ARTICLE 1:  RECOGNITION/EMPLOYEE RELATIONS

1.1	Employee Relations: 
It is the policy of the Board of Education of the Fort Zumwalt School District, hereinafter referred to as the “Board” or “District”, to bargain in good faith with employees of an exclusive bargaining representative pursuant to Section 105.525, Mo. Rev. Stat. The Board or its designee shall meet, with the exclusive representative, for the purpose of negotiations with respect to salaries, benefits and other conditions of employment.

1.2	Exclusive Representative:
The Board recognizes the Fort Zumwalt Education Association, MNEA, hereinafter referred to as the “Association,” as the exclusive bargaining representative for the unit as described in Public Case No. R 2006-025, Certification of Representation.  The following regulations shall apply to negotiations between the Association and the Board:

Present Proposals:
Members of the Association have the right to present proposals to the Board relative to salaries, benefits and other conditions of employment.

Negotiate in Good Faith:
Whenever the members of the Association present proposals relative to salaries, benefits and other conditions of employment to the Board, the Board, or its designee shall meet, and negotiate in good faith such proposals with representatives of the Association.  Discussions shall be scheduled at a time and place mutually convenient, to both the Board and the Association.

Board Team:
The Board shall designate a team of up to four (4) members.

Association Team:
The Association shall designate a team of up to four (4) members, including a spokesperson who may or may not be a District employee.

Agreement:  The agreement as presented to the Board and the Association will be reduced to a Memorandum of Understanding and signed by representatives of both parties.  If at any time one or more of the provisions outlined in this Memorandum of Understanding becomes unlawful, the Board and Association shall open discussions for the particular article(s) affected.  The remainder of the memorandum would remain intact. 






ARTICLE 3:	ASSOCIATION RIGHTS

3.1	Association Business:  
Duly authorized representatives of the Association shall be permitted to transact official association business on school property at all reasonable times.

3.2	Association Notices: 
Association members shall have the right to post notices of activities and matters of concern on designated bulletin boards, at least one of which shall be located in each appropriate facility.

3.3	Association Use of School Equipment:  
Association representatives may use school facilities and equipment for Association business at reasonable times when such equipment is not otherwise in use.  Such use of the facilities and equipment shall be scheduled with the building administrator and is subject to obtaining prior approval from that building administrator.

3.4	Association Mail:  
Association members may use the District mail service and employee mailboxes for communication to unit members.

3.5	Information:  
The District agrees to furnish to the Association in response to requests available information necessary for representing the bargaining unit in discussions, grievance processing and other matters of concern.

3.6	Association Leave:  
Duly authorized Association representatives shall be permitted to attend Association conferences or conventions without loss of pay.  The total number of Association leave days shall not exceed 5 days per year.  















ARTICLE 4:	SALARY AND FRINGE BENEFITS

4.1	Salary Determination:  All nurse employees shall be reimbursed in accordance with the nurse salary plan.  Should the contingency language agreed upon by the FZEA and the Board of Education for certified staff for 2010-2011 become effective, the district will meet with nurses to discuss any additional compensation.
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4.2	Time Sheets:  
It is the responsibility of the nurse to complete time sheets according to the payroll schedule provided by the Fort Zumwalt School District business office. 

4.3	Payment:  
Annual salaries will be paid in twenty-four (24) equal payments payable not later than the fifteenth and the last day of each month  When the fifteenth or the last day of the calendar month fall on a weekend or holiday, salaries will be paid on the last preceding working day.


4.4	Professional Organizations: 
Employees have the right to join or refrain from joining any organization for their professional or economic improvement.

4.5	Payroll Deductions:  
Payroll deductions will be made for professional dues and Political Action Committee (PAC) contributions.  Any employee who is a member of the Association, or who has applied for membership, may sign and deliver to the Board an assignment authorizing deduction of membership dues including PAC contributions.  The assignment card shall be delivered to payroll no later than the 5th of the month for which deduction is to be made.  Such authorization shall continue in effect from year to year unless revoked in writing between June 1 and September 1 of any year.  Pursuant to such authorization, the Board shall deduct such dues in equal amounts from the regular salary checks of the employee beginning in September and ending in June of each year, except as such deductions shall cease and all obligations related thereafter be void upon an employee’s termination from employment.  Deductions for employees hired or enrolled after commencement of the school year shall be appropriately pro-rated to complete full payment by the June paycheck.  The Association agrees to hold the Board harmless for any damages arising out of legal action by an employee or the Association contesting any application of this policy and/or procedure.

4.6	Procedure:  
With respect to all sums deducted by the Board pursuant to authorization of the employee, for Association membership dues, the Board agrees to remit promptly the same to the Association.  On or before September 1 of each year the Association shall certify to the Board the total amount of Association dues for the ensuing year.  The Board will submit to the Association an initial alphabetical list of employees for whom such deductions have been made following the start of the school year, and such additions as shall become effective during the year.

4.7	Other Payroll Deductions:  
Upon appropriate written authorization from the employee, the Board shall deduct from the salary of any employee and make appropriate timely remittance for annuities, credit unions, dependency insurance only through the company with which the Board paid insurance is carried, salary protector with any organizational sponsored company, or any other plans or programs as provided by the Board.  Any individual utilizing this provision shall be limited to two (2) changes annually.  Insofar as tax sheltered annuities are concerned the Board will (1) continue to recognize all presently established companies now doing business in the district, (2) require any company that wishes to sell annuities in the school district to file all pertinent information prior to starting sales, and require a minimum of five sales prior to allowing the use of payroll deductions, (3) require all companies to file by August 1 of each year all financial reports and annuity plan descriptions for their company, and (4) allow employees transferring into the district to continue their existing annuities on payroll deductions.
4.8	Insurance Benefits:  
Each full-time nurse of the district shall be provided by the Board without cost to the employee the following insurance protection.  Such insurance shall include provisions for dependent coverage at the employee’s expense through payroll deduction.  Insurance protection shall be as follows:

4.9	Health Insurance:
The health and major medical program shall be comparable in its coverage standards with the program in effect during the 2002-2003 school year or the current program benefits.  Specifications for the program shall not discriminate on the basis of marital status for the purpose of maternity benefits.

4.10	Group Life Insurance:
Life insurance protection in the amount of $50,000 shall be payable to the nurse’s designated beneficiary.  This program shall make available optional life insurance in increments of $10,000 to a ceiling of $150,000 which will be available at the school district’s rates at the employee’s expense through payroll deduction.  The program shall also make available dependent life insurance at the employee’s expense.  Spouse coverage will be in the amount of $25,000 and $12,000 for a child.

4.11	Dental Insurance:
Dental insurance shall be comparable in its coverage with the program in effect during the 2002-2003 school year or the current program benefits.
		
4.12	Optical Insurance:
Optical insurance shall be comparable in its coverage standards with the program in effect during the 2002-2003 school year or the current program benefits.

4.13	Workers’ Compensation Insurance:
Each certified employee is covered by Workers’ Compensation Insurance and is eligible for compensation for any hospital, surgical, or doctor’s bill resulting from an injury incurred while on the job.  An employee is considered on the job whenever engaged in school business.  An accident resulting in injury, no matter how minor, must be reported at once to the immediate supervisor who in turn will notify the Superintendent.

4.14	Flexible Benefit Plan:  
The District, at its expense, will continue to offer a flexible benefit plan (Cafeteria Plan) for the voluntary reduction of employee income.  

4.15	Retirement:  
All nurses who work 20 hours or more hours per week MUST enroll in the Public Education Employee Retirement System (PEERS). The personnel department will give all new eligible nurses a retirement form, which is to be filled out and returned to the personnel office at the time of employment.  The form will be forwarded to the Public Education Employee Retirement System (PEERS).

A nurse who is eligible to retire under PEERS or PSRS eligibility requirements and has completed ten full-time years of service to Fort Zumwalt School District may receive district-paid health insurance for three years by working as a substitute.  The employee must work twenty-four days per fiscal year at the number of hours per day the employee regularly worked.  Dental, vision, and dependent health insurance may be continued at group rates.  

The retirement rate is provided by PEERS each year and is a percentage of gross wages plus district paid insurance.  The Fort Zumwalt School District matches the nurse’s contribution.  Nurses terminating prior to retirement are entitled to any amount he/she has contributed plus interest earned on that amount.  Early withdrawal does not entitle the nurse to any district paid retirement.

Requests for withdrawal of contributions should be sent directly to the PEERS System, P. O. Box 268, Jefferson City, MO  65102.  The nurse’s retirement number must be included in the request for withdrawal of funds.  Beneficiary change forms and name change forms can be obtained from the Fringe Benefits Coordinator.

























ARTICLE 5:  GENERAL TERMS OF EMPLOYMENT

5.1	Qualifications:
The nurse shall have a licensure as a registered nurse and be certified in CPR as a minimum.

5.2	Equal Opportunity Employment:
The Fort Zumwalt School District is an equal opportunity employer.  It is the policy of this district to afford equal employment opportunities to qualified individuals regardless of their race, color, national origin, ancestry, religion, socioeconomic status, marital status, sex, age, handicaps or memberships in legally constituted organizations, to the extent required by law.  This policy applies to all aspects of the employment relationship, including recruitment, selection, placement, training, assignment, promotion, transfer, compensation, benefits and termination.

The goals of this policy are to (1) offer job training and educational opportunities to help employees succeed in their current jobs and prepare for advancement, giving protected groups every opportunity to participate; (2) assist employees in securing positions commensurate with their skills and knowledge, assuring equal access to promotion and advancement; (3) efficiently address concerns and grievances relating to this policy.  

To ensure implementation of this policy, the Superintendent will (1) annually recommend for Board appointment a nondiscrimination compliance and grievance officer; (2) develop administrative practices consistent with the goals of this policy; and (3) report regularly to the Board on the progress toward these goals.

5.3	Job Descriptions and Responsibilities:
Job descriptions are contained within District policy.  Copies of the descriptions will be provided to all nurses for any appropriate input.  The final decision of job responsibilities is the responsibility of the Superintendent or his/her designee.  However, any changes decided upon will be discussed with the FZEA nurses prior to being implemented.

5.4	Full-Time employees:
A full-time employee is one who is employed in a recognized job category for a minimum of thirty hours weekly.  Full-time employees will be provided with employee benefits as defined in Board policy.

5.5	Part-time employees:
A part-time employee is one who is employed by the school district for less than thirty hours weekly. No employee benefits will be provided to part-time employees.




5.6	Safe Facilities and Conditions:
The District agrees to take steps to provide safe working conditions.  Employees who become aware of conditions which are unsafe or jeopardize the health or safety of employees or students shall notify their supervisor.  

	5.7	Personnel Files:
It is the intent of the Board of Education to maintain complete and current personnel files, including all information necessary to comply with the Fair Labor Standards Act, for all district employees.  There shall be one personnel file for the district maintained in the office of the Superintendent.

The file of an individual employee will be considered confidential information, to the extent allowed by the law, and will only be available to authorized administrative personnel and to the employee.  Files containing immigration records will be kept separate from personnel files.

Upon request to and in the presence of the appropriate administrative official, any employee will have the right during regular working hours to inspect his or her own personnel file, with the exception of the ratings, reports and records obtained prior to the employment of the individual, including confidential placement papers.

5.8	Tuition Reimbursement:
The Board will pay $100.00 per college hour or the actual cost of the college hour, if the cost is less than $100.00 per hour for college courses taken by a nurse.  All such reimbursement requests are to receive prior approval of the superintendent or his/her designee, and must be courses taken to improve the nurse’s job performance. Only work from an accredited junior college, college, university or other reputable organization shall be considered.  Proof of said work, along with the request for is to be furnished by the nurse to the district office after the course is completed.  The maximum amount that a nurse may receive in any one year (July 1 to June 30) is $600.00.

5.9	Training and Professional Development:
The district will provide comprehensive on-site training to new nurses at the time of initial employment which will include but not be limited to SIS/computer training, proper use of equipment, screening procedures, district policies/procedures, health services handbook and other health related policies and procedures at the building in which that nurse has been hired to work.  A substitute nurse will be obtained both for the nurse coordinator and the new nurse for the duration of the training and the training will constitute the equivalent of one work day.  In addition the District will survey the nurses every spring for their input about training and professional development needs of nurses.  These ideas will be incorporated into yearly development which may include workshops on teacher meeting days, before or after school or early release days.

When the district determines it is necessary for special training or development to occur the nurse will receive training by the district or an outside trainer at the district expense.  In addition to district driven development, nurses can request to attend conferences, seminars, trainings or workshops that will directly affect their current job, from the Assistant Superintendent for Special Services.  He/she will approve requests based on the relevance to current student health needs.

5.10	Hours of Work:
All nurses shall be assigned definite hours of work with designated starting and ending times.  A regular day for full-time nurses will be seven and one half (7.5) hours for elementary and middle school nurses, including a paid ½ hour period for lunch, during which time the nurse will be on call; eight (8) hours for high school nurses, including a paid ½ hour period for lunch, during which time the nurse will be on call.  Due to the addition of the lengthened school day starting in the 2010-2011 school year, it may become necessary to add time to the work day for elementary and/or middle school nurses, not to exceed eight (8) hours.  If that becomes necessary in the future, nurses will be notified of the change prior to issuing the next letter of employment and they will be paid accordingly.

5.11	Overtime:  
Full-time nurses who work time that exceeds the normal work assignment during any work week will be awarded overtime pay or compensatory time off (“comp time”).  All overtime and/or comp time must be approved in advance by the Superintendent except in emergencies.

Overtime is paid when a full-time employee has actually worked his/her normal hours per week.  If vacation, sick leave, personal leave, dock day, etc., is recorded during the regular work week (Sunday through Saturday), any extra hours worked will be paid at straight time until the employee’s “normal hours per week” have been met, then regular work week will be multiplied by one and one-half times the equivalent hourly rate to determine the amount of overtime pay.

Comp time will be awarded at the rate of one and one-half hours for each hour of overtime worked.  Comp time may be accrued to a maximum of eighty (80) hours.  Overtime work beyond this maximum accrual will be monetarily compensated at the rate of one and one-half (1 ½) times the individual’s normal hourly rate of pay.  Every effort will be made to permit the use of comp time at the time mutually agreed upon by the individual and his/her supervisor.  However, where the individual’s absence would unduly disrupt the district’s operations and the interest of the students, the district retains the right to postpone comp time usage.  Individuals with unused comp time whose employment ends will be paid for unused comp time at their final hourly rate of pay.

When a nurse needs to be absent from work, he/she will use the building procedures for proper notification.  Nurses will not be required to find their own substitute except for extended school year and summer school. 
5.12	Extra Pay for Extra Duty:
In keeping with the Missouri State High School Activities Association (MSHSAA) guidelines and district practice, certified teachers are to be given priority for any extra pay for extra duty position established by the school district.  Nurses shall be eligible for extra duty positions based on their experience and qualifications, only after consideration is given to qualified, certified teachers.  Nurses who are supervising students will have a substitute teacher’s certificate on file.

5.13	Summer School Pay:
Nurses who work summer school or extended school year shall be paid their normal hourly rate.  Nurses will be given first choice for summer school work when summer school is in their own building.  When summer school nurses are needed for buildings where that building nurse chooses not to work, it will be posted for all nurses (see Vacancies and Transfers).

5.14	Camp:
Nurses who participate in the fifth grade CAMP program shall be paid their normal hourly rate.  Stipends for CAMP will be determined for all employees through the CAMP program budget and nurses will be made aware of the amount prior to agreeing to participate. 

5.15	Disclosure of Student Information:
Nurses work with students who have various special needs.  It is imperative that the services are provided in an efficient and safe manner for both student and nurse.  In order to facilitate this process, information about the student should be discussed with the nurse on a “need to know” basis.  The administrators and appropriate staff should inform the nurses of physical and emotional needs that may impact their working relationship with the child.  

	5.16	Clinic Support, Supplies and Equipment
Each year the principal shall meet with the nurse to review the needs of clinic support with regard to clerk assistance and gain input from the nurse as to the duties assigned to clerks outside the clinic.  In addition, a clerk separate from the clinic clerk will receive training on clinic procedures and first aid so that when the clinic clerk is absent, another person who is familiar with the clinic can assist.  The nurse is invited to provide any input to the principal regarding the selection of this person.

The principal will seek input from the nurse prior to clinic clerk evaluations being completed.  Any suggestions from the nurse will be incorporated into the clerk evaluation.

Prior to the selection of a new clinic clerk, the principal will seek input from the nurse regarding any special skills or experiences that might be helpful for that person to possess.

Prior to the start of the 2010-2011 school year the Assistant Superintendent for Special Services shall create a standard minimum list of supplies and equipment for the clinics.   Each year the Assistant Superintendent for Special Services will revise the list based on feedback from the nurses.

	5.17	Communication of Information
The Assistant Superintendent for Special Services will establish a committee each year to review the health services handbook.  Nurses serving on that committee will be paid their hourly rate.  FZEA may provide three individuals from the membership to serve on that committee and should try to include one elementary, one middle school and one high school nurse.

	5.18	Nurse Professional Responsibilities
*School nursing is a specialized practice of professional nursing that advances the well-being, academic success, and lifelong achievement of students.  The school nurse serves as an extension of traditional community health services, ensuring continuity, compliance, and professional supervision of care within the school setting. School nurses facilitate positive student responses to normal development; promote health and safety; intervene with actual and potential health problems; provide case management services; and actively collaborate with others to build student and family capacity for adaptation, self-management, self-advocacy, and learning.

The range of school health services provided by school nurses is inclusive, but not limited to, the following:

a) Assessment of health complaints, medication administration, and care for students with special health care needs

b) A system for managing emergencies and urgent situations

c) Mandated health screening programs, verification of immunizations, and infectious disease reporting

d) Identification and management of students’ chronic health care needs that affect educational achievement

e) Delegation of foregoing activities as deemed appropriate within guidelines for professional practice

f) Upon enrollment of a new student, the nurse shall be informed immediately of any medical needs and the status of immunizations.  The nurse may be asked to participate in IEP or other meetings when a student has particularly unique and/or high risk medical circumstances.  


(*Material compiled in part from the American Academy of Pediatrics and the National Association of School Nurses)












































ARTICLE 6:  EVALUATION

6.1	Nurse Evaluation 
The purpose of the evaluation instrument is to assist and recognize the employee for the significant role he/she plays in the District.  The evaluation process should be a positive ongoing process of open communication, which serves to assist, motivate, guide and evaluate the employee for the purpose of improving the quality of performance.  

If changes are needed to the evaluation form a committee will be formed, which will include two nurses appointed by the Association, to review the evaluation form and make appropriate recommendations to the Board of Education.

6.2	Purposes:
a) To enable the employee to achieve personal and District goals.
b) To enable the employee to understand and recognize his/her duties and responsibilities.
c) To help the employee identify personal and professional strengths and weaknesses.
d) To provide guidance for the employee in improving weaknesses.
e) To recognize the employee’s special talents and contributions to the school program.
f) To serve as a guide for renewed employment.

6.3	General Procedures:  The principal has the responsibility for informing each employee in advance of the criteria.  To bring a desirable degree of consistency and uniformity to the evaluative process of nurses the following procedures will be observed
a) All new employees will receive a formal evaluation at the end of 45 work days of employment.
b) All nurses will be evaluated at least once annually by the building principal or an assistant principal no later than May 15.
c) All evaluated reports shall be in writing and a copy given to the employee within ten days of the evaluation being completed.
d) The official results of the employee evaluation will become a part of the employee’s personnel record and may be used in making decisions concerning continued employment status and assignments.  
e) Each employee will be given an explanation of his or her duties and responsibilities and guidance in performing them satisfactorily by his or her immediate supervisor.
f) An evaluation will include specific strengths and weaknesses.  Amplifying comments and written suggestions will be made for any criteria marked unsatisfactory or needs improvement.  
g) Hearsay or unsubstantiated complaints will not be used for reprimand or negative comments on the evaluation.  For a complaint to be substantiated, the administration shall verify the incident occurred prior to any disciplinary action.




ARTICLE 7:  LEAVES OF ABSENCE

7.1	Sick Leave:  
Each full time nurse who starts work at the beginning of the work calendar shall be credited all 10 days of sick leave at the beginning of the school year. If an employee begins working after the start of the school year, they shall be credited one (1) sick day per month for the remainder of that school year.  In the event an employee terminates his/her employment prior to completing the school year, an appropriate deduction will be made on the employee’s final paycheck to reflect overuse of sick days beyond what has been earned.

Unused sick leave days shall be credited to each employee with unlimited accumulation.  During the first month of the school year, the employee may check with his/her supervisor to determine the number of accumulated sick days.
Absences may also be charged against sick leave for illness of a member of the employee’s immediate family (spouse, children, stepchildren, foster children, parents, parents-in-law, daughters-in-law, sons-in-law, grandparents, grandparents-in-law, and grandchildren) in those instances where it is necessary for the employee to be with the members of his/her immediate family during such illness.

First year nurses hired after the start of the work calendar, who successfully completes their entire first year of employment, and who are docked for sick leave prior to it being earned will be reimbursed at the end of the year, up to five (5) sick days.  

	7.2	Sick Leave Bank:  
In order to provide assistance to support staff employees who experience a lengthy personal illness, a sick leave bank is established.  Each support staff employee currently in the district has contributed one day of sick leave to the “Sick Leave Bank”, and the Board has matched each of these days.  At the time of employment, each new support staff employee shall contribute his or her first day of sick leave to the sick leave bank.  The Board of Education will match each of these days to the Sick Leave Bank.

The Personnel Department shall have the responsibility for administering the Sick Leave Bank in accordance with district policy and regulations.  A support staff employee must be employed by the district for a minimum of one year before the employee can apply to the sick leave bank for sick days.  Inquiries about the sick leave bank should be directed to the Personnel Assistant.

7.3	Unused sick leave reimbursement pay at retirement:
As verified by the receipt of the first check from the Public Education Employee Retirement System, shall be paid to a retiring support staff employee for all unused sick leave in accordance with the following scale:  the number of hours worked per day times 125% of the entry level hourly wage for the employee’s position multiplied by the number of unused accumulated sick leave days.  Any claim for reimbursement for unused sick leave by an individual separating from the district shall be invalid if not filed in writing within thirty (30) calendar days of the final workday.

A retiring support staff member may be able to incorporate accumulated sick leave, including those days earned in the final year of employment, into his or her salary during the final year of employment.  The following procedure will be used:

1. The support staff employee must notify the superintendent of his or her intent to retire on or before June 15, in the year retirement is to take place, and

2. An appropriate district-provided form must be completed, notarized and returned to the superintendent’s office on or before June 15.

7.4	Upon resignation from the district:
Support staff employees shall be paid for unused sick leave in accordance with the following scale: the number of hours worked per day times 65% of the entry level hourly wage, times the number of unused accumulated sick leave days.  Any claim for reimbursement herein by an individual separating from the district shall be invalid if not filed in writing within thirty (30) calendar days of the final workday.

7.5	Sick leave reimbursement for deceased employees:
Will be treated in the same manner retirement and the prevailing retirement rate will be used in the calculation.  Each employee will be asked at the time of employment to indicate the person to whom they wish such payment to be made.

7.6	Pregnancy Disability:
Nurses who are absent because of pregnancy related disability may use accumulated sick leave in the same manner that sick leave is applied to other absences.  During such periods of time the normal insurance coverage will continue at district expense.  Normal recovery time will be consistently applied as being six to eight calendar weeks in length unless otherwise determined by the physician.  If there is a question as to whether the employee is able to perform her duties, the Superintendent may postpone the employee's return to work upon the recommendation of a medical doctor.

NOTE:  See Family and Medical Leave Act of 1993 for additional options provided by law.

7.7	Personal Leave:
Three (3) days of personal leave shall be granted annually to each full time support staff employee.  Personal days may be used upon approval by the employee’s principal/supervisor.  The principal/supervisor may limit the granting of personal leave to ensure that the schools are adequately staffed on any given day.  Requests for personal leave should be made by completing the Leave Request form found in the Business Office Procedures Handbook.  In the event an employee terminates his or her employment prior to completing the annual work calendar, only one day of personal leave will be granted.  Appropriate deduction will be made on the employee’s final paycheck to reflect excessive use of personal leave beyond the one day allowed.  Personal leave days can be accumulated to a maximum of four days and may be taken in hourly increments.  Unused personal leave in excess of four days will be credited to the employee’s sick leave.

In the event of early dismissal of school due to inclement weather, nurses may use personal days in hourly increments.  

No employee shall be permitted the use of personal leave preceding or subsequent to a holiday, winter break, or spring break except in the following instances:

An employee may elect to use personal leave one (1) time during their career with the approval of the Superintendent. In the case of an emergency, the Superintendent of schools shall review the circumstances surrounding the emergency and may grant paid personal leave.  When the employee has utilized his or her personal leave, the Superintendent may advance personal leave against the next school year's personal leave.  In the event the employee does not return the following school year, any advanced personal leave days will be deducted from reimbursement of accumulated sick leave.  If accumulated sick leave does not exist, the employee's final paycheck will be adjusted.

7.8	Presenteeism Incentive:
In addition to the severance pay plan of reimbursement for accumulated sick leave days upon leaving the district, the district will also offer a more “immediate” incentive for support staff employees to not use any more personal leave or sick leave than necessary.  Nurses who do not use any sick or personal leave during the year are eligible for a bonus in the amount of $150.00.  As an additional attendance incentive, a nurse who uses only one sick or personal day per year is eligible for a bonus in the amount of $50.00.

7.9	Bereavement Leave:
Nurses shall be granted up to three (3) days of bereavement leave because of each death of a member of the immediate family.  The term "immediate family" shall include spouse, children, stepchildren, foster children, parents, parents-in-law, stepparents, brothers, brothers-in-law, sisters, sisters-in-law, sons-in-law, daughters-in-law, grandparents, grandparents-in-law, grandchildren and immediate aunts and uncles and life partner.  Nothing herein shall be interpreted to prohibit an employee's use of personal leave.

An employee may write to the Superintendent for the following special considerations:

· Extended bereavement leaves up to five days.
· The need for additional days used in the form of sick leave for bereavement purposes (Superintendent may request a doctor’s note if applicable.)
· Persons not covered under immediate family.

7.10	Jury Duty Leave:
Jury duty, when summoned, is considered a civic responsibility.  Leave will be granted for the period of jury service providing adequate notice is given to the Deputy Superintendent.  The difference in daily wages and payment received for jury duty will be paid for each day served on jury duty.  A substitute will be provided, if necessary.  Absences to appear as a plaintiff, defendant or voluntary witness shall be considered as personal leave absences.

Employees shall be required to remit jury duty pay to the district in exchange for their daily rate of pay, however are permitted to keep any mileage paid to the employee.

7.11	Subpoenaed Witness:
Employees who are subpoenaed to serve as a witness in court will be excused from their duties for the necessary amount of time and receive their salary for this period.  The absence will not be charged against any of the leave days provided by the Board of Education.

7.12	Family Care Leave:
A leave of absence without pay shall be granted to an employee for the purpose of family care.  Family care, as defined herein, shall require the individual being cared for as residing in the home of the employee.  Said leave shall be for a period of time mutually agreed upon by the employee and the Board of Education.  Such employee may elect to continue insurance at his or her own expense for the duration of the leave by providing the school district appropriate premium payments in the manner required by the business office.

An employee returning to employment after family care leave shall be returned to the same or a position equivalent to his or her previous assignment.  The employee shall not lose accumulated leave days as a result of said leave nor add to it during such period.	

NOTE:  See Family and Medical Leave Act of 1993 for additional options provided by law.



7.13	Extended Period Leave:
Each request for leave for extended periods of time will be acted on individually by the Board of Education.

7.14	Dock Days:
The Superintendent may grant an employee's request to be absent without pay. Approved dock day absences will be coordinated with the Superintendent.

A deduction for each day’s absence shall be determined in the following manner: divide the employee’s annual salary by the number of days specified.

7.15	Family and Medical Leave Act of 1993: 
In addition to the leave policies already available, the Family and Medical Leave Act of 1993 (P.L. 103-3) allows eligible employees leave without pay for certain specified reasons, effective August 5, 1993.  An employee is eligible if he or she has been employed by the District for at least 12 months and has worked at least 1,250 hours during the previous 12 months.  Eligible employees are entitled to a total of 12 workweeks of unpaid leave during any fiscal year for one or more of the following reasons:

A. Birth/Care of Child:  Because of the birth of a son or daughter of the employee and in order to care for such son or daughter;
B. Adoption/Foster Care Placement:  Because of the placement of a son or daughter with the employee for adoption or foster care;	
C. Care of Sick Spouse/Child/Parent:  In order to care for the spouse, or a son, daughter, or parent, of the employee, if such spouse, son, daughter, or parent has a serious health condition; and  
D. Personal Sick Leave:  Because of a serious health condition that makes the employee unable to perform the functions of the position of such employee.

The following provisions shall apply to leaves of absence as authorized herein:

7.16	Limit on Child Care Leave:  
The right to leave under subparagraphs A and B shall expire at the end of the 12-month period beginning on the date of such birth or placement of a son or daughter.

7.17	Serious Health Condition:  
The term "serious health condition" as used in subparagraphs C and D means illness, injury, impairment, or physical or mental condition that involves inpatient care in a hospital, hospice, or residential medical care facility, or continuing treatment by a health care provider.



7.18	Relationship to Paid Leave:  
Through other leave policies, paid sick days are already available to employees for leave in some of the categories set out in subparagraphs A through D above.  Where paid sick days are available, employees are required to substitute such paid sick days for that portion of the 12-week period of unpaid leave.

7.19	Certification:  
The District may require that a request for leave under subparagraph C or D be supported by a certification issued by a doctor.  If the District has reason to doubt the validity of the certification, the District may require, at the district's expense that the employee obtain the opinion of a second doctor designated by the District.  In any case where the second opinion differs from the original certification, the District may require, at the District's expense, that the employee obtain the opinion of a third doctor designated or approved jointly by the district and the employee, whose certification shall be final and binding.

7.20	Intermittent or Reduced Schedule Leave:  
When medically necessary, leave under subparagraphs C and D may be taken intermittently or on a leave schedule that reduces the usual number of hours per work week or work day.  If the employee requests intermittent leave, or leave on a reduced leave schedule, that is foreseeable based on planned medical treatment, the District may require such employee to transfer temporarily to an available alternative position for which the employee is qualified and that has equivalent pay and benefits and better accommodates recurring periods of leave than the regular employment position of the employee.
			
7.21	Advance Notice of Foreseeable Leave:  
Where leave under subparagraphs A or B is foreseeable based on an expected birth or placement, the employee shall provide the District with not less than 30 days prior notice of the employee's intention to take leave.  When the necessity for leave under subparagraphs 3 or 4 is foreseeable based on planned medical treatment, the employee shall make a reasonable effort to schedule the treatment so as not to unduly disrupt the operations of the district and shall provide the district with not less than 30 days prior notice of the employee's intention to take leave.

7.22	Restoration to Position:  
Any eligible employee who takes leave under subparagraphs A through D above shall be entitled, on return from such leave, to be restored to the position held when the leave began, or to an equivalent position with equivalent employment benefits, pay, and other terms and conditions of employment.
		
7.23	Continuation of Health Insurance:  
During the period of leave, the district shall maintain health insurance coverage (Health and Major Medical, Dental, Optical) at district expense under the conditions coverage would have been provided if the employee had continued in employment continuously for the duration of such leave.

7.24	Questions Regarding Family and Medical Leave Act:  
The foregoing provisions represent an overview of the Family and Medical Leave Act of 1993.  Specific questions concerning leaves of absence shall be referred to the Deputy Superintendent for Personnel and resolved consistent with the provisions of the law.  Employees are asked to fill out leave request forms when requesting leave.  These forms are in the Business Office Procedures Handbook and are available through the employee’s supervisor.

7.25	Holidays:  
There is a maximum of four (4) paid holidays per year.  The length of the work calendar determines the number of available paid holidays. The available paid holidays are Labor Day, Thanksgiving Day, Christmas Day, and Presidents’ Day.
	
	7.26	Dock Option
Each year the superintendent may, at his/her discretion offer a dock option for nurses which would include being allowed to be docked during non-student days prior to the start of the school year, except for on days of student registration, kindergarten orientation and teacher work days.  If this is an option for nurses, the superintendent or his/her designee will notify the employees prior to the start of the school year and the dock days will be spread out among the employee’s paychecks.

















	







ARTICLE 8:  VACANCIES AND TRANSFERS

	8.1	Posting of Vacancies:
During the regular school year, all vacancies in the support staff positions will be posted for seven workdays, prior to filling the vacancies, as informational items for current employees.  The Board reserves the right not to fill a vacancy.  Professional and support staff vacancy notices shall be posted in each building and sent to the Association’s office.  Vacancy notices are provided from the office of the Deputy Superintendent for Personnel.  A nurse may apply for any position for which he or she is qualified and meets other stated requirements.

If a nurse is interested in being considered for a possible opening, even if an opening has not been posted, he/she should submit a request for transfer to the personnel department.  As a result, should openings occur during the summer months, nurses who submitted transfer requests will be interviewed and considered for openings, just as they would during the school year.  Transfer requests will be held on file for one year from the date the transfer request is submitted, no matter when the transfer request is submitted.

	8.2	Vacancies and Transfer Requests:  
Transfer requests for vacancies are filed in the Office of the Deputy Superintendent for Personnel.  Such requests are kept on file for one year from the date of application.  Vacancies shall be filled on the basis of appropriate experience, performance evaluations, qualifications and student needs.  No vacancy will be filled by an outside candidate without first determining if the nurse’s qualifications and experiences match the needs of the position.  If all factors between internal candidates are equal, preference shall be given to the nurse candidate with the highest seniority in the district.  If all factors between internal and external candidates are equal, preference shall be given to the internal candidate.

Applicants for a position shall be notified in writing of the District’s decision.  No employee will be discouraged from seeking a transfer.  No employee will be penalized in his/her present assignment because of any such request for transfer.

An involuntary transfer is a transfer initiated by the district.  When necessary in the judgment of the administration a nurse may be reassigned due to the following reasons:  1) emergencies including enrollment increase or decrease 2) an adverse effect on the needs of students or 3) due to the nature of human relationships.  The Association shall be advised of such action in addition to the individual affected.  The individual will have the right to appeal the involuntary transfer through the grievance process.  Involuntarily transferred nurses may subsequently choose to file a voluntary transfer request with the Deputy Superintendent for Personnel.	

	8.3	Seniority:
Seniority will be continuous employment in the Fort Zumwalt School District. Leaves of absence will not affect seniority.  

	8.4	Reduction in Force:
Should a reduction in force be necessary, the least senior person will be the first to be laid-off.  Any nurse who has been released due to reduction in force shall be recalled in inverse order should nurse openings occur, provided he/she is licensed and qualified for the vacancy.  No new nurses shall be employed by the Board while there are nurses of the district who are laid off unless there are no laid-off nurses with proper licensure and qualifications to fill the vacancy. 






































ARTICLE 9:  DUE PROCESS AND DISCIPLINE

9.1	Discipline and Discharge:
In cases of disciplinary action against a nurse, efforts will be made by the building principal to warn the employee and to assist the employee in correcting job performance inadequacies.  Any discipline or reprimand will be delivered in a timely manner, and will be appropriate to the situation.  Rules and regulations governing nurse conduct shall be reasonable, and enforcement of discipline will not be in a manner which is arbitrary, capricious, or discriminatory.  When an administrator identifies a performance deficiency that is of serious concern the administrator will discuss it with the nurse within three days of his/her determination that it is a serious concern and provide written documentation of concerns and suggestions for improvement.  Any complaints made against a nurse by any parent, student or other person for whom the nurse is responsible will be promptly called to his/her attention.  Any such complaint not called to his/her attention may not be used as a basis for any disciplinary action.  A nurse will be notified within two (2) working days of a principal learning of a complaint against a nurse.  A supervising administrator will work with the nurse when concerns arise.  When an administrator is planning a meeting to reprimand a nurse about an issue, or when an administrator continues to work with a nurse on the same performance concern (after three meetings in the same year), the nurse will have the right to invite a representative of his/her choice from the building or district to attend the meeting.  The nurse will have prior notice of the meeting and will be informed of the nature and purpose of the meeting.  The administrator has the option of including another administrator from the building or district as well.  Whenever two administrators meet with a nurse the nurse shall be entitled to have a silent witness of his/her choice.

At the time any information of a derogatory nature is placed into a nurse’s personnel file, the nurse shall receive a copy of the information.  Each nurse shall have the right to remove from his/her personnel file all derogatory material on the fifth anniversary of its inclusion or thereafter, provided no similar derogatory information has been placed therein in the intervening years.  Nurses may review their personnel file maintained at district administrative offices by making an appointment with Deputy Superintendent.  

A nurse shall be entitled to have present a representative of the Association whenever District contemplates suspending or discharging an employee.

Except for infractions that may call for immediate suspension with or without pay or termination of employment, the district will adhere to the following:

*	First instance requiring disciplinary action - verbal warning
*	Second instance requiring disciplinary action - written reprimand and conference.  The written reprimand shall advise the employee that the next incident will result in a disciplinary action appropriate to the offense, but which could lead to suspension or dismissal. 
*	Third instance requiring disciplinary action - conference, recommendation for appropriate discipline and written summary of the conference to the employee

When the misconduct is of a serious nature requiring termination of employment, or suspension with or without pay, a conference will be held with the nurse by the Deputy Superintendent to inform the nurse of the disciplinary action being taken.  The nurse may have Association representation present at this conference.  The nurse will be given a written summary of the conference and any resulting disciplinary action.

In addition to conduct that may give rise to termination of employment, a nurse shall be considered terminated as a district employee if the said individual:

*	resigns as an employee of the district
*	Fails to report to work for three consecutive workdays, or fails to report within three consecutive workdays following the expiration of an authorized leave, without giving (within said three consecutive workday period) a satisfactory explanation for not reporting.  Such an employee shall be considered as having voluntarily quit.

9.2	Appeal - A nurse who has been suspended with or without pay, or terminated by the 
Superintendent shall be given an opportunity to discuss the action with the Superintendent.  Such review should take place prior to the time that the Superintendent is to report the suspension or termination to the Board of Education.  The Superintendent’s decision shall stand approved unless reversed by the Board at the time the Superintendent reports any such termination or suspension.

















ARTICLE 10:  GRIEVANCE PROCEDURE

10.1	Purpose:
The Association and the Board agree that employee concerns, to the extent practicable, should be resolved at the employee-building principal level.  Some concerns by necessity will require resolution at a higher level.  This grievance procedure outlines the procedures for processing those concerns.  The number of days indicated in this procedure are work days and should be viewed as maximum limits with every effort taken to expedite the process.

10.2	Definition:
A “grievance” shall be a claim that there has been a violation, misinterpretation, or misapplication of the provisions of this agreement, or any written policy, rule or regulation in the school district; or that there exists a condition which jeopardizes employee health and safety.

10.3	Informal Level:  
An employee with a grievance shall first discuss it with his/her building principal with the intent of resolving the matter informally.  The employee may request any information, including personnel files maintained at Central Office or by the building principal.

10.4  	Level 1:  
If an employee with a grievance does not resolve it at the Informal Level he/she shall submit a written statement outlining the grievance to his/her building principal.  The building principal shall hold a hearing with the employee and involved parties.  Information and witnesses will be presented at the hearing.  The building principal shall give a written response to the employee within five (5) days after receiving the grievance.

10.5	Level 2:  
If the employee is not satisfied with the decision of the building principal he/she must submit the written grievance, of which the extent and conditions may not be expanded, within ten (10) days to the office of the Superintendent.  The Superintendent or his/her designee shall schedule and hold a hearing with the grievant within ten (10) days of receipt of such grievance.  Information and witnesses will be presented at the hearing.  The Superintendent or his/her designees shall give a written response within five (5) days of such hearing.

10.6	Level 3: 
If the employee is not satisfied with the decision at the Superintendent’s level, the employee must, within ten (10) days, submit the matter, of which the extent and conditions may not be expanded, to the Board of Education.  The Board, after holding a hearing, shall issue a written decision to the grievant, which shall be final, within five (5) days of such hearing.

10.7	Other Provisions:

Reprisals:
No reprisals of any kind shall be taken by either party or by any member thereof against a party of interest or any other participant in the grievance procedure because of such participation.

Representation:  
Representatives of his/her choosing will represent the grievant at all stages of this procedure.  Should an employee or a representative be required by the employer’s schedule to be absent from his/her regular assignment for a grievance hearing or meeting, he/she should be released without loss of pay or benefits.

Witnesses:  
The grievant may call such witnesses as necessary to provide testimony in regard to the grievance.

Information:  The district will furnish the Association such information as is necessary for grievance processing.  Hearsay shall not be allowed as information to be considered in the hearings.

Appeal:  
In the event the employee fails to submit a grievance or an appeal within the time specified in the preceding subsections, the grievance or appeal may be rejected as untimely.  However, the time limits specified herein may be extended by mutual agreement of the parties.  If a building principal’s decision is not rendered within the time limits set out for any step, the grievance shall automatically be found in favor of the grievant.

Combine Grievances:  
The Association shall have the authority to combine grievances and to grieve for employees.  The Association may submit such grievance to commence at Level Two.

Timely Notice:  
The grievant shall be informed at least five (5) days in advance of any scheduled meeting herein, but may agree to waive such time consideration to expedite the meeting at an earlier date.
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ARTICLE 2: Duration of Agreement:

The Board and the Association agree that this Memorandum of Understanding is a
separate binding agreement that will be incorporated in the Board policy and
administrative regulations. The Board shall not use this Memorandum of
Understanding to lessen employee working conditions, except as expressly
provided in this Memorandum of Understanding with the Board.

This Agreement shall be effective as of July 1, 2010, and shall continue in full
force and effect through June 30, 2013.

ASSOCIATION BOARD EDUCATI
By W M By, o Wptgp—
Its President Its President

ByMQ.M By??““‘ mim‘ggﬁ
Its Sec Its Secretary

By‘m EM/

Chairperson, Negotiating Committee

Subscribed and sworn to before me on this I 7 day of
, 2010, St. Charles County, O’Fallon, Missouri.
- \
My commission expires: q 8 ) l l
Notary Public

*NOTARY SEAL ™
Sharon C Ryan, Notary Pubhkc
St. Charles County, State of Missouri

My Commussion Expires 9/8/2011
Commission Number 07386001







