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II. RECOGNITION 
 
A. The District hereby recognizes the Association as the representative for all full-time 

and regularly scheduled part-time Central Office Executive Assistants. 
 

Excluded from the Association is the superintendent’s administrative assistant.   
 
B. Nothing contained herein shall be construed to deny or restrict any employee or the 

Board rights either may have under the Michigan General School Laws and 
applicable state statutes. The rights granted to either hereunder shall be deemed to 
be in addition to those provided elsewhere.  

 
 

III. COMPENSATION 
 
A. The base salary for Executive Assistants shall be as follows: 
 

2021-22 and 2022-23 

Base Wage  

2023-24 

Base Wage  

$44,986 $45,886 

 
2021-22 – 2% off schedule payment to each HVCS member 

 
B. Employees shall receive an annual experience factor based on the following: 
 

  

One Year 

Experience 

$1,000 

Two Years’ 

Experience 

$2,000 

Three Years’ 

Experience 

$3,000 

Four Years’ 

Experience 

$4,000 

Five Years’ 

Experience 

$5,000 

 
This allowance shall be increased by the same percentage increase in base salary. 
These dollar amounts are non-cumulative. 

 
C. Longevity - Longevity shall be defined as years of service (on the active payroll) in 

the Huron Valley School District and any Board approved credit granted upon time 
of employment.  Employees hired prior to July 1, 2018 shall receive an annual 
longevity payment in accordance with the following: 

 
After 10 years of employment -   $600.00 annually 
After 15 years of employment -   $700.00 annually 
After 20 years of employment - $1000.00 annually 
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These payments are not cumulative.  
 
D. Employees who are required by the administration to use their automobile for their 

job responsibilities shall receive mileage reimbursement at the IRS rate. The 
employee may opt to take a lump sum payment of $400 annually rather than report 
mileage. Mileage for school district related travel outside a 60 mile radius is 
reimbursable at the maximum rate allowed by the IRS. 

 
E. Reimbursement of tuitions costs will be made to the Executive Assistant who 

completes courses of instruction directly related to her position, up to $1,000.00 per 
year.  To be applicable, the secretary must obtain prior approval of the immediate 
supervisor. 

 
F. Reimbursement to the employee will be made for conference attendance and in-

service under taken and completed by the employee provided the employee has the 
prior approval of the immediate supervisor. 

 
G. The employee may, with proper documentation, and the prior approval of the 

supervisor, request compensation for special projects and work done beyond what 
is considered casual overtime.  

 
H. There will be a reimbursement of $15 per month for district use of personal cell 

phones in support of the Administrator they report to paid twice per year under the 
technology cell phone use policy. 

  
I.. Executive Assistants hired prior to July 1, 2018 will receive severance pay based on 

the table below.  To qualify for severance pay the employee must have been 
employed for a minimum of fifteen (15) years in Huron Valley.  Leaves shall not 
count as years of service for purposes of computing severance pay. 

                                
The percentage of severance pay shall be based upon the employee's last year's 
base salary.    

 
Years of Service         Percentage of Severance Pay 

 
             15 . . . . . . . . . . . . . . .   4.5 
            16 . . . . . . . . . . . . . . .   5.0 
            17 . . . . . . . . . . . . . . .   5.5 

18 . . . . . . . . . . . . . . .   6.0 
19 . . . . . . . . . . . . . . .   6.5 
20 . . . . . . . . . . . . . . .   7.5 
21 . . . . . . . . . . . . . . .   8.0 
22 . . . . . . . . . . . . . . .   8.5 
23 . . . . . . . . . . . . . . .   9.0 
24 . . . . . . . . . . . . . . .   9.5 
25 . . . . . . . . . . . . . . .  10.5 
26 . . . . . . . . . . . . . . .  11.0 
27 . . . . . . . . . . . . . . .  11.5 
28 . . . . . . . . . . . . . . .  12.0 
29 . . . . . . . . . . . . . . .  12.5 
30 . . . . . . . . . . . . . . .  14.0 
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J. For the duration of the agreement, the parties agree to re-examine any Financial 
Incentives or Disincentives that may impact the Huron Valley Schools as a result of 
Legislation, Federal and/or State initiatives, mandates and/or State/Federal 
administrative actions. 

 
 

IV.   INSURANCE 
 
 

 
Health Insurance 
 
The Huron Valley Board of Education will provide hospitalization insurance for all 
employees on the following basis: 
 
 

1. The School District shall provide to each eligible employee, comprehensive 
health care plan options or comparable to current coverage containing an overall 
benefit package, including RX and dependent coverage. These cafeteria plan 
options may include co-insurance or prescription riders. The underwriter/carrier 
and the plan administrator of the health care plan shall be determined by the 
School District. The School District may elect to self-insure all or any part of the 
plan benefits. 

 
For the 2021-2024 school years, the following insurance plan options will be 
offered effective January 1, 2022: 
 

a. MESSA Choices PPO plan with a $500/1000 deductible and  
prescription riders for mandatory mail order and 3-tiered prescriptions;  

b. MESSA Choices PPO plan with a $1,000/2000 deductible, 10% co-
insurance, mandatory mail order and 3-tiered prescription riders. 

c. MESSA ABC-1 high deductible health plan (HDHP), $1350/2700 
deductible, 10% co-insurance, mandatory mail order and 3-tiered 
prescription riders. 

d. MESSA ABC-2 high deductible health plan (HDHP), $2,000/4,000 
deductible, 10% co-insurance, mandatory mail order and 3-tiered 
prescription riders. This plan is considered the district’s Bronze level 
affordable plan under the American Health Care Act.  

 
2. The district may offer a high deductible HSA health plan as an alternative with 

deductible level of funding to be determined by the Board on an annual basis. 
 

3.   Employees electing the health coverage shall contribute toward the annual 
premium plus any HSA deductible funding: Payroll deductions toward health 
coverage will be made on a pre-tax basis on a 24-pay cycle. 

   
The parties agree and understand that benefit offerings and insurance decisions 
are complicated by outside forces such as the American Health Care Act, 
Michigan PA152 on hard cap and 80/20 limits and budgetary limitations. 
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In consideration of the above: 

 

a. Prior to the start of a new medical benefit plan year, the Board, in compliance 

with PA152, will determine whether it will be a hard cap district or elect the 

optional provision of 80/20 caps on employer/employee contributions toward 

health medical benefit plan costs.  

b. The employee shall pay any amount in excess of the hard cap which is 

adjusted annually by the Department of Treasury to the medical care 

component CPI. 

c. If the Board elects to be an 80/20 district, the employee shall pay 20% of the 

medical benefit plan costs inclusive of premium, taxes and district HSA 

funding. 

d.  The District may at its option offer a low cost (Bronze Plan) if needed to 

comply with “affordability” under the American Health Care Act in addition to 

the negotiated health care plan. 

e.  The parties also acknowledge that the District funding into the MESSA ABC 

Option 1 HSA plan will be $750 for single coverage, $1,500 for two-person 

coverage and $1,500 for family coverage in 2022. The funding amount, if 

any, will be determined by the District each year prior to the October Open 

Enrollment period. When an employee enrolls into a health savings account 

plan after January 1
st
, the District will prorate the amount it will fund into the 

account based on the corresponding number of months the employee is in 

the plan.  Employees who have a qualifying event that necessitates a move 

from single coverage to two-person or family coverage will receive a pro-rated 

differential from the single coverage HSA funding to the two-person or family 

HSA funding. Should an employee move from two-person or family coverage 

to single coverage after January 1, the funding will be reduced by the same 

pro-rated monthly differential.  The District will fund the HSA account as 

follows: three-quarters on or about the first business day after January 1 and 

one-quarter on or about the first business day after September 1. There is no 

district funding into the ABC-2 Plan with the $2,000/4,000 deductible. 

e.  All of the above noted issues will be annually reviewed by the District 

Insurance Committee with alternative solutions, policies or benefit offerings 

explored and recommendations made. Representatives of the Executive 

Assistants Group will be included in the district’s HVS Insurance Committee. 

 4. As an option, employees who are covered by another health insurance plan may 
receive cash in lieu in the amount of $3,346.  This amount shall be increased by the 
same percentage annually as the agreed upon salary increase. 

 
Group Term Life Insurance 
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The Board will select the insurance carrier and support the cost of a forty-five thousand 
dollar ($45,000) group term life insurance policy with AD&D for each employee. 
 
 
Basic Dentistry Plan 
 
The Board will select the insurance carrier and support the cost of a Basic Dentistry Plan 
for all employees.  The following provisions shall apply to the Basic Dentistry Plan: 
 
1. The Basic Dentistry Plan shall include the following services:  examinations, 

radiographs, patient consultations, preventive treatment (primarily prophylaxis and 
topical fluoride treatment), fillings, crowns, jackets, oral surgery (primarily 
extractions), endodontic and periodontic services. 

 
2. The Basic Dentistry Plan shall be based upon a percentage of payment of dentist 

charges, not to exceed eighty percent (80%) of such charges. 
 
3. A major dental plan is also included which is 80% Class II dental coverage including 

bridges, partials and full dentures. 
 
4. The maximum benefits person for Class I and Class II benefits combined is $1,500 

per calendar year. 
 
5. In addition to the Basic Dentistry Plan an orthodontia rider will be provided for 

employees to cover up to 50% of charges not to exceed $2,500 lifetime maximum 
benefit per eligible insured person for treatment by orthodontists and for orthodontia 
appliances.  

 
6. Where applicable, the dental programs described above shall provide for both 

internal and external co-ordination of benefits. 
 
 
Optical Insurance 
 
Optical insurance will be provided for employees and their dependents.  The following 
vision care plan including coordination of benefits will be provided: 
 
An examination, frame and one pair of corrective lenses (including prescription sun 
glasses, photo-ray lenses or contact lenses) will be provided once in a twelve (12) month 
plan year for each eligible member of the family.  
 

1.  Examination - 80% of reasonable and customary 
2. Frames, Lenses, Contact Lenses - 80% to an annual maximum of $200.00 

 
Long Term Disability 
 
In the event of a long-term disability, employees are to be provided with a long-term 
disability plan. This plan is payable at a rate of up to 65% of monthly salary, not to extend 
beyond age 65.  The Board will select the carrier and benefit level for the long-term 
disability plan.   
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V.   PAID LEAVES 
 

A. Sick Leave – In the event of illness or disability, paid sick leave days will be 
provided for those days required for long-term disability to become applicable.  With 
the approval of the supervisor, up to five (5) days may be used for serious illness in 
the immediate family. 

 
B. Maternity Leave/Sick Leave - Pregnant employees who are actively employed at  

the onset of any period of disability caused by the pregnancy, childbirth or other 
termination of pregnancy, shall be eligible for all sick leave and disability benefits, 
set forth elsewhere in this handbook, on the same basis as employees suffering 
from other illnesses or disabilities.  Such benefits shall be available for the duration 
of the period(s) of disability as certified by the appropriate medical personnel. 

 
A pregnant employee who is physically able to continue her employment may apply 
for a voluntary, unpaid maternity leave.  This leave will be treated the same as other 
voluntary unpaid leaves of absence, including the fact that employees are not 
eligible for sick leave or disability benefits while on such leave. 

 
At the conclusion of the period of disability caused by the childbirth or other 
termination of pregnancy, the employees covered by both paragraphs above shall 
return to active employment unless a child care leave or other leave has been 
granted. 

 
C. Personal Business - Up to two (2) days per year to attend to matters of a personal 

nature which cannot be taken care of at a time other than during normal working 
hours.  Unused personal days will not carry over from year to year. 

 
D. Funeral Leave - In the event of death in the immediate family, an employee may be 

granted up to five (5) leave days.  The immediate family shall be defined as parents, 
parents-in-law, grandparents, grandchildren, spouse, children, brother, sister, 
brother-in-law or sister-in-law. To use this time off without loss of pay, the employee 
must certify in writing to the immediate supervisor the details of the request. 

 
E. Vacation - Fifteen (15) days for the first year of service, plus one additional day for 

each additional year of full time equivalent service in the district to a maximum of 
twenty (20) days.  Vacation requests must have the prior approval of the immediate 
supervisor. 

 
F. Holidays - Employees will be paid for the following holidays: 

Labor Day 
Thanksgiving and the day after 
Christmas and the day preceding 
New Years and the day preceding 
Good Friday (if school is not in session) 
Monday after Easter (if school is not in session) 
Memorial Day 
Independence Day 
Holidays which fall within a vacation period do not count as vacation days.   
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G. Act of God Days - Employees are required to report to work on Act of God days if it 

is possible to do so without undue hazard to their safety.  Employees will contact 
their immediate supervisor: 

 
1.  If unable to report for work 

 
2.    After all routine and emergency duties have been completed. 

 
The immediate supervisor may then release the employee from duty for the 
remainder of the day. 
 
In the event an Executive Assistant works all or a part of an “Act of God Day”, she 
will receive compensatory time equal to the time worked. 

 
H. Other Leaves - Other leaves of absence will be at the discretion of the Board of 

Education.  Per law, all leaves of absence may be granted for up to one year and 
may be renewed by the Board. 

 
I. Involuntary Leaves or Layoffs - Although the regular work schedule for confidential 

employees is 52 weeks, the Board retains the right to, with 90 calendar day notice, 
alter vacation and/or work schedules, alter the work year, or make layoffs of 
employees.  

 
J. Any employee interested in applying for an unpaid leave of absence (including child 

care leave) must submit a written application to the Superintendent which includes 
the requested beginning and ending date of the leave and the purpose for 
requesting the leave.  It is expressly understood the right to grant or a reject a leave 
request rests solely with the Board of Education, or should the Board elect, with the 
Superintendent. 

 
K. Employees called for jury duty shall be granted a paid leave of absence for the time 

s/he is required, by law, to serve.  Immediately upon receipt of payment for jury duty 
service, the employee shall remit payment to the business office (excluding travel 
allowances and reimbursement of expenses). 

 
 
 

VI.   EVALUATION 
 
Each employee shall be evaluated at least once every two years.  The evaluation process 
and form will be made available to the employee prior to the evaluation.  A copy of the 
completed evaluation shall be provided to the employee and a copy shall be placed and 
retained in her personnel file. 
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VII.   PAYROLL PROCEDURES 
 
Employee salaries will be paid in twenty-four semi-monthly installments.  Pay will be 
deposited electronically into the bank, credit union or financial institution of the employee’s 
choice.  Those employees who do not have such accounts will have their pay electronically 
deposited into a pay card, issued by the district identified financial institution where they will 
receive their total pay.  Any fee or financial cost associated with the initial deposit to the 
financial institution or first withdrawal from the financial institution will be paid by the district. 
Payroll statement will be available electronically.   
 
The Board of Education agrees to make voluntary payroll deductions from the salaries of 
employees for the following purposes: 
 
1.    Credit Union payments 
 
2.    Established tax-deferred annuity premiums 
 
3.    Supplemental life insurance premiums 
 
4.    United Fund contributions 
 
5. Professional Association Dues 

 

 

VIII. GRIEVANCE PROCEDURE 
 

 
Hereafter, whenever any employee not employed under a Collective Bargaining Contract 
shall claim: 
 
1. That there has been an erroneous interpretation or misapplication of a specified 

provision of their employment contract to their detriment or, 
 
2. That there has been a misinterpretation or violation of any established School 

District rule, regulation or policy which effects the employee, and, 
 
3.    That said misinterpretation, misapplication, or violation was brought about by action 

of another employee having authority over them per the School District's Chart of 
Organization; such claim shall be presented and adjusted in the following manner: 

 
Step 1 

 
The claimant shall first informally discuss the matter with that person next above 
them as shown in the School District's Chart of Organization, even though that 
person may be the one against whom the claim may originate.  This informal 
discussion must take place within five (5) working days from the awareness of the 
claim. 
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Step 2 
 

In the event the claim is not thereby resolved to the satisfaction of the claimant, the 
claimant can thereupon reduce the claim to writing and present it to the person next 
above the claimant as shown on the Chart of Organization, if such person is not the 
one against whom the claim originated and, if such person be the one against whom 
the claim originated, the written claim can be, instead, presented to the person next 
above as shown on the School District's Chart of Organization.  The written claim 
must be filed within five (5) working days from the informal discussion set forth in 
the previous paragraph.  During each step where a grievance is reduced to writing, 
the written statement shall clearly specify:  

 
A. The specific section of the employee's employment contract or specific 
 Board rule or regulation, allegedly violated. 

           
B. When this alleged violation occurred. 
 
C. In what way there has been a violation, misinterpretation, or misapplication of 

the employee's contract or rule or regulation of the Board. 
 

D. The results of the previous step in the grievance procedure and why such      
results were unsatisfactory. 

 
E. The name or names of the aggrieved person or persons, the manner in 

which they have been injured, and the proposed remedy or remedies for 
resolution of the grievance. 

 
Step 3 

 
If, after ten (10) working days, the written complaint is still unresolved, it can be 
transferred by the claimant to the Superintendent of Schools, who shall, within ten 
(10) working days thereafter, meet with the claimant and such other personnel as 
necessary in an attempt to resolve the matter. 

 
Step 4 

 
If the claim is not resolved at the Superintendent's meeting, the Superintendent 
shall, within ten (10) working days of the meeting, issue a written disposition of the 
grievance. The disposition of the Superintendent shall constitute the final decision 
within the matter and shall be binding upon all parties. 

 
 
The filing or pendence of any claim under the provisions of this Policy shall in no way 
operate to impede, delay or interfere with the right of the District to take the action 
complained of or to authorize or ratify its continuance, subject however, to the final decision 
of the claim. 
 
If because of the position of the claimant on the Chart of Organization any of the 
procedural steps are inapplicable, they are hereby declared to be waived. 
 
So as to avoid multiplicity of claims, if the nature of the claim or the relief demanded is 
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such as to compel the addition of other similarly situated claimants, they shall be joined by 
action of the School Board for purposes of the hearing at Step 5 and any decision reached 
shall be equally effective as to them. 
 
A complaint instituted by more than one complainant must have absolute mutuality of 
interest in the subject matter and in the result or relief sought.  Such mutual claim shall 
be instituted at the highest level applicable to the positions on the Chart of Organization 
occupied by the mutual complainants. 
 
 

 

 

 

LETTER OF UNDERSTANDING 

 

BETWEEN THE 

 

HURON VALLEY BOARD OF EDUCATION 

 

AND THE 

 

HURON VALLEY EXECUTIVE ASSISTANTS  

 

 

 

RE: EMERGENCY MANAGERS 

 

 

This Agreement is subject to the provisions of the Public Employment Relations Act, 

MCL 423.201 et seq., including Section 15(7) thereof, MCL 423.215(7), and 

therefore may be rejected, modified, or terminated by an emergency manager 

appointed under the Local Financial Stability and Choice Act, 2012 PA 436, MCL 

141.1541 to 141.1575. 

  

 

 


