Policy (130)
as agreed upon in the current CHEA/CHSSA Contract.

Employee Information

Name: Date:
Position: Time:
Building: Location:

Administrator Information

Print Administrator’s Name:

After careful observation of the employee’s behavior,
check all of the indicators that denote a possible link to the employee’s
prohibited use of drugs or misuse of alcohol.

Nature of Incident/ Cause for Suspicion

Check Box
Below

Observed or reported possession or use of a prohibited substance

Apparent drug or alcohol intoxication

Observed abnormal or erratic behavior

Admission by employee

Behavioral Indicators Noted - Check the appropriate box(es)

Verbal Abusiveness

Paranoid

Physical Abusiveness

Lethargic

Extreme Aggression or Agitation

Inappropriate Verbal Responses to Questions
or Responses

Withdrawal, Depression, Tearfulness or
Responsiveness

Other Erratic or Inappropriate Behavior
(Disorientation, Confusion, Talkativeness,
Excessive Euphoria)

Please explain any other erratic or inappropriate behavior:
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Physical Signs or Symptoms - Check the appropriate box(es)

Slurred or slowed speech

Odor of alcohol

Incoherent confused speech

Odor of marijuana

Silent or whispering

Disheveled appearance

Swaying, falling, staggering

Dizziness or fainting

Stumbling, reaching for support

Runny nose or sores around nostrils

Arm raised for balance

Puncture marks or “tracks”

Highly excited or nervous

Inappropriate wearing of sunglasses

Excessive sweating or clamminess of skin

Flushed or very pale face

Bloodshot or watery eyes

Nausea or vomiting

Dilated or constricted pupils, or unusual
eye movement

Dry mouth (frequent swallowing or lip
wetting)

Unsteady gait or other loss of physical
control, poor coordination

Shaking hands or body tremors/
twitching

Possession, dispensing or using
prohibited substance

Breathing irregularity or difficulty
breathing

Other (Please specify any additional information here):

Signatures

Administrator’s Signature

Date

Time

Employee’s Signature

My signature indicates that I received a copy of this form, am aware of its existence,

and may not agree with the content.

Date

Time

Exercise extreme caution before permitting an employee suspected of impairment to operate a vehicle
following the submission of this form.
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