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DEFINITIONS 1 

 2 

The terms used hereinafter within this Agreement shall be defined as follows: 3 

 4 

EMPLOYER: Shall mean the Federal Way Public Schools, District #210 and/or the Board of Directors of 5 

the Federal Way Public Schools, District #210, or their designee(s). 6 

 7 

EMPLOYEE: Shall be any employee in this bargaining unit represented by Professional-Technical Union. 8 

 9 

UNION: Shall mean the Professional-Technical Employees and/or the Union Representative. 10 

 11 

DAY OR DAYS: Shall mean the following, as outlined in specific sections: 12 

 13 

• Calendar Days: Includes all days of the week including weekends and holidays.  14 

• District Business Days: any calendar day except Saturdays, Sundays, and any federal and 15 

school holidays upon which the office of the Superintendent is open to the public for business. 16 

• Working Days: A working day constitutes a regularly scheduled day in which an employee 17 

performs the duties of their contracted position. 18 

 19 

HOURS WORKED: Shall mean all hours that an employee is actually performing assigned work and/or 20 

when an employee is in a pay status, i.e., authorized absences with pay, paid vacations, paid holidays.   21 

Only hours that an employee actually performs assigned duties shall count towards determining whether an 22 

employee is entitled to overtime compensation and/or compensatory time. 23 

 24 

SENIORITY: For Reduction In Force (RIF) purposes, per Article X, Section 10.1. For vacation purposes, 25 

per Article VIII. Additionally, Seniority is an employee's length of service within a specific bargaining unit 26 

for the purposes of, but not limited to, seniority bypass, job schedule selection, or overtime assignment. 27 

 28 

AUTHORIZED ABSENCES: Shall be that period of time approved by the immediate supervisor for the 29 

employee to be off work in a pay status. 30 

 31 

EVALUATION: Annual or periodic review of the employee’s performance. 32 

 33 

WORK WEEK: A work week is a seven (7) day period of time that begins on Monday every week. 34 

 35 

UNIT: A “Unit” for the purpose of calculating sick leave, holiday pay, bereavement leave, or any other 36 

approved leave, a unit shall consist of the number of hours contractually worked per day. 37 

 38 

FULL TIME EMPLOYEE:  An employee who is contracted for two hundred sixty (260) days / 2,080 39 

hours or more per year.  40 

 41 

 42 

 43 

 44 

 45 

 46 

 47 

 48 
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P R E A M B L E 1 

 2 

This Agreement is made and entered into between Federal Way Public Schools, District #210 (hereinafter 3 

"District") and Federal Way Professional-Technical Employees Union (hereinafter "Union"). 4 

 5 

In accordance with the provisions of the Public Employees Collective Bargaining Act and regulations 6 

promulgated pursuant thereto and in consideration of the mutual covenants contained therein, the parties 7 

agree as follows: 8 

 9 

 10 

 11 

D E C L A R A T I O N   OF   P R I N C I P L E S 12 

 13 

1. Professional and Technical Employees and Management recognize and believe that the success of 14 

the District is dependent upon the parties working collaboratively together to support the District’s 15 

mission statement and strategic plan goals and objectives. 16 

 17 

2. The efficient administration of the system of public instruction and well-being of employees 18 

requires that orderly and constructive relationships be maintained between the parties hereto. 19 

3. Subject to law and the paramount consideration of service to the public, employee-management 20 

relations should be improved by providing employees an opportunity for greater participation in the 21 

formulation and implementation of policies and procedures affecting the conditions of their 22 

employment. 23 

 24 

4. Effective employee-management cooperation requires a clear statement of the respective rights and 25 

obligations of the parties hereto. 26 

 27 

5. It is the intent and purpose of the parties hereto to promote and improve the efficient administration 28 

of the District and the well-being of employees within the spirit of the Public Employees Collective 29 

Bargaining Act, to establish a basic understanding relative to personnel policies, practices and 30 

procedures, and to provide means for amicable discussion and adjustment of matters of mutual 31 

interest. 32 

 33 

 34 

 35 

A R T I C L E   I 36 

 37 

RECOGNITION AND COVERAGE OF AGREEMENT 38 

 39 

Section 1.1. 40 

The District hereby recognizes the Union as the exclusive bargaining representative for all permanent 41 

classified employees performing work in technical, professional, and supervisory positions whose 42 

functional job titles appear in Appendix A.1. Substitutes employees working more than (30) cumulative 43 

workdays in the previous twelve (12) months are included in the bargaining unit, except that such 44 

bargaining unit substitutes will only be covered by Article I, Section 7.10 and Section 18.3.1 (Appendix B 45 

Substitute Pay Rate).  46 

 47 

 48 
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Section 1.2. 1 

Nothing contained herein shall be construed to include in the bargaining unit any person whose duties as 2 

deputy, administrative assistant, or secretary necessarily imply confidential relationship to the Board of 3 

Education or Superintendent of the District pursuant to RCW 41.56.030 (2). 4 

 5 

 6 

 7 

A R T I C L E   II 8 

 9 

RIGHTS OF THE EMPLOYER 10 

 11 

Section 2.1. 12 

It is agreed that the customary and usual rights, powers, functions, and authority of management are vested 13 

in management officials of the District. Included in these rights in accordance with and subject to 14 

applicable laws, regulations, and the provisions of the Agreement is the right to direct the work force; the 15 

right to hire, promote, retain, transfer, and assign employees in positions; the right to suspend, discharge, 16 

demote, and take other disciplinary action against employees; and the right to release employees from 17 

duties because of lack of work or for other legitimate reasons. The District shall retain the right to maintain 18 

efficiency of the District operation by determining the methods, the means, and the personnel assignment 19 

by which operations undertaken by the employees in the unit are to be conducted. The District maintains 20 

the right to implement pre-employment physical exams specific to job requirements. 21 

 22 

Section 2.2. 23 

The right to make reasonable rules and regulations shall be considered acknowledged functions of the 24 

District.  In making rules and regulations relating to personnel policies, procedures and practices, and 25 

matters of working conditions, the District shall give due regard and consideration to the rights of the 26 

Union and the employees and to the obligations imposed by this Agreement. 27 

 28 

 29 

 30 

A R T I C L E   III 31 

 32 

RIGHTS OF THE EMPLOYEES 33 

 34 

Section 3.1.  Union Participation. 35 

It is agreed that the employees shall have the right to join and assist the Union including participation in the 36 

management of the Union. The presentation of the views of the Union to the Board of Education of the 37 

District or any other governmental body, group, or individual shall be through appropriate channels. 38 

 39 

Section 3.2.  Personal Concerns. 40 

Each employee shall have the right to bring matters of personal concern to the attention of appropriate 41 

Union representatives and/or appropriate official of the District without retaliation. 42 

 43 

Section 3.3.  Directed Meetings. 44 

The District will give advance notification to an employee about the purpose of a meeting when said 45 

meeting will result in a progressive disciplinary step of action. Employees have the right to have Union 46 

representation present at any which the employee reasonably believes might result in disciplinary action.  47 

 48 
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Either party has the right to take written notes of the discussion. Rescheduling a meeting to permit a Union 1 

representative to be present may be appropriate, but the unavailability of a Union representative may not 2 

unreasonably delay the investigatory interview. The District shall advise the employee at the time of 3 

scheduling if the meeting involves a discussion that might reasonably lead to disciplinary action. If an 4 

employee is put on paid administrative leave (PAL) or is to receive a letter of reprimand (LOR), the Union 5 

President and Field Representative will be notified. 6 

 7 

Section 3.4.  Delegation of Rights. 8 

Each employee reserves and retains the right to delegate any right or duty contained in this Agreement, 9 

exclusive of compensation for service rendered to appropriate officials of the Union. 10 

 11 

Section 3.5.  Non-Discrimination. 12 

Neither the District, nor the Union, shall discriminate against any employee subject to this Agreement on 13 

the basis of race, color, national origin or ethnicity, creed or religion, age, sex or gender, sexual orientation 14 

or gender identity, marital or family status, qualified individuals with physical, sensory or mental 15 

disabilities, military or veteran status, nor in violation of any other applicable state or federal laws. 16 

 17 

Section 3.6.  Personnel and Working Files. 18 

Each employee under the jurisdiction of this Agreement shall, upon request, have the right to inspect all 19 

contents of his/her own permanent personnel file kept within the District, their working file kept with their 20 

supervisors, as well as letters of reference. Upon request, a copy of any document contained therein shall be 21 

afforded the employee at cost. No document that pertains to an employee negatively shall be placed in an 22 

employee’s permanent personnel file without a reasonable attempt to notify the employee.  Employees may 23 

be required to sign documents placed in their personnel file to signify receipt only, which will be indicated 24 

on such documents. 25 

 26 

 27 

A R T I C L E   IV 28 

 29 

RIGHTS OF THE UNION 30 

 31 

Section 4.1.  Union Rights of Interest for All Employees. 32 

The Union has the right and responsibility to represent the interest of all employees subject to this 33 

Agreement; to present its views to the District on matters of concern, either orally or in writing; to consult 34 

or to be consulted with respect to the formulation, development, and implementation of industrial relations 35 

matters and practices which are within the authority of the District; and to enter collective negotiations with 36 

the object of reaching an agreement applicable to all employees within the bargaining unit. 37 

 38 

Section 4.2.Union Observers. 39 

The Union is entitled to have an observer at hearings conducted by any District official or body arising out 40 

of grievance and to make known the Union’s views concerning the case. 41 

 42 

Section 4.3.  Contract Bargaining Agreement Distribution. 43 

A copy of this Agreement will be posted on the District’s web site. New hires will receive a copy of this 44 

Agreement at the time of processing by the Human Resources Department. 45 

 46 

 47 

 48 
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Section 4.4.  Unit Job Openings. 1 

The Union President shall be notified of job openings which occur when they are under the jurisdiction of 2 

the Union prior to the job being posted. 3 

 4 

Section 4.5.  Bargaining Unit Lists. 5 

The District shall provide the Union (membership@pseofwa.org), on a monthly basis, an electronic 6 

notification of the pay assignment report, for all employees of the bargaining unit, containing at a minimum 7 

the following information: if available: full legal names, date of hire, mailing addresses, personal phone 8 

number, work phone numbers, work email, personal email, seniority date, job title, rate of pay, hours per 9 

day, calendar days per year, and primary work location in electronic format. The District shall provide the 10 

applicable information contained in the immediately preceding sentence for newly hired members of the 11 

bargaining unit within ten (10) working days of the date of hire. The District will regularly provide the 12 

Union with electronic notices regarding employees who have resigned, been terminated, transferred into or 13 

out of the bargaining unit, or are on a leave of absence. Such notices shall include leave dates and 14 

anticipated return dates if known. 15 

   16 

Section 4.6.  Bulletin Postings. 17 

The District shall provide a bulletin board space in each school or workplace for the use of the Union. The 18 

bulletins posted by the Union are the responsibility of the officials of the Union. Each bulletin shall be 19 

signed by the Union official responsible for its posting. Unsigned notices or bulletins may not be posted. 20 

There shall be no other distribution or posting by employees or the Union of pamphlets, advertising, 21 

political matters, notices of any kind, or literature on District property other than herein provided. 22 

 23 

Section 4.6.1.  Removal of Notices. 24 

The responsibility for the prompt removal of notices from bulletin boards after they have served 25 

their purpose shall rest with the individual who posted such notices. 26 

 27 

Section 4.7.  Internal School Mail System. 28 

The Union may use the District mail service, staff member mailboxes, technology, and electronic mail in 29 

compliance with District policies and regulations for communication to staff members, provided that such 30 

communications are clearly labeled as Union business and display the name of the representative 31 

authorizing such distribution. Access to these communication systems is an exclusive right of the Union for 32 

the purposes of communicating; general announcements, scheduling meetings, work related to joint 33 

District-Union efforts and information related to the general administration of the organization. Use of 34 

District mail is prohibited for; communications related to political campaigns, lobbying public officials, 35 

Union positions on political issues, internal Union campaigning, confidential information related to 36 

negotiations and confidential information related to all District staff members. The permissibility of other 37 

communications may be determined through labor-management. Such communication shall not defame any 38 

individual, group, or agency. 39 

 40 

Section 4.8.  Union Release Time - State President. 41 

The Employer agrees to grant full-time paid release time to any employee elected as State President of 42 

Public School Employees of Washington/SEIU 1948 (PSE) for the entire term, under the following 43 

conditions:  44 

 45 

The Union will reimburse the Employer for the “fully burdened cost of the position” incurred during the 46 

employee's paid leave. The Union will provide this reimbursement by the twentieth (20th) of each month for 47 

the previous month or another mutually agreed date. 48 
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During this leave, the employee will remain an employee of the Employer with a status of “paid 1 

administrative leave,” retaining all wage increases, benefits, lump sums, and any additional pay or benefits 2 

as eligible as a Union bargaining unit covered employee. The employee will continue to accrue seniority 3 

and retirement service credits but will only accrue sick leave as specified in the Collective Bargaining 4 

Agreement and not vacation leave. Sick leave must be submitted as taken per policy, and the employee’s 5 

sick leave balance upon return will not exceed what it was at the start of the leave. However, if the balance 6 

was below forty (40) hours, the employee will retain up to forty (40) hours upon return.  7 

 8 

If the employee separates from the Employer without returning, leave balances will not exceed those at the 9 

start of the leave. The employee is entitled to return to a similar position with the same pay, hours, and 10 

conditions and must provide sixty (60) calendar days' notice. If the position has been abolished or revised, 11 

the parties will collaboratively identify a substantially similar position, and the Employer will assess and 12 

provide necessary training for the new role. 13 

 14 

The Union will defend, indemnify, and hold the Employer harmless from any costs or liabilities arising 15 

from claims related to the actions of the President or their leave terms during the absence. Additionally, the 16 

Employer shall be insured under PSE's D&O Policy, General Liability Policy, And Umbrella Policy for 17 

actions taken in fulfillment of their duties as PSE State President. 18 

 19 

Section 4.9.  Union Release Time - Zone Director, Zone Elected Positions, and Union State Business. 20 

Release time for Union members requested by the Public School Employees of Washington/SEIU Local 21 

1948 State organization may be granted to the employee. The cost of the employee’s salary and benefits for 22 

the duration of the employee’s release time will be maintained by Public School Employees of 23 

Washington/SEIU Local 1948.  The District will grant one hundred twenty (120) hours per school year. 24 
 25 
 26 
 27 
 28 

A R T I C L E   V 29 

 30 

APPROPRIATE MATTERS FOR CONSULTATION AND NEGOTIATION 31 

 32 

Section 5.1. 33 

It is agreed that the appropriate matters for consultation and negotiations between the District and the 34 

Union shall be limited to grievance procedures, wages, hours and working conditions pursuant to RCW 35 

41.56. 36 

 37 

Section 5.2. 38 

Bargaining will be conducted at times and places mutually agreeable to the parties. 39 

 40 

Section 5.3. 41 

Agreements reached between the parties to this Agreement shall become effective only when signed by the 42 

Board and the Union after ratification. 43 

 44 

 45 

 46 

 47 

 48 

 49 
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A R T I C L E   VI 1 

 2 

UNION REPRESENTATION 3 

 4 

Section 6.1.  Labor Management Committee. 5 

It is the goal of the District and the Union to hold regular Labor/Management Committee (LMC) meetings 6 

for the purpose of maintaining open communication and to strive to resolve problems at the lowest possible 7 

level. These meetings shall be held monthly during the school year or as mutually agreed upon. 8 

 9 

Section 6.1.1. Union Representation. 10 

Copies of notes of LMC meetings will be prepared and made available to all LMC members prior to 11 

the next meeting. The LMC members will identify a notetaker for each meeting, who will be 12 

responsible for giving the notes to the designated Human Resources Officer. The agenda will be 13 

jointly developed by the designated Human Resources Officer and Union business agent or 14 

designee prior to the LMC meeting. The parties may mutually agree to cancel the meetings. 15 

 16 

Section 6.1.2. Labor Management Release Time. 17 

Union representatives, when leaving their work to attend meetings called pursuant to Section 6.1, 18 

shall make arrangements with their immediate supervisor. The employees will report their return to 19 

work to their supervisors. 20 

 21 

Section 6.2.  Union Release for Meetings with the District. 22 

The Union representatives shall represent the Union and employees in meeting with officials of the District 23 

to discuss appropriate matters of mutual interest. They may receive and investigate to conclusion 24 

complaints or grievances of employees and thereafter advise employees of rights and procedures outlined 25 

in this Agreement and applicable regulations or directives for resolving the grievances and complaints.  26 

This does not, however, preclude the Union’s right to pursue the matter to conclusion. They may consult 27 

with the District about complaints without a grievance being made by an individual employee. 28 

 29 

Section 6.2.1. 30 

Paid time during working hours will be allowed Union representatives for attendance at meetings 31 

and negotiations with the District. Time will also be allowed for representatives to discuss 32 

grievances and appropriate matters with members that are directly related to work situations in their 33 

area or craft. Union representatives shall contact the immediate supervisors involved to ascertain a 34 

mutually agreed upon time to attend the meetings. Union representatives will provide the District 35 

with a monthly accounting of time used for such business. 36 

 37 

 38 

 39 

A R T I C L E   VII 40 

 41 

HOURS OF WORK AND OVERTIME 42 

 43 

Section 7.1.  Work Week. 44 

All overtime work will be authorized by the supervisor prior to the work being done. Approval of overtime 45 

and documentation of overtime will be in accordance with procedures established by the Union and 46 

District. This section excludes emergency situations. Emergency situations are conditions that could cause  47 

 48 
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a threat to or loss of life; damage to school property; loss of substantial amounts of money or property; or 1 

public embarrassment. The employee and his/her supervisor may agree in writing to pre-approved events or 2 

activities that would generate overtime. Each employee will usually be assigned in advance to a definite 3 

shift designating beginning and ending times. However, changes to the contracted work schedule for other 4 

than emergencies or unusual circumstances, the employee will be provided forty-eight (48) hours advance 5 

notice.  In the event there is less than forty-eight (48) hours’ notice overtime will be paid as follows: 6 

 7 

A. If total hours work at end of work week exceeds forty (40) hours, the first half of hours worked 8 

on new schedule will be paid at two (2) times. Other hours in excess of forty (40) hours will be 9 

one and one half (1½) times. 10 

B. If total hours worked do not exceed forty (40) hours, the first half of the new schedule work will 11 

be paid at one and one half (1½) times. 12 

C. When the new schedule is worked and individual returns to the contracted work week schedule, 13 

the provision will not apply. 14 

 15 

Section 7.1.1.  Bidding on Schedule. 16 

A work week is a seven (7) day period of time that begins on Monday every week. When an 17 

employee is requested to provide staffing for an event outside of their regular scheduled hours, they 18 

shall be offered one of the following options: flex time, compensatory time, or additional pay for 19 

extra hours worked. 20 

 21 

Eight (8) Hour per Day Employees. 22 

When an employee is authorized to work in excess of eight (8) hours per day or in excess of 23 

forty (40) hours per work week, the employee shall be compensated for the overtime at the 24 

rate of one and one half (1½) times the employee's hourly rate of pay. The exception shall 25 

be if the employee is on, or agrees to, a flexible schedule for the forty (40) hour work week, 26 

such as four (4) ten (10) hour shifts per week or occasional one (1) time shift variations. 27 

The choice to flex hours to accommodate such occasional schedule variations or be paid for 28 

extra time shall rest with the employee.  29 

 30 

Less Than Eight (8) Hour per Day Employees. 31 

When an employee on a less than eight (8) hour per day or forty (40) hours per work week 32 

schedule is authorized to work in excess of the employee’s scheduled workday or work 33 

week, the employee shall be compensated for the excess hours at the employee’s regular 34 

rate of pay until the employee’s excess hours exceed eight (8) hours in a day or forty (40) 35 

hours in a work week, at which time the employee will be compensated at the rate of one 36 

and one half (1½) times the employee’s rate of pay. The exception shall be if the employee 37 

is on, or agrees to, a flexible schedule for the forty (40) hour work week. 38 

 39 

Section 7.2.  Overtime. 40 

All overtime work will be authorized by the supervisor prior to the work being done. Approval of overtime 41 

and documentation of overtime will be in accordance with procedures established by the Union and 42 

District. Overtime will be offered to employees in order of seniority, from most senior to least senior unless 43 

otherwise specified in the contract. To ensure a fair distribution of overtime opportunities, assignments will 44 

be awarded based on the seniority list, resuming from the last individual who accepted overtime before 45 

continuing through the list thereafter. In the event no one volunteers to take the overtime, the seniority list 46 

will then go in reverse order from least senior employee to the most senior employee as mandatory  47 

 48 
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overtime. To ensure that the mandatory overtime is fairly distributed, assignments will be assigned based 1 

on the seniority list, resuming from the last individual who was assigned mandatory overtime before 2 

continuing through the list thereafter. 3 

 4 

Section 7.3. Overtime Provisions/Less Than 48-Hour Notice (Excluding AV, Security, and TSS 5 

Employees). 6 

For employees other than AV, Security, and TSS, the remaining overtime hours will be paid at one and 7 

one-half (1½) times. This section excludes emergency situations. Emergency situations are conditions that 8 

could cause a threat to or loss of life; damage to school property; loss of substantial amounts of money or 9 

property; or public embarrassment. 10 

 11 

Section 7.4.  Security Overtime. 12 

For security positions, overtime will first be offered to the person in the position that is generating the 13 

overtime. When the overtime work is generic to the entire department, all resources including substitutes 14 

and part time employees shall be exhausted before overtime will be offered on a rotational basis within the 15 

department based on seniority, proceeding down the list with each offering of overtime. Should an officer 16 

decline overtime, they will be eligible to accept overtime on the next full rotation. 17 

 18 

Section 7.5.  Audio Visual (AV) Scheduling and Overtime Provisions.   19 

Audio Visual (AV) Employees is a group of hardware technician employees. The AV group consists of the 20 

Hardware Technicians, Hardware Equipment Repair Supervisor, and Help Desk Coordinator. Hereafter 21 

will be known as the AV Team. Employees of this group will participate in a weekly rotation during their 22 

regular work hours to support District wide scheduled events.   23 

 24 

Example: In the event there are eight (8) employees who are a part of the AV Team, they will participate in 25 

an eight (8) week rotation during their regular work hours.  26 

 27 

Section 7.5.1.  Audio Visual (AV) Scheduling Rotation and AV Schedule.  28 

The number of AV Team employees who will bid on the rotation of weeks is equal to the total 29 

number of members divided by the number of weeks in a year. In August of each year, the AV 30 

rotation will be opened for a bid for one (1) week, during which technicians may submit their 31 

requests for one (1) of the rotation positions based on seniority. Seniority is defined by the 32 

employees’ hire date in the department. These positions will rotate continuously throughout the 33 

year. The Technicians will be the primary contact for AV events during their regular work shift 34 

during their rotation for the entire week. In the event of a separation from employment, the 35 

incoming employee would take over the previous technician's position until the following August, 36 

at which point they will have the opportunity to bid on their rotation spot.  37 

 38 

Absence Provisions – Scheduled AV Weeks. 39 

In the event of an employee's absence during their scheduled AV rotation week, the position will be 40 

filled based on reverse seniority, starting from the least senior employee and progressing to the most 41 

senior. To ensure equitable distribution of coverage, assignments will follow the seniority list, 42 

resuming from the last individual who was assigned coverage before moving forward through the 43 

list. Coverage may be for one (1) day or for the entire week. Please note that this coverage will not 44 

count as a week of AV Rotation for the assigned employee. If an employee has an unexpected life 45 

event that prevents them from completing their week of AV Rotation, they are encouraged to first 46 

seek a week swap with another employee. If this is not successful, they will collaborate with their 47 
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Supervisors to explore potential solutions. If no one is willing to switch, even with the Supervisor's 1 

assistance, the previous reverse seniority assignment provision will apply. 2 

 3 

Unfilled Positions.  4 

If a vacant position is not filled during the year, reverse seniority will take place to fill the vacant 5 

weeks. This additional assignment will not take the place of the regularly scheduled AV week and 6 

will not reset the weeks as bid on previously.  7 

 8 

Reverse Seniority – Scheduled AV Weeks.  9 

In the event that no one volunteers to take the scheduling AV week, the seniority list will then go in 10 

reverse order from least senior employee to the most senior employee. To ensure that the mandatory 11 

scheduling is fairly distributed, assignments will be assigned based on the seniority list, resuming 12 

from the last individual who was assigned mandatory scheduling before continuing through the list 13 

thereafter. 14 

 15 

Example: Seniority List: John, Jack, Jane, Joe, Jolene, Jamal, Jeorge.  Jeorge is the bottom of the 16 

list, but he was mandated to do cover a weekly shift last week. So, Jamal would be assigned the 17 

absence covering for any applicable day that week. The next time there is mandatory scheduling of 18 

the AV week, it will then be assigned to Jolene.  19 

 20 

Section 7.5.2.  Audio Visual (AV) Overtime.  21 

When overtime is available for AV Events, the District agrees to provide employees with as much 22 

advance notice as feasible under the circumstances. AV Overtime events will be posted, and 23 

available for view for all employees in the AV Scheduling Rotation. Overtime shall be done in 24 

accordance with the Seniority provisions outlined below. Overtime will be awarded in hierarchical 25 

structure by Seniority. Seniority is defined by the employees’ hire date in the department.  26 

 27 

Awarding Overtime by Top-Down Seniority.  28 

In the event that AV overtime is available, employees of the AV Team eligible for AV overtime 29 

will communicate their preferences in order of seniority, from most senior to least senior. To ensure 30 

a fair distribution of overtime opportunities, assignments will be awarded based on the seniority list, 31 

resuming from the last individual who accepted overtime before continuing through the list 32 

thereafter. 33 

 34 

Example: Seniority List: John, Jack, Jane, Joe, Jolene, Jamal, Jeorge.  John, Jack, and Jane 35 

declined the overtime, Joe accepted it. The next overtime offer will start with Jolene, then be offered 36 

to Jamal, then be offered to Jeorge, and then go back to the beginning of the list with John, until 37 

someone accepts the overtime offer.  38 

 39 

Mandatory Overtime by Reverse Seniority.  40 

In the event no one volunteers to take the overtime, the seniority list will then go in reverse order 41 

from least senior employee to the most senior employee. To ensure that the mandatory overtime is 42 

fairly distributed, assignments will be assigned based on the seniority list, resuming from the last 43 

individual who was assigned mandatory overtime before continuing through the list thereafter. 44 

 45 

Example: Seniority List: John, Jack, Jane, Joe, Jolene, Jamal, Jeorge. Jeorge is the bottom of the 46 

list, but he was mandated to do overtime last week. So, Jamal would be assigned overtime. The next 47 

time there is mandatory overtime would then be assigned to Jolene. 48 
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Available Overtime in the Event of Absence.  1 

In the event that an employee is awarded or assigned overtime and is unavailable, the District will 2 

issue an all-call by email to the AV Team employees to fill the overtime slot based on top down 3 

Seniority. Emergency fill-ins will not be considered in the overtime rotation awarded by seniority. 4 

The District will reach out by phone call to each AV team employee in order of seniority, starting 5 

with the most senior to least senior. Each employee will have ten (10) minutes to accept or reject the 6 

overtime before the District proceeds to the next individual on the list. If no one volunteers, 7 

mandatory overtime seniority will be implemented. 8 

 9 

Section 7.6.  Consecutive Days of Work. 10 

Any employee who works seven (7) consecutive days in a work week shall be compensated at the rate of 11 

two (2) times the employee’s hourly rate of pay for all hours worked on the seventh consecutive day in the 12 

work week. 13 

 14 

Section 7.7.  Worked Holidays. 15 

Employees who are specifically required by their supervisor to work on a paid holiday as defined in  16 

Section 8.1 and who perform such work shall be compensated for actual hours worked at two (2) times the 17 

employee's hourly rate of pay; plus, they will receive full pay for the holiday at their contracted hourly rate. 18 

If the actual holiday of New Year’s Day, Juneteenth, Independence Day, Veteran’s Day, Christmas Eve, 19 

Christmas Day falls on a Saturday or Sunday, then the employee working on those days will also be 20 

compensated at this rate of pay. 21 

 22 

Section 7.8.  Compensatory Time. 23 

Compensatory time shall be defined as "time off" in lieu of overtime payment for those employees who 24 

find it necessary to work in excess of their regular forty (40) hour work week. Compensatory time shall be 25 

at the rate of one and one half (1½) times the actual time worked. The decision to receive overtime pay or 26 

compensatory time off rests with the employee. The decision will be made prior to the actual overtime 27 

work and will be documented in writing by the employee and supervisor(s). Compensatory time shall be 28 

defined as “time off” in lieu of overtime payment earned. Compensatory time shall include the following 29 

provisions: 30 

 31 

1. Can be authorized only by District supervisors who are not members of this bargaining unit. 32 

2. Upon reasonable notice the employee must be allowed to use compensatory time off. 33 

3. A request for compensatory time off may only be denied for reasons of operational necessity.  34 

Upon the denial of the use of compensatory time, the employee and the supervisor will mutually 35 

agree to an alternative date. 36 

4. If a supervisor denies the use of compensatory time for operational reasons, the total overtime 37 

accrued may be cashed out at the next pay period at the employee’s discretion. 38 

5. A maximum of eighty (80) compensatory hours may be accumulated by an employee. No more 39 

than twenty-four (24) consecutive work hours may be taken per occurrence unless mutually 40 

agreed upon by the employee and supervisor. 41 

6. Upon termination of employment for any reason, any accrued compensatory time will be paid 42 

off at the appropriate hourly rate. 43 

7. Upon request of the employee, the employee's supervisor shall provide an up-to-date 44 

computation of accrued compensatory time. 45 

 46 

 47 

 48 
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Section 7.9.  On-Call Assignments. 1 

The on-call assignments and compensation will be in accordance with Fair Labor Standards Code of 2 

Federal Requirements. Departments that utilize on-call will check with the Human Resources Officer or 3 

designee to ensure on call is in accordance with the FLSC. No employee may be required to remain in close 4 

proximity to District work locations while on unpaid on-call status.   5 

 6 

Section 7.10.  Callback. 7 

Employees called back to work after their contracted work shift for special circumstances or emergencies  8 

shall receive a minimum of two (2) hours pay per call out, plus additional time worked which might be 9 

appropriate. Employees called back shall be paid their regular straight time rate unless eligible for 10 

overtime, double time or compensatory time based on the terms of the contract Article VII, Sections 7.1 11 

and 7.2. 12 

 13 

Section 7.10.1.  Interpreter Callback. 14 

When a sign language interpreter has been requested to attend after-hour events to interpret for 15 

families or community members, and interpretation is not needed the interpreter shall receive a 16 

minimum of two (2) hours pay, providing that notice of cancellation was given the day of the event. 17 

 18 

Section 7.10.2.  Callback Remote Access. 19 

If remote access is available and applicable as determined by the supervisor, employees shall be 20 

allowed to perform callback services remotely. Callback services performed remotely will only be 21 

eligible for compensation for actual time worked, submitted in thirty (30) minute increments. 22 

 23 

Section 7.11.  Remote Work. 24 

 25 

Internet Academy Employees:  26 

Remote work arrangements may be approved for internet academy employees whose roles allow for 27 

performance remotely or on days when in-person support of students is not required or on inclement 28 

weather and unusual school closure days. Employees interested in remote work shall submit their 29 

requests to their supervisors. The primary work location for internet academy employees must allow 30 

student and staff access and be in the state of Washington. Employees may be asked to be present 31 

on campus for scheduled days, or other campus specific support times as determined by the 32 

supervisor or their designee. Remote days will be identified to best support the internet academy 33 

program. The Association and District recognize that a fully remote, equitable, and robust learning 34 

environment requires unique support and programming that looks different than what is necessary 35 

for the brick and mortar learning environment. 36 

 37 

Section 7.12.  Higher Work for Higher Pay. 38 

Employees required to work a shift regularly filled by a higher classification employee within the Union 39 

shall receive compensation at their current step in the higher classification. 40 

 41 

Section 7.13.  Work Breaks. 42 

There shall be at least a thirty (30) minute uninterrupted lunch period on the employee's own time in every 43 

regularly scheduled shift of five (5) hours or more, as near the middle of the shift as is practical. The 44 

employer shall permit employees to take a rest period of fifteen (15) minutes for every consecutive four (4) 45 

hours worked as near the middle of the four (4) hours as practical. However, a rest period will not be 46 

authorized for persons working less than four (4) hours.  Authorized rest period time will be counted as 47 

time worked for which there will be no deduction in wages. 48 
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Section 7.14.  Missed Meal Breaks. 1 

Employees required to work through their lunch periods will be given time to eat at a time agreed upon by 2 

the employee and supervisor. In the event the District requires an employee to forego a lunch period 3 

and the employee works the entire shift, including the lunch period, the employee shall be compensated for 4 

the foregone lunch period at the regular rate, subject to the overtime provisions of Section 7.2. 5 

 6 

Section 7.15.  Unusual Closures. 7 

For less than two hundred sixty (260) day employees only, in the event of an unusual circumstance such as 8 

inclement weather, failure of plan operation, etc., which is beyond the control of the District and which 9 

would cause school closure, then the District shall make every effort to notify all employees to refrain from 10 

coming to work. No employee will be entitled to any compensation in the event the employee reports to 11 

work when the District has released a public announcement by 6:00 a.m. stating such a circumstance exists.  12 

If the District fails to issue a public announcement in the event of school closure and an employee reports 13 

to work, then the District will compensate said employee with a minimum of two (2) hours pay at the base 14 

rate. A list of TV and radio stations to issue notification of school closure will appear annually on the 15 

District’s website. 16 

 17 

Section 7.16.  Denial of Entry. 18 

In the event the District closes any work facility and as a result denies access to employees under the  19 

jurisdiction of the Union, the District shall not be liable for payment of salary or benefits for time not 20 

actually worked by said employees. 21 

 22 

Section 7.17.  Year Round Employees. 23 

For year round employees, the work year will be two hundred sixty (260) days including holidays. 24 

 25 

Section 7.18.  Work Calendar. 26 

The work calendar for year round employees will be developed each year prior to September 1 by the 27 

Human Resources Officer or designee with input from the Union President or designee. 28 

 29 

Section 7.19.  Work Calendars Year Round. 30 

 31 

Full Time Employees  32 

Employees who work year round shall have their calendars provided to them no later than August 1 33 

each year. X-Out periods as outlined in Article VIII, Section 8.3.4. will be provided to employees 34 

via their department heads. AV/IT rotating positions shall be open for bid based on Seniority in 35 

August each year for at least one (1) week. After the positions are bid, the calendar shall be 36 

provided to them for the year from September 1 to August 31.  37 

 38 

Meeting About Calendars  39 

Year round employees will meet with their Administrator in August and shall be specifically 40 

informed of their calendars and attendance requirements to include but not limited to District 41 

training, building shut down operating procedures, inclement weather and unusual closures, and any 42 

X-Out times for vacation.  43 

 44 

Section 7.20.  Inclement Weather. 45 

The safety of our staff is a paramount concern in the event of inclement weather. When schools are 46 

announced as delayed in opening by one (1) or two (2) hours due to inclement weather, staff will report to  47 

 48 
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work as soon as safety allows and no later than thirty (30) minutes before the rescheduled student time. 1 

Staff not working in a school setting will report to work as soon as safety allows and no later than one (1) 2 

or (2) hours after the beginning of their contracted day. 3 

 4 

Section 7.21.  Contracted Work Shift. 5 

The term "contracted work shift" in Section 8.1.1, for the purpose of determining the amount of pay for an 6 

unworked holiday, will be measured as an employee's regularly scheduled hours for a standard work week 7 

divided by five (5) days. For example, an employee who is assigned to work four (4) daily shifts of eight  8 

(8) hours each day for a workweek, would be paid for six and four tenths (6.4) hours for each holiday (4 x 8 9 

+ 5). Stated another way, a twelve (12) month employee assigned to work thirty two (32) hours per week 10 

would be considered a 0.8 FTE and eight tenths (0.8) of a regular eight (8) hour workday is six and four 11 

tenths (6.4) hours. 12 

 13 

Section 7.21.1.  14 

The same methodology will be used to determine the number of hours per day granted for employee 15 

vacation accrual (Sections 8.2 and 8.4) and paid leaves under Article IX.  16 

 17 

Section 7.21.2.  18 

For employees with a regularly-scheduled part-time assignment who are also recurringly assigned 19 

additional shifts that vary in length and frequency from week to week, the District will annually 20 

review actual weekly hours worked by such employees and adjust the "contracted work shift" 21 

retroactively for the purposes of holiday pay, vacation accrual and paid leaves for the previous 22 

school year. Hours greater than forty (40) hours week ("overtime") will not be a part of this 23 

calculation. For purposes of this subsection, the annual review will occur after the hours worked 24 

through August 31 (the last day of the fiscal year) have been recorded in the District payroll office. 25 

A similar review and adjustment based on actual weekly hour worked shall be made for holidays, 26 

vacation and sick leave at the time of any final paycheck provided upon separation from 27 

employment. 28 

 29 

Section 7.22.  Annual Scheduling and Job Assignments Transportation (TSS) 30 

To ensure operational efficiency and fair assignment of responsibilities, the following staffing structure and 31 

schedule shall be maintained:  32 

• One (1) Dispatcher 33 

• First Shift: One (1) Division A Router, One (1) Division B Router  34 

• Second Shift: One (1) Division A Router, One (1) Division B Router  35 
 36 
In the event an absence, another TSS employee may be requested to temporarily fill in to ensure continued 37 

coverage and operational support. 38 

 39 

Section 7.22.1.  Bidding Process.   40 

An annual bid process shall take place no later than June 30 of each year. These job packages shall 41 

be posted at least five (5) working days prior to the scheduled bid. The District will seek ideas and 42 

suggestions from current TSS employees for job packages that work well together. 43 

All Transportation TSS staff (Dispatchers and Routers) shall bid on complete job packages, which 44 

include the following elements in the description: 45 

• Assigned position (Dispatcher, Division A Router, or Division B Router) 46 

• Scheduled start, stop, and lunch time 47 
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• Assigned duties (including but not limited to field trip planning, McKinney-Vento 1 

coordination, special program routing, etc.) Job packages may not encompass all 2 

potential tasks. Additional or unforeseen work may arise during the course of the year 3 

and will be addressed as needed. 4 
 5 

The bid process shall be conducted strictly by bargaining unit seniority within the TSS 6 

classification. Each employee shall select from the available packages in order of seniority until all 7 

packages are filled. The Employer shall not create or assign job packages in a manner designed to 8 

circumvent the seniority-based bidding process or to target individual employees. 9 
 10 

Section 7.22.2.  Temporary Changes and Mid-Year Changes. 11 

Temporary changes in assignments may be made for operational needs but shall not exceed thirty 12 

(30) working days without triggering a rebid or mutual agreement between the Union and the 13 

District. 14 
 15 

Section 7.22.3.  Overtime and Extra Work for Extra Pay.   16 

Overtime and extra work for extra pay shall follow the AV Overtime provisions in Section 17 

(7.21.1,7.21.1,7.21.2.)  18 
 19 

Section 7.23.  Substitutes for TSS 20 

To ensure the continued operation and efficiency of the Transportation dispatch and routing department 21 

when a TSS staff member is absent due to vacation, leave, or unexpected absences, the District may assign 22 

substitute personnel to perform lower level support duties within the Dispatcher unit, subject to the 23 

following conditions: 24 

a) Substitute personnel shall not perform core duties exclusively to the Transportation Dispatcher 25 

classification, unless specifically trained and authorized by Administration.  26 

b) Substitute assignments shall be limited to support tasks such as data entry, filing, phone 27 

coverage, or other clearly defined, non-dispatch, non-routing functions that do not require 28 

bargaining unit-level discretion or decision making. 29 

c) The use of substitutes shall not result in the displacement or reduction of hours, benefits, or 30 

duties of existing bargaining unit employees. 31 

d) Substitute assignments under this section shall not exceed the duration of the regular employee’s 32 

absence and shall not be used to fill in permanent vacancies. 33 

 34 

Section 7.24.  Safe Working Environment. 35 

As provided in state and federal law, employees have the right to safe working conditions. Employees are 36 

encouraged to report any concerns to their immediate supervisor or departmental safety committee. 37 

a) Employees are protected against claims for bodily injury or property damage arising out of an 38 

employee’s acts or omissions while performing or in good faith acting within the scope of 39 

their employment.  40 

b) The act of maintaining order is an act within the scope of employment when it is being done 41 

at the direction of the District and within limitations imposed by the District. 42 

c) When staff members are engaged in the maintenance of order and discipline and the 43 

protection of school personnel, students, and property the District will provide liability 44 

insurance protection and protection for the loss or damage of personal property to the 45 

extent provided by law. Such personal property claims will be paid up to the amount of 46 

actual damage or loss not covered by third parties. Payment will not exceed five hundred 47 

dollars ($500) per occurrence. Staff members will not be covered by District insurance 48 

for their own illegal acts or acts of gross negligence. 49 
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A R T I C L E   VIII 1 

 2 

HOLIDAYS AND VACATIONS 3 

 4 

Section 8.1.  Holidays. 5 

All employees shall receive the following paid holidays that fall within their work year: 6 

 7 

1.  New Year's Day     7.  Labor Day 8 

2.  Martin Luther King Jr.'s Birthday   8.  Veterans Day 9 

                   (Observance Day)    9.  Thanksgiving Day 10 

3.  Presidents' Day    10.  Day Following Thanksgiving Day 11 

4.  Memorial Day    11.  Day Before Christmas 12 

5.  Juneteenth     12.  Christmas Day 13 

6.  Independence Day    13.  Day Following Christmas Day 14 

 15 

Section 8.1.1.  Unworked Holidays. 16 

Eligible employees shall receive pay equal to their contracted work shift at their base rate in effect 17 

at the time the holiday occurs. Employees who are on active payroll on the holiday and have 18 

worked both their last scheduled shift preceding the holiday and their first scheduled shift 19 

succeeding the holiday, and are not on leave of absence, shall be eligible for pay for such unworked 20 

holiday. An employee who is on a paid leave of absence the day before and the day after a holiday 21 

will be given credit for that day as a day worked, for the purpose of qualifying for holiday pay. 22 

 23 

Section 8.2.  Full-Time Employee Vacation Accrual. 24 

Full-time employees shall be entitled to the following vacation accrual: 25 

 26 

Section 8.2.1.  Years 1-5. 27 

Beginning with the first through the fifth year of consecutive employment with the District, to 28 

fifteen (15) calendar days per year, or an equivalent of one and a quarter (1¼) calendar days per 29 

month. 30 

 31 

Section 8.2.2.  Years 6-14. 32 

Beginning with the sixth year of consecutive employment with the District, and thereafter,  33 

full-time employees shall be granted twenty (20) vacation days per year, or an equivalent of 1.66 34 

calendar days per month. 35 

 36 

Section 8.2.3.  Years 15+. 37 

Beginning with the fifteenth year of consecutive employment with the District, and thereafter, full-38 

time employees will be granted twenty-five (25) vacation days per year, or an equivalent of 2.084 39 

calendar days per month. 40 

 41 

Section 8.3.  Full-Time Employee Vacation Requests. 42 

 43 

Section 8.3.1.  Vacation Requests. 44 

Employees will submit vacation requests by email to their immediate supervisor. The director, 45 

supervisor or designee shall process vacation requests and provide a response (approval or rationale 46 

for denial) within ten (10) District business days of receipt of the request. The employee will then 47 

enter vacation into Frontline, if approved. 48 
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Section 8.3.2.  Vacation Denial. 1 

If an employee is denied vacation due to District employment needs and would lose the accrued 2 

vacation days under Section 8.3.3, the employee shall be compensated for those accrued vacation 3 

days. 4 

 5 

Section 8.3.3.  Vacation Carry-Over. 6 

Employees may carry over up to thirty (30) calendar days of accrued vacation from one year to the 7 

next. 8 

 9 

Section 8.3.4.  Vacation Restricted Days. 10 

Vacation leave may not be taken during the first and last week when school is in session or during 11 

peak times of the specific department as communicated in advance in writing by the supervisor.  12 

Exceptions to the X-Out periods may be made at the discretion of supervisor(s). No employee 13 

schedule can have more than thirty-five (35) X-Out days per fiscal year. Previously approved 14 

vacation requests may not be subsequently denied due to an announced X-Out period. 15 

 16 

Section 8.4.  Less Than Twelve (12) Month Employee Vacation. 17 
 18 

Section 8.4.1. Vacation Accrual. 19 

Beginning with the first year of employment while under the jurisdiction of this bargaining unit, all 20 

persons working less than full time (1.0  F.T.E.) shall be entitled to vacation credits prorated 21 

according to their actual F.T.E. assignment. 22 
 23 

Section 8.4.2.  Vacation Payment. 24 

Employees working fewer than two hundred forty (240) calendar days per year will default to being 25 

paid their vacation in twelve (12) equal payments. Employees who wish to receive payment for 26 

accrued vacation credits with their June paycheck instead must provide notice to the District of this 27 

choice no later than September 1st of each year. Any employee who is discharged or laid off prior 28 

to the end of the school year shall receive payment for accrued credits with their final paycheck. 29 

 30 

Section 8.5.  Vacation Continuous Service Credits. 31 

Time on layoff and time on authorized leave of absence will be counted as continuous service for the 32 

purpose of establishing and retaining eligibility dates for vacation. 33 

 34 

 35 

 36 

A R T I C L E   IX 37 

 38 

LEAVES 39 

 40 

Section 9.1.  Sick Leave. 41 

 42 

Section 9.1.1.  Sick Leave Accrual. 43 

Twelve (12) units shall be granted to full-time personnel for absence due to personal illness or  44 

injury each year without loss of pay. Persons employed less than a full year shall be allowed a 45 

proportionate number of said units. However, all employees will be entitled to a minimum of ten 46 

(10) units of illness and injury benefits. Unused units shall accumulate to a maximum of one  47 

 48 
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hundred eighty (180) units. A "unit" of absence shall be defined as the length of the workday in the 1 

case of a full-time employee, or the number of regularly assigned hours constituting the daily part-2 

time assignment in the case of a part-time employee. 3 

 4 

Section 9.1.1.1.  Sick Leave Cash-Out. 5 

The District will comply with the illness and injury, annual and retirement cash-out 6 

programs now adopted or hereafter amended by the Legislature.  Conversion of illness and 7 

injury absence units will be allowed only to the extent authorized by the law for such 8 

purposes.  Should the Legislature revoke any of the benefits under the law, no employee will 9 

be entitled to receive those benefits as a contractual right. 10 

  11 

Section 9.1.1.2.  Doctor/Dentist. 12 

Employees may use accrued sick leave in compliance with state law. See lni.wa.gov for 13 

information. 14 

 15 

Section 9.1.1.3.  Industrial Insurance. 16 

In the event employees are absent for reasons which are covered by Industrial Insurance, the  17 

District shall pay the employee an amount equal to the difference between the amount paid 18 

the employee by the Department of Labor and Industries and the amount the employee 19 

would normally earn.  A deduction shall be made from the employee's accumulated sick 20 

leave in accordance with the amount paid to the employee by the District. 21 

 22 

Section 9.1.2.  Sick Leave Carryover From Other Districts. 23 

Employees who have accrued sick leave while employed by another public school district in the 24 

State of Washington shall be given credit for such accrued sick leave upon employment by the 25 

District as provided for by RCW 28A.58.099. 26 

 27 

Section 9.1.3.  Shared Leave. 28 

Professional Technical employees may participate in the District’s shared leave program. 29 

 30 

Section 9.2.  Bereavement. 31 

Employees will receive up to five (5) paid days of leave per occurrence for bereavement caused by the 32 

death of family as defined by RCW 49.46.210., household members, uncle, aunt, cousins, nephews/nieces, 33 

sibling in-laws, students, former students, colleagues, or friends. The purposes of these days are for 34 

grieving and providing funeral/memorial arrangements for the deceased person, and for travel and 35 

attendance at funerals/memorials. Under unusual circumstances or when additional travel time is required, 36 

two (2) additional units of absence without loss of pay may be granted at the discretion of the Human 37 

Resources Administrator. Bereavement leave may be granted in a non-consecutive manner to accommodate 38 

funeral/memorial arrangements. 39 

 40 

Section 9.3.  Birth of an Employee's Child. 41 

One (1) non-cumulative unit of absence per birth without loss of pay shall be allowed for the birth of an 42 

employee's child, in addition to other available leave options. 43 

 44 

Section 9.3.1.  Maternity Leave. 45 

Upon application therefore, the District shall grant maternity leave. Such leave shall commence at 46 

such time as the employee and her medical advisor deem necessary. Employees granted maternity 47 

leave must return to work not later than one (1) year following the granting of maternity leave.  48 
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Employees granted maternity leave may, at their option, be allowed compensation for maternity 1 

leave in accordance with Section 9.1.1 above. Before returning to work, the employee must be 2 

certified by her physician as ready and able to return. 3 

 4 

Section 9.4.  Judicial Leave. 5 

In the event an employee is summoned to serve as a juror, or appear as a witness in court, or is named as a 6 

codefendant with the District, such employee shall receive a contracted day's pay for each day of required 7 

presence in court. In the event that an employee is a party in a court action, such employee may request a 8 

leave of absence. 9 

 10 

Section 9.5.  Emergency Absence. 11 

Each employee shall be entitled to three (3) non-cumulative calendar days of emergency absence per year 12 

for hardships or other pressing needs as may be granted in cases requiring absences during working hours 13 

for purposes other than provided in other sections under this article. Emergency absences may be granted to 14 

employees under the jurisdiction of this bargaining unit subject to the following conditions and procedures: 15 

 16 

1. The situation must be suddenly precipitated or must be of such a nature that pre-planning is 17 

not possible, or that such pre-planning could not have eliminated the need for the absence to 18 

include unusual building closures and inclement weather. 19 

2. The situation must be one which is serious and unavoidable and of major importance, not 20 

one of mere convenience. 21 

3. The employee must complete an absence report upon his/her return and submit it to his/her 22 

immediate supervisor for signature.  The immediate supervisor will forward the report to the 23 

business office. 24 

4. The employee must give notice of such absence to his/her immediate supervisor in advance 25 

if possible. 26 

5. Any days taken under this section shall be: 27 

 a)  Made up by preauthorized arrangement(s) agreed to by the employee's immediate 28 

supervisor  29 

b)  Deducted from personal days  30 

c)  Unpaid 31 

 32 

Section 9.6.  Personal Leave. 33 

Each employee shall be granted two (2) days of personal leave upon request per year. Personal leave will 34 

be without pay or may be deducted from vacation accrual, if available. Personal leave may not be used the 35 

first or last week of school or to extend other authorized absences, leaves, holidays, or vacations. 36 

 37 

1. The employee will not be required to state the reasons for the personal leave day on the 38 

absence report. 39 

2. An employee may not cash-out or carry over unused personal leave to a subsequent school 40 

year. 41 

 42 

Section 9.7.  Authorized Leave Without Pay. 43 

An employee may apply for leave without pay from the District by application in writing to the immediate 44 

supervisor. If approved by the immediate supervisor, then the employee must submit the written application 45 

to Human Resources for consideration. However, leave may only be granted if arrangements can be made 46 

to continue the function and duties performed by the employee requesting the leave with minimum  47 

 48 
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disruption to the department or school. Denials may not be grieved but may be appealed in person to the 1 

Human Resources Officer or his/her designee, whose decision shall be final and binding. Upon  2 

recommendation of the immediate supervisor through administrative channels to the Superintendent, and 3 

upon approval of the Board of Education, an employee may be granted leave without pay for a period not 4 

to exceed one (1) year. Reasons for granting leaves may include: 5 
 6 

1. Study (related to school employment) 7 

2. Parental (child rearing) 8 

3. Required military service 9 

4. Service in the United States Peace Corps 10 

5. Disability 11 

6. Such other purposes deemed by the administration and the Board to be in the best interests 12 

of the District and/or employee 13 
 14 

Leave shall not be granted for the purpose of working in another job for payment, nor will the leave be 15 

honored by the District if the said employee accepts a position while on leave, with the exception of (1), 16 

(3), (4), and (6).  Employees on approved leave without pay may choose to pay their total insurance 17 

premiums in accordance with COBRA provisions. 18 
 19 

Section 9.7.1.  Leave Without Pay. 20 

Upon a request by the Union President, the Human Resources Department will provide a list of 21 

names of the members of the bargaining unit who have been granted authorized leaves without pay 22 

for the current school year. 23 
 24 

Section 9.7.2.  Retention of Leaves on a Leave Without Pay. 25 

The employee will retain accrued illness and injury benefit units, vacation credits, and length of 26 

service in the bargaining unit, while on leave without pay. However, vacation credits, illness and 27 

injury benefit units, and salary or incremental credits for placement shall not accrue while the 28 

employee is on an authorized leave without pay. 29 
 30 

Section 9.7.3.  Returning to Work After a Leave of Absence. 31 

The return of the employee from leave shall be according to the conditions agreed to between the 32 

employee, the immediate supervisor, and the Human Resources Officer or designee. Such 33 

conditions shall be in writing prior to the beginning of the leave and shall include, but not be limited 34 

to, the following. Upon returning from an approved leave, the employee will be entitled to return to 35 

his/her former position, subject to Section 9.7.5. 36 
  37 

Section 9.7.4.  Forfeiture of Assignment. 38 

If an employee elects not to return to his/her position, said employee shall forfeit seniority and all  39 

other accrued benefits and will be terminated.  Those who are eligible and elect to retire at this time 40 

will be entitled to accrued benefits in accordance with District policy and the RCW. 41 
 42 

Section 9.7.5.  Return to Employment During a Reduction of Force. 43 

If a reduction in force is in effect at the time the employee plans to return to employment, said 44 

employee shall be subject to the terms and conditions under Article X. 45 
 46 

Section 9.7.6.  Length of Leave of Absence. 47 

The authorized leave without pay may be renewed for one (1) additional year upon request by the 48 

employee and approval by the Human Resources Officer or designee. 49 
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Section 9.8.  Military Leave. 1 

Any employee who is a member of the Washington National Guard or of the Army, Navy, Air Force, Coast 2 

Guard, or Marine Corps Reserve of the United States, or of any organized reserve or armed forces of the 3 

United States shall be entitled to and shall be granted military leave of absence for a period not exceeding 4 

the time period specified by RCW 38.40.060, during each year beginning October 1 and ending the 5 

following September 30 and under the following conditions: 6 

 7 

1. The employee has given prior notification to his/her immediate supervisor of the date he/she is to 8 

report for military duty. 9 

2. The employee provides a signed copy of orders requiring his/her participation in military duty to the 10 

Human Resources department prior to leaving, or, when this is not possible, within five (5) calendar 11 

days of returning to work. 12 

3. A military leave of absence is needed so that the employee may report for active duty, when called, 13 

or take part in active training duty in such manner and at such time as he/she may be ordered to 14 

active duty or active training duty. 15 

 16 

Such absence shall be in addition to any vacation or illness and injury absence benefits to which the 17 

employee is entitled. Salary for an employee on military leave of absence pursuant to RCW 38.40.060 shall 18 

be at the employee’s regular rate of pay. 19 

 20 

Section 9.9.  Family and Medical Leave Act. 21 

Leave for family and medical care will be granted in accordance with the provisions of the Family and  22 

Medical Leave Act (FMLA). It is the District’s policy that any accrued vacation days, any family leaves, 23 

and any accrued illness and injury leave, must run concurrently with FMLA leave until such leaves are 24 

exhausted; provided illness and injury leave can ordinarily be used for the type of FMLA leave in question.   25 

If all such leaves are exhausted before the end of the FMLA leave, any remaining FMLA leave shall be 26 

unpaid leave.  27 

 28 

1. An eligible staff member will be entitled to twelve (12) work weeks of uncompensated leave 29 

during any twelve (12) month period measured backward from the date leave is first used under 30 

the rules and regulations applicable to the Family and Medical Leave Act (FMLA). The twelve 31 

(12) week entitlement will include weeks within which a holiday occurs but will not include 32 

periods of time for which the District’s activities have temporarily ceased, and employees are not 33 

expected to report for work for one (1) or more weeks (i.e., winter, spring or summer break).  34 

2. In any case where both spouses are employed by the District, each spouse will receive the same 35 

leave allowed for an individual staff member under the law.  36 

3. An eligible staff member must first exhaust accrued injury and illness leave, provided under the 37 

Agreement. The twelve (12) weeks of leave entitlement will include and count such time used for 38 

other leaves.  39 

4. Individuals requesting maternity leave can access disability leave in addition to twelve (12) 40 

weeks of FMLA leave.  41 

5. “Eligible staff member” means a staff member who has been employed for at least one (1) year 42 

and who has completed at least one thousand, two hundred fifty (1,250) hours of service during 43 

the twelve (12) months immediately before the leave is requested. A staff member is presumed to 44 

have worked one thousand, two hundred fifty (1,250) hours if the staff member has been 45 

employed for at least (12) months by the District (full-time staff members).  46 

 47 

 48 
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Section 9.10.  Washington State Paid Family and Medical Leave (PFML). 1 

Employees are entitled to the benefits provided by the Paid Family Medical Leave program (PFML) under 2 

the Washington State Family and Medical Leave and Insurance Act, which is administered by the 3 

Washington State Employment Security Department. To be eligible for this leave, employees must have 4 

worked a minimum of eight hundred twenty (820) hours for a Washington based employer during the 5 

previous year, in accordance with state law. An employee who has accrued sick leave or other paid time off 6 

may choose to take such leave or to not take such leave and instead access PFML.  7 

 8 

Employees shall not be compelled to exhaust their available sick leave prior to accessing PFML. 9 

Employees may choose to supplement their PFML by accessing their available sick leave while on PFML.  10 

If the employee chooses to access their sick leave as a supplemental benefit payment while on PFML, they 11 

must inform the District of the total number of sick days that they elect to use, and the District will pay 12 

those days in one (1) lump sum. The Employment Security Department will not prorate or reduce an 13 

employee’s weekly benefit amount due to the receipt of sick leave as a supplemental benefit payment while 14 

on PFML. 15 

 16 

Section 9.11.  Family Member. 17 

The employee may use illness and injury benefits to care for a family member with a mental or physical 18 

illness, injury, or health condition, or who needs medical diagnosis, or preventative medical care. For 19 

purposes of this section, in accordance with RCW 49.46.210, "family member" means any of the following:  20 

 21 

a. A child, including a biological, adopted, or foster child, stepchild, or a child to whom the 22 

employee stands in loco parentis, is a legal guardian, or is a de facto parent, regardless of age or 23 

dependency status.  24 

b. A biological, adoptive, de facto, or foster parent, stepparent, or legal guardian of an employee or 25 

the employee's spouse or registered domestic partner, or a person who stood in loco parentis 26 

when the employee was a minor child.  27 

c. A spouse  28 

d. A registered domestic partner  29 

e. A grandparent  30 

f. A grandchild  31 

g. A sibling 32 

 33 

 34 

 35 

A R T I C L E   X 36 

 37 

PROBATION, SENIORITY AND LAYOFF PROCEDURES 38 

 39 

Section 10.1.  Seniority. 40 

The seniority of an employee, as referenced in this Agreement shall be the length of continuous 41 

employment with the District in any position within this bargaining unit. 42 

 43 

Section 10.2.  Loss of Seniority Rights. 44 

The seniority of an employee shall be lost for the following reasons: 45 

A. Resignation 46 

B. Discharge for Justifiable Cause 47 

C. Retirement 48 
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 1 

Section 10.3.  Protected Seniority Rights. 2 

Seniority shall not be lost for the following reasons, without limitation: 3 

A. Time lost by reason of industrial accident, industrial illness or jury duty absence 4 

B. Time on leave granted for the purpose of serving in the Armed Forces of the United States 5 

C. Time spent on authorized leaves, not to exceed one (1) year. However, absence benefits 6 

units or vacation credit shall not accrue during the leave. 7 

D. Time spent on layoff status 8 

 9 

Section 10.4.  Probationary Status. 10 

Each newly hired employee shall remain on probationary status for a period of ninety (90) actual calendar 11 

days of work following the date of hire. During this probationary period, the District may discharge such an 12 

employee at its discretion. During the probationary period, discharge shall not be subject to the grievance 13 

procedure under this Agreement. The probationary period of this Agreement must be completed before an 14 

employee can be eligible to apply for a new job opening. 15 

 16 

Section 10.4.1.  Internal Hire Probationary Time. 17 

Current Prof Tech employees who have already passed probation with the District but have taken a 18 

new position shall be subject to a sixty (60) actual workdays trial period. During this period, the 19 

District may re-assign an unsuccessful employee back to the previous position, if vacant or place 20 

employee on lay off status. The trial period under this Agreement must be completed before an 21 

employee can be eligible to apply for a new job opening. 22 

 23 

Section 10.5.  Reduction in Force (RIF). 24 

In the event the School Board determines that a Reduction In Force (RIF) is necessary, such a 25 

determination will take into consideration budgetary factors and work available, which will be related to 26 

the planning of programs, facilities, and staffing of positions necessary to best accomplish the educational 27 

objectives of the District. This provision will also cover program reorganization by supervisors other than 28 

Board decision. The Union and a Human Resource Officer or designee will meet to discuss the potential 29 

impacted of layoff within five (5) business days of the School Boards determinations. 30 

 31 

Section 10.5.1.  Reduction in Force Process. 32 

In the event that the School Board determines that employees in job classifications of this 33 

bargaining unit will be laid off as a result of a RIF, then the Board will retain, layoff and recall such 34 

employees on the basis of seniority and the employee's qualifications and skills as needed by        35 

the District. For the purposes of placement, employee qualifications and skills will be matched with 36 

District requirements for positions as determined by the administration, according to the current 37 

published job descriptions. 38 

 39 

A. When an employee’s hours of work are reduced five (5) hours per work week, this will be 40 

considered a RIF. 41 

B. In the event of a RIF, the employee may bump the least senior employee under the following 42 

conditions. 43 

  44 

1. The bumping applies only to a related field for which the employee is qualified. The 45 

Union President and the Human Resources Officer or designee will meet to determine 46 

available related positions. 47 
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2.  Bumping will be determined level by level beginning with the highest level position 1 

being eliminated. The lowest senior person at that level will be bumped to the next 2 

lowest level, if any. Bumping will then be done at that level and continue for each 3 

level going down. If the RIF’d employee bumps into a lower classification, then the 4 

employee will receive the salary of that classification. 5 

3.  In no circumstances will bumping cause an employee to gain more work hours or 6 

acquire a higher classification, unless mutually agreed between the Union President 7 

and the Human Resources Officer or designee. 8 

 9 

Section 10.5.2.  Notice of Reduction in Force. 10 

In the event that the District finds it necessary to institute a RIF that would affect members of this 11 

Union, there will be a written notice to any employee who will be laid off at least two (2) weeks 12 

prior. The Union President will be provided written notification prior to the member receiving a 13 

copy of the two (2) week notice. 14 

 15 

Section 10.5.3.  Reemployment List. 16 

If an individual is laid off, that person's name will be placed on an employment pool recall list 17 

according to seniority within the bargaining unit. It is incumbent on the laid off employee to update 18 

their application and resume, so the District has current information available in case Section 11.1 is 19 

used. The employee's name shall remain on said list for a period of sixteen (16) months from the 20 

date that the employee is laid off. 21 

 22 

Section 10.5.4.  Leave of Absence During a Reduction in Force. 23 

An employee on an authorized absence or authorized leave at the time of a RIF will be subject to 24 

the layoff and recall provisions of this Agreement as if he/she were actively employed at the time a 25 

RIF is implemented. 26 

 27 

Section 10.5.5.  Current Contact Information. 28 

In addition, to be eligible for recall from the employment pool recall list, employees while on layoff 29 

shall notify the Human Resources Department of their current telephone number and address and 30 

must state their intent and availability for re-employment. 31 

 32 

Section 10.5.6.  Employment Reinstatement. 33 

If a person on layoff status is offered, by certified letter, a position that is at least equal to the same 34 

number of hours, duties, responsibilities and pay as held prior to layoff, and he/she does not accept 35 

the position offered within five (5) working days following receipt of the letter, then said person 36 

shall be placed at the bottom of the employment pool recall list. Should said person be offered a 37 

different position a second time by certified letter, and he/she does not accept the position offered 38 

within three (3) working days following receipt of the letter, or the employee voluntarily terminates 39 

at any time, then said person's name shall be removed from the employment pool recall list.  40 

 41 

Employees who have been removed from the employment pool recall list may apply for any open 42 

position under the jurisdiction of the bargaining unit; however, if re-employed by the District, said 43 

employees will lose all previously accrued benefits and seniority with the exception of sick leave 44 

and retirement credits. 45 

 46 

 47 

 48 
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Section 10.5.7.  Reinstatement Conditions. 1 

A person recalled within the sixteen (16) month period stated in the above section may not 2 

necessarily be reinstated in the identical position or functional job classification occupied before the 3 

time of layoff.  In the event a person returning from layoff is assigned a lower level position the 4 

employee will receive the salary of that classification. Recalled employees will retain seniority and 5 

accrued illness and injury absence benefit units and placement on the vacation schedule as were 6 

earned at the time of layoff; however, said employee will not receive credit for absence benefit units 7 

or vacation credit while on layoff. 8 

 9 

Section 10.5.8.  Vacant Positions. 10 

If there is a vacant permanent part-time or full-time position in the District, and there are no 11 

qualified people available to fill the said vacant position, then said position will be posted. 12 

 13 

Section 10.6.  Reduction in Force. 14 

If any reduction in the Union workforce is being considered, the District shall notify the Union prior to 15 

enacting reductions. 16 

 17 

 18 

 19 

A R T I C L E   XI 20 

 21 

OPENINGS WITHIN THE BARGAINING UNIT 22 

 23 

Section 11.1.  Reemployment List. 24 

If there are employees under the jurisdiction of this bargaining unit available for work on the employment 25 

pool recall list, the District will not post any open position(s) which fall within the jurisdiction of this 26 

bargaining unit. In such cases, said persons will be given first consideration for the open position(s) either 27 

according to Article IX (Leaves), or Article X (Probation, Seniority & Layoff Procedures), provided that 28 

said persons qualify as determined by the Administration with respect to the possession of skills, ability and 29 

training necessary to perform the work required as published in the job description of the open position(s).  30 

If there are no qualified persons in the employment pool for the open position(s), then said position shall be 31 

posted according to Section 11.2 below. If there is more than one (1) person available to work on the 32 

employment pool recall list, the District will hire the best qualified applicant from all candidates applying, 33 

using seniority as a tiebreaker as described in Section 11.2. 34 

 35 

Section 11.2.  Job Postings. 36 

With the exceptions of Section 11.1 above, the District will post all open positions for at least a minimum 37 

of five (5) working days which fall within the jurisdiction of this bargaining unit when they become 38 

available.  A copy of the job posting shall be forwarded to the Union Representative and the Union Chapter 39 

President. When a job opening is posted, first consideration shall be given to employees under the 40 

jurisdiction of this bargaining unit, on the basis of seniority who are presently employed by the District; 41 

however, the District will hire the best qualified candidate from all candidates applying from inside and 42 

outside the District. If there is more than one (1) person who applies for the same posted position under the 43 

jurisdiction of this bargaining unit, and each is equally qualified to perform the work as determined by the 44 

administration, then length of service in the District under this bargaining unit shall be the determining 45 

factor when filling the position. 46 

 47 

 48 
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Section 11.3.  Seniority Bypass. 1 

If a junior applicant demonstrates significantly greater ability, skill, or expertise as confirmed through 2 

assessment, references, and work experience, the District may bypass a senior applicant. If the District 3 

determines to bypass a senior applicant, the bypassed employee may request the reason for the bypass. 4 

Upon receipt of a written request for such reasons from the employee, the District shall set forth the reasons 5 

in writing. The ability, qualifications and performance of the successful applicant and the bypassed 6 

employee shall be discussed in the written response. All employees interviewed for positions who were not 7 

selected shall be notified within seven (7) calendar days that they have not been hired. 8 

 9 

Section 11.4.  Seniority Preferential Treatment. 10 
 11 

Section 11.5.  Leave Replacement. 12 

Any leave replacement position will be posted as a temporary position with a specified ending date, as 13 

determined by the length of the leave. The end date of the leave replacement position may be extended by 14 

the request of the Human Resources Officer or designee and agreement by the Union President. In the 15 

event that a temporary employee is hired into a permanent position, they will be treated as a new hire. 16 

Applicants for Security positions will submit a five (5) year driving abstract, at applicant’s expense, as part 17 

of the application process. 18 
 19 

Section 11.6.  Substitutes for TSS. 20 

To ensure the continued operation and efficiency of the transportation dispatch and routing department 21 

when a TSS staff member is absent due to vacation, leave, or unexpected absences, the District may assign 22 

substitute personnel to perform lower level support duties within the dispatcher unit, subject to the 23 

following conditions: 24 
 25 

a) Substitute personnel shall not perform core duties exclusively to the transportation dispatcher 26 

classification, unless specifically trained and authorized by administration.  27 

b) Substitute assignments shall be limited to support tasks such as data entry, filing, phone 28 

coverage, or other clearly defined, non-dispatch, non-routing functions that do not require 29 

bargaining unit-level discretion or decision making. 30 

c) The use of substitutes shall not result in the displacement or reduction of hours, benefits, or 31 

duties of existing bargaining unit employees. 32 

d) Substitute assignments under this section shall not exceed the duration of the regular employee’s 33 

absence and shall not be used to fill in permanent vacancies. 34 

 35 

Section 11.7.  Annual Scheduling and Job Assignments Transportation (TSS). 36 

To ensure operational efficiency and fair assignment of responsibilities, the following staffing structure and 37 

schedule shall be maintained:  38 
 39 

• One (1) Dispatcher 40 

• First Shift: One (1) Division A Router, One (1) Division B Router  41 

• Second Shift: One (1) Division A Router, One (1) Division B Router  42 
 43 
In the event an absence, another TSS employee may be requested to temporarily fill in to ensure continued 44 

coverage and operational support. 45 
 46 

Section 11.7.1.  Bidding Process. 47 

An annual bid process shall take place no later than June 30 of each year. These job packages shall 48 

be posted at least five (5) working days prior to the scheduled bid. The District will seek ideas and  49 
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suggestions from current TSS employees for job packages that work well together. All 1 

Transportation TSS staff (Dispatchers and Routers) shall bid on complete job packages, which 2 

include the following elements in the description: 3 
 4 

• Assigned position (Dispatcher, Division A Router, or Division B Router) 5 

• Scheduled start, stop, and lunch time 6 

• Assigned duties (including but not limited to field trip planning, McKinney-Vento 7 

coordination, special program routing, etc.) Job packages may not encompass all 8 

potential tasks. Additional or unforeseen work may arise during the course of the year 9 

and will be addressed as needed. 10 

 11 

The bid process shall be conducted strictly by bargaining unit seniority within the TSS 12 

classification. Each employee shall select from the available packages in order of seniority until all 13 

packages are filled. The Employer shall not create or assign job packages in a manner designed to 14 

circumvent the seniority-based bidding process or to target individual employees. 15 

 16 

Section 11.7.2.  Temporary Changes and Mid-Year Changes. 17 

Temporary changes in assignments may be made for operational needs but shall not exceed thirty 18 

(30) working days without triggering a rebid or mutual agreement between the Union and the 19 

District.  20 

 21 

Section 11.7.3.  Overtime and Extra Work for Extra Pay. 22 

Overtime and extra work for extra pay shall follow the AV overtime provisions in Sections 7.21.1; 23 

7.21.1; and 7.21.2.  24 

 25 

Section 11.8.  Application for Internal Jobs. 26 

Employees who meet minimum qualifications are encouraged to apply for any available positions.  27 

Employee applicants shall be granted interviews for positions they seek to fill with their current unit 28 

classification. Employees must complete the District online application process to be granted an interview. 29 

 30 

Section 11.9.  Seniority Preferential Treatment. 31 

The employee with the most seniority shall receive preferential treatment regarding shift selection, vacation 32 

periods, promotions, assignments, transfers, layoffs, and special assignments. If the District determines that 33 

seniority rights should not govern in the latter cases above, because a junior employee possesses ability and 34 

performance substantially greater than a senior employee or employees, the District shall set forth in 35 

writing to the senior employee or employees who applied for the job the reason why the senior employee or 36 

employees have been bypassed.  37 

 38 

 39 

 40 

A R T I C L E   XII 41 

 42 

DISCIPLINE AND DISCHARGE OF EMPLOYEES 43 

 44 

Section 12.1.  Progressive Discipline. 45 

The District shall have the right to discipline or discharge an employee for justifiable cause. The issue of 46 

justifiable cause shall be resolved in accordance with the grievance procedure hereinafter provided. A 47 

process of progressive discipline will be followed. Progressive discipline includes: (1) verbal or written  48 
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warning; (2) letter of reprimand; (3) suspension with or without pay; (4) termination. If the District has 1 

reason to reprimand an employee, it shall be done in a manner which will not embarrass the employee 2 

before other employees or the public. 3 

 4 

Section 12.2.  Meeting for Disciplinary Actions. 5 

The District will give advance notification to an employee about the purpose of a meeting when said 6 

meeting will result in a written disciplinary action. This will allow the employee an opportunity to obtain  7 

Union representation. If the employee desires to obtain Union representation and said representation is not 8 

available, said meeting will be rescheduled to occur no later than two (2) workdays from the time the 9 

employee is so advised unless the District needs additional time. 10 

 11 

Section 12.3.  Notice to Discharge. 12 

Except in extraordinary cases, and as otherwise provided in this Article, the District will give employees 13 

two (2) weeks' notice of intention to discharge. 14 

 15 

Section 12.4.  Meeting Times. 16 

Meetings between the employee and District shall occur at times set by the District which shall be as 17 

mutually convenient as possible. 18 

 19 

Section 12.5.  Personnel File. 20 

The District personnel files shall be maintained in the Human Resources Department. The employee shall 21 

have the right to inspect his/her file upon scheduled appointment. The employee may have representation at 22 

such time. Upon request, the employee may receive a copy of all documents maintained in the file, except 23 

confidential references. At the discretion of the District, the cost of any reproduction will be borne by the 24 

employee. The employee may make an appointment to make an inventory of the file and have it signed and 25 

dated by a representative of the District. The employee may add written items relevant to job performance. 26 

Employees may be required to sign documents placed in their personnel file to signify receipt only, which 27 

will be indicated on such documents. 28 

 29 

Section 12.5.1.  Removal of Files. 30 

Employees may make a request in writing to a designated Human Resources administrator that 31 

disciplinary material be removed from their personnel file after twenty-four (24) months. The 32 

decision of the Human Resources administrator will be final. 33 

 34 

Section 12.6.  Working File Inspection. 35 

The employee shall have the right to inspect the supervisor’s working file upon scheduled appointment.  36 

Upon request, the employee may receive a copy of all documents maintained in the file, except confidential 37 

references. Employees may submit a written request to have employee-related material removed twenty-38 

four (24) months after its inclusion. In response, the District will evaluate the nature and/or frequency of 39 

the conduct involved, as well as any legal obligations regarding record retention. 40 

 41 

Section 12.7.  Information Used for Disciplinary Action. 42 

The basis of any disciplinary action taken against an employee shall be limited to the information shared 43 

with the employee prior to the disciplinary action being imposed. 44 
 45 
 46 
 47 
 48 
 49 
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A R T I C L E   XIII 1 

 2 

INSURANCE AND RETIREMENT 3 

 4 

Section 13.1.  SEBB School Employee Benefits Board. 5 

Employees and substitutes who work or are anticipated to work six hundred thirty (630) hours or more in a 6 

work year (September 1-August 31) shall be eligible for insurance under the School Employee Benefits 7 

Board (SEBB). SEBB shall establish all parameters of the benefit offerings, including eligibility, plan 8 

designs, carriers, and employer/employee rates. Employee rates shall be paid through payroll deduction. 9 

      10 

Section 13.2.  Tort Liability. 11 

The District shall provide tort liability coverage for all employees subject to this Agreement. 12 

 13 

Section 13.3.  Insurance. 14 

In accordance with RCW 28A.400.370, the District will provide liability insurance and personal property 15 

insurance for employees “while engaged in the maintenance of order and discipline and the protection of 16 

school personnel and students and the property thereof.” The limits and eligibility for this insurance 17 

coverage will be according to District Policy and Procedures. 18 

 19 

Section 13.4.  SERS Washington State School Employees’ Retirement System. 20 

In determining whether an employee subject to this Agreement is eligible for participation in the  21 

Washington State School Employees' Retirement System, the District shall report all hours worked, 22 

whether straight time, overtime, or otherwise. 23 

 24 

Section 13.5.  Tax Shelter Plans. 25 

All employees subject to this Agreement shall be entitled to participate in a tax shelter plan. On receipt of a 26 

written authorization by an employee, the District shall make the requisite withholding adjustments and 27 

deductions from the employee's salary. 28 

 29 

 30 

 31 

A R T I C L E   XIV 32 

 33 

PROFESSIONAL AND VOCATIONAL TRAINING 34 

 35 

Section 14.1.  Funds for Training. 36 

For the mutual benefit of Union employees and the District, the employer may provide funds for additional 37 

training. The Administration shall have the sole right to determine which employees may attend at District 38 

expense. Prior approval must be obtained from the employee's supervisor, subject to review by the 39 

Superintendent. 40 

 41 

Section 14.2.  Professional and Vocational Training. 42 

When the Superintendent or designee requests an employee to attend professional or vocational course(s), 43 

then said employee shall be paid at his/her regular rate per hour for the number of hours of actual 44 

attendance in training beyond the regular workday, not including travel time outside of the workday. All 45 

training time will be paid at the employee’s regular straight time rate unless eligible for overtime, double 46 

time or compensatory time in accordance with Sections 7.1 and 7.2. 47 

 48 
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Section 14.3. 1 

When the District requires an employee to attend training that consists of tuition, books and materials, their 2 

cost will be paid by the District. Mileage reimbursement shall be in accordance with District Policy and 3 

regulations for approved classes. In the event the employee does not successfully complete the training due 4 

to negligence, then the employee can be required to reimburse all costs. 5 

 6 

Section 14.4.  Reasons for Training Funding. 7 

The District shall provide funds for training of employees who are deficient in skills required for jobs that 8 

they presently hold if the skill deficiency is caused by: 9 

 10 

A. An involuntary transfer to a new job classification 11 

B. The introduction and use of technically advanced equipment 12 

C. A change in the qualifications and/or duties required in the current job description 13 

 14 

If the Superintendent or designee requests the employee to attend vocational course(s) to gain the necessary 15 

skills; then Section(s) 14.2 and 14.3 may apply. 16 

 17 

Section 14.5.  Sign Language Interpreter EIPA. 18 

This provision recognizes the evolving certification standards established by the State of Washington 19 

concerning the Educational Interpreter Performance Assessment (EIPA). The purpose of this section is to 20 

support sign language interpreters in meeting these requirements and to outline the District's commitment 21 

to providing assistance to bargaining unit members during this transition. 22 

 23 

Section 14.5.1.  Reimbursement for EIPA Costs. 24 

The District shall reimburse current and newly hired sign language interpreters for the full cost of 25 

the EIPA assessment fee for the testing. Mileage for travel to and from the testing location in 26 

accordance with District travel policy. 27 

 28 

Section 14.5.2.  Scheduling and Paid Time. 29 

A. Sign language interpreters may, if scheduling permits, complete the EIPA during their regular 30 

work hours. In such cases, the employee shall not experience a loss in pay or be required to use 31 

accrued leave. 32 

B. If testing during work hours is not feasible due to operational needs, the District shall 33 

compensate the employee at their regular hourly rate for the time spent completing the 34 

assessment only (not including travel or preparation time). 35 

 36 

Section 14.5.3.  Travel and Lodging for Remote Testing. 37 

When no testing centers are reasonably available within proximity to the District, and travelling to a 38 

distant site is necessary, the District shall reimburse the employee for: 39 
 40 

• One (1) night of lodging, and 41 

• Necessary meal expenses  42 
 43 
In accordance with the District’s travel reimbursement policies and rates. 44 

 45 

Section 14.5.4.  EIPA Score. 46 

The District will follow Washington State mandates regarding the minimum EIPA score for 47 

passing. Employees will not be disqualified from ongoing employment in the Sign Language  48 
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Interpreter positions solely on the basis of their EIPA score unless required under Washington State 1 

law/mandates. Employees will be given up to four (4) opportunities to successfully complete this 2 

test. Employees who do not achieve the required test score will be provided with professional 3 

development opportunities and/or resources to help them enhance their skills.  4 

 5 

 6 

 7 

A R T I C L E   XV 8 

 9 

UNION MEMBERSHIP AND CHECKOFF 10 

 11 

Section 15.1.  Membership. 12 

The District and the Union understand that at the center of our labor management relationship is the shared 13 

interest in providing the best services to the public. All bargaining unit employees shall have the option of 14 

joining and maintaining membership in the Union upon employment with the District in a bargaining unit. 15 

 16 

Section 15.2.  New Hire Notification. 17 

The District shall maintain an electronic document and share it with the Union on regular employees in any 18 

job title set forth in Appendix A.1 of this Agreement, including name, home mailing address, phone 19 

number, job title, work location, and hire date. The District will notify the Union of all new hires within ten 20 

(10) business days of the hire date. At the time of hire, the District will inform the new hire of the terms 21 

and conditions of this Article. 22 

 23 

Section 15.3.  New Employee Orientations (NEO). 24 

The Union shall have the right to make an exclusive thirty (30) minute presentation to new employees at 25 

the conclusion of the District New Employee Orientation (NEO). New employees will be compensated for 26 

participation in alignment with District practice. The District will provide the PSE Member Engagement 27 

Specialist (MES), Chapter President and Chapter Meeting Officer, via email, at least five (5) working days’ 28 

notice of the specific location and time of all new employee orientations held by the District. The District 29 

will provide a list, to the MES, Chapter President and Chapter Membership Officer, and 30 

membership@pseofwa.org of the PSE bargaining unit employees participating in the NEO at least two (2) 31 

calendar days prior to the scheduled time.   32 

 33 

Section 15.4.  Checkoff. 34 

The District shall deduct Union dues from the pay of any employee who authorizes such deductions, 35 

pursuant to State law. The District shall transmit all such funds deducted to the Treasurer of Public School 36 

Employees of Washington/SEIU Local 1948 on a monthly basis. The Union will provide a list of those 37 

members who have agreed to Union membership via Union designated methods. The Union will provide a 38 

list of those members who have agreed to Union membership via Union designated methods. The Union 39 

Membership Department will be the custodian of the records related to dues authorization and agrees that, 40 

as the custodian of the records, it has the responsibility to ensure the accuracy and safe-keeping of those 41 

records. Upon receiving an authorization, the District will start deductions for the new members for the 42 

next available payroll period, according to the usual administrative cycle. The Union will refund any 43 

amount of dues that are paid in error.  44 

 45 

The Union shall provide the District with a full and complete list of bargaining unit employees who are 46 

current members of the Union, and shall provide updates, additions and/or other changes in membership 47 

status to the District. The Union will be custodian of the records. The Union agrees that, as the custodian of 48 
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the records, it has the responsibility to ensure the accuracy and safe-keeping of those records. The District 1 

shall transmit all such funds deducted to the Treasurer of the Public School Employees of 2 

Washington/SEIU Local 1948 on a monthly basis. 3 

 4 

Section 15.4.1.  Classified Employee Report to the Union. 5 

The District shall submit a monthly report (to accompany the monthly transmission of dues to PSE) 6 

to the Treasurer of the Union listing: the name and amount of PSE dues deducted for each 7 

bargaining unit employee. 8 

 9 

Section 15.4.2.  Local Chapter Dues. 10 

The District shall deduct Union local chapter dues separately and remit such funds to the local 11 

Chapter Treasurer on a monthly basis, or within thirty (30) calendar days of the deduction of such 12 

dues. 13 

 14 

Section 15.4.3.  Political Action Committee. 15 

The District shall, upon receipt of notification from the Union that conforms to legal requirements, 16 

deduct from the pay of such bargaining unit employee the amount of contribution the employee 17 

voluntarily chooses for deduction for political purposes and shall transmit the same to the Union on 18 

a check separate from the Union dues transmittal check, or to the appropriate agency. The employee 19 

may revoke the request at any time. At least annually, the employee shall be notified by the Union 20 

about the right to revoke the request. 21 

 22 

Section 15.5.  Hold Harmless. 23 

The Union shall indemnify and hold the District harmless for the administration of this article. 24 

 25 

Section 15.6.  Authorization and Revocation. 26 

The employee’s authorization remains in effect until expressly revoked by the employee in accordance with 27 

the terms and conditions of the authorization. An employee’s request to revoke authorization for payroll 28 

deductions must be in writing and submitted by the employee to Public School Employees of Washington 29 

(PSE) in accordance with the terms and conditions of the authorization. After the employer receives 30 

confirmation from the exclusive bargaining representative that the employee has revoked authorization for 31 

deductions, the employer shall end the deduction effective on the first payroll after receipt of the 32 

confirmation. 33 

 34 

 35 

A R T I C L E   XVI 36 

 37 

GRIEVANCE PROCEDURE 38 

 39 

Section 16.1.  Introduction. 40 

In order that there be a process for the settlement of grievances, the following procedures shall be 41 

established. 42 

 43 

Section 16.2.  Definitions. 44 

 45 

Section 16.2.1.  Grievant. 46 

The “grievant” is an employee, a group of employees, or the Union, who files a grievance. 47 

 48 
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Section 16.2.2.  Grievance Procedure. 1 

A “grievance” is an alleged violation of the interpretation and/or application of the terms of this 2 

contractual Agreement. 3 

 4 

Section 16.2.3.  Appropriate Supervisor. 5 

The “appropriate supervisor” is the supervisor who is immediately involved with the alleged 6 

grievance at the time it originates. 7 

 8 

Section 16.2.4.  Days. 9 

“Days” shall mean District business days (Monday through Friday); provided, however, the parties 10 

shall, during the traditional break periods, work constructively to process grievances as rapidly as 11 

possible. Grievants who find themselves in extraordinary circumstances beyond their control may 12 

request a modification of the timelines pursuant to 16.3.1.C. 13 

 14 

Section 16.3.  General Conditions. 15 
 16 

Section 16.3.1.  Time Limits. 17 

A. If the employer fails to answer within the time limits provided, the grievance may be 18 

appealed to the next step. 19 

B. If the grievant fails to appeal within the time limits provided, it shall be deemed as 20 

acceptance of the employer’s disposition of the claim. 21 

C.  Time limits may be extended by mutual agreement in writing. 22 
 23 

Section 16.3.2.  Confidentiality. 24 

A.  All matters pertaining to specific grievances may be confidential information and shall 25 

not be unnecessarily or indiscriminately related, disclosed, or divulged by any 26 

participant in the grievance process. 27 

B. Confidentiality. All documents, communications and records dealing with the grievances 28 

and their dispositions shall be filed separately from the grievant’s personnel file. 29 
 30 

Section 16.3.3.  An Employee Grievance Filed Independently. 31 

Nothing in the Agreement shall be construed to prevent any person from presenting and adjusting a 32 

grievance directly with the Superintendent or designee, without intervention of the Union, as long 33 

as the resulting adjustment does not conflict with the terms of this Contractual Agreement between 34 

the District and the Union and is in accordance with and subject to the conditions and limitations 35 

provided by law. As a demonstration of good faith, the District shall notify the Union of any 36 

grievances filed independently, to include a copy of the grievance. 37 
 38 

Section 16.3.4.  Settlement. 39 

Any grievance settled to satisfaction of the grievant and the Union at any step of the formal 40 

procedure will be considered final and binding on the grievant, the Union, and the District and not 41 

subject to further review. 42 
 43 

Section 16.3.5.  Grievance Delay and Reinstatement. 44 

A grievance may, by notice in writing to the Director of Human Resources, be delayed after it is  45 

initiated and before the decision is delivered at any step of the formal procedure. The aggrieved 46 

party may reinstate the grievance within thirty (30) days after notice to delay is received by the 47 

Superintendent, but not thereafter. A grievance may be withdrawn by the aggrieved party at any 48 

time. 49 
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Section 16.3.6.  Individual Complaints. 1 

If an individual employee has a personal complaint which he/she desires to discuss with his/her 2 

immediate supervisor, he/she is free to do so without recourse to this Grievance Procedure. 3 

 4 

Section 16.3.7.  Freedom from Reprisal. 5 

There shall be no reprisals of any kind by any party or parties against any other party or parties for 6 

reason of their participation in the Grievance Procedure. No grievance shall be used as a reason in 7 

any disciplinary proceeding against the grieving employee or in any consideration for promotion or 8 

recommendation for job placement. 9 

 10 

Section 16.3.8.  Scope of Non-Grievable Matters. 11 

Excluded from this grievance procedure and binding arbitration shall be the following: 12 

 13 

A. All matters mandated for judicial review 14 

B. The substance of an evaluation as expressed in an evaluation document 15 

C. Denied absences to attend approved professional meetings and/or conferences 16 

D. Denied personal absences without pay 17 

E. Authorized leaves without pay 18 

F. Legislative leaves 19 

G. District decision(s) to implement a layoff with the exception of issues/disputes related 20 

to Article X and Article XI, which shall be subject to the grievance procedure 21 

H. Adverse warranted reclassifications 22 

 23 

Section 16.3.9.  Representation and Assistance in Investigation. 24 

A. An employee may elect to be represented by the Union at any and all steps of the 25 

Grievance Procedure. 26 

B. During the course of any investigation by the Union, either to determine whether it will 27 

support a grievant or enable it to represent the grievant effectively, the District shall 28 

cooperate with the organization and furnish it such information germane to the 29 

grievance as the Union may request, if approved by the grievant. 30 

C. The Union is entitled to request and have an observer at grievance hearings and to make 31 

its views known when such hearings are conducted by any District official or body. 32 

 33 

Section 16.4.  Processing of Grievances. 34 

The parties believe that staff and management should attempt to resolve disputes arising from alleged 35 

violations of this Agreement in informal, problem-solving methods before moving to the formal grievance 36 

process. 37 

 38 

Section 16.4.1.  Informal Grievance Process. 39 

Within thirty (30) days of becoming aware of an alleged grievance, the grievant and/or Union shall 40 

schedule a meeting to discuss the complaint with the employee’s immediate supervisor. Every effort 41 

will be made to resolve the grievance at this level. If the grievance is not resolved informally, then 42 

the grievant and/or Union can submit a written grievance following the below steps.  43 

 44 

Section 16.4.2.  Level I. 45 

The grievant shall invoke the formal Grievance Procedure by completing a statement containing the 46 

following: 47 

 48 
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A. The alleged facts on which the grievance is based 1 

B. A reference to the provision(s) in this Agreement which have been allegedly violated 2 

C. The remedy sought; and 3 

D. The signature of the grievant 4 

 5 

A copy of the grievance shall be delivered to the appropriate administrator. The filing of the 6 

grievance at Level I must be within fifteen (15) District business days from the informal grievance 7 

resolution meeting. Within ten (10) District business days of receipt of the grievance, the 8 

appropriate administrator shall meet with the grievant, who may be represented by the Union, in an 9 

effort to resolve the grievance. Grievances related to paycheck errors must be filed within thirty 10 

(30) District business days from the time of the first knowledge by the employee of the alleged 11 

error, but no later than a maximum of ninety (90) District business days from the occurrence.  The 12 

appropriate administrator shall deliver a written decision to the grievant within five (5) District 13 

business days after the meeting is held. 14 

 15 

Section 16.4.3.  Level II. 16 

If the grievant is not satisfied with the disposition of the grievance at Level I, or if no disposition 17 

has been made within ten (10) District business days, after the Level I meeting, the Director of 18 

Human Resources or his/her designee and the Union representative will meet to consider alternative 19 

resolutions within ten (10) District business days. The objective of the Level II review would be to 20 

resolve the issue in the most fair and equitable manner. The Union and the District may mutually 21 

waive the Level II process by written notification within ten (10) District business days of receipt of 22 

the Level I response. If the Level II meeting is not held within the specified timelines, the Grievant 23 

may appeal to Level III.  Level II meetings scheduled during the Grievant’s regular work hours 24 

shall remain regular paid time.     25 

 26 

Section 16.4.4.  Level III. 27 

If the grievant is not satisfied with the disposition of the grievance at Level II, or if no disposition 28 

has been made within ten (10) District business days after the Level II meeting with the Human 29 

Resources Director or designee, then grievant may deliver a written notice of appeal to the 30 

Superintendent or designee, who shall meet with the grievant, who may be represented by the Union 31 

to resolve the grievance. Within ten (10) District business days of the meeting, the Superintendent 32 

or designee will deliver a written decision to the grievant. 33 

 34 

Section 16.4.5.  Level IV – Arbitration. 35 

If the grievant is not satisfied with the disposition of the grievance at Level III, or if no disposition  36 

has been made within ten (10) District business days, the Union may request that the grievance may 37 

be submitted before an impartial arbitrator. Such requests must be stated in writing to the 38 

Superintendent within fifteen (15) District business days of receipt of the decision rendered at Level 39 

III.  The Union shall notify the District if it has declined to support a grievance and the grievant has 40 

made an appeal to the state level of the Union. Upon such notice, the parties will mutually agree to 41 

an extension of the timelines. 42 

 43 

If, within ten (10) District business days after receipt of a request for arbitration from the Union, the 44 

parties cannot mutually agree on an arbitrator, then the parties shall request a list of arbitrators be 45 

submitted by the American Arbitration Association. An application form shall be sent according to 46 

the voluntary rules of the Union for a list of seven (7) names. Within ten (10) District business days 47 

from receipt of the list each side shall alternately strike names until one (1) name remains. If the 48 
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remaining name is unacceptable to either or both parties, a second list of seven (7) names shall be 1 

requested from the American Arbitration Association. Within ten (10) District business days of 2 

receipt of this list, each side shall alternately strike a name until one (1) remains, and the remaining 3 

name shall be the arbitrator. The parties shall jointly notify the American Arbitration Association.  4 

 5 

The decision of the arbitrator shall be final and binding upon both parties. Neither the District nor 6 

the Union shall submit any additional allegation(s) or present any evidence in the arbitration 7 

proceeding not previously disclosed to the other party. 8 

 9 

Section 16.4.6.  Grievance and Arbitration Hearings. 10 

All hearings or conferences pursuant to this procedure shall be scheduled at a time and place  11 

which will afford a reasonable opportunity for all parties entitled to attend to be present, including 12 

any and all witnesses. 13 

 14 

Section 16.4.7.  Jurisdiction of the Arbitrator. 15 

The arbitrator shall have no power to alter, add to or subtract from the terms of this Agreement. The 16 

arbitrator shall be without power or authority to make any decision that is contrary to State law or to 17 

rules and regulations governing the District having the force and effect of law. 18 

 19 

Section 16.4.8.  Arbitration Costs. 20 

The cost for the services of the arbitrator including per diem expenses, if any, and his/her travel and 21 

subsistence expenses and the cost of any hearing room will be borne equally by the parties. All 22 

other costs will be borne by the party incurring them. 23 

 24 

 25 

 26 

A R T I C L E   XVII 27 

 28 

TRANSFER OF PREVIOUS EXPERIENCE 29 

 30 

Section 17.1.  Longevity Retention. 31 

When an employee leaves a school district, education service district, or the Superintendent of Public 32 

Instruction’s Office within the state and commences employment with this district, he/she shall not retain 33 

any seniority rights other than longevity. Longevity can be used to determine placement on the salary 34 

schedule, provided that the experience is in a like position, per RCW 28A.400.300. 35 

 36 

Section 17.1.1.  Calculation of Longevity. 37 

If this District has a different system for computing seniority, leave benefits, and other benefits,  38 

then the employee shall be granted the same seniority, leave benefits, and other benefits as an 39 

employee in the District who has similar occupational status and total years of service. 40 

 41 

Section 17.1.2.  Returning Employees Retention of Seniority. 42 

Employees who leave and then return to the same or similar position within twelve (12) months will 43 

retain their seniority. 44 

 45 

 46 

 47 

 48 
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Section 17.2.  Employment Offer Letters. 1 

The first District employment offer letter must include the following information: the minimum salary, 2 

details regarding the first paycheck (including proration information), paycheck timelines, and a disclosure  3 

regarding timelines for verification of employment. The District shall provide an official employment offer 4 

letter to new hires, detailing their pay step, recognized longevity and experience, and any applicable leave 5 

accruals within ten (10) business days upon receipt of documentation from the former employers. 6 

 7 

 8 

 9 

A R T I C L E   XVIII 10 

 11 

SALARIES AND EMPLOYEE COMPENSATION 12 

 13 

Section 18.1.  Compensation. 14 

Employees shall be compensated in accordance with the provisions of this Agreement for all hours worked.  15 

Each employee shall receive a full accounting and itemization of authorized deductions, hours worked, and 16 

rates paid with each paycheck. 17 

 18 

Section 18.1.1.  Annual Base Salary Payments. 19 

Employees shall receive their annual base salary in twelve (12) equal payments. 20 

 21 

Section 18.1.2.  Prorated Salary Payments. 22 

Employees who are hired after the start of the school year will receive their pro-rated annual base 23 

salary in equal payments based on how many pay dates are left in the school year. 24 

 25 

Section 18.1.3.  Longevity Steps. 26 

Schedule A increments and longevity steps, where applicable, shall become effective on 27 

September 1 of each year; provided, the employee has been actively employed continuously prior to 28 

February 1 of the previous employment year.  29 

 30 

Section 18.2.  Deduction Services. 31 

The District shall provide payroll deductions of SEBB benefits, tax sheltered annuities or other District 32 

approved programs.  Credit union deductions are limited to the credit union currently known as Inspirus.  33 

Such deductions shall be subject to rules and procedures as established by the District. 34 

 35 

Section 18.3.  Salary Schedule. 36 

The following job titles will be adjusted as follows: 37 
 38 

• Career & College Specialist    C to D 39 

• Certified Occupational Therapy Assistant  C to C2 40 

• Help Desk Specialist    C to C2 41 

• Library Audio/Visual Specialist   B to C 42 

• Physical Therapist Assistant   C to C2 43 

 44 

Annually Salary Schedule shall be increased on September 1 by the wage increases expressed below:  45 

 46 

1. Beginning with the 2025-2026 school year, the wage rates listed in Schedule A will be adjusted 47 

to reflect the increase in the implicit price deflator (IPD) plus zero point four (0.4%) percent.  48 
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2. Beginning with the 2026-2027 school year, the wage rates listed in Schedule A will be adjusted 1 

to reflect the increase of IPD. 2 

3. Beginning with the 2027-2028 school year, the wage rates listed in Schedule A will be adjusted 3 

to reflect the increase of IPD. 4 

 5 

Section 18.3.1. 6 

Salaries contained in Appendix A shall be for the entire term of this Agreement, subject to the terms 7 

and conditions of Article XVIII, Section 18.9, and Article XIX, Section 19.3. 8 

 9 

Section 18.3.2. 10 

Any permanent employee who changes jobs positions on the same level shall receive the same step 11 

placement on the salary schedule. Any employees who change job positions and move to a higher 12 

level shall be placed at the step closest to their current amount of pay (but not less than their current 13 

pay) on the new level and will then receive a step increase in recognition of their promotion. 14 

 15 

Section 18.4.  Hours Calculation. 16 

For purposes of calculating daily hours, time worked shall be rounded to the next one-quarter (¼) hour. 17 

 18 

Section 18.5. 19 

Any employee required to travel from one site to another in a private vehicle during working hours shall 20 

be reimbursed for such travel on a per-mile basis determined by the current School Board approved policy. 21 

 22 

Section 18.6. 23 

Employees required to remain overnight on District business shall be reimbursed for travel expenses 24 

according to District policy. 25 

 26 

Section 18.7.  Salary Schedule. 27 

 28 

Section 18.7.1. 29 

The salary schedule in Appendix A shall be utilized for the purpose of placement of new employees 30 

and any reclassification. 31 

 32 

Section 18.7.1.1. 33 

Appendix B shall be updated and published each year. The District will put a copy of 34 

Appendix B on its website and provide the Union with a copy. Any copies of the contract 35 

given to new employees will have the current fiscal year salary schedule included. 36 

 37 

Section 18.7.1.2. 38 

After a requisition to hire has been submitted to and approved by Human Resources, Human 39 

Resources shall review all previous employment history to determine an appropriate initial 40 

experience step placement on the salary schedule. Salary placement decisions are not subject 41 

to the grievance process; however, if the employee believes that an error has been made, 42 

they may request that Human Resources re-examine their placement and consider any other 43 

information that the employee may have submitted to support their request for salary 44 

placement reconsideration. All such requests for reconsideration must be made within the 45 

probationary period. 46 

 47 

 48 
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Section 18.7.2. 1 

Salary changes may be made through other mutual agreements between the District and Union. 2 

 3 

Section 18.7.3. 4 

At a minimum, the School Board will provide an annual cost-of-living increase to the extent funded 5 

by the Legislature. This cost-of-living increase will be based on the prior year’s salary schedule and 6 

apply to all levels and steps on the salary schedule. 7 

 8 

Section 18.8. 9 

The evaluation form and process are described in Appendix C of this contract and shall be as mutually agreed. 10 

No evaluation shall be submitted to the District office, placed in the employee’s file, or otherwise acted upon 11 

without the employee having an opportunity for a prior conference. 12 

 13 

Section 18.9. 14 

A classification committee composed of three (3) District representatives and three (3) Union 15 

representatives to be appointed by the Union President, from different job sites will be formed to evaluate 16 

newly created positions, employee request for reclassification, jobs which have changed substantially and 17 

jobs which have been submitted for reclassification by the Union or supervisor. The term "substantially" 18 

will be defined by the committee through the use of a job analysis rating system and agreement by all 19 

committee members. This committee will be charged with the responsibility of rating new or deemed to be 20 

substantially changed positions with respect to the placement/classification on the salary schedule. 21 

 22 

Section 18.10.  Reclassification: 23 

 24 

Section 18.10.1. 25 

During the life of this contract Request for Reclassification will be conducted as follows: 26 
 27 

A. A mutually agreed job analysis rating system will be utilized 28 

B. At the end of the reclassification process three (3) things may occur: 29 
 30 

o No change in level 31 

o Change in level 32 

o Change in bargaining unit as mutually agreed to by the Executive Board or 33 

designees 34 

 35 

Section 18.10.2. 36 

An employee, supervisor, Union President, or business agent may request a reclassification  37 

providing the current job description along with a written description of the duties, responsibilities 38 

and/or qualifications that warrant reclassification to the appropriate Human Resources Officer. An 39 

individual may request a reclassification only once every eighteen (18) calendar months. The 40 

Human Resources Officer will contact the Union President to assemble the committee to review the 41 

request within ninety (90) calendar days. 42 

 43 

Section 18.10.3. 44 

The immediate supervisor may request that a position be reviewed where the duties, responsibilities 45 

and/or qualifications of said position have changed enough to warrant a job reclassification. The 46 

supervisor will forward to the Human Resources Officer or designee, a job description that shows 47 

the change in responsibilities. The Human Resources Officer or designee will contact the Union 48 

President to assemble a committee to review the request within ninety (90) calendar days. 49 
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Section 18.10.4. 1 

In the event a reclassification will cause a person to move to a higher level, this move will be 2 

treated as a promotion under Section 18.3.2. 3 

 4 

Section 18.10.5. 5 

A reclassification will only occur when there is an increase in responsibilities and not an increase of 6 

work of the same duties. 7 

 8 

Section 18.11.  Cell Phones. 9 

Members of the AV IT Team, as outlined in Section (7.21) will be provided with a District-issued cell 10 

phone. Guidelines for Cell Phone Usage: 11 

 12 

A. An “Equipment/Materials Check-Out” form and a “Cellular Phone Use Agreement” must be 13 

completed by all employees issued a District cell phone. 14 

B. Cell phones should only be used when no more cost-effective alternatives are available. 15 

C. Employees are responsible for safeguarding District-owned cell phones from theft or misuse by 16 

limiting access to the devices. 17 

D. District-owned cell phones are intended for conducting District business, including both 18 

incoming and outgoing calls.  19 

E. All cell phone calls made for District business must be documented and approved in writing by 20 

the employee and their immediate supervisor and/or appropriate administrator. 21 

 22 

 23 

 24 

A R T I C L E   XIX 25 

 26 

TERM AND SEPARABILITY OF PROVISIONS 27 

 28 

Section 19.1.  Terms and Severability. 29 

The term of this Agreement shall be September 1, 2025 to August 31, 2028.  The terms of this Agreement 30 

will continue in force and effect after expiration pursuant to RCW 41.56.123. 31 

 32 

Section 19.2. 33 

All provisions of this Agreement shall be applicable to the entire term of this Agreement notwithstanding 34 

its execution date, except as provided in the following section. 35 

 36 

Section 19.3.  Modification of Agreement. 37 

This Agreement may be reopened and modified at any time during its term upon mutual consent of the 38 

parties in writing.  In the event the School Board and Administration decide to implement double shifting 39 

and/or year-round schools, the parties will commence negotiations over the effects of that decision on the 40 

terms and conditions of employment. Further, this Agreement shall be reopened as necessary to consider 41 

the impact of any legislation enacted following execution of this Agreement which may arguably affect the 42 

terms and conditions herein or create authority to alter personnel practices in public employment. 43 

 44 

Section 19.4. 45 

If any provision of this Agreement or the application of any such provision is held invalid, the remainder of 46 

this Agreement shall not be affected thereby. 47 

 48 
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Section 19.5. 1 

Neither party shall be compelled to comply to any provision of this Agreement which conflicts with state or 2 

federal statutes or regulations promulgated pursuant thereto. 3 

 4 

 5 

 6 

A R T I C L E   XX 7 

 8 

NO STRIKE 9 

 10 

Section 20.1.  No Lock Out / No Strike. 11 

For the duration of this Agreement, the employer will not lock out employees nor will the employees 12 

engage in any strike or other work stoppage. In the event another bargaining unit engages in a strike during 13 

the terms of this Agreement, the work year of the members of this bargaining unit will also be adjusted and 14 

rescheduled following the strike to insure that the bargaining unit members do not lose annual salary; once 15 

restructured and worked, the members will pay back to the District any unemployment payments they have 16 

received. In the event the District asks this bargaining unit to work during the strike of another bargaining 17 

unit, the District will not ask members of this bargaining unit to do the work of the striking unit. 18 

 19 

 20 

 21 

 22 

 23 

 24 

 25 

 26 

 27 

 28 

 29 

 30 

 31 

 32 

 33 

 34 

 35 

 36 

 37 

 38 

 39 

 40 

 41 

 42 

 43 

 44 

 45 

 46 

 47 

 48 
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 1 

 2 

 3 

SIGNATURE PAGE 4 

 5 

 6 

 7 

PUBLIC SCHOOL EMPLOYEES 8 

OF WASHINGTON/SEIU LOCAL 1948 9 

 10 

FEDERAL WAY PROF-TECH CHAPTER #717     FEDERAL WAY SCHOOL DISTRICT #210 11 

 12 

 13 

 14 

BY:             BY:        15 

               David Ahrens, Chapter President                               Dr. Dani Pfeiffer, Superintendent 16 

   17 

 18 

                19 

DATE:            DATE:        20 

 21 

 22 

 23 

  FEDERAL  WAY  SCHOOL  BOARD 24 

 25 

   26 

  BY:   27 

   Dr. Jennifer Jones, President 28 

 29 

  BY:   30 

   Trudy Davis, Vice President 31 

 32 

  BY:   33 

          Quentin Morris, Director #1, WIAA Rep. 34 

   35 

  BY:    36 

          Luckisha Phillips, District #3, Leg. Rep. 37 

 38 

  BY:    39 

                Joan Marie Murphy, Director #5 40 

 41 

 42 

        43 

 44 

 45 

 46 

 47 

 48 
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APPENDIX  A 1 

 2 

 3 

 4 

 5 

 6 

 7 

 8 

 9 

 10 

 11 

 12 

 13 

 14 

 15 

 16 

 17 

 18 

 19 

 20 

 21 

 22 

 23 

 24 

 25 

 26 

 27 

 28 

 29 

 30 

 31 

 32 

 33 

 34 

 35 

 36 

 37 

 38 

 39 

 40 

 41 

 42 

 43 

 44 

 45 

 46 

 47 
Appendix A continued on the next page 48 

Federal Way Public Schools 
Public School Employees - Professional Technical Employees Association 

SALARY SCHEDULE - BASE 
September 1, 2025 - August 31, 2026 

      

 Step 1 Step 2 Step 3 Step 4 Step 5 

Position Yr 1-3 Yr 4-6 Yr 7-9 Yr 10-12 13+ Yrs 

 $65,482 $68,214 $70,938 $73,669 $76,398 

Level B $31.48173 $32.79519 $34.10481 $35.41779 $36.72981 

Camera Technician & Scholar Management      
Communication Facilitator      
Curriculum Support Specialist      
Guidance Support Specialist      
Learning Facilitator      

 $68,214 $71,057 $73,896 $76,738 $79,583 

Level B.2 $32.79519 $34.16202 $35.52692 $36.89327 $38.26106 

Financial Technician      

 70,938 75,031 79,127 83,219 87,309 

Level C $34.10481 $36.07260 $38.04183 $40.00913 $41.97548 

Instructional Materials Specialist      
Library Audio/Visual Specialist      
Transition Program Career Development Specialist      
Vision Program Assistant      

 $75,031 $79,358 $83,690 $88,020 $92,347 

Level C.2 $36.07260 $38.15288 $40.23558 $42.31731 $44.39760 

Certified Occupational Therapy Assistant           

Help Desk Specialist      
Physical Therapist Assistant      
Sign Language Interpreter      

 $76,398 $81,856 $87,309 $92,769 $98,228 

Level D $36.72981 $39.35385 $41.97548 $44.60048 $47.22500 

Business & Facility Service Coordinator      
Career & College Specialist      
Certified Braille Transcriber      
Guest Employee and Absence Management Specialist      
Help Desk Specialist - Coordinator      
Help Desk Specialist - Internet Academy/Truman      
Help Desk Specialist - MIS Trainer      
Licensed Healthcare Specialist - LPN/RN      
Maintenance Services Specialist      
Multimedia Specialist Videographer/Writer      
Re-Engagement Facilitator      
Security Officer      
Special Education Data Analyst      
Transportation Safety/Training Coordinator      
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 6 

 7 

 8 

 9 

 10 

 11 

 12 

 13 

 14 

 15 

 16 

 17 

 18 

 19 

 20 

 21 

 22 

 23 

 24 

 25 

 26 

 27 

 28 

 29 

 30 

 31 

 32 

 33 

 34 

 35 

 36 

 37 

 38 

 39 

 40 

 41 

 42 

 43 

 44 

 45 

 46 
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 48 

Technology Hardware and Systems Technician 

Transportation Safety/Training Coordinator 

Web Media Specialist - TFL 

 
Level D.2 
Transportation Services Specialist 
 

 $87,309 $92,769 $98,228 $103,683 $109,138 

Level E $41.97548 $44.60048 $47.22500 $49.84760 $52.47019 

Buyer      
Data Visualist/Infographics Analyst      
Fiscal Administrative Specialist      
Nutrition Services/Central Kitchen Supervisor      
Payroll Benefits Specialist      
Payroll Compensation Specialist       
Payroll Retirement Specialist      

 $92,769 $98,570 $104,372 $110,167 $115,960 

Level E.2 $44.60048 $47.38942 $50.17885 $52.96490 $55.75000 

Budget Analyst/Grants Coordinator      
Financial Analyst      

 $98,228 $103,683 $109,138 $114,599 $120,050 

Level F $47.22500 $49.84760 $52.47019 $55.09567 $57.71635 

Contract Management & Procurement Specialist      
Help Desk Supervisor      
Student and Demographic Forecaster      
Technology Equipment Repair Supervisor      
Transportation Services Coordinator       

      
*Longevity Stipend:  1.5% for 15 years in District      
Annual salary based on 260 days, 8 hours per day       

 
Notes: 

2025-26:  IPD + 0.4% 
Position Reclassifications:  Career & College Specialist, Certified OT Asst, PT Asst, Help Desk Specialist and Library Audio/Visual 
Specialist 

2026-27:  IPD 

2027-28:  IPD 
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 4 

 5 

 6 

 7 

 8 

 9 

 10 
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 13 

 14 

 15 

 16 

 17 

 18 

 19 

 20 
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 24 
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 26 

 27 

 28 

 29 

 30 

 31 

 32 

 33 

 34 

 35 

 36 

 37 

 38 
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 45 

 46 

 47 

 48 

Federal Way Public Schools 
Public School Employees - Professional Technical Employees Association 
SALARY SCHEDULE - BASE WITH 15 YR DISTRICT LONGEVITY 

September 1, 2025 - August 31, 2026 
      

 Step 1 Step 2 Step 3 Step 4 Step 5 

Position Yr 1-3 Yr 4-6 Yr 7-9 Yr 10-12 13+ Yrs 

 $66,464 $69,237 $72,002 $74,774 $77,544 

Level B $31.95385 $33.28702 $34.61635 $35.94904 $37.28077 

Camera Technician & Scholar Management      
Communication Facilitator      
Curriculum Support Specialist      
Guidance Support Specialist      
Learning Facilitator      

 $69,237 $72,123 $75,004 $77,889 $80,777 

Level B.2 $33.28702 $34.67452 $36.05962 $37.44663 $38.83510 

Financial Technician      

 $72,002 $76,156 $80,314 $84,467 $88,619 

Level C $34.61635 $36.61346 $38.61250 $40.60913 $42.60529 

Instructional Materials Specialist      
Library Audio/Visual Specialist      
Transition Program Career Development Specialist      
Vision Program Assistant      

 $76,156 $80,548 $84,945 $89,340 $93,732 

Level C.2 $36.61346 $38.72500 $40.83894 $42.95192 $45.06346 

Certified Occupational Therapy Assistant           

Help Desk Specialist      
Physical Therapist Assistant      
Sign Language Interpreter      

 $77,544 $83,084 $88,619 $94,161 $99,701 

Level D $37.28077 $39.94423 $42.60529 $45.26971 $47.93317 

Business & Facility Service Coordinator      
Career & College Specialist      
Certified Braille Transcriber      
Guest Employee and Absence Management Specialist      
Help Desk Specialist - Coordinator      
Help Desk Specialist - Internet Academy/Truman      
Help Desk Specialist - MIS Trainer      
Licensed Healthcare Specialist - LPN/RN      
Maintenance Services Specialist      
Multimedia Specialist Videographer/Writer      
Re-Engagement Facilitator      
Security Officer      
Special Education Data Analyst      
Technology Hardware and Systems Technician           

Transportation Safety/Training Coordinator      
Web Media Specialist  TFL      
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 5 

 6 
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 14 

 15 

 16 

 17 

 18 

 19 

 20 

 21 

 22 

 23 

 24 

 25 

 26 

 27 

 28 

 29 

 30 

 31 

 32 

 33 

 34 

 35 

 36 

 37 

 38 

 39 

 40 

 41 

 42 

 43 

 44 

 45 

 46 

 47 

 48 

 $83,084 $89,021 $94,949 $100,884 $106,825 

Level D.2 $39.94423 $42.79856 $45.64856 $48.50192 $51.35817 

Transportation Services Specialist      

 $88,619 $94,161 $99,701 $105,238 $110,775 

Level E $42.60529 $45.26971 $47.93317 $50.59519 $53.25721 

Buyer      
Data Visualist/Infographics Analyst      
Fiscal Administrative Specialist      
Nutrition Services/Central Kitchen Supervisor      
Payroll Benefits Specialist      
Payroll Compensation Specialist       
Payroll Retirement Specialist      

 $94,161 $100,049 $105,938 $111,820 $117,699 

Level E.2 $45.26971 $48.10048 $50.93173 $53.75962 $56.58606 

Budget Analyst/Grants Coordinator      
Financial Analyst      

 $99,701 $105,238 $110,775 $116,318 $121,851 

Level F $47.93317 $50.59519 $53.25721 $55.92212 $58.58221 

Contract Management & Procurement Specialist      
Help Desk Supervisor      
Student and Demographic Forecaster      
Technology Equipment Repair Supervisor      
Transportation Services Coordinator       

      
*Longevity Stipend:  1.5% for 15 years in district      
Annual salary based on 260 days, 8 hours per day      

 
 

Notes: 
2025-26:  IPD + 0.4% 

Position Reclassifications:  Career & College Specialist, Certified OT Asst, PT Asst, Help Desk Specialist and Library Audio/Visual 
Specialist 
2026-27:  IPD 
2027-28:  IPD 
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APPENDIX  A.1 
 

FEDERAL WAY PUBLIC SCHOOLS  
Professional-Technical Employees 

Job Titles 
 

 
Level B 
Business Service Generalist  
Camera Technician & Scholar Management 
Communication Facilitator 
CTE Support Specialist 
Curriculum Support Specialist 
Guidance Support Specialist 
Learning Facilitator 
Library Audio/Visual Specialist 
 
Level B.2 
Financial Technician 
 
Level C 
Career & College Specialist 
Certified Occupational Therapy Assistant 
CHOICE & Student Release Specialist 
Help Desk Specialist 
Instructional Materials Specialist 
Physical Therapist Assistant 
Science Center Supervisor 
Vision Program Assistant 
 
Level C.2 
Assessment & Instructional Materials Generalist 
Sign Language Interpreter 
 
Level D 
Certified Braille Transcriber 
Communications Help Desk Specialist 
Deaf-Blind Intervener 
Guest Employee and Absence Management 
Specialist 
Help Desk – MIS Support 
Help Desk Specialist – Coordinator 
Help Desk Specialist – Internet  
Academy/Truman 

 
Help Desk Specialist – MIS Trainer 
Licensed Healthcare Specialist – LPN/RN 
Maintenance Services Specialist 
Multimedia Specialist Videographer/Writer 
Re-Engagement Facilitator 
Security Officer 
Special Education Data Analyst 
Technology Equipment Repair Technician 
Transportation Safety/ Training Coordinator 
Web Media Specialist – TFL 
 
Level D.2 
Assessment Analyst  
Transportation Services Specialist 
 
Level E 
Buyer 
Compensation Specialist  
Data Visualist/ Infographics Analyst 
Fiscal and Administrative Generalist 
Nutrition Services Central Kitchen Supervisor 
Payroll Benefits Specialist 
Payroll Compensation Specialist 
Payroll Retirement Specialist 
 
Level E.2 
Budget Analyst/Grants Coordinator 
Financial Analyst 
 
Level F 
Assistant Director of Nutrition Services 
Lead Security Officer 
Security Coordination Officer 
Student and Demographic Forecaster 
Technology Equipment Repair Supervisor 
Transportation Services Coordinator 
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APPENDIX B 
 

FEDERAL WAY PUBLIC SCHOOLS, DISTRICT NO. 210 
Grievance Form  |  Level 1 

(Type or Print) 
GRIEVANCE FORM 
A Level 1 Grievance must be filed with the Human Resources Officer within fifteen (15) workdays 
following the date of the alleged occurrence. 
 
TO:                                           HUMAN  RESOURCES  OFFICE       
 
 
FROM: 

                          Grievant         Position or Title 
 
___________________________________________________________________________________ 
  Home Address     City   State   Zip 
 
 
  Home/Cell Phone 
 
__________________________________________________________________________________ 
  Work Location       Department or Grade 
 
Date grievance occurred: 
 
Date met with the Supervisor (prior to filing grievance):  
 
Specific Article and/or Section of Agreement allegedly violated: 
 
NATURE OF THE GRIEVANCE AND SPECIFIC EVENT GIVING RISE TO THE GRIEVANCE 
 
 
 
 
 
 

ACTION OR REMEDY REQUESTED 
 
 
 
 
 
 
 
                      Signature of Grievant       Date 
 
Date Grievance Received:  
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APPENDIX B.1 
 

FEDERAL WAY PUBLIC SCHOOLS, DISTRICT #210 
Grievance Form  |  Level 2 

(Type or Print) 
 
GRIEVANCE FORM 
 
A Level 2 Grievance must be filed with the Human Resources Officer within ten (10) workdays of a 
reply from a Level 1 meeting with the immediate supervisor. 
 
TO:                                           HUMAN  RESOURCES  OFFICE       
 
 
FROM: 

   Grievant        Position or Title 
 
___________________________________________________________________________________ 
  Home Address     City   State   Zip 
 
 
  Home/Cell Phone 
 
__________________________________________________________________________________ 
  Work Location       Department or Grade 
 
 
Date Grievance Occurred:                                                   
 
 
Level 1 Meeting Date:  
 
 
Specific Article and/or Section of Agreement allegedly violated: 
 
 
 
 
 
 
 
 
 
                       Signature of Grievant                 Date 
 
 
Date Grievance Received:  

 
ATTACH A COPY OF THE LEVEL 1 GRIEVANCE 
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APPENDIX C 
PROFESSIONAL-TECHNICAL PERFORMANCE EVALUATION 

 
Section C.1  Evaluation Year Long Process.  
Professional-Technical Association employees will be evaluated by their direct supervisor, or a designee 
assigned by their direct supervisor. 
 

Section C.1.1  Start of Year Process.  
By September 30, Professional-Technical Association employees must be given the goal setting form 
found in Appendix C and evaluation form that includes job specific criteria written by the direct 
supervisor based on the employee’s job description.  The employee must complete the goal-setting 
form prior to the “start of year” meeting with their direct supervisor or designee (from now on 
referred to as “evaluator”), which must occur by October 31.  Evaluator and employee will meet to 
share goals, job specific criteria, evaluation competencies, and the schedule for the evaluation 
process. 

 

Section C.1.2  Mid-Year Process.  
A mid-year conference between the evaluator and employee for a formative evaluation using the 
Professional Technical Performance Evaluation form found in Appendix X must occur by January 
31.  The formative conference is a “check-in conversation” between the employee and the evaluator 
and does not go into the employee’s personnel file. 

a. For formative evaluation, the evaluator scores each competency where evidence is 
sufficient to score. 

b. Comments are optional except for competencies with a rating of Unsatisfactory (1).  
Competencies with a rating of Unsatisfactory (1) require a plan of support and/or evidence 
of what the evaluator needs to see for the employee to achieve a rating of Meets Basic 
Expectations (2) or Meets Full Expectations (3). The evaluator may choose to include the 
following in the plan of support:  

i. The identification of resources and support that are available, and  
ii. A timeline that outlines a reasonable timeframe and procedures for assessing progress.  
c. The Overall Performance Rating is not calculated mid-year. 
d. Goals should be reviewed for progress towards completion and may be adjusted if needed. 

 

Section C.1.3  End of Year Process.  
Employees will have a summative evaluation annually using the Professional-Technical Performance 
Evaluation form found in Appendix C.   

a. Summative written evaluations will be completed and distributed according to the 
following schedule:  

i. For twelve (12) month employees, no later than August 15.   
ii. For less than twelve (12) month employees, no later than June 1.  

b. Goals should be discussed to determine if they were completed.  If goals were not 
completed, the employee should share the reason why their goals were not met with the 
evaluator. 

c. Comments are optional except for competencies with a rating of Unsatisfactory (1) 
Competencies with a rating of Unsatisfactory (1) require a plan of support and/or evidence 
of what the evaluator needs to see for the employee to achieve a rating of Meets Basic 
Expectations (2) or Meets Full Expectations (3). The evaluator may choose to include the 
following in the plan of support: 
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i. The identification of resources and support that are available, and  
ii. A timeline that outlines a reasonable timeframe and procedures for assessing 

progress. 
d. If an employee receives an overall evaluation that is unsatisfactory, the employee shall be 

provided with a copy of the evaluation at least one (1) day prior to the conference with the 
evaluator, exceptions to this one (1) day rule must be mutually agreed upon by the 
evaluator and the employee.  The employee may request that a Union representative be 
present for this meeting.  

e. The employee and evaluator will both sign the summative evaluation. This signature 
acknowledges the receipt of the evaluation only and does not signify agreement with the 
evaluation. The employee may submit a written response to their evaluator.   

f. The evaluator will then submit the signed evaluation to the Human Resources Department 
with any written response provided by the employee to Human Resources.  

 

Section C.2  Probation Process.  
If an evaluator anticipates an unsatisfactory overall summative score at any time during the year and would 
consider termination based on performance, the following process must be followed: 

a. The evaluator must first implement a plan of support, which shall include the provisions of Section 
C.1.2(b). The plan of support under Section C.1.2(b) shall include a schedule of conferences with the 
evaluator of not less than twice per month. 

b. The evaluator must give written notice to the employee of the summative overall score they must 
achieve in order to retain their employment (Basic or Full) as part of the plan.   

c. The employee and the evaluator shall sign documentation acknowledging each of these conferences. 
d. The timeline under Section C.1.2(b) shall extend a maximum of sixty (60) working days. 
e. At the end of this time-period, the employee will be reevaluated using the Professional-Technical 

Performance Evaluation form found in Appendix C. The result of this summative evaluation will be 
either a satisfactory evaluation, an extended timeline for improvement to be made with the steps of 
this subsection continued, or a termination notice. 

f. Employees are not eligible for a transfer while on probation.  
g. No employee may be terminated for poor job performance unless the employer has followed the 

probation process within a twelve (12) month period. 
h. Probation plans of support shall be provided to the Association within ten (10) business days of the 

employee being notified. 
 

Section C.3  
a. The evaluation provisions described above are for the purpose of dealing with performance‐based 

concerns. They are not intended to be a requisite procedure for dealing with conduct that warrants 
discipline. In such cases, discipline will be administered in a manner that is reasonable and, if 
appropriate, progressive, based on the magnitude and the scope of the misconduct. The parties 
recognize that the line between unacceptable behavior and unacceptable performance can, at times, 
be imprecise. Therefore, the parties commit to work together to resolve disagreements regarding 
which procedures should apply. Terminations for performance are subject to the provisions of Article 
XII Discipline and Discharge of Employees.  

b. Employees may file a grievance under Article XVI if they believe the evaluation process was not 
followed. 
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Employee Name: Date: 

Type of Evaluation:   Formative (Mid-Year)   Summative (End of Year) 

PERFORMANCE EVALUATION INSTRUCTIONS 
For each competency, mark the rating that best describes the employee's performance where evidence is sufficient to score. 
Comments are optional except for competencies with a rating of "1".  The Overall Performance Rating is only calculated on the 
Summative Evaluation.  The Overall Performance rating is calculated by totaling the ratings of each competency. See Appendix C 
of the Professional-Technical Contractual Agreement for full guidelines. 

RATING SCALE DEFINITION 
 
4 = Exceeds 

 Expectations 
 

All of "Meets Expectations" and in addition consistently exceeds job requirements. Contributes well 
beyond job demands. Seizes initiative in development and implementation of challenging work goals. 
Each project or job is done thoroughly and on time. Thinks beyond details of the job, working toward the 
overall goals of the component. 

 
3 = Meets Full 

 Expectations 
 

Performance is what is expected of a fully qualified and experienced person in this position. All 
competencies are met. Consistently meets all performance expectations and standards. Job well done. 
Errors are minimal and seldom repeated. Prioritize problems and projects well. Requires normal 
supervision and follow-up. Almost always completes work or projects on schedule. 

 
2 = Meets Basic 

 Expectations 
 

Competencies are generally met but full results are not yet totally achieved. Occasionally falls short of 
consistently meeting performance expectations and standards. Some performance aspects were met 
partially, incomplete, or not up to expectation. Continuing to learn aspects of the position. 

 
1= Unsatisfactory 

Competencies are consistently not met. Employee consistently fails to meet performance expectations. 
Needs significant improvement. Excessive attention by supervisor is required. A plan of support is 
required. 

 

 

JOB TITLE Criteria (Written by HR & Direct Supervisor based on Job Description) 
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COMPETENCIES 
JOB EXPECTATIONS 

• Quality of performance 
• Knowledge and ability of skills required 
• Willingness to learn new skills 

                      

Comments: 

INITIATIVE 
• Resourceful 
• Gives input to decisions 
• Self-starter and self-motivated 
• Creates and completes quality goals 

                      

Comments: 

COLLABORATION 
• Teamwork 
• Takes on roles for team 
• Works well with others 

                      

Comments: 

ATTITUDE 
• Works well with others 
• Flexible, adaptable, cooperative 

                      

Comments: 
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      JOB TITLE Criteria (Written by HR & Direct Supervisor based on Job Description) 
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DEPENDABILITY 
• Punctual and on time 
• Meets deadlines 

                      

Comments: 

CULTURAL COMPETENCY 
• Recognizes and respects cultural differences 
• Assumes responsibility for supporting the social and emotional safety of all 

                      

Comments: 

CUSTOMER RELATIONS 
• Works professionally with staff, parents, students, and/or vendors                       

Comments: 

CONFIDENTIALITY 
• Follows FERPA laws 
• Discloses information only with proper authorization 

                      

Comments: 

PROBLEM SOLVING 
• Solution-oriented 
• Critical thinker 
• Brings forth ideas for improvement 

                      

Comments: 

COMMUNICATION 
• Writes and communicates clearly, accurately, and respectfully                       

Comments: 

TIME MANAGEMENT 
• Meets deadlines 
• Work is efficient, timely, and productive 

                      

Comments: 

Unsatisfactory = 11-18   |   Basic = 19-29   |   Full = 30-41   |    Exceeds = 42-44   |        Overall Performance Rating: _______ 
Evaluator Overall Comments: 

 
 
        
  Employee’s Signature      Date 
 
        
  Evaluator’s Signature      Date 

 
Employee Name:      Meeting Date:   
 
Job Title:   School Year:  

Docusign Envelope ID: 7F4B84A7-D9FD-4420-AF38-D2DAEA33CBFA



PROFESSIONAL-TECHNICAL EMPLOYEE GOAL SETTING FORM 

Appendix C-Goal Setting Form                          August 5, 2025 
PSE Federal Way Prof-Tech Chapter #717                                                                                   Page 1 of 1 
Federal Way School District #210 

 
 

Employee Goals 
Use this form to set goals for the year. During the formative and summative evaluation meetings, the employee will have 
the opportunity to share with the evaluator progress toward the goals set at the beginning of the year. Please set up to 
three (3) goals. 
 
A good starting place for setting goals is to consider your accountabilities to support the goals for your 
department/school or the District, growth areas from previous evaluations, as well as what responsibilities make up the 
bulk of your work. In addition, consider what behaviors or skills are required to be successful and which of those you 
want to improve. 
 
Consider goals that are related to your School Improvement Plan, department's success, and/or the District Strategic 
Plan, as well as professional development that support your career. 
 
The employee's ability to set and meet goals will be assessed as part of the Initiative Competency on the evaluation form. 
 
The template below is designed to help you to create goals. 
GOAL TEMPLATE 

Goal:     What is your goal? (100 words or less.) 

Actions:     What specific activities are required to meet this goal? 

Job Relevancy:     How does this goal relate to your work and responsibilities? 

Resources Needed:     What do you need to accomplish the goal and/or activities/procedures? 

Due Date:     Choose a specific date when this goal should be successfully met or exceeded? 

GOAL #1 
Goal:      

 Actions:  

 Job Relevancy:  

Resources Needed: 

Due Date:  

GOAL #2 
Goal:      

 Actions:      

 Job Relevancy:      

Resources Needed:      

Due Date: 

GOAL #3 
Goal:      

 Actions:      

 Job Relevancy:      

Resources Needed:      

Due Date: 
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APPENDIX  D 
PRFESSIONAL-TECHNICAL UNION 

PROFESSIONAL DEVELOPMENT REQUEST FORM 
 

1.   Submit request to your immediate supervisor for approval at least twenty (20) calendar days in advance of the course start 
date. 

2.   Include a copy of the program agenda, learning targets, or other content documentation with request. 
3.   You will be notified within ten (10) calendar days of the status and a copy of the signed form returned to you. 
4.   If approved, in addition to documentation listed below return original signed request form: 

a.   For reimbursement, attach receipt for tuition, registration fees, books and/or travel and verification of attendance. 
b.   For the requested pay for training done on non-work time you will need verification of attendance. 

5.   All completed packets must be submitted to Human Resources for processing. 
 
 

Name 
 

 
Employee   

ID Number 
 

 
School/Building Location 

 
Hours/Day 
(Assigned) 

 
       Phone 

 

 
Request 

Date 
      
 

 I am requesting reimbursement: $__________ (total cost)        I am requesting pay: ________ Hours or Days (circle one) 
 
   If stacking hours, check here (all stacked request forms must be turned in together and stapled in the left hand corner) 
 
TRAINING ACTIVITY REQUESTED: 
 

Description  

Expected 
Outcome 

 

Training 
Date(s) 

 Training 
Location 

 

Start Time  End Time  Total Hours  

 
 

          ________________           Approved  Denied 
         Immediate Supervisor Signature           Date 
 
 
If denied, reason for denial:            
 
 
To be completed at the conclusion of the program 

 
 
 
 
Verification Signature of Presenter/Instructor  Date 

 
 
For Human Resources only: 
 
Total Hours/Days Paid:     Total Remaining Days Available:       ACCT#:   _______ 
 
 
Payment Authorization:    Date:     
 
Note:  
Requests for reimbursement will be submitted to Accounts Payable for process of payment. Requests for training done during 
non-work time will be submitted to Payroll for process of payment.
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APPENDIX  E 
 
 

WEINGARTEN RIGHTS 
 
The “Weingarten Rights” grants employees the opportunity to have Union representation at investigatory 
interviews concerning discipline, discharge, or suspension. This right helps ensure facts are accurately gathered 
and saves time for both parties. It includes the following principles: 
 

1. The employee must request a Union representative.  
  

2. Rescheduling to allow a Union representative's presence is appropriate; their unavailability may not 
unreasonably delay the investigation.   
 

3. This right applies when the employee reasonably believes disciplinary action may result; it does not 
cover routine workplace conversations such as instructions, training, or corrections.   
 

4. The Union representative’s role is to assist, not to disrupt; they may clarify facts or suggest relevant 
information for the Employer to consider.  
 

These duties and responsibilities are printed here for guidance and not a limitation on the rights of the parties in 
any particular case. 
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APPENDIX  F 
 

 
WHAT DOES “JUST CAUSE” OR “JUSTIFIABLE CAUSE” MEAN? 
 
The concept of “just cause” requires that there be fundamental fairness in decisions related to the discipline and 
discharge of employees. Arbitrators have articulated many definitions and explanations of “just cause” over the 
years, including, but not limited to the following tests: 
 

1. Fair Notice: Workers must know the rules they are accused of violating.   
 

2. Reasonable Rules: The enforced rules must be reasonably related to the orderly, efficient, and safe 
operation of the Employer’s operations.  
 

3. Due Process: Employees have the right to know with reasonable precision the accused offense and 
the opportunity to defend the behavior before the discipline is imposed.   
 

4. Fair and Objective Investigation: An investigation into misconduct must be conducted fairly and 
objectively. 
 

5. Substantial Proof: Discipline must be based on solid evidence, not rumors.   
 

6. Equal Treatment: Similar offenses should receive similar discipline. Management cannot suddenly 
enforce long-ignored rules.    
 

7. Progressive Discipline: The discipline imposed must be proportionate to the severity and context 
of the proven offense, and with consideration of the employee’s history of service. Usually, start 
with lesser penalties before escalating to suspension or termination. 
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