





















































LEVEL I

as maximum, and every effort should be made to expedite the
process. The time limits specified may, however, be extended by
mutual agreement. Decisions rendered at all levels of the grievance
procedure will be in writing setting forth the decision and the reasons
therefore and will be transmitted promptly to all parties in interest and
the President of the Secretaries Association. Decisions rendered at
Level Four will be in accordance with the procedures set forth at that
level.

All documents, communications, and records dealing with the
processing of a grievance will be filed separately from the personnel
files of the participants.

A secretary with a grievance shall present the grievance in writing to
his/her immediate supervisor, either directly or through the
Association’s School Representative, with the objective of resolving
the matter informally. A written reply will be rendered to the
aggrieved person within five (5) days of the meeting.

LEVEL 11

A.

B.

If the aggrieved person is not satisfied with the disposition of her
grievance at Level I, or if no decision has been rendered within five
(5) days after the Level I meeting, she may (within five (5) days)
file the grievance in writing with N.A.E.S.A. Grievance Committee.

The Grievance Committee shall (within ten (10) days) meet with the
aggrieved person for the purposes of discussion and resolution of the
grievance.

The Grievance Committee shall, within five (5) additional days, render
a written reply to the aggrieved person and parties in interest.

It shall be the duty of this Committee to represent a grievance to the
Superintendent of Schools, if the aggrieved person is not satisfied with
the disposition of her grievance.

LEVEL II1
A. If the aggrieved person is not satisfied with the disposition of her

Grievance at Level 1I, or if no decision has been rendered within five
(5) days after the Level II meeting, the Grievance Committee shall,
(within five (5) days), file the grievance in writing with the Superin-
tendent of Schools.
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B. The Superintendent shall (within ten (10) days) meet with the
aggrieved person and/or parties in interest for the purposes of
discussion and resolution of the grievance.

C. The Superintendent shall, within five (5) additional days, render a
Written reply to the aggrieved person and parties in interest.

LEVEL IV
A. If the grievance is not resolved, the Association may, within thirty (30)
days after the decision is due at Level III, file a written request for
Arbitration with the American Arbitration Association in which case the
the Arbitration shall be conducted in accordance with the rules of the
American Arbitration Association.

B. The decision of the arbitrator shall be final and binding on the parties.

C. The fees and expenses of the arbitrator and American Arbitration
Association shall be borne equally by the Association and the School
Committee.

4. RIGHTS OF SECRETARIES TO REPRESENTATION
A. No reprisals of any kind will be taken by the Committee or by any
member of the Administration against a party in interest, any member
of the Association or any participant in the grievance procedure by
reason of such participation.

B. Any party in interest may be represented at all stages of the grievance
procedure by a person of her own choosing.

C. If a grievance affects a group or class of secretaries, the Association
may submit such grievance, which will commence at Level II.

ARTICLE SIXTEEN
DUES DEDUCTION

1. DUES DEDUCTION

Dues for the North Andover Educational Secretaries” Association and
Massachusetts Teachers’ Association, where authorized individually and
voluntarily by the secretary, shall be deducted in installments and forwarded to
the treasurer of the North Andover Secretaries’ Association once per month.

2. AUTHORIZATION
Secretary authorization statements shall be submitted in writing (in duplicate on
forms* provided) too the North Andover Secretaries’ Association treasurer, who
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will transmit in duplicate to the Committee (Superintendent’s Office) not later
than ten (10) days prior to the close of the school year. The Committee will not
be required to honor any deduction authorizations that are delivered to it later
than ten (10) days prior to the close of the school year.

3. CHANGE IN DUES
The Committee shall be notified in writing at least thirty (30) days prior to the

effective date of any change in membership rates, and new authorization
statements must be filed by all involved.

*Refer to attachment B for authorization statement.

ARTICLE SEVENTEE
DURATION

This Agreement shall become effective as of July 1, 2008, and shall remain in full
force and effect through June 30, 2010, and shall continue in force from year to
year thereafter unless and until either party gives the other party written notice
on or before October 15" of the calendar year preceding the year in which this
Agreement expires of its desire to terminate or modify same. If said notice is
provided, negotiations for a successor Agreement shall commence promptly after
October 15" of the calendar year preceding the year in which this Agreement
expires.

IN WITNESS WHEREOF, the parties hereunto set their hands and seals this

Z5~ day of Jure; 2010.
s

North Andover Educational Secretaries’ North Andover School Committee

7
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APPENDIX A
NORTH ANDOVER EDUCATIONAL SECRETARIES’ SALARY SCHEDULE

July 1, 2008-June 30, 2010

STEP 2008-2009 2009-2010
1 $27,723.08 $27,723.08
2 $29,781.17 $29,781.17
3 $31,095.50 $31,095.50
4 $32,192.99 $32,182.99
5 $33,592.10 $33,592.10
6 $35,071.17 $35,071.17
7 $36,649.37 $36,649.37
8 $38,298.59 $38,298.59
9  eeessneesnee $40,022.03

Full time bookkeepers will receive an annual differential of $1,000.00

The Special Education procedural secretary will receive an annual differential of
$1,000 and an annual travel allowance of $350.

The Lead of Head High School Secretary will receive an annual differential of
$2000.
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APPENDIX B
DUES AUTHORIZATION CARD

Name School

I hereby request and authorize the North Andover School Committee to deduct
from my earnings the amounts listed below for regular payment of membership
dues as specified. I further understand that such deductions shall be made in
twenty four (24) installments (double deductions in May and June for ten (10)
month secretaries) and forwarded to the North Andover Secretaries’ Association
Treasurer once per month.

The North Andover School Committee will discontinue such deductions for any
current year if I notify the Committee in writing to do so not later than sixty (60)
days prior to the close of the school year.

I hereby waive all rights and claims for said monies so deducted and transmitted
in accordance with this authorization, and relieve the Committee and all of its
officers from any liability therefore.

In the event of my resignation during the year, I hereby authorize the North
Andover School Department to deduct the remainder of my North Andover
Secretaries’ Association dues, which will be made payable to the Treasurer of the
North Andover Secretaries’ Association.

North Andover Educational Secretaries $
Massachusetts Teachers Association $
National Education Association $
Dated: Signature

(To be made out in duplicate and submitted to the North Andover Secretaries’
Association Treasurer, who will transmit both copies to the Committee not later
than ten (10) days prior to the «close of the school vear.)
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APPENDIX C

NORTH ANDOVER PUBLIC SCHOOLS

NORTH ANDOVER, MA 01845

SECRETARIAL EVALUATION

Secretary’s Name Date

Evaluator's Name School

PERFORMANCE RATING SCALE

4 — Exceeds Expectations — outstanding performance
3 — Meets Expectations — generally meets standards
2 — Does Not meet Expectations — performance is inconsistent and/or

inadequate and does not meet standards or supervisor’s expectations

1 — Unsatisfactory — performance is unacceptable

A. Secretarial and Clerical Duties
B. Record Keeping
(s Interpersonal Communication

D. School Culture and Team Work

E. Personal Characteristics o
F. Problem Solving/Reasoning Skills _
G Communication Skills:
Written _
Oral -
SUMMARY
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SECRETARIAL EVALUATION (CONTINUED)

SECRETARIAL AND CLERICAL SKILLS

proficient with computer applications including word processing, data
base, spreadsheet, E-mail

carry out routine office procedures with minimum of direction

accurately prepare reports and correspondence in a timely and efficient
manner

familiar with office machines...fax, copier, printer

good organizational skills

ability to type

RECORD KEEPING

maintains accurate and neat records which are kept in an orderly and
systematic manner

able to quickly and easily locate materials upon request

runs an office which is understood by others in the case of absence
practices confidentiality

inventories and requisitions office supplies as needed
accurately records and reports grades and absences
maintains administrative computer with updated pupil information

INTERPERSONAL COMMUNICATION

relates positively to parents, teachers, students and other employees and
members of the community.

presents a positive, friendly and helpful image

handles reception and direction of office/school visitors efficiently

answers inquiries with poise and professionalism

able to successfully resolve routine problems with staff, students and
visitors skillfully and diplomatically

able to maintain amicable relations with all

keeps administrator and other appropriate parties informed in advance of
meetings and activities

SCHOOL CULTURE AND TEAM WORK

demonstrates a commitment to cooperation and team work in dealings
with staff

suggests and tries to improve work methods to increase effectiveness and
solve office problems

accepts and performs new and additional assignments

is interested in professional and personal growth

is willing to attend training and professional meetings

accepts supervision and constructive criticism

has a dependable attendance record
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PERSONAL CHARACTERISTICS
o exhibits dependability
o displays a positive attitude
o demonstrates discretion and tact
e s cooperative and enthusiastic

PROBLEM SOLVING
e able to deal with problems logically
o deals effectively with areas of decision making

COMMUNICATION SKILLS
WRITTEN
o communicates clearly and concisely
e demonstrates the ability to read and interpret documents
e able to edit, rephrase, correct spelling and language efforts
e able to produce a professionally written document

ORAL
e possesses the ability to speak effectively and converse accurately
with parents, students and staff
effectively handles telephone message
relays messages and information in a coherent and timely fashion
communicates in a professional and pleasant manner
appropriately handles walk-ins and routes calls to appropriate
parties
e encourages open and honest communication between staff and
resolves problems and miscommunication in work relationships
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APPENDIX D
NORTH ANDOVER PUBLLIC SCHOOLS

NORTH ANDOVER, MA 01845
GRIEVANCE FORM

Name of Grievant (or Association officer if class action)

Nature of Grievance:

Date Grievance Occurred

Contract Article(s) violated, if any

LEVEL ONE
Supervisor's Name

Date Discussed:

Administrator’s Response (include date)

Level Two
A. Letter sent to Grievance Chair on;

attach letter

B. Date of Grievance Committee Conference

C. Grievance Committee Response (include date)

Level Three
A. Letter sent to Superintendent on:

B. Date of meeting with Superintendent:

(attach letter)

C. Superintendent’s response (include date):

Level Four

A. Submission to the Association for Arbitration on:

B. Specific contractual violations filed:
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APPENDIX E
JOB DESCRIIPTIONS

The Association and the Administration commit to completing job descriptions for

all Bargaining Unit positions by September 1, 2010 and will make themselves
available to complete this task.
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