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ARTICLE I – PREAMBLE AND RECOGNITION 
 
A.  Acceptance of a position with the Public Schools of the Tarrytowns is to undertake the 
responsibility of a high order.  Each employee of the School District assumes part of the 
responsibility for the welfare of the most valuable possession of the communities – their 
children.  The non-instructional employees not only protect the health and safety of the children 
of the school but also teach many valuable lessons in the most effective manner possible by 
example.  The employee of the School District who performs assigned work efficiently, who is 
neat in appearance, effective in protecting the property of the school, and who always maintains 
dignity for his/her work and for the school is not a teacher of children. 
 
B. COLLECTIVE BARGAINING AGREEMENT entered into by and between the Union Free 
School District of the Tarrytowns (hereinafter referred to as the “District”) recognizes the Civil 
Service Employees Association, Inc., Local 1000, AFSCME, AFL-CIO, for the Tarrytowns Non-
Instructional Unit – 9156-1.  Titles to be excluded from the union are the Superintendent of 
Buildings and Grounds, the Supervisor of Transportation, and all other administrative, teaching, 
and supervisory employees. 
 
ARTICLE II – JOB CLASSIFICATION 
 
The specific duties and responsibilities of each position in the school district are found in the 
applicable job descriptions as maintained in the Office of Instruction and Personnel. 
 
ARTICLE III – CIVIL SERVICE 
 

A. The regulations of the New York Civil Service Commission cover all non-instructional 
employees of the School District.  Nothing in these policies or other regulations of the 
School District is to be considered as superseding the Civil Service regulations. 
 

B. It is agreed by and between the parties that any provision of this agreement requiring 
legislative action to permit its implementation by amendment of law or by providing the 
additional fund, therefore, shall not become effective until the appropriate legislative 
body has given approval. 

 
ARTICLE IV – RETIREMENT PLAN 
 

A. The School District will provide for all Civil Service employees regularly working more 
than twenty (20) hours per week membership in the New York State and Local 
Retirement Systems. 

 
B.  The District shall subscribe to the New York State and Local Retirement Systems and 
shall participate in a buy-back of credit for veterans if allowed by the legislature, provided 
that it be done at no cost to the District. 
 
C.  The District shall allow any employee who actually retires from active District 

employment under the terms of the New York State and Local Retirement Systems to 
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cash in unused sick days remaining as of the day of retirement at the rate of fifty ($50) 
dollars for each day in excess of 40 accumulated.  No allowance will be granted for more 
than 100 such days, with a maximum payment of five thousand ($5,000) dollars. 

 
Effective upon ratification of this agreement, the District shall allow any employee who 
retires from active District employment under the terms of the New York State and Local 
Retirement Systems to cash in unused sick days remaining as of the days of retirement at 
the rate of seventy-five ($75) dollars for each day in excess of 40 accumulated. No 
allowance will be granted for more than 100 such days, with a maximum payment of 
seven thousand and five hundred dollars (7,500).  

 
 
ARTICLE V – SALARY DEDUCTIONS 
 
A. The Civil Service Employees Association, Inc., shall have exclusive rights to payroll 

deduction of dues and union-sponsored insurance and benefit program premiums for 
employees covered by this Agreement. The District agrees that upon presentation of 
dues deduction authorization cards signed by the individual employee to which this 
Agreement is applicable, it shall make payroll deductions from the wages of such unit 
members in the amount designated by the Union as a membership dues deduction 
within thirty (30) days of receiving the signed dues authorization card. Employee 
authorization shall be in writing and in a manner consistent with the law.  Such dues 
and premiums shall be remitted to the Civil Service Employees Association, Inc., 143 
Washington Avenue, Albany, New York 12210, on a payroll period basis.  No other 
insurance organization shall be accorded any payroll deduction privilege without the 
express consent and written authorization of the Civil Service Employees Association, 
Inc. 

 
The District agrees to submit to the Civil Service Employees Association, Inc., 143 
Washington Avenue, Albany, New York 12210, each payroll period, a list itemizing 
the deductions of each employee. 
 

B. The District agrees that no other representative or Organization offering benefits or 
programs similar to those offered or sponsored by the Civil Service Employees 
Associations, Inc., shall be provided access to bargaining unit employees.  The 
Employer further agrees that it will not permit any other organization or union to hold 
meetings for the purpose of discussing terms and conditions of employment or be 
provided meeting space on property or premises owned or occupied by the Tarrytown 
School District. 

 
 
C. On the effective date of this Agreement, the District shall supply to the Union a list of 

all employees in the bargaining unit showing the employee’s full name, home address, 
social security number, job title, work location, membership status, insurance 
deduction and first date of employment.  Such information shall hereafter be provided 
to the Unit President on a quarterly basis. 
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D. The District shall supply to the Union President on a bimonthly basis the name, 

number, work location, and date of hire of all new employees.  In addition, the District 
shall supply a listing of employees showing their work location who terminate their 
employment or are terminated from their employment. 

 
ARTICLE VI – INSURANCE PROVISION 
 
A. The district shall contribute $500.00 annually per eligible employee for participation in 

the CSEA’s EBF Sunrise Dental Plan. 
 
Effective July 1, 2008, any employee eligible for dental insurance may elect a $100 
waiver in lieu of such dental coverage.  
 

B. Effective July 1, 2022, the District shall pay for two (2) pairs of glasses per family, per 
year, through the participating provider or $100 per pair upon receipt of paid invoices for 
eligible employees, whether salaried or hourly.  
 

C. Eligible employees hired prior to (August 25, 2016) ratification of this MOA shall be 
required to pay fifteen (15%) percent of the annual premium for multi-person coverage, 
and the District shall pay eighty-five (85%) percent. Such eligible employees choosing 
individual coverage shall be required to pay thirteen (13%) percent of the annual 
premium for such coverage, and the District shall pay eighty-seven (87%) percent. This 
shall remain in effect for the 2016-2017 and 2017-2018 school years.  
 
Effective July 1, 2018, all eligible employees hired prior to ratification of this MOA shall 
be required to pay sixteen (16%) percent of the annual premium for multi-person health 
insurance coverage, and the District shall pay eighty-four (84%) percent of the yearly 
premium. Such eligible employees choosing individual health insurance coverage shall 
be required to pay fourteen (14%) percent of the annual premium for such coverage, and 
the District shall pay eighty-six (86%) percent.  
 
Eligible employees hired on or after (August 25, 2016) ratification of this MOA shall be 
required to pay seventeen (17%) percent of the annual premium for both multi-person 
and individual coverage, and the District shall pay eighty-three (83%) percent of the 
yearly premium.  
 
The District shall contribute $135.00 annually per eligible employee for participation in 
the SWSCHP Health Plan.   
 
Any currently covered employee or employees new to the District, covered under health 
insurance of another party who can demonstrate such coverage, may elect to waive 
District health insurance coverage and take, in lieu thereof, $500 for each full year of 
such waiver. Employees electing to withdraw from coverage at a later time shall be paid a 
pro-rata portion of that amount. Employees who lose the alternate coverage may become 
re-enrolled by refunding the pro-rated portion of the $500.00 to the District.  
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The District reserves the right to substitute health insurance carriers at no less than the 
benefits of the plan currently in effect. Copies of the plan shall be given to the Union for 
review.  
 
 
Effective upon ratification of this agreement, all new employees hired before July 1, 
2014, must complete 10 continuous years with the District and be eligible to retire 
pursuant to the requirements of the New York State Retirement System to receive health 
insurance benefits in retirement. The annual premium percentage will be the same 
percentage of health insurance premium as in effect for active unit members at the time 
of retirement.  
 
All annual salaried employees hired on or after July 1, 2014, must complete 15 
continuous years with the District and be eligible to retire pursuant to the requirements of 
the New York State Retirement System to receive health insurance benefits in retirement. 
The annual premium percentage will be the same percentage of health insurance premium 
as in effect for active unit members at the time of retirement.  
 
Appendix C (Formerly Appendix F) 
 
Hourly Employee Health Benefit Contribution 

 

**Change to Hourly Employee 
contribution % 

Hourly Employee 
contribution % 

Hourly Employee 
contribution % 

Hourly Employee 
contribution % 

  2021-2022 2022-2023 2022-2023 2023-2024 

4–6-hours 
appointment 

Same as previous 
contract – no change  41% 38% 35% 

7 plus hours 

Appointment 

Same as previous 
contract – no change  24% 24% 24% 

 
 

 
D.  Upon retirement, dental insurance, and life insurance will be continued for all annual 

salaried employees hired before March 10, 1995, only.  The dental and life benefits will 
not apply to employees hired after March 10, 1995. The District and the Union together 
will seek the best coverage possible. 
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E. The District will pay $48.06 toward the total annual cost of individual life insurance for 
all members of this unit. 

 
F. Bus Driver employees are required to have a physical examination in August of each 

year.  This service is provided at District expense in the office of the School Physician.  
No employee of this classification may enter upon assigned duties at the opening of 
school in September without a satisfactory physical examination being on file. 

 
ARTICLE VII – DAILY REPORTING 
 
 
Effective upon ratification, each employee of this unit shall, upon reporting for work and 
upon leaving at the end of the day, record the time utilizing the electronic timekeeping 
system. The record generated from this system is the official record of employment upon 
which the payrolls are justified and salary checks prepared. No salary payment can be made 
without this record and additional timesheets if appropriate.  
 
ARTICLE VIII – REGULATIONS GOVERNING WORKING 
CONDITIONS 
 
A. In order to ensure proper personnel coverage, the Superintendent of Schools will 

establish the schedule of work hours. 
 

B. The workweek for unit members shall consist of forty (40) hours per week, eight (8) 
hours per day, Monday through Friday, or Tuesday through Saturday (assigned to the 
least senior employee). 

 
Any unit member assigned the Tuesday through Saturday schedule shall not lose any paid 
holidays by virtue of his/her assignment. As such, whenever bargaining unit members 
receive a paid holiday on a Monday, the unit member assigned to the Tuesday through 
Saturday schedule during such time period shall receive the following Tuesday as a paid 
holiday. However, should a legal holiday fall on Saturday during this time period, such 
members shall receive that Saturday as a paid holiday instead of receiving the holiday on 
any other day (i.e., the following Tuesday or the day granted to the other bargaining unit 
members).  

 
New and forfeited transportation routes for each school year will be posted no later than 
two (2) weeks prior to the opening day of school for students. These routes will be 
chosen by drivers on a seniority basis. Full-time drivers will be assigned a maximum of 
forty (40) hours per week.  
 
Bus Drivers who are on a trip and on duty inside their buses during lunchtime will be 
paid for that time.  If they are in-district for all or part of the hours, 11:30 a.m. to 2:00 
p.m., and not working, they will have an unpaid lunchtime.  Bus drivers who are on an 
out of district trip and are on duty through their lunch (return to the district after 2:00 
PM) or dinner time (return to the district after 7:00 pm) will receive the following 
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payment upon request and submittal of the completed appropriate form effective upon 
ratification. 
 Lunch time  $8.00 
 Dinner time $15.00 

 
C. The District has the right to require that uniforms be worn during working hours and 

laundered by the employee to whom they are issued.  A committee will be formed to 
finalize uniforms provided to employees and procedures relating to the same. 
 

D. The employer and employee acknowledge the applicability of the Omnibus 
Transportation Employee Act of 1991 to bus drivers as provided by law. 
 

E. Bus Drivers and/or monitors who are not scheduled for a run due to a school holiday or 
recess (at TUFSD or the school to which a run goes to; e.g., Transfiguration, Hackley) 
shall not be eligible for paid sick time, for the aforementioned days, unless a doctor’s 
note is submitted.  

 
F. Mechanics working in the bus garage shall furnish their own tools. The district shall 

provide an annual allowance in the amount of $475.00 toward the repair or replacement 
of tools.  

 
ARTICLE IX – HOURLY RATE EMPLOYEES 
 
A.   Salaries shall be paid according to the schedules attached to this agreement. 
 
B.   An hourly-rate employee who works 20 hours or more per week and has been employed 

for one year is eligible to participate in insurance benefits.  Health, dental, and optical 
will be available on current enrollment dates and on a shared-cost basis determined by the 
number of hours worked (Current Benefits Schedule Appendix F). 

 
C.   Leave provisions for employees who work twenty hours or more per week are as 

follows: 
 

Hours Worked Sick Days Personal Days 
Per Day Per Year Per Year 
6-7.5 10 1.5 
5-5.5 8 1.5 
4-4.5 6 1.5 

 
D. Two family illness days per year may be taken from an employee’s sick days. 
 

  
E. In the event an hourly employee works beyond their appointed hours, they will receive 

additional leave provisions as follows:  
 

Additional Hours Per Year Additional Sick Days Per Year Additional Personal Days Per 
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Year 
90 1 0 
180 2 .5 
270 3 .5 
360 or more 4 1 
 

 
ARTICLE X – OVERTIME 

 
A. All employees covered by this Agreement shall receive overtime compensation at the rate 

of time and one-half for all hours worked in excess of an eight (8) hour day or forty (40) 
hour workweek.  Overtime will only be paid to employees who secure approval in 
advance.  Authorized leave shall be counted as time worked for the purpose of 
computation of overtime.  The exception to this case is the partial day use of sick time. 
 
To be eligible for overtime, employees must physically work the scheduled workday 
prior to the overtime assignment. This provision shall apply except when an employee 
may be called in on an emergency situation.   

 
B.  In addition, employees required to work Sundays and holidays will receive double time. 

 
C.  Substitution of time off for overtime pay at the overtime rule shall be allowed to any 

non-instructional employee if agreed upon in advance by the employee and the 
superintendent’s designee.  The rules for utilizing compensatory time shall be in 
accordance with those in effect for vacation leave, Article XVII.  If compensatory time 
cannot be utilized by the end of the fiscal year, it can be carried over into the next year. 
 

D. Any employee called in for work at a time that is not continuous with his/her regular 
workday shall receive no less than two (2) hours of pay. 

 
E.  Building checks performed by head custodians or their replacements shall be 

compensated at the rate of one (1) hour for Sundays and holidays. Bargaining unit 
members performing building checks shall perform the regular duties and/or 
responsibilities of their position when not performing the duties and/or responsibilities in 
overtime is desirable.  
 

F. A committee will be formed to finalize procedures for the building-related overtime to 
the extent feasible.  A committee will be formed to finalize language on the allocation of 
overtime, recognizing that equitable distribution of overtime is desirable. 

 
G.  Extra Time Policies for Drivers – Overtime/Charter Trips/Late Runs/Summer Runs. 

 
a. Weekday Extra Time 
 
All full-time and part-time bus drivers and mechanics may participate in weekday 
extra time following their normal scheduled hours. Any driver assigned to a daily late 
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run will not participate in Monday to Friday extra time. They will, however, be 
eligible to participate in weekend and holiday extra time.   
 
Weekday extra time will be distributed on a seniority basis that includes all full-time 
and part-time drivers and mechanics not assigned to daily late runs and will be done 
on a rotating basis.  

 
b. Weekends and Holidays 
 
For Saturday, Sunday, and Holiday extra time, all bus drivers (in seniority order), 
full-time mechanics, then full-time dispatchers will participate on a rotating basis.  

 
c. GENERAL    
 
The transportation department will have a listing of all extra time needs twenty-four 
hours in advance. The employee at the top of the rotating list will have the first choice 
of extra time. If extra time becomes available after all trips are assigned, it will go to 
the next person on the list. If extra time is canceled, the driver previously assigned 
will be given the next available extra time duty. If an employee does not accept the 
extra time, they will be moved to the bottom of the rotating list.  
 
Up-to-date rotating lists will be maintained by the transportation department and 
made available to all employees upon request.  
 
A committee comprised of an equal number of members from the Administrative and 
the union will be established to review these policies, resolve any differences, and 
modify them when necessary. 

 
ARTICLE XI – LEGAL HOLIDAYS 
 

A. Legal holidays and Presidential Election day shall be granted to all non-instructional 
employees providing school is not in session as follows: 

 
New Year’s Day Independence Day Veterans’ Day 
Martin Luther King Day Labor Day Thanksgiving Day 
Presidents’ Day Columbus Day Christmas Day 
Memorial Day  

Juneteenth 
Rosh Hashanah (only when 
falling on a school day) 

Yom Kippur (only when 
falling on a school day)  

  

 
 
Any unit member assigned the Tuesday through Saturday schedule shall not lose any paid 
holidays by virtue of his/her assignment. As such, whenever bargaining unit members receive a 
paid holiday on a Monday, the grounds crew unit member assigned to the Tuesday through 
Saturday schedule during such time period shall receive the following Tuesday as a paid holiday. 
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However, should a legal holiday fall on Saturday during this time period, such grounds crew 
members shall receive that Saturday as a paid holiday instead of receiving the holiday on any 
other day (i.e., the following Tuesday or the day granted to the other bargaining unit members).  
 
Employees who work twenty (20) or more hours per week but less than thirty-five (35hours per 
week shall be paid their regular daily rate for Thanksgiving Day, the day after Thanksgiving, 
Christmas Eve, Christmas Day, New Year’s Day, Martin Luther King Day and Memorial Day.  
 

B. In the event that a legal holiday, as defined above, shall be used for a school day, Civil 
Service Employees covered by this agreement shall be granted a compensatory day, 
which day shall be designated by the Superintendent of Schools. 

 
C. All full-time non-instructional staff will be granted the following days:  Good Friday, the 

day after Thanksgiving, December 24th, and December 31st.  
 

D. In the event that Independence Day or Juneteenth falls on Saturday or Sunday, Civil 
Service employees covered by this agreement shall be granted the following Monday or 
the preceding Friday as a legal holiday. 

  
E. If school is closed for snow days, part-time employees shall be granted up to one (1) 

snow day per year. A full-time employee who works on a snow day shall be granted up to 
one (1) compensatory day per school year. 

 
ARTICLE XII – SICK AND FAMILY ILLNESS LEAVE 
 

A. To the extent possible, employees will provide at least four (4) weeks’ notice for a Leave 
of Absence. 
 

B. Sick leave for all full-time non-instructional salaried employees under contract: 
 

a. Twelve (12) month employees will be allowed sixteen (16) sick days and ½ sick 
days (13 for 10 months) of absence because of personal illness without loss of pay 
per year. The unused portion shall be cumulative to a maximum of 200 days (150 
for ten months). 

b. A day of absence is defined as a normal workday as per contract. 
 

C. A medical note may be required after four (4) consecutive days of illness.  Said note 
should include the physician’s estimate of further necessary absence. 
 

D. Part-time employees shall accumulate sick leave days in accordance with Article IX. 
 

E. Accumulated sick leave can be used for on-the-job injuries for the period of time covered 
by Workers’ Compensation. 
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 If the School District is reimbursed by Workers’ Compensation for such sick days taken, 
the employee will be credited with an appropriate amount of sick time equal to the 
reimbursement divided by the worker’s daily or hourly rate of pay. 
 
E. A maximum of three (3) days during the fiscal year will be allowed for serious illness in 
the immediate family for all full-time annual salaried employees. 
 
F. SICK LEAVE BANK 
 
 A sick leave bank shall be established to provide income protection to participants who 
suffer from a prolonged and disabling illness or injury and are ineligible for Workers’ 
Compensation benefit. 
 

CONTRIBUTION 
 
 This will be on a voluntary basis.  Only those who contribute shall be eligible to receive 
this benefit. 
 
 The initial contribution required of each eligible employee shall be five (5) sick leave 
days. 
 
 The minimum number of days to be maintained in the sick leave bank shall be two 
hundred (200).  Participants will contribute one (1) additional day when the balance falls below 
this level. 
 
 Employees who borrow days will be required to repay such days at the rate of six (6) 
days per year until totally repaid. 
 

COMMITTEE 
 
 The sick leave will be jointly administered by a committee of two administrators and two 
members of the bargaining unit.  The two CSEA members will be appointed by the Executive 
Board for a term coinciding with the Executive Board’s term of office. 
 
 The Committee/or its designee shall administer the bank, be responsible for accepting the 
recording of members, maintaining records regarding the number of sick leave days in the bank, 
and acting on each application for benefits submitted to it within (10) working days. 
 
 In all cases, the committee shall make the final determination of approval or disapproval 
of an employee’s application. 
 
 A mediator will be chosen jointly to resolve any and all disputes when the committee 
reaches an impasse.  The mediator’s decision will be binding. 
 
 An appeal from the committee’s/mediator’s decision will not be entertained. 
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ELIGIBILITY 
 
 Any member of the bargaining unit who is a contributing member of the bank and is a 
full-time contract salaried employee who works thirty-five (35) hours or more per week is 
eligible.  Sick leave accruals, vacation, and personal leave time must be exhausted before being 
eligible to withdraw from sick leave bank.  Vacation time will be the only time earned while out 
on sick leave.  If any accrued time (vacation, personal, sick) is credited to participate while out 
on sick bank leave, such time will be used prior to receiving additional sick bank leave time. 
 
 The participant must have been sick/injured for twenty (20) consecutive workdays prior 
to the commencement of sick leave bank benefits.  The number of sick bank days a member is 
eligible for is outlined on the attached schedule. 
 

BENEFIT 
 
 Application for withdrawals should be made by a participant ten days before his/her 
accumulated leave time has been exhausted.  After approval of the committee, compensation will 
be retroactive to the expiration of the accumulated leave time.  The committee will be afforded 
ample time to investigate applications, with a maximum time being ten (10) working days from 
date of receiving application.  Each sick leave withdrawal request must be accompanied by a 
statement signed by a physician confirming the nature of the illness or injury. 
 
 Should the committee so request either before or after approval of a sick leave 
withdrawal request, the participant shall be required to undergo a medical review by a physician 
of the committee’s choice at the participant’s expense.  Failure to comply with such a request 
may result in disapproval or cancellation of the sick leave withdrawal. 
 
 The committee shall have the right to review at any time sick leave withdrawals.  The 
benefit available to any participant in the sick leave bank shall be two hundred (200) days within 
a five (5) year period. 
 

PAYMENT 
 
 Payment will be paid at a rate equal to a regular daily rate of pay, based on the 
participant’s contract work schedule. 
 
 Under no circumstances will the participant receive compensation covered by sick bank 
leave without the written consent of the sick bank committee.  The sick bank will note be held 
responsible, and days will not be deducted unless there is prior committee approval. 
 
 All sick bank participants shall sign an agreement to reimburse the sick bank for all days 
which reimbursement is received from a third party. 
 

TERMINATION 
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 A member’s rights to continue to participate in the sick leave bank shall end upon 
termination of participant’s employment by the District or failure of the participant to contribute 
additional leave days duly called for by the committee unless the committee grants a waiver. 
 

SCHEDULE OF SICK DAYS 
 

YEARS OF 
SERVICE 
(JULY 1ST) 

MEMBERS 
ACCUMULATED 

SICK DAY 
BALANCE 

MAXIMUM # 
OF SICK 

BANK DAYS 
AVAILABLE 

MEMBERS 
ACCUMULATED 

SICK DAY 
BALANCE 

MAXIMUM # 
OF SICK 

BANK DAYS 
AVAILABLE 

0 - 1 UNDER 5 8 5 OR MORE 15 
1 - 2 UNDER 10 15 10 OR MORE 30 
2 - 3 UNDER 15 23 15 OR MORE 45 
3 - 4 UNDER 20 30 20 OR MORE 60 
4 - 5 UNDER 25 38 25 OR MORE 75 
5 - 6 UNDER 30 45 30 OR MORE 90 
6 - 7 UNDER 35 53 35 OR MORE 105 
7 – 8  UNDER 40 60 40 OR MORE 120 
8 -- 9 UNDER 45 68 45 OR MORE 135 

10 OR MORE UNDER 50 75 50 OR MORE 150 
 
H. All employees covered by this Agreement shall be notified in writing by October 1st of 

each fiscal year as to the number of sick days he/she has accumulated. 
 

ARTICLE XIII – BEREAVEMENT LEAVE 
 
 Hourly rate employees shall be entitled to five (5) bereavement days per year for the loss 
of an immediate family member without the loss of pay, the hours of such days being the time 
they are scheduled to work on a regular basis, the days are to be used to plan for or to attend 
services, documentation may be required. Immediate family is defined as a spouse, son, 
daughter, parents, grandparents, grandchildren, sister, brother, stepparents, and stepchildren. 
 
All full-time, non-instructional employees shall be allowed five (5) consecutive days per 
occurrence for the death of an immediate family member without loss of pay; the days are to be 
used to plan for or to attend services, and documentation may be required. Immediate family is 
defined as spouse, son, daughter, parents, grandparents, grandchildren, sister, brother, 
stepparents, and stepchildren. 
 
All full-time, non-instructional employees shall be allowed five (5) full days in a fiscal year for 
the death of other family members without the loss of pay; the days are to be used to plan for or 
to attend services and documentation may be required. Other family is defined as a son-in-law, 
daughter-in-law, sister-in-law, brother-in-law, mother-in-law, aunt, uncle, nephew, niece, or any 
relative with whom one is residing. 
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ARTICLE XIV – PERSONAL LEAVE 
 

A. All full-time non-instructional employees may be granted not more than four (4) half 
days or two (2) whole days’ absence for personal reasons without loss of pay, subject 
to the approval of the Superintendent of Schools in advance.  Two (2) personal days 
shall be taken without reason.  Notice of need for personal days shall be submitted to 
the immediate supervisor as far in advance as possible.  Approval by the 
Superintendent of Schools shall not be reasonably denied.  If denied, the staff member 
may take the day with loss of pay.  Any dispute arising from the denial shall be 
arbitrable. 

 
B. Such absences shall not be allowed on the last working day preceding or the first 

working day following a legal holiday. 
 
C. No personal leave shall be granted for personal days immediately preceding or 

following an individual’s vacation. 
 
D. Personal leave will be brought back by the District annually at the rate of $25.00 per 

day at the completion of the District’s fiscal year on June 30th or, at the employee’s 
option, forwarded to an employee’s sick leave accumulation. 

 
E. Jury Duty 
 

1. Upon receipt of a jury subpoena, an employee must notify the Superintendent of 
Schools of his/her designee within five (5) school days in order to permit the   
Superintendent, with consent of the employee, to attempt to secure postponement. 

 
2.  All compensation for jury duty, less monies for meals and mileage, shall be 

endorsed to the Board of Education in consideration of the person receiving full 
compensation and benefits.  In the event an employee fails to notify the 
Superintendent of Schools, the/she then forfeits all compensation from the School 
District during his/her services on jury duty. 

 
ARTICLE XV – PARENTAL LEAVE 

 
An expectant parent may apply to the Superintendent of Schools for a leave of absence.  Upon 
approval by the Board of Education, a leave of absence without pay shall be granted for a period 
not to exceed one (1) Parental leave shall be granted, upon application to the Superintendent of 
Schools, for the actual term of the disability due to pregnancy.  In all other respects, parental 
leave shall be governed by the Family and Medical Leave Act. 

 
 Employees will provide at least four (4) weeks’ notice for Leave of Absence when 
possible.  

 
 
 



 
 

17 
 

ARTICLE XVI – LEAVE WITHOUT PAY  
 

Any employee shall have the right to request a leave of absence without pay of up to one 
(1) year, which may be extended an additional year, subject to the approval of the Board of 
Education.  

 
ARTICLE XVII – VACATIONS 

 
A. A paid vacation is provided to all twelve (12) month full-time non-instructional 

employees covered by this agreement as follows:  after one (1) year of service – two (2) 
weeks; after five (5) years – three (3) weeks; after ten (10) years – four (4) weeks. 

 
B. Vacations may be taken at any time during the year if agreeable to the individuals’ 

immediate supervisor. Vacations will be given on a seniority basis subject to manning 
and staffing needs. 

 
C. Upon separation of service, earned vacation shall be paid to employees on a pro-rated 

basis. 
 
D. Five-sixths (5/6th) of a day per month vacation with pay shall be given to all new 

employees with a minimum of three (3) months of service, and such vacation credit 
shall extend to June 30th. 

 
E. For purposes of vacation eligibility, any full-time employee within this bargaining unit 

who assumes a twelve (12) month position from a ten (10) month position shall receive 
full credit for years of service. 

 
ARTICLE XVIII – PROMOTION 

 
A. The salary for an employee who was appointed to a higher job classification effective 

July 1st shall be no less than their current salary, plus one thousand ($1,000) dollars plus 
the equivalent of the annual increase in their previous classification. Employees who 
are appointed to a higher job classification after July 1st shall receive a salary no less 
than one thousand ($1,000) dollars than their current salary. 

 
B. Any employee who has the opportunity to take advance training courses, which in the 

opinion of the Superintendent, would benefit the District, may be granted leave with 
pay to attend.  

 
C. All job openings shall be posted for at least one (1) workweek on District Bulletin 

boards.  The Superintendent and Board shall give preference to senior employees 
among those equally qualified. 
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ARTICLE XIX – EMERGENCY DAYS 
 
A. All non-instructional employees are expected to be present for work on Emergency 

Days.  Each employee must use good judgment in any such decision. 
 

B. Snow Days. Building and grounds personnel shall be called in for snow removal work 
prior to part-time and transportation unit members. Should school be closed due to 
snow, unit members may be sent home upon completion of snow removal duties at the 
discretion of the Facilities Director with no loss of pay.  

 
ARTICLE XX – MILEAGE ALLOWANCE 

 
   Mileage allowance will be granted at the rate established by the Board of Education at 
its annual organizational meeting for each year of the agreement. 
 

ARTICLE XXI – CALENDAR COMMITTEE 
 
   The CSEA group is to be represented on the Calendar Committee.  When the school 
calendar is made up, it shall state specifically when the non-teaching staff may expect to be 
free from work. 
 

ARTICLE XXII – EVALUATION AND FILES 
 
A. All employees shall be evaluated on job performance at least one (1) time per year.  

Each evaluated employee shall be given a copy of the evaluation and an opportunity to 
review, respond or comment on it before the evaluation is placed in the employee’s 
file.  Signature on an evaluation shall not be construed as an agreement but only an 
indication that it has been reviewed. 

 
B. Employees shall be given the opportunity to confer with his/her supervisor about any 

formal complaint. That employee shall have the right to put a written explanation into 
his/her individual personnel file. 

 
C. Each employee shall have the right to review his/her own personnel file on request at 

reasonable notice and shall have the right to make one (1) copy of any material 
contained in said file at the employee’s expense. 

 
ARTICLE XXIII – CHANGES AND AMENDMENTS 

 
   Any new or unusual circumstances, change, or amendment not covered by this 
agreement, which affects the Civil Service employees of the School District, shall be 
reviewed by and between the Board of Education and the CSEA. 

 
 
 



 
 

19 
 

ARTICLE XXIV – DISCIPLINARY PROCEDURE 
  

 All employees hired prior to (August 25, 2016) date of ratification of the MOA, upon 
completion of twelve (12) months of probationary service, all non-competitive and labor class 
employees shall have the same rights as competitive employees under Section 75 of the Civil 
Service Law as it is related to suspensions and/or removal. Hearing Officers appointed pursuant 
to the provisions of Section 75 shall be appointed from a list of designated impartial hearing 
officers agreed to by and between the parties. 
 

Effective August 25, 2016, all new employees in the non-competitive or labor class hired 
after the ratification of this MOA must complete two (2) years of probationary service to be 
eligible for the same rights as competitive employees under Section 75 of the Civil Service Law 
as it relates to suspensions and or removals  
 
ARTICLE XXV – SAVE HARMLESS CLAUSE 

 
The Board will provide legal counsel to advise an employee who is assaulted in the 

performance of assigned duties.  The Board will save harmless and protect all members from 
financial loss arising out of any lawsuit by reason of alleged negligence if the employee was 
working in the discharge of assigned duties within the scope of that employee’s employment or 
under the discretion of the Board. 

 
ARTICLE XXVI – SAFETY AND WELFARE 

 
A. A procedure has been devised in consultation with the Union to protect employees who 

are required to search for bombs or explosive materials. 
 
The first responsibility of all staff members relates to the safety and welfare of the 
student body.  However, bomb scares can result in lengthy disruptions of the school 
program unless a workable plan is in operation that enables a search of all areas within 
the school building to be conducted quickly. Since the school personnel are most familiar 
with the school building, each adult member of the staff will be asked to quickly review 
the areas within the building to which they are normally assigned.  The principal will 
designate for the custodial staff which areas this would include for each staff member.  If 
any unfamiliar, suspicious object is seen, a staff member should immediately evacuate 
that area and report the object to the office.  No staff member should be expected or 
permitted to explore an object to determine its contents.  If an object is discovered, it 
would be the responsibility of the police department to determine the nature of the object. 
Through this procedure, a school can be searched quickly, and the educational program 
resumed with minimal disruption. 
 

B. The District agrees to provide a safe and healthy place to work and shall furnish and use 
safety devices and safeguards and shall adopt and use methods and processes adequate to 
render the workplace safe and healthful and shall do every other thing necessary to 
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protect the life, health, and safety of employees.  The District shall repair and maintain 
every place of employment so as to render it safe and healthful. 
 
In accordance with the requirements of OSHA, it shall be the exclusive responsibility of 
the District to ensure the safety and health of its employees. 
Building and grounds workers are entitled to one pair of District specified work boots 
annually; mechanics are entitled to two pairs of District specified work boots annually. 
The maximum allowable amount per pair of work boots is $200, to be purchased through 
a vendor of the District’s choosing.  
 
Custodial staff shall not wear open-toe or open-back shoes.  

 
 

ARTICLE XXVII – CONTRACTING OUT 
 
Where feasible, work usually performed by the employees in the bargaining unit will not be 

contracted out if it will result in loss of employment to the employees employed by the District, 
and such actions by the District, if any, will not be arbitrary or capricious.  Notice to the 
Association will be given prior to entering any such contractual commitment, and the 
Association shall be given an opportunity to be heard. 

 
ARTICLE XXVIII – SALARY 
 

A. All salary increments for personnel covered by this agreement shall be automatic except 
where the Superintendent certifies that the job performance of an individual employee is 
inadequate.  In those situations, the increment may be withheld. 
 

B. Salaries shall be paid according to the salary schedules attached hereto. 
 

C. Stipends will be noted in the salary schedule. 
 

D. Late shift custodians shall receive additional compensation of $500 to be included in the 
annual salary.  Late shift cleaners shall receive an additional $400 to be included in their 
annual salary. 
 

E.  
 

a. The base salary shall be increased for all employees in the bargaining unit:  
 

2019-2020: 0% 
2020-2021 - .5%  

 
b. Step increments 2 % for 2019-2020, and 2020-2021. 
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c. Add Steps 19 and 20 to the salary schedule at 2 % increments, effective July 1, 
2020; no employees will be hired at steps 1 and step 2.  

d. The salary schedule shall be increased for all positions in the bargaining unit 
retroactive to July 1, 2021. In order to be entitled to any retroactivity, the 
employee must be both on the payroll as of July 1, 2021, and on the date the 
agreement is ratified by the Board of Education. 

e. 2021-2022 .75 % 
f. 2022-2023 .5 % 
g. 2023-2024 .75 % 
h. 2024-2025 .75 % 

 
i. Commencing with the 2016-2017 school year, or anytime thereafter, the District 

reserves the right to change to a semi-monthly pay schedule through direct deposit 
for all unit members upon reasonable notice to the Association and unit members.  

 
 

1. One-time, lump sum, off step payment that shall not be included in a unit 
member’s base salary shall be provided to unit members who achieve the top step 
on the salary schedule as follows: 

  
2021-
2022 

2021-
2022 

2022-
2023 

2022-
2023 

2023-
2024 

2023-
2024 

2024-
2025 

2024-
2025  

Salary Hourly Salary Hourly Salary Hourly Salary Hourly 
For those on 
the top step as 
of 6/30/21 

$500 $300 $1000 $600 $1500 $900 $2000 $1200 

For those on 
the top step as 
of 6/30/22 

N/A N/A $500 $300 $1000 $600 $1500 $900 

For those on 
the top step as 
of 6/30/23 

N/A N/A N/A N/A N/A N/A $1,000 $600 

For those on 
the top step as 
of 6/30/24 

N/A N/A N/A N/A N/A N/A $500 $300 

         
 
The lump-sum payment for the 2021-2022 school year shall be paid within 15 working days 
following ratification of this Agreement by the parties.  Only unit members who are on payroll as 
of the date the agreement is ratified shall be entitled to the lump-sum payment for the 2021-2022 
school year.  The remainder of the lump-sum payments shall be effective on July 1st in each of 
the subsequent years, shall be paid in the first regular payroll check following July 1st, and such 
lump sum shall only be provided to unit members who are on the District’s payroll as of the 
applicable July 1st. 

These one-time, off-step payments shall sunset at the expiration of the Agreement, and the 
benefits shall not be extended beyond June 30, 2025, pursuant to Triborough. 



 
 

22 
 

F. Any unit member due to an increment shall advance accordingly. 
 

G. Anyone who works in two different positions will be entitled to the benefits appropriate 
to the position with the greater number of hours.  He/she will not be entitled to benefits 
for the total hours worked. 

 
ARTICLE XXIX – OUT OF TITLE PAY 

 
A. Employees who are directed, in writing, by their immediate supervisor to work in a 

higher job classification for five (5) consecutive days or more shall be paid at the 
corresponding step of the higher rate retroactive to the first (1st) day.  

 
ARTICLE XXX – LONGEVITY 

 
A. Effective upon ratification of this agreement, longevity for bargaining unit members, 

regardless of hire date, shall be as follows:  
 
Change to:  
 
Years of Service Full-time FTE Hourly 20 hours or more 

After 10 years of service $ 1,250 $ 625 

After 15 years of service $ 1,600 $ 800 

After 20 years of service  $ 1,850 $ 925 

After 25 years of service  $ 2,100 $ 1,050 

After 30 years of service  $ 2,350 $ 1,175 

 
 

B. Part-time bargaining unit members who work at least 20 hours a week shall, after fifteen 
(15) years of continuous service, receive longevity in the amount of $500.00. 
 

C. Longevity will be paid in two equal payments, the initial payment in July and the final 
payment in December. 
 

D.  For the purposes of longevity eligibility, any employee who assumes a twelve-month 
position shall receive a pro-rated credit for prior years of service, with the exception of 
substitute time, which will not be credited for this purpose. 
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ARTICLE XXXI – ADMINISTRATIVE AND UNION RIGHTS 
 

A. Employees who are designated by the Union to adjust grievances or assist in the 
administration of the agreement shall be granted a reasonable amount of time off with the 
approval of the Superintendent, without loss of pay.  The Unit President or his/her 
designee shall be allowed two (2) hours per week to conduct Union business. 
 

B. Time without loss of pay may be granted for up to two (2) employees to attend the 
statewide delegates’ CSEA convention. 
 

C. The Board shall install up to six (6) bulletin boards for posting of Union meeting notices.  
There shall be one (1) bulletin board in each school building which shall be placed in a 
conspicuous place for the posting of matters pertaining to Union business. 
 

D. The President of the Union shall receive a copy of all job postings. 
 

E. The Union and its representatives shall have the right to use the school building at 
reasonable hours for meetings. 

 
   The Union shall be allowed to use the following equipment items that are located in the 
schools: photocopiers, calculating machines, and other audio-visual equipment.  Cost of 
materials shall be borne by the Union, and requests are subject to the availability of the 
equipment. 
   
   The Union may use the inter-school mail service and mailboxes for communications to 
members. 
 
   The use of school facilities is subject to the Superintendent’s approval through his/her 
delegated representative responsible for these facilities, and this approval shall not be 
unreasonably withheld. 
 

 
F. A copy of the official agenda for each Board meeting shall be given to the Union prior to 

each Board meeting.  The Union shall be given the unofficial minutes of official Board 
meetings as soon as possible after such meetings. 
 

G. Non-employee Union District Representatives shall notify the Human Resources 
Department when on campus.  

 
 
 
 
ARTICLE XXXII – MANAGEMENT RIGHTS 
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   The Union recognizes that the Board has the responsibility and authority to manage and 
direct on behalf of the public all the operations and activities of the school district to the full 
extent authorized by law.  The exercise of these powers, rights, authority, duties, and 
responsibilities by the Board and the adoption of such rules, regulations, and policies, as it may 
deem necessary, shall be limited only by the terms of this agreement. 
 
ARTICLE XXIII – LAY-OFFS 
 
   All non-competitive and labor class employees shall be laid off according to seniority 
within each job title. 
 
ARTICLE XXXIV – GRIEVANCE PROCEDURE 
 
   The organization and procedure for the processing of grievance for members of the 
Union shall be as follows: 
 
Definitions: 
 
A.  “Employee” shall mean any person or persons directly employed by the Board who are 
affected by an alleged grievance. 
 
B.  “Grievance” shall mean any claimed violation, misinterpretation, or inequitable 
application of the existing agreement. 
 
C.  “Department” shall mean any school, office, or department of the Board of Education. 
 
D.  “Supervisor” shall mean any employee or officer on a higher level of authority than the 
employee in the department wherein the grievance exists and who assigns and supervises the 
employee’s work, approves time records, or evaluates that employee’s work performance. 
 

E.  “Days” shall mean all days other than Saturdays, Sundays, and legal holidays.  Saturdays, 
Sundays, and legal holidays shall be excluded in computing the number of days within which 
action must be taken or notice given. 
 
F.   “Grievance Committee” is a three (3) member committee made up of employees 
appointed by the Union. 
 
First Stage: 
 
A. An employee who claims to have a grievance shall present the grievance to the 

Grievance Committee, in writing, within fifteen (15) days after the grievance occurs, 
specifying the grievance and requesting a conference to discuss the grievance. 
 

B. The Grievance Committee shall discuss the grievance with the employee and shall 
make such investigation as it deems appropriate, including but not limited to 
discussion with the appropriate Supervisor, Department Head or Principal. 
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C. Within five (5) days after the presentation of the grievance to the Grievance 

Committee, said Grievance Committee shall have its decision and communicate the 
same, in writing, to the employee presenting the grievance, the representative of 
employee, the Superintendent of Schools and to the President of the Union. 

 
Second Stage: 
 
A. If the grievance is not resolved by the Grievance Committee and the Supervisor, 

Department Head, or Principal on the basis of the First Stage, the Superintendent of 
Schools shall receive all records and reports relative to the grievance.  The employee 
may then choose one of the following alternatives. 

 
B. The employee may request the Superintendent of Schools a review of the 

determination made in the First Stage of this procedure.  Said request for review by 
the Superintendent of Schools shall be submitted, in writing, within seven (7) days 
after the receipt of said determination in the First Stage of this procedure.  The 
Superintendent of Schools will review the decision in the First Stage of this procedure 
and make a determination within ten (10) days of the request for review.  The Union 
has the right to present to the Superintendent, in writing, within seven (7) days after 
the receipt of the determination in the First Stage of this procedure, a brief outlining 
its views on the grievance. 

 
C. The employee or representative may request, in writing, a hearing with the 

Superintendent of Schools to review the determination made in the First Stage of this 
procedure.  Said request must be submitted to the Superintendent within seven (7) 
days after receipt of the determination made in the First Stage of this procedure.  The 
office of the Superintendent shall set a date for said hearing within five (5) days of the 
receipt of the request and shall notify the appropriate individuals and the Union of this 
date.  The hearing shall take place within fourteen (14) days of the receipt of this 
request.  The Superintendent of Schools shall submit to the employee and/or a duly 
designated representative any finding upon such review within ten (10) days after the 
conclusion of said hearings.  The Union has the right at the hearing to present orally or 
in writing a brief giving its view on the grievance. 

 
Third Stage: 
 
A.  An employee may appeal from the determination made in the First Stage and the 
determination of the Superintendent of Schools after the completion of the First Stage and the 
Second Stage, as outlined under this procedure, upon written notice within ten (10) days after the 
receipt of the determination by the Superintendent of Schools to the Superintendent and CSEA 
demanding arbitration. 
 
B.  The decision of the arbitrators will be binding only insofar as it interprets the agreement 
and in all other respects, it is advisory. 
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C.  Arbitration shall proceed under the Voluntary Labor Arbitration Rules of the American 
Arbitration Association. 
 
D.  The Board agrees to continue to adhere to its policy of not discriminating or taking any 
reprisals against an employee instituting a grievance action. 
 
E.  Any willful interruption in the performance of employee duties individually or by group 
action directly or indirectly related to the binding decision of the arbitrator shall be sufficient 
cause to invalidate and void the right to binding arbitration as herein provided. 

 
F.  The arbitrator will be selected by the American Arbitration Association.  The cost of the 
arbitrator shall be borne equally by the Board and the CSEA. 
 

PRESENTATION 
 
A.  Any employee may informally present a complaint or grievance orally to the immediate 
supervisor at any time without being represented.  When an employee wishes to present a 
grievance formally according to the grievance procedure as set forth in the current Agreement in 
the First Stage and in the Second Stage, the grievance shall be presented to the Union, who shall 
first investigate the circumstances of the grievance prior to its presentation.  Thereafter the 
employee claiming a grievance shall have the right at all remaining stages to proceed personally, 
or through the CSEA, or any counsel assigned by the CSEA or a counsel or representative of that 
employee’s own choice.  If the employee should not designate the CSEA, the CSEA shall have 
the right to be present at all stages of the procedure herein set forth and shall be entitled to 
receive notice of all proceedings, copies of all papers, and a copy of the final decision mailed to 
the President of the Union within five (5) days of such final decision. 
 

B. In addition to matters contained in this Agreement, the Tarrytowns Non-Instructional 
Unit 9156-1 of Westchester Local 860 of CSEA, Inc, Local 1000, AFSCME, AFL-CIO 
wishes to express its belief in the principles that duties and obligations are accompanied 
by rights and responsibilities, and the Tarrytowns Non-Instructional Unit 9156-1 
herewith asserts that it will do its utmost to see that its members perform their respective 
duties in the schools loyally, efficiently and continuously under the terms of this 
Agreement.  The Union and its members also wish to reaffirm that they will continue to 
give service of the highest quality to the School District and to exercise their best efforts 
to protect the interest of the Public Schools of the Tarrytowns, the children of the 
Schools, and the citizens of the community. 
 

ARTICLE XXXV – DRUG TESTING 
 
Drug testing will be utilized to comply with both Federal and State laws on alcohol and drug 
testing, including the District’s right to require annual alcohol and drug testing for employees in 
safety-sensitive positions as required per the Omnibus Transportation Employee Act. 
 
ARTICLE XXXVI – TERMS OF AGREEMENT 
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A.  The term of this Agreement is from July 1, 2021, through and including June 30, 2025.  
The CSEA unit shall have the unchallenged representation status for the maximum period 
permitted by law on the date of this Agreement. 
 
B.    The terms of this Agreement are herewith accepted by the Board of Education, Public 
Schools of the Tarrytowns, and the Non-Instructional Employees, Westchester Local, Civil 
Service Employees Association, Tarrytowns School Unit 9156-1. 
 
 
 

PUBLIC SCHOOLS OF THE TARRYTOWNS 
 
 
BY:    ___________________ 
   SUPERINTENDENT 
 
       
TARRYTOWNS NON-INSTRUCTIONAL UNIT 9156-1 OF WESTCHESTER 
LOCAL 860, CSEA, INC., LOCAL 1000, AFSCME, AFL-CIO 

 
 
BY:        _ BY:        
   LABOR RELATIONS SPECIALIST CSEA 1 PRESIDENT 
      

 
 
 
DATE: ___________________________________ 


	BY AND BETWEEN THE
	AND THE
	TARRYTOWNS
	WESTCHESTER LOCAL 860
	LOCAL 1000, AFSCME, AFL-CIO


