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PREAMBLE

This contract is made effective this first day of July 2026 by the School Committee of the City of Greenfield,
Massachusetts, (hereinafter referred to as the "Committee") and the Greenfield Public Schools Administrative
Assistants Association (hereinafter referred to as the "Association").

ARTICLE [
RECOGNITION

A. The Greenfield School Committee recognizes the Greenfield Public Schools Administrative
Assistants Association as the exclusive representative of a unit consisting of all full-year and school-year,
part-time and full-time Administrative Assistants. Included are: Administrative Assistants to Principals,
Administrative Assistants for the Building (Middle School and High School, as applicable), Administrative
Assistants for Food Service, Administrative Assistants for Special Education, Administrative Assistants in
Guidance office and Administrative Assistant at the Academy of Early Learning.

Not included are: Any Administrative Assistant and/or Executive Secretary in the offices of the
Superintendent, Director of Business Services, and Transportation Department. Also excluded are any data
entry, receptionist, and clerk personnel. Article I does not include temporary, student, long-term substitute,
summet, or part-time (working less than 20 hours per week) employees.

Definitions are included under Article V.

The first ninety (90) days of employment are probationary. Probationary employees may be disciplined and/or
terminated at the sole discretion of the Employer with such discipline/termination not subject to
grievance/arbitration under this contract.

B. Unless otherwise indicated, employees in the above unit will be hereinafter referred to as the
Administrative Assistants and the School Committee as the Committee.

C. The management of the school system and the direction of the working force, including the right to
plan, direct and control operations; to schedule and assign duties to employees; to establish standards and
require employees to observe School Committee policies rules and regulations; to hire, layoff or relieve
employees from duties; and to maintain order and to suspend, discipline and discharge employees for just
cause; are the recognized reserved rights of the School Committee and/or their agents.

The foregoing enumeration of management's rights shall not be deemed to exclude other rights of
management not specifically set forth, the School Committee and their agents therefore retaining all rights not
otherwise specifically restricted by this Agreement.

The exercise by the School Committee and/or their agents of any of the foregoing rights shall not alter any of
the specific provisions of this Agreement; nor shall they be used to discriminate against any member of the
Association or bargaining unit.

D. The Administrative Assistants agree that they will not object to any reasonable discipline imposed by
the Committee or its agents upon any of its members should they be engaged in any activities which tend to
disrupt the harmonious relations of the schools, or which interfere with the efficient operations of the schools,
or which do not create positive communication and interaction with students, staff, and families. The
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Administrative Assistants will attempt to dissuade such members from engaging in such activities.

During the term of this Agreement, the parties hereto agree that there shall be no strikes of any kind
whatsoever, work stoppages, slow-downs, or interference or interruption with the operations of the School
Department by any employee or the Association.

Nor shall there be any strikes or interruption of work during the term of this Agreement because of any
disputes or disagreements between any other persons (or other employers or associations) who are not
signatory parties to this Agreement.

Employees who violate this provision shall be subject to disciplinary action, including discharge and any
claim by either party against the other of a violation of this Article shall be subject to grievance as provided
for in Article IV of this Agreement.

ARTICLE II
NEGOTIATION PROCEDURE

No later than November 1 of the period covered by this Agreement, both parties agree to enter into
negotiations over a successor contract if either side notifies the other of a desire to open negotiations. An
official of the Association can initiate negotiations by communication to the School Committee with a copy to
the Superintendent. The School Committee can initiate negotiations by communication to an Association
official.

ARTICLE IIT
NON-DISCRIMINATION

It is the policy of the Greenfield School Committee to abide by the letter and spirit of the laws of the
Commonwealth and of the United States that guarantee the equal and unbiased treatment of all students,
parents, and employees of the Greenfield Public Schools. The General Laws cited in the policies generally
require that no person be discriminated against in employment practices including, but not limited to, hiring,
promotion, transfer, discharge, pay, fringe benefits, or access to educational programs and services on the
basis of race, color, sex, pregnancy and pregnancy-related condition, religion, national origin, age, handicap,
sexual orientation, and/or gender identity.

ARTICLE IV
GRIEVANCE PROCEDURE

A. Definition of a Grievance: A grievance is defined as a complaint by an Administrative Assistant or
group of Administrative Assistants or the Association that there has been a violation, misinterpretation, or
misapplication of the terms of this Agreement.

B. Purpose; The purpose of this procedure is to secure, at the lowest possible administrative level,
clarification of concerns and equitable solutions to the problems which may from time to time arise affecting
the welfare or working conditions of Administrative Assistants. Both parties agree that these proceedings will
be kept informal and confidential as may be appropriate at any level of the procedure.

C. Informal Procedure: An Administrative Assistant having a grievance or concern shall, prior to filing it
under the formal procedure, discuss the matter informally with an appropriate member of the administration,
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in an attempt to adjust it. This should take place as soon as possible but not later than ten (10) business days
from the incident. Said Administrative Assistant may request a member of the Administrative Assistants
Association to be present at such discussions and to state their views.

D. Formal Procedure - Level One:

Ly An Administrative Assistant who feels that they have a grievance under this Contract will be required
to reduce such to writing stating the time, place and alleged section of the Contract under which the grievance
is being submitted, including resolution desired, within fifteen (15) business days of the alleged grievance.
The alleged grievance shall be deemed waived unless initiated within the time frame referenced above.

Level Two:

L. If the aggrieved person is not satisfied with the disposition of his/her grievance or concern at level
One, the grievance shall be presented in writing by the Admlmstlatlve Assistant and a member of the
Association to the Superintendent of Schools.

2, The Superintendent shall meet with the Administrative Assistant and a member of the Administrative
Assistants Association in an effort to settle the grievance.

Level Three:

L. If the aggrieved person is not satisfied with the disposition of his/her grievance at Level Two, or if no
decision has been rendered, the grievance shall be presented in writing to the School Committee. The
ultimate decision on the grievance at Level Three will, however, be rendered by a majority of the School
Committee.

E. When it is necessary, pursuant to Article III, for a grievant and one (1) representative of the
Association to attend a grievance hearing during a school day, the preceding individuals, upon prior notice to
their principal or immediate supervisor and the Superintendent of Schools, will be released without loss of
pay, as necessary, in order to permit appearances in the foregoing activities. The Association agrees these
rights will not be abused. In the case of the class grievance, the applicable representative will be an officer of
the Association or their designee. In no case will there be more than two (2) representatives released without
loss of pay.

ARTICLE V
WORK SCHEDULE & BENEFITS

[. FULL-YEAR ADMINISTRATIVE ASSISTANTS:

A. Full-year Administrative Assistants work 52 weeks a year. During the school year, Administrative
Assistants are paid to work seven (7) hours each day except for the scheduled school vacations, when
Administrative Assistants are paid to work six (6) hours each day. Administrative Assistants are entitled to an
unpaid lunch break of 30-60 minutes in length as agreed to with the supervisor.

At the beginning of each year, the Administrative Assistant(s) in each building shall discuss with the
supervisor how coverage for absences and lunch breaks of the Administrative Assistant(s) and others will be
managed - by whom, when, and how. Hours must include all hours including arrival and dismissal of students
and the student day, where applicable.
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During the summer, Administrative Assistants are paid to work seven (7) hours each day for the two (2)
weeks immediately following the close of the school year and seven (7) hours each day for the two (2) weeks
immediately preceding the date of teachers returning to school with no benefit time to be taken during those
two weeks. On the remaining scheduled workdays during the summer, Administrative Assistants are paid to
work six (6) hours each day. The unpaid lunch period is scheduled with the Principal and can be 30 to 60
minutes in length. With approval of the building principal and Superintendent, the summer hour schedule may
be adjusted.

B. The specific hours that each office is open will be determined by the governing administrator and
approved by the Superintendent. The Administrative Assistant will work the hours the office is open. At the
beginning of each year, the Administrative Assistant(s) in each building shall discuss with the supervisor how
coverage for absences and lunch breaks of the Administrative Assistant(s) and others will be arranged—by
whom, when, and how. Hours must include all hours including arrival and dismissal of students and the
student day, where applicable.

C. Overtime: Overtime will be paid when work exceeds 40 hours in the regular work week or when the
Administrative Assistant is called back for an evening or weekend assignment. The rate of time and one-half

will be determined by computing the hourly rates multiplied by 1.5.

All overtime must have the pre-approval of the Supervisor or Superintendent or their designee prior to
performing such and be documented on time sheets, submitted by the end of each week.

Administrative Assistants may leave work sixty (60) minutes after dismissal on early dismissal days
before the last work day before Thanksgiving and Christmas.

D. Paid Holidays: The following thirteen (13) days shall be paid holidays:

New Year's Day Labor Day

Martin Luther King Day Columbus Day

President’s Day Veterans Day

Washington's Birthday Thanksgiving Day

Patriots Day Day Following Thanksgiving
Juneteenth Day prior to Christmas
Memorial Day Christmas Day

Fourth of July

If New Year’s, Christmas, or the Fourth of July holiday falls on a Saturday or Sunday, the Administrative
Assistant will have the following Monday off with pay. The School Committee reserves the right to designate
an alternative day off in lieu of extra pay for holidays falling on Saturday and/or Sunday which do not affect
the regular school calendar. This does not alter the number of eligible holidays covered under Article V,
Section D. An employee called in to work on a holiday will be paid for time worked in addition to holiday

pay.
E. Vacations:

I The date for determining eligibility for vacation shall be July 1 of each year.



2 All full-year Administrative Assistant employees who have completed over thirty (30) weeks of
continuous service as of July 1 and under five (5) years of continuous service shall receive two (2) weeks paid
vacation.

3. All full-year Administrative Assistant employees who have been employed for less than thirty (30)
weeks on July 1, shall receive one (1) day’s paid vacation for each month or major portion thereof of
continuous service. Said vacation time will be available after July 1 and shall be used during the first full year
of employment.

4, All full-year employees who have completed more than five (5) years of continuous service as of July
1 shall receive three (3) weeks vacation and those employees who have completed more than ten (10) years of
continuous service as of July 1 shall receive four (4) weeks paid vacation. Any time in excess of two (2)
weeks vacation must be taken at the convenience of the school system.

5. Date of eligibility for vacation (July 1* as per E-1) shall require that a person be an active employee
for pay purposes as of June 1 previous to the fiscal calendar year for which the vacation benefits are being
determined or paid.

6. Employees who have worked continuously for Greenfield Public Schools in excess of ten (10) years
will be eligible for two (2) weeks paid vacation upon retirement provided such retirement is taken after 120
days of a contract year have taken place. This will be in addition to any vacation time earned in Paragraph 5
above and not used at the date of retirement. Employees who leave for reasons other than retirement must
comply with Paragraph 4 above.

7. Full-year employees who schedule all their vacation time during school vacations will be entitled to
one (1) additional vacation day when school is not in session.

8. All full year employees who have completed more than twenty (20) years of continuous service as of
July 1 shall receive five (5) weeks paid vacation. The fifth (5") week shall be scheduled with the advance
approval of the Superintendent. Full year employees may not take vacation time during the two (2) weeks
before school starts.
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II. SCHOOL-YEAR ADMINISTRATIVE ASSISTANTS:

F. School-Year Administrative Assistants work forty-three (43) weeks. School year administrative
assistants work the 183 days that teachers work plus 20 days additional during the summer break. The twenty
(20) additional days typically involve ten (10) days before teachers return with no benefit time to be taken,
five (5) days after school ends, and five (5), floating, six (6) hour days during the summer, scheduled at the
principal’s discretion and with the submission of a timesheet required. School-year administrative assistants
are paid to work seven (7) hours each day except for the five (5) floating days during the summer, which are
six (6) hours/day. Administrative Assistants are entitled to an unpaid lunch break of 30-60 minutes in length
as agreed to with the supervisor.

G. The specific hours of work will be determined by the governing administrator and approved by the
Superintendent. At the beginning of each year, the Administrative Assistant(s) in each building shall discuss
with the supervisor how coverage for absences and lunch breaks of the Administrative Assistant(s) and others
will be managed — by whom, when, and how.



H. Employees who have worked continuously for the Greenfield Public Schools in excess of ten (10)
years will be eligible for two weeks paid benefit time upon retirement provided such retirement is taken after
120 days of a contract year.

Administrative assistants shall not be required to call substitutes prior to the scheduled start of
their work day unless by mutual agreement with their administrator.

L
L. The following ten (10) days shall be paid holidays*:
New Year's Day Thanksgiving Day
Martin Luther King Day Day Following Thanksgiving
Memorial Day Day Prior to Christmas
Labor Day Christmas Day
Columbus Day
Veteran’s Day

Juneteenth if school is in sessions during the required work period for school year employees

If the administrative assistant is assigned to work the week of either Presidents Day, Patriots
Day, these days will be paid holidays.

2, The School Committee reserves the right to designate an alternative day off in lieu of extra pay for
holidays falling on Saturday and/or Sunday which do not affect the regular school calendar.

3. Administrative Assistants may leave work sixty (60) minutes after dismissal on early dismissal days
before the last work day before Thanksgiving and Christmas.

PART-TIME ADMINISTRATIVE ASSISTANTS (full vear or school year):

J.  Part-time administrative assistants are those paid to work more than twenty (20) hours per week but
less than thirty-five (35) hours per work. The specific hours and days will be determined by the governing
administrator and approved by the Superintendent.

K. Eligible Benefits for part-time administrative assistants will be prorated.

TEMPORARY EMPLOYMENT:

L. Temporary employment, including long-term substitutes, is defined as work for a period of less than
43 weeks, either full time or part time, that is situational without continuation beyond its term. Written
notice shall be given at the time of hire or transfer regarding the duration of temporary employment.
Temporary employees are not eligible for benefits under this contract and temporary employment does not
accrue seniority.

ARTICLE VI

SNOW DAYS
A. When school is delayed or canceled, the schedule for Administrative Assistants is as follows:
L. One (1) hour delay of school: One (1) hour delay for Administrative Assistants.
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2 Two (2) hour delay of school: Two (2) hour delay for Administrative Assistants.

3. When school is canceled due to weather conditions, full-year Administrative Assistants may work an
abbreviated day. The length of the work day may be adjusted 60-120 minutes, either at the beginning or end
of the work day based on weather conditions, at the discretion of the supervisor. The work day may be further
reduced at the discretion of the Superintendent or designee. Any alteration to the work day must be approved
by the supervisor.

The work day may be further reduced at the discretion of the Superintendent or designee. The
Superintendent/designee shall notify the schools of said reduction.

If an early release is called due to inclement weather, Administrative Assistants will be able to leave
work within 60-90 minutes after the final release of students.

4. State of Emergency declared: all buildings are closed and work is excused without having to take
benefit time.

ARTICLE VII
SALARY, BENEFITS & LEAVES

A. All new hires will start at Step 1 of the Administrative Assistant salary schedule (see
Appendix A) unless waived by the Superintendent based on prior, relevant, documented school experience.

B. Full-time administrative assistants will be paid biweekly. School-year administrative
assistants will be paid in either twenty-two (22) equal pays or twenty-six (26) equal pays.

C.

L. Changes upward for one step increment will be automatic on July 1 of any year except for
employees who were hired after February 1* or who have received an evaluation indicating their work is
unsatisfactory in whole or in part and they are considered an at-risk employee. Employees hired after
February 1% will receive their step increment on July 1 of the following year and continue forward from there.

2, Any increment shall be granted as of July 1 of any calendar year.
D. Sick Leave - Full-Year:

L.

a. Each full-year administrative assistant is entitled to leave of absence for disability with full
pay up to sixteen (16) working days in each contract year. It is further agreed that during the first year of
employment an administrative assistant becomes eligible for sick leave at the rate of 1.5 days for each
calendar month employed until sixteen (16) days total has accrued. For Administrative Assistants hired
before July 1, 2015, unused sick leave shall be accumulated from year to year without limitation so long as
the administrative assistant remains continuously in the service of the School Committee. For Administrative
Assistants hired on or after July 1, 2015, unused sick leave shall be accumulated from year to yeal up to one
hundred (100) days.

b. To be eligible for sick leave credit, an employee must have worked not less than 100 days in the year
prior to 1 July of the year for which the employee is seeking the sick leave credit. If an employee has not met
the 100 days, sick leave will be earned at the rate of 1.5 days for each month worked after 1 July for the
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contract year involved until sixteen (16) days total has accrued.

2, The Superintendent or his/her designee may require that absences of five (5) or more consecutive
school days because of disability be certified by a physician. The Superintendent may require recertification
every fifteen (15) days. Administration may also require documentation from a physician in cases of
suspected abuse of sick time.

3, Abuse of sick leave may be deemed grounds for reprimand and/or loss of pay (to the extent of the
absence by abuse) with or without the recommendation of the Association. Repeated abuse of the sick leave
provision shall be considered grounds for dismissal in accordance with current statutes.

4, Health-related absences caused by or related to pregnancy, miscarriage, abortion, childbirth and
recovery shall be treated as temporary disabilities, and as such, accumulated sick leave shall be available for
use during periods of such disability.

5. Each administrative assistant will be allowed to use up to five (5) days of sick leave each contract
year for illness in the immediate family. Immediate family is defined to include spouse, partner, children,
step and foster children, parents, step parents, grandparents, grandchildren, parents-in-law, sister, brother,
sister-in-law or brother-in-law, a member of the immediate household living in the home of the
administrative assistant, or individual for whom the administrative assistant has acted as a parent or legal
guardian.

6. Each administrative assistant will be allowed up to ten (10) days paid parenting leave deducted from
sick leave for child care purposes as a parent upon the birth or adoption of a child. This time may be taken as
unpaid leave if the employee does not have sufficient accumulated sick leave.

E. Emergency, Bereavement, and Other Leaves
All leaves under this contract must be documented according to administrative procedures in
place.
L. Up to five (5) school days absent per incident of death may be granted, with full pay, in the event of

death in the administrative assistant’s immediate family. Immediate family is defined to include spouse,
partner, children, step and foster children, parents, step parents, grandparents, grandchildren, parents-in-law,
sister, brother, sister-in-law or brother-in-law, a member of the immediate household residing with the
administrative assistant, or individual for whom the administrative assistant has acted as a parent or legal
guardian.

2. One (1) school day may be granted with full pay in the event of a death of a relative other than
specified in Paragraph 1 of this section, to attend the funeral, with the approval by the school principal.

3. Each administrative assistant may be granted three (3) emergency days each school year, for the
purpose of transacting or attending to emergency matters. The applicant for such leave shall make a written
application but need not state the reason for taking such leave, other than it is being taken under this
paragraph. Leaves of absence under this section will not be granted for days immediately preceding or
following school vacations or holidays. Advance notice, although desirable for this leave, is not required.
Unused emergency days will accumulate as sick days.

4, Administrative assistants may be granted emergency leaves of absence with pay at the discretion of
10



the Superintendent or designee. The length of such leave shall be subject to approval by the Superintendent
or designee.

5. Administrative assistants may be granted leaves of absence without pay at the discretion of the
Superintendent or his/her designee. The length of such leave shall be subject to approval of the School
Committee or their designee. ‘

6. After five (5) years continuous service, administrative assistants will be eligible to be considered for a
one year's leave of absence without pay upon submission of adequate justification as determined by the
Superintendent of Schools with no loss or accrual of seniority or benefits accrued up to the start of such leave.
If an employee fails to pay the required insurance premium during such leave and thereby allows the policy to
lapse, insurance coverage upon return of work will be on the same basis as for new employees. All such
leaves will be requested in writing at least thirty (30) days prior to commencement of the leave, and under no
circumstances will the leave encompass more than one (1) school year.

7. Administrative Assistants may be granted up to two (2) days off per year to observe sincerely held
religious beliefs. The employee must apply for these days at least one (1) week in advance and provide
details as to the religious significance of the days.

F. Sick Ieave - School-Year Administrative Assistants:

L.

a. School-year administrative assistants are entitled to leave of absence for disability with full
pay up to fifteen (15) working days in each school year in which they are serving in the Greenfield Public
Schools as of the first day of said school year whether or not they report for duty on that day.

b. In the first year of employment, sick time will accrue at a rate of 1 1/2 days per month until a
total of fifteen (15) days has accrued.

c. For administrative assistants hired before July 1, 2015, unused sick leave shall be
accumulated from year to year without limitation so long as the administrative assistant remains continuously
in the employ of the School Committee. For administrative assistants hired on or after July 1, 2015,
unused sick leave shall be accumulated from year to year up to one hundred (100) days.

2. The Superintendent or designee may require that absences of five (5) or more consecutive school days
because of disability be certified by a healthcare provider. Re-certification may be required every fifteen (15)
calendar days. Administration may also require documentation from a physician in cases of suspected abuse
of sick time.

3. Female employee's disabilities caused by or related to pregnancy, miscarriage, abortion, childbirth
and recovery there-from, shall be treated as temporary disabilities, and as such, accumulated sick leave shall
be available for use during periods of such disability.

4. Each administrative assistant will be allowed to use up to five (5) days of sick leave each contract
year for illness in the immediate family. Family is defined as spouse, child, parents and member of the
immediate household living in the home of the administrative assistant.

5. Each administrative assistant will be allowed up to ten (10 days paid leave deducted from sick leave
for child care purpose as a mother or father upon the birth of a child. This time may be taken as unpaid leave
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if the employee does not have sufficient accumulated sick leave.

G. Emergency Leave - School-Year Administrative Assistants:

L. Up to five (5) school days absence per school year may be granted, with full pay, in the event of death
in the school-year administrative assistant’s immediate family. Immediate family is defined to include spouse,
children, parents, grandparents, grandchildren, parents-in-law, sister, brother, sister-in-law, brother-in-law, a
member of the immediate household residing with the school-year Administrative Assistant or individual for
whom the administrative assistant has acted as a parent or legal guardian.

2. One (1) school day may be granted with full pay in the event of a death of a relative other than
specified in Paragraph 1 of this section, to attend the funeral.

3. - Bach administrative assistant may be granted three (3) emergency days each school year, for the
purpose of transacting or attending to emergency matters. The applicant for such leave shall make a written
application but need not state the reason for taking such leave, other than it is being taken under this
paragraph. Leaves of absence under this section will not be granted for days immediately preceding or
following school vacations or holidays. Advance notice, although desirable for this leave, is not required.
Unused emergency days will accumulate as sick days.

4. School-year administrative assistants may be granted emergency leaves of absence with pay at the

discretion of the Superintendent or designee.

ARTICLE VIII
OPTIONAL PAYROLL DEDUCTIONS

All persons covered under this contract and eligible for health and life insurance will have deductions
made with signed authorization executed and filed with the Business Manager or designee. Every new
employee will be notified of this option in writing.

Upon written authorization, the persons covered under this contract may have the following payroll
deductions:

L. Tax Sheltered Annuity and 403(b) Premiums.
2; United Way Contributions.
3, Health Insurance. The School Committee agrees to continue to provide Administrative Assistants

with the same health insurance plan as provided to City Employees.

4. Life Insurance. The School Committee agrees to provide Administrative Assistants with a minimum
of $10,000 of life insurance coverage.

If the City provides additional coverage for City employees, or agrees to apply a larger share of

the premiums, then such improvements will be granted to Administrative Assistants at the same

time.
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L The Superintendent’s office shall provide all administrative assistants with an annual verification
letter that states each employee’s Salary Schedule Step, hourly rate of pay, and yearly rate of pay prior to the
start of the school year.

ARTICLE IX
VACANCIES

A. Openings will be posted internally five (5) business days before the position is otherwise posted. Any
person covered by this agreement who desires to fill any vacant, posted position shall file a written
application with the Superintendent or designee through the district’s online application program.

B. An administrative assistant may be transferred to the vacant position if it is determined the employee
is qualified by the Superintendent of Schools. Said determination is not subject to the grievance procedure
beyond level two.

C. A copy of the posted position will be sent to the current Association President for the Administrative
Assistants as recorded in the office of the Superintendent of Schools.

ARTICLE X:
SENIORITY

Seniority in the Administrative Assistant Association is counted from the first day of contract as an
Administrative Assistant and is calculated each year on July Ist. Administrative Assistants receive one full
year seniority credit for each full year of work, whether school year or full year.

Part-time workers 20 hours or less/year are not included under Article I and they do not accrue
seniority. Seniority is credited by the month. Partial months of work are only credited for
purposes of seniority if more than half the month was worked.

Seniority does not accrue during 1) leave of absence or, 2) time out of work for Reduction in
Force. All seniority is lost when an Administrative Assistant voluntarily retires or resigns.

Work as a temporary Administrative Assistant does not count toward seniority unless in the
following year the Administrative Assistant is hired in a position covered under the Association

contract as a permanent employee.

The Superintendent or designee will annually provide an updated Seniority List to the
Association on or before November 1.

ARTICLE XI
REDUCTION IN FORCE (Position)

A. When it is necessary to reduce the number of administrative assistants, those affected by a lay-off will
be notified in writing thirty (30) days prior to the time the lay-off will take place.

B. An administrative assistant whose position is eliminated shall:
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1. Be transferred to an open administrative assistant position for which the employee is
qualified and has past performance as determined by the Superintendent or designee.

Past performance will include absenteeism, the ability to work without direct supervision.

If this is not possible, then, the employee:

2. Will replace an Administrative Assistant with the least seniority than the individual whose position
has been eliminated provided the individual is qualified to fill such as determined by the Superintendent or
designee. Should a position previously reduced reopen within one year, the administrative assistant who was
displaced should have first consideration subject to final determination by the Superintendent.

In cases of (1) or (2), final determination rests with the Superintendent of Schools and such
decision is not subject to grievance beyond Level Two (Article IV, Section D). Where qualifications and
past performance are relatively equal, seniority will be the determining factor.

C. Employees who have been laid off shall be entitled to recall rights for a period of two (2) years from
the effective date of their lay-off.

D. Reduction of Hours: When it is necessary to reduce the hours of an administrative assistant position,
the employee affected by the reduced hours will be notified in writing thirty (30) days prior to the time the
reduction of hours will take place.

An administrative assistant whose position is reduced in hours shall:

Have the opportunity to be transferred to an open administrative assistant position for which the employee is
qualified as determined by the Superintendent of Schools or designee.

If this is not possible, then, the employee may:

1. Bump an administrative assistant with the least seniority provided the bumping individual a) is
qualified to fill such a position as determined by the Superintendent of Schools or designee and b) has more
seniority.

2. Should additional hours of employment come available within a year for the position that lost hours,
the administrative assistant whose position was reduced should have consideration subject to the final
determination by the Superintendent of Schools or designee.

3. Any full-time employee, school year or full year, whose hours might be reduced below 20 hours will
retain leave benefits.

ARTICLE XII
PROTECTION

A Whenever an Administrative Assistant is absent from school as a direct result of personal injury
caused by an accident or an assault and battery related to proper and direct performance of the school
employment as determined by the Superintendent, the employee will be paid their salary (less the amount of
any workers compensation award made for temporary disability due to said injury) for a period equal to the
total dollar value of accumulated sick leave at the time of the accident or injury as described in this section.
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B. Administrative assistants will immediately report all cases of injury or assault and battery suffered by
them in connection with their school employment to their supervisor in writing. This report will be forwarded
to the Superintendent who will authorize any reasonable request from the administrative assistant for
information in its possession relating to the incident or the persons involved.

C. The Committee shall indemnify Association member(s) when the member(s) are acting within the
scope of ‘their official duties to the extent permitted and subject to the provisions of M.G.L. ¢. 258.
Notwithstanding any other language or provisions in this agreement or elsewhere, this indemnification shall
not be effective or binding on the Committee, unless the member(s) provide reasonable cooperation to the
District or the Committee and their legal counsel in the defense of any claim or litigation arising out of such
incident, events or facts occurring during the member(s)’ employment services.

ARTICLE XIIT
MENTORING

An induction and mentoring program shall be created for all newly hired Administrative Assistants (“AA”) in
the District. The purpose of this program is to provide guidance, resources, and support for new
Administrative Assistants.

Two representatives from the AA bargaining unit will be asked to provide input into the program and the
creation of a Standard Operating Procedure (“SOP”) manual. Once the program has been established, all
components of the program will be overseen by Administration. AAs who serve as mentors will be asked to
provide feedback at the end of each year.

Mentors shall be AAs currently employed by the district and must have served as an AA in the district for
four (4) years or more. Mentors must participate in a mentor training program prior to beginning their work
with a mentee. Mentors shall be compensated at their hourly rate for participation in any training required
and/or approved by the Superintendent, or administrator overseeing the mentor program, that takes place
outside of the school day up to thirty (30) hours.

At least two (2) mentors shall be selected so long as the applicant is deemed qualified by the Administration.
The posting for the position of mentor shall occur no later than June 1st of each school year for the following
school year.

Mentors must serve for a period of one (1) school year, and may reapply annually for the position. The
mentor shall attend quarterly meetings with the administrator overseeing the mentor program and maintain a
log of meetings held between the mentor and mentees during the mentoring year, and shall make such log
available to the principal and/or administrator upon request. Confidentiality is crucial when building a
relationship baked on mutual respect and trust. All communications and knowledge gained (except illegal
acts or potential violations of school rules and/or policies) must be considered confidential between the
mentor and mentee.

Mentors and mentees shall meet on a regular basis, but at least twice a month. Meetings shall take place
before or after the assigned work day.

Each mentor may be assigned up to two (2) mentees at any given time unless a mentor agrees to accept more
mentees. Mentors may be assigned across buildings and shall be compensated at the annual rate of three
hundred and fifty dollars ($350.) per mentee (said amount will be prorated if the mentee is hired during the
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school year or leaves during the school year). Payment shall be made at the end of the school year after the
Mentor has turned in a log of mentorship meetings.

ARTICLE XIV
PROFESSIONAL DEVELOPMENT

A. The Committee will pay the reasonable expenses (including fees, meals, lodging, and transportation)
incurred by administrative assistants who attend workshops, seminars, conferences, or other professional
improvement sessions, attendance to which the employee has received advance approval or has been
requested by the supervisor or designee to attend. Reasonable expense will be defined by the city guideline
unless the school committee has a voted guideline. Subject to appropriation, a $5,000.00 professional
development fund will be set aside in the annual budget to fund professional opportunities requested by the
employees.

B. A stipend of $250 will be offered to 1-3 administrative assistants for coordinating professional
development for administrative assistants based on the needs and interests of administrative assistants and
supervisors. This professional development must be approved by the Superintendent or designee. The goal is
improving professional skills and office management. Programs will be designed to take place on half-days
when school is not in session, when possible.

C. Administrative Assistants who participate in at least one half day of professional development
sponsored by the district will receive a one-time $100 stipend payable in the next payroll following the
professional development.

ARTICLE XV
PERFORMANCE EVALUATION

An annual performance evaluation will evaluate the job performance of each bargaining unit
member covered under Article I. The parties agree to meet and revise the current Performance
Evaluation protocol once during the duration of the contract, and thereafter attached to this
agreement as Appendix B.

ARTICLE XVI
SICK LEAVE BUY-BACK

A. Each administrative assistant hired before July 1, 2015 who has completed fifteen (15) years of
service in the Greenfield school system shall be paid twenty percent (20%) of unused accumulated sick leave
at the per diem rate at the time of retirement or death in a lump sum payment.

ARTICLE XVII
LONGEVITY

All Association employees will be eligible for the following sums to be added to their hourly

rates as follows:
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° 11-15 years of service: $2.50 per hour

° 16-20 years of service: $2.75 per hour
° 21-25 years of service: $3.00 per hour
o 26+ years of service: $3.25 per hour

Sick leave accrued and service for longevity pay will carry forward for members who transfer

from one bargaining unit or full time position in the GPS to the Administrative Assistants’ Association

ARTICLE XVIII
GENERAL

A. If any provision of this Agreement, or any application of the agreement to an employee or group of
employees shall be found contrary to law, then such provision or application shall not be deemed valid and
subsisting, except to the extent permitted by law, but all other provisions or applications will continue in full
force and effect.

B. The parties acknowledge that during the negotiations that resulted in this Agreement each had the
unlimited right and opportunity to make demands and proposals with respect to any subject or matter not
removed by law from the area of collective bargaining, and that

any such matters not covered herein have voluntarily been withdrawn as part of the consideration for the
making of this Agreement, and that the understanding and agreement arrived at by the parties after the
exercise of that right and opportunity are set forth in this Agreement.

C. . The Association recognizes that the School Committee shall not be obligated to provide any of the
benefits set forth in this Agreement, or comply with any of its provisions, in the absence of the applicable City
Council meeting providing the necessary funds to provide the wage adjustment included. The Employer,
however, shall be obligated to seek City Council approval and shall exercise its best efforts to obtain approval.
Compliance by both parties with Massachusetts General Laws Chapter 150E, Section 7b, as amended by
Proposition 2'5, will prevail if City Council approval is not secured.

ARTICLE XIV
STATUTORY LEAVES

L. In compliance with School Department’s policy to implement and administer the provisions of the
Family Medical Leave Act (FMLA) of 1993, the School Department and the Association agree the FMLA
leave policy governs events such as:

a. the birth, adoption, or foster care placement of a child and for care of that child;

b. the serious health condition of a spouse, spousal equivalent or life partner, child, or parent of the
employee;

C. the employee’s own serious health condition.

Pursuant to the policy, all eligible employees are entitled to take up to twelve (12) weeks of unpaid family
medical leave during a twelve (12) month period as provided for under the FMLA policy definitions and
procedures and in conjunction with:

a. as provided for under any applicable leave contained elsewhere in this Agreement; and,
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b. as outlined in the “Paid Leave and Benefits” section of the FMLA policy; and
c. any paid leave provided by this Agreement shall run concurrently with and not in addition to any
unpaid leave.

2. Military Caregiver Leave: Up to 26 workweeks to care for a covered service member with a serious
illness or injury incurred in the line of duty on active duty.

3. Qualifying Exigency Leave: Up to 12 workweeks for any “qualifying exigency” while a covered
service members is on active duty in support of a contingency operation: '

a. Qualifying Exigency: 1. Short-notice deployment; 2. Military events and related activities; 3.
Childcare and school activities; 4. Financial and legal arrangements; 5. Counseling; 6. Rest and recuperation;
7. Post-deployment activities; and 8. Additional activities not encompassed in the other categories but agreed
to by the employer and employee.

4. The Committee agrees to comply with the requirements of the Massachusetts Parent Leave Act and
the Massachusetts Domestic Violence Leave Act. The provisions of said laws are posted in e

S. The School Department and the Association hereby affirm and adopt the Massachusetts Small
Necessities Act whereas employees are entitled to 24 hours of unpaid leave time in addition to any FMLA
leave. Any paid leave as provided elsewhere within this agreement shall run concurrently with and not in
addition to any unpaid leave. Such leave includes:

a. School activities involving the educational advancement of the employee’s child:
b. To accompany the employee’s child to a routine medical or dental appointment;
c. To accompany the employee’s elderly parent (60 or older and related by blood or marriage) to routine

medical or dental appointments or for appointments for other professional services related to the elder’s care.

ARTICLE XX
FAMILY MEDICAL LEAVE

In compliance with the School Department’s policy to implement and administer the provisions of the Family
Medical Leave Act (FMLA) of 1993, the School Department and the Union agree the FMLA leave policy
governs events such as:

l. the birth, adoption, or foster care placement of a child and for care of that child;

2. the serious health condition of a spouse, spousal equivalent or life partner, child, or parent of the
employee;

3 the employee’s own serious health condition.

Pursuant to the policy, all eligible employees are entitled to take up to twelve (12) weeks of unpaid family
medical leave during a twelve (12) month period as provided for under the FMLA policy definitions and
procedures and in conjunction with:

1. asprovided for under any applicable leave contained elsewhere in this Agreement; and,
2. as outlined in the “Paid Leave and Benefits” section of the FMLA policy; and
3 any paid leave provided by this Agreement shall run concurrently with and not in addition to any

18



unpaid leave.

The School Department and the Union hereby affirm and adopt the Massachusetts Small Necessities Act
whereas employees are entitled to 24 hours of unpaid leave time in addition to any FMLA leave. Any paid
leave as provided elsewhere within this agreement shall run concurrently with and not in addition to any
unpaid leave. Such leave includes:

L. School activities involving the educational advancement of the employee’s child,;
2. To accompany the employee’s child to a routine medical or dental appointment;
3 To accompany the employee’s elderly parent (60 or older and related by blood or marriage) to

routine medical or dental appointments or for appointments for other professional services related to
the elder’s care.

ARTICLE XXI
DURATION

A. The provisions of this Agreement shall be in effect the first day of July 1, 2026 through June 30,
2029. If negotiations for a successor Agreement are not completed by June 30, 2026, the provisions of this
Agreement will remain in full force and effect until said successor Agreement is executed. Provided,
however, either party can terminate this Agreement after June 30, 2026, by serving written notice of their
intention to terminate the Agreement. Said written notice must be served at least forty-five (45) days prior to
the actual termination.

IN WITNESS WHEREQOF, the parties set their hands and seals this _ day of August 2026.

GREENFIELD PUBLIC SCHOOLS  GREENFIELD SCHOOL COMMITTEE
ADMINISTRATIVE ASSISTANTS ASSOCIATION

BY: SV ‘ ewm,' {%@ A’W%
Association President mmlttee Chairperson

DATE: 9/ / 5/20}4} DATE: 7 / 7 // )
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APPENDIX A
SALARY SCHEDULE

12 Month Administrative Assistant (Estimated based on 7 hours/day throughout)

FY27 FY 27 FY 28 FY 28 FY 29 FY29

Step Hourly Annual Hourly Annual Hourly Annual

Step 1 $21.62 $39,350.26 $22.27 $40,530.77 $22.94 $41,746.70
Step 2 $21.95 $39,944.31 $22.61 $41,142.64 $23.28 $42,376.92
Step 3 $22.54 $41,029.97 $23.22 $42,260.87 $23.92 $43,528.70
Step 4 $23.04 $41,931.28 $23.73 $43,189.22 $24.44 $44,484.90
Step 5 $23.49 $42,750.65 $24.19 $44,033.17 $24.92 $45,354.17
Step 6 $24.07 $43,815.83 $24.80 $45,130.31 $25.54 $46,484.22
Step 7 $24.52 $44.635.20 $25.26 $45,974.26 $26.02 $47,353.49
Step 8 $25.07 $45,618.45 $25.82 $46,978.00 $26.59 $48,396.61
Step 9 $25.35 $46,130.55 $26.11 $47,514.47 $26.89 $48,939.91
Step 10 $25.98 $47,277.67 $26.76 $48,696.00 $27.56 $50,156.88
Step 11 $26.63 $48,465.76 $27.43 $49,919.73 $28.25 $51,417.32
Step 12 $27.30 $49,694.82 $28.12 $51,185.66 $28.97 $52,721.23
Step 13 $27.98 $50,923.87 $28.82 $52,451.59 $29.68 $54,025.13
Step 14 $28.68 $52,193.90 $29.54 $53,759.71 $30.42 $55,372.50
Step 15 $29.39 $53,484.40 $30.27 $55,088.94 $31.18 $56,741.60
Step 16 $30.12 $54,815.88 $31.02 $56,460.36 $31.95 $58,154.17

10 Month Administrative Assistant (Estimated based on 7 hours/day throughout)

FY27 FY 27 FY 28 FY 28 FY 29 FY29

Step Hourly Annual Hourly Annual Hourly Annual

Step 1 $21.62 $32,539.64 $22.27 $33,515.83 $22.94 $34,521.31
Step 2 $21.95 $33,030.87 $22.61 $34,021.80 $23.28 $35,042.45
Step 3 $22.54 $33,928.63 $23.22 $34,946.49 $23.92 $35,994.89
Step 4 $23.04 $34,673.94 $23.73 $35,714.16 $24.44 $36,785.59
Step 5 $23.49 $35,351.50 $24.19 $36,412.50 $24.92 $37,504.41
Step 6 $24.07 $36,232.32 $24.80 $37,319.29 $25.54 $38,438.87
Step 7 $24.52 $36,909.88 $25.26 $38,017.18 $26.02 $39,157.69
Step 8 $25.07 $37,722.95 $25.82 $38,854.64 $26.59 $40,020.27
Step 9 $25.35 $38,146.42 $26.11 $39,290.81 $26.89 $40,469.54
Step 10 $25.98 $39,095.00 $26.76 $40,267.85. °  $27.56 $41,475.88
Step 11 $26.63 $40,077.46 $27.43 $41,279.78 $28.25 $42,518.17
Step 12 $27.30 $41,093.79 $28.12 $42,326.60 $28.97 $43,596.40
Step 13 $27.98 $42,110.12 $28.82 $43,373.43 $29.68 $44,674.63
Step 14 $28.68 $43,160.34 $29.54 $44,455.15 $30.42 $45,788.80
Step 15 $29.39 $44,227.49 $30.27 $45,554.31 $31.18 $46,920.94
Step 16 $30.12 $45,328.52 $31.02 $46,688.37 $31.95 $48,089.02
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Longevity

FY 27 FY 28 FY 29

Hourly Hourly Hourly

11-15 $1.60 $1.60 $1.60
Years per hour per hour per hour
16-20 $1.85 $1.85 $1.85
Years per hour per hour per hour
21-25 $2.10 $2.10 $2.10
Years per hour per hour per hour

26 Years+ $2.35 $2.35 $2.35
per hour per hour per hour

Registration Responsibilities:

One Administrative Assistant will be assigned the role to take on registration responsibilities in each of the
elementary schools, at the Academy of Early Learning and at the Middle and High Schools.

A.

For the High School, this role will be filled by the Guidance Office Administrative Assistant,

B. For the Middle School, this role will be filled by the 12-month Administrative Assistant.
C.
D

The stipend for this responsibility will be $750. which will be paid in their final check of the school
year. This amount will be prorated if the employment ends before the end of the school year.

. If a new Administrative Assistant is hired in the position which has registration responsibilities, the

administration will provide training for the new Administrative Assistant within a reasonable time
after they are hired.
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APPENDIX B
PERFORMANCE REVIEW

GREENFIELD PUBLIC SCHOOLS
Administrative Assistant Evaluation

Employee being evaluated: School Year:

Position: Location:

Principal:

Administrative Assistant will be evaluated a minimum of 1x a year by the principal by March 1. Any
personnel receiving a rating of 2 or 1 will set goals with the principal by April 1* and set a date for
revaluation.

A four point evaluation is used on this form:

(4) Exceeds Expectations-regularly initiates suggestions to improve office efficiency, independently solves
problems within their job duties, demonstrates a high level of critical thinking

(3) Meets Expectations - meets expectations

(2) Needs Improvement — growth is considered necessary

(1) Unsatisfactory - performance and results are unacceptable

Evaluation Conference Date:

Measurable Performance Improvement Targets for next cycle, if any.

Please note any specific accomplishments and achievements during this evaluation cycle.

What should this employee change or improve upon?

The overall performance of this employee is:

Unsatisfactory Needs Improvement Meets Exceeds
Employee’s Signature: Date:
Evaluator/s’s Signature: Date:

Signature of the employee attests to the fact the evaluation has been received and does not necessarily indicate
agreement.
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Performance Ratings

Rating Unsatisfactory Needs Meets Exceeds
Improvement | Expectations | Expectations

Proficiency of Work

Able to perform work accurately,
completely and in a timely way.
Writes in a clear, concise and well
organized manner.

Attendance and Punctuality
Maintains regular and punctual
attendance.

Communication
Conveys information clearly and
effectively in a polite, tactful and
courteous manner.

Cooperation/Work Behaviors
Interacts  well with  others;
demonstrates courtesy,
cooperation with staff, students
and community.

Willingness to respond to requests
from supervisot/s.

Judgment

Exercises discretion and
confidentiality when dealing with
all matters related to job.

Job Procedures/Knowledge:
Attends trainings and possesses
necessary  information  about
various job processes in order to
finish  assignments within a
reasonable time frame, i.e.
MUNIS.

Dependability:

Can be relied upon to do what is
required and works well with
others to solve common problems.
Can multi-task when necessary.

Employee Comments:

For Office Use Only:
Summary Performance Rating:

Date of Next Review:

If Summary Performance or a specific area is marked 1 or 2, training will be
provided, if necessary.

Training Received:

Date-




APPENDIX C
OFFICE HOURS

Typical hours for Administrative Assistants are as follows:

Central Office Administrative Assistants 8:00 AM —4:00 PM
Academy of Early Learning 8:00 AM — 3:30 PM

Elementary Schools 8:00 AM —3:30 PM

Middle School 7:30 AM — 3:30 PM

High School 7:30 AM - 3:30 PM

Exceptions to the above may be brought to the Superintendent for consideration and review.
However, cumulative regularly scheduled work hours shall not be altered without bargaining.

° ‘Overtime hours must have pre-approval by the building principal or supervisor in order to be
eligible for overtime pay.
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