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ARTICLE 1

RECOGNITION

1.1  The Wabash Community Unit School District #348 Board of Education hereinafter
referred to as the “Board,” recognizes the Wabash Community Education Association,
affiliated with the Illinois Education Association and the National Education Association,
hereinafter referred to as the “Association,” as the sole and exclusive negotiating agent
for all regularly employed full-time and part-time non-certified employees, including
secretaries, nurse/secretaries, bus drivers, custodians, cooks, aides / assistants/
patraprofessionals, and parent coordinator(s)/educator(s). Employees excluded are all
supervisory, managerial, and confidential employees, as defined by the Illinois Education
Labor Relations Act, including secretary to the superintendent, secretary to the
curriculum coordinator, payroll secretary, accounts payable secretary, bookkeeper,
treasurer, transportation coordinator, Pre-K Coordinator/ Model Parent Training
Coordinator, high school head custodian, food services manager, District Office clerical
staff, the bus mechanic, District Director of Technology Services, and District Computer
Technician.

1.2 In compliance with the No Child Left Behind (NCLB) mandate, all regularly employed
and part-time non-certified employees who hold the title of and job duties of assistants
will also be known as paraprofessionals. Paraprofessionals are individuals who provide
instructional support services,
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ARTICLE II

NEGOTIATIONS PROCEDURES

2.1  Negotiations shall begin no later than June 15 in each school year when the end of the
contract is reached. All items proposed for negotiations shall be presented in writing by
the Association at its first meeting. The Board will present its counter proposal within
thirty (30) days of the receipt of the Association proposal.

2.2  Each negotiating team shall consist of not more than seven (7) members excluding a
consultant or the Association President. When the parties agree to negotiate during the
working hours of a team member(s), the member(s} shall suffer no loss of pay or benefits
for these hours, as long as those hours are made up by the individual(s).

2.3 Negotiating sessions shall generally be of two (2) hours duration; however, either party
may adjourn a session at an earlier time and both parties may mutually agree to extend a
session.

24 A All tentative agreements shall be written and initialed by the spokesperson of the
respective teams at the meeting at which the tentative agreements are reached.

B. After tentative agreement has been reached on all items negotiated, the
Agreement shall be submitted to the Association membership for ratification and
subsequently to the Board for adoption.

2.5  Within thirty-five (35) days after the team’s chief spokespersons approve the proof copy
of the Agreement, the Board shall have sufficient copies of the Agreement prepared and
delivered to the Association’s President. The Board shall assume the cost of printing of
the Agreement. The Agreement will be posted on the website.

2.6  All negotiation sessions will be closed meetings.

2.7 The date, time, and location of the next negotiation session shall be scheduled at the close
of the respective current session

2.8 If, after a reasonable period of negotiations, but no carlier than August 1, a contract has
not been completed, either party may declare that an impasse. Upon written declaration
of impasse, the parties will jointly notify the Federal Mediation and Conciliation Services
and request the assistance of a mediator.

R e,
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ARTICLE 111

GRIEVANCE PROCEDURE
3.1  Definitions
A. Any claim by an employee, or the Association if said claim is of a class action

nature or pertains to administrative staff beyond the building level, that there has
been a violation of this Agreement shall constitute a grievance.

B. All time limits consist of school days, except that when a grievance is submitted
fewer than ten (10) days before the close of the cwirent school term, time limits

shall consist of all weekdays when the District Central Office is open.

3.2 Basic Principles

A, A grievance may be withdrawn at any level without precedent.

B. Time Bar - Failure of an employee or the Association to act on any grievance
within the prescribed time limits will bar any further appeal.

C. Class Grievance - Class grievance involving one or more employees or one or
more supetvisors shall be initially filed at Step 1.

3.3 Procedure

Informal Step: An attempt shall be made by the grievant by means of an informal
verbal discussion between the grievant and his/her immediate supervisor. If,
however, the informal process fails to satisfy the grievant, a grievance may be
processed as follows:

1. The employee shall present the employee’s immediate supervisor the
grievance in writing within ten (10) days of the alleged contract violation
or within ten (10} days of when he/she should have been aware of the facts
giving rise to the grievance, specifying the article and clause alleged to
have been violated and stating the remedy sought. The supervisor will
arrange for a meeting to take place with the grievant within ten (10) days
after the receipt of the grievance. The supervisor shall render a decision
within fifteen (15) days of receipt.

2. If the grievance is not resolved at Step 1, or the time limits expire with no
answer, the aggrieved may refer the grievance to the Superintendent or
his/her official designee within ten (10) days after the receipt of the Step 1
answer or the deadline for answer. The Superintendent shall arrange for a
meeting to take place within ten (10) days of his receipt of the appeal.

e
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Within ten {10) days of the meeting the grievant shall be provided with the
Superintendent’s written response.

3. If the Association is not satisfied with the disposition of the grievance at
Step 2 or the time limits expire without the issuance of the
Superintendent’s written reply, the Association may submit the grievance
to final and binding arbitration under the Voluntary Labor Arbitration
Rules of the American Arbitration Association (AAA), which shall act as
the administrator of the proceedings. If a demand for arbitration is not
filed within thirty (30} days of the date of the Step 3 answer, then the
grievance shall be deemed withdrawn.

a. Neither the Board of Education nor the Association shall be
permitted to assert any grounds or evidence before the arbitrator
which has not previously been disclosed to the other party.

b. The arbitrator, in his opinion, shall not amend, modify, nullify,
ignore or add to the provisions of this Agreement. His authority
shall be strictly limited to deciding only the issues presented to him
in writing by the school district and the Association, and his
decision must be based only upon his interpretation of the meaning
or application of the express relevant language of the Agreement.

c. Each party shall bear the full costs for its representation in the
grievance procedure,

d. If either party requests a transcript of the proceedings, that party
shall bear full costs for that franscript. If both parties order a
transcript, the costs of the two (2) transcripts shall be divided
equally between the Board and the Association.

e. Each party shall share equally the cost of the arbitrator and the
AAA.

3.4 Association Representation

The Board acknowledges the right of the grievant to have a local association
representative present at Step 2, if the grievant requests one. The Association will be
notified of any acceptance or rejection of a grievance at the formal steps of the grievance
procedure.

D e e e e ]
WCUSD #348 / WCEA Contract 2022-2023, 2023-2024, 2024-2025, 2025-2026 Page 4




3.5 Disclaimers

A. If the Association or any employee files any claim or complaint in any form other
than under the grievance procedure of this Agreement, then the Board shall not be
required to process the said claim or set of facts through the grievance procedure.

B. Any investigation, handling, or processing of any grievance by the grievant shall
be conducted so that instructional programs and related work activities of the
grievant or the teaching staff are not interrupted.

C. No reprisal shall be taken by the Board or the administration for an employee’s
participation in a grievance,

D. Should the arbitrator require the presence of an employee during an arbitration
hearing, the employee shall be allowed to be present at the times specified by the
arbitrator without loss of pay.

]
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ARTICLE 1V

ASSOCIATION RIGHTS

4.1 The President of the Association shall be given notice electronically of all regular Board
meetings together with one (1) copy of the agenda at least forty-eight (48) hours prior to
the scheduled meeting.

For special called meetings electronic or verbal notice, together with the purpose of the
meeting, shall be given to the Association President as far in advance as circumstances
permit. Emergency meetings are not subject to this provision.

The District Office will electronically send one (1) copy of the Board meeting agenda to
each of the District employment sites at least one (1) day prior to the regularly scheduled
meeting.

4,2  Within seven (7) working days after the approval of each previous open meeting minutes,
copies of the approved minutes shall be provided electronically to the Association
President.

4.3  Upon the request of the Association, the District will electronically provide a copy of the
following:

A. Annual financial report

B. Annual budget

C. Pupil enrollment numbers as available

D, District assessed valuation figures as available

These items can also be accessed on the district website.

4.4 At the beginning of each school year, the District will provide the Association President
with the names and addresses of currently employed bargaining unit members.

Anytime within the year when new employees are hired, the District will provide the
Association President with the names and addresses of these bargaining unit members.

45 A The Association President shall be allowed up to fourteen (14) days total leave
during each school year of the contract for bargaining unit members to attend
Association workshops and conferences. The leave is subject to the following
provisions: (1) one school calendar week advanced notification to the respective
principal/supervisor is provided; (2) the cost of the substitute is reimbursed by the
Association prior to the leave dates; (3) no more than two employees be provided
such leaves at the same time from the same building.

B. Second shift custodians may request release time from work for a period not to
exceed two hours for the purpose of attending Association meetings. An

e
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4.6

4.7

4.8

4.9

equivalent period of time shall be worked by the employee at the end of the shift.
Requests for this unpaid release time shall be presented to the immediate
supervisor prior to the meeting. The request may be denied if the supervisor
determines such release time may interfere with District operation.

Upon approval of the appropriate building principal, the Association may use the school
buildings for meetings at a time when school is not in session. Such meetings shall not
interfere with instructional and/or extracurricular programs. Whenever special custodial
service is required, the Board may make a reasonable charge in accordance with Board
Policy.

The Association shall not be denied reasonable use of school business equipment/
electronic mail available, as long as such use does not interfere with district operations or
instructional or extracurricular activities, as determined by the Principal or
Superintendent. All equipment linked to the data management system is excluded. The
Association shall purchase all supplies and materials used in the business of the
Association.

The Association may post Association business notices on one (1) builetin board within
each building as specified by the Superintendent.

Dues Deduction: Any employee who wishes to pay dues to the association may elect to

have the dues withheld from the payroll under the following conditions:

A. The association shall notify the district of the total amount of dues required for
each employee. Once the list for payroll deductions has been submitted, the
District will provide the Association President with the amount of deduction per
check per employee and the number of months the deduction will be made.

B. The employee will sign and deliver a continual authorization form to the District.
The form will include a deadline for rescinding payroll deduction for any year.
Failure to rescind the deduction authorization will obligate the employee for the
rest of the year. Should any employee leave employment, the monthly deduction
for dues will be stopped. If an employee should wish to continue their
membership, the balance due is payable to the WCEA.

C. The District will deduct the total dues required over the pay periods October
through June.

D. The District will remit dues to the association as deducted within ten (10) days of
the deduction.
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5.1

5.2

5.3

54

ARTICLE V

ASSIGNMENTS AND CONDITIONS OF EMPLOYMENT

Posting of Vacancies

The Superintendent shall provide the Association a notice of unit positions deemed
vacant by the Superintendent. Any vacancies due to the outflow of the initial vacancy
will also be posted whenever possible. Except for emergencies, as determined by the
Superintendent, the notice will be provided at least five (5) working days prior to filling
the vacancy.

A form to be used for posting vacancies will be jointly written by the Superintendent or
his Designee and the Association President. The Form will become part of the contract
as Appendix B.

Yoluntary Transfer

Any employee may apply in writing for transfer to another position.

Current employees with seniority in a job category shall be given consideration when
filling vacancies.

Changes in Assisnments

A, Employees shall be given their tentative assignments by July 1. If the tentative
assignment does change, the affected employee will be notified.

B. All transfers will be discussed with staff members prior to any changes.
Employee preference will be given consideration, but the decision of the

administration is final.

C. Current employees with seniority in a job category shall be given consideration
when filling vacancies.

Seniority

Seniority - Definition:

Seniority is the length of an emplovee’s service starting with the first day on
which duties are performed within the emplovee’s respective job category.

At least 75 days before the end of the school year, annually, the Employer shall
publish a seniority list for each of the job categories:

* Bus Drivers

* Custodians
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Cooks

Secretaries

Nurse/Secretaries

Lunchroom Assistants

Bus Assistants

Program Assistants/Paraprofessionals.

E S

A seniority list of part-time employees for each of the previously listed categories
will also be published. The list will be based on the definition of seniority in
Section 5.4 of this Article.

Employees shall accrue seniority as listed in the category he/she is currently
employed and shall retain any previous accumulated seniority in any other
category the employee has worked. However, seniority shall accumulate in only
the category on which the employee is presently employed.

When a first-year employee is released and hired back within one year, the
employee shall retain accrued seniority in his/her previous classification.
Seniority will resume from the recalled date of employment.

Seniority for staff members covered by this agreement will be based solely by
category.

1. Seniority is lost upon the following:
a. Resignation
b. Dismissal
c. Retirement
2. Seniority continues to accrue during the following:
a. Paid leave-of-absence

b. Temporary disability under IMRF

5.5 Reduction-in-Force

A.

Should the District reduce the number of employees in a job category, the least
senior employee in that category shall be released first.

Should employees have equal seniority as defined above, ties will be broken in
this order:

1. Length of total years in district service

2. Years of continunous district service, excluding periods of approved
unpaid leaves and established periods of layoffs.

3. Drawing of lots.
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C. Recall rights shall prevail for one (1) calendar year from the beginning of the
following school term for which the reductions were made. Qualified employees
will be recalled in order of seniority for any positions in their specific category
that become available. When the employee is recalled, the employee shall retain
accrued seniority in his/her previous classification category. Seniority will
continue from the recalled date of employment. Failure to respond within twenty
(20) days to a notice sent Certified Mail to the last address supplied by the
employees will void recall rights. It shall be the responsibility of the employee to
inform the Superintendent of any change in home address.

D. If an educational support personnel employee is removed or dismissed or the
hours he or she works are reduced as a result of a decision of the school board (i)
to decrease the number of educational support personnel employees employed by
the board or (ii) to discontinue some particular type of educational support
service, written notice shall be mailed to the employee and also given to the
employee either by certified mail, return receipt requested, or personal delivery
with receipt, at least 30 days before the employee is removed or dismissed or the
hours he or she works are reduced, together with a statement of honorable
dismissal and the reason therefore if applicable.

5.6 Conditions of Employment

5.6-1A:Custodian Overtime

When extra work is available, the immediate supervisor shall inform his/her
fellow workers of the details and arrange for the duties to be covered. Extra work
shall be defined as all work over and above the standard work day and/or work
week. Such work shall be assigned on a rotating basis beginning with the most
senior and going down the list of those employees assigned to the building in
which the work occurs. This work shall include, but not be limited to, work
caused by an outside agency using school facilities, sporting events, or internal
substitutions,

5.6-1B: When custodians receive a call-in to perform duties related to activities within
the District’s comprehensive program, they will receive a minimum of two

hours pay for work performed during the call-in.

5.6-2 Hiring of Substitutes

If any employee is absent, a substitute will be hired when possible. Unless
extenuating circumstances exist, as determined by the superintendent or designee,
only one (1) workday/shift will be covered without a substitute being hired.
When a substitute is not hired, any employee who covers the absent employees
duties will be paid time-and-a-half or receive one and one-half (1 ') times the
hours worked as compensation time, for all hours worked beyond the forty (40)
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hour work week. If part-time custodians provide this service, they will be paid at
their regular rate of pay for all hours worked.

5.6-3 Attendance at Meetings

Employees attending meetings at the request by the District will be reimbursed
expenses for travel, registration, lodging, and meals as determined by the
superintendent or designee. When these meetings occur during the workday/work
year, the individual will suffer no loss in salary. This does not include those
meetings and workshops that are necessary for the individual to maintain
certification for their job.

5.6-4 Phyvsical Exam Fees

The Board shall pay the cost of a physical exam with a physician contracted
by the district to give bus drivers the IDOT physical. If a driver selects another
physician, he/she will incur the expense for the physical.

5.6-5 Inclement Weather: Custodian Workday

On days when schools are closed due to inclement weather, employees will not be
required {o work except to remove snow, maintain the heating system and provide
essential services necessary to the operation of the school. Head custodians in
conjunction with the building principal will determine the needs of the building
and schedule custodians to provide essential services. These days will be counted
as regular work days. Should an emergency situation occur at a building site
which would alter essential services, the Superintendent or his’/her designee will
be notified by the building principal.

5.6-6 Bus Driver Extra Trips

A, Sport Trips shall be posted and offered according to driver seniority. The
only exception to driver seniority will be if an individual driver has driven
for a certain sport for eight (8) or more consecutive years and wants to
continue driving for that sport. “That driver will forfeit his/her first round
choice and then be picked back up on the second round selection.” The
trip selection process will then follow the list, top to bottom, until all
sports trips have been selected.

The Sports Trips Selection Meeting and Initial Meeting for Drivers for the
new school year shall take place the day following Central Registration at
a time designated by the Director of Transportation and the
Superintendent. Any sports trip that is related to the sport that the driver

S ———————
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has selected for the work year (August to August), the driver shall be
allowed to drive the sports run for that year.

All other extra trips are to be assigned off the rotating drivers list. Extra
trip drivers are to be paid a regular day plus extra driving if AM or PM is
missed. If both AM and PM are missed, one-half (}%) regular day plus
extra driving will be paid.

If a driver is unable to drive any individual sports trip, the trip gets
assigned to the rotation list.

The District reserves the right to use the Excursion / Suburban or any
other school activity vehicle for any trip without using current bargaining
unit bus drivers.

B. School District buses are to be used for school related business and/or
operations only. Buses shall be used for district bus routes and extra trips
only. They shall not be used for personal business.

C. Buses may be assigned at the beginning of the school year to be patked at
the home of the driver after receiving permission from the Superintendent,
or designee, and the Transportation Coordinator,

5.6-7 Cafeteria Staff
District cafeteria staff shall be given at least fifteen (15) school days prior notice
for any special food preparation for school activities. If a special food order is

needed, thirty (30) days notice must be given.

5.6-8 Probation / Just Cause

Any employee in his/her first year of employment will be a probationary
employee and not entitled to just cause discipline and dismissal rights. They may
be discharged at any time without notice, compensation or assigning any reasons
whatsoever.

Upon completion of the probationary period, an employee shall be placed on
continual employment status and may be disciplined for cause upon action of the
Board of Education, Discipline shall only include the issuance of a formal written
warning, suspension without pay, and the dismissal of an employee.

5.6-9 Dispensing Medication

Non-administrative school employees, except the nurse/secretaries, shall not be
required to administer medication to students.
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ARTICLE V1

WORKDAY AND WORK YEAR

6.1  All full-time employees (see 6.2, as stated below, except bus drivers) shall be entitled to a
duty-free lunch period equal to the regular school lunch period, but not less than thirty
(30) minutes in each school day.

6.2  Full-time employees shall have workday / work year as contained herein:
The length of an employee work year, workday, and duration of the job will be
determined by the specific job and its requirements, for which the person is hired to
perform (as determined by the administration).

6.2-1 Workday

A. Custodians (day shift): eight (8) hours, not including a 30-minute
unpaid lunch break.

B. Custodians (night shift): eight (8) hours including 30-minute paid

lunch break.

C. Secretaries: seven and one-half (7.5) hours not including a one-hour
unpaid lunch break.

D. Cooks: seven (7) hours, including 30-minute paid lunch break

E. Assistants/Paraprofessionals: seven and one-half (7.5) hours, including a

30-minute unpaid lunch break. Extra duties before and after school are
also to be considered part of the assistant’s workday.

F. Bus Drivers who drive complete A.M. and P.M. routes.

G. Nurse/Secretaries: seven and one-half (7.5) hours, not including a one-
hour unpaid lunch break.

6.2-2 Work Year

Full-time employees will observe the following minimum length of work year,
per category, for this section unless otherwise noted. All other employees are
considered part-time employees by the District and not entitled to benefits in this
section.

A. Custodians: 260 days (including paid holidays)

B. Secretaries: 10 months (200 days); 11 months (210 days)

]
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F.

Cooks: (176 days).
Assistants/Paraprofessionals: (180 days)
Bus Drivers: all pupil attendance days (176)

Nurse/Secretaries: 10 months (200 days)

6.2-3  Qvertime

Employees assigned work beyond the regular workday shall receive straight time
for each hour worked until the time for each hour worked exceeds forty (40) hours
per week. Time over forty (40) hours per week shall be paid at one and one-half
(1%) times the employee’s regular hourly rate or the employee is given
compensatory time. If compensatory time is selected, such time must be taken
during the week the overtime is incurred or at a time that is mutually agreed upon.

The work week runs from Sunday through Saturday.

6.2-4 Workday: Part-Time Emplovees

Part-time employees’ hours of work, work week and work year will be
established by the administration. Compensation will be as follows:

* Salary--as per job description and according to hourly/entry level
salary as listed in Appendix A.

* Sick Leave - See Article VII, Sick Leave 7.1.D.

* Insurance eligibility: Part-time employees working less

than 20 hours a week shall have the opportunity of purchasing insurance
subject to carrier approval with no board contribution. The District’s
current health insurance carrier does not allow participation for employees
working less than 20 hours per week.

For part-time employees working at least 20 hours or more
a week, their insurance and salary shall be prorated with their fractional
employment status.

6.2-5 Bus Driver: Pension Eligibility / Insurance Benefits

The standard of six hundred (600) hours must be met by bus drivers in order to
receive IMRF pension benefits and District health insurance benefits.
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6.3  Summer Hours

Summer hours will begin the day after the last day of teacher attendance and continue
until the day preceding the first day of teacher attendance. Registration day(s) will have
special hours as per the Superintendent or designee. Weekly hours in the summer will
remain at thirty-six (36) hours for custodians and twenty-eight (28) hours for secretaries.
The workdays will remain Monday - Friday each week.

Employees absent on more than two (2) Fridays during summer hours shall be docked for
a full day of leave for each additional Friday missed.

6.4 Vacation Leave

Twelve-month full-time custodians who have completed one (1) full year of work will be
entitled to ten (10) days of vacation with pay to be taken during the summer.

In the first year of employment, earned vacation will accrue after 90 days of employment.
After 90 days, earned vacation will be calculated by dividing 365 by the number of
calendar days in the first custodial year (first work day after hire date to and including
June 30™). This percentage will then be multiplied by ten (10) to calculate the partial
year’s earned vacation. Partial days will be rounded up to the next one-half day.

Custodians will be given two (2) additional vacation days during this Agreement. The
days to be selected by the custodian will be on days/times when school is not in session.
The days shall be arranged with the head custodian and the building principal so the
building operations can continue.

Part-time custodians will receive one (1) vacation day to be used in the summer.

6.5 Paid Holidays

Full-time custodians covered by this Agreement are entitled to paid holidays. Paid
holidays are those set aside on the calendar when the employees are not required to work
but for which they receive work credit and are paid their regular rate of pay. Any holiday
that falls on a Saturday shall be observed on the preceding Friday and any holiday that
falls on a Sunday shall be observed on the following Monday when school is not in
s€e8510n,

Should any holiday to be observed fall on a Friday during summer hours, the holiday
would be observed on the preceding Thursday.

Fifteen (15) holidays will be observed during the agreement.

D e e e ettt}
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The fifteen (15) holidays will generally be the following days:

Independence Day

Labor Day

Columbus Day

Veterans Day (or one additional vacation day)
Thanksgiving Day

Thanksgiving Friday

Christmas Eve Day

Christmas Day

9. New Year’s Eve Day

10.  New Year’s Day

11, Martin Luther King Day

12.  Lincoln’s Birthday (or Presidents Day)

13, Friday preceding Easter Sunday

14, Monday after Easter Sunday (only applies if school is not in session)
15, Memorial Day

LN R e

Fifteen (15) holidays will be observed as determined by Board action or waiver.

In the case of school attendance on a holiday that is outlined in this section, full-time
custodians are required to work. However, the full-time custodians will be allotted a paid
holiday for every day that school is in attendance on a holiday as outlined in this contract.
Prior approval by the administration is necessary in order to take one of these paid
holidays.

In the event a holiday should fall during an employee’s vacation, the employee shall be
granted an extra day of vacation in lieu of the holiday.

In the event that a custodian is required to work on any of the above holidays, the rate
shall be time and a half. The board will attempt to avoid scheduling activities on the
designated holidays.

For those members of the support staff who receive paid holidays, the employee must
meet the following requirements in order to qualify for holiday pay:

A. The employee must work within the payroll period during which the holiday
OCCUurs.

B. The employee must work the last scheduled working day before the holiday and
the first scheduled work day after the holiday.

WCUSD #348 / WCEA Contract 2022-2023, 2023-2024, 2024-2025, 2025-2026 Page 16




ARTICLE VII
LEAVES
7.1 Sick Leave

A, Each full-time support staff employee, with the exception of the first-year
employee who shall be credited with fourteen (14) days, shall be granted twelve
(12) sick leave days per school year. Sick leave shall be interpreted to mean
personal illness, pregnancy and related condition, birth and/or adoption of a child
for the employee, quarantine at home, or serious illness or death in the immediate
family or household. Sick leave used for birth and/or adoption or placement for
adoption purposes pursuant to this provision shall not exceed the number of days
permitted for the post pregnancy period under section 7.1F of this agreement.

The immediate family for purposes of this article shall include: parents, spouse,
brothers, sisters, children, step-children, adopted children, grandchildren,
grandparents, parents-in-law, step-parents, brothers-in-law, sisters-in-law, sons-
in-law, daughters-in-laws, aunts, uncles, nieces, nephews and legal guardians.

Since sick days are entered at the beginning of the school year, they will be
prorated and deducted if a full year is not completed.

B. Unused sick leave may accumulate to 260 days.

C. On September 10, or the first regular paycheck in September of each year, the
Board shall provide each employee with a record of their total accumulated sick
leave to be stated on the check.

D. Part-time employees who meet the “600 Hour Standard” established under the
Illinois Municipal Retirement Fund shall be eligible for sick leave benefits of ten
(10) days per year at his/her full pay each school year.

Part-time employees who do not meet the “600 Hour Standard” established under
the Illinois Municipal Retirement Fund shall be eligible for four (4) sick days per
year at his/her full pay each school year,

Should a part-time employee become a full-time employee, accumulated part-time
sick days shall be recalculated to equal full-time days.

E. Maternity/Parental Leave: All full-time employees who have been employed by
the district for one (1) calendar or school year may apply for maternity/parental
leave-of-absence without pay subject to the following:
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1. ‘The employee shall advise the Superintendent of the fact of pregnancy no
later than the end of the fourth month of pregnancy and indicating the
expected date of delivery.

2. Employee shall make written application for the leave with the
Superintendent no later than thirty (30) days prior to the date that the leave
is to commence if it is foreseeable. If the leave is not foreseeable, the
employee is required only to give as much notice as is practical.

3. The leave-of-absence shall be for a fixed period mutually agreed upon by
the employee and the Superintendent.

4. Disabilities caused or contributed by pregnancy, childbirth or related
medical conditions shall be considered as any other sick leave.

5. Nothing in this provision shall diminish, eliminate, or supersede any rights
that an employee may have under the Family and Medical Leave Act
(“FMLA”) provided that the employee meets the qualifying criteria to be
eligible employee covered under the provisions of FMLA. If an
employee does exercise the employee’s rights under FMLA in relation to
the same pregnancy for which maternity/parental leave is sought, the
FLMA leave will run concurrent with the maternity/parental leave.

F. Sick leave benefits in relation to pregnancy leave shall be subject to the
following:

1. A support staff employee may use sick leave days for any pregnancy-
based (maternity/parental-based) disability or illness during either the pre-delivery
or post-delivery periods.

2. If a support staff employee has not requested an unpaid maternity/parental
leave under Section 7.1E, the employee may use unused sick leave for up to a six
(6) week period, or the employee’s total number of accumulated unused sick
leave days if the employee has less than six (6) weeks of unused sick leave
available, during the post-delivery period as paid time off for post-delivery
recovery and child care leave. If the employee has used any sick leave days for a
pregnancy-based disability or illness during the post-delivery period, these sick
leave days will reduce day-for-day the number of sick leave days available for
this six (6) week period for post-delivery recovery and child care leave. When an
employee exhausts available sick leave or uses the maximum six (6) weeks of
sick leave during the post-delivery period as provided herein, the employee
thereafter shall be entitled to a total of up to twelve (12) weeks unpaid leave-of-
absence for post-delivery recovery and child care leave (as per the Family and
Medical Leave Act).

T —————
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7.2

7.3

3. No maternity/parental leave requested by support staff employee.

Any employee who has not applied for a maternity/parental leave may
continue to use sick leave benefits for maternity/parental-based disability
to the extent of an uncomplicated six- (6) week post-pregnancy period.
When an employee exhausts available sick leave, the employee thereafter
shall be entitled to a total of up to twelve (12) weeks unpaid leave-of-
absence due to maternity/parental (as per the Family and Medical Leave
Act).

Bereavement / Funeral Leave

Fach full-time (Axticle VI, Section 6.2) bargaining unit employee shall have available
one (1) day per year for the purpose of attending a funeral for other than immediate
family. This day will be taken from the employee’s sick leave days. Funeral days may
not be used in less than one-half day increments. Funeral days cannot be accumulated.

In the event of the death of a spouse, child or legal dependent, the employee shall be
entitled to up to five (5) consecutive work days of leave without loss of salary. The
employee shall be entitled to two (2) days of leave without loss of salary to attend the
funeral for a member of the employee’s immediate family as defined by Article VII,
section 7.1A,

The District will follow the Child Bereavement Leave Act. Under this Act, an employee
is entitled to take 10 days of bereavement (unpaid) for the death of a child during the 60-
day period after the death of a child; these days do not have to be consecutive. An
employee shall be entitled to take five (5) work days of leave without loss of salary.
Employees can then take S unpaid days to fill out the 10 required days given.

Personal Leave

Each full-time (Article VI, Section 6.2) bargaining unit employee shall be granted three
(3) personal leave days per year, Personal days cannot be accumulated. Unused personal
leave will be converted to sick leave. The use of personal days is subject to the following
conditions:

A, Unused personal days shall be added to accumulated sick leave days and do not
accumulate as personal leave from year-to-year.

B. At least forty-eight (48) hours prior, (written) notice must be given to the
principal, except in an emergency.

C. Personal leave may not be used in increments of less than one-half day at a time.
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7.4

7.5

D. Personal leave will not be used during the first two (2) weeks and the last two (2)
weeks of the school year without prior approval of the Superintendent or
designee.

E. No days may be used immediately before or immediately after a holiday unless
prior approval is granted by the Superintendent or designee.

F. Except in emergency, no more than two (2) employees per building may be
granted personal leave the same day.

G. Explanation for the use of personal leave shall be given only for requests in letters
D, E, and F.

After an employee has completed twenty five (25) years of service, the employee shall be
granted four (4) personal leave days for each year after completing their 25" year of
service to the District.

Since personal days are entered at the beginning of the school year, they will be prorated
and deducted if a full year is not completed.

Jury Duty

Any employee called for jury duty shall be paid their full compensation for such time,
with the daily compensation check for serving on jury duty, excluding mileage/meal
reimbursement, being endorsed over to the District.

Leave-of-Absence Without Pay

Leave-of-absence without pay may be granted to non-probationary status employees who
have rendered satisfactory service to the District and who desire to return to employment
in a similar capacity at the sole discretion of the Board.

Each approved leave-of-absence shall be of the shortest possible duration required to
meet the purpose for the leave consistent with a reasonable continvity of work
performance and stability to the District. Teaves-of-absence without pay for not more
than one (1) year may be granted to employees according to the following conditions:

A, Written requests for leaves-of-absence without pay should be made at least ninety
(90) days before the leave is desired, subject to approval by the Board.

B. Dates of departure and return must be acceptable to the administration and
determined prior to initiating the request.

C. When possible, the employee shall inform the Superintendent of his/her intent to
return/not return to a similar position not later than February 1.
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D, Leaves of less than one (1) month, if acceptable and approved by the
Superintendent, will not require Board approval / three months’ notice.

E. Nothing in this provision shall be interpreted or applied to negate or reduce an
employee’s entitlement to leave under the Family Medical Leave Act.

F. During an unpaid leave, the employee will be responsible for 100% of any
insurance premiums.

7.6 Siclk Bank

A. The purpose of the sick bank is to provide income for a full-time non-certified
employee who has an illness, which is prolonged, causing him/her to use all
his/her accumulated sick leave. The program is:

1.

2.

Completely voluntary.

Open to full-time non-certified employees as defined in Article VI who
have been employed in the district one (1) school year or one (1) calendar
year.

Any full-time non-certified employee who did not contribute to the sick
bank during the previous school year will be required to contribute one (1}
day to the sick bank to become eligible to withdraw days from the sick
bank. Full-time employees who previously belonged to the sick bank, in
order to be eligible to withdraw days will be required to contribute one (1)
sick day annually to remain eligible. Staff members must respond within
seven (7) working days of the annual call. A confirmation list will be sent
by the District Office to the Association President and building Principals
for posting in the buildings.

Handled in the following manner: each year, with the first September
paycheck, eligible employees shall receive a paper asking the following
question:

Do you wish to belong to the Wabash Community Unit School District
#348 WCEA non-certified Sick Bank during the school year 20 -20 7

Example: A first year full-time employee receives fourteen (14)
sick days per year and this amount would be reduced by one (1), or
thirteen (13) would be added to his/her personal sick leave.

Once each semester within ten (10) working days of receipt of a written
request from the Association, the Board shall provide an accounting of a
sick bank utilization.
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B. In order for an employee to be eligible for use of sick bank days, the following
conditions would have to be met:

1. All of that individual’s accumulated sick leave must be used. The
individual requesting the days must be actively participating in the current
year’s sick bank plan.

2. A written request for use of sick bank days must be approved by a three-
person sick bank board. (This board is made up of the Superintendent,
one (1) representative from the Association, and one (1) Board member.)

3. An employee can request up to a limit of thirty (30) school days.

4. Full-time non-certified employees who previously belong to the sick bank,
in order to be eligible to withdraw days, will be required to contribute one
(1) sick day only when the sick bank days reach a level below 300 days.
If the sick bank becomes depleted before the start of the next school year,
then each participant would be assessed another day from his/her
accumulated sick leave.

C. Any member who is receiving benefits from IMRF or is absent for illness or
injury due to work-related accident which is compensable under the Illinois
Workman’s Compensation Act may not avail him/herself of any benefits under
the Sick Bank. Employees who are on any Board-approved leaves-of-absence
shall be ineligible to withdraw from the Bank.

D.  Anemployee may not use sick leave days acquired from the sick bank for service
credit under IMRF or for payment under any provision of this Agreement. An
employee shall forfeit all sick leave days acquired from the sick bank on the day
before the employee’s retirement date.

e R ]
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ARTICLE VIII

COMPENSATION AND BENEFITS

8.1  Retirees as Substitutes

Qualified retired employees, if they desire, shall register in the District Office to be
considered as substitutes.

8.2 Health Insurance

A. For full-time WCEA employees, except custodians, as defined in Article VI,
Section 6.2, starting September 1, 2022, the Board of Education agrees to pay
$650 per month during the 2022-2023 — 2025 -2026 school year to apply toward
any insurance plan the District carries, $650 per month during the 2022-2023 —
2025-2026 school year to apply toward any insurance plan the District carries.
Any increase in the cost of the single premium plan over ten percent (10%) will
be shared equally between the employee and the employer for the duration of this
contract.

For full-time custodians, the Board of Education agrees to pay 100% of Plan B,
which includes the following exception: Any increase in the cost of the single
premium over 10% will be shared equally between the employee and the
employer for the duration of this contract.

If an employee takes unpaid days not covered by FMLA, the portion of the health
insurance that the District would normally pay for these days will be charged to
the employee.

B. As provided in the Schools Employee Medical Benefit Plan document, “Plan
patticipants are entitled to examine without charge, at the Administrator’s office,
all Plan documents and copies of documents filed by the Plan with the Internal
Revenue Service. Participants may also obtain copies of all Plan documents and
other information.”

Employees have the right to appeal to the Executive Committee if they disagree
with an adverse pre-certification, utilization review or medical necessity
determination made by HealthLink after completing the Appeal/Grievance
Process described in Appendix A of the aforementioned plan document.

Only “summary health information” to Wabash Community Unit School District
#348 will be provided. Summary health information is information that
summarizes the claims history, claims, expenses, or types of claims experienced
by the District’s employees and dependents, from which individual names,
identifying numbers, addresses, telephone numbers, dates (except year), etc., have
been deleted. This summary health information may be provided to Wabash

e
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8.3

8.4

8.5

8.6

from other carriers, monitoring the costs of maintaining the current arrangement
for the District’s health insurance plan, or making decisions about terminating
participation in the trust or any other arrangement for the District’s health
insurance plan.”

Other Insurance

A.

Disability Insurance

The Board agrees to contribute the quoted amount per month for Disability
Insurance for full-time employees, covered by this Agreement, as defined in
Article VI, Section 6,2. The amount paid for this benefit will remain within the
present limits of the policy during the duration of this Agreement.

Term Life

The Board shall pay the monthly cost of an individual term life policy with a
minimum of $15,000. Term Life is included with the benefits of the District’s
Health Insurance.

Mileage

Personal use of vehicle for district business shall be restricted to mileage assigned by the
superintendent or designee. Mileage will be reimbursed at the current IRS rate as
approved by the Board of Education.

Employee salaries shall be paid in accordance with the provisions of Appendix A, which
is attached and is part of this Agreement.

Retirement Bonus

A.

Members with at least twenty (20) years of full time service to District #348 are
eligible to receive a $3,000 retirement exit bonus payable on September 15
following the retirement year.

To be eligible, the employee must submit to the Superintendent, on or before
March 1 of the school year in which the employee intends to retire, a letter of
intention to retire at the end of the school year. Upon Board action, the retirement
bonus will be included in the employee’s salary prior to retirement.

If at the time of retirement an employee has unused sick days not used for
retirement purposes for service credit under IMRF, the board will pay the
employee $10.00 for every such day of unused sick days not used for retirement
purposes. This payment shall be paid to the employee within sixty (60) days
following the employee’s retirement date. The maximum payment to an
employec under this provision shall not exceed $1,000.00.

————————————————————————————————eeseeeeeeeeee—————
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8.7

8.8

8.9

Emplovee Compensation / Pay Schedule

All WCEA employees will be paid over twenty-four (24) pays per year, with the
exception of part-time employees working less than one-half (2) day who will be paid on
the tenth of the month following the month worked.

IMRF employees, during their final year of employment, may elect to be paid over nine
(9) months by notifying the Unit Office in writing prior to his/her final twelve months.

Salary payment will be made on the 10™ and 25" of the month unless those days fall on a
Saturday, Sunday or holiday, in which case payment will be made on the previous work

day.

Professional Development

The Board of Education supports the concept of professional growth. Therefore, efforts
will be made by the Board to offer course work in conjunction with Wabash Valley
College to help assistants meet the requirements of their current job assignments under

the-No-Chitd-Left-Behind Aet-of 2004

Evaluation of Emplovees

At the beginning of each school year, each supervisor shall advise the employees of the
evaluation procedure. New employees hired during the school year shall also be advised
of the evaluation procedure. Employees assigned to more than one building shall be
assigned a primary evaluator.

Employees shall be evaluated one (1) time per school year for the first two (2) years of
employment. Employees that have completed two (2) or more years of service shall be
evaluated one (1) time every other school year. Additional evaluations may be conducted
at the discretion of the Supervisor in the non-scheduled year if concerns exist that warrant
such evaluation/improvement.

Example: Employee Evaluation Years
o First Year 2022-2023 2023-2024
o Second Year 2022-2023 2023-2024
¢ Third Year
¥4 of staff 2022-2023
Remaining Y2 2023-2024

The supervisor will be responsible for the formal evaluation and can include input from
additional personnel in their specific area.

WCUSD #348 / WCEA Contract 2022-2023, 2023-2024, 2024-2025, 2025-2026 Page 25




9.1

9.2

9.3

9.4

9.5

ARTICLE IX

DURATION / EFFECT OF AGREEMENT

Duration

The Agreement shall become effective on July 1, 2022, and shall continue in effect until
June 30, 2026. When either party execufes written notification to the other party prior to
April 1 of the year the contract terminates that it wishes to renegotiate the Agreement, the
Board shall meet with the Association no later than June 15 to receive the Association
proposal and negotiations shall continue in an effort to reach agreement.

Individual Contracts

The terms and conditions of this Agreement shall be the terms and conditions of
individual contracts of members of the bargaining unit.

Complete Understanding

The terms and conditions set forth in this Agreement represent the full and complete
understanding between the parties. The terms and conditions set forth in this Agreement
may be modified only through the written mutual consent of the parties. It is understood
that all rights, powers, and authority of the Board and/or its administrative staff not
specifically limited by the language of this Agreement are retained by the Board. The
Board, however, shall not take any action which shall violate any of the specific
provisions of this Agreement.

Savings Clause

Should any article, section, or clause of this Agreement be declared illegal by a court of
competent jurisdiction, then that article, section, or clause shall be deleted from this
Agreement to the extent that it violates the law. The remaining articles, sections and
clauses shall remain in full force and effect for the duration of this Agreement.

Management Rights

The Board shall not be required to bargain over inherent managerial policy which shall
include the following areas of discretion or policy:

The functions of the Board
The Board’s overall budget
Selection of new employees
Direction of all employees
Standards of Services
Organizational Structure

SEDO®E R
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9.6 No Strike
During the term of this Agreement the Association agrees not to strike or engage in a
support or encourage any refusal to render full and complete services to the school

district,

9.7 Supersedes Prior Aereements

This Agreement supersedes and nullifies all previous written agreements between the
District and the Association.

e —
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ARTICLE X

ACCEPTANCE OF AGREEMENT

10.1 This Agreement is signed this 16th day of May, 2022.

Tn Witness Whereot:

For the Association: For the Board of Education:
President : President

\%Lz.\;ﬂ[(k.« . aAp »L/‘"" OD/IM m
Secretary Secret—gry

0
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Pasition

Paraprofessional 22-23
Paraprofessional 23-24
Paraprofessional 24-25

Paraprofessional 25-26

PARAPROFESSIONAL
PARAPROFESSIONAL
PARAPROFESSIONAL
PARAPROFESSIONAL
PARAPROFESSIONAL
PARAPROFESSIONAL
PARAPROFESSIONAL

PARAPROFESSIONAL
SPECIAL PROGRAM
PARAPRO

SPECIAL PROGRAM
PARAPRO

SPECIAL PROGRAM
PARAPRO

SPECIAL PROGRAM
PARAPRC

2022-
2023
Adjusted
Salary

20,250.00

20,250.00
20,736.00
21,681.00
21,937.50
22,639.50
23,773.50
24,435,00
24,921.00
41,512.50
37,611.00
29,551.50

28,971.00

APPENDIX A

Salary Schedules

PARAPROFESSIONALS
Hourly 2023- Hourly 22%2245"
Rate 2024 6% Rate 2%

15.00 21,465.00 1580 22,323.60
21,465,000 1580 22,323.60
272,323.60
1500 21,465.00 1590 22,323.60
15.36 21,980.16 16.28 22,858.37
16.06 22,981.86 17.02 23,901.13
16.25 23,253.75 17.23 24,183.90
16.77 23,997.87 17.78 24,957.78
17.61 25,199.91 18.67 26,207.91
18.10 25,901.10 18.19 26,537.14
18.46 26,416.26 18,57 27,472.91
30,75  44,003.25 3260  4%,763.38
27.86 39,867.66 2953 41,462.37
21.89 31,3245 23.20 32,577.57
21.46 30,709.26  22.75 31,937.63

Hourly
Rate
16.54
16.54

16.54

16,54
16.93
17.70
17.91
18.49
19.41
19.95
20.35
33.90
30.71
2413

23.66

2025-2026
2%
22,770.07
22,770.07
22,770,07
22,770.07
22,770.07
23,316.55
24,379.16
24,667.58
25,456,94
26,732.06
27,475.89
28,022.37
46,678.65
42,291.61
33,229.13

32,576.38

Hourly
Rate
16.87
16.87
16.87
16.87
16.87
17.27
1806
18.27
18.86
19.80
20.35
20.76
34,58
31.33
24,61

24,13

Special Program Position and salary dependent on grant funding. Salary is per grant ameunt.
Part-time paraprofessional salary is based on % of salary.
All other Part Time Employees $15/hr, then increase by 6%, 4%, and 2%.

S ———
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Transportation

2022-
Position As'zuszt{;ila Hourly 2023-2024 Hourly 2024-2025 Hourly 2025-2026 Hourly
Sil lary Rate 6% Rate 4% Rate 2% Rate

Bus Driver 22-23 1246168 2023  13,209.38 2144  13,737.76 2230 1401251 2275

Bus Driver 23-24 13,209.38 2144 1373776 2230  14,01251 2275

Bus Driver 24-25 13,737.76 2230  14,012.51  22.75

Bus Bri 25-2
us Driver 6 14,012.51 22,75

BUS DRIVER 1246168 2023 13,20938 2144  13,737.76 2230 1401251  22.75
BUS DRIVER 12,74504 2069 1350974 2193  14,050.13 2281  14,33113  23.26
BUS DRIVER 13,003.76 2111  13,783.99  22.38  14,33535 2327  14,622.05  23.74
BUS DRIVER 13,236.84 2149 1403105 2278 1459223 2369  14,834.14  24.16
BUS DRIVER 14,549.92  23.62 1542292 2504  16039.83 2604 1636063  26.56
BUS DRIVER 23,0192 3737 2440112 3961 2537716 4120 2588470  42.02
BUS DRIVER 2385152 3872 2528261 4104  26293.92 4268 2681979 4354
BUS DRIVER 24,017.84 3899 2545891 4133 2647727 4298  27,00681  43.84
BUS DRIVER

27,473.60 44,60 29,122.02 47.28 30,286.90 49.17 30,892.63 50.15

Extra Trips $15/hr for duration of four year contract

Half time Existing Driver $11,405 then increase by 6%, 4%, and 2%
New Half Time Driver 56,231 then increase by 6%, 4%, and 2%
Brownsville Briver $3,845 then increase by 6%, 4%, and 2%

All Other Part Time Employees $15/hr, then increase by 6%, 4%, and 2%

]
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SECRETARIES

2022-
2024- 2025-
vosition 2023 Hourly 2023- Hourly 20;; Hourly 2?]26 Hourly
Adjusted Rate 2024 6% Rate Rate Rate
4% 2%
Salary

Secretary 22-23  22,500.00 15.00 23,850.00 15.90 24,804.00 16.54 25,300.08 16.87

Secretary 23-24 23,850.00 15.90 24,804.00 16.54 25,300.08 16.87

Secretary 24-25 24,804.00 1654  25,300.08 16.87

Secretary 25-26 25,300.08 16.87

SECRETARY 22,500.00 15.00 23,850.00 15.90 24,804.00 1654 25,300.08 16.87

SECRETARY 23,460.00 1564 24,867.60 1658 2586230 1724  26,379.55 17.59
NURSE SECRETARIES

2022-2023 Hourly 2023-2024  Hourly  2024-2025 Hourly  2025-2026  Hourly

Adjusted Rate 6% Rate 4% Rate 2% Rate
Position Salary
Nurse Sec 22-23 22,500.00 15.00 23,850.00 15.90 24,804.00 16.54 25,300.08 16.87
Nurse Sec 23-24 23,850.00 15.90 24,804.00 16.54 25,300.08 16.87
MNurse Sec 24-25 24,804.00 16.54 25,300.08 16.87
Nurse Sec 25-26 25,300.08 16.87
MNURSE SEC 22,500.00 15.00 23,850.00 15.90 24,804.00 16.54 25,300.08 16.87
NURSE SEC 22,530.00 15.02 23,881.80 15.92 24,837.07 16.56 25,333.81 16.89
NURSE SEC 25,530.00 17.02 27,061.80 18.04 28,144.27 18.76 28,707.16 19.14

All Part Time employees $15/hr, then increase 6%, 4%, and 2%

|
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CUSTODIANS

Position 2;};]%-521:2? Hourly 2023-2024 Hourly  2024-2025 Hourly  2025-2026  Hourly
Salary Rate 6% Rate 4% Rate 2% Rate

Custodian 22-23 31,200.00  15.00 33,072.00 15.90 34,393.88  16.54 35,082.78  16.87
Custodian 23-24 33,072.00 15.90 34,393.88 16.54 35,082.78 16,87
Custadian 24-25 34,393.88 16.54 35,082.78 16.87
Custodian 25-26 35,082.78 16.87
CUSTODIAN 31,200.00  15.00 33,672.00 1590 34,394.88 16.54 35,082.78 16.87
CUSTODIAN 37,772.80 18.16 40,039.17  19.25 41,640.73  20.02 42,473.55 2042
CUSTCDIAN 49,108.80 23.6% 52,055.33 2503 54,137.54  26.03 55,220.29 2655
CUSTODIAN 49,712.00 23.90 52,694,72 2533 54,802.51 26.35 55,898.56  26.87
CUSTODIAN 55,536.060 26.70 58,868.16  28.30 61,222.89 2943 62,447.34 30.02

Head Day/Night Custodian Stipend $700/yr

Ali Part Time employees $15/hr, then increase 6%, 4%, and 2%.
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Position

Cook 22-23

Cook 23-24

Cook 24-25

Cook 25-26

COOK

COOK

COOKS/LUNCHROOM

2022-

2023 Hourly
Adjusted Rate

Salary

18,480.00 15.00

18,480.00  15.00

25,440.80  20.65

Head Cook Stipend  $700/yr

All Part Time employees S15/hr then increase to 6%, 4%, and 2%,

2023-
2024 6%

19,588.80

19,588.80

19,588.80

26,967.25

Hourly
Rate

15.90

15.90

15.90

21.89

2024-
2025
4%
20,372.35

20,372.35

20,372.35

20,372.35

28,045.94

Hourly
Rate

16.54
16.54

16.54

16.54

22,76

2025-
2026
2%
20,779.80
20,779.80
20,779.80
20,779.80

20,779.80

28,606.86

Hourly
Rate

i6.87
16.87
16.87
16.87
16,87

23.22
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APPENDIX B
Sample Posting

Date of Posting PLEASE POST

VACANCY

Effective Date - July 1, 1998 (Example)

JOB POSITION AND BUILDING SITE
(must be filled in)
Example - SECRETARY AT MT. CARMEL HIGH SCHOOL

Wabash Community Unit School District #348 is seeking qualified candidates to fill the above-
named position on the Mt. Carmel High School staff. (Example)

DEADLINE FOR APPLICATION: (Date here) If posting date is June 9, the deadline should
be June 16. (Example)

HOW TO APPLY: Candidates should apply in writing to: (Fill in where the application
should initially be sent - District Office, building principal or coordinator at a specific building
site with complete address) Mt. Carmel High School, 201 Pear Street, Mt. Carmel, IL 62863,
(Example)

POSITION DESCRIPTION: General job description here. For example, if the job is for a
secretary: Maintains efficient office procedures and practices designed to offer greatest support
to the school and its staff. Performs all secretarial functions required of the office. (Example)

QUALIFICATIONS: (more detailed criteria here) (Examples):
— Minimum high school diploma, business college or college desirable
— Minimum typing speed of 65 words per minute
— Above average ability in spelling, composition and math skills
~ BExperience with computers and/or training required,

SALARY AND FRINGE BENEFITS: In accordance with the WCEA contract, (Example)
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