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AND 
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This Agreement entered into the Town of Danvers School Committee, hereinafter referred to as the 

Employer, and Council #93, Local #1098, American Federation of State, County, and Municipal 

Employees, AFL-CIO, hereinafter referred to as the Union, has as its purpose the promotion of 

harmonious relations between the Employer and the Union; the establishment of an equitable and 

peaceful procedure for the resolution of differences; and the establishment of rates of pay, hours of 

work and other conditions of employment for School Department Secretarial Employees. 
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ARTICLE 1 

RECOGNITION 
1-01   The employer recognizes the Union as the exclusive representative for the purpose of 

negotiating salaries, wages, hours and other conditions of employment for all secretarial 
employees of the Danvers School Department with the exception of the Executive and 
Administrative Secretaries from the Central Office. 

 
ARTICLE 2 

 
MANAGEMENT’S RIGHTS 

 
2-01 Except as otherwise expressly and specifically provided in this Agreement, the Union 

recognizes and agrees that the supervision, management and control of the School Department’s 
business operations, working force and facilities are exclusively vested in the management of 
the School Department.  Without limiting the generality of the foregoing, the Union recognizes 
and agrees that the right to plan, direct and control the School Department’s business, 
operations, and work force; to hire, promote, transfer and lay off employees; and lawfully and 
for just and proper cause, to demote, discipline, suspend or discharge employees; and the right 
to determine hours, schedules and assignments of work, work tasks, classification and standards 
of performance for employees is vested exclusively in the management of the School 
Department.  The foregoing shall not be taken, however, as a limitation upon the rights of the 
Union to represent the employees covered hereby in the grievance procedure provided in this 
Agreement, and any other procedure dealing with employee representation rights. 

 
 

ARTICLE 3 
 

UNION DUES AND AGENCY SERVICE FEE 
 

3-01 Employees shall tender their monthly membership dues by signing authorization of dues form.  
In accordance with the terms of the form of authorization of check-off dues hereinafter set forth, 
the employer agrees to deduct Union membership dues, levied in accordance with the 
Constitution of the Union, from the pay of each employee who executed such form; and the 
employer agrees to remit the aggregate amount to the treasurer of the Union, along with a list of 
employees who have had said dues deducted.  Such remittance shall me made by the 10th day of 
the succeeding month. 

 
3-02 The Union shall be responsible for initially preparing a Union Dues check-off list and will 

thereafter be responsible for immediately informing the School Department business office of 
any changes in said list. 

 
 
3-03  Union Dues and Agency Service Fee.  Pursuant to General Laws Chapter 150E, Section 12, it 

shall be a condition of employment that on or after the thirtieth (30th) day of employment in the 
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bargaining unit, or the execution of this agreement, whichever is later, each member of the 
bargaining unit who elects not to join or maintain membership in the Union shall pay to the 
Union an agency fee which shall be equal to the amount required to be a member and remain a 
member in good standing of the exclusive bargaining agent and its affiliates to or from which 
membership dues or per capita fees are paid or received. 

 
            The School Committee assumes no obligation financial or otherwise, arising out of the 

provisions of this Article and the bargaining unit shall indemnify and hold the School 
Committee harmless from any and all claims, grievances, arbitrations, awards, suits, 
attachments or other proceedings arising out of or by reason of any action taken by the School 
Committee for the purposes or complying with any provisions of this Article.  The bargaining 
unit assumes full responsibility for the disposition of the funds deducted under this Article as 
soon as they have been remitted by the School Committee to the bargaining unit. 

 
3-04 All new hires (after July 1, 2002) shall be made aware of this article by the personnel office and 

given a copy of the collective bargaining agreement by the personnel office. 
 

 
 

ARTICLE 4 
 

GRIEVANCE PROCEDURE 
 

4-01 A grievance is a complaint of one or more employees, or of the Union, which may arise 
concerning wages, hours and conditions of employment involving the application, meaning or 
interpretation of the Agreement and shall be settled in the following manner, except that 
grievances involving disciplinary action shall be started at Step 2, and grievances involving 
discharge shall be started at Step 3. 

 
4-02  Step 1.  The aggrieved employee, with or without his Union representative, shall in writing 

present his grievance, or within five (5) days of the occurrence giving rise to the grievance, or 
within five (5) days of knowledge of said occurrence, but in no event to exceed ninety (90) 
days, with the employee’s appropriate supervisor (not a member of the bargaining unit).  Such 
supervisor will respond in writing within five (5) full working days of the presentation of the 
grievance. The parties shall exert all efforts to settle the grievance at this step.  Failure to 
respond within the time limit shall be understood to be a denial of the grievance and said 
grievance may be taken to the next step. 

 
4-03 Step 2.  If the grievance is not settled, it shall be presented in writing to the Superintendent of 

Schools with five (5) full working days after the supervisor’s response is received, or within 
five (5) full working days after the expiration of the time limit for Step 1, if no response is 
received.  The writing shall set forth the specific facts upon which the grievance is claimed, the 
section(s) claimed to be violated, and the remedy sought by the grievance.  The Superintendent 
of Schools or his/her designee shall have the option of responding to the representative of the 
Union within five (5) full working days of the receipt of the grievance documents, or he/she or 
his/her designee shall convene a hearing as soon thereafter as is practicable to resolve the 
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grievance, but such hearing shall not be convened more than ten (10) full working days after the 
receipt of said documents.  Upon the conclusion of the hearing, the Superintendent or his/her 
designee shall transmit to the representative of the Union his/her decision in writing within 
fifteen (15) full working days.  Failure to respond within the time limits shall be understood to 
be a denial of the grievance, and said grievance may be taken to the next step. 

 
4-04 Step 3.  If the grievance is not settled, it may be presented in writing to the School Committee 

with five (5) full working days after the response of the Superintendent of Schools, or his/her 
designee, is received, or within five (5) full working days after the expiration of the time limit 
of Step 2, if no response is received.  The School Committee shall have the option of 
responding to the representative of the Union within ten (10) full working days of the receipt of 
the grievance documents, or an authorized subcommittee or the committee itself shall convene a 
hearing as soon thereafter as is practicable to resolve the grievance, but such hearing shall not 
be convened more than fifteen (15) full working days after the receipt of said documents.  On 
the conclusion of the hearing the School Committee shall transmit to the representative of the 
Union its decision in writing within fifteen (15) full working days.  Failure to respond within 
the time limit(s) shall be understood to be denial of the grievance and said grievance may be 
taken to the next step.  

 
4-05  It is mutually agreed that in the interpretation of the provisions herein relating to Steps 1, 2 and 

3: 
(a) The word “respond” shall mean to make a meaningful reply rather than to make 

a definitive decision. 
(b) The words “Union representative” or “representative of the Union” shall mean 

the President of the Union, or a member of the Bargaining Unit designated in 
writing by the President. 

 
4-06 Step 4. Any grievance which remains unsettled after having been fully processed pursuant to 

the provisions of Steps 1, 2 and 3, and which involves either: 
 

(a) The interpretation or application of a provision of this Agreement, or 
(b) A disciplinary penalty (including discharge) imposed on or after the effective 

date of this Agreement, which is alleged to have been imposed without just 
cause, shall be subject to arbitration within fifteen (15) full working days after 
the reply of the School Committee. 

 
4-07 The arbitration proceeding shall be conducted by a person qualified in labor relations to be 

selected by the Employer and the Union within ten (10) days after notice has been given.  If the 
parties fail to select an arbitrator, the State Board of Conciliation and Arbitration shall be 
requested by either or both parties to provide a panel of five (5) qualified persons.  Both the 
Employer and the Union shall have the right to strike two (2) names from the panel.  The party 
requesting arbitration shall strike one (1) name.  The process will be repeated, and the 
remaining person shall be the arbitrator. 
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4-08 However, if the parties mutually agree in writing after Step 3 of the grievance procedure, to 
submit the grievance to the American Arbitration Association, said grievance shall be submitted 
to that Association in accordance with the labor arbitration rules of that Association. 

 
4-09 The award of an arbitrator so selected upon any grievance subject to arbitration as herein 

provided shall be final and binding upon all parties to this Agreement, provided that no 
arbitrator shall have any authority or jurisdiction to add to, detract from, in any way after the 
provisions of this Agreement, or to determine the arbitrability of any issue. 

 
4-10 The expenses of this service shall be borne equally by the Employer and the Union.  However, 

each party shall be responsible for compensating its own representatives and witnesses. 
 
 

ARTICLE 5 
 

PROBATIONARY EMPLOYEE 
 

5-01 Effective January 1, 1983, upon initial employment, all secretarial employees covered by the 
Collective Bargaining Unit shall be on probation for a six (6) month period until permanently 
appointed.  Probationary status may be extended for an additional reasonable period not to 
exceed three (3) months where the School Committee believes that the employee’s work 
performance and qualifications require further review prior to permanent appointment.  
Employees shall be evaluated during this period.  The School Committee’s decision to extend 
the probationary period of an employee shall not be unreasonable.  Discharge, suspension or 
other disciplinary action involving an employee on probation shall not be subject to the 
grievance procedure. 

 
 

ARTICLE 6 
 

JOB TITLES, CLASSIFICTIONS, DESCRIPTIONS  
 
6-01 This Agreement covers employees assigned the following job titles under the Danvers Public 

Schools.  These positions are considered either full year (FY) or school year (SY) as indicated. 
 

 SS (Senior Secretary)  High School Principal  (FY) 
     Middle School Principal (FY) 

Pupil Service Director (FY) 
 
 SI (Secretary I)  Principal – Great Oak (SY) 
     Principal – Highlands (FY)* 
     Principal– Riverside (SY) 
     Principal– Smith (SY) 
     Principal– Thorpe (SY) 
     High School Guidance (FY) 
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Athletic Director (FY) 
 SII (Secretary II)  High School Assistant Principals (FY) 

Middle School Assistant Principals (SY) 
     Middle School Guidance (FY) 
     Curriculum Director (FY) 
     Curriculum (FY) 
     Pupil Services (SY) 
* One elementary principal secretary is FY 
 

6-02 Job descriptions, duties and responsibilities will be provided by the School Department 
available to the employee and the Union upon request. (See Drafted Job Descriptions) 

 
6-03 Any change (increase or decrease) in a job’s responsibilities and duties will be discussed 

between the administration and the Union before changes are implemented. Any increase in a 
job’s responsibilities and duties will entitle the employee to a job review.  These job reviews 
will be discussed with the Union.  The Union will have the right to review additional 
responsibilities and discuss any salary change as deemed necessary.   
  

 
ARTICLE 7 

 
HOURS OF WORK – HOLIDAYS 

(Formerly Article 6 combine with Article 15 “Rest Period” and delete the side letter. 
Move “Holidays” from former Article 7 “Vacations & Holidays” into this Article, Move former 10-04 to this Article) 

Rewritten for clarity and errors.) 
 
7-01   FULL YEAR (FY) EMPLOYEES 

Beginning June 30, 2006, FY employees will work 7.25 hours per day (36.25 hours per week) 
when school is in session and one week before and one week after teachers leave.  Other 
workdays (school not in session) will be 6.25 hours per day (31.25 hours per week).  A one (1) 
hour unpaid lunch making the total hours in a work day at 8.25 hours with 7.25 hours paid. 

 
192  Days @ 7.25 hrs. per day (36.25 hrs. per week) = 1392 hours 
  56 Days @ 6.25 hrs. per day (36.25 hrs. per week) =   350 hours 
  13 Holidays @ 7.25 hrs. per day   = 94.25 hours 
104 Weekend Days         
365  Days       1836.25 hours 

 
The FY employee’s annual wage schedule divided by 1836.25 shall determine the employee’s 
hourly rate for full year secretaries. 

 
7-02  SCHOOL YEAR (SY) EMPLOYEES 

Beginning June 30, 2006, SY employees will work 7.25 hours per day (36.25 hours per week) 
when school is in session and one week before and one week after teachers leave. A one-half 
(1/2) hour unpaid lunch make the total hours in a workday at 7.75 hours with 7.25 hours paid. 

 
194* Days @ 7.25 hrs. per day (36.25 per week)  = 1407 hours 
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  12 Holidays (not July 4th) @ 7.25 per day  =     87 hours 
206  Days       1494 hours 

 
 * Includes 2 Professional Development Days 

The SY employee’s annual wage plus vacation pay divided by 1479 shall determine the 
employee’s hourly rate for school year secretaries.  SY employees will receive their vacation 
pay in June listed as a separate line item on their paycheck. 
 

7-03 Additional optional summer hours of 62.5 (the equivalent of two weeks in addition to the 
current one week before and one week after) are available to SY employees at the discretion of 
the administration and mutually agreed upon between the supervisor and the secretary. These 
hours will be compensated at the employees’ hourly rate times 6.25 hours per day. Optional 
summer hours pay will be reflected in the biweekly paycheck for those choosing 26 pay periods 
and in the first check in September for those requesting 22 pay periods.  It will appear as a 
separate line item on their paycheck.  Employees have the option of taking these days as 
compensation days in lieu of pay.  The position of Summer Secretary (for elementary student 
registration) will be based on seniority with first refusal by the membership before opening the 
position to the general public. 

 
7-04 Employees shall be provided a paid ten (10) minute break in the morning and a ten (10) minute 

break in the afternoon.  The principal (supervisor) or designee and the employee shall mutually 
agree on the time. 

 
 

7-05 Both FY and SY employees will receive twelve (12) paid holidays based on a 7.25 hours per 
day.  In addition, FY employees will also be paid for the July 4th holiday based on a 7.25 hour 
day, making their total paid holidays, thirteen (13).   

 
Labor Day  New Year’s Day 
Columbus Day  MLK Birthday 
Veteran’s Day  Washington’s Birthday 
Thanksgiving Day  Good Friday 
Day after Thanksgiving  Patriot’s Day 
Christmas Day  Memorial Day 
July 4th (FY Employees only)   

 
 

7-06  Should the principal/superintendent request attendance on a day when schools are closed due to 
adverse weather, that request will be mutually agreed to without penalty or punitive action.  In 
all cases, any request will not be unreasonable and travel safety will be a major consideration. 

 
7-07 The hours subject to this Article are subject to change within the discretion of the 

Superintendent to promote efficiency of the School Department or to respond to reasonable 
requests of personnel, subject to this Agreement. 

 
7-08   No such change shall result in a reduction of work hours within each plan. 
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7-09 In the event of a system change in school starting or closing times during the school year, ten 

(10) days notice shall be given to affected employees. 
 
7-10 Any employee who works in excess of his/her regularly scheduled number of hours per week 

during any one week shall be entitled to compensatory time off on an hour for hour basis for all 
hours in excess of his/her regularly scheduled hours up to and including forty (40) hours. 
 
Compensatory time may be taken before or after along weekend or before or after a school 
vacation.  Compensatory time off may be taken at times mutually to be agreed upon by the 
employee and his/her immediate supervisor.  
 
Compensatory time will be capped at 40 hours for each school year and must be used 
within the year which it is accrued. 
 
 

7-11 Effective upon execution of this Agreement, if an employee is required to work during his/her 
regular scheduled lunch period for emergencies or staffing problems, the employees shall be 
entitled to receive an equal amount of compensatory time off during the workday, provided 
such can be arranged after the emergency or when the staffing needs problem no longer exists.  
If the Principal is not able to provide such compensatory time off during that workday, the 
employee shall be paid his/her base hourly rate or part thereof (pro-rated) for the actual time 
worked during the lunch period.  The employee shall document such actual time worked and 
receive approval from the Principal for such payment.  

 
7-12 Employees who leave work due to illness will be paid for each fraction of day, to the nearest 0.1 

day the employee worked prior to leaving his/her shift.  An eligible employee who receives sick 
leave compensation for the balance of the un-worked shift time shall be charges sick time for 
such a fraction of day, to the nearest 0.1 day. 

 
7-14 All elementary school year secretaries will work on the day when parent/teacher conferences are 

scheduled.  An alternative day off will be mutually arranged for those working that day. 
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ARTICLE 8 
 

WAGES 
 

8-01 See Appendix A salary schedule.  Employee will receive an increase for each year of the 
contract.  
FY16 Effective July 1, 2015 – 2.0% increase 
FY17 Effective July 1, 2016 – 2.0% increase   
FY18 Effective July 1, 2017 – 2.0% increase 

 
8-02 Any additional work performed outside of this contract will be compensated at the hourly rate. 
 
8-03 The employees annual wage schedule divided by the number of hours defined in Article 7 

Hours of Work shall determine the employee’s hourly rate. 
 
8-04 In order to report a more accurate reflection of gross salary, the Employer will report  on the 

Annual Wage Schedule the following statement: 
 
“Employees’ gross salary is determined by: 

 FY GROSS SALARY = (Hourly Rate x 1836.25 hours) + Longevity + Sick Leave Buyback 
SY       GROSS SALARY = (Hourly Rate x 1479 hours) + Longevity + Sick Leave Buyback 

+Vacation Pay + Optional Summer Hrs. Pay  
 
The figures stated reflect base salaries only. Each employee differs on Longevity, Sick Leave 
Buyback, Vacation Pay and Optional Summer Hours, which cannot be reported in a general 
wage schedule spreadsheet.” 
 
 

8-05  The hourly rate will be listed on employee paychecks.  Biweekly base salary, vacation pay, 
optional summer hour pay, longevity and sick leave buyback will also be listed as separate line 
items on the employee’s paycheck. 

 
ARTICLE 9 

 
VACATIONS 

 
9-01 Vacation Eligibility – For FY employees hired between September 1st and December 31st, 

inclusive of any particular year, their anniversary date of employment will be considered to be 
September 6 of that particular school year.  All employees hired after December 31st will have 
their vacation prorated at the rate of one day per full month worked not to exceed five days the 
first year. 

 
 
 
9-02  Vacation time for both FY and SY employees. (Rewritten in a different format) 
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FULL YEAR     SCHOOL YEAR 
YEARS 

(following the 
completion of) 

DAYS  YEARS 
(following the 
completion of) 

DAYS 

 1 10  1 10 
2 10  2 10 
3 10  3 10 
4 15  4 10 
5 15  5 15 
6 15  6 15.5 
7 15  7 16 
8 15  8 16.5 
9 20  9 17 

10 20  10 17.5 
11 20  11 18 
12 20  12 18.5 
13 20  13 19 
14 20  14 19.5 
15 20  15 20 
20 25  20 25 

 
9-03 Employees who use four (4) or less sick days will be entitled to two additional vacation days.  

Employees who use one (1) or less sick day will be entitled to three (3) additional vacation 
days. 

 
9-04 Vacation pay for FY employees is based on a 7.25 hour day. Vacation pay is determined by the 

number of total vacation days x (7.25 hrs. per day x the hourly rate of pay). 
  
 
9-05  Vacation pay for SY secretaries is not reflected in their base pay.  This amount is paid in the last 

paycheck in June of each year as a separate line item.  Vacation pay is determined by the 
number of total vacation days x (7.25 hrs. per day x the hourly rate of pay). 

 
9-06  FY employees may take vacation time anytime throughout the year as long as their immediate 

supervisor has approved it. 
 
9-07  For vacation purposes, the employees’ number of years of service to the Town of Danvers shall 

include “full time” employment in capacity, e.g., teacher aide(s).  “Full time” for the purpose of 
vacation is defined as working in a job position for the Town of Danvers where the permanently 
appointed employee continuously and regularly throughout the school year, calendar year or 
fiscal year works the maximum number of hours of such job position but in no event works less 
than twenty (20) hours regularly scheduled per week. 

 
9-08 No employee may carry more than 5 days from year to year. All current employees will be 

grandfathered at their current balance as of June 30, 2015. 
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ARTICLE 10 
 

LONGEVITY 
 

10-01 Longevity payment shall be made the first payday in November of each year.  This will appear 
on the employee’s paycheck as a separate line item. 

  
 After completion of five (5) years of service to the Town of Danvers=$150.00 
 After completion of ten (10) years of service to the Town of Danvers = $300.00 
 After completion of fifteen (15) years of service to the Town of Danvers = $400.00 
 After completion of twenty (20) years of service to the Town of Danvers = $550.00 
 After completion of twenty-five (25) years of service to the Town of Danvers=$650.00 
 After completion of thirty (30) years of service to the Town of Danvers = $750.00 
 

ARTICLE 11 
 

TEMPORARY LEAVE OF ABSENCE 
 
11-01 Funeral Leave – In connection with each death in the immediate family, an employee shall be 

entitled to receive five (5) working days immediately prior to and including the day of the 
funeral.  The employee may at his/her option be entitled to use the next working day after the 
funeral as one of said working days.  The phrase “immediate family” means the death of a 
mother, father, parent of spouse, children, spouse, brother, sister, stepchild or grandchild.  The 
employee may at his/her option be entitled to use two working days after the funeral as two of 
said working days.  The employee at his/her option has a 30 day window after the funeral to use 
their entitled time. 

 
  
In connection with the death of an employee’s grandparents, brother-in-law or sister-in-law, the 
employee shall be entitled to four (4)  days off immediately prior to and including the day of the 
funeral.  The employee may at his/her option be entitled to use the next working day after the 
funeral as one of said working days.  The employee at his/her option has a 30-day window after 
the funeral to use their entitled time. 
 
One day of funeral leave will be granted upon the death of any other relative with approval of 
the building principal or director.. 
 
In the event of a death of those listed above the Superintendent may, if he/she believes that there 
are special circumstances, which warrant it, grant additional leave. 
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11-02 Personal Days – With the approval of the employee’s immediate supervisor (not a member of 
the Unit), an employee shall be allowed to be absent up to three days in any fiscal year when the 
employee is forced by reason of moral, legal or other personal obligations to be absent.  Any 
unused Personal Days shall revert to sick days. 
 

11-03 Leaves taken pursuant to Sections 11-02 and 114-02 above shall be in addition to any sick leave 
to which the employee is entitled. 

 
11-04 With fourteen days written notice to the Superintendent of Schools, two bargaining unit 

members, not from the same school, shall be allowed one day per calendar year to attend either 
a meeting of the Massachusetts Association of School Secretaries or a meeting of AFSCME 
Council 93. 

 
11-05 Maternity Leave shall be granted in accordance with the provisions of Massachusetts General 

Laws Chapter 149, Section 105.  Although the maternity leave itself will be without pay, the 
secretary may elect to use any accumulated sick leave for a period not to exceed eight weeks. 

 
11-06 The employer agrees to comply with the provisions of Massachusetts General Laws Chapter 

234, Section 1B relative to compensation of the employees called for and serving on jury duty. 
 
11-07 Notwithstanding other leave provisions set forth in this Article, a secretary who has been 

employed for twelve (12) consecutive months shall be entitled to a leave of absence without pay 
for up to twelve (12) consecutive weeks for adoption, foster care placement of child or if a 
serious health condition affects the employee or the employee’s spouse, child or parent in 
accordance with the Federal Family and Medical Leave Act.  Consistent with the Family 
Medical Leave Act, during said twelve (12) week leave, an employee on leave under this 
Section shall continue to be eligible for health insurance with the Town and the employee 
paying their respective regular costs of the health insurance.  Leave taken under this Section 
cannot be added to other leave provisions set forth in this Article. 

 
ARTICLE 12 

 
SICK LEAVE 

 
12-01 Except for 10-02 below, employees will be entitled to fifteen (15) days of sick leave each 

school year as of the first official day of said school year.  Sick leave days may be accumulated 
from year to year up to two hundred and twenty-five (225) days. 

 
 The maximum of two hundred and twenty-five (225) days accumulation does not include 

employee’s annual sick leave days which are available to employee(s) in a given year but which 
are not/cannot be accumulated. 

 
12-02  Employees who have been absent because of illness for fourteen (14) consecutive school days 

shall return to her duties only after presentation of a certificate from the his/her attending 
physician indicating satisfactory recovery and ability to perform his/her duties and with 
approval of the Superintendent of Schools. 
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12-03  Employees who have been absent because of illness for five (5) consecutive days may be 

required to provide the Superintendent of Schools with a doctor’s certificate. 
 
 
 
 
12-04 Attendance Incentive If the employee uses:  
 

5 sick days they may buyback 4 days for $200.00 
4 sick days they may buyback 4 days for $275.00 
3 sick days, they may buyback 4 days for $325.00 
2 sick days, they may buyback 4 days for $375.00 
1 sick day, they may buyback 4 days for $400.00 
0 sick days, they may buyback 4 days for $ 425.00 

 
The payment for Sick Leave Buyback will appear as a separate line item on the first paycheck in 
October for the employee.    

 
12-05 In the case of an extended illness or hospitalization, that specific period may not be considered 

to affect this option, providing the secretary requests the exemption in writing immediately 
upon return to work and provides medical documentation supporting the period as requested.  
The employee’s supervisor and the Director of Finance will make this decision. 

 
12-06 Employees who leave work due to illness will be paid for each fraction of day, to the nearest 0.1 

day the employee worked prior to leaving his/her shift.  An eligible employee who receives sick 
leave compensation for the balance of the un-worked shift time shall be charges sick time for 
such a fraction of day, to the nearest 0.1 day. 

 
12-07 A member may use up to three (3) days of sick leave per year in case of serious illness or 

accident befalling a spouse or child, or parent and where the presence of the secretary is 
required as determined by the Superintendent.  Such leave shall not be unreasonably withheld. 

 
 

 
 
 
 
 

ARTICLE 13 
 

SICK LEAVE BANK 
 

Article 12-05 
through 12-06 
have been set 
as sub articles. 

12-07 new 
Article from 
2004-2005 
contract 



 16 

13-01 A sick leave bank will be established for use by members of the bargaining unit who have 
exhausted their own sick leave and have a prolonged and/or serious illness or injury. 

 
13-02 Each member of the bargaining unit shall contribute two (2) days from his/her sick leave 

accumulation to the Sick Leave Bank in order to fund the bank.  In the event the Sick Leave 
Bank becomes depleted, each member of the bargaining unit shall contribute one (1) day from 
his/her leave accumulation to refund the bank.  No more than three (3) sick leave days shall be 
deducted from the members individual sick leave account in any one school year.  Sick Leave 
Bank days unused in one school year shall be carried over to the next school year.  At no point 
shall the bank contain more than one hundred (100) days. 

 
13-03 The Sick Leave Bank shall be administered by a Sick Leave Bank Board consisting of four  (4) 

members.  A Sick Leave Bank Board consisting of four (4) members shall administer the Sick 
Leave Bank. Two (2) members will be designated by the Superintendent to serve at its pleasure, 
and two (2) members shall be designated by the Union to serve at its pleasure.  Award of 
benefits from the bank require a majority vote of the full Board. 

 
13-04 Any initial grant of sick leave by the Board shall not exceed fifteen (15) days.  If need 

continues, reapplication to the Board may be made for further extensions up to a maximum of 
thirty (30) days.  Except as provided hereafter in this paragraph, no more than thirty (30) days 
may be granted by the Sick Leave Bank Board to any individual for a single illness or accident.  
The Board agrees to give due consideration to those situations of unusual circumstances and for 
the hardship arising from prolonged illness or accident when an employee’s accrued sick leave 
and thirty (30) days from the Bank have been exhausted.  Such situations will be brought to the 
attention of the Board by the membership only, whereupon the Board may authorize up to an 
additional fifteen (15) Sick Leave Bank days. 

 
13-05 A member who has received a grant from the Sick Leave Bank will upon his/her return to 

regular duties, receive three (3) sick leave days from the Bank to be used in the event of illness 
during the remainder of the school year.  Days not used will be returned to the Bank on the last 
day of school. 

 
13-06 Subject to the provisions of the Article, the Board shall utilize the following criteria in 

administering the bank and in determining eligibility and amount of leave: 
 

• Adequate medical evidence, including diagnosis and prognosis or serious and /or 
prolonged illness or injury and expected date of return.  This information shall 
remain confidential with the Sick Leave Bank Board. 

 
• Prior utilization of sick leave shall be a factor if abuse has been shown. 

 
13-07 The decision of the Sick Leave Bank Board with respect to eligibility and entitlement shall be 

final and binding and not subject to appeal except for reconsideration to the Board itself. 
 

13-08 The Bank will commence as of July 1, 2004. 
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13-09 In the event that a member dies, retires, leaves or is fired, their accumulated sick days shall be 
deposited into the Sick Leave Bank(unless the employee exercised the option under Article 16-
01)”. 

 
ARTICLE 14 

 
VACANCIES AND PROMOTIONS 

 
14-01 When the employer elects to fill a vacancy in a position covered by this Agreement, such 

vacancy shall be posted in a conspicuous place and shall remain posted for at least ten (10) 
working days.  The posting of vacancy shall contain a statement of pay rates established for the 
position and job specifications.  Employees interested shall apply in writing, within the ten (10) 
day period, and when the application is awarded, all qualified employees covered by this 
Agreement shall be given first consideration with seniority as a factor.  Neither the posting of 
vacancy notice nor the interviewing of applicants shall require that the vacancy be filled. Where 
employee applicants are not qualified or fit to fill the vacancy, the School Committee may hire 
employees from outside the employ of the School Committee. 

 
 

ARTICLE 15 
 

EVALUATION 
 

15-01 Employees’ evaluation will be done by their immediate supervisor on or before April 15 of any 
given year.  These evaluations will be shown to and discussed with each employee.  The 
employee will sign and date the evaluation and the report will become part of the employee’s 
personnel file. 

 
ARTICLE 16 

 
RETIREMENT  

 
 

16-01 Upon retirement employees who have achieved excellent attendance by using three (3) days or 
fewer sick days during the three (3) school years preceding retirement will be allowed to cash 
out one-half (1/2) of their accumulated sick days up to a maximum of fifty (50) days at their 
current daily rate. 

 
 During this three (3) year period, if a long-term illness occurred, the Superintendent or his/her 

designee may, if he/she believes attendance was otherwise exemplary and conformed to the 
spirit of the provision, exempt this occurrence from qualification. 

 
16-02 Full time employees may become vested after 10 years of service (does not have to be 

continuous).  Employees should contact the Retirement Department at Town Hall. 
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ARTICLE 17 
 

INSURANCE 
 
17-01 The School Committee will pay the maximum percentage permitted by the policy of the Town 

of Danvers of the cost of the following types of insurance coverage. 
 1. Term Life Insurance plan of the type presently available to other school employees. 

2. Individual or family coverage, whichever applies in the particular case, for Blue Cross 
and Blue Shield of the type presently available to other school employees. 

 
17-02 It is agreed that should any substantive changes occur in the statutes affecting health and 

welfare insurance policies, this Agreement may be reopened for negotiations on this subject at 
the request of the Union. 

 
17-03 Upon the expiration of any contracts presently in effect and all future contracts between 

insurance carriers and the Employer dealing with medical coverage, the Union will be fully 
informed of any negotiations dealing with coverage that affects its members, and may make 
inquires and advise the Employer of the desires of the employees. 

 
1177--0044  The secretarial staff, as employees of the Town of Danvers, are substantially and adequately 

covered for any claim of legal liability by the Hastings Tapley Insurance Agency of 271 
Cambridge Street, Cambridge, Massachusetts (or a comparable firm designated by the Town of 
Danvers))..  ((FFoorrmmeerrllyy  AAPPPPEENNDDIIXX  BB))  

 
The details of the coverage are as follows: 
Bodily Injury Liability  $300,000 each occurrence 
     $300,000 each aggregate 
Property Damage Liability  $150,000 each occurrence 
Subject to $500 deductible  $300,000 each aggregate (per occurrence) 

 
 
 
 
 

ARTICLE 18 
 

REDUCTION IN FORCE 
 
18-01 When a reduction in the work force becomes necessary, due to declining enrollment, economic 

reasons or staffing needs, the School Committee will release the least senior secretarial person 
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first if the qualifications and performance of the individuals involved are relatively comparable 
and equal. 

 
18-02 Seniority is defined as the length of continuous service as a permanently appointed secretary in 

the school system. 
 
18-03 Employees appointed permanently to a position covered by this Agreement, who are regularly 

scheduled to work 20 hours or more per week during the school year, shall continue to receive 
his/her employment fringe benefits. 

 
 
 

ARTICLE 19 
 

CLEANING ALLOWANCE 
 
 

19-01 Reimbursement for cleaning of garments soiled while performing duties.  Secretary should 
request approval from immediate Supervisor then submit receipt to Supervisor for payment 
approval. 

 
ARTICLE 20 

 
WORKSHOP TECHNOLOGY TRAINING 

 
20-01 With prior approval of the Superintendent, secretaries will be able to attend workshops and 

seminars directly related to improving present job skills.  The cost associated with these 
seminars/workshops will be covered by the school department.   

 
20-02 Whenever attendance at workshops, seminars or training sessions is required after regular work 

hours, any employee attending these sessions shall be paid to attend these sessions at their time 
and one half rate of pay. 

 
20-03 The District will offer multiple options for professional development.  In addition, any secretary 

may, no later than 1 week prior to the professional development day, submit in writing any 
activity they wish to participate in, and will be allowed to participate if the activity is agreed to 
be mutually beneficial to the secretary as well as the District.  This will increase the work year 
to 194 days. 

 
 

ARTICLE 21 
 

GENERAL 
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21-01 The School Committee reserves the right to contract out any work but warrants that as a result 
no member of the Union shall be laid off or discharged or shall suffer any loss of pay.  
However, it is recognized that the School Committee may reclassify an employee or transfer an 
employee to another position within the School Department, in the event that work customarily 
performed by members of the Union is eliminated. 

 
21-02 If any provisions of this Agreement or any application of the Agreement to any employee or 

group of employees should be found contrary to the laws of the Commonwealth, 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 will continue in full force and effect. 

 
21-03 The District acknowledges that our secretaries are integral and valued agents of support 

for our students and professional staff.  Therefore, on the last paycheck of the year a flat 
$250 per year rate for each secretary in the district will be paid, with the understanding 
that when, as, and if needed, the secretary will fill in for another secretary or other 
position on a short time basis when deemed necessary by the building principal or 
director.   
 

 
 

 
ARTICLE 22 

 
Administrator Transition 

 
 

22-01 The District acknowledges that administrative transition can necessitate an increase in the 
secretary’s workload.  In appreciation of the increased work, we offer a maximum of 80 
additional work hours (to be performed outside of the regular work day) to allow the 
administrator to fully access the secretary’s expertise.  The secretaries work week shall never 
exceed 40 hours in any given week. 

 
Such hours would need to be recorded signed off on by the building administrator.  Payments 
will be made twice annually  - in December and June. 
 
This opportunity would be available when an administrator is brought in from outside of 
Danvers, or when a member of the teaching staff becomes part of administration.  Said 80 hours 
must be completed during the administrator’s first year of employment. 

 
ARTCLE 23 

 
DURATION 
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APPENDIX B 
 

JOB CLASSIFICATIONS 
 

Senior Secretary 
Secretary I 
Secretary II 
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SIDE LETTER 

BETWEEN 
DANVERS SCHOOL COMMITTEE 

AND 
COUNCIL #93, LOCAL  #1098 

 
(NOT PART OF COLLECTIVE B ARGAINING AGREEMENT) 

ANNUAL WAGE SCHEDULE 
 
 
 

 
In Order to report amore accurate reflection of gross salary, the Employer will report on the 
Annual Wage Schedule the following statement: 
 
Employees’ gross salary is determined by: 
 
FY  GROSS SALARY = (Hourly Rate x 1836.25 hours) + Longevity + Sick Leave Buyback 
SY GROSS SALARY = (Hourly Rate x 1494 hours) + Longevity + Sick Leave Buyback +         
Vacation Pay + Optional Summer H ours Pay 
 
The figures stated reflect base salaries only.  Each employee differs on Longevity, Sick Leave 
Buyback, Vacation Pay and Optional Summer Hours, which cannot be reported in a general 
wage schedule spreadsheet. 
 
The hourly rate will be listed on employee paychecks.  Biweekly base salary, vacation pay, 
optional summer hour pay,  longevity and sick leave buyback will also be listed as separate 
line items on the employee’s paychecks. 
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Attachment 1: 
 
 

During the first year of the contract, the parties shall each designate representatives to review 
and update all position titles and job descriptions. Each side shall prepare job descriptions for 
each bargaining unit positions and the parties shall meet, discuss and merge the proposed job 
descriptions into a comprehensive job description by position. The parties shall then agree on a 
job title for each position that best represents the duties and complexities of the job. 
Subsequent to the development of the job descriptions, the parties shall negotiate changes in 
the classification system of positions (grade and step). The parties shall negotiate and develop a 
rating system to be applied to all positions and each position will be assigned a grade based 
upon the skills necessary to perform the position, the complexity of the position, and the level 
of responsibility necessary to perform the duties of the position. The parties will then assign 
individual positions into the appropriate grade and individual employees into the appropriate 
step within the agreed upon grade. Work will be completed during the 2015-2016 school year 
unless both parties agree to an extension. 
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Attachment 2: 
 

New article pending adoption by other Town wide AFSCME units: 
 

The employer agrees to deduct from wages of any employee who is a member of the Union a 
PEOPLE deduction as provided for in a written authorization. Such authorization must be 
executed by the employee and may be revoked by the employee at any time by giving written 
notice to both the employer and union. The employer agrees to remit any deduction made 
pursuant to this provision promptly to the union together with an itemized statement showing 
the name of each employee from whose pay such deductions have been made and the amount 
deducted during the period covered by the remittance. 

 
 

 



194 Contract

July 1, 2014  
FY 15 Sr. 
Sec. 2% Increase

July 1, 2015 FY 
16 Sr. Sec.

FY 16 Senior 
Salary 26 22 26
Full Year Bi-Weekly School Year Bi-Weekly Bi-Weekly

Step 1 $21.79 $0.44 $22.23 Step 1 40,819.84 $1,569.99 $33,211.62 $1,509.62 $1,277.37
Step 2 $22.38 $0.45 $22.83 Step 2 41,921.59 $1,612.37 $34,108.02 $1,550.36 $1,311.85
Step 3 $23.02 $0.46 $23.48 Step 3 43,115.15 $1,658.28 $35,079.12 $1,594.51 $1,349.20
Step 4 $23.63 $0.47 $24.10 Step 4 44,253.63 $1,702.06 $36,005.40 $1,636.61 $1,384.82
Step 5 $24.29 $0.49 $24.78 Step 5 45,502.28 $1,750.09 $37,021.32 $1,682.79 $1,423.90
Step 6 $25.52 Step 6 46,861.10 $1,802.35 $38,126.88 $1,733.04 $1,466.42

Full Year = 1836.25 Hours

July 1, 2014  
FY 15 Sec. I 2% Increase

July 1, 2015  FY 
16  Sec. I

FY 16 Clerical 
IA  Salary 26 22 26
Full Year Bi-Weekly School Year Bi-Weekly Bi-Weekly

Step 1 $20.40 $0.41 $20.81 Step 1 38,212.36 $1,469.71 $31,090.14 $1,413.19 $1,195.77
Step 2 $20.96 $0.42 $21.38 Step 2 39,259.03 $1,509.96 $31,941.72 $1,451.90 $1,228.53
Step 3 $21.56 $0.43 $21.99 Step 3 40,379.14 $1,553.04 $32,853.06 $1,493.32 $1,263.58
Step 4 $22.14 $0.44 $22.58 Step 4 41,462.53 $1,594.71 $33,734.52 $1,533.39 $1,297.48
Step 5 $22.75 $0.46 $23.21 Step 5 42,619.36 $1,639.21 $34,675.74 $1,576.17 $1,333.68
Step 6 $23.91 Step 6 43,904.74 $1,688.64 $35,721.54 $1,623.71 $1,373.91

July 1, 2014  
FY 15 Sec. II 2% Increase

July 1, 2015  FY 
16  Sec. II

FY 16 Clerical 
II Salary 26 22 26
Full Year Bi-Weekly School Year Bi-Weekly Bi-Weekly

Step 1 $19.59 $0.39 $19.98 Step 1 36,688.28 $1,411.09 $29,850.12 $1,356.82 $1,148.08
Step 2 $20.05 $0.40 $20.45 Step 2 37,551.31 $1,444.28 $30,552.30 $1,388.74 $1,175.09
Step 3 $20.68 $0.41 $21.09 Step 3 38,726.51 $1,489.48 $31,508.46 $1,432.20 $1,211.86
Step 4 $21.26 $0.43 $21.69 Step 4 39,828.26 $1,531.86 $32,404.86 $1,472.95 $1,246.34
Step 5 $21.83 $0.44 $22.27 Step 5 40,893.29 $1,572.82 $33,271.38 $1,512.34 $1,279.67
Step 6 $22.94 Step 6 42,123.58 $1,620.14 $34,272.36 $1,557.83 $1,318.17

Clerical I Clerical IA Clerical II
Senior Secretary Secretary 1 Secretary II
High School Principal All Elementary Principals High School Asst. Principal
Middle School Principal High School Guidance Middle School Asst. Principal
Pupil Service Director Athletic Dir. Middle School Guidance

 Curriculum Director
Curriculum  
Pupil Services

School Year = 1494 Hours



194 Contract

July 1, 2015 
FY 16 Sr. 
Sec. 2% Increase

July 1, 2016 FY 
17 Sr. Sec.

FY 17 Senior 
Salary 26 22 26
Full Year Bi-Weekly School Year Bi-Weekly Bi-Weekly

Step 1 $22.23 $0.44 $22.67 Step 1 41,627.79 $1,601.07 $33,868.98 $1,539.50 $1,302.65
Step 2 $22.83 $0.46 $23.29 Step 2 42,766.26 $1,644.86 $34,795.26 $1,581.60 $1,338.28
Step 3 $23.48 $0.47 $23.95 Step 3 43,978.19 $1,691.47 $35,781.30 $1,626.42 $1,376.20
Step 4 $24.10 $0.48 $24.58 Step 4 45,135.03 $1,735.96 $36,722.52 $1,669.21 $1,412.40
Step 5 $24.78 $0.50 $25.28 Step 5 46,420.40 $1,785.40 $37,768.32 $1,716.74 $1,452.63
Step 6 $25.52 $0.51 $26.03 Step 6 47,797.59 $1,838.37 $38,888.82 $1,767.67 $1,495.72

Full Year = 1836.25 Hours

July 1, 2015  
FY 16 Sec. I 2% Increase

July 1, 2016 FY 
17  Sec. I

FY 17 Clerical 
IA  Salary 26 22 26
Full Year Bi-Weekly School Year Bi-Weekly Bi-Weekly

Step 1 $20.81 $0.42 $21.23 Step 1 38,983.59 $1,499.37 $31,717.62 $1,441.71 $1,219.91
Step 2 $21.38 $0.43 $21.81 Step 2 40,048.61 $1,540.33 $32,584.14 $1,481.10 $1,253.24
Step 3 $21.99 $0.44 $22.43 Step 3 41,187.09 $1,584.12 $33,510.42 $1,523.20 $1,288.86
Step 4 $22.58 $0.45 $23.03 Step 4 42,288.84 $1,626.49 $34,406.82 $1,563.95 $1,323.34
Step 5 $23.21 $0.46 $23.67 Step 5 43,464.04 $1,671.69 $35,362.98 $1,607.41 $1,360.11
Step 6 $23.91 $0.48 $24.39 Step 6 44,786.14 $1,722.54 $36,438.66 $1,656.30 $1,401.49

July 1, 2015  
FY 16 Sec. II 2% Increase

July 1, 2016 FY 
17  Sec. II

FY 17Clerical 
II Salary 26 22 26
Full Year Bi-Weekly School Year Bi-Weekly Bi-Weekly

Step 1 $19.98 $0.40 $20.38 Step 1 37,422.78 $1,439.34 $30,447.72 $1,383.99 $1,171.07
Step 2 $20.45 $0.41 $20.86 Step 2 38,304.18 $1,473.24 $31,164.84 $1,416.58 $1,198.65
Step 3 $21.09 $0.42 $21.51 Step 3 39,497.74 $1,519.14 $32,135.94 $1,460.72 $1,236.00
Step 4 $21.69 $0.43 $22.12 Step 4 40,617.85 $1,562.23 $33,047.28 $1,502.15 $1,271.05
Step 5 $22.27 $0.45 $22.72 Step 5 41,719.60 $1,604.60 $33,943.68 $1,542.89 $1,305.53
Step 6 $22.94 $0.46 $23.40 Step 6 42,968.25 $1,652.63 $34,959.60 $1,589.07 $1,344.60

Clerical I Clerical IA Clerical II
Senior Secretary Secretary 1 Secretary II
High School Principal All Elementary Principals High School Asst. Principal
Middle School Principal High School Guidance Middle School Asst. Principal
Pupil Service Director Athletic Dir. Middle School Guidance

 Curriculum Director
Curriculum  
Pupil Services

School Year = 1494 Hours



194 Contract

July 1, 2016 
FY 17 Sr. 
Sec. 2% Increase

July 1, 2017 FY 
18 Sr. Sec.

FY 18 Senior 
Salary 26 22 26
Full Year Bi-Weekly School Year Bi-Weekly Bi-Weekly

Step 1 $22.67 $0.45 $23.12 Step 1 42,454.10 $1,632.85 $34,541.28 $1,570.06 $1,328.51
Step 2 $23.29 $0.47 $23.76 Step 2 43,629.30 $1,678.05 $35,497.44 $1,613.52 $1,365.29
Step 3 $23.95 $0.48 $24.43 Step 3 44,859.59 $1,725.37 $36,498.42 $1,659.02 $1,403.79
Step 4 $24.58 $0.49 $25.07 Step 4 46,034.79 $1,770.57 $37,454.58 $1,702.48 $1,440.56
Step 5 $25.28 $0.51 $25.79 Step 5 47,356.89 $1,821.42 $38,530.26 $1,751.38 $1,481.93
Step 6 $26.03 $0.52 $26.55 Step 6 48,752.44 $1,875.09 $39,665.70 $1,802.99 $1,525.60

Full Year = 1836.25 Hours

July 1, 2016  
FY 17 Sec. I 2% Increase

July 1, 2017 FY 
18  Sec. I

FY 18 Clerical 
IA  Salary 26 22 26
Full Year Bi-Weekly School Year Bi-Weekly Bi-Weekly

Step 1 $21.23 $0.42 $21.65 Step 1 39,754.81 $1,529.03 $32,345.10 $1,470.23 $1,244.04
Step 2 $21.81 $0.44 $22.25 Step 2 40,856.56 $1,571.41 $33,241.50 $1,510.98 $1,278.52
Step 3 $22.43 $0.45 $22.88 Step 3 42,013.40 $1,615.90 $34,182.72 $1,553.76 $1,314.72
Step 4 $23.03 $0.46 $23.49 Step 4 43,133.51 $1,658.98 $35,094.06 $1,595.18 $1,349.77
Step 5 $23.67 $0.47 $24.14 Step 5 44,327.08 $1,704.89 $36,065.16 $1,639.33 $1,387.12
Step 6 $24.39 $0.49 $24.88 Step 6 45,685.90 $1,757.15 $37,170.72 $1,689.58 $1,429.64

July 1, 2016  
FY 17 Sec. II 2% Increase

July 1, 2017 FY 
18  Sec. II

FY 18 Clerical 
II Salary 26 22 26
Full Year Bi-Weekly School Year Bi-Weekly Bi-Weekly

Step 1 $20.38 $0.41 $20.79 Step 1 38,175.64 $1,468.29 $31,060.26 $1,411.83 $1,194.63
Step 2 $20.86 $0.42 $21.28 Step 2 39,075.40 $1,502.90 $31,792.32 $1,445.11 $1,222.78
Step 3 $21.51 $0.43 $21.94 Step 3 40,287.33 $1,549.51 $32,778.36 $1,489.93 $1,260.71
Step 4 $22.12 $0.44 $22.56 Step 4 41,425.80 $1,593.30 $33,704.64 $1,532.03 $1,296.33
Step 5 $22.72 $0.45 $23.17 Step 5 42,545.91 $1,636.38 $34,615.98 $1,573.45 $1,331.38
Step 6 $23.40 $0.47 $23.87 Step 6 43,831.29 $1,685.82 $35,661.78 $1,620.99 $1,371.61

Clerical I Clerical IA Clerical II
Senior Secretary Secretary 1 Secretary II
High School Principal All Elementary Principals High School Asst. Principal
Middle School Principal High School Guidance Middle School Asst. Principal
Pupil Service Director Athletic Dir. Middle School Guidance

 Curriculum Director
Curriculum  
Pupil Services

School Year = 1494 Hours


