



































employee shall bump into successively lower pay levels using the same criteria as above until an
assignment is made.

4. Only one "bump"” shall be allowed for each instance of layoff. Thereafter, problems arising relative
to "bumping” and probation shall be governed by the terms outlined in Article XII, Probation. Pay
level herein refers to the pay levels in Exhibit A notwithstanding that there may be different steps
of pay within the pay level. An employee "bumped” out of a position shall be assigned to a vacant
position in his/her same level. The employee may elect another position only if the vacant position
offered has fewer hours and/or weeks than his/her formerly held position. An employee "bumping”
into a lower level position shall remain at the same step in the pay plan. An employee assigned or
electing to "bump" into a different position will be on probation for the first three (3) months.
Immediately upon entrance into a new classification, an employee's seniority shall be dovetailed
into such classification according to his/her District-wide seniority standing. The employee shall
retain recall rights to his/her former position for a three (3) month period following a "bump”. A
Union Representative may be present, at the request of the employee, when the District meets with
an employee to notify that employee of “bumping” options.

Provided, that where it is determined that two (2) or more persons in the level in which layoff or
reductions to be made have equal seniority, the order of layoff or reduction in such tie cases shall
be determined by first, the employee with the earlier birth month; second, the employee with the
earliest birthday in that month. January 15t shall be considered the starting month when determining
seniority.

C. Layoff:
1. If no assignment is made as described above, the employee shall be laid off. The employee shall

retain his/her seniority while on layoff list. Seniority shall be adjusted based on length of time on
the lay-off list once the employee is recalled to work.

2. After a period of two (2) years the employee's name shall be removed from the layoff list. The
person will be notified of such action unless the period is extended by the School Board.

D. Recall from Layoff List:
1. When a position becomes available, the assignment shall follow the process in Article VI -
Vacancies.
2. Persons on the layoff list must accept, if offered, a benefit eligible position in the same or higher
level as held at the time of lay-off. If such a position is declined, the person on the layoff list shall
forfeit his/her recall rights.

ARTICLE XIiIl
Probation

A. Upon being initially employed with the District or following promotion, employees in this unit shall be on
probation for a period of six (6) months unless extended for a period of time not to exceed six (6)
months. An employee either newly hired, promoted or transferred will have a written review at 90 days.
Persons laid off or demoted without fault on their part who have completed the probationary period and
who are reassigned to a position in the same class from which they were laid off or demoted shall not
be required to serve a second probationary period. Layoff or demotion without fault on their part during
their probationary period and who are assigned to a position in the same class from which he/she was
laid off or demoted, will be credited for the probationary time already served in the new appointment.

B. The Supervisor may, during the probationary period, discharge or demote an employee for any cause,
as the Supervisor shall see fit. Any probationer rejected on probation shall be considered permanently
separated from the position he/she has held, provided that an employee promoted and then rejected
during the probation period shall have the right to assume the position from which he/she was
promoted, if it is not occupied by a permanent employee, and that in case he/she is not restored to
his/her former position, he/she shall be placed in the position in the same class held by the least senior
person. If the affected employee is the least senior person in the class, he/she shall be placed in the
position held by the least senior employee in each successively lower class in which he/she has
previously completed a probationary period. If the affected employee does not have sufficient seniority
to bump into any lower classes, his/her name shall be placed on the reemployment list for the class
from which he/she was promoted and upon the reemployment list of all lower classes in the same series
in which he/she has previously completed a probationary period.
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ARTICLE XIV
Seniority and Longevity

A. Seniority

1.

2

3.

Seniority shall be determined by an employee's length of service in the clerical unit.

Note: Seniority is subject to the conditions of Article XII on probation.

Time spent on paid Sick Leave shall count toward seniority. Time spent on Special Leaves over

thirty (30) days, except Military and Maternity, shall not be counted.

A seniority list shall be maintained and brought up to date as of November 1 of each year with

copies available at each work site and the DFT office. Employees shall have fifteen (15) working

days thereafter to raise challenges to their seniority rating. Any employee failing to challenge

his/her seniority as shown on such list within the fifteen (15) working day period thereafter shall be

considered to have confirmed his/her seniority as listed. An updated seniority list will be available

to the union representatives monthly.

Definitions

(a) Level means a group of positions established under these rules sufficiently similar in respect
to the duties, responsibilities and authority thereof that the same descriptive title may be used
to designate each position allocated to the level, that the same requirements as to education,
experience capacity, knowledge, proficiency, ability and other qualifications should be
required of the incumbents, that the same tests of fitness may be used to choose qualified
employees, and that the same schedule of compensation can be made to apply with equity.

B. Longevity Award

1. Those employees who have been employed full time (38 weeks or more per year) for more than
seven (7) years in a permanent position of the classified service of the School District shall be
eligible to a longevity award as follows:

Full Time Per Month

7 —15 vears $1000 per year

16 — 20 years $1500 per year

21-25 years $ 2000 per year

25+ years $ 2500 per year
Continuous service is defined as having no break in service over thirty (30) days except by an
authorized leave of absence, except for military service in excess of thirty (30) days, shall be
deducted in computing the longevity anniversary date. Employees working less than twelve (12)
months a year but working the full school year shall be considered to have completed a full year of
continuous service towards eligibility for longevity award.

2. Employees who work part-time (but at least 1/2 time) and who qualify for longevity, as provided

above, will receive longevity on a pro-rata basis except where an employee goes from part time to
full time, the employee must work in a full time capacity for more than five (5) years in order to
qualify for the full time longevity payment but until so qualified, he/she shall continue to receive the
pro-rata based longevity.

ARTICLE XV
Holidays

A. All employees under this Agreement whose contract extends over the following dates are entitled to be
paid the following as paid holidays according to their designated calendar:

New Year's Day Labor Day

Martin Luther King Jr. Day Convention Day in October
Presidents' Day Thanksgiving Day
Memorial Day The day after Thanksgiving
Independence Day Christmas Eve

Juneteenth Christmas Day
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Hourly people working fourteen (14) hours or more a week will be eligible for a paid holiday. Pay for
holidays will be based on their normal work hours. Employees requested/required to report to work on
a paid holiday will receive one and ¥ times their regular pay for the number of hours they work and will
receive equal number of hours in paid time off to use at a later date of their choosing.

Except that if Convention Day falls on a day when school is in session, such day shall not be a paid
holiday and the employees shall receive a paid "floating” holiday in lieu thereof, the date of said
"floating” holiday to be chosen by the majority of the employees with the approval of the
Superintendent of Schools. Said "floating " holiday shall not occur on a day when school is in session
and all employees shall be required to take the same “floating” holiday. If for emergency reasons or
any other reason requiring the conducting of schools on Presidents' Day, such day shall not be a holiday
and employees shall receive an extra day of vacation in lieu thereof. Whenever a holiday falls on
Saturday, the preceding day shall be a paid holiday instead; if on Sunday, the following day shall be a
paid holiday instead.

ARTICLE XVI
Insurance

The School District shall make available to each employee within this bargaining unit the same group
insurance as is or are available to employees within the teacher bargaining unit of the School District
and their dependents, and the School District shall pay the same portion of costs for such group
insurance for the employees in this bargaining unit and their dependents as are paid for employees in
the teacher bargaining unit and their dependents. Eligibility for insurance shall be the same as the
teacher bargaining unit.

The School District will pay the cost of a long-term disability (LTD) income protection plan. This plan
shall be continued in effect for employees with coverage to include provisions for payments of a benefit
in the event of disability of two-thirds (2/3) of salary without any maximum salary limitation and shall
provide for a ninety (90) day waiting period for commencement of benefits. In all other respects and
level of benefits the LTD coverage will remain at the same or improved level as the plan in effect on
the date of this Agreement. Each employee may at his/her option elect to have the payments added
to his/her taxable salary provided he/she authorizes a payroll deduction to pay the LTD premium. After
the initial enrollment period, such election may be made annually during open enrollment for the next
calendar year.

All employees under this Agreement must work one-half (1/2) time or more per week to qualify for
insurance benefits. The FTE will be .600 (24 hours).

ARTICLE XVII
Scheduling

The normal workweek for full-time employees shall be forty (40) hours per week. Employees under this
Agreement required to work for the School District in excess of forty (40) hours per week shall be paid time
and one-half their regular hourly rate for all hours paid in excess of forty (40) hours per week. If an employee
is required to work on Sunday or on a holiday, they shall be paid double their regular hourly rate.

Break Times:

1

Each clerical employee has the choice to take one fifteen (15) minute break for each four (4) hours of
scheduled work time per day. Taking small breaks during the day to attend to personal business, not
to exceed a total of fifteen (15) minutes per four (4) hours of scheduled work is also an option. The
fifteen (15) minute break(s) may be added to a lunch break (if lunch break is scheduled), thereby
extending the lunch break to a maximum of sixty (60) minutes. The option must be agreed to between
the clerical employee and his/her supervisor.

Breaks should be arranged to accommodate the needs of the office and to promote good customer
service and efficient operation of the office.

Contract Days and Work Schedule:

1

For clerical employees who work less than 52 weeks, the contracted weeks worked will be agreed
between the clerical and their immediate supervisor then submitted to Human Resources no later than
June 1 for the next school year.
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2. If hired after June 1, employees have 30 days from the start date to submit their schedule to Human

Resources.
3. Employees also have the option to work remotely as needed if approved by their supervisor.

ARTICLE XVl
No Strike Clause

Education Minnesota Duluth-Clerical Local 692-A, Duluth, Minnesota, and the employees covered under
this Agreement agree that they will not call, engage in, or sanction any strike, stoppage of work or other
concerted refusal to perform services during the term of this Agreement. The right of the empioyees not to
cross a bona fide picket line is recognized by the District.

ARTICLE XIX
Validity or Conformity to Law Clause

If any provision of this Agreement is or shall at any time be contrary to law, then such provision shall not be
applicable or performed or enforced, except to the extent permitted by law.

ARTICLE XX
Retroactivity

Only employees who are actively employed by the School District on the date of this Agreement or who
retired from School District employment during the term of this Agreement, shall be entitled to receive any
additional benefits or payment for services performed prior to the date of this Agreement as a result of the
terms of this Agreement. No employee who has resigned or had his/fher employment terminated on or prior
to the date of this Agreement or who is on an extended leave of absence without pay on the date of this
Agreement, shall be entitled to receive any additional benefits or payment for services performed prior to
the date of this Agreement as a result of the terms of this Agreement.

ARTICLE XXl
Payroll And "Direct Deposit”

Employees within the bargaining unit shall be paid biweekly through the 2021-2022 contract year. The
School District may pay such employees in the bargaining unit by depositing in such banks or credit unions
as the employee shall designate, the net salary or wages owing to such employees If the employee does
not designate a bank or credit union, the School District will designate a bank or credit union for the
employee, which allows the employee to withdraw such salary or wage payments from such bank or credit
union without charge to the

employee.

Twice-monthly Pay Schedule: Commencing July 1, 2022 or July 1 of any year thereafter, the School
District will have the option of converting the pay periods for employees to a twice-monthly schedule

in which there will be twenty-four (24) pay periods for payment of equal installments of salary in a

fiscal year. Employees working less than 52 weeks will be paid bi-monthly based on their regular or agreed
upon calendar. Employees will be paid on the 15th of each month and the last day of each month. If the
15th day or last day of the month falls on a weekend or a holiday, the employee we be paid on the first
business day prior to the 1st or the last day of the month. The District must provide employees at

least two months’ written notice prior to converting to a twice-monthly pay schedule.

ARTICLE XXII
School Closing

When schools are closed because of inclement weather, clerical employees shall not report to work and

will be compensated for no more than 2 work days per school year. If an e-learning day is called, clerical
employees will be allowed to work remotely. Additional inclement weather days closing, in the same school
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year, will be compensated through deduction from the employee’s sick leave balance, vacation balance, or
leave without pay at the employee’s choice. Employees also have the option of reporting to work or working
remotely if approved by their supervisor.

When schools are delayed by two (2) hours because of inclement weather, clerical employees may report
up to two (2) hours later than their regularly scheduled reporting time and will be compensated at their
regular rate of pay for those two (2) hours.

If individual schools/sites are closed because of an emergency, then clerical employees in the schools/sites
closed shall be allowed to stay home and be paid.

ARTICLE XXIlI
Health Care Savings Plan (HCSP)

A. To be eligible to receive contributions to the Health Care Savings Plan (HCSP), an employee must be
must have ten (10) years of total service to the School District and immediately eligible for a
Minnesota pension plan at time of retirement from the School District.

B. The daily rate of pay (DRP) shall be the basic daily rate at the time of termination (including longevity
step) not including additional compensation for extracurricular, extended employment or other
additional compensation.

C. Determination of the HCSP:

1.

The Benefit Payment for the First 100 Days shall be calculated by multiplying the unused current
and accumulated sick leave days (up to a maximum of 100 days) times the daily rate of pay. In no
event shall the days exceed one hundred (100) days.
The Benefit Payment for the Remaining Days shall be calculated as outlined in steps 3 - 7 below.
Upon retirement an employee shall receive 2.5 days times the number of years of service to the
School District.
The number of unused current and accumulated sick leave days (up to a maximum of 210 days)
of an eligible employee shall be added to the number determined in Section 3 above. This
calculation shall be referred to as Sub-Total of Days.
Total Days shall be the calculation of Sub-Total of Days times 110%.
Total Credit Days shall be Total Days minus the first 100 days of current and accumulated sick
leave days.
The dollar amount of unused sick leave beyond one hundred (100) days will be discounted by
3.5%. Benefit Payment for Remaining Days shall be determined by multiplying the Total Credit
Days as calculated above in #6 by the employee's DRP less the 3.5% discount amount.
Payment of the HCSP shall be the Benefit Payment for the First 100 Days added to the Benefit
Payment for the Remaining Days (after discount). Benefits shall be contributed to a HCSP at time
of retirement.
The amount contributed to the employee's HCSP shall be determined by the following calculation:
Benefit Payment (or first 100 Days)

Current and Accumulated Sick Leave Days (up to a maximum of 100 days) X Employee's

DRP = Benefit for First 100 Days
Benefit Payment (or Remaining Days
Years of Service x 2.5 Multiplier
+ Unused and Accumulated Sick Leave Days (up to a maximum of 210)
= Sub Total of Days X 110%
= Total Days
- Days from Benefit Payment for First One Hundred (100) Days Calculation
= Total Credit Days X DRP
-3.5% Discount
= Benefit Payment for Remaining Days
+ Benefit Total for First 100 Days
= Total Payment to HCSP

D. Employees discharged for cause shall not be eligible for benefits under the HCSP payable at
retirement or the Addendum, if applicable.

E. The employee must give written notice of termination of employment to the Superintendent or his/her
designee three (3) months prior to termination, except in cases of emergency involving serious iliness
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or other justifiable cause, an employee may terminate employment after such time limits with the
approval of the Superintendent or his/her designee and may receive benefits under the HCSP.

F. The member and dependents may continue with the School District policy by paying the premiums in
advance to the School District.

G. The Clerical 692A will be granted access to a 403(b)-match plan in accordance with the teacher's
Agreement when such an agreement is reached.

ARTICLE XXIV
Bonding and Travel Expenses

Should the School District continue to require employees within the bargaining unit to handle money on
behalf of the schools or School District and transport the same, the School District shall bond such
employees and pay travel expenses.

ARTICLE XXV
Union Membership

1. Union Dues: Upon receipt from the Union of its membership list, the School District shall deduct from
each employee in the bargaining unit who is a member of the Union, the monthly Union dues of such
employee and shall remit the dues to the union via an electronic transfer on the current pay period. This
current list of union members will be verified and updated on a monthly cycle and confirmed with the
union representatives. Union dues, will be determined by the union and communicated to the District
by October 1 of the current year. Union Dues will be spread over eighteen (18) pay periods from during
a mutually agreed upon time prior to October 1 of each year.

2. Union Representation:
Representatives of the union shall have reasonable access to worksites and school facilities to,

investigate employee complaints, communicate with members, hold meetings, and conduct other
business. Upon arrival at the worksite, union representatives in shall make their presence known to the
worksite supervisor or his/her designee. Such visits shall not interrupt normal work responsibilities

3. Access to New Hire:
The District must provide information about new hires to the union within 20 days of their hire or exit
from the bargaining unit. Also, the District must provide information about bargaining unit members to
the union every 120 days. The union must be given an opportunity to meet with new employees for
at least 30 minutes upon their hire.

4. Access to Unit Member Lists
By October 1 of each school year, the district shall provide in electronic form to the Union the names,
addresses, work telephone numbers, work email address, birthday, not including the year of birth, full-
time equivalency (FTE) status, worksite location and assignment of all bargaining unit members
employed. On a monthly basis of on request, the District shall provide the Union with a current
bargaining unit list. Such requests shall be filled with in five days.

5. Maintenance of Membership
Any member of the bargaining unit may authorize the District to deduct from his/her pay the amount
of dues charged by the union. This authorization must be in writing. Upon receipt of authorization the
bargaining unit will forward to the Human Resources Office the members names not less than two (2)
weeks before the payday when it is to become effective. The district agrees to implement all the
terms of dues-check off authorizations submitted to the District by the Union and agreed to by the
Employee.

The Employer shall adhere to the specific provisions in each dues check-off authorization regarding
the duration, renewal, procedure for revocation, amount of dues deducted, and all other provisions
agreed to by the employee as stated on the authorization.

When a bargaining unit member has so authorized a “Full Union Membership” dues deduction, such
authorization cannot be canceled except during the drop period defined by Education Minnesota-
Cancellation must be in writing, and forwarded to the Human Resource Office with in that week. The
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process for cancellation will be following by the guidelines established by Education Minnesota, first
notifying the union and the union will notify Human Resources of such change.

ARTICLE XXVI
Energy Conservation Clause

In the event of energy shortage or severe weather, the School District reserves the right to modify the
school calendar, and, if school is closed on a normal duty day(s), the employee shall perform duties on
such other day(s), in lieu thereof as the School Board, or its designated representative, shall determine, if
any. Employees in this unit shall only be paid for hours/days worked except as otherwise provided in Article
V of this Agreement.

In the event of energy shortage or severe weather, the School District further reserves the right to modify
the length of the workday, as the School District shall determine, but with the understanding that the total
number of hours shall not be increased, i.e., a four (4) day week with increased hours per day but the total
hours not more that the regular five (5) day week.

Prior to modifying the scheduled length of workday pursuant to Subd. 2 hereof or modifying the work year
pursuant to Subd. 1, the School District shall afford the Union the opportunity to meet and confer on such
matters.

In the event the School Board adopts a school calendar, which provides for a four (4) day week, members
of this unit, if requested, will adjust their work schedules accordingly without change in compensation,
benefits or weekly hours of employment.

ARTICLE XXVII
Professional Development

It is the intention of the parties that a reasonable amount of time be made available for clerical staff for the
purpose of professional development. In addition to the mandatory professional development, clerical will
have opportunity to receive eight (8) additional hours of professional development. This professional
development could be obtained virtually through the current district learning platform, virtual professional
development or through in person conference. Payment will be made via a submission through a
professional leave application. Specific scheduling of these professional development opportunities for
each individual would need to be done while recognizing the needs for office coverage in each work area.
Training topics should be pertinent and timely. The preference of the District and the leadership of the Unit
is to work together to mutually identify appropriate topics and subject areas.

ARTICLE XXVIiI
Travel

Reimbursement will be made by the School District for authorized travel as follows:

1. In-District Travel — At a mileage rate as determined by School Board Policy #3136R.

2. Out-of-District Travel — Hotel and registrations at actual cost. Commercial transportation, when used
at actual cost. Private automobiles, when authorized and used, above rate. Meals shall be reimbursed
not to exceed the amount specified by Policy #3136R.

It is the responsibility of the Association member to provide necessary documentation before
reimbursement can be made. The Association member must receive prior approval for out-of-district travel
from the Superintendent or his/her designee. Reimbursement for out-of-district travel shall not be permitted
to meetings or activities, which are partially or entirely conducted for the purpose of improving or discussing
the terms and conditions of employment of the employees or the role of the exclusive representative of
members in the meeting and negotiation process.
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ARTICLE XXIX
Labor Management Committee

Education Minnesota-Duluth Clerical local #692-A (“Union”) and Independent School District No. 709
(“District”) agree to participate in the labor management process.

1. The Labor Management committee shall have up to four Union members. The Union shall appoint
the union members to the committee.

2. The Labor Management committee shall have up to four District representatives. The District shall
appoint the District members to the committee.

3. A minimum of four mutually agreed upon meetings per year shall be held.

ARTICLE XXX
Term of Agreement

This Agreement shall be effective July 1, 2025, except as otherwise provided herein, and the term of this
Agreement shall be from July 1, 2025 to June 30, 2027, inclusive, except as otherwise provided herein.
Not more than 120 days and not less than 90 days prior to the termination of this Agreement both parties
shall present their proposals for changes in the Agreements and commence negotiations for a new
Agreement.

This Agreement shall be effective upon acceptance by the employees covered under this Agreement and
adoption by the School Board of Independent School District No. 709, St. Louis County, Minnesota.

Dated at Duluth, Minnesota, this 20th day in August, 2024.

INDEPENDENT SCHOOL DISTRICT NO. 709 EDUCATION MINNESOTA DULUTH CLERICAL
LOCAL 692-A
By@ LUAS ~%_,/\4 2K yv Lﬂﬁu (A 8 KLZ‘ Q
Chairperson of th¢ School Board President O

L
By: fLJ“W é(f’i Cf?[j/’//{,‘( Zf 4 = / / /

“""Clerk of the School Board
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APPENDIX A
GRIEVANCE FORM

EDUCATION MINNESOTA DULUTH-CLERICAL

For Office Use Only 639 E. CENTRAL ENTRANCE
DULUTH, MN 55811
File No.: (218) 722-1735

Level | Hearing Date:
Hearing Officer:
Decision Date:
Appeal Date:
Level Il Hearing Date:
Level Il Appeal Date:

CLERICAL

PURSUANT TO THE AGREEMENT BETWEEN INDEPENDENT SCHOOL DISTRICT NO. 709, ST. LOUIS
COUNTY, MINNESOTA, AND EDUCATION MINNESOTA DULUTH-CLERICAL 692-A.

NATURE AND DATE OF VIOLATION:

ARTICLE(S) ALLEGED TO HAVE BEEN VIOLATED, MISAPPLIED OR MISINTERPRETED INCLUDING BUT
NOT LIMITED TO:

RELIEFT OR ACTION SOUGHT:

FILED AT LEVEL OF GRIEVANCE PROCEDURE WITH
(Supervisor)
ON: BY:
(Date) (Name)
Please make 3 copies:
1. Immediate Supervisor (Signature)

2. D.F.T. Office
3. Your Records
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EXHIBIT A

EDUCATION MINNESOTA DULUTH-CLERICAL SALARY SCHEDULE

TITLE STEP1 | STEP2 | STEP3 | STEP4 | STEPS5 STEP 6 STEP 7

OFFICE SUPPORT SPECIALIST
2025-2026 18.38 | 19.02 19.69 20.38 21.09 21.83 22.59
2026-2027 18.75 | 19.40 20.08 20.78 21,51 22.26 23.04

OFFICE SUPPORT SPECIALIST -

INTERMEDIATE

2025-2026 19.85 | 20.54 21.26 22.01 22.78 23.57 24.40
2026-2027 20.25 | 20.95 21.69 22.45 23.23 24.05 24.89

OFFICE SUPPORT SPECIALIST -

SENIOR
2025-2026 21.44 | 22.19 22.96 23.77 24.60 25.46 26.35
2026-2027 21.87 | 22.63 23.42 24.24 25.09 25.97 26.88
EXECUTIVE ASSISTANT

2025-2026 23.15 | 23.96 24.80 25.67 26.57 27.50 28.46
2026-2027 23.61 | 24.44 25.30 26.18 27.10 28.08 29.03
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