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Agreement entered into as of July 1, 2019, between the School Committee of the TOWN
OF WELLESLEY in the County of Norfolk and Commonwealth of Massachusetts, hereinaf-
ter referred to as the “COMMITTEE” and the WELLESLEY EDUCATION PROFESSIONAL
SUPPORT ASSOCIATION UNIT B, affiliated with the Massachusetts Teachers Association,
hereinafter referred to jointly as the “ASSOCIATION.”

ARTICLE 1

Definitions
Where the words are used in this Agreement, “COMMITTEE” means the School Commit-
tee of the Town of Wellesley in the County of Norfolk and Commonwealth of Massachu-
setts and no other location; “ASSOCIATION” means the Wellesley Education Professional
Support Association and its parent organization, the Massachusetts Teachers Associa-
tion. “Management responsibility” means the retention by the COMMITTEE of its right
to conduct the business of the School Department of the Town of Wellesley including,
but not limited to, the right to determine the methods and means by which its opera-
tions are to be carried on, to direct the working force and to conduct its operations in a
safe and efficient manner subject only to the express limitations set forth in this Agree-
ment.

“EMPLOYEES” as used in this Agreement shall mean all permanent Accounting Coordina-
tors, Transportation Coordinator, Assistant Athletic Director, Administrative Assistants
to the Director of Student Services and Assistant Superintendent of Teaching and Learn-
ing, and the Instructional Materials Coordinator in the Wellesley School Department ex-
cept such employees as are excluded from membership in a unit appropriate for pur-
poses of collective bargaining as set forth in the certification issued by the Common-
wealth of Massachusetts Department of Labor Relations, Case No. MCR 13-3091.

ARTICLE 2

Recognition
(a) Pursuant to the Massachusetts General Laws Chapter 150E, the COMMITTEE rec-
ognizes the ASSOCIATION as the exclusive representative for wages, hours, standards of
productivity and performance and other terms and conditions of employment of those
regular full and part-time employees of the COMMITTEE covered by this Agreement in
the Wellesley Public Schools in the job classifications set forth in “Appendix A,” Classifi-
cations and Rates of Pay, of this Agreement and in such job classifications appropriate to
the Bargaining Unit as have been established in said schools since the date of the issu-
ance of said Certification or may be established during the term of the Agreement.

(b) The COMMITTEE will not discriminate against any employee or applicant for em-
ployment by reason of his membership in the ASSOCIATION or by reason of any associa-
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tion activity on his part not in contravention of any provision of this Agreement, or be-
cause of race, creed, color, sex, age, national origin, gender identity, disability, sexual
orientation, marital status, veteran’s status or religion.

(c) Matters appropriate for consultation and negotiation between parties hereto are
practices, procedures and implementation of policies relating to working conditions
which are in the authority of the COMMITTEE and subject to negotiation under the Gen-
eral Laws of the Commonwealth of Massachusetts, Chapter 150E.

ARTICLE 3
Membership in the Association
(a) Neither the COMMITTEE nor its representatives or agents shall interfere with, re-
strain or coerce employees in the exercise of the right of self-organization, to bargain
collectively through representatives of their own choosing on questions of wages, hours
and other conditions of employment, and to engage in other concerted activities for the
purpose of collective bargaining or other mutual aid or protection.

(b) The ASSOCIATION shall be responsible for representing the interests of all em-
ployees without discrimination and without regard to employee organization member-
ship.

ARTICLE 4

Dues Collection
(a) Subject to applicable law as set forth in Chapter 180, Section 17A of the General
Laws of the Commonwealth of Massachusetts, the COMMITTEE shall cause to be de-
ducted from earned wages periodic ASSOCIATION membership dues required as a con-
dition of acquiring or retaining membership in the ASSOCIATION of those employees
who individually authorize such deduction in writing. The COMMITTEE will, by the tenth
day of the succeeding month, cause to be remitted all sums deducted under such check
off authorization to the Treasurer of the ASSOCIATION together with a list of the em-
ployees from whom such dues have been deducted.

(b) The ASSOCIATION shall indemnify and save the COMMITTEE and the Town of
Wellesley harmless against any claim, demand, suit or other form of liability that may
arise out of or by reason of action taken by the COMMITTEE or the Town of Wellesley
for purposes of complying with this article or in reliance of any assignment furnished to
the COMMITTEE or the Town of Wellesley.
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ARTICLE 5

Precedence of Laws and Regulations
In the administration of all matters covered by this Agreement, officials and employees
are governed by the provision of any existing or future laws and regulations and Amend-
ments thereto. This Agreement shall at all times be applied in accordance with and sub-
ject to such laws. Should any provision of this Agreement be deemed to be in conflict
with any such laws, it may become the subject matter of discussion by the parties
hereto for the purpose of attempting to negotiate a substitute provision in compliance
with the requirement of such law.

ARTICLE 6
Management Responsibility
The listing of the following specific rights of management in this article is not intended
to be nor shall be considered as limiting, restricting or waiving of any of the rights or
prerogatives of the COMMITTEE unless explicitly limited by specific provisions of this
Agreement. Such inherent management rights and/or responsibilities are not subject to
arbitration and shall remain exclusively with the COMMITTEE.

(a) Among such management responsibilities as are vested exclusively in the COM-
MITTEE are the following: the right to hire, promote, transfer, assign and retain employ-
ees in positions with the School Department and to suspend, demote, discharge or take
other disciplinary action against employees for just cause, to relieve employees from
duty, to determine the method, means and personnel by which such operations are to
be conducted and to take whatever action may be necessary to carry out the work of
the School Department.

(b) The COMMITTEE shall have the freedom of action to discharge its responsibility

for the successful operation of the School Department including the scheduling of oper-
ations, the methods and materials used in carrying out the functions of the Department
and the extent to which its own or other facilities and or personnel shall be used.

ARTICLE 7

Association Responsibilities
(a) The ASSOCIATION shall have the right and obligation to represent the employ-
ees, members of the bargaining unit, to present its views to the COMMITTEE or its des-
ignated representative on matters of concern either orally or in writing; to consult and
be consulted with respect to the formulation, development and implementation of mat-
ters and practices which are within the discretion of the COMMITTEE, except as limited
by ARTICLE 6 of this Agreement, and to engage in collective negotiations with the COM-
MITTEE or its designated representative with the object of reaching an agreement appli-
cable to such employees of the Wellesley Public Schools.
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(b) Pursuant to Massachusetts General Laws Chapter 150E, only the ASSOCIATION,
as exclusive representative of all the employees in the bargaining unit, shall be given the
opportunity to be represented at discussions between the COMMITTEE or its designated
representative and the employees concerning grievances subject to ARTICLE 22 of this
Agreement, or other matters affecting wages, hours and general working conditions of
the employees in the appropriate bargaining unit.

(c) The ASSOCIATION acting as sole and exclusive representative of the employee

members of such appropriate bargaining unit shall be entitled to act for and negotiate
collective agreements covering all employees in such unit, and shall be responsible for
representing the interests of all such employees, as provided in Chapter 150E, without
discrimination and without regard to ASSOCIATION membership.

(d) Representatives of the ASSOCIATION shall be permitted to enter the premises of
the Wellesley Public Schools at reasonable hours, when necessary to investigate existing
grievances, after obtaining approval of the Superintendent or his/her designee.

The ASSOCIATION agrees that care will be exercised by such ASSOCIATION representa-
tives that they do not interfere with the performance of duties assigned to employees.

(e) The ASSOCIATION shall provide a written list of its officers and other representa-
tives and alternates immediately following their designation and the ASSOCIATION shall
notify the COMMITTEE or its designated representatives of any change in such list.
There shall be no requirement on the part of the COMMITTEE or its designated repre-
sentative to recognize any such officer, representative or alternate representative until
notice of official designation has been delivered to the COMMITTEE and its designated
representative.

ARTICLE 8
Pre-Employment Physical Examination

Before any individual is hired by the COMMITTEE, he or she shall satisfactorily pass a
pre-employment physical examination, to be administered without charge to the indi-
vidual by a physician designated by the COMMITTEE. This requirement is applicable to
individuals covered by this Agreement. During the term of this Agreement, such other
physical examinations as may be required by the COMMITTEE in connection with the
continued employment of any employee shall be administered without charge to the
employee.
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ARTICLE 9
Work Year, Hours of Work
(a) The regularly scheduled workweek shall consist of five (5) consecutive days,
Monday through Friday. The work day shall be the twenty-four (24) hour period begin-
ning with the employee’s scheduled starting time. The payroll week shall consist of any
seven (7) consecutive days used by the Town of Wellesley for payroll purposes.

(b) The COMMITTEE retains the right throughout the term of this Agreement to
schedule hours of work in accordance with the work requirements of the School Depart-
ment for employees hired prior to October 1, 2014. The normal hours of work when
school is in session, in accordance with the academic calendar, shall be seven and one-
quarter (7.25) continuous work hours as determined by the supervisor with “between
30 and 60 minutes” for an unpaid lunch hour. The normal hours of work when school is
not in session shall be six and one-quarter (6.25) continuous work hours as determined
by the supervisor with “between 30 and 60 minutes” for an unpaid lunch hour. The
length of the lunch period will be determined by the employee’s supervisor to ensure
proper coverage of the office/department. The COMMITTEE may adjust the normal
hours of work so long as the workday does not exceed the number of hours of work set
forth herein.

(c) Any employee in Unit B hired on or after October 1, 2014 shall work eight (8)
hours per day when school is in session and shall work seven (7) hours per day when
school is not in session. The normal hours of work when school is in session shall be
eight (8.00) continuous work hours as determined by the supervisor with “between 30
and 60 minutes” for an unpaid lunch hour., and the normal hours when school is not in
session shall be seven (7.00) continuous work hours as determined by the supervisor
with “between 30 and 60 minutes” for an unpaid lunch hour. The COMMITTEE may ad-
just the normal hours of work so long as the workday does not exceed the number of
hours of work set forth herein.

Calculations based on hours in Articles 10, 11 and 12 will be adjusted to reflect the num-
ber of hours in this paragraph (c) for employees hired on or after October 1, 2014.

(d) Employees shall keep accurate and complete records of time worked on forms
provided by and delivered to the COMMITTEE.

(e) Whenever a Job Group A and Job Group B employees work beyond their regular
work hours, and the time is approved in advance by their immediate supervisor and As-
sistant Superintendent for Finance and Operations, they shall be paid their regular rate
up to 40 hours per week and time and one half for hours worked beyond 40 hours per
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week. Overtime hours will be recorded and signed by the employee, immediate super-
visor, and Assistant Superintendent for Finance and Operations on a form mutually
agreed to be the COMMITTEE and the Wellesley Education Professional Support Associ-
ation.

() The parties agree that the position of Transportation Coordinator and Assistant
Athletic Director are exempt from the requirements of the Federal Fair Labor Standards
Act, and Massachusetts General Law Chapter 151, section 1A and from the foregoing
provisions of article 9. As such, it is understood that the employees in these positions
must work irregular hours in order to fulfill the transportation and athletic needs of the
Wellesley Public Schools. The parties agree that they will cooperate to assure that the
Transportation Coordinator and Assistant Athletic Director has a reasonable work sched-
ule subject to the needs of Wellesley Public Schools.

(g) If the Governor has declared a State of Emergency, or the Superintendent has
closed the buildings, members shall not be required to report to work but will be paid
for the day. If Wellesley Public Schools is closed prior to the end of the regular school
day due to weather and if Central Office closes, all members will be dismissed and will
be paid for the remainder of their regular workday. However, when school buildings are
closed, the Superintendent will make a separate decision if Central Office will remain
open. If travel or related problems prevent attendance, or a member feels that they
need to leave for weather-related safety issues, then employees will be paid for only the
hours worked and may use vacation or personal time to replace the time lost. If Central
Office closes due to weather, all Unit A and Unit B members will be treated equally and
dismissed at the same time.

For all Unit B employees, any lost hours plan may include time to be worked before
and/or after regular working hours and/or up to one-half hour of the one-hour unpaid
lunch period. The employee shall submit the lost hours make up plan in writing to
her/his immediate supervisor for approval and the plan shall be forwarded to the Direc-
tor of Human Resources.

If school is closed prior to the end of the regular school day due to weather, all secretar-
ies will be dismissed and will be paid for the remainder of their regular workday. If a
school building is inaccessible because of weather or is closed for reasons other than
weather conditions, affected secretaries will either be reassigned to other work or will
be paid for all work hours missed due to such inaccessibility/closing. The number of
hours paid will be determined by whether the workday is considered a school attend-
ance day.
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ARTICLE 10
Holidays
(a) Employees covered by this Agreement shall be entitled to time off without loss
of pay on the following State legal holidays provided:

1. Holiday payment will begin immediately upon hire.
2. The particular employee works his/her own individual scheduled work

day for both the work day preceding the holiday and the work day following the
holiday, unless approved in advance by the supervisor.

3. Employees categorized as working 1,820.25 hours per year:
New Year’s Day 6.25 Veteran’s Day 7.25
MLK Jr's Birthday 7.25 % Day before Thanksgiving  3.625
President’s Day 6.25 Thanksgiving Day 7.25
Patriot’s Day 6.25 Day after Thanksgiving 7.25
Memorial Day 7.25 % Day before Christmas 3.625
Independence Day 6.25 Christmas Day 7.25
Labor Day 7.25 Y Day December 31%t 3.125
Columbus Day 7.25

Employees categorized as working 2,016 hours per year:

New Year’s Day 7.00 Veteran’s Day 8.00
MLK Jr’s Birthday 8.00 % Day before Thanksgiving 4.00
President’s Day 7.00 Thanksgiving Day 8.00
Patriot’s Day 7.00 Day after Thanksgiving 8.00
Memorial Day 8.00 % Day before Christmas 4.00
Independence Day 7.00  Christmas Day 8.00
Labor Day 8.00 % Day December 31 3.50
Columbus Day 8.00

(b) Except in the case of the two (2) one-half (1/2) day holidays before Christmas
and New Year’s Day, when such holidays fall on Sunday, they shall be deemed to occur
on Monday and when they fall on Saturday, they shall be deemed to occur on Friday.

When Christmas and New Year’s Day fall on Sunday or Monday, the one half (1/2) day
holiday before said holidays shall be deemed to occur on the Friday preceding the holi-
day, and when said holidays fall on Saturday, the one-half (1/2) day holiday shall be
deemed to occur on the Thursday preceding the holiday. In the event of a conflict with
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the school schedule, employees shall receive the applicable holiday pay for that day in
addition to their regular work pay for the same period.

(c)

Employees required to work on such holidays shall be paid at the rate of time

and one-half their regular rate of pay for such work in addition to their holiday pay.

(a)

(b)

ARTICLE 11
Vacation
Computations and Eligibility
1. Employees covered by this Agreement shall have the total period of their
continuous service counted from the most recent date of hire with the Town.

2. If a former employee of the Town returns to the service of the Town and
completes at least five (5) years of continuous full-time service following such re-
turn, the amount of continuous full-time service immediately preceding the in-
terruption of the work for the Town shall be added to the five (5) or more years
of current full-time service to give total service for computation of vacation.

3. Service in the Armed Forces shall not be considered an interruption of
work for the purpose of computing total service credit for vacation purpose.

4, All hours worked in a bargaining unit position shall be credited to an em-
ployee for purposes of vacation entitlement, as specified in this article.

Entitlements

1. Employees hired on or after July 1, 2016 will earn vacation time on a pro-
rated basis during their first year at a rate of one-twelfth (1/12) of the annual va-
cation allotment per month. Wellesley Public Schools will allow members to use
vacation time before it is earned. If an employee separates from service and has
used vacation time that he/she has not earned, the non-earned accrual will be
deducted from his/her final paycheck. New employees hired in the last quarter
of the fiscal year (April 1 to June 30'™") will earn vacation time of one-twelfth
(1/12) of the vacation time allotment per month until their second fiscal year
starting July 15,

As of July 1%, all members will be credited for vacation based upon the following
benchmarks.
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Service Periods Vacation Leave

One full-year of service 2 weeks + 2 days
5 full years 3 weeks + 2 days
10 full years 4 weeks + 2 days
20 full years 5 weeks + 2 days

As of July 1, members’ vacation accrual will be updated to reflect all of the vaca-
tion time they will be eligible for within that benefit year (7/1 — 6/30). Upon sep-
aration from Wellesley Public Schools (WPS), members are only eligible to be
paid for earned vacation time at the point of separation. If a member separates
from WPS and had not reached the anniversary date for which the additional va-
cation time has been earned — the five, ten, and twenty-year anniversary, that
additional week of vacation time will not be paid, as it has not yet been earned.
If a member has used all of their vacation accrual prior to separation, including
unearned time based upon their individual anniversary date, the district will de-
duct the used but unearned vacation time from the member’s remaining com-
pensation.

2. Employees hired prior to July 1, 2016:
Vacation time is earned in the months/year proceeding that in which it is taken:

Hire Date  Accrual Impact

7/1/14 1. Earn 5 vacation days on 1/1/15 — the 6-month anniversary date
2. Earn 5 vacation days on 7/1/15 — the one-year anniversary date
3. Earn 10 vacation days (annual allotment) on 7/1/16

Upon separation from service:

Employees will be compensated for any vacation time left in their accrual bank
that was earned in the prior fiscal year and awarded July 1. Employees will also
be compensated for vacation earned during the current fiscal year at the rate of
one-twelfth (1/12) of their vacation eligibility for each month worked between
July 1 and their date of separation.

3. Employees hired after July 1, 2016:
Vacation time is earned on a pro-rated basis the first year of employment. Em-

ployees will be allowed to use vacation time prior to earning it:

Hire Date  Accrual Impact
7/1/17 12 days (annual allotment) placed in vacation accrual bank on 7/1/17
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(c)

Upon separation from service:

Employees will be compensated for any vacation earned during the current fiscal
year at the rate of one twelfth (1/12) of their vacation eligibility for each month
worked between July 1 and their date of separation. Any days already used will
be deducted from this payment.

Use of Paid Vacation

1. Paid vacations shall be granted by the COMMITTEE at such time as, in its
opinion, will cause the least interference with the performance of the regular
work of the Department, but taking into account the preference of the individual
employee. A dispute as to whether or not the COMMITTEE unreasonably denied
a request to take a vacation at a given time shall be subject to the grievance pro-
cedure. Supervisors shall respond to vacation requests with approval or denial
within five (5) working days of employees’ written request for vacation.

2. Vacations must be taken in the twelve (12) months following the July 1 on
which they are awarded and shall not accumulate from vacation year to vacation
year except in the case of an employee who has not been employed for one full
year and hired on March 1° or later. In such case, the employee with his/her su-
pervisor’s approval is allowed to reserve his/her vacation time for use during the
following summer. A timeline to use eligible vacation needs to be submitted to
his/her supervisor for approval by May 15,

3. Employees shall not lose their vacation time due to the COMMITTEE’S failure
to grant such vacations.

4. Salaries shall not be paid in lieu of vacations except in extreme emergency
and with the prior approval of the COMMITTEE.

5. Employees who separate for a reason other than disciplinary and poor per-
formance shall be compensated for vacation earned during the current fiscal
year at the rate of one twelfth (1/12) of their annual vacation eligibility for each
thirty (30) calendar days of service between July 1 and the date of termina-
tion/separation.

6. When employment is terminated through death, the estate of the employee,
through the executor or administrator, shall be paid for vacation benefits.

Page 10 of 40



ARTICLE 12

Sick Leave
In the event of a bona fide personal and non-service connected sickness or injury (for
which no compensation is received under Workers’ Compensation) employees regularly
working twenty (20) or more hours per week shall be eligible for time with pay in the
amount appropriate to the circumstances of each individual case, in order that their in-
come may be maintained during such period of bona fide incapacitation, on the follow-
ing basis:

(a) On July 1 of each year employees will be credited with fifteen (15) sick days. In
the first year of employment, employees will be credited with one sick day per month
worked. Employees may use one such day each year for personal business with the su-
pervisor’s approval provided notice is given at least forty-eight (48) hours in advance.
Unused sick leave days may accumulate from year to year up to a maximum of one hun-
dred eighty (180) days.

All hours worked in a bargaining unit position shall be credited to an employee for pur-
poses of sick leave entitlement.

(b) In the case of exceptional circumstances, i.e. critical family illness, additional al-
lowances may be granted on recommendation of the Superintendent and approval by
the COMMITTEE in determining whether such extended allowances shall be granted, the
past absences of the employee, the length of continuous service with the Town and the
quality of the employee’s performance and record shall be taken into account. Consider-
ation shall also be given as to what portion of the allowance shall appropriately be at full
pay and what portion at part pay. Vacation period shall not be substituted for sick leave
except in unusual circumstances and with the prior approval of the COMMITTEE.

(c) Employees shall notify their supervisor on the first day of absence due to non-
service connected sickness or injury, stating the nature of the sickness or injury, time ex-
pected to be incapacitated, and when they expect to return to work.

(d) The COMMITTEE may make such inquiry regarding any absence as the COMMIT-
TEE believes necessary to determine the cause of the absence and whether its duration
was reasonably justified. Such inquiry may require a medical examination or a medical

note by a physician selected and paid for by the COMMITTEE.

(e) All members who have at least twelve (12) months service will be granted three
(3) personal days-on each July 1.
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Unused personal days, up to one-years earned personal day accrual, may be carried for-
ward. All carried forward personal time balances shall be used only during non-student
days.

(f) Employees are required to give forty-eight (48) hours or more notice of intended
use of personal leave unless waived by his/her supervisor and the response to this re-
guest shall be provided to the employee promptly. Approval for personal day use by the
supervisor may be denied in the event of a poor attendance record. Approval may not
be unreasonably withheld.

(g) Employees will be granted a maximum of fifteen (15) days absence per school
year without loss of pay for illness in the immediate family which shall be defined as
spouse, parent, child, brother, sister, or any other relative who is a permanent member
of the secretary’s household or any other person with whom the secretary makes
his/her home. Part-time secretaries shall be granted such benefit on a prorated basis. A
leave of absence taken for this reason shall be charged against any current sick leave
then standing to the credit of the secretary taking such leave or charged against earned
vacation days or personal leave at the discretion of the secretary.

(h) Upon the death of an employee, any unused, accumulated personal leave shall
be paid to that employee's estate.

(i) The Administration will supply WEPSA members with updated accruals (sick, per-
sonal, vacation and no pay) annually on or before August 15t™. Accrual balances will be
as of July 1° of each year.

) The parties agree to allow bargaining unit members to voluntarily donate up to
four (4) earned sick days annually per each bargaining unit member who has exhausted
sick leave and is suffering from a severe illness or catastrophic injury. Donations will be
deducted from bargaining unit members within the same fiscal year. This will be known
as the “WEPSA Sick Bank”. If a member is going to exhaust his/her available sick time
because of long-term illness, surgery, or other extenuating circumstances, the bargain-
ing unit member may apply for additional days from the WEPSA Sick Bank. The bargain-
ing unit will be solicited for donations on a voluntary basis, which will be recorded and
tracked by the Human Resources Department.

The sick days will be deducted from each member who donated on a prorated basis, as
needed basis until the donations are exhausted. In the event that members offer to do-
nate more days than needed, members will only have sick days deducted based upon
actual need, which will be recorded through AESOP as Sick-Bank Donations. All requests
for additional sick days will be reviewed on a case-by-case basis by the Superintendent
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or his/her designee. Approval should bot be withheld under unreasonable circum-
stances. The Superintendent or designee at his/her discretion may allow more than
four (4) days per bargaining unit member to be donated to a member.

This provision is not intended to prohibit the school department from granting addi-
tional sick leave at its discretion.

This vesting of unused sick days is intended solely as illness protection and does not con-
stitute an obligation on the part of the Town to buy back unused sick days at the time of
separation from services.

(k) The Superintendent shall determine and grant employees what he/she considers
to be the appropriate and reasonable allowance for the following periods of continuous
service:

Service Period Allowance (at full pay)
Less than 3 months up to 5 days
3 to 6 months up to 10 days
6 to 12 months up to 15 days
1 year or more up to 30 days

For employees with one (l) year or more of service, said thirty (30) days includes the first
fifteen (15) days provided for in Section (a) of this article.

ARTICLE 13
Jury Pay
The COMMITTEE will compensate employees their regular salary for the time that they
serve on jury duty, extended jury duty, grand jury, and federal jury. Any compensation
received by the employee for jury service will be signed over to the Town. A certificate
detailing the dates of service and amount of compensation received (if applicable) will
be submitted by the employee to the payroll department upon completion of service.

ARTICLE 14
Funeral Leave

Employees will be granted leave of absence with full pay for not more than five (5) days
on account of the death of his/her father, mother, brother, sister, husband, wife, child,
son-in-law, daughter-in-law or parent-in-law, and not more than three (3) days on ac-
count of the death of a grandparent, grandchild or any other relative or friend for whom
the employee is responsible for making funeral arrangements, except in such cases as
are covered by the following sentence: Pay for absence not to exceed five (5) days will
also be allowed on account of the death of any other person with whom said employee
made his/her home. Upon request of an employee who has suffered a death in his/her
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family, the bereavement leave period may be extended by the Superintendent or by
whoever is authorized to act in his/her absence. Attendance at funerals of individuals
not included in the aforementioned will be considered part of personal leave usage.

Funeral leave may be granted on the recommendation of the Superintendent of Schools
and approval of the Assistant Superintendent when the employee has had a close, fam-
ily-like relationship with the deceased person, although such deceased person may not
be a member of the immediate family in the relationship above described.

ARTICLE 15
Maternity and Parental Leave
(a) A leave for the purpose of giving birth shall be granted to eligible employees in
compliance with the requirements of Massachusetts General Laws, Chapter 149 Section
105D, and Massachusetts General Laws, Chapter 151B, Section 4(1). Said leave shall be
for a period not exceeding eight (8) weeks and hereinafter is to be called “maternity and
parental leave.”

1. Employees granted leave in accordance with this policy and procedure
shall be considered in an “inactive employment” status for unpaid days and time
spent on such leave shall not count as service or time worked for the purposes of
seniority, vacation, sick leave, pensions, length-of-service payment; or other ben-
efits.

(b) This policy applies to full-time male and female employees who have completed
the initial three (3) months that may apply according to the terms of this Agreement.

(c) Procedure
1. An employee requesting maternity/parental leave shall notify her imme-
diate supervisor in writing as soon as practical regarding expected departure.
The notification must specify the commencement date of the leave, the length of
the leave and the expected return date, and be accompanied by supporting doc-
umentation from a physician, where applicable, for an exit and return date.

2. The Supervisor will verify that the employee is eligible for maternity/pa-
rental leave and will forward the notification and documentation to the Superin-
tendent of Schools. Such leave is provided to any employee in the case of a new-
born child in the home of or the placement of a child pursuant to a court order
or adoption where the child is under the age of 18, or under the age of 23 if the
child is mentally or physically disabled.
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3. Employees on maternity/parental leave in accordance with this policy
may remain in the Town of Wellesley Group Insurance Plan, provided arrange-
ments are made with the Treasurer of the Town of Wellesley for the payment of
the full insurance premium for the duration of the parental/maternity leave if
the employee is on leave without pay, If the employee is on leave with pay (i.e.
using sick leave) or on unpaid leave designated as leave taken under the Federal
Family and Medical Leave Act (FMLA) of 1993, then the Town will continue to
pay the town portion of the Town of Wellesley Group Insurance Plan. Employees
failing to apply for continued membership in the Plan will be dropped from the
Plan.

4, Upon the return from a parental/maternity Leave, an employee shall be
restored to his/her previous or similar position with the same status, pay, length
of service credit and seniority as of the date of his/her leave, unless during the
period of his/her leave other employees of equal length of service or similar po-
sition have been laid off due to economic conditions or other changes in operat-
ing conditions affecting employment. In that event the employee will retain pref-
erential consideration for another position to which he/she may be entitled as of
the date of his/her leave.

5. Parental or maternity Leave shall be without pay except that accumu-
lated sick leave benefits may be provided for maternity leave purposes under the
same terms and conditions, which apply to other temporary medical disabilities
or to the extent provided by law. Parental leave shall be without pay except that
accumulated sick leave benefits may be provided for parental leave up to fifteen
(15) family sick days.

6. Applications for extensions of leave beyond the eight (8) weeks must be
made and will be considered in accordance with Section B of Article 16, Leaves of
Absence.

7. If both parents are employed by Wellesley Public Schools, the employees
are entitled to a total of eight (8) weeks of parental leave in the aggregate, as op-
posed to eight weeks for each parent.

8. Failure to return to work on the expiration of a parental or maternity
leave shall constitute a voluntary termination of employment. It is understood
that the Family Medical Leave Act of 1993 where applicable, supersedes these
provisions where the Act provided additional enhanced benefits.
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ARTICLE 16
Leaves of Absence

Temporary Absences
1. Professional Days
a. The Association shall be entitled to a yearly maximum of six (6)

days for professional purposes. No one person will receive four (4) consecutive
workdays in any one-contract year.

b. Employees wishing to apply for leave under this section shall no-
tify the Assistant Superintendent for Finance and Operations in writing with the
approval of his or her Supervisor no later than three (3) weeks before the first
day of absence.

C. Solely within the discretion of the employee’s Supervisor with ap-
propriate budget authority, employees may be reimbursed in accordance with
the provisions of ARTICLE 27 for conference fees, travel, and/or lodging expenses
incurred in connection with approved leave.

2. Active Military Training Duty

An employee hired prior to April 1 in any year who is absent for an or-
dered tour of military training duty with an organized Reserve or National Guard
unit will be paid at the regular rate of pay and the certified military pay for each
week of such absence as provided in the General Laws, Chapter 33, Section 59 of
the Commonwealth.

Extended Leaves

1. Leaves of absence may be granted as follows:
a. For up to two (2) years following separation from active duty for
extended active military service to fulfill military obligation in accordance
with appropriate statutes;

b. Until the completion of a course of instruction but not more than
one semester;

c. Until the employee is physically able to return to work, but not
more than one (1) year after the expiration of sick leave payments; and

d. for up to thirty (30) days for compelling personal reasons.

2. Employees granted leaves under this section shall be considered in an
“inactive” employment status, and time, other than military duty, spent on such
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leaves shall not count as service or time worked for the purposes of seniority, va-
cation, sick leave, pension, or other benefits.

5.

a. No employee shall be eligible for any leave under this section un-
less employed on a permanent basis for (1) year of continuous employ-
ment.

b. To be deserving of leave of absence consideration, an employee
must have a good attendance and performance record, be a willing and
able worker and have a sincere desire to return to the employ of and con-
tinue employment with the Town of Wellesley School Department.

a. An employee may be granted leave without pay for up to seven
(7) consecutive calendar days by his or her immediate supervisor. Such
leave must be indicated on weekly time record signed by the supervisor
and the employee.

b. Employees unable to work because of military duty, health or
compelling personal reasons beyond seven consecutive calendar days, or
who wish to attend school shall submit their application for a leave of ab-
sence on the form provided in “APPENDIX B.” The application must spec-
ify dates and time for which leave is requested and set forth the reasons
in detail. In the case of military, health and education leaves, supporting
documents shall be required.

C. A supervisor will verify and substantiate to the reasons, whenever
possible, and after due consideration of the requirements of the Depart-
ment and the length of service, attendance, work performance and atti-
tude of the employee, will forward the request with his recommenda-
tions to the Superintendent’s office.

An employee granted leave of absence in accordance with this Section B

may remain in the Town of Wellesley Group Insurance Plan, provided arrange-
ments are made with the Treasurer of the Town of Wellesley for the payment of
the full insurance premium for the duration of the leave of absence. Employees
failing to apply for continued membership in the Plan will be dropped from the

Plan.

6.

Failure to return to work on the expiration of a leave of absence shall

constitute a voluntary termination of employment. Acceptance of any kind of
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pay while on leave of absence other than military shall be considered to be a vol-
untary resignation on the part of the employee. The appropriate Department
Head and the Assistant Superintendent are responsible for uniform and impartial
administration of this policy and procedure.

It is understood that the federal Family and Medical Leave Act of 1993 where ap-
plicable, supersede these provisions where the Act provides additional and/or
enhanced benefits.

ARTICLE 17

Group Insurance
Employees covered by this Agreement who work twenty (20) or more hours per week,
shall be provided an opportunity to join the Town of Wellesley Group Insurance Plan,
which provides for group life insurance, group accidental death and dismemberment in-
surance, group hospitalization and surgical benefits and extended benefits care for em-
ployees and retired employees and their eligible dependents. Admission to the mem-
bership in said plan shall be in accordance with the terms and conditions of the contract
between the Town of Wellesley and the insurance carrier.

ARTICLE 18

Workers’ Compensation
In the event an employee is incapacitated as the result of a bona fide injury or sickness
arising out of and in connection with her service to the COMMITTEE and for which
Workers’ Compensation is payable, she shall be granted the difference between Work-
ers’ Compensation payment and her regular straight time rate of pay on the same basis
and procedures as set forth under ARTICLE 12 Sick Leave of this Agreement. Notification
of such injury or sickness must be made to the supervisor within twenty-four (24) hours
of the injury or onset of the illness.

ARTICLE 19
Safety

The COMMITTEE shall, from time to time, make reasonable regulations for the safety
and health of the employees during their hours of employment. The COMMITTEE shall
provide such protective clothing and equipment, as it deems necessary. Such clothing
and equipment is and at all times shall remain the property of the Town of Wellesley
and employees on termination of employment shall return all such items or make pay-
ment in lieu thereof.
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ARTICLE 20

Personnel Records
The COMMITTEE of the Town of Wellesley is the custodian of the official personnel rec-
ords of employees covered by this Agreement. Employees upon request shall be given
an opportunity to review such personnel records and may have an Association repre-
sentative present for such review. Should an employee believe her personnel record
contains inaccurate information; such an allegation may be made a subject of the griev-
ance procedure. No material derogatory to an employee's conduct, service, character or
personality will be placed in her/his personnel file unless the employee has had the op-
portunity to review such material. The employee will acknowledge that s/he has had the
opportunity to review such material by affixing her/his signature to the copy to be filed
with the express understanding that such signature in no way indicates agreement with
the contents. The employee will also have the right to submit a written answer to such
material and her/his answer shall be reviewed by the Superintendent and attached to
the file copy. Employees have the right upon request to copy any material contained in
the personnel file.

ARTICLE 21
Seniority

(a) For the purposes of this article, seniority shall be considered as the length of an
employee’s continuous full-time service with the Wellesley Public Schools. The Associa-
tion will be provided an updated seniority list on July 1 of each year showing name, clas-
sification, step, date of hire, years, and hours worked since the previous July 1 for each
member of the bargaining unit, if requested by the Wellesley Education Professional
Support Association Unit B. Continuous service means the most recent period of unbro-
ken service in the Wellesley Public Schools, provided that military service, or layoff as
hereinafter defined shall not be considered a break in continuous service for the pur-
poses of establishing a seniority rating. The first six (6) months of employment shall be
considered a probationary period. No controversy covering the tenure of employment
of a probationary employee shall be the matter of a grievance.

Employees involuntarily bumped into a position with a lower salary grade will be frozen
at the current rate of pay until the salary surpasses the current rate of pay for the lower

position.

Seniority will be calculated in terms of hours of service in accordance with the preceding
paragraph. Hours of overtime shall be excluded from the computation of seniority.

Ties in the length of service shall be resolved by lottery.
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(b) For the purpose of this Agreement, the term “layoff” means a reduction in the
number of employees in a given job category in the Wellesley Public Schools due to a
lack of work or funds for the carrying out of any work project in such job category.

1. In the event of a layoff, the least senior employee in the job category af-
fected by the layoff shall be laid off first. Probationary employees shall be laid off
first unless there is no other employee having a seniority rating in such job title
gualified to perform the requirements of the probationer’s job. If there is no
such employee available, the probationary employee shall continue to be em-
ployed on such job. Such laid-off employees having a seniority rating shall have
the right to bump the least senior employees in the same or lower numerical la-
bor grade, having less seniority, provided they are qualified to do the work of the
persons such laid-off employees seek to bump. Indiscriminate bumping shall not
be permitted and bumping by any employee shall be limited to a single bump.
Employees must be willing to work the hours of the employee bumped.

If more than one person is being laid-off, the most senior person being laid-off
has first choice to bump the least senior employees, having less seniority. The
most senior person may temporarily decline to bump in which case the next
most senior person has the option to bump or temporarily decline. This process
continues until one of the people being laid-off bumps a least senior employee,
having less seniority. At that time, the most senior person being laid-off may
bump the least senior employees, having less seniority, (including a person who
has bumped into a position) or, again, may temporarily decline. This process con-
tinues until everyone who is eligible to bump a least senior employee has exer-
cised a final opportunity to bump or to decline to bump. An employee who
chooses not to exercise bumping rights will be considered laid off for purposes of
unemployment compensation.

2. Laid-off employees shall have recall rights for a maximum period of two
(2) years. Employees having less than two (2) years service but more than one
year of service prior to layoff shall have recall rights for a maximum period of
one (1) year. With respect to employees having less than one year of service
prior to layoff, their recall periods shall be equal to the number of months of
their service in excess of six (6) months.

3. When a vacancy occurs, the job will be posted pursuant to ARTICLE 24.
Should the vacancy not be filled via the bidding process, laid off employees of
the same job category shall then be given the first opportunity to return thereto
in the order of their seniority. Any person refusing or failing to exercise such re-
call opportunity with ten (10) working days following notice sent to him/her by
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(c)

(d)

the COMMITTEE by certified mail at his/her last known place of residence ap-
pearing on the records of the Wellesley Public Schools shall be placed at the bot-
tom of the recall list. Should an employee refuse a second recall, he/she will for-
feit all further recall rights. Such person exercising recall rights shall have two (2)
additional days to report to work.

4, In all cases of layoff and recall following a layoff, seniority shall be the de-
ciding factor among employees physically fit, qualified and competent through
knowledge, skill and efficiency to perform the available work. The determination
of comparative qualifications is the responsibility of the COMMITTEE, but in car-
rying out this responsibility there shall be no discrimination among employees.

An employee shall lose his/her seniority for the following reasons:
1. He/she quits employment with the school or is transferred to a position
not covered by this Agreement.

2. He/she is discharged and the discharge is not reversed through the griev-
ance procedure set forth in this Agreement.

3. He/she is absent for three (3) consecutive working days without notifying
the COMMITTEE. Exceptions may be made only with the consent of the COM-
MITTEE. After such absence, the COMMITTEE will send written notification to
the employee at his/her last known address that he/she has lost his/her senior-
ity, and that his/her employment has been terminated.

4, If he/she does not return to work when recalled from layoff as set forth
in the recall procedure, exceptions shall be made only with the consent of the
COMMITTEE.

5. Failure to return from Sick Leave and Leave of Absence.

6. He/she retires.

A recall list of laid-off employees shall be compiled in order of seniority and a
copy furnished to the ASSOCIATION within thirty (30) working days after the
layoff has been accomplished. The ASSOCIATION shall be furnished copies of all

“bumping” lists.

Where the words are used in this Agreement, “Job Group” refers to the alpha-

betical designation assigned to the various groups of job titles in APPENDIX A and “Job
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Classification” refers to each of the job titles recognized in the salary schedule set forth
in Appendix A attached hereto.

ARTICLE 22

Grievance Procedure
(a) A grievance is an employee’s expressed feelings of dissatisfaction presented in
writing, concerning aspects of her employment or working conditions arising out of the
terms and conditions of this Agreement which have not been resolved to the em-
ployee’s satisfaction through informal discussion with her immediate superior. Such
grievances may relate to the interpretation or application of, or compliance with any of
the provisions of said Agreement. The ASSOCIATION shall advance grievances of the em-
ployees to the COMMITTEE.

(b) The COMMITTEE and the ASSOCIATION expect employees and supervisors to
make a sincere effort to reconcile their differences. The following procedures are estab-
lished for settlement of grievances:

1. The employee’s grievance must contain the following information:
a. A statement of the grievance, which cites that part of the Agree-
ment, which has been violated;
b. A statement of remedial action of relief sought;

Evidence (documentary, if available) to support the grievance.

2. The employee or the ASSOCIATION representative must notify his/her su-
pervisor within fifteen (15) working days after the occurrence of the matter
which gave rise to the grievance. The supervisor will meet with the aggrieved
employee and his/her ASSOCIATION representative and make his/her decision
within five (5) working days after the grievance hearing, unless it is mutually
agreed by the participants that additional time will be allowed.

3. Should the grievance remain unsettled, it must be presented to the Su-
perintendent or his/her designated representative within five (5) working days
after the decision of the Supervisor; otherwise the matter will be considered re-
solved. The Superintendent or his/her designated representative will meet with
the ASSOCIATION representative and make his decision within five (5) working
days after the grievance hearing, unless it is mutually agreed by the participants
that additional time to answer be allowed.

4, Should the grievance remain unsettled, a meeting with the School Com-

mittee may be requested ten (10) working days after the decision of the Superin-
tendent; otherwise the matter will be considered resolved. The School Commit-
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tee and/or its authorized representative, the employee and the employee’s rep-
resentative will meet within fourteen (14) days after the presentation of the
grievance for further discussion thereof in an attempt to dispose of such griev-
ance. A decision will be made within fourteen (14) working days after said hear-

ing.

5. Within fifteen (15) working days after the decision of the School Commit-
tee under the foregoing steps of the grievance procedure, either party may re-
guest arbitration of such grievance.

(c) Arbitration proceedings shall be conducted by an arbitrator selected under the
rules and regulations of the American Arbitration Association. The decision of the arbi-
trator shall be rendered within fifteen (15) days of the completion of the arbitration
hearings, but such period may be extended by mutual agreement of the parties hereto.
The award of the arbitrator shall not have the right to add to, detract from, or in any
way alter the provisions of this Agreement. Furthermore, the arbitration award shall be
one such as it permitted by law and the regulations and policies of the Commonwealth
of Massachusetts applicable to the COMMITTEE and the employees and the ASSOCIA-
TION.

(d) The grievance as stated in the Request for Arbitration shall constitute the sole
and entire subject matter to be heard by the arbitrator unless the parties agree to mod-
ify the scope of the hearing.

(e) No employee shall have the right to require arbitration that right being reserved
to the COMMITTEE and the ASSOCIATION.

() The COMMITTEE will make available, upon request, such records, which the par-
ties agree, are pertinent to the arbitration and are not, in the opinion of the COMMIT-
TEE, of a confidential nature.

(8) Each party shall bear the expense of preparing and presenting its own case. The
costs of the arbitrator and incidental expenses mutually agreed to in advance shall be
shared equally between the two parties.

ARTICLE 23
Classification and Rates of Pay
(a) Classifications and rates of pay effective July 1, 2019 shall be as set forth in AP-
PENDIX A attached hereto and made a part hereof.
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(b) A new employee shall advance one-step rate at the end of his or her first six (6)
months of employment automatically, with the evaluation to follow in a timely manner,
but lack of an evaluation should not prevent a step increase.

(c) Employees who have a satisfactory performance record shall be eligible for a
step-rate increase on their annual anniversary date (the year to be counted from the
date of the latest increase other than the general increase) but not more, until the maxi-
mum for their job is reached, but lack of an evaluation should not prevent the step in-
crease.

(d) Employees whose classifications have been upgraded shall move to the new
group at the same step and shall retain their anniversary date. When an employee is
promoted to a higher rated job, he or she shall enter at the minimum rate of the job or
at the step-rate of the job next above his or her rate of the position to which he or she
has been promoted, whichever is the higher. Such employee upon being promoted shall
be placed on a step, which would result in a minimum increase of ten dollars (510.00)
per week. At that time, he or she may further receive a one-step increase upon the rec-
ommendation of the Superintendent or his designated representative. The employee’s
anniversary date will be one-year from the date of the promotion.

(e) Employees on the maximum step of their classification who are involuntarily
transferred to a lower classification (transfer includes bumping) shall be frozen until
such time as the maximum of the lower classification equals or exceeds the frozen sal-
ary. Employees not on the maximum step who are involuntarily transferred (transfer in-
cludes bumping) to a lower classification shall be placed on the step closest to but not
higher than their present salary, but their salary shall be frozen until such time as the
salary of the lower classification equals or exceeds the frozen salary.

Employees who transfer voluntarily to a lower rated job shall enter it at their present
rate or at the maximum of the job, whichever is lower.

(f) Whenever a secretary (Unit A or Unit B) in a higher grade is absent for any rea-
son for five (5) consecutive days or longer and a secretary in a lower grade (Unit A or
Unit B) has been designated by the Director of Human Resources to serve as the acting
secretary in a higher grade during her absence, the secretary providing the coverage
shall be compensated on the salary schedule (Unit A or Unit B) of the covered position
at her current step for all time spent covering the higher position.

(8) The COMMITTEE shall maintain current and accurate written job descriptions of
the jobs or positions in the bargaining unit, describing the essential characteristics and
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general duties of the jobs. The descriptions shall not be interpreted as complete or limit-
ing definitions of any job or position and employees shall continue in the future, as in
the past, to perform the duties assigned by their supervisors, or other administrative au-
thority. Whenever a new position is established, or the duties of an existing position are
so changed that in effect a new position is created, the COMMITTEE shall allocate such
new or changed position to its appropriate group. Employees may request a review of
the written job description to verify the accuracy and group classification of their job no
more than once in twelve (12) months.

Reclassification:
(h) Effective July 1, 2021, if an Employee or an Administrator thinks a position
should be reclassified, the following procedure should be followed:

1. the employee should write a complete description of the current duties;
2. the employee should specify why the position should be reclassified;
3. the supervisor and Director of Human Resources should review the de-

scription of duties and attest to its accuracy;

4, the request for reclassification along with the job description, as well as
any additional supporting data, should be submitted to the Assistant Superinten-
dent for Finance and Operations, who shall render a decision within fifteen (15)
working days of his receipt of the request;

5. if the decision in step (4) is not satisfactory to the employee the matter
should be referred to an ad hoc job evaluation committee consisting of two ap-
pointees of the administration and two appointees from the Association, exclud-
ing, however, the requesting parties. The members of this evaluation committee
should familiarize themselves with job evaluation techniques and shall, as a
body, render a decision on the matter within fifteen (15) working days of their
date of organization. The decision of this committee shall be in writing and di-
rected to the requesting party, the Association, and the Superintendent of
Schools.

6. the use by an Employee of the procedure outlined above shall be in lieu
of all other remedies, including the grievance procedure, arbitration, and legal

action, and shall not constitute a waiver of the School Committee's right to de-
fine job expectations at its sole discretion.
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(i) Each employee’s work performance and attendance record shall be reviewed

with her/him by her/his immediate supervisor at least once each year prior to August
15th Upon completion of such review, it shall be signed by the employee and the em-
ployee’s supervisor and forwarded to the Human Resources Office for inclusion in the
employee’s official personnel file.

(i) The Superintendent or his designee may authorize an entrance rate higher than
the minimum rate for a position.

(k) Employees who complete the following years of continuous service with the
Town of Wellesley shall be paid immediately following the anniversary date of such ser-
vice to the Town as follows:

Effective July 1, 2019:

()] Employees who complete the following work years of continuous service with
the Town of Wellesley shall be paid on their anniversary date of such service to the

Town as follows:

Additional Longevity Pay

Seniority Period FY’2020 FY’2021 FY’2022
15 through 19 years $1,460 $1,489 $1,519
20 through 24 years $1,580 $1,612 $1,644
25 or more years $1,700 S1,734 $1,769

Employees who work less than full-time will have their longevity pay pro-rated.
(m)  All members will be paid by direct deposit with electronic pay stub.

ARTICLE 24
Vacancies and Promotions

(a) Before hiring a new employee to fill permanent vacancy, which the COMMITTEE
intends to fill in a classification covered by this Agreement, the COMMITTEE shall email
the notice of vacancy to all bargaining unit members. Employees wishing to be consid-
ered for such posted vacancy shall apply through School Spring. Request for considera-
tion received after the end of the posting period may be considered at the discretion of
the COMMITTEE if no bids from qualified employees are received during the posting pe-
riod. The COMMITTEE agrees to give preference to qualified employees within the bar-
gaining unit but in the event there are no bids from qualified employees, the COMMIT-
TEE may fill the vacancy as it determines appropriate, provided there is no employee on
recall.
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(b) Probationary employees shall be ineligible to bid but may be considered if there
are no qualified bidders. Employees, who have received a classification change through
the bid procedure, shall be ineligible to bid until after twelve (12) months of such classi-
fication change.

ARTICLE 25
Travel Allowance
(a) Purpose: To define the policy on travel, transportation, and the use of private au-
tomobiles in the conduct of official Town business and to establish the procedure for
the reimbursement or payment of expenses connected therewith.

(b) Reimbursements: Employees shall be reimbursed for actual, reasonable and nec-
essary expenses incurred by and for themselves as a result of approved travel in connec-
tion with their duties or office. Travel shall be at tourist or coach class using the most di-
rect or economical route. Employees using private automobiles shall be reimbursed for
such travel at a rate equal to the Wellesley Town Rate except that, as a rule, such reim-
bursement shall not exceed the cost of public transportation. Employees whose duties
require transportation continuously and regularly, may be provided with a vehicle or re-
ceive a stated monthly allowance in lieu of reimbursement for the use of their private
automobiles.

(c) Definitions:
1. Actual Expense - an expense that has been incurred and must be paid by
an expenditure of money.

2. Reasonable Expense - an expense, the amount of which is appropriate for
the position of the individual and the circumstance giving rise to the expense.

3. Necessary Expense - an expense, the incurrence of which results directly
from approved travel.

Actual, reasonable and necessary expenses include, but are not necessarily lim-
ited to, meals and lodging while away from usual place of work; transportation,
including tolls, parking fees, car rental and mileage between the employee’s
usual place of work, the destination and return; business or professional associa-
tion dinner meeting expenses, including gratuities.

(d) Procedures:
1. Employees needing funds for travel may request an advance. Such re-
guests should state the purpose of travel, give a detailed estimate of expenses,

Page 27 of 40



and submitted through appropriate channels to the Board of Selectmen for ap-
proval.

2. Employees requesting reimbursement for travel expenses must submit
their expense report within thirty (30) days of the completion of the travel. Re-
ceipts must be attached.

3. Employees whose spouses accompany them shall be reimbursed for lodg-
ing expense not to exceed two-thirds (2/3) of the cost of a double room (one-
half (1/2) the cost of lodging if meals are included in the room cost - American
Plan).

4, Claims for reimbursement of expense must be submitted on the expense
report form and approved by the employee’s Supervisor and Department Head.

5. Expense checks will be prepared and distributed by the Treasurer.

(e) Enforcement:

Fraudulent or false expense reports are grounds for disciplinary action including dis-
charge. Employees are responsible for the accuracy of the expense report. The Assistant
Superintendent of Finance and Operations or her designee is responsible for uniform
and impartial application of this policy.

ARTICLE 26
Notice of Retirement

Employees will receive a $500.00 incentive if the employee provides a written notice of
retirement six (6) months prior to the effective date of retirement. Payment will be in
the final paycheck.

ARTICLE 27

Evaluation
Each employee will receive a copy of their written performance evaluation by August
15th of each year.

ARTICLE 28
Tax Sheltered Annuities
Pursuant to Chapter 71, Section 37B of the General Laws of Massachusetts, payroll de-
ductions shall be provided for tax-sheltered annuities.
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ARTICLE 29

Strikes and Lockouts
During the term of this Agreement, there shall be no strikes, “sick-outs,” work stop-
pages, secondary boycotts or any slowdown, disturbances or demonstrations during the
working hours. The ASSOCIATION and its representatives will give their support to the
COMMITTEE in maintaining orderly and efficient operations. Participation by any em-
ployee or employees in any act in violation of the provisions of this article shall be cause
for discipline. During the term of this Agreement, there shall be no “lockouts” by the
COMMITTEE.

ARTICLE 30

Legislation
Should any of the terms and conditions of this Agreement be superseded or nullified or
otherwise affected by any legislation, Federal or State, or should any provision of this
Agreement be found to be in violation of any Federal or State law by a court of compe-
tent jurisdiction, such other provision of the Agreement as may not be affected thereby
shall remain in full force and effect for the duration of this Agreement.

ARTICLE 31
Effect of Agreement
(a) This instrument constitutes the entire Agreement of the COMMITTEE and the
ASSOCIATION arrived at as a result of collective bargaining negotiations, except such
amendments hereto as shall have been reduced to writing and signed by the parties.

(b) The parties acknowledge that during the negotiations, which resulted in this
Agreement, each had the unlimited right and opportunity to make demands with re-
spect to any subject or matter not removed by law from the area of collective bargain-
ing, and that the understanding and agreements arrived at by the parties after the exer-
cise of that right and opportunity are set forth in this Agreement. Therefore, the COM-
MITTEE and the ASSOCIATION for the life of this Agreement, each voluntarily and un-
qualifiedly waives the right, and each agrees that the other shall not be obligated to bar-
gain collectively with respect to any subject or matter not specifically referred to or cov-
ered in this Agreement even though such subjects or matters may not have been within
the knowledge or contemplation of either or both of the parties at the time that they
negotiated or signed this Agreement.

(c) The waiver of any breach or condition of this Agreement by either party shall not

constitute a precedent with respect to future enforcement of all the terms and condi-
tions of this Agreement.
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(d) No provision of this Agreement shall be retroactive prior to the effective date
unless otherwise specifically stated herein.
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ARTICLE 32

Duration of Agreement
This Agreement shall be effective as of July 1, 2019 and shall continue in full force and
effect until midnight June 30, 2022 and shall then terminate unless extended by the
parties hereto. Negotiations to amend this Agreement may be initiated at any time by
mutual consent of the parties. Either party may open negotiations for a successor
Agreement at any time in the 2021-2022 school year by sending a written notice of such
intention to the other party.

Upon receipt of such notice the parties shall make mutually satisfactory arrangements:
to engage in negotiations leading to a settlement of issues raised by such notice.
Nothing in this ARTICLE shall preclude either the COMMITTEE or the ASSOCIATION from
modifying any proposals made during the course of the negotiations.

IN WITNESS THEREOF, the COMMITTEE has caused this instrument to be duly executed
by its authorized designees and the ASSOCIATION acting in behalf of the employees has

caused this instrument to be signed by its proper officers hereunder duly authorized July
1, 2019:

For the Wellesley Education

fessional % For the Wellesley School Committee:
T X Wﬁ\% Ma

Lo Strcate . Midissa Moti)
R Tosodn, oL —

Ww{,\) | [N
U
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APPENDIX A
Salary Tables

Job Group “A” and Job Group “B” positions are non-exempt, hourly rate positions. Job
Group “C” are exempt, annual salary positions.

Administrative Assistants — Job Group A2, Hired After 10/1/14
2,016 Hours per Year, except on Leap Years

2.00% 2.00% 2.00%
Step FY’20 Hourly FY’21 Hourly FY’22 Hourly

1 $24.34 $24.82 $25.32
2 $25.14 $25.65 $26.16
3 $26.37 $26.89 $27.43
4 $27.83 $28.38 $28.95
5 $28.71 $29.29 $29.87
6 $29.43 $30.02 $30.62
7 $30.16 $30.76 $31.38
8 $31.40 $32.02 $32.66
9 $32.67 $33.32 $33.99
10 $33.95 $34.62 $35.32

“Job Group A”
Administrative Assistant to the Director of Student Services

Administrative Assistant to Assistant Superintendent of Teaching and Learning
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Accounting Coordinators — Job Group B, Hired Before 10/1/14
1,820.25 Hours per Year, except on Leap Years

2.00% 2.00% 2.00%
Steps FY’20 Hourly FY’21 Hourly FY’22 Hourly

1 $30.38 $30.98 $31.60
2 $31.28 $31.92 $32.55
3 $32.19 $32.84 $33.49
4 $33.10 $33.76 $34.44
5 $34.01 $34.69 $35.38
6 $34.91 $35.61 $36.33
7 $35.82 $36.54 $37.27
8 $36.72 $37.45 $38.20
9 $37.63 $38.38 $39.15
10 $38.54 $39.31 $40.09

“Job Group B: 35 Hours, Hired Before 10/1/14”
Accounting Coordinator of Payroll
Instructional Materials Coordinator
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Accounting Coordinators — Job Group B, Hired After 10/1/14
2,016 Hours per Year, except on Leap Years

2.00% 2.00% 2.00%
Steps FY’20 Hourly FY’21 Hourly FY’22 Hourly

1 $27.43 $27.98 $28.54
2 $28.24 $28.81 $29.38
3 $29.06 $29.64 $30.23
4 $29.89 $30.48 $31.09
5 $30.70 $31.32 $31.94
6 $31.52 $32.15 $32.79
7 $32.34 $32.99 $33.65
8 $33.16 $33.82 $34.50
9 $33.98 $34.66 $35.35
10 $34.79 $35.49 $36.20

“Job Group B: 40 Hours, Hired After 10/1/14”

Accounting Coordinator of Payroll
Accounting Coordinator of Purchasing

Accounting Coordinator for Student Services
Accounting Coordinator of Accounts Payable
Accounting Coordinator of Accounts Receivables and Cash Management

Instructional Materials Coordinator
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Transportation Coordinator and Assistant Athletic Director - Job Group C

2.00% 2.00% 2.00%
Steps FY’20 Annual FY21 Annual FY’22 Annual
1 $65,943 $67,262 $68,607
2 $67,634 $68,987 $70,367
3 $69,368 $70,756 $72,171
4 $71,147 $72,570 $74,021
5 $72,971 $74,430 $75,919
6 $74,841 $76,338 $77,865
7 $76,760 $78,295 $79,861
8 $78,730 $80,304 $81,910
9 $80,747 $82,362 $84,009
10 $82,819 $84,475 $86,165

{

‘Job Group C”
Transportation Coordinator

Assistant Athletic Director

Job Description Study — The parties agree to form a committee consisting of six mem-
bers, three from the Administration and three from the Association. The role of the
committee is to recommend to the Superintendent by June 30, 2020 appropriate up-
dated job descriptions for each position in the bargaining unit.

Reclassification Study - The parties agree to form a committee consisting of six mem-
bers, three from the Administration and three from the Association. The role of the
committee is to recommend to the Superintendent by June 30, 2021 potential reclassifi-
cation of positions.
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APPENDIXB
Application for Leave of Absence

Name:

Department:

Classification/Position Title:

Date of Hire:

Purpose for which leave is requested:

Dates of Leave: From: To

| understand that unpaid time spent on leave of absence is not considered time worked,
that | must make arrangements with the Town Treasurer for the payment of total pre-
miums of my group insurance coverage for the period of this leave of absence, and that
failure to return to work at the expiration of an approved leave of absence shall consti-
tute a voluntary termination of my employment with the Town of Wellesley

Applicant Date

Supervisor’s Recommendations: (Attach supporting documents)

Supervisor Date
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APPENDIX C
Evaluation Tool

Name:

Position:

Supervisor:

Evaluation Date:

Job Description Attached:  Yes No

Rating Scale:

4 = Highly Effective:

Performance objectives often exceed expectations. Projects and objectives are com-
pleted in a manner that expands the scope and impact of the assignment and increases
the impact on the department/school. Then employee is viewed as having made nota-
ble contributions

3 = Effective:

Performance is competent and effective along established expectations; initiative and
resourcefulness and good judgement are consistently exercised. Employee makes a
solid, reliable and meaningful contribution to the department/school.

2 = Improvement Required:
Performance falls below expectations. Goals for improvement should be created to

remedy the deficiency.

1 = Unsatisfactory:
Performance is slightly below expectations. Improvement is required.
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Wellesley Public Schools
WEPSA - Unit A and B - Evaluation Instrument

Overall Rating

Demonstrates knowledge of position and produces quality work
Performance Indicators
Performs duties and responsibilities reliably, accurately, and on a timely basis
Top three job responsibilities based upon each employee's specific job description
1
2
3
Ability to effectively use applicable technology/software:
Google platform
AESOP
Excel
Word
Munis - as applicable
Displays attention to detail, avoids errors, strives to ensure accuracy

(Recommended = 2) or (Required = 1) action steps for improved performance

Demonstrates ability to plan, organize, and set priorities

Performance Indicators

Abilty to plan, prioritize, and organize work to ensure completion on a timely basis

Ability to multitask, handle multiple assignments, and perform under pressure/maintain composure
Ensures expected results are achieved through utilization of all appropriate resources

(Recommended = 2) or (Required = 1) action steps for improved performance

Demonstrates adaptability, flexibility and commitment

Performance Indicators

Provides accurate and timely assistance to supervisor, staff, parents, and students
Ability to interpret and respond to new situations, problems, procedures, and methods
Displays a willingness to learn new tasks/software as needed

Responds appropriately to suggestions

(Recommended = 2) or (Required = 1) action steps for improved performance
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Ability to make sound decisions and use sound judgment

Performance Indicators

Ability to accurately assess and differentiate priorities and respond/change plans accordingly
Displays initiative, takes responsibility, and develops plan to accomplish work effectively
Ability to work independently, with little to no oversight

Seeks input from appropriate resources to resolve issues effectively

(Recommended = 2) or (Required = 1) action steps for improved performance

Demonstrates effective communication skills
Performance Indicators

Keeps supervisor informed as appropriate

Effective and appropriate in both verbal and written communication
Ability to effectively manage email and respond in a timely manner

(Recommended = 2) or (Required = 1) action steps for improved performance

Demonstrates professionalism and integrity

Performance Indicators

Demonstrates appropriate conduct - cooperative, considerate, tactful - in all situations

Interacts effectively and appropriately with all stakeholder: supervisor, administration, staff, parents, students
Demonstrates discretion and practices confidentiality

Attendance is regular and observes established working hours

(Recommended = 2) or (Required = 1) action steps for improved performance
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Wellesley Public Schools
WEPSA - Unit A and B - Evaluation Instrument

What are the major strengths of this employee?

What are the objectives for this employee before the next evaluation?

Acknowledgement of Evaluation

| have received and agree with this evaluation.

Employee Name

Employee Signature

Date

Supervisor Signature

Date

| have received and disagree with this evaluation.
| understand that | have the option to respond with rationale for my disagreement that will
be attached to this evaluation and placed into my personnel folder.
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