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ARTICLE 1 – AGREEMENT 

This agreement is entered into by and between the Wolverine Board of Education, hereinafter called the 

“Employer” and the Michigan Education Association, hereinafter called “MEA” or the union, through its 

local affiliate. 

ARTICLE 2 – PURPOSE 

A.  This agreement is negotiated pursuant to the Public Employment Relations Act, Act #336 of the 

Public Acts of 1947 as amended, to establish the terms and conditions of employment for the 

members of the bargaining unit herein defined. 

B. The employer and the union recognize the importance of orderly and peaceful labor relations for 

the mutual interest and benefit of the employer, employees and the union. The employer and the 

union further recognize the mutual benefits of just and expeditious resolution of disputes, which 

may arise as to proper interpretation and implementation of this agreement or of policies or 

regulations of the employer; and accordingly, have included herein a grievance procedure for the 

effective processing and resolution of such disputes. 

C. The provisions of this agreement shall constitute a binding obligation of the parties for the duration 

hereof or until changed by written, mutual consent. Any previously adopted policy, rule or 

regulations of the parties which is in conflict with a provision of this agreement, except that the 

terms and conditions of employment shall, in all cases, be maintained at not less than the highest 

minimum standards in effect at the time this agreement is signed. 

ARTICLE 3 – RECOGNITION 

A. The employer hereby recognizes the union as the sole and exclusive collective bargaining 

representative for all personnel, including those on leave, on a per diem, hourly or class rate basis, 

and personnel assigned to newly created position. 

B. Excluded from the bargaining unit are: 

 1. Confidential positions which are defined as the superintendent’s secretary and the bookkeeper. 

 2. Supervisory/administrative positions, which are, defined as the principals, the superintendent. 

 3. Substitute employees 

 4. Casual employees working less than 5 hours per week. 

 5. The principal’s secretary/building secretary. 

C. Unless otherwise indicated, the term “Employee” when used hereinafter in this agreement shall 

refer to all members of the above-defined bargaining unit. 

ARTICLE 4 – EXTENT OF AGREEMENT 

A. This agreement shall constitute the full and complete commitments between both parties and may 

be altered, changed, added to, deleted from or modified only through the voluntary, mutual consent 

of the parties in written and signed amendment to this agreement. 
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B. This agreement shall supersede any rules, regulations or practices of the employer, which shall be 

contrary to or inconsistent with its terms. The provisions of this agreement shall be incorporated 

into and be considered part of the established policies of the employer. 

ARTICLE 5 – BARGAINING UNIT WORK 

The employer agrees that supervisors or non-unit personnel shall not be used at any time to displace 

employees regularly employed in the bargaining unit except in emergencies when union employees are 

not available or have refused to do the work as assigned except in cases where unsafe conditions are 

being charged by an employee. For purposes of this provision, an emergency will be defined as an 

unforeseen circumstance or a combination of circumstances, which call for immediate action in a 

situation, which is not expected to be of a recurring nature. 

ARTICLE 6 – GRIEVANCE PROCEDURE 

A. Definitions: 

1. A grievance is an alleged violation, misinterpretation or misapplication of the express terms of 

this contract. 

 2. The aggrieved party is the person, persons, or the association making the claim. 

 3. The term employee includes any individual or group who is a member of the bargaining unit 

 covered by this contract. 

 4. A party of interest is the person or persons who might be required to take action or against 

 whom action might be taken in order to resolve the problems. 

 5. The term “days” shall mean “working” days unless otherwise noted. 

 6. Failure to receive a decision within prescribed time limits shall be deemed a refusal of the 

 grievance and the grievance may be then filed at the next level. 

 7. If any bargaining unit member for whom a grievance is filed shall be fired but found to have 

 been unjustly and without just cause for discharge, he/she shall be reinstalled and given back 

 pay for lost work time and their record cleared of any reference of the action. 

 8. A bargaining unit member who must be involved in the process of a grievance because he/she 

 filed the grievance or was witness to the said grievance, that party bargaining unit member shall 

 be excused from work with pay for this grievance processing purpose. This is to cover 

 grievances, which cannot be heard other than during regular scheduled working hours. 

B. Purpose: 

 The primary purpose of this procedure is to secure, at the lowest level possible, equitable solution 

to the problems of the parties. Both parties agree that these proceedings shall be kept as 

confidential as may be appropriate at each level of the procedure. Nothing contained herein shall be 

construed as limiting the rights of any bargaining unit member with a grievance to discuss the 

matter informally with any appropriate member of the administration or proceeding independently 

as described in Section E of the procedures. 
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C. The association shall establish an association representative in each building who shall serve as the 

association grievance representative. The administration shall be notified as to whom are the 

association representatives. In the event that any association representative is a party of interest to 

any grievance, she/he shall disqualify her/himself and the association shall name a substitute. 

D. Procedure: 

1. The number of days at each level should be considered as a maximum and every effort should 

be made to expedite the process. The time limits may be extended only by mutual consent in 

writing. The failure to move grievance within the time limits, it shall be considered as 

withdrawn. 

2. If the grievance is filed on or after June 1, the time limits shall be reduced in order to affect a 

solution prior to the end of the school year or as soon thereafter as is practicable. 

 3. Levels of Action 

  Level 1 

 In the event a bargaining unit member believes there is a basis for a grievance, the party shall 

discuss the alleged grievance with his/her supervisor and/or building principal within 20 days 

from when the grievance occurred or within 20 days of when said party would have had 

reasonable knowledge of occurrence. 

 Level 2 

 If the matter is not resolved during the informal discussion then the grievance shall be reduced 

to writing and filed with the principal. Within ten days a formal conference shall be held. 

 Level 3 

 Within five days of the formal conference the principal shall, in writing, render his/her decision 

to the aggrieved party. If the aggrieved party is not satisfied with the disposition of the 

presentation to the principal, then the grievance may be presented in writing to the 

superintendent. 

 Level 4 

 Within five (5) days of the receipt of the grievance the superintendent shall arrange for a 

conference with the grievant. Within ten days of the receipt of the grievance by the 

superintendent, she/he shall render in writing a decision as to solution. 

 Level 5 

 In the event the grievant is not satisfied with the disposition of his/her grievance at Level 4 or if 

the superintendent has rendered no decision within ten days of the receipt of the grievance, the 

grievance may be referred to the Board of Education’s Review committee. This committee shall 

be composed of three members of the board and superintendent. Within ten days of the receipt 

of the written referral to the board, its review committee shall meet with the association for the 

purpose of arriving at a mutually satisfactory solution to the grievance problem. A decision shall 
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be rendered in writing within ten days of the joint meeting of the grievance and board review 

committee. The grievant then has ten days to respond to the board of education. 

 Level 6 

 If the association is not satisfied with the disposition of the grievance or if no disposition has 

been made with the period above provided, the grievance may be submitted to arbitration 

before an impartial arbitrator. The association must file within thirty (30) calendar days and 

notify the superintendent. If the parties cannot agree as to the arbitrator within five (5) days 

from the notification date that arbitration will be pursued, he shall be selected by the American 

Arbitration Association in accord with its rules which shall likewise govern the arbitration 

proceedings. The arbitrator shall have no power to alter, add to or subtract from the terms of 

this agreement. 

 The parties shall share the fees and expenses of the arbitrator equally. 

 Notwithstanding the expiration of this agreement, any claim or grievance arising there under 

may be processed through the grievance procedure until resolution. 

 The decision of the arbitrator shall be binding on both parties and judgement thereon may be 

entered in any court of competent jurisdiction. 

 Individual employees may not arbitrate a grievance. 

E. Rights of Representation: 

 The association representative at all meetings and hearings at any level of the grievance procedure 

may represent any party of interest. 

F. Miscellaneous: 

1. A grievance may be withdrawn at any level without prejudice or record and the same grievance 

cannot be processed again. However, if in the judgment of the association representative, the 

grievance affects a group of employees, the association may process the grievance at the same 

level within ten (10) days of withdrawal date. 

2. The decisions regarding either proceeding to next level or dropping claims or resolution/denials 

of the grievance shall be placed in writing to all parties as stated on the grievance form. 

3. No reprisals of any kind shall be taken by or against any party of interest or any participant(s) in 

the grievance procedure by reason of such participation. 

4. All documents, communications, and records dealing with grievances shall be filed separately 

from the personnel files of the participants. 

5. Forms for filing and processing grievances shall be in the appendix of this agreement and the 

superintendent shall make copies available to the association. 

6. Access shall be made available to all parties, places, and records for all information necessary to 

the determination of and processing of the grievance. 
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7. If the grievance affects more than one building, then it may be filed directly with the 

superintendent at Level 4. 

ARTICLE 7 – ASSOCIATION ACTIVITIES 

A. Meeting Facilities: The union shall have the use of the school facilities at reasonable hours for 

meetings provided that such use shall be without cost to the employer and shall not interfere with 

the primary educational use of the facilities. The union agrees to abide by the rules and regulations 

established by the employer for use of school facilities. 

B. Employee Communications: The union shall have the right to communicate with the bargaining unit 

members through the use of designated bulletin boards or sections thereof or the reasonable use of 

the employer’s mail service. All materials shall bear the name of the union. No union materials of 

any kind shall be displayed on or about the physical facilities of the employer except on the 

designated bulletin boards and no displayed materials shall be derogatory neither to the employer 

nor to any employee. The union shall save and hold the employer harmless from any and all expense 

or liability whatsoever arising out of the preparation and/or use of any such materials so long as the 

employer is not negligent. 

C. Upon request to and approval of the superintendent, a qualified MEA member will be permitted to 

use the school typewriter and copier. MEA shall pay for the reasonable cost of all materials and 

supplies incidental to such use. 

D. Union Responsibilities: The union shall have, in addition to other responsibilities expressly set forth 

herein or provided by law, the following responsibilities: 

E. Union Representatives: The union shall promptly notify the employer in writing of the names of 

those persons who have been authorized to act on its behalf and the authority of each such person, 

which notice shall remain in effect until superseded by a new written notice. 

F. Concerted activities: The union agrees that it will in good faith cooperate with the employer in 

attempting to assure that reasonable work standards, schedules and the rules and regulations of the 

employer are complied with and that it will not directly or indirectly encourage, permit or cause any 

concerted work stoppage, slowdown, strike or other interference with the day-to-day operations of 

the employer. The union and the board agree that it will not, during the period of this agreement, 

directly or indirectly engage in or assist in any unfair labor practice, as defined by the Public 

Employment Relations Acts. 

G. Union Activities: Except by the express agreement of the employer, the performance of the duties of 

an employee shall not be interrupted for the purpose of conducting any union activities whatsoever, 

provided, however that this provision shall not prevent the authorized representatives of the union 

from having such reasonable contact with members of the union as shall be necessary to ascertain 

that the terms of this agreement are being observed. 

H. Whenever the president of the local affiliate of the MEA or her/his designee is mutually scheduled 

by the employer and MEA, during working hours to participate in conferences, meetings or 

negotiations or MEA activities that cannot be conducted after normal work hours, he/she shall 

suffer no loss of pay and when necessary, substitute service shall be provided. 
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I. The employer shall provide, at no cost to the union, eighteen (18) hours per year of released time 

for the handling of union business as deemed appropriate by the union president. 

ARTICLE 8 – EMPLOYEE RIGHTS AND PROTECTION 

Section 1 – Nondiscrimination 

A. Pursuant to the Michigan Employment Relations Act, the employer hereby agrees that every 

employee shall have the right freely to organize, join and support the union for the purpose of 

engaging in collective bargaining or negotiations. The employer undertakes and agrees that it will 

not directly or indirectly discourage or deprive or coerce any employee in the enjoyment of any 

rights conferred by the Act or other laws of Michigan or the Constitutions of Michigan and the 

United States of America; that it will not discriminate against any employee with respect to hours, 

wages or any terms or conditions of employment by reason of his/her membership in the union; 

his/her participation in any activities of the union or collective negotiations with the employer, 

his/her institution of any grievance, complaint or proceeding under this agreement or otherwise 

with respect to any terms or conditions of employment. 

B. Nothing contained within this agreement shall be construed to deny or restrict to any employee 

rights he/she may have under the Michigan General School Laws or applicable laws and regulations. 

C. The employer agrees that it will in no way discriminate against or between employees covered by 

this agreement because of their race, creed, religion, color, national origin or ancestry, age, sex, 

marital status, physical characteristics or place of residence. 

Section 2 – Discipline 

A. Disciplinary Action: Any non-probationary employee who shall fail to maintain proper standards of 

conduct or to discharge his responsibilities shall be subject to such disciplinary actions as the 

employer shall determine but subject to the offense including, but not confined to, an oral or 

written reprimand, forfeiture of compensation or benefits, suspension, demotion or discharge. 

Discipline shall be progressively applied. An employee shall have the right to defend himself in any 

disciplinary proceedings and shall not be disciplined, reprimanded or reduced in rank or 

compensation without just cause. The specific grounds forming the basis for disciplinary action will 

be made available to the employee and the union in writing. 

B. An employee shall be entitled to have present a representative of the union during any meeting, 

which leads to disciplinary action. When the employee who is to be disciplined makes a request for 

such representation, no action shall be taken with respect to the employee until such representative 

of the union is present. Should disciplinary action likely occur at a given meeting, the employee shall 

be advised immediately of said possibility and be advised by the employer of the right to 

representation under this provision of the agreement. 

Section 3 – Files and Records 

A. An employee will have the right to review the contents of all records excluding initial references of 

the district pertaining to said employee originating after initial employment and to have a 

representative of the union accompany him/her in such review. 



 

9 
 

B. No material, including but not limited to, student, parental or school personnel complaints 

originating after initial employment will be placed in an employee’s personnel file unless the 

employee has had an opportunity to review the material. Complaints against the employee shall be 

put in writing with names of the complainants, administrative action taken and remedy clearly 

stated. The employee may submit a written notation regarding any material, including complaints, 

and the same shall be attached to the file copy of the material in question. If the employee is 

required to sign material to be placed in his/her file, such signature shall be understood to indicate 

awareness of the material but in no instance shall said signature be interpreted to mean agreement 

with the content of the material. All recommendations, written or oral, shall be based solely on the 

contents of the employee’s personnel file. 

Section 4 – Assaults 

A. Any job related assault upon an employee should be promptly reported to the employer. The 

employer will render all reasonable assistance to the employee in connection with the handling of 

the incident by law enforcement and judicial authorities. 

Section 5 – Employee Conduct 

Although the parties acknowledge the difficulty of completely and precisely defining the proper 

standards of conduct for each employee, it is recognized that they include the following: 

A. The performance of all duties with reasonable diligence and in a professional manner. 

B. The prompt notification to the employer of any physical or mental condition of the employee which 

may temporarily or permanently impair the ability of the employee to adequately discharge his/her 

responsibilities per the employee’s judgment. 

C. The prompt notification to the employer of any defective condition in the physical facilities of the 

district which may cause injury or damage or which may be required in order to provide proper 

maintenance. 

D.  The prompt notification to the employer of a misuse, abuse or illegal use of any of the physical 

facilities of the district for which the employee has responsibility. 

E. The avoidance of tardiness or absence, including the reasonable anticipation of any event which will 

necessarily result in tardiness or absence and the prompt reporting of any such tardiness or absence 

to the employer. 

F. The compliance with all applicable laws, regulations, policies and directives which are not contrary 

to law or to this agreement including rules and regulations which may be from time to time adopted 

by the employer, which rules shall be deemed to be reasonable if no objection thereto has been 

filed in writing by the union within ten (10) days after posting and/or application. 

ARTICLE 9 – MANAGEMENT RIGHT 

A. The employer has the final responsibility for the direction and control of all aspects of the affairs of 

the school district and except as otherwise expressly provided in this agreement, the employer 

hereby retains and reserves unto itself all powers, rights, authority, duties and responsibilities 
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conferred upon it by the laws and Constitution of the State of Michigan or of the United States of 

America and all rights and powers to manage, utilize and direct the activities of its employees. 

ARTICLE 10 – WORK YEAR, WEEK, DAY 

A. The normal work year for school term employees shall be a minimum of one hundred seventy six 

(176) days up to a maximum of one hundred eighty-one (181) days at the discretion of the 

employer. The Head Cook shall work two (2) days before and two (2) days after the school year and 

may request additional days from the superintendent. The normal work year for all other employees 

shall be twelve (12) months beginning July 1. 

B. The normal workweek for all employees is Monday through Friday. 

C. The workday will be scheduled to occur between 6:00 a.m. and 11:00 p.m. Culinary staff will work 

8½ hours per day; aides and tutors, 7 hours per day and secretarial, 8 hours per day; kitchen helper, 

6½ hours per day; janitors 8½ hours per day including an uninterrupted lunch period of 30 minutes 

duration. If the lunch period is interrupted then it shall be a paid lunch period. The employer shall 

assign the working hours. The minimum call-in emergency situations shall be two (2) hours. 

Positions may be created which are more/less than the above hours but not so as to reduce above 

hours for current positions. (Custodian’s hours may be changed if needed to be flexible). 

D. All employees who work seven (7) hours or more per day will be entitled to two (2) fifteen (15) 

minute relief times except that an employee working less than seven (7) hours per day may receive 

one (1) fifteen (15) minute relief time excluding bus drivers. Employees working overtime will be 

entitled to an additional fifteen (15) minute relief time for every two (2) hours worked. 

E. For all those employees who are either assigned to a building or department, overtime shall be 

divided and rotated as equally as possible according to seniority within that classification who 

regularly perform that work. 

F. Time and one-half will be paid for all time worked in excess of forty (40) hours in one week for which 

overtime has not already been earned. 

G. No employee will be required to take time off from his or her normal scheduled work during the 

week in place of overtime. 

H. All overtime work must have the approval of the Superintendent of Schools or his/her designated 

representative before such work is performed. 

I. Nothing in this agreement shall require the employer to keep offices – school and administration – 

open in the event of inclement weather or when otherwise prevented by an act of God. When the 

schools are closed to students due to the above conditions, school year employees shall not be 

required to report to their job assignments and shall suffer no loss of salary. Full year employees will 

receive the equivalent of three (3) act of God days off without loss of pay, each act of God day 

thereafter they will be expected to report to work each day for regularly scheduled hours. If an 

employee does not report to work they will not be paid for the day. The superintendent has the 

right to call an exception due to the extreme inclement weather. In this case the employee will be 

notified by the superintendent that it is too dangerous to report to work and in that circumstance 

the employee will be paid regularly scheduled hours for the day. Any make-up days will not be paid. 
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J. When the employer chooses to provide a substitute for an absent employee, regular employees 

have the right to notify the employer of interest in that temporary position. Substitutes shall be 

used to perform bargaining unit work only during instances of absence by regular employees or 

when an unfilled temporary vacancy exists. 

ARTICLE 11 – WORKING CONDITIONS 

A. Employees shall not be required to work under unsafe or hazardous conditions or to perform tasks, 

which endanger their health, safety or wellbeing. 

B. The employer shall reimburse the employee as per liability insurance for the loss, damage or 

destruction of personal property which was authorized to be used on school premises when the 

loss, damage or destruction is not the result of the employee’s negligence. 

C. The employer shall provide rest areas, lounges and restrooms for employee use. 

D. The employer shall support and assist employees with respect to the maintenance of control and 

discipline of students in the employees’ assigned work area. The employer or its designated 

representative shall take reasonable steps to relieve the employee of responsibilities in respect to 

students who are disruptive or repeatedly violate rules and regulations. 

E. An employee shall be responsible to only one supervisor and that supervisor to be designated by the 

employer at the beginning of each school year with written notification provided to each employee. 

F. The employer shall provide without cost to the employee, the following: 

 1. Approved first aid kits in all work areas. 

 2. Reimbursement for the cost of licenses or the renewal of licenses required for the employee to 

 perform his/her job or position. 

G. Bargaining unit members may be required to administer medication to pupils only when the 

following conditions are met; 

 1. The parents or guardians have given prior written approval for the administration or the 

 medication by non-medical personnel. 

 2. The aforementioned permission is accompanied by written instruction from the attending 

 physician. 

 3. A witness is provided, if requested. 

 4. Necessary equipment and supplies are provided. 

 5. Prior training is provided with regard to medication protocol, equipment and procedures. Such 

 training shall be provided at the employer’s expense, with compensation to the bargaining unit 

 member for any overtime required to receive training. 

H. Except in life threatening or extenuating circumstances with contact by the Administration with the 

Association President, no member shall be required to perform medical, hygienic, or other non-

instructional procedures for students such as (but not limited to), suctioning, catheterization, 
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diapering, or attending to any personal hygienic or medical need(s) of the students prior to receiving 

training on performing such duties. When new situations arise, the Administration will advise the 

Association and teacher and meet to discuss problems and how they will be dealt with. Training will 

be provided and paid for by the District, if needed, for medically fragile students. 

ARTICLE 12 – EMPLOYMENT STATUS DEFINED 

A. The employer and union recognize four categories of employees. Bargaining unit work shall be 

performed only by employees in one of the four following categories; 

 1. Full-Time: An employee who is employed at least thirty-five (35) hours per week. 

 2. Part-Time: An employee who is employed less than thirty-five (35) hours per week. 

 3. Probationary: An employee who is employed to fill a full or part-time position for a trial period 

 of forty-five (45) working days. 

 4. Substitute: An employee who is employed to fill a full or part-time position on a perdiem basis 

 while the regular employee is absent or on approved leave. It is expressly understood and 

 agreed that a substitute shall in no case fill a bargaining unit position for a period in excess of 

 the probationary period as above defined. 

ARTICLE 13 – VACANCIES, TRANSFERS, PROMOTIONS 

A. The employer may temporarily transfer or promote an employee for a period not to exceed sixty 

(60) workdays. If an employee shall be involuntarily transferred or promoted the employee shall 

have the right to be returned to his/her original job within thirty (30) workdays. The parties agree 

that involuntary transfers of employees are to be minimized and avoided whenever possible. In all 

cases, involuntary transfers will be affected for reasonable and just cause. 

B. The employer may establish new jobs and the rates of pay. The performance of duties by an 

employee within the same classification or position at more than one location within the district 

shall not constitute the establishment of a new job. The employer shall notify the union of the new 

job and meet with the union within sixty (60) workdays after the establishment of any new job for 

the purpose of discussing the rate and classification, if both parties agree. The pay rate when 

established shall be retroactive and subject to negotiations. 

C. A vacancy shall be defined as any position, either newly created or a present position, that is not 

filled. 

D. All vacancies shall be posted in a conspicuous place in each building of the district for a period of six 

(6) working days. Said posting shall contain the following information: 

 Contractual job description 

 Interested employees may apply in writing to the superintendent or designee within the six (6) 

working days. The employer shall notify the president of vacancies occurring during the summer 

months (June, July, and August) by sending notice of same to president by U.S. mail. 

E. Vacancies shall be filled with the most senior applicant who already holds, and is working in, a job 

within the department that the posted vacancy is, or will be part of. Should no one apply that is 
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already in a position within the department that the posted vacancy is, or will be a part of, the 

vacancy shall then be filled with the most qualified applicant as determined by the School Board. 

F. Within ten workdays after the expiration of the posting period, the employer shall make known its 

decision as to which applicant has been selected to fill a posted position, with a copy provided to the 

union. 

G. In the event of promotion in the department or transfer from one department to another, the 

employee shall be given a thirty (30) workday trial in which to show his/her ability to perform the 

new job. The employer shall give the employee promoted or transferred, reasonable assistance to 

enable him/her to perform up to employer standards on the new job. If the employee is unable to 

demonstrate ability to perform the work required during the trial period or, at the option of the 

affected employee, the employee shall be returned to his/her previous assignment. 

H. Employees shall not be placed on a lower step on the salary schedule or wage scale due to 

involuntary transfers. 

I. Any employee asked by a supervisor to temporarily assume the duties of another employee will be 

paid the rate for those duties of six or more hour’s duration. An employee’s pay rate shall not be 

reduced by any temporary change in duties. 

ARTICLE 14 – SENIORITY 

A. Seniority shall be defined as length of service within the district as of the bargaining unit member’s 

first working day in the department. (Department is defined as Aide, Tutor, Bus Driver, 

Secretarial/Clerical, Custodial/Maintenance, Culinary.) In the circumstance of more than one 

individual beginning employment on the same date, all individuals so affected will participate in a 

drawing to determine position on the seniority list. 

B. A bargaining unit member shall lose his/her seniority rights if he/she retires, resigns or is discharged 

for just cause. 

C. Probationary employees shall have no seniority until the completion of the probationary period at 

which time their seniority shall revert to their first day of work. 

D. The employer shall maintain and post the seniority list. The initial seniority list shall be prepared and 

posted conspicuously in all buildings of the district within thirty (30) days after the effective date of 

this agreement with revisions and updates prepared and posted semiannually thereafter. A copy of 

the seniority list and subsequent revisions shall be furnished to the union. A copy shall also be 

provided in employee’s first payroll of the school year. Objections to the seniority list shall be filed 

within ten (10) working days of posting and thereafter shall be final and conclusive. 

E. When moving from one bargaining unit department to another, the seniority shall be frozen in the 

department left and a new seniority date started in the department moved to for purposes of 

placement on the seniority list. All seniority earned and frozen prior to the ratification of this 

agreement shall be restored. 
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ARTICLE 15 – LAYOFF AND RECALL 

A. When a reduction in the working force is necessary, bargaining unit members shall be laid off in 

accordance with departmental seniority. That is, the employee with the least department seniority 

shall be laid off first. 

 In the selection of employees for layoff, the school district shall retain those bargaining unit 

members with the greatest seniority provided they are properly qualified and physically able to 

perform the available work. 

B. Departmental is defined as the Secretarial/Clerical, Aides, Tutors, Bus Drivers, 

Custodial/Maintenance, and Culinary classifications. 

C. Whenever a bargaining unit member is to be laid off, the school district shall notify the bargaining 

unit member and the association in writing thirty (30) calendar days before the layoff. 

D. Laid off bargaining unit members shall be recalled in accordance with the departmental seniority as 

defined in sections A and B. The bargaining unit member with the greatest seniority shall be recalled 

first, provided they are properly qualified (according to job description and physically able to 

perform the duties of the job that is open. On recalling laid off bargaining unit members, the school 

district will notify them by certified mail at the last known address. If such bargaining unit member 

does not report within three (3) working days of receiving a recall notice, he/she shall be considered 

as having quit and all seniority shall be terminated. 

E. Employees whose positions have been eliminated due to reduction in work force or who have been 

affected by a layoff shall have the right to assume a position for which they are qualified prior to a 

new hire. 

F. Laid off employees may continue their insurance benefits by paying the regular monthly per 

subscriber group rate premium for such benefits to the employer. 

 Laid off employees who complete the full academic year shall continue to receive full fringe benefits 

throughout the summer months. Employees who are laid off during the academic year shall receive 

a prorate share of the academic year benefits (i.e., 4½ months of employment equals 6 months of 

fringe benefits). An employee, who is scheduled to work full twelve months but is laid off, will 

receive fringe benefits for two months after his layoff date. 

G. Employees on layoff shall retain their seniority for purposes of recall for a period of two (2) years. 

Any employee on layoff for more than two (2) years shall lose his/her seniority and any further 

rights under this agreement. 

ARTICLE 16 – WORK DUTIES AND COMPENSATION 

A.  The general duties of each employment category shall be as set forth in Appendix A (Job 

Descriptions). 

B. The basic compensation of each employee shall be as set forth in Schedule A. There shall be no 

deviation from said compensation rates during the life of this agreement. 

C. The following conditions shall apply to overtime work: 
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 1. Double time will be paid for all hours worked on Sundays and holidays. In the case of holidays, 

 this will be in addition to holiday pay if the employee is entitled to holiday pay for that day. 

 2. Compensatory time off may be given instead of overtime pay if mutually agreeable to the 

 employer and the employee. 

D. The SHUTTLE RUN will be defined as an additional run that will continue for a specific number of 

days at a regularly scheduled time as determined by the superintendent or a run to transport 

students between the Wolverine Community Schools facilities. The compensation for shuttle runs 

will be the Step 1 hourly rate for Bus Drivers Extra Trip as per the Master Agreement schedule. This 

rate will remain the same for all drivers regardless of their regular salary step. 

E. Bus drivers shall be paid up to one hour at minimum wage rate per full week of school for cleaning 

and fueling of buses upon submission of time records to confirm that they have performed such 

services. Bus drivers shall receive no additional compensation for any other services in terms of 

fueling and cleaning buses. 

F. Bus Driver “Extra trips” (field trips and/or sporting events) shall be offered based on Appendix A. If 

special meetings are held to determine this allocation, they will be w/o pay. 

G. During extra trips the driver will make the final determination on whether to stop for things such as 

meals or rest stops during inclement weather. The driver will make the decision known in a timely 

fashion that allows students to make alternate plans. 

H. Bus drivers who take extra trips, which require them to miss their regular run, shall be paid for the 

regular run and the extra trip less two (2) hours of extra trip pay. 

ARTICLE 17 – INSURANCE 

A. Insurance coverage for those employees working seven (7) hours or more per day will be as follows. 

The maximum monthly Board contribution toward all insurance benefits shall be as follows: 

For 2021-2022: Full Family: $1491.71 per month; Two Person: $1198.70; Single: $548.29 

For 2022-2023: Full Family: $1491.71 per month; Two Person: $1198.70; Single: $548.29 

 Non-Medical Insurance: The Board will pay for single subscriber coverage equal to every ESP 

employee equal to the following; MESSA/Delta Dental 65/65/65 $1000 annual max 2 cleanings, VSP 

3 vision, Negotiated Life Insurance $5000 & AD&D $5000, MESSA Long Term Disability 66 2/3% Max 

$2500 monthly 30CDMF waiting period.  

 At no time will the total Board contributions for Medical and Non-Medical Insurance exceed the 

above referenced monthly maximums of:  

For 2021-2022: Full Family: $1491.71 per month; Two Person: $1198.70; Single: $548.29 

For 2022-2023: Full Family: $1491.71 per month; Two Person: $1198.70; Single: $548.29 

B. Insurance coverage for those employees working less than seven (7) hours per day but five (5) hours 

or more per day will be as follows: 
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 Members shall be eligible for the options listed in Section A above but limited to the maximum 

Board contribution equal to a Single subscriber per Section A above the Medical and Non-Medical 

Coverage. 

C. Insurance coverage for those employees hired before October 1, 2015 and working less than five (5) 

hours per day with the exception of Bus Drivers who will fall under classification (B): No Benefits 

 Insurance coverage for all employees hired October 1, 2015 or later regardless of hours worked: No 

Benefits 

D. The board shall provide a cash option in lieu of Medical health benefits. The cash amount shall be 

$350 per month. Employees electing cash in lieu shall be eligible for Pak B coverage (Dental, Vision, 

Long Term Disability, and Life Insurance). Employees shall contribute 10% of the Pak B monthly 

premiums. 

 1. The employer shall adopt a qualified plan document, which complies with Section 125 of the 

 Internal Revenue Code. The cash amount may be applied through a Salary Reduction agreement 

 by the bargaining unit member towards an annuity. 

E. Employees will be obligated to pay their portion of the appropriate health insurance premium 

amount through payroll deduction. 

F. The above board-paid coverage amounts shall not decrease as a result of reduction in hours of work 

unless the employee is laid off. 

G. The open enrollment period shall occur each DECEMBER. 

ARTICLE 18 – RETIREMENT 

Upon retirement, the employee shall receive payment, at the employee’s current wage rate, for all 

unused vacation days. 

ARTICLE 19 – VACATION 

A. Each twelve-month employee shall be entitled to have a vacation with pay at a time mutually 

agreeable to the employee and the employer in accordance with the following schedule, namely: 

 Employment Period     Vacation Allowance 

 After One (1) year of service    Five (5) work days 

 After Two (2) to Four (4) years of service  Ten (10) work days 

 After Five (5) to Seven (7) years of service  Fifteen (15) work days 

B. The eligibility of an employee for vacation shall be determined by his anniversary date. A vacation 

allowance must be used within twelve (12) months following the close of the year in which earned. 
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ARTICLE 20 – HOLIDAYS 

A. Twelve Month Employees: Twelve month employees shall receive the following paid holidays, 

namely: 

 New Year’s Day     Memorial Day 

 July 4      Labor Day 

 Thanksgiving Day     Friday after Thanksgiving Day 

 Christmas Day 

B. Six Hours or more Per Day: Those employees working six (6) hours or more per day but less than 

twelve (12) months per year (including bus drivers) will receive the following paid holidays: 

 New Year’s Day     Memorial Day 

 Thanksgiving Day     Friday after Thanksgiving Day 

 Christmas Day 

C. General Provisions: A holiday shall not be observed if it is a school day. If an employee is required to 

work on a holiday, which is a scheduled school day, he/she shall receive his/her holiday pay in 

addition to his/her regular pay. 

 An employee shall not be eligible for holiday pay if the employee did not work the scheduled 

workday preceding and following the holiday. 

D. Schedule modification: The employer may alter the work schedule to the extent the employer 

determines necessary to comply with applicable local, state or federal laws or regulations or for 

other emergency situations. 

ARTICLE 21 – LEAVES 

A. The employer shall furnish each employee with a written statement at the beginning of each school 

year setting forth the total sick leave credit. 

B. Sick days for all Bargaining Unit Members shall accumulate at one day earned per month at the rate 

of ten (10) days per year for the school-year employees and at the rate of twelve (12) days per year 

for full-year employees to a maximum accumulation of one hundred twenty (120) days. 

1. Any physical or mental condition which disables an employee from rendering services. An 

employee can choose to use sick time for any condition compensable by Worker’s 

Compensation to bring his/her pay up to the full rate. Sick leave may be used for a disability 

resulting from pregnancy to the extent expressly allowed by law. 

2. Any communicable disease, which would be hazardous to the health of students, employees or 

other persons using the facilities of the school. 

3. Physical examinations, medical, dental or other health treatments, which cannot reasonably be 

deferred and which cannot be scheduled outside of the employee’s scheduled work time. 

4. Illness in immediate family which, for purpose of sick leave use, is defined as a resident in the 

immediate household who requires the assistance of the employee or a dependent elderly 

parent (not living in the household) who requires the assistance of the employee. 



 

18 
 

5. Upon mutual agreement between the employer and employee, sick days can be used for other 

than the above. 

6. An employee’s sick leave will not be charged for absence resulting from injuries received during 

the regular work day or while working at school-sanctioned events. 

C. Upon the completion of the initial probationary period, each employee shall be credited with sick 

leave at the rate set forth in B from the date of hire. 

D. Sick leave days can only be used on workdays. Sick leave shall cease to accumulate during unpaid 

leaves of absence. 

E. Jury Leave: An employee shall notify the superintendent upon being called for jury duty and shall be 

entitled to leave with pay less any fees paid for jury service if he/she is unable to be excused or to 

have such service rescheduled at a time which does not conflict with the discharge of scheduled 

employment duties. The employee shall return to duties whenever attendance in court is not 

actually required. 

F. Funeral Leave: 

1. Up to four (4) days may be taken by an employee for death in his/her immediate family in which 

he/she was raised or of an in-law parent. Such leave shall not be deducted from the employee’s 

sick leave. (Immediate family shall mean spouse, mother, father, children, brother, sister, 

grandchildren, similar step-relatives, and anyone residing in the contracted person’s household). 

2. An employee shall be entitled to receive up to one (1) day’s leave with pay due to the death of 

the grandparents or current grandparents-in-law or mother-in-law, father-in-law, brother-in-law 

or sister-in-law to the extent reasonably required to attend the funeral of the deceased. 

G. Business Days: At the beginning of every school year, each employee shall be credited with four (4) 

days to be used for the employee’s business. An employee planning to use a business day or days 

shall notify, in writing, his/her supervisor. Business days shall be available for the practice of 

religious preferences. Business days are to be used for business, which cannot be taken care of 

outside of regular work time; are not to be used for recreation or vacation. 

H. Severance: An employee shall receive twenty percent (20%) of his/her daily rate of pay for all 

accumulated unused sick days when the employee retires or resigns. 

I. An employee shall have the following options at the time of layoff: 

 1. Receive ten percent (10%) of his/her daily rate of pay for all accumulated unused sick days. 

 2. Leave his/her accumulated unused sick days on file for future recall per the contract. It is 

 understood that the sick days will be lost if the employee is not recalled per the contract. 

ARTICLE 22 – UNPAID LEAVES 

A. Leaves of absence without pay may be granted by the board for emergency situations for a period 

up to thirty (30) days during which the employee shall not continue to accumulate seniority. It shall 

be frozen. (Unpaid leaves will not be granted to enable an employee to actively seek other 

employment or perform a trial period for other employment.) Employees on unpaid leave shall 
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receive no pay or fringe benefits while on leave. These leaves may be extended by mutual 

agreement by the board and association. 

B. Leave for sickness or injury of an employee or parental/child care will be granted upon receipt of 

notice by the board and may be for indefinite duration not to exceed twelve (12) months. These 

leaves may be extended by mutual agreement between the board and the employee and the union 

based on the medical statement when appropriate. Seniority shall not accumulate during such 

leaves. Employees requesting illness leaves or continuation of same, will be required to present a 

supporting certificate to two (2) physicians. An employee returning from such leave by being 

required to pass a physical examination given by a doctor approved by the board when applicable. 

C. An employee returning from a leave of absence shall be reinstated to the position and classification 

he/she held when the leave began. At least thirty (30) working days prior to the date a leave is 

scheduled to expire, an employee shall notify the employer of his/her intent to return to work. 

D. Family and Medical Leave Act. Eligible employees may take up to 12 weeks leave, as set forth under 

the Family Medical Leave Act and school district policy. The board shall continue health insurance 

benefits during FMLA as required by law and as set forth in this agreement. The employee may 

elect, or the district may require, use of accumulated paid leave including sick and personal during 

the FMLA. Employees who voluntarily fail to return to work upon completion of FMLA shall 

reimburse the district the cost of insurance premiums paid by the district. 

ARTICLE 23 – SAVINGS CLAUSE 

A. If any provision of the agreement or any application of the agreement to any employee or group of 

employees shall be found contrary to law, then such provision or application shall not be deemed 

valid and subsisting except to the extent permitted by law but all other provisions or applications 

shall continue in full force and effect. 

B. It is further agreed that within ten (10) days of notification of a final and binding determination of 

such illegality, the employer and association/union will commence negotiations to reach a new 

agreement concerning the subject matter of the provision determined to be illegal. 

ARTICLE 24 – NEGOTIATION PROCEDURES 

At least sixty (60) days prior to the expiration of this agreement, the parties agree to open negotiations 

for a successor agreement. 

ARTICLE 25 – ANNEXATION, CONSOLIDATION OR OTHER REORGANIZATION OF THE DISTRICT 

In the even that this district shall be annexed, consolidated or otherwise reorganized with one or more 

districts in whole or in part, the board will use every effort possible to assure the continued recognition 

of the association and the continued employment of its members of such district. 

ARTICLE 26 – RANDOM DRUG TESTS 

A. Bus drivers subject to testing and selected by the random selection process for urine drug testing 

shall be compensated at their regular rate of pay in the following manner: 

 1.  For all time at the collection site. 
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 2. For travel time and mileage. 

B. The association and employer jointly recognize that alcoholism and drug abuse are illnesses and 

shall be treated as such pursuant to the application of the terms and conditions of this agreement 

however, the board maintains its right to discipline employees depending on the frequency and/or 

seriousness of the problem. 

C. Employees with alcohol or drug offenses on school property, during work, or related to or adversely 

affecting work shall be subject to discipline up to and including discharge. Employees who 

voluntarily participate in substance abuse programs and there is no adverse impact on the District or 

its operation shall not be subject to discipline. 

ARTICLE 27 – SCHOOL IMPROVEMENT 

A. All bargaining unit members who serve on school improvement committees shall be selected by the 

union. 

B. Bargaining unit members who serve on committees shall be excused from work at no loss of pay. If 

meetings are scheduled beyond the regular duty day, bargaining unit members shall receive comp 

time for time spent. 
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ARTICLE 28 – DURATION 

A. This agreement shall be effective as of July 1, 2021 and shall continue in effect until the 30th day of 

June, 2022. Negotiations between the parties shall begin at least sixty (60) days prior to the contract 

expiration date. If, pursuant to such negotiations, an agreement on the renewal or modification is 

not reached prior to the expiration date, this agreement shall expire at such expiration date unless it 

is extended for a specific period or periods by mutual written agreement of the parties. 

B. Copies of this agreement shall be printed at equal expense of the employer and union within thirty 

(30) days after the agreement is signed and presented to all bargaining unit employees now 

employed, hereafter employed or considered for employment by the employer. In addition, the 

employer shall provide the union with ten (10) copies of the agreement without additional charge to 

the union. All school district personnel policies or any changes in said policies shall be distributed to 

all employees within thirty (30) days of the commencement of this contract or upon employment. 

Upon employment, employees shall be given a copy of the form authorizing check off for union dues 

and service fees within thirty (30) days of said employment. 

C. If an Emergency Financial Manager is appointed by the state under PA 4 of 2011, Fiscal 

Accountability Act, the Emergency Manager may reject, modify, or terminate the collective 

bargaining agreement in his/her sole discretion. This authority is a prohibited subject of bargaining 

under the Public Employment Relations Act (PERA). 

In witness whereof the parties hereto have caused this agreement to be signed by their respective 

representatives. 

WOLVERINE EDUCATION ASSOCIATION ESP WOLVERINE COMMUNITY SCHOOLS 

By______________________________  By______________________________ 

 Association Chief Bargainer   Superintendent  

By______________________________  By______________________________ 

 Association Member    Board of Education President 

By______________________________  By______________________________ 

 Association Member    Board of Education Secretary 

       

Date______________________________ 
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SCHEDULE A 

PAY RATES 

      2%   2% 

Position    2021-2022  2022-2023 

Head Cook    15.64   15.95  

Assistant Cook    13.70   13.97 

Head Cust./Main.   19.75   20.14 

Cust./Main.    16.10   16.42 

Custodian    15.34   15.65 

Teacher Aide    13.04   13.30 

Kitchen Trans.    13.04   13.30 

Tutor     14.94   15.24 

Inter. Specialist    16.05   16.38 

Regular Driver (Reg. Run)  35.25   35.96 

Bus Driver Extra Trip   14.90   15.20 

Shuttle/Lt. Bus Main.   17.91   18.27 

A. The bargaining unit member employed in the position set forth on the above salary schedule shall 

be paid the rate set forth therein during the term of this agreement. 

B. The wages or salary shall be paid bi-weekly on such calendar dates as are established by the board. 

C. Beginning the tenth (10th) year of employment, an employee will receive a $300.00 longevity 

payment in addition to his/her above rate of pay. At fifteen (15) years an employee will receive an 

additional $200.00 ($500.00 total) longevity payment in addition to his/her rate of pay. At twenty-

one (21) years an employee will receive an additional $200.00 ($700.00 total) longevity payment in 

addition to his/her rate of pay. An employee working fifteen (15) hours or less per week, will receive 

½ of the above longevity stipend. 

D. The extra trip hourly rate is set in pay schedule for all driving time. Waiting time will be paid at 

minimum wage scale per hour excluding sleeping time. Meals and room expenses will be 

reimbursed upon receipt if prior arrangements have been made with the superintendent. 

E. A minimum of two (2) hours pay will be given for each extra trip. 

F. Bus drivers will be paid extra trip rate per hour for each hour needed to attend driver training school 

for certification. 

G. Custodians working a shift that begins 1:00 p.m. or later shall receive a premium of fifteen cents 

($.15) an hour. 
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APPENDIX A – JOB DESCRIPTIONS 

Title of position – Intervention Specialist 

Qualifications: 

1. Must posses a valid substitute teaching certificate. 

2. Must posses skill and ability to plan, run, and implement Title 1 intervention programs such as Data 

Director benchmark testing, PALS reading program, Accelerated Math and any other programs 

implemented by the elementary school. 

3. Must posses the skill and ability to be trained in effectively implementing DIBELS and DRA 

assessments. 

4. Additional education in the form of an associate’s degree, college credit, experience in field of 

education, and/or educational workshops (CEU type). 

5. Any additional qualifications as required by grant guidelines. 

Reports to: Building Principal 

Job Goal: To plan, organize and implement a well organized, smoothly functioning intervention 

program in which students can take full advantage of the instructional program and 

available resource material. 

   To effectively plan, organize, and implement an after school tutoring program. 

Performance Responsibilities: 

1. Works with teacher or grant director to provide materials, strategies, and methods to support 

improved student performance. 

2. Works with grant director to maintain grant records and carry out grant directives. 

3. Works with grant director and administration to provide supplementary programs at Wolverine 

Community Schools 

4. Attends to other duties as assigned by grant director or principal. 

5. Assists with individual and group instruction on an instructional level. 

6. Assists with small group work in academic areas. 

7. Works with teacher on goals for students and then helps see to it that these goals are maintained 

and reinforced. 

8. Must be able to discipline children and enforce the school wide positive behavior support program. 

9. Must be aware of academic levels of the children with whom they are working. 

10. Must be able to interpret testing data to drive intervention instruction. 

11. May substitute teach for classroom teachers when they are out of the building. 

12. May supervise students while in the lunchroom and on the playground. 

13. May assist in supervision of students entering and leaving the school when necessary. 

14. Attends to other duties as assigned by the building principal and coordinator. 

15. Performance standards or evaluation will be based on job responsibilities. 

16. Must perform duties as requested by principal/grant director. 

Terms of Employment: Salary, benefits and length of work year as determined by the Master 

Agreement. Hours to be set by grant director/superintendent. 

Evaluation: Building Principal 
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Title of position – Tutor 

Qualifications: 

1. Must have high school diploma. 

2. Additional education in the form of an associate’s degree, college credit, experience in field of 

education, and/or educational workshops (CEU type). 

3. Any additional qualifications as required by grant guidelines. 

Reports to: Building Principal 

Job Goal: To help provide a well organized, smoothly functioning class environment in which 

students can take full advantage of the instructional program and available resource 

material. 

Performance Responsibilities: 

1. Works with teacher or grant director to provide materials, strategies, and methods to support 

improved student performance. 

2. Works with grant director to maintain grant records and carry out grant directives. 

3. Works with grant director and administration to provide supplementary programs at Wolverine 

Community Schools. 

4. Attends to other tutor duties as assigned by grant director or principal. 

5. Assists with individual instruction on a tutorial level. 

6. Assists with small group work in academic areas. 

7. Works with teacher on goals for students and then helps see to it that these goals are maintained 

and reinforced. 

8. Must be able to discipline children if directed to do so. 

9. Must be aware of academic levels of the children with whom they are working. 

10. May supervise students while in the lunchroom and on the playground. 

11. May assist in supervision of students entering and leaving the school when necessary. 

12. Attends to other tutor aide duties as assigned by the building principal and coordinator. 

13. Performance standards or evaluation will be based on job responsibilities. 

14. Must perform duties as requested by principal/grant director. 

Terms of Employment: Salary, benefits and length of work year as determined by the Master 

Agreement. Hours to be set by grant director/superintendent. 

Evaluation: Building Principal 
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Title of position – Teacher Aide 

Qualifications: 

1. High School Diploma 

2. Demonstrates interest and aptitude for the work to be performed. 

3. Variable; dependent on the type of special skills necessary to fill a vacancy or newly created job. 

4. A genuine concern for children and patience to deal with their related problems. 

5. Typing, computer data entry and general office work. 

Reports To: Principal 

Job Goals: To help provide a well organized, smoothly functioning class environment in which 

students can take full advantage of the instructional program and available resource 

materials. 

Performance Responsibilities: 

1. Under supervision of teacher, prepares for classroom activities. 

2. Work with small groups of students to reinforce material initially introduced by the teacher. 

3. Assists individual children in need of special attention. 

4. Performs clerical duties as designated by the teacher. 

5. Guides independent study, enrichment work and remedial work as determined by the teacher. 

6. Sets up audiovisual equipment. 

7. Assists teacher with non-instructional classroom duties, such as snack, toilet and clothing routines. 

8. Checks notebooks, corrects papers and supervises testing and make up work. 

9. Assists in drill work. 

10. Assists with reading and story telling. 

11. Assists with taking students to the library. 

12. Supervises playground activities or other special events or activities as directed. 

13. Checks and reports student injuries to the building principal or his/her designee and seeks required 

first aid as directed. 

14. Alerts the teacher to any problem or special information about an individual student. 

15. Maintains the same high level of ethical behavior and confidentiality of information about students 

as is expected of teachers. 

16. Checks and records attendance. 

17. Corrects objective-type tests and quizzes. 

18. Helps keep bulletin board and other classroom learning displays up-to-date. 

19. Other related duties as directed by the building principal. 

Note: Because of the wide variance of assigned duties possible within this classification, the supervisor 

in a specific situation may adjust this job description to a more specific list of performance 

responsibilities. 

Terms of Employment: Salary, benefits, and length of work year as determined by the Master 

Agreement. 

Evaluation: As per Board policy. 
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Title of position – Head Cook 

Qualifications: 

1. Preferable experience in quantity food preparation, knowledge of rules and regulations dealing with 

state and federal guidelines for school breakfast and lunch programs. 

2. Demonstrates aptitude of competence in kitchen management. 

3. Ability to work effectively with staff, students, and public. 

4. Leadership qualities. 

5. Must be in good physical condition and have the physical strength to do some heavy lifting and 

endurance to be working at a standing position during most of the day. 

6. Any other qualifications as the Board may determine. 

Reports to: Superintendent 

Performance Responsibilities: 

1. Adheres to food service guidelines and requirements as established by the Michigan Department of 

Education and the USDA. 

2. Maintains the highest standards of safety and cleanliness in the kitchen. 

3. Has the authority to maintain discipline of students during the meal serving time. 

4. Supervises and assists with the daily cleaning of all kitchen premises, equipment and sanitizing of all 

dishes, silverware and utensils. 

5. Attends at least one in-service program annually and read and reviews current articles that come out. 

6. Determines the quantities of food prepared daily. 

7. Cooperates with the maintenance department in the maintenance and repair of all service equipment. 

8. Requisitions, receives, delivers, stores, and accounts for all food supplies and equipment needed to 

operate the lunchrooms efficiently. 

9. Responsible for assisting and guiding employees in the food service department, making sure they 

understand their assignments. 

10. Plans menus for the school on a monthly basis. 

11. Reports immediately to the business manager any problems or accidents occurring in the kitchen or 

lunch area. 

12. Keeps records of food and materials used; keeps records of meals served and cooperates with the 

business manager in compiling reports for the State Department, Food Services Division. 

13. Checks serving lines to be sure more food is prepared as is needed. 

14. Notifies the business manager of any faulty or inferior food product. 

15. Encourages and requests teacher, student and parent input into meal planning. 

16. Plans menus that are popular, colorful, attractive, varied and that do not contain generic terms (i.e. 

specific name of fruit, cook’s choice/only as necessary). 

17. Maintains monthly and annual inventory. 

18. Notifies the business manager of any pilferage problems. 

19. Provides written recommendations and needs analysis regarding equipment replacement and new 

equipment purchases. 

20. Utilizes USDA commodities in an efficient and proper manner. 

21. Submits regular inventories during the school year. 

Terms of Employment: Head Cook will report five (5) days before students report and for five (5) days  

   after school is out. Salary and benefits as determined by Master Agreement. 

Evaluation: As per Board Policy 
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Title of position – Assistant Cook 

Qualifications: 

1. High school diploma. 

2. A good general knowledge of volume cooking. 

3. Demonstrated aptitude for successful performance of the tasks listed. 

4. Must be in good physical condition and have the physical strength to do some heavy lifting and 

endurance to be working at a standing position during most of the day. 

5. Maintains a courteous and cooperative attitude towards students, staff and parents. 

Reports to: Principal 

Job Goal: To serve students attractive and nutritious meals in an atmosphere of warmth and  

  cleanliness and efficiency. 

Performance Responsibilities: 

1. Adheres to food service guidelines and requirements as established by the Michigan Department of 

Education and the USDA. 

2. Maintains the highest standards of safety and cleanliness in the serving area. 

3. Has the authority to maintain discipline of students during the meal serving time. 

4. Attends at least on in-service annually. 

5. Assists in serving of food in a quick and pleasant manner. 

6. Performs major cleaning of refrigerators and storerooms at regularly scheduled intervals as 

designated by the head cook. 

7. Must be able to assume the responsibilities of the head cook in the event of their absence. 

8. Assists in the daily clean up of the kitchen and serving areas. 

9. Such other assignments as directed by head cook. 

Terms of Employment: Salary, benefits and length of work year as determined by the Master   

   Agreement. 

Evaluation: As per Board Policy 
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Title of position – Kitchen Aide/Transporter 

Qualifications: 

1. High school diploma or GED required. 

2. Ability to lift medium to heavy weights (40 pounds), bend, stoop, reach and climb. Must be in good 

physical condition. 

3. Shall have the ability to work effectively and professionally with school personnel and students. 

Reports to: Principal 

Job Goal: To serve students attractive and nutritious meals in an atmosphere of warmth,   

  cleanliness and efficiency. 

Performance Responsibilities: 

1. Adheres to food service guidelines and requirements as established by the Michigan Department of 

Education and the USDA. 

2. Maintains the highest standard of safety and cleanliness in the lunchroom and in transporting of 

food. 

3. Has the authority to maintain discipline of students during the meal serving time. 

4. Assist in preparing equipment and leftover food for return to the main kitchen. 

5. Assists in serving of food in a quick and pleasant manner. 

6. Assists in daily clean up of serving areas. 

7. Performs helping in major cleaning of refrigerators and storerooms at regularly scheduled intervals 

as designated by Head Cook. 

8. Wipes tables in the cafeteria and clears off serving tables. 

9. Such other assignment as directed by Head Cook or Principal. 

Terms of Employment: Salary, benefits and length of work year as determined by the Master   

   Agreement. 

Evaluation: Performance of this position will be evaluated annually by the Principal. 
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Title of position – Lead Bus Driver/Light Bus Maintenance 

Qualifications: 

1. High school diploma as a minimum. 

2. Basic knowledge of light mechanical workings of vehicles. 

3. Valid license to drive school bus. 

4. Such additional health and age requirements as the state may require. 

Reports To: Superintendent 

Job Goal: To provide the school system vehicles in safe, operating conditions in conformity with  

  local, county and state requirements. To provide safe, efficient transportation for all  

  riders. 

Performance Responsibilities: 

1. Provides school transportation. 

2. Provides safe transportation to and from school. 

3. Follows all bus driver conditions as specified in the Bus Driver job description. 

4. Responsible for efficient light maintenance of transportation fleet. 

5. Schedules master mechanic to complete major repairs. 

6. Schedules sub bus drivers for runs when needed. 

7. Store tools not in use in proper place. 

8. Clean work area to insure safety for all concerned. 

9. Use time allotted to the assignment effectively and efficiently. 

10. Maintains confidentiality of all information concerning students, staff or parents. 

11. Maintains accurate records of routes, routine oil changes, vehicle repair and scheduled repairs. 

12. Keep Superintendent updated on fleet performance and repairs. 

13. Check roads on the days of inclement weather and report to superintendent. 

Specific Responsibilities: 

1. Knowledge and performance skills necessary to plan and implement preventive maintenance. 

2. Knowledge and performance skills necessary to prepare fleet for successful passage of Michigan 

State Police inspection. 

3. Knowledge and performance skills necessary to interact with fleet drives and other individuals vital 

to effective operation of the transportation department. 

4. Knowledge and performance skills necessary to make timely decisions based on accurate analysis of 

information available at the time. 

Terms of Employment: Salary, benefits and length of work year determined by Master Agreement. 

Evaluation: Evaluated by Superintendent 
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Title of position – Bus Driver 

Qualifications: 

1. Valid license to drive school bus. 

2. Such additional health and age requirements as the state may require. 

Reports To: Superintendent 

Job Goal: To provide safe and efficient transportation so that students may enjoy the fullest  

  possible advantage from the district’s curriculum and extracurricular program. 

Performance Responsibilities: 

1. Obeys all traffic laws. 

2. Observes all mandatory safety regulations for school buses. 

3. Maintains discipline (behavior on the bus is the driver’s responsibility). Firm but fair treatment is 

expected. Have no favorites. Treat each rider the same when students are on the bus. 

4. Reports undisciplined students to proper authority. 

5. The driver will stay on the bus when loading students. 

6. Keeps assigned bus clean. 

7. Keeps to assigned schedule. 

8. Pre-trips bus. 

9. The driver will keep all appropriate reports as directed by the lead bus driver. 

10. Discharges students only at authorized stops. 

11. Notifies the proper authority in case of mechanical failure or lateness. 

12. Supervises students getting on and off the bus. 

13. Exercise responsible leadership when on out-of-district school trips. 

14. Reports all accidents and completes required reports. 

15. Transports only authorized students. 

16. Enforces regulations against smoking and eating on the bus. 

17. Conducts three drills each year on emergency evacuation procedures with students. 

18. Attends required bus driver classes. 

19. After a special trip, the driver will leave the vehicle clean and ready to go on the morning run. 

20. Develop a harmonious relationship with children, parents, school staff and the general public. 

21. Coordinate with lead bus driver extra curricular and activity runs throughout the year. 

22. Performs related duties as assigned. 

Terms of Employment: Work year consists of student attendance days plus any necessary meetings.  

   Routes to be assigned by the lead bus driver. Salary, benefits and length of work 

   year as determined by the Master Agreement. 

Evaluation: As per Board Policy 
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Title of position – Custodian 

Qualifications: 

1. High school diploma as a minimum. 

2. Must be able to get along with others and maintain a courteous and cooperative attitude towards 

students, staff and the community using the school facilities. 

3. Physical ability to do heavy lifting up to 45 pounds. 

4. Basic knowledge of custodial procedures, methods, uses of cleaning materials and related 

equipment. 

5. Must be of good moral character. 

Reports To: Principal 

Job Goal: To provide safe, clean, attractive and comfortable facilities for students, staff and  

  community. 

Performance Responsibilities: Total building interior and exterior cleaning, minor maintenance, light  

    snow removal, grounds care, other duties as assigned by the building  

    principal. 

Specific Job Responsibilities: 

1. Performs daily cleaning in assigned areas according to established cleaning procedures for 

classrooms, bathrooms, offices, cafeterias, gyms, shower rooms, hallways, and other interior 

building areas. 

2. Reports to head custodian/building principal acts of vandalism or other conditions that are 

unsanitary, unsafe or hazardous. 

3. Maintains organized inventory of cleaning materials. Notifies Head custodian of orders of supplies 

that are needed. Ensures that all cleaning materials are properly labeled and stored. 

4. Maintains and cleans all custodial areas and equipment. 

5. Secures building as required; doors, windows, lights. 

6. Prepares facility for special events. Cleans facility after athletic contests, meetings, concerts, etc. 

7. Performs emergency cleanups as needed. 

8. Assists the visiting public, local tenant groups and organizations utilizing school facilities with 

directions within the building and obtaining and setting up needed equipment. 

9. Performs assigned summer cleaning including floor scrubbing, waxing, carpet cleaning, painting, fix-

up, etc. 

10. Performs light duty maintenance of classroom furniture, pencil sharpeners, replace or tighten 

screws, bolts, etc. on doors, windows and lockers and light bulb replacement. 

11. Performs exterior cleaning of entryways; sweeps, removes ice and snow as needed, washes 

windows and doors. 

12. Assists with grounds cleanup and lawn work. 

13. Performs the duties of other personnel due to absences. 

14. Performs additional assignments as requested by Head Custodian/Principals. 

Terms of Employment: Salary, benefits and length of work year determined by Master Agreement. 

Evaluation: Evaluated by building principal. 
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APPENDIX B 

ASSIGNING TRANSPORTATION EXTRA TRIPS & SHUTTLE RUNS 

A. An extra trip/shuttle run board will be posted by the lead bus driver no later than 2:30 p.m. on 

Mondays. A voluntary weekly selection meeting will be held every Tuesday beginning at the end of 

the morning routes for the purpose of assigning extra trips and shuttle runs that occur that week 

Wednesday through the Tuesday of following week. 

B. Employees who wish to driver extra trips or shuttle runs, but are unable to attend the selection 

meeting that week may make arrangements by notifying the supervisor in writing prior to the start 

of the selection meeting. In the event a driver is absent, and does not notify the supervisor in the 

manner noted above, it will be considered declining the extra trips and shuttle runs for the week 

and his/her name will be rotated to the bottom of the list. 

C. Extra trip and shuttle run selections will be made according to seniority and rotated through each 

driver. Once a trip/run is offered to the driver first in the rotation, he/she will not get another 

selection until all the other drivers have been offered an extra trip or shuttle run. 

D. Extra trips and shuttle runs will be posted in order by date of departure. When more than one extra 

trip or shuttle run is posted for a day, the next driver in rotation will have his/her choice of trips 

posted for that day only. Like shuttle runs for a day, as determined by the lead bus driver, will be 

offered as a single package unit. 

E. Trips received or called in after the completion of the selection meeting, to be completed before the 

next selection meeting, will be posted and offered starting with the next eligible driver that is up for 

a trip on the rotation list. Drivers not accepting such a late call-in will not lose his/her position in 

rotation for regular trip selection. 

F. If a trip is cancelled, the driver awarded will be the first driver offered the next unassigned extra trip 

as a replacement. In the event that the driver does not accept the replacement trip/turn, it will be 

offered to the next driver on the rotation list. The acceptance or rejection of a replacement trip/run 

will not modify any driver’s position on the list rotation. 

G. Trips turned back in by a driver after being awarded will be offered to the next eligible driver in 

rotation. Acceptance or rejection of turned back trips will not be considered a normal trip selection 

and will not modify any driver’s position on the list rotation. 
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APPENDIX C 

GRIEVANCE FORM 

Grievance #       Wolverine School District 

Distribution of Form: 

1. Superintendent 

2. Principal 

3. Association 

4. Employee 

Submit to Principal in Duplicate 

Building  Assignment  Name of Grievant  Date Filed 

               

LEVEL II 

A. Date Cause of Grievance Occurred          

B. 1. Statement of Grievance           

               

               

 2. Relief Sought            

               

               

Signature      Date       

LEVEL III 

A. Disposition by Principal           

               

               

Signature      Date       

B. Position of Grievant and/or Association         

               

               

Signature      Date       
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LEVEL IV 

A. Date received by Superintendent or Designee        

B. Disposition of Superintendent or Designee         

               

               

Signature      Date       

C. Position of Grievant and/or Association         

               

               

Signature      Date       

LEVEL V 

A. Date received by Board of Education or Designee        

B. Disposition by Board           

               

               

Signature      Date       

C. Position of Grievant and/or Association         

               

               

Signature      Date       

LEVEL VI 

A. Date submitted to Arbitration          

B. Disposition of Arbitrator           

               

               

Signature      Date       

NOTE: If additional space is needed in reporting any grievance, attach an additional sheet. 
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APPENDIX D 

 


