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ARTICLE 1: AGREEMENT 

This Agreement to be effective July 1, 2023 to June 30, 2026 by and between the School Committee of the Town 

of Maynard, Massachusetts (hereinafter referred to as the "Committee") and Local 1703, State Council #93, 

American Federation of State, County and Municipal Employees (hereinafter referred to as the "Union") pursuant 

and subject to the provisions of the General Laws of the Commonwealth of Massachusetts. 

ARTICLE 2:  RECOGNITION 

The Committee recognizes the Union as the exclusive collective bargaining agent for a unit of all secretarial 

employees of the Maynard Public Schools including secretaries and excluding all Administrative Assistants, 

accounting secretaries, administrators, teachers, custodians, classroom aides, lunchroom aides, recess aides and 

cafeteria workers, all confidential and managerial employees and all other Employees of the Committee as 

certified by the Massachusetts Labor Commission in Case No. MCR-2100. 

ARTICLE 3: RIGHTS OF THE COMMITTEE 

Except as specifically provided otherwise in this Agreement, the Employer shall not be deemed to be limited in 

any way by this Agreement in the performance of the regular and customary functions of management as provided 

for under applicable statutes and reserves and retains all powers, authority, and prerogatives including without 

limitation, the exclusive right to issue policies, rules and regulations governing the conduct of the Maynard Public 

Schools provided that such rules and regulations are not inconsistent with the expressed provisions of the 

Agreement.  The exercise of rights pursuant to this Article shall not be subject to the arbitration provisions of this 

Agreement. 

ARTICLE 4: DUES DEDUCTION 

Section 1 

The Committee agrees, whenever appropriately authorized, in writing, to deduct from the salaries of the 

Employees in the bargaining unit bi-weekly dues for membership in the Union.  Written requests on appropriate 

forms must be filed with the Superintendent or designee. 

Section 2 

The Union will certify to the Committee in writing the current rate of membership dues.  The Union shall give the 

Committee thirty (30) days written notice prior to the effective date of change of membership dues. 

Section 3 

Deductions shall be made in installments on specified payroll periods. The Committee shall not be required to 

honor for any month's deduction any changes in authorization that are delivered to it later than three (3) weeks 

prior to the payday when the deductions are to be made. 
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Section 4 

The Treasurer of the Town of Maynard or designee shall send all dues collected pursuant to this Article to the 

Local Union Treasurer. The School Committee shall not be responsible for any delays in transmittal after it has 

sent the dues to the Treasurer of the Town of Maynard. 

Section 5 

The Union shall indemnify and save or hold the Committee and/or Town harmless against all claims, demands, 

suit or other form of liability, which may arise by reason of any actions taken making deductions and remitting 

same to the Union pursuant to this Article. 

ARTICLE 5: AGENCY SERVICE FEE 

Section 1 

Effective the 30th day following the beginning of employment or the effective date of this Agreement, whichever 

is later, each member of the bargaining unit, who is not a member of the Union in good standing, shall be required 

as a condition of employment to pay a monthly agency service fee during the life of this Agreement to the Union 

in an amount equal to the cost of contract administration and negotiations.  

Section 2 

The Union will certify to the Committee in writing the current rate of the Agency Service Fee. The Union shall 

give the Committee thirty days written notice prior to the effective date change of membership dues. 

Section 3 

Deductions shall be made in installments on specified payroll periods. The Committee shall not be required to 

honor for any month’s deduction any changes in authorization that are delivered to it later than three weeks prior 

to the payday when the deductions are to be made. 

Section 4 

The Treasure of the Town of Maynard or his designee shall send all dues collected pursuant to this Article to the 

Local Union Treasurer. The School Committee shall not be responsible for any delays in transmittal after it has 

sent the dues to the Treasure of the Town of Maynard. 

The Union agrees to indemnify and save the Committee harmless against all claims, suits or other forms of 

liability arising out of the deductions of such agency service fee from an employees’ pay or out of application of 

this Article.  This Article shall not apply to any employee who has authorized the Committee to deduct full Union 

dues under Article 4 of this agreement. 
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ARTICLE 6:  PEOPLE DEDUCTION 

The Committee agrees to deduct from the wages of any employee who is a member of the Union a PEOPLE 

deduction as provided for in a written authorization. Such authorization must be executed by the employee and 

may be revoked by the employee at any point in time by given written notice to both the Employer and Union. The 

Committee agrees to remit any deductions made pursuant to this provision promptly to the Union together with an 

itemized statement showing the name of each employee form whose pay such deduction have been made and the 

amount deducted during the period covered by the remittance. 

ARTICLE 7: NON-DISCRIMINATION 

There shall be no discrimination, restraint, or coercion by the Committee or the Union against any Employee 

covered by this Agreement because of membership or non-membership in the Union or participation or non-

participation in its activities. 

ARTICLE 8: GRIEVANCE PROCEDURE 

Section 1 

A grievance shall be defined as an alleged violation of the specific terms and/or provisions of this Agreement, or 

any dispute over the interpretation, meaning, or application of the specific terms and/or provisions of this 

Agreement. 

Section 2 

The purpose of the procedure set forth hereinafter is to produce prompt and equitable solutions to those grievances 

of the Employees covered by this Agreement.  Nothing herein contained will be construed as limiting the right of 

any Employee having a grievance to discuss the matter informally with an appropriate member of the 

administration, and having the grievance adjusted without intervention of the Union, provided the adjustment is 

not inconsistent with the terms of this Agreement.  In the event the grievance is resolved, the Union shall be 

notified in writing of said disposition by the Superintendent or their Central Office designee. 

Section 3 

Failure at any step of the procedure to communicate the decision of a grievance within the specified time limits 

shall permit the grievance to proceed to the next step.  Since it is important that grievances be processed as rapidly 

as possible, the number of days indicated at each level should be considered MAXIMUM, and every effort should 

be made to expedite the process.  The time limits specified may, however, be extended by mutual written 

agreement of the parties. 



Secretarial Contract  

 

 - 6 - 

Section 4 

Step 1: The aggrieved Employee shall discuss the grievance with the Union Steward.  The Union 

Steward, or representative with the aggrieved employee, shall present the grievance in 

writing and shall meet with the employee's immediate supervisor within five (5) working 

days of the occurrence of the grievance. 

Step 2:  If the grievance has not been settled by the immediate supervisor within seven (7) working 

days of the written presentation of the grievance, the Employee, within seven (7) working 

days after the written response of the immediate supervisor is due, may file with the 

Superintendent or designee a written statement of grievance on the form contained in 

Appendix B, signed by both the aggrieved Employee and the Union Steward or 

representative. The Superintendent or designee shall within ten (10) working days of receipt 

of the grievance, meet with the Employee and the Union Steward or representative in an 

effort to settle the grievance. 

Step 3:  If the grievance remains unadjusted or if the Superintendent or designee fails to respond in 

writing to the unadjusted grievance within ten (10) working days after the presentation to 

the Superintendent or their designee, the Union Steward or representative may present such 

grievance on the signed form contained in Appendix B to the School Committee. Within 

fifteen (15) working days after the response of the Superintendent or their designee is due, 

the School Committee shall meet with the Union Steward or Representative in an effort to 

settle the grievance.  The School Committee shall respond in writing within fifteen (15) 

working days or five (5) working days subsequent to the next regular School Committee 

meeting, whichever is later.  See also Article 11, sentence two. 

Step 4:  If the grievance is still unsettled either party within fifteen (15) working days after the reply 

of the School Committee is due, may, by written notice to the other party, request 

arbitration. 

Section 5 

If at the end of five (5) working days following the occurrence of any grievance, if the grievance has not been 

presented at the Step 1, the grievance shall be deemed to have been waived and any grievance in course under such 

procedure shall also be deemed to have been waived if the action required to present it to the next step or level in 

the procedure shall not have been taken within the time specified therefore by said Section 4. 
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ARTICLE 9: ARBITRATION 

Section 1 

In the event either party elects to submit a grievance to arbitration, the arbitration proceeding shall be conducted 

by the American Arbitration Association pursuant to its Voluntary Labor Arbitration Rules. 

Section 2 

Each party shall bear the expense of its representatives, participants, witnesses and for the preparation and 

presentation of its own case.  The fees and expenses (if any) of the arbitrator and the American Arbitration 

Association shall be shared equally by the parties.  In no event shall any present or future member of the 

Committee or the Union have any personal obligation for any payment under any provision of this Agreement. 

Section 3 

If either party desires a verbatim record of the proceeding said party may cause such a record to be made.  Said 

party shall pay for the record and make copies available without charge to the other party and to the arbitrator. 

Section 4 

The parties shall request the arbitrator to issue their decision within thirty (30) days after the conclusion of 

testimony and the submission of briefs. 

Section 5 

Notwithstanding any contrary provisions, no dispute or controversy shall be the subject for arbitration unless it 

involves the interpretation or application of a specific term or provision of this Agreement.  The arbitrator will be 

without power or authority to alter, add to, and/or detract from the provisions of this Agreement or to make a 

decision which involves any matter wherein the Committee's decision is final and binding under the terms of this 

Agreement or by law.  In addition, the arbitrator will be without power or authority to render a decision which: 

a) is inconsistent with the statutory and decisional laws of the Commonwealth of Massachusetts or of 

the United States; 

b) involves an incident which occurred or failed to occur prior to the execution of this Agreement; or 

c) orders a remedy to be effective more than five (5) working days prior to the filing of the written 

grievance concerned. 

Section 6 

Subject to the foregoing, the decision of the arbitrator shall be submitted to the Committee and Union and shall be 

final and binding upon the Committee, the Union and the Employees who initiated the grievance. 
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ARTICLE 10: VACANCIES AND PROMOTIONS 

Section 1 

When a vacancy occurs in a position covered by this Agreement and the Principal or Superintendent intends to fill 

such vacancy, such vacancy shall be posted in a conspicuous place at all of the schools and the central 

administration building for a period of five (5) working days listing the rate of compensation, duties, work 

location, hours of work and qualifications. Employees interested shall apply in writing within the five (5) working 

day period.  An opportunity for extra pay is considered a vacancy within the Unit and will be posted (other than 

routine overtime); example, providing support to a grant which pays a stipend. 

Section 2 

The Principal/Superintendent in the filling of vacancies will give due consideration to the length of service, skill, 

competence, ability of all candidates and all other relevant factors.  Whenever the above factors are equal in the 

judgment of the Principal/Superintendent, preference will be given to Employees in the bargaining unit already 

employed by the Maynard Public Schools.  It is recognized and agreed that the final decision as to filling 

vacancies, must rest with the Principal/Superintendent and that the judgment and decision of the 

Principal/Superintendent will be final and binding and not subject to the grievance-arbitration provision of this 

Agreement.  Such matters will be subject to the grievance-arbitration only if the action of the 

Principal/Superintendent was arbitrary and capricious.  The Administration shall discuss the application of an 

Employee on a confidential basis upon their request. 

Section 3 

Nothing in this Agreement shall prevent the Principal/Superintendent from making appointments until positions 

can be filled with permanent appointments as provided in this Agreement.  Whenever possible and practicable, all 

permanent appointments shall be made within thirty (30) working days exclusive of vacation, from the date on 

which the posting period expires. 

Section 4 

The successful application shall be given a trial and training period as determined by the Employer.  If at the end 

of a trial and training period it is determined that the Employee is not qualified to perform the work they shall be 

returned to the same or similar old position and old rate. 

ARTICLE 11: SENIORITY 

Section 1 

Seniority shall be defined as the length of unbroken continuous service in the Maynard Public Schools in a 

position covered by this Agreement. There shall be separate seniority lists for full-time employees and part-time 

employees.  
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Section 2 

Where qualifications, ability, dependability and capacity to perform a responsibility are equal in the judgment of 

the Principal/Superintendent, the principle of seniority shall be used in case of a reduction of the work force or 

layoff.  Where possible and practicable, Secretaries who are laid off pursuant to this Article shall be notified no 

later than May 1st that they are being laid off the following June 30th. 

Section 3 

The principle of seniority shall apply in the choice of vacation periods.  

Section 4 

Any Employee on layoff will have the right of recall for twenty-four (24) months following the effective date of 

termination.  However, Employees on layoff who have declined an offer of permanent employment in their 

previous job title need not be contacted further nor rehired in the event of additional openings to be filled by the 

Principal/Superintendent. 

Employees shall be notified of recall via certified mail at the last address of record at the Office of the 

Superintendent of Schools. Employees shall have five (5) work days from the date of receipt of notification to 

notify the Superintendent of their acceptance or rejection. Recognizing that an Employee may need time to give 

notice to another employer after recall; Employees may request their return date to be delayed up to ten (10) 

working days after their acceptance of recall.  

Section 5 

An Employee's seniority shall be terminated under this Agreement for the following reasons: 

a) Resignation; 

b) Discharge for just cause; 

c) Failure to return from an approved leave of absence as scheduled except for reasons beyond the control of 

the employee; 

d) Failure to report for work as scheduled for five (5) consecutive days without previous notification to the 

employer except for reasons beyond the control of the employee. 

ARTICLE 12: PROBATIONARY PERIOD 

The first ninety (90) days of continuous service after initial appointment shall be considered to be the probationary 

period. An Employee whose service during this period is not satisfactory may be dismissed from service without 

recourse to the grievance and arbitration procedure. 
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ARTICLE 13: DISCIPLINE AND DISCHARGE 

No Employee covered by this Agreement shall, after having been employed continuously for a period of ninety 

(90) work days or more, be suspended, demoted or discharged except for just cause and until said Employee has 

been given the reason(s) in writing for any contemplated action.  In the event of a proposed discharge, the steps to 

be followed are those set forth in M.G.L. 71:42.  That is, if the Superintendent approves a discharge, the next 

appeal step is arbitration, not the School Committee. 

ARTICLE 14: WORK YEAR   

Section 1 

In general, the work year shall be 10 months or 12 months. 10-month employees shall begin ten (10) days prior to 

the student’s first day of school.  The 10-month employee work year shall be inclusive of 180 school days, 3 staff 

professional days, 12 typical student vacation days (subject to vary year to year), ending 10 days after the students 

last day of school.  Any work year days not worked by a 10-month employee, which is not covered under an 

approved leave within this contract, must have prior approval by their supervisor and shall be unpaid.  

In the event of a disagreement between the secretaries in developing the summer work schedule, the Principal will 

assign the summer work schedules according to seniority. 

At the time of employment, the Employee shall be notified to which type year their position has been assigned. 

Section 2 

After the probationary period, the length of the year assigned will not be changed without consultation with the 

bargaining unit. The Union recognizes the Committee's right to adjust the work year at any time that a position 

becomes vacant for any reason. In the event that the length of the year must be changed due to operational or 

financial circumstances, at a time that it is occupied by a permanent Employee, the impacted Employee may elect 

to transfer to another position of the same title or requiring the same skills currently occupied by an Employee of 

lower seniority. 

Section 3  

A less than full-time, twelve (12) month Employee called back to work during the summer vacation shall be paid a 

minimum of three (3) hours at their regular rate of pay. The school reserves the right to offer temporary work 

without regard for the contract after having called back and having been refused by an Employee covered by this 

contract.  
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ARTICLE 15: HOURS OF WORK 

Section 1 

For purposes of this Agreement, the normal work week for Full-time Employees covered by this Agreement shall 

be defined as forty (40) hours. . This includes a paid one-half (1/2) hour duty free lunch period each day unless 

specifically stated otherwise elsewhere in this Agreement. In buildings where more than one Employee covered by 

this Agreement is assigned, the work schedule will be adjusted and rotated in order to guarantee and provide that 

at least one Secretary will be on duty in the building during school hours. For purposes of this Agreement, the 

normal work week for Part-time Employees covered by this Agreement shall be defined as nineteen and a half 

(19.5) hours. 

Section 2 

The work schedules of all Employees shall provide for a fifteen (15) minute rest period during each three and one-

half (3 1/2) hours actually worked. The rest periods shall be taken at the time mutually convenient to the Employee 

and their supervisor. Rest periods may be combined to shorten the work day or extend the lunch period at the sole 

discretion of the supervisor. In the event a supervisor elects to allow an Employee to combine rest periods to 

lengthen the lunch period or shorten the work day, Employees agree that such action by the supervisor shall not 

establish a "past practice". 

Section 3 

Whenever possible, work schedule adjustments will be by mutual consent of the parties included. Except for 

emergency situations, in the absence of mutual consent, work schedules shall not be changed unless and until the 

Employer consults with the Union. 

ARTICLE 16: OVERTIME 

Section 1 

It is the intent of this Agreement that overtime shall be provided in accordance with the Federal Fair Labor 

Standards Act, which shall prevail in resolving conflicts regarding overtime issues. 

Section 2 

No overtime shall be worked or paid unless same is approved in advance by the Superintendent or designee. 

Section 3 

An Employee shall receive time and one-half their regular rate of pay for all time worked in excess of forty (40) 

hours per week. However, an Employee may elect to receive overtime in the form of additional paid time off in 

which case the Employee shall receive two (2) hours paid time off for each hour of overtime worked. The 

Employee's immediate supervisor shall be responsible to maintain a written record of any time off in lieu of pay 
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accrued and used by an Employee under the provisions of this article. Accrued time off in lieu of pay must be 

scheduled within fifteen (15) and taken within thirty (30) work days of its accrual. 

Section 4 

The Employer shall keep records of the overtime work.  In case of a grievance involving such records, said records 

shall be subject to examination by the Union's Representative with the Superintendent or designee. 

Section 5 

Any Employee called back to work on the same day after having completed their work and left their place of 

employment and before their next regularly scheduled starting time, shall be paid at the rate of time and one-half 

for all hours worked on recall.  The Employee shall be granted a minimum of three (3) hours overtime. 

Section 6 

Overtime shall be distributed equally and impartially to all secretarial Employees within the same classification 

who work in the same building. 

ARTICLE 17: SICK LEAVE  

Section 1 

All full-time Employees shall accrue sick leave at the rate of twelve (12) days per year without loss of pay for 

absence caused by illness or injury.  Accrual of sick leave will commence upon successful completion of the 

probationary period and shall be retroactive to the first day of employment. Sick leave not used in the year of 

service for which it is granted shall be accumulated from year to year up to a maximum of (180) days for (10) 

month employees and 200 days for (12) month employees. Part-time Employees shall receive one (1) hour of sick 

leave for every thirty (30) hours worked, as stated in M.G.L. chapter 149, section 148C(d)(1).” 

Section 2 

An Employee may be required to furnish a doctor's certificate after absence of three (3) consecutive or more 

working days because of illness. 

Section 3 

Accrual of sick leave is pro-rated each year for an Employee who does not serve for the full year.   Sick leave may 

be used in one-half (1/2) day increments due to personal illness or injury. Up to five (5) days of sick leave may be 

used each year for the purpose of attending to ill immediate family members.  See Article 21 for definition of 

“immediate family”. 

Section 4 

Once per year all Employees shall be provided information concerning sick leave accumulation. 
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Section 5 

Sick leave not used prior to the termination of an Employee's service shall lapse and said Employee shall not be 

entitled to any compensation in lieu thereof. 

Section 6 

Any Employee who by reason of an industrial accident receives statutory compensation pursuant to Worker's 

Compensation may receive previously accrued sick leave in the amount necessary to make up their regular weekly 

compensation. However, in no event shall the use of supplementary sick leave result in the Employee receiving 

after tax compensation in an amount greater than that received in their normal pay. 

Section 7  

Each Employee, upon voluntary or compulsory retirement under the Retirement Law or upon death, shall be paid 

as part of their termination pay, their unused accumulated sick days up to a maximum of one hundred and twenty 

(120) days at their then in effect per diem rate.  To be eligible for this benefit, the Employee must have ten (10) 

years of service in a position covered by this Agreement. 

ARTICLE 18: PERSONAL DAYS 

Each permanent Full-Time Employee may at the discretion of the Administration obtain a maximum of two (2) 

days of personal leave per work year for the purpose of transacting imperative legal business, household or family 

matters which are impossible to transact during working hours.  Such personal leave days shall not be cumulative.  

The Employee must provide the Superintendent with at least two (2) working days notice of the intent to take a 

day of personal leave.  Upon notification of an intent to take a day of personal leave and upon consent of the 

Administration, the Superintendent shall charge said day to personal leave.  If a Full-Time employee uses three or 

fewer sick days a year, the employee shall be entitled to one extra personal day to be issued in the following year. 

Each Part-Time Employee may at the discretion of the Administration obtain a maximum of one (1) day, 

equivalent to equivalent to the hours of the employee’s normal work day, of personal leave per work year for the 

same above stated purposes. Personal days will not be used during the months of September and June when school 

is in session. 

ARTICLE 19: HOLIDAYS 

Section 1 

Employees covered by this contract shall receive not less than fourteen (14) paid holidays per year. 10-month 

employees shall receive holidays that occur during their work year. 
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Section 2 

The School Committee shall establish a holiday calendar no later than July 1 prior to the calendar year in which 

the holidays occur.  

Section 3 

In the event that operation of the school requires the Employee to work on a designated holiday, regardless of 

whether or not school is in session, that Employee shall be afforded an alternate paid day off at a mutually agreed 

upon date during the period starting 30 days before and ending 30 days after said holiday. 

ARTICLE 20: PARENTAL LEAVE 

Section 1 

An Employee who becomes pregnant shall notify the Superintendent or designee, in writing, as soon as possible 

for purposes of planning coverage, stating the anticipated dates of departure and return. 

Section 2 

The pregnant Employee may continue in their assigned position as long as their physical condition and ability to 

perform their assigned duties allow.  The Superintendent may require such medical evidence of the Employee’s 

ability to continue employment as it may require when questioning the health of an Employee in a non-maternity 

related situation. 

Accrued sick leave benefits may be for parental leave purposes under the same terms and conditions which apply 

to other temporary medical disabilities. 

Section 3 

Pursuant to Massachusetts General Laws Chapter 149, S105D, every full-time Employee shall be entitled to leave 

of absence for the purpose of giving birth or the adoption of a child without pay or increment for a period of eight 

(8) weeks, if she complies with the following: 

1) Employee must have been employed for a period of at least three (3) consecutive months, and 

2) Employee must provide the Administration with at least two (2) weeks’ notice prior to their expected 

departure date. 

However, up to an additional eight (8) weeks of unpaid leave for the purpose of child-rearing may be granted at 

the sole discretion of the Superintendent or designee. In rendering a decision with regard to extending an unpaid 

leave of absence factors including, but not limited to, coverage and workload, financial impact and the requesting 

Employee's past contributions shall be considered. The Superintendent's decision shall be final and not subject to 

the grievance provisions of this Agreement.   
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Section 4  

Family Medical Leave 

The secretaries acknowledges that Local 1703 and the Committee are subject to the provisions of the FMLA.  The 

FMLA shall not increase or decrease the  length of leave available to eligible employees under this Agreement.  

Where  an employee takes leave under one of the aforementioned Articles for a reason which would entitle the 

employee to leave under the FMLA, such leave will also be considered FMLA leave and will be deducted from the 

employee’s statutory FMLA leave entitlement.  FMLA leave is not cumulative and is not in addition to leaves 

currently available to the extent such leaves are for reasons covered by the FMLA.  FMLA is an unpaid leave; 

however employees may elect to use accrued paid leave (sick, personal, vacation) during FMLA leave. 

ARTICLE 21: VACATION LEAVE 

Section 1 

Vacation eligibility shall be computed as of July 1 for all permanent full time Employees as follows: 

# Months Served      # Days Accrued per Month  # Vacation Days per Year 

one (1) to sixty (60) months     11/12        11 

sixty-one (61) to 120 months     16/12        16 

more than 120 months       21/12        21 

Section 2 

Employees covered by this Agreement who work less than a full calendar year shall receive a pro-rated number of 

vacation days based upon the number of months and hours worked during the year according to the rates 

established in Section 1. 

Such employees shall take vacation time during student vacation periods.  It is understood that if employees have 

accrued vacation time in excess of available student vacation time, after using student vacation periods, they may 

take additional time with the approval of the supervising administrator. 

Section 3 

Employees covered under this Agreement may accumulate vacation time from year to year up to a maximum of 

two times their annual accrual. 

Section 4 

No vacation days can be bought-back in any year, except the retirement year. 
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Section 5 

Employees will endeavor to utilize vacation leave when school is not in session, whenever possible.  In special 

situations, vacation requests when school is in session can be approved by the Principal. 

Vacation will be granted subject to Building Principal; however, said approval will not be unreasonably withheld. 

Employees will attempt to use their vacation time by June 30th. 

ARTICLE 22: BEREAVEMENT LEAVE 

Section 1 

Employees shall be allowed up to three (3) consecutive working days of bereavement leave during that Employee's 

work year in each case of death in the immediate family.  ("Immediate family" for the purpose of this section is 

defined as spouse, child, grandchild, father, mother, grandparent, mother-in-law, father-in-law, daughter-in-law, 

son-in-law, brother-in-law, sister-in-law, sister, brother, aunt, uncle or any person who is a permanent resident of 

the Employee's home.  See also paragraph two below.)  Such bereavement leave days shall not be cumulative.   

When circumstances warrant, additional paid time may be granted at the sole discretion of the Superintendent and 

the granting of such leave shall not establish a past practice. The decision of the Superintendent shall not be 

grievable under Article 8. 

Section 2 

This Article shall be administered in light of its purpose which is to provide the Employee the opportunity when 

needed to attend the funeral or to attend to family or personal matters arising as a result of the death. 

ARTICLE 23: JURY DUTY 

An Employee called to jury duty shall be compensated in accordance with the requirements of Massachusetts 

General Laws, Chapter 234A. The Employee should notify the Administration as soon as possible after receiving a 

summons calling them to jury duty.  The Employee must submit a copy of the service certificate provided by the 

court after the completion of jury duty in order to receive compensation for days of jury service. 

ARTICLE 24: HEALTH INSURANCE 

All Employees covered by this Agreement shall receive the same health insurance benefits and the same 

contribution levels that are provided for any other employee of the Maynard Public Schools provided that they are 

eligible under Massachusetts General Laws, C. 32B. 
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ARTICLE 25: UNION RIGHTS AND PRIVILEGES 

Section 1 

A written list of Union Stewards and other representatives shall be furnished to the Employer no later than 

September 15th of each year. The Union shall notify the Employer of any changes in said list. 

Section 2 

One (1) Union Representative shall be allowed to attend a one (1) day State or national meeting per year without 

loss of pay. 

Section 3 

One (1) Union Representative shall be allowed up to five (5) hours per month for the investigation and settlement 

of grievances. 

ARTICLE 26: ADMINISTRATION OF THE SALARY PLAN 

Section 1 

Initial placement of the salary schedule shall be based on training and experience.  Exceptions may be made by the 

Superintendent of Schools upon a showing of unusual circumstances.  

Section 2 

Step increments shall be awarded on each July 1 of every year during the term of this agreement unless specified 

otherwise. All service beginning on or after July 1 through December 31 of any fiscal year becomes creditable 

service.  All service beginning on January 1 through June 30 of any fiscal year for purposes of this Article shall 

not be considered creditable service. 

Section 3 

The awarding of a move to the next step in the wage schedule is not automatic but is based upon satisfactory 

performance as determined by the evaluation of the Superintendent or their designee and the building Principal or 

immediate supervisor involved.  See Appendix D. 

Section 4 

Prior to July 1 of each year, before awarding any step increments each Employee's performance shall be evaluated 

formally by the Employee's immediate supervisor involved.  The evaluation form appears in Appendix E.  The 

results of this evaluation shall be made known to the individual Employee involved. An Employee may, within 

five (5) days of knowledge of the result of a formal evaluation, discuss said evaluation with the Superintendent.  

See Appendix D.  The Superintendent may take action, as appropriate, at their sole discretion. 
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Section 5 

Employee Records: A copy of any written statement or report which is of a critical or unsatisfactory nature 

concerning an Employee made by a member of management or of a designated supervisor which is to be retained 

by the Employer in the Employee's personnel file shall be shown to the Employee who shall certify in writing that 

they have read it. If the Employee refuses to sign such a statement, the supervisor or other person in whose 

presence the Employee read the statement or report shall certify that the statement or report was read by the 

Employee and that the Employee refused to sign the statement acknowledging this fact.  If the Employee is not 

available (due to illness or other absence) at the time the statement or report is prepared, the member of 

management or supervisor shall file with the statement or report the reasons for not showing the statement or 

report to the Employee at the time of filing, but the Employee shall be given the opportunity to read the report as 

soon as he is available thereafter. 

No action shall be taken by the Employer based solely on such statement or report unless it appears in the file that, 

in accordance with the above procedure, the Employee read or had the opportunity to read the statement or report, 

provided however, that such record may be retained in the file and may be considered in any subsequent action if 

the record then shows that the Employee has read the report. 

The Employee shall be given a copy of any evaluation report prepared by an administrator or supervisor and shall 

have the right to discuss such a report with them and file in their personnel file a written answer thereto. 

Section 6 

The evaluations conducted pursuant to this Article shall not be subject to the grievance-arbitration provisions of 

this Agreement.  In the event that an Employee's evaluation has an adverse effect on the Employee's rate of pay, 

the denial of step increases shall be subject to the grievance-arbitration provisions of this Agreement. 

Section 7 

The parties agree that Employees will be paid sick, holiday, personal, and/or vacation time for the hours they were 

scheduled to work on the day when the leave is taken.  This includes all part-time employees. 

ARTICLE 27: INFORMAL CONSULTATION 

Any Employee covered by this Agreement and/or an Employee representative, may discuss informally any 

employment matter with an appropriate Administrator.  An effort will be made to resolve the issue as close to the 

origin of the concern as possible.  If necessary, the concern may be referred to the Superintendent.  The 

Superintendent, if appropriate, and if the Employee agrees, may involve a School Committee member as a liaison.  

Nothing in this Article in any way limits or restricts the Employee from filing a grievance. 
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ARTICLE 28: MISCELLANEOUS WORKING CONDITIONS 

Section 1 

No bargaining unit Employee shall be required to transport children or deposit for the Maynard Public Schools 

sums of money in excess of $100. 

Section 2 

An Employee providing advanced notice of their intent to retire into a recognized retirement system shall be given 

an incentive bonus upon retirement. The incentive shall be provided as follows: 

Notice eighteen (18) months in advance $ 1,000.00 

Less than eighteen (18) but more than twelve (12 months) * $    500.00 

* Payment may be withheld until the next July 1st for budgetary purposes at the discretion of the School 

Committee. 

No Employee shall benefit from both this provisions and any early retirement incentive program offered by the 

Town of Maynard. 

Section 4 

An Employee shall not suffer a loss of pay when the schools are closed because of a bomb scare. 

Section 5 

In the event that all Maynard Public Schools are closed because of inclement weather (i.e.: Snow Day), Employees 

assigned to the schools and the central office shall receive the day off without loss of pay, including part-time 

employees if scheduled to work on said day. An Employee who is required by their immediate supervisor, the 

Superintendent or designee to work on a day in which the schools are closed because of inclement weather, shall 

receive a compensatory day off scheduled with the approval of the Employee's immediate supervisor.  It is 

expressly agreed and understood that Employees can be required to work on a day in which the schools are closed 

because of inclement weather. 

In the event of a school opening delay, employees shall report not later than the delayed opening time.  Conditions 

permitting, employees shall report one-half hour prior to the delayed opening. 

Section 6 

Employees covered by this Agreement shall be reimbursed tuition costs for courses that are required by the 

Employer.  Tuition for other work-related courses will be reimbursed if the course is approved in advance by the 

Superintendent or designee and if funds are available. 
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ARTICLE 29: JOINT COMMITTEES 

A Safety Committee composed of one (1) representative of the Union and one (1) supervisor personnel shall be 

appointed.  Said Committee shall meet regularly to review safety practices.  The Committee may draw up a safety 

code for review by the Union and the Schools Committee. 

ARTICLE 30: SALARIES 

Section 1 

The salary schedules effective July 1, 2023 for all persons covered by this Agreement are contained in Appendix A 

attached hereto and made a part of this Agreement. 

ARTICLE 31:  SEPARABILITY AND SAVINGS 

Section 1 

If any Article or Section of this Agreement or any Riders thereto should be held invalid by operation of law or by 

any tribunal of competent jurisdiction, or if the compliance with or enforcement of any Article or Section should 

be restrained by such tribunal pending a final determination as to its validity the remainder of this Agreement and 

Rider thereto, or the application of such Article or Section to persons or circumstances other than those as to which 

it has been invalid or as to which compliance with or enforcement of has been restrained shall not be affected 

thereby. 

Section 2 

In the event that any Article or Section is held invalid or enforcement of or compliance with which has been 

restrained as set forth above, the parties affected thereby shall enter into negotiations at the request of either party 

for the purpose of arriving at a mutually satisfactory replacement for such Article or Section during the period of 

the invalidity or restraint. 
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APPENDIX A 

SECRETARIAL WAGE SCALE 

2023-2024 2% COLA             
  226 days* 226 days*     260 day     

Step PT Hourly FT Office 10 Mth daily hourly Principal 12 Mth daily hourly 

1 $21.50  $43,862.00  $194.08  $24.26  $52,915.00  $203.52  $25.44  

2 $21.93  $44,766.00  $198.08  $24.76  $54,018.00  $207.76  $25.97  

3 $22.37  $45,652.00  $202.00  $25.25  $55,099.00  $211.92  $26.49  

4 $22.82  $46,538.00  $205.92  $25.74  $56,160.00  $216.00  $27.00  

5 $23.27  $47,496.00  $210.16  $26.27  $57,304.00  $220.40  $27.55  

6 $23.74  $50,588.00  $223.84  $27.98  $60,507.00  $232.68  $29.09  

7 $24.21  $51,600.00  $228.32  $28.54  $61,714.00  $237.34  $29.67  

*days are approximate until school year calendar is determined (per Article 14, Sec. 1 + paid holidays) 

                
2024-2025 2.5% COLA           

  226 days* 226 days*     261 day     
Step PT Hourly FT Office 10 Mth daily hourly Principal 12 Mth daily hourly 

1 $22.04  $44,965.00  $198.96  $24.87  $54,455.00  $208.64  $26.08  

2 $22.48  $45,887.00  $203.04  $25.38  $55,583.00  $212.96  $26.62  

3 $22.93  $46,791.00  $207.04  $25.88  $56,689.00  $217.20  $27.15  

4 $23.39  $47,695.00  $211.04  $26.38  $57,796.00  $221.44  $27.68  

5 $23.85  $48,689.00  $215.44  $26.93  $58,965.00  $225.92  $28.24  

6 $24.33  $51,853.00  $229.44  $28.68  $62,264.00  $238.56  $29.82  

7 $24.82  $52,884.00  $234.00  $29.25  $63,496.00  $243.28  $30.41  

*days are approximate until school year calendar is determined (per Article 14, Sec. 1 + paid holidays) 

                
2025-2026 2% COLA             

 
226 days* 226 days* 

  
261 day 

  Step PT Hourly FT Office 10 Mth daily hourly Principal 12 Mth daily hourly 

1 $22.48  $46,809.00  $207.12  $25.89  $56,689.00  $217.20  $27.15  

2 $22.93  $47,731.00  $211.20  $26.40  $57,817.00  $221.52  $27.69  

3 $23.39  $48,653.00  $215.28  $26.91  $58,944.00  $225.84  $28.23  

4 $23.86  $49,666.00  $219.76  $27.47  $60,134.00  $230.40  $28.80  

5 $24.33  $52,884.00  $234.00  $29.25  $63,517.00  $243.36  $30.42  

6 $24.82  $53,951.00  $238.72  $29.84  $64,770.00  $248.16  $31.02  

7 $25.32  $55,036.00  $243.52  $30.44  $66,064.00  $253.12  $31.64  

*days are approximate until school year calendar is determined (per Article 14, Sec. 1 + paid holidays) 
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APPENDIX B 

 

SECRETARIAL GRIEVANCE FORM 

 

Today's Date ____________________ 

TO: _______________________________________________(Supervisor) 

FROM: ____________________________________________(Signature of Secretary) 

 

1.  I believe that the following portion of the Agreement has been violated [list each Article(s) and 

Section(s)]: 

 

 

 

 

2.  Evidence / facts related to alleged violation (what happened?) 

 

 

 

 

 

3.  What remedy do you seek? 
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APPENDIX C   

 

  WEATHER EXTREMES SIDE LETTER 

 

The Administration recognizes that a Secretary cannot be expected to perform duties when the 

temperature in their school office becomes unusually cold or unusually hot.  The 

Superintendent or designee is authorized to declare a "weather extreme" and to send the 

affected Secretary home before the normal end of the work day at no loss of pay.   
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APPENDIX D  

 

 ANNUAL EVALUATION 

During the life of this agreement (July 1, 2023 through June 30, 2026) the parties shall use a 

revised evaluation system 

 

a. Each supervisor will write a performance evaluation for each Employee.  The 

evaluation form appears in Appendix E. 

 

b. Future salary increases will be related to the level of the position, length of service of 

the Secretary, and annual performance evaluation.  

 

c. Annual goal setting will be held before November 1st where the evaluator will explain 

the goals required under each performance review item.  
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APPENDIX E 

 

MAYNARD PUBLIC SCHOOLS 

ANNUAL PERFORMANCE REVIEW 

Name       School       Position                        Date 

 

Key: 3 = Overall performance is exceptional / Readily grasps aspects of job 

  2 = Results achieved consistently meets requirements of job 

  1 = Results achieved fail to meet requirements of job 

 Successful completion of assigned tasks  Attitude 

 Quality of work  Attendance 

 Attention to routine details  Ability to handle problems 

 Cooperation with staff and administration  Dependability 

 Relationship with students  Contributes of overall school program 

 Initiative  Fulfills job requirements 

Comments: 

 

 

Evaluator:              

I realize that I may have a written response attached to this document in my personnel file.  I 

participated in a follow-up conference on         

Signature:                   
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APPENDIX F 

 

Secretaries Seniority List  

(Article 11) 

 

 
 Joanne LoChiatto 05/02/95 
 
 Kathleen Sullivan 12/16/02 
 
 Gail Lucas 08/28/17 
 
 Marie Roche 08/25/17 
 
 Nancy Dangelo 11/20/19 
 
 Sharon Ray 08/26/20 
 


