


ral Office Agreement -202
This agreement entered into , 2026
Central Office Employee Rights

A. There shall be a written job description for each position.

B. Promotions will be made on the basis of ability and qualifications of the current position held as well as the
evidence of ability to perform the new position. The promotions will be effective the first day of the school
fiscal year except in emergencies.

C. New Central Office employees shall be informed of their starting wage, benefits, and provided a copy of the
Central Office Agreement. This is to be done by the employer on the first date of employment

D. When a vacancy occurs the position will be posted the same number of days that the employee creating the
vacancy, up to 15 workdays gave the notice, before the position is filled. Any Central Office Employee may
apply for such position, and if qualified shall be given first chance for the position prior to an outside
applicant. An employee who transfers to a different classification will be placed at the first level of the new
position and credit for previous years of service may be given.

E. Promations will be made on the basis of ability and qualifications in performing the present job plus evidence
to perform the new job.

Hours of Work

A. In the event that it is necessary for the Central Office Employee to wark past 40 hours per week and upon the
request of her supervisor, she shall be paid overtime at the rate of time and a half or callect comp time also at
the rate of time and a half. Overtime pay and campensation time will be documented in writing through the
payroll office by the secretary’s supervisor. Comp time will be documented by each employee on a separate
Google Sheet through a shared drive with the employee’s supervisor, the Payroll Clerk. Central Office
Personnel may carry over a maximum of 2 days (16 hours) from year to year. Anything above and beyond 16
hours will be paid off at the end of the year at their current hourly rate.

B. Employees will be provided 2-fifteen minute breaks as well as a thirty minute unpaid lunch per day.

Leave of Absence

A. Any Central Office Employee whose personal iliness extends beyond the period compensated under "leave
pay” shall be granted a leave of absence without pay for such time it is necessary for complete recovery for
such illness; the period of time not to exceed one calendar year. Upon return from leave, an employee shall
be assigned to the same position if available or a substantially equivalent position.

B. The Superintendent may grant a leave of absence. The district will adhere to the provisions of the FMLA when
dealing with such leave request of the employee.

Leave Pay

A. Employees will be provided 12 sick days per year; additional sick days will be used from any accrued sick days
from the previous year(s) employment.
B. Leave of absence with pay chargeable against the employee’s sick leave allowance shall be granted for the
following reasons:
1. A maximum of five {5) days per school year to care for illness or injury of immediate family.
2. One day when emergency illness in the family requires an employee to make arrangements for
necessary medical or nursing care. The administration may request the employee to present
documentation.


















