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Understanding

The term of this understanding will commence on July 1, 2026 and continue in
full force and effect until June 30, 2031.

Hours of Employment
A. Weeks-Days-Times

Full-time employment is based on a five-day (5) week, eight-hour (8) day,
exclusive of a thirty (30) minute duty-free lunch period, (i.e. 8:00 am to
4:00 pm includes a thirty (30) minute lunch.) There will be a ten (10)
minute break in the morning and a ten (10) minute break in the afternoon.
Start/end times may be altered by the employer without altering the actual
length of hours worked.

B. Work Year

Twelve-month (12) administrative assistants shall work two-hundred and
sixty (260) days; less personal, emergency, sick, holiday, and vacation
days.

C. Summer Hours

During that period of the calendar year traditionally known as “Summer
Vacation” — i.e. from the day after the last required day of the school
calendar up to and including the day before the first day of the following
school calendar, the hours of a full work day shall be reduced by one (1)
hour per day, except on those occasional events wherein a job of work
must be finished within a specified time limit, and where this summer hour
reduction would interfere with the completion of said job.
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D. School Closures and Cancellations

Twelve-month (12) administrative assistants will work virtually when
schools are closed for flexible remote learning days unless the group as a
whole is otherwise instructed by Superintendent. Upon a 2 Hour delay,
employees will report 2 hours later than their normal time.

E. Declared Emergency Day

A declaration of state or national emergency, with said emergency
mandating the closure of government institutions, will excuse all
administrative assistants from reporting, without financial penalty and
without requiring the administrative assistants to utilize a leave day.

lll. Benefits

A. Time Off
1. Holidays

Holidays shall include: the same Spring Recess as the teaching
staff (including Good Friday and either the Thursday preceding or
the Monday following); Two (2) School Picnics; Memorial Day;
Independence Day; Labor Day; Veterans Day; Thanksgiving Day,
Day After Thanksgiving, Monday after Thanksgiving, the same
Winter Recess as the teaching staff (including Christmas Day and
the day preceding and the day following, and including New Year’s
Day.) Any holiday throughout the school year where teachers
are not required to work, the administrative assistants will also
be entitled to that day.

a) Conditional Floating Holidays
Each administrative assistant shall be eligible for one (1)
Floating Holiday in June and one (1) Floating Holiday in July
per fiscal year.

Use of a Floating Holiday is contingent upon:
Completion of all assigned duties and year-end/state
reporting responsibilities applicable to the position (e.g.,

PDE/PIMS submissions, payroll/benefits reporting, audit
close-outs, and other required filings), and
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b)

Advance approval by the employee’s direct supervisor.

Requests must be submitted at least five (5) business days
in advance, unless waived by the supervisor for operational
reasons.

Supervisors may deny or reschedule a Floating Holiday
based on operational needs, reporting deadlines, or staffing
requirements.

Floating Holidays are use-it-or-lose-it and do not carry over
beyond their respective month (June or July). Unused
Floating Holidays are forfeited.

Conditional Summer Friday Hours in June, July, and
First Week of August

During the months of June and July, and the first full week of
August, administrative assistants are eligible to work a
modified Friday schedule of 8:00 a.m. to 11:30 a.m., without
loss of pay or leave time.

Participation in Summer Friday Hours is contingent upon:

Completion of all assigned duties and year-end/state
reporting responsibilities, including but not limited to payroll
processing, benefits reporting, PDE/PIMS submissions, audit
documentation, and any required year-end closeout tasks;
and advance approval from the employee’s direct supervisor.

Supervisors maintain discretion to approve, deny, or revoke
Summer Friday Hours based on operational needs,
deadlines, department workload, or staffing coverage.

If operational needs prevent the modified schedule on a
given Friday, the employee shall work their regular schedule
without additional compensation or compensatory time.

Summer Friday Hours may not be banked, carried over,
traded, or made up on another day. If an employee takes
leave on a Friday, Summer Friday Hours do not apply, and
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the employee must use the appropriate leave type. Example
- - taking off on a modified day (8:00am-11:30am) counts as
a full day.

If an administrative assistant cannot take advantage of the
Conditional Summer Friday Hours due to duties required of
their position on Fridays, they are permitted to work with
their supervisor on an agreed upon day as a substitute.

2. Sick Days

a)

b)

Days Provided

Twelve-month administrative assistants will receive twelve
(12) sick days per year, to be used for their personal medical
needs or needs of family, for the duration of this agreement.
If more than three (3) sick days are taken in a row, a Medical
excuse will need to be submitted to their direct supervisor.

Earned Leave

Sick leave shall be earned by the employee at a rate of one
(1) day per month for each month worked. One (1) of the
twelve (12) sick days enumerated above may be used as a
fourth personal leave day or emergency snow day.

3. Personal Days

a)

b)

Days Provided

Three (3) personal leave days per year, non-cumulative,
shall be provided for all members of the administrative
assistant staff to be used at the discretion of the employee.

Notification

The direct supervisor shall be notified by the employee at
least forty-eight (48) hours in advance of the date requested
for a personal day, when possible. The direct supervisor
may, at his/her discretion, waive this requirement.

Roll-over to Sick Days
Each day of unused personal leave shall be added to the
employee’s sick leave the following year.
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4. Vacation Days
a) Scheduling
Vacation time must be scheduled through the employee’s
supervisor.

b) Vacation Rollover
A maximum of 10 vacation days may be rolled over from
year to year with a maximum of 30 days may be used in one
school year.

c) Limitations
The following limitations shall apply to twelve-month
administrative assistants employed from:
e One (1) month to completion of five (5) years:
fifteen (15) days - Prorated based upon start date;
e Add one (1) vacation day per year during years six (6)
through year ten (10) in the following manner
o Year 6: 16 days
Year 7: 17 days
Year 8: 18 days
Year 9: 19 days
Year 10+: 20 days
e The District shall recognize and apply prior years of
experience as an administrative assistant in other
K—12 public school districts toward the employee’s
total years of service for purposes of vacation accrual.

o O O

O

5. Bereavement Leave

a) The employee may hold one (1) day from the bereavement
allotment to be used within 30 calendar days from the date
of death of a qualifying deceased person to attend to the
deceased's estates/affairs. The district has the right to
request verification for purpose for the day. This leave only
applies when the employee is scheduled to work, excluding
weekends unless an employee's regularly scheduled work
week includes a weekend day or days. Employees shall be
entitled to their regular daily pay during absence resulting
from the death of a relative in accordance with the following
provisions.
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b) A maximum of five (5) work days from the date of death shall

c)

be permitted in each instance of the death of the current
spouse, parent, child, brother/sister, grandchild, or any other
person who resides in the same household of the employee.
A maximum of three (3) work days from the date of death
shall be permitted in each instance of the death of a
grandparent, step-parent, step-child, half-brother, half-sister,
step-brother, step-sister, parent-in-law, brother-in-law,
sister-in-law, son-in-law, or daughter-in-law.

d) A maximum of one (1) work day from the date of the death

e)

shall be permitted in each instance of the death of an aunt,
uncle, niece, nephew, grandparent-in-law, first cousin or near
relative not defined.

Requests for exceptions to the above policies must be
presented to the Superintendent or Designee.

6. Emergency Leave
An employee shall be granted one (1) emergency day per year.
Upon returning to his/her position, the employee shall submit in
writing, to the direct supervisor, the reason for his/her absence.
Unused Emergency Leave Days shall roll over to Sick Leave.

7. Legal Leave

a)

b)

Jury Duty and School-Related Business

Employees called for Jury Duty or subpoenaed by the Court
for school-related business, shall be granted leave. An
employee who is summoned to court on school-related
business would have the option of receiving assistance from
the board solicitor. An employee shall be paid the difference
between his/her per-diem salary and the amount received by
her/him for such duty. The employee shall suffer no loss of
salary, benefits, or other contractual advantage as a result of
such leave.

Additional Subpoena Reasons

Additionally, employees subpoenaed to Court for reasons
other than those stated above in Il.F.1. and who have
received prior approval from the Superintendent, shall
receive approved leave without pay.
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8. Maternity Leave

a)

b)

Use of Sick Leave

Employees may use accumulated sick leave while disabled
during pregnancy. All fringe benefits shall apply during the
period of such disability at no cost to the employee.

Termination of Leave

In cases where a pregnancy should terminate by medical
complications, the employee requesting leave retains the
right to terminate the leave with thirty (30) days notice to the
employer.

9. Family and Medical Leave

a)

b)

d)

Job Protection

Under the Family and Medical Leave Act of 1993, the
employee shall be provided up to twelve (12) weeks of
unpaid job protection for the purpose of rearing children
recently born or adopted; for the care of a seriously ill
spouse, child, or parent; or for a serious health condition that
renders the employee unable to perform the job
responsibilities.

Health Benefits

For the duration of the twelve weeks covered under the
Family and Medical Leave the employee’s health benefits
shall continue at the expense of the employer.

Unforeseeable Leave

When the request for such leave is unforeseeable, the
employee shall provide the Superintendent with as much
notice as possible.

Extension of Leave

The twelve (12) week unpaid leave may be extended to, but
not in excess of, one year. The employee shall provide the
Superintendent with a minimum of thirty (30) days notice at
the beginning of said leave and a minimum of 30 days notice
at the end of such leave, in the event of a foreseeable leave
of absence. During such an extension, no salary shall be
paid to the employee. The employee shall be entitled to
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f)

B. Insurance

continue insurance benefits at his/her own expense by
remittance of the specified amount to the administration
office.

Resumption of Position

The employee shall be entitled to resume her former position
if it exists and is available or a substantially equivalent
position if one exists and is available and shall enjoy all
rights and privileges to which the employee was entitled at
the commencement of such leave.

Additional Unpaid Leave

In the event of an extended leave of absence due to a single
catastrophic accident or illness to the employee, and said
employee has used all accumulated sick leave on or after
the first day of work in the fiscal year, but prior to January 1,
the employee shall be placed on uncompensated sick leave
through the following June 30. Requests for an additional
unpaid leave of absence will be submitted to the Board of
School Directors. The decision whether to grant additional
unpaid leave of absence by the Board is final and binding.

If the employee has used all accumulated sick leave on or
after January 1 but prior to June 30, the employee shall be
placed on unpaid sick leave until the following January 1; the
Board of School Directors on an individual basis shall
approve all further requests for extension of unpaid leave of
absence.

1. Hospitalization

a)

Hospitalization shall be provided as a PPO-Blue Plan —
“Option G” as offered by the Westmoreland Intermediate Unit
Rate Stabilization Consortium for Health Insurance.
Westmoreland County Public School Health Care
Consortium.

b) An employee’s contribution toward the monthly premium

shall be based on the following rates throughout the length
of the understanding:
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c)

d)

e 10% of premium

e In the event that SEA negotiates a capped premium
contribution, the same cap will apply to the members
of this group who are contributing to health care
premiums

Should an option that is equal to or better than the plan and
options listed here be offered to the faculty, said plan and
options will be made available to the administrative
assistants.

The Board shall provide the opportunity for the employee
who retires and is not eligible for the retirement allowance to
remain in the Group’s Plan for the insurance named in
[11.B.1.a. as provided by law. The retired employee shall pay
his/her own premium.

2. Waiver of Hospitalization

a)

b)

An employee whose spouse also works in the school district
and who is covered by a spouse’s hospitalization plan may
elect to accept $2000 per year in lieu of coverage. An
employee whose spouse works outside the school district
and who is covered by a spouse’s hospitalization plan may
elect to accept $4000 per year in lieu of coverage.

The waiver shall be for one year unless an employee loses
insurance coverage under the spouse’s plan, whereby
he/she may be returned to the district program.

3. Life Insurance
The employer shall provide Group Term Life Insurance Policy for all
employees in the amount $45,000 for each year of this agreement
(subject to Insurance Underwriter’s approval.)

4. Dental Insurance
The District shall provide, at no cost to the administrative assistant,
dental insurance equivalent to coverage provided in the 2026-27
fiscal year. Full coverage in accordance with the terms of the dental
plan stated above will be provided for the individual employee and
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family as appropriate (subject to Underwriter’s approval.) The term
“equivalent” shall mean equal to or better than coverage provided
by PSEA Health and Welfare Fund.

5. Vision Insurance
The District shall provide at no cost to the administrative assistant
Family Vision Care coverage equivalent to coverage provided
during the 2026-27 fiscal year. The term “equivalent” shall mean
equal to or better than coverage provided by the PSEA Health and
Welfare Fund.

*The employer reserves the right to change insurance carriers
for coverage provided the benefits are equal to those currently
provided in this Understanding.

C. Travel Reimbursement

Any member of the administrative assistant staff who must travel during
the course of his/her duties, which includes the distance between
assigned buildings, shall be reimbursed at the rate allowable by the
Internal Revenue Service.

D. Tuition Reimbursement

Tuition will be reimbursed for up to 12 credits per fiscal year at a rate of up
to $375.00, with a lifetime maximum of 36 credits. The administrative
assistant must have prior approval of the Superintendent and the Board of
Directors for any courses to be taken. Courses must be applicable to the
area of responsibility. The administrative assistant must receive a grade of
“C” or better in the course(s) taken and must provide a receipt from the
college or university at which the course(s) was taken, as means of
verifying cost per credit in order to receive reimbursement.

All administrative assistants must submit a request for approval (in writing)
to the Superintendent and Board of Directors by December 31 of his or
her intention to request credit reimbursement for the forthcoming fiscal
year. The administrative assistant must notify (in writing) the
Superintendent and Board of Directors once he or she has a start date for
their program. If circumstances change and the administrative assistant
does not plan to start a program during that fiscal year they must also
notify (in writing) the Superintendent and Board of Directors.
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Unless approved by the Superintendent and Board of Directors in
advance, credit will not be reimbursed if classes or coursework is taken
during the regular school day.

If the employee fails to maintain employment with the district for the
periods of time immediately following the day on which the district paid for
the credit set forth below, the employee shall reimburse the district or have
deducted from any remuneration, including accumulated wages or other
monies still due, as follows:

1.

2,

3.

If within twenty-four (24) months; 100 percent of the amount paid by
the district,

If more than twenty-four (24) and up to thirty-six (36) months: then
50 percent of the amount paid by the district, and

If more than thirty-six (36) months, then no reimbursement is due.

E. Retirement Allowance

1.

Additional Compensation

Any administrative assistant who retires while an employee of
Southmoreland School District shall be entitled to receive additional
compensation at the time of retirement.

Sick Day Allowance

An employee who has completed at least fifteen (15) years of
service with the Southmoreland School District or twenty (20) years
of combined service as an office professional employee with
another district and Southmoreland School District who
retires/resigns while this agreement is in effect shall receive the
following into a nonelective 403(b) account of the District’s
choosing:

Eighty dollars ($80) for each unused sick day, up to a
maximum of two hundred and fifteen (215) sick days.

Upon the death of a retiree, said payment shall be made to his/her
beneficiary or estate.

Retirement Benefits - Early Retirement Incentive Plan

If the SEA is offered an Early Retirement Incentive Plan, members
of this group will also be offered the plan. There is no minimum
number of retirees required to qualify for incentive and members of
this agreement do not count toward the SEA requirements.
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IV. Rights of Employees
A. Personnel File
1. Review or Copy
An employee may request to review the contents of their personnel
file. The employee may request a copy of any material in said file at
his/her own expense.

2. Response to Negative Material
No material of a negative nature regarding an employee’s conduct,
services, character, or personality shall be placed in the
administrative assistant’s personnel file unless he/she has had the
opportunity to review said material and respond in writing. A copy of
this response shall be attached to the original material.

B. Procedure for Resolving Differences

When an administrative assistant feels that an action involving them has
been taken, and that said action is not in the spirit and intent of this
understanding, nor of longstanding practice within the district, an
administrative assistant may resort to the following procedure:

1. Superintendent
If the administrative assistant feels that the difference requires
discussion, they may apply to the Superintendent within ten (10)
calendar days of the incident. The Superintendent shall respond
within ten (10) calendar days of this request. Either party may
request both the initial contact and response in writing.

2. Board of Education
If the action above fails to resolve the difference to the satisfaction
of the affected parties, they may within fifteen (15) calendar days
submit the matter in writing to the Southmoreland Board of
Education. The Board shall respond, in writing, within thirty (30)
days of notice. The decision of the Board in such an event shall be
considered final.

C. Performance Reviews
Performance reviews will be done on an annual basis.
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D. Training Period for Employees New to Position
1. Purpose.
Employees who are newly appointed, promoted, or transferred to
an administrative assistant position shall participate in a training
and transition period designed to ensure familiarity with the duties,
expectations, and responsibilities of the new role.

2. Training Period Duration.
The length of the training period shall be mutually agreed upon by
the employee’s immediate supervisor and the Superintendent or
designee, based on the complexity of the position and the
employee’s prior experience.

The training period will generally not exceed sixty (60) calendar
days, unless extended by mutual agreement.

3. Training Scope.
Training may include, but is not limited to:

a) Orientation to District policies, procedures, and reporting
requirements;

b) Job-specific technical and compliance training (e.g., PDE
reporting, payroll systems, HR procedures); and

¢) Shadowing or mentoring with current staff or designated
personnel.

4. Compensation.
Employees shall receive their regular rate of pay during the training
period. Any additional hours worked beyond the normal schedule
must be pre-approved by the immediate supervisor and
compensated in accordance with the “Additional Work Beyond
Regular Hours” section of this Agreement.

E. Transfers and Seniority
1. Seniority
a) In the event of workforce reduction, seniority would take
precedence. Seniority shall be defined as continuous length
of service district-wide. When two (2) or more employees are
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b)

c)

hired on the same date, their seniority rank shall be
determined by lottery.

In the event of furlough, any employee identified for furlough
shall be realigned into any position, which she/he is qualified
to hold. All realignments shall be accomplished in such a
manner to furlough the least senior employees.

Recall of furloughed employees shall be in the inverse order
of layoffs (senior employee to be recalled first).

2. Transfer
An administrative assistant who is transferred to a different position
by the Board shall suffer no loss of wages if the new position is in a
lower pay category, unless the transfer is for disciplinary reasons or
due to a bump resulting from a reduction in force. If an
administrative assistant requests a transfer to a lower position, the
salary will be lowered accordingly.

3. Postings

1.

Whenever a vacancy or newly created position arises and
has been approved by the Board of Education, the
Superintendent shall notify for no less than two weeks. Any
vacancy or newly created position shall be posted with
accompanying job description, qualifications, and
classification. Interested employees must have their written
request to be considered for the vacant or newly created
position to the Office of the Superintendent on or before the
date and time stated on the position advertisement.

Nothing herein shall limit the employer from advertising
positions publicly or selecting a candidate who is not an
existing administrative assistant.

The Board reserves the right to fill a vacant position with the
most qualified candidate. The decision of the Board will be
final. Existing employees will be considered for vacant
positions.
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F. Professional Development Requirement

1.

Annual Requirement.

Each administrative assistant shall complete a minimum of twenty
(20) hours of professional development per fiscal year related to
their assigned duties, responsibilities, or position within the District.

Approval and Alignment.

All professional development activities must be pre-approved by the
employee’s immediate supervisor to ensure alignment with District
goals, departmental needs, and job-related competencies.

Eligible Activities.
Acceptable professional development activities may include, but
are not limited to:

District-sponsored trainings or workshops,

Conferences, webinars, or online courses related to school
administration, technology, or compliance,

PDE or IU trainings, and

Other learning opportunities as approved by the supervisor.

Documentation.

Employees shall provide proof of completion for all professional
development activities and submit verification to their supervisor for
recordkeeping purposes by June 30 of each year.

Non-Compliance.

Failure to complete the required twenty (20) hours may result in
exclusion from eligibility for certain discretionary benefits or
requirement to complete additional training during the following
year, as determined by the Superintendent.
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V. Salary
A. Starting Salaries For New Employees
The starting salary of the Administrative Assistants for the term of this
agreement will be as follows:

2026-2027 | 2027-2028 | 2028-2029 | 2029-2030 @

Building Level $35,360.00 $35,890.40 $36,428.76 $36,975.19 $37,529.82
Central Office $37,440.00 $38,001.60 $38,571.62 $39,150.20 $39,737.45
Confidential $39,520.00 $40,112.80 $40,714.49 $41,325.21  $41,945.09

B. Pay Scale Matrix - See Appendix A

C. Education Incentive
Any Administrative Assistant may earn an additional 0.5% increase to the
base pay listed in Appendix A each year if the employee holds a
Bachelor’s Degree in a field directly related to their assigned job duties.

D. Additional Hours

1. Compensation Rate.
Administrative assistants who are required to perform work beyond
their regularly scheduled workday shall be compensated at a rate of
twenty dollars ($20.00) per hour for each hour worked beyond their
normal schedule.

2. Pre-Approval Requirement.
All work performed beyond regular working hours must be
pre-approved in writing by the employee’s immediate supervisor
prior to the work being performed.

Failure to obtain prior approval may result in non-compensation for
those hours.

In emergency or unforeseen circumstances, verbal approval may

be granted, but written confirmation must follow within one (1)
business day.
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3. Documentation.
The employee shall submit a record of all approved additional
hours worked on the District’s designated time reporting form or
other method approved by the Business Office.

4. Limitations.
This provision does not alter the employee’s regular work schedule
or constitute an entitlement to additional hours. Approval of
additional hours shall be based solely on operational necessity as
determined by the supervisor and/or Superintendent.

VI. Effective Date and Signatures

This understanding is made and entered into this 21 of April, 2026, by and
between the Southmoreland School District and the Administrative Assistants..

ATTEST: SOUTHMORELAND SCHOOL DISTRICT
Secretary President

Date: Date:

WITNESS: DR. JASON BOONE

Date: Date:
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Appendix A

Amy Clawiter
Tiffany Beltz
Kris Leonard
Amanda Springer
TBD
Kelly Vance
Sonya Zahrobsy

Building Level Administrative Assistants

2026-2027
$36,112.00
$36,794.24
$53,842.97
$38,650.05
$35,360.00
$49,964.89
$38,650.05

2027-2028
$37,195.36
$37,898.07
$55,458.26
$39,809.55
$36,420.80
$51,463.83
$39,809.55

2028-2029
$38,311.22
$39,035.01
$57,122.01
$41,003.84
$37,513.42
$53,007.75
$41,003.84

2029-2030
$39,460.56
$40,206.06
$58,835.67
$42,233.95
$38,638.83
$54,597.98
$42,233.95

18

2030-2031
$40,644.37
$41,412.24
$60,600.74
$43,500.97
$39,797.99
$56,235.92
$43,500.97

‘ Central Office Level Administrative Assistants

Shera Barnhart

Lori Herman

$40,923.58
$54,964.61

$42,151.29
$56,613.55

$43,415.82
$58,311.96

$44,718.30
$60,061.31

$46,059.85
$61,863.15

Roxanne Hanning
JoAnne Lane
Michele Shawley
Georgia Speer

Amy Yezek

*Adjustments approved at the May 19, 2026 Discussion/Voting Meeting

“CULTIVATING LIFELONG LEARNERS READY FOR AN EVER-CHANGING WORLD”

$47,500.00
$55,683.35
$55,322.29
$43,197.11
$52,530.00

$49,400.00
$57,353.85
$56,981.96
$44,493.02
$54,105.90

$51,376.00
$59,074.47
$58,691.42
$45,827.81
$55,729.08

$53,431.04
$60,846.70
$60,452.16
$47,202.65
$57,400.95

$55,568.28
$62,672.10
$62,265.72
$48,618.73
$59,122.98
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