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AGREEMENT

With the assistance of the community, the Board of Education has developed and adopted a strategic plan for the period 1990-1995 that is designed to bring about educational improvement in the Denver Public Schools.  The plan identifies District values, goals, and a means to achieve them.  Principal among these goals is student achievement.  The District's mission statement issues a challenge to our employees, our community, and our students:

“The mission of the Denver Public Schools is to provide all students the opportunity to achieve the knowledge and skills necessary to become contributing citizens in our diverse society.”
The Board and the Association recognize and declare that providing a quality education for the pupils in the Denver Public Schools is the paramount aim of this School District, and that the character of such education depends, in part, on the quality and morale of the classified office professionals of the District.

The Board and the Association further recognize and declare that:

· The Board of Education, under law, has the final responsibility of establishing policies for the School District.

· The superintendent and the superintendent's staff have the responsibility of carrying out the policies established.

· The classified office professionals have the responsibility of providing the best possible skilled clerical services which require the possession of specialized training and qualifications.

· Attainment of the objectives of the educational program of the District requires mutual understanding and cooperation between all concerned.  To this end, good-faith negotiations between the Board and the Association, with a free and open exchange of views, are desirable.

This Agreement herein, when ratified by the Denver Association of Educational Office Professionals and adopted by the Board of Education, shall constitute the entire Agreement between DAEOP and the Board of Education of School District No. 1 in the City and County of Denver and State of Colorado.

ARTICLE 1—GENERAL

1.1
Definitions

As used herein, the following terms shall have these meanings:

a.
The term "community" as used in this Agreement shall include parents, the School Improvement and Accountability Council, and its school based subcommittees where appropriate, and other Denver community members as determined by the superintendent.

b.
"District" and "Denver Public Schools" mean School District No. 1 in the City and County of Denver and State of Colorado.

c.
"Board" means the Board of Education of School District No. 1 in the City and County of Denver and State of Colorado.

d.
"Superintendent" means the superintendent of School District No. 1 in the City and County of Denver and State of Colorado.

e.
"Association" means the Denver Association of Educational Office Professionals, Inc.

f.
"Employee" or "classified office professional" means a person employed by the District and represented by the Association.

g. “Active Service” is defined as specified in the relevant Section of the DPS Retirement System Retirement Plan.  

1.2
General

1.2.1
Pursuant to the laws of the United States and of the State of Colorado, the Board shall continue its policy of not discriminating against any employee nor unlawfully restricting the rights of employees as citizens on the basis of race, creed, color, national origin, sex, sexual orientation, marital status, age, disability, membership or non-membership in any organization, legitimate activity in the Association, or such other specified human or civil rights as may be protected by statute.

1.2.2
The Association shall continue to admit persons to membership without discrimination on the basis of race, creed, color, national origin, age, sex, marital status, sexual orientation, disability, or membership in any organization.

1.2.3
This Agreement constitutes Board policy for the term of said Agreement.

1.2.4
The Board and Association recognize that the Board has certain powers, discretion, and duties that, under the Constitution and Laws of the State of Colorado, may not be delegated, limited, or abrogated by agreement with any party.  Accordingly, if any provision of this Agreement or any application of this Agreement to any employee covered hereby shall be found contrary to law, such provision or application shall have effect only to the extent permitted by law, but all other provisions or applications of this Agreement shall continue in full force and effect.

1.2.5
In case of any direct conflict between the express provisions of this Agreement and any Board or Association policy, practice, procedure, custom, or writing not incorporated in this Agreement, the provisions of this Agreement shall control.

1.2.6
The Association agrees that differences between the parties shall be settled as provided in this Agreement.  The Association agrees that for the duration of this Agreement it will not cause or engage in a strike.

1.2.7
This constitutes the entire Agreement between the Denver Association of Educational Office Professionals and School District No. 1, Denver, Colorado.  This Agreement terminates and supersedes all past practices, agreements, articles, procedures, traditions, and rules or regulations concerning the matters covered herein.

1.2.8
The provisions of this Agreement, which do not require expenditure of School District funds, shall be effective as of the date of this Agreement.  All provisions of this Agreement requiring expenditure of funds, including salary increases, shall be effective September 1, 2000.

1.2.9
The parties recognize that the Board of Education has the responsibility and authority to manage and direct all the operations and activities of the District and all lawful rights and authority of the Board of Education not modified by this Agreement are retained by the Board of Education.

ARTICLE 2—RECOGNITION 

2.1 Recognition

The Board has recognized the Association as the exclusive representative for all employee classifications described in Article 2.4 of this Agreement for the purpose of negotiations with respect to such salaries, wages, hours, and conditions of employment as the parties from time to time may agree to negotiate.

2.2
The Board hereby reaffirms recognition of the Association and agrees that the Association shall continue as the exclusive representative in accordance with Denver Board of Education Resolution 2056.

2.3
Exclusive Use

All privileges granted to the Association under the terms and provisions of this Agreement are for the exclusive use of the Association.

2.4
Negotiations Unit

Accountant I



Data Processor I

Secretary II
Accountant II



Data Processor II

Secretary II – 200 Day
Accounting Tech I

Data Processor II – 200 Day
Secretary II – 220 Day

Accounting Tech II 

Data Processor II – Hourly
Secretary II – Periodic
Bookkeeper I



Data Processor II – 220 Day

Bookkeeper I – 220 Day



   

Office Support I

Bookkeeper II



Office Services I

Office Support I – 200 Day
Bookkeeper II – 220 Day
Office Services II

Office Support I – 220 Day





Payroll Technician III    


Buyer



Library Technician I    

Office Support II

Buyer Assistant


Library Technician II

Office Support II – 200 Day




    

Office Support II – 220 Day

Clerk, Hourly (part time)
Secretary I

    


Clerk – 200 Day

Secretary I – 200 Day

Office Support III

Clerk – 220 Day

Secretary I – 220 Day

Office Support III – 200 Day
Clerk



Secretary I Periodic

Office Support III – 220 Day

Supply Clerk



Secretary I FWY – 200 Day   


2.4.1
Effective with the ratification of this Agreement, the following process will apply when requests for a reclassification of a position are received by the Department of Human Resources:

2.4.1.1
DAEOP will be contacted and asked to review and comment regarding the request for reclassification two (2) weeks before a final decision is made by the Board.

2.4.1.2
The decision of the District to approve or deny a request will be based on an evaluation of the actual duties of the job requested to be reclassified.

2.4.2
All positions/classifications that meet the requirements of classified office duties shall be included in the negotiations unit.

2.4.3
In the event the Association does not find acceptable a change of status or unit designation involving any employee in the negotiations unit, the Association shall have the right to submit the matter at a Level II grievance hearing.

2.4.4
Any part-time clerical employee who works a total of eight (8) hours per day for six (6) continuous months shall become a full-time contract employee with benefits effective on the date of eligibility.

2.4.5
All classified office employees assigned to a new position shall be compensated at the new rate of pay effective the date the new duties are assumed.

ARTICLE 3—ORGANIZATION PARTICIPATION

3.1
Organization Participation

Employees shall have the right to join and participate in the activities of the Association.  The Association shall admit employees to membership without discrimination.  The Association shall represent all employees in the unit equitably and fairly in all negotiable matters without regard to race, creed, color, national origin, age, sex, marital status, disability, or membership in the Association.

3.2
Records and Reports

3.2.1
When a classified office employee is appointed on an annual salaried basis, promoted, or transferred to another position, Human Resources shall furnish to the Association an approved copy of the Personnel Report to the Board of Education which indicates such change.

3.2.2
Human Resources shall, upon request from the Association, furnish to the Association a list of all annual salaried and hourly classified office personnel, including all data requested which is necessary or relevant to effective representation by the Association.

3.2.3
The Association shall be entitled to receive, upon request, a written copy of any new or changed District practice, procedure, or policy which affects all or any specified group of employees, or is relative to any item contained in this Agreement.

3.3
Dues Deductions

3.3.1
The Board agrees to deduct from the salaries of members of the Association employed by the District an amount to cover dues for the Association, and/or State, and/or National affiliated Association(s) as said employee individually and voluntarily authorizes the Board to deduct and to transmit the amount so authorized to the treasurer of the Association.

3.3.2
Each employee who desires to authorize such deduction shall file with the School District secretary through the office of the Association, a signed and dated "Denver Association of Educational Office Professionals, Inc., Salary Deduction Authorization Form" authorizing the School District treasurer to deduct from the employees monthly earnings and to remit to the treasurer of the Association an amount equal to 1/12 of the dues required for membership in the organization(s).  Such forms shall include a waiver of all rights and claims against the Board and the School District and the officers and agents thereof, for monies deducted and remitted in accordance with said authorization, and an agreement that such deductions and remittances shall continue from year to year as so authorized, unless such employee notifies the School District secretary-treasurer in writing on a "Denver Association of Educational Office Professionals, Inc., Dues Deduction Revocation Form" that the employee desires to increase, decrease, revoke, or otherwise change such authorization.  Said notice to increase, decrease, revoke, or otherwise change such authorization may be made only during the period of June 1 to June 30 of each year.


Authorization to increase or decrease such deductions by any amount of any increase or decrease in the annual dues shall be provided to the District by the membership chairperson of the Association prior to September 1 of each year.

3.3.3
"Denver Association of Educational Office Professionals, Inc., Dues Deduction Revocation Forms" may be obtained only from the Association at the Denver UniServ Office or from the Department of Human Resources.  Completed forms must be returned to the Denver UniServ Office by the end of business on the last working day of June.

3.3.4
Deductions shall be made uniformly on each monthly payroll period.  The School District secretary-treasurer shall not be required to honor for any month's deduction any authorizations that are delivered to the District Office no later than the tenth day of the month prior to the distribution of the payroll from which the deductions are to be made.

3.3.5
If an employee who is absent on account of sickness, leave of absence, or for any other reason has no earnings due employee for the month, no deductions will be made for that employee for that month.  The Association will arrange collection of dues for that month directly with the employee.

3.3.6
The Association agrees that the Board shall not be held liable for any action growing out of these deductions and commenced by any person against the Board or the District and assumes full responsibility for the disposition of the funds so deducted once they have been remitted to the treasurer of the Association.

3.3.7
An administrative fee of five cents ($0.05) per month per individual authorization shall be retained by the District to help defray costs of making such dues deduction.

3.4
Association Time

3.4.1
The Board may grant up to 15 days per calendar year, release time, to the president of the Association or to the president's designee during the term of office upon written request to, and review by, the chief personnel officer.  The Association shall reimburse the Board for the full cost of the substitute salary.

3.4.2
The Association shall be allowed up to 15 days per calendar year release time for Association business.  The request for such release time shall be in writing and submitted to the chief personnel officer.  The Association shall reimburse the Board for one-half the salary received during such release time if a substitute is used.  A substitute shall be provided by the Board as needed.

3.4.3
Association representatives, during working hours and without loss of time or pay, are allowed to represent employees and investigate and present grievances to the District when mutually agreed-upon meetings are scheduled during the workday.

3.4.4
The Board shall grant the chairperson and members of the negotiating committee the time necessary for mutually agreed-upon negotiating meetings scheduled during normal working hours.  Substitutes shall be provided by the Board as needed.

3.5
School Facilities

The Association will have the right to use school buildings for meetings as approved by the appropriate administrative office and subject to any applicable charges normally imposed by District policy and practice through the Office of Community Use.  

3.6
School Mail

The Association has the right to use the school mail.

3.7
Bulletin Boards

The Association shall be allowed to use existing bulletin boards for the purpose of posting Association materials at each work site.

3.8
Grants for Educational Meetings

The District shall provide annually one (1) full-expense grant to one (1) employee for the purpose of attending educational meetings.  A committee composed of two (2) administrators and two (2) employees selected by the Association shall create and publish the procedures for the awarding of these grants and shall select the recipients and two (2) alternates according to mutually agreed upon guidelines.

3.9
Personnel Records and Files

3.9.1
The employee's official personnel file may be examined by that employee, subject to the Colorado Open Records Law.

3.9.2
Material originating within the School District, and which is derogatory to an employee's conduct, service, character, or personality shall not be placed in the file unless the employee has had an opportunity to read the material.  The employee shall acknowledge that such material has been read by signing on the actual copy to be filed.  Such signature does not indicate agreement with the content of such material.

3.9.3
Supervising administrators desiring to place a letter of reprimand or other derogatory material in an employee's file shall, except in unusual circumstances, first issue a letter of warning that such alleged behavior or action is inappropriate.  Such a letter of warning will not be placed in the employee's personnel file.  However, when the supervising administrator justifiably determines that the behavior or actions of the employee are of such a serious nature as to warrant a letter of reprimand.  Such letter of reprimand may be issued by the supervising administrator in the absence of a letter of warning.  No such letters of reprimand shall be forwarded unless the allegations contained therein are supportable by evidence.  In addition to having the right to rebut as in 3.9.4, the employee shall, upon request, be allowed a hearing before the chief personnel officer with the employee and supervising administrator present.  The nature of such letter or material and its appropriateness are subject to the grievance procedure.

3.9.4
The employee shall have the right to answer any material filed and the employee's answer shall be reviewed by the chief personnel officer and attached to the file copy.

3.9.5
Upon written request by an employee, specified material contained in the central office file for more than 18 months will be reviewed and eliminated as long as such material does not interfere with the safety, physical, and moral well being of children or other employees.  The District shall have the responsibility to determine whether the material should be retained.

3.9.6
All written and printed materials dealing with the processing of a grievance will be filed separately from the central office personnel files of the participants.


3.10
Study Committees

The Board and the Association may mutually agree to appoint, as the need arises, a study committee(s) to investigate matters not specifically covered in this Agreement.

3.11
Advisory Council of classified office professionals

Advisory Council of classified office professionals shall meet four (4) times during the work year to discuss matters of mutual concern.  Any reports, releases, publications, or surveys emanating from such discussions shall be agreed to jointly by the designees of the superintendent and the Association.  The Council shall be composed of six (6) members of the Association and such administrative staff as the chief personnel officer shall designate, to a maximum of four (4) employees.

3.12 Mentor Program

DAEOP and the District will initiate a mentoring program for new hires in school year 2001/2002.  Experienced, qualified DAEOP employees will mentor new employees, at the new hire’s, or mentor’s work site, for six (6) days (up to a maximum of 48 hours) over a 12-month period of time.  

At the end of the mentoring term, mentors will be compensated with a stipend of $7.00 per hour of mentoring.  Substitutes for mentors will be provided, if available, by the District.  Guidelines of this program will be determined by a joint committee established by DAEOP and the District.  
ARTICLE 4—Annual Negotiations

Request for negotiations will be made by the Association to the Board, or by the Board to the Association, after March 1 of each year during the term of this Agreement.  The superintendent, or designee(s) and the Association, will inaugurate negotiations as provided in Article 4.1, and shall be finalized by June 1 of each year unless extended by mutual consent.

4.1
Inaugurating Negotiations

Beginning March 1, 2000 and every three (3) years thereafter, the Board will negotiate with the Association during the period March 1 through June 1.  Negotiations will be held on mutually acceptable topics during that period, including mediation.  Negotiations on salary and insurance benefits will be held annually.

4.1.1
Written requests for negotiations between the Board and the Association may be submitted on such matters concerning classified office professional employees' salaries, wages, hours, and conditions of employment.  All proposals relevant to these issues are subject to negotiation.  Such requests will specify the subject matter to be considered.

4.1.2
A written response will be made within ten (10) working days of the receipt of any such written request.

4.1.3
Negotiations will be conducted at times and places mutually agreeable to the negotiators named by each party; provided, however that the first meeting shall be held within ten (10) working days of such written response.

4.1.4
The Board and the Association agree to accept and consider recommendations from the community when modifying this Agreement.

4.1.5
The parties to this Agreement recognize that the public has an interest in the negotiations and acknowledge a duty jointly to inform the public of the status and progress of negotiations.

4.1.6
During negotiations, the Board and the Association will present relevant data, exchange points of view, and make proposals and counterproposals.  Upon request of either party, the other will make available for inspection its records and data pertinent to the subject of negotiations.

4.1.7
As of the time they are made available to the Board, the Board will provide the Association with a superintendent's proposed budget for the next fiscal year, as well as available preliminary budgetary information and proposals affecting classified office professional employee's salaries, wages, hours, and conditions of employment.

4.1.8
If negotiations are scheduled during the school day, the negotiators shall be released from their regular duties with no loss of pay.

4.1.9
Either party may use the services of outside consultants and may call upon professional and lay representatives to assist in the negotiations.

4.1.10
Tentative agreements reached as a result of such negotiations will be reduced to writing and will have conditional written approval of both parties pending final adoption and approval of the School District budget.  After such adoption and approval, the final Agreement will be signed by the Board and Association and will become an addendum to this Agreement.  If changes in this tentative agreement are necessary as a result of a legal budget adoption process, the Agreement will be subject to negotiation.

4.2
Impasse Resolution/Mediation

As per provided in Article 1.2.6, differences shall be settled by peaceful means.  In the event the parties are unable to reach agreement within the time limits provided in Article 4 of this Agreement, they may avail themselves of the following procedures for the purpose of inducing the Board and the Association to make a voluntary peaceful agreement:

4.2.1
If the negotiations described above reach impasse, and if both parties agree that a mediator is needed, a mediator will be chosen with the assistance of the American Arbitration Association according to the procedures of Article 5.3.3.2.

4.2.2
Any mediation efforts must be concluded by June 1 and will be conducted under rules determined by the mediator.

4.2.3
If mediation is unsuccessful and if both parties agree, the mediator may issue a written report to the parties explaining the matters still at issue.

4.2.4
The parties agree to share the cost of mediation equally.

4.3
This Agreement may be re-opened by mutual consent at any time.

4.4
The tentative agreement reached as a result of the negotiations procedure shall be subject to ratification by the Association and approval by the Board at the next official meeting.  After such ratification and approval, the chief officers of the Board and the Association shall sign the Agreement.

ARTICLE 5—Grievance 

5.1
Definitions

5.1.1
A "grievance" shall mean a written complaint by an employee(s), in the negotiating unit that there has been a violation, a misinterpretation, or inequitable application of any of the provisions of this Agreement.

5.1.2
Unless provided otherwise in this Agreement, all administrative procedures, practices, and written personnel policies which affect clerical personnel are grievable, but only those covered by 5.1.1 may go to Level III, upon the request of the Association.

5.1.3
"Party of Interest" shall mean the person or persons making the claim and any person who might be required to take action or against whom action might be taken in order to resolve the claim.

5.1.4
"Days" shall mean workdays, except as otherwise indicated.  The time limits as specified shall be strictly observed but may be extended by mutual agreement of the parties.

5.1.5
"Grievant" shall mean an employee or group of employees or the Association filing a grievance.

5.2
Purpose

Consistent with the principles of CDM, the purpose of this procedure is to seek and secure at the lowest possible administrative level equitable solutions to problems which may arise.  Both parties agree that grievance proceedings, writings, and resolutions shall be kept as informal and confidential as may be appropriate at any level of the procedure.

5.3
Procedure

Since it is important that grievances be processed as rapidly as possible, the number of days indicated at each level is a maximum, and every effort should be made to expedite the process.  The time limits specified may, however, be extended by mutual agreement.

5.3.1
Level I


A grievance first will be discussed with the grievant's immediate supervising administrator to attempt to resolve the matter informally, at which time the grievant (1) may discuss the grievance personally, (2) may be accompanied by the Association's Representative, or (3) may request that the Association's Representative act on behalf of the grievant.  No written documentation of the grievance or administrative response will be required if the grievance is settled at Level One.  The immediate supervising administrator will respond to the grievance within two (2) working days.

5.3.1.1
If the grievant is not satisfied with the disposition of the grievance after the informal conference, the grievant may file the grievance in writing on the proper form with the immediate supervising administrator within five (5) working days after the grievance was presented informally.  The grievance must refer to articles of the Agreement and explain how they were violated.  The immediate supervising administrator will determine if there is a need for a hearing based on the written grievance.  If so, it will be held within five (5) working days of the receipt of the written grievance.  The immediate supervising administrator shall write and sign a grievance decision within ten (10) working days of the receipt of the written grievance on forms provided by the Association giving the reasons therefore.

5.3.1.2
If the time limits for processing a grievance are not met by the immediate supervising administrator responding to the grievance, the grievance may be moved to the next level at the request of the aggrieved.

5.3.2
Level II


The grievance request must indicate the reason why the Level One decision is unsatisfactory.  The superintendent or designee will represent the administration at this level of the grievance procedure.  The superintendent or designee will meet with the grievant in an effort to resolve the grievance.  Such meeting will take place within (5) working days after receipt of the written grievance by the superintendent.

5.3.2.1
The grievant may request that the Level Two hearing officer require the attendance of the Level One decision maker at the Level Two hearing.  The request will be made by the grievant on grievance Form B at the time the grievance is referred to Level Two.  The hearing officer will decide whether to honor the request.

5.3.2.2
The Level Two hearing officer shall make her/his decision on the merits of the grievance and provide the reasons therefore in writing.  The decision will be transmitted promptly to all parties of interest and to the Association.

5.3.3
Level III 

If the aggrieved person is not satisfied with the disposition of the grievance at Level Two or if no decision has been rendered within ten (10) working days after the superintendent or designee has heard the grievance, the grievant may request that the Association submit the grievance to either arbitration or mediation.  This request must be made within five (5) working days of the Level Two disposition.  If the Association deems the grievance meritorious, it may elect and demand either arbitration or mediation within 15 working days after receipt of the aggrieved person's request.  The arbitration/mediation demand from the Association must be in writing and must indicate the reason the Level Two decision is unsatisfactory.  If the Association deems the grievance not meritorious, it shall indicate this in writing with the reason(s) therefore on the appropriate form to the aggrieved with copies to the parties as provided on the form.

5.3.3.1
Mediation.  If the Association elects mediation, a mediator shall be selected by the parties from lists provided by the American Arbitration Association.

5.3.3.1.1
The mediator panel shall consist of mediators who are skilled in educational issues and shall be from the greater Denver metropolitan area.

5.3.3.1.2
A panel shall be selected and reviewed annually not later than February 1.

5.3.3.1.3
Unless otherwise agreed, the mediator shall be assigned based on a rotating basis.

5.3.3.1.4
At the conclusion of the mediation process, the parties will implement any action agreed to through the mediation process.

5.3.3.2
Arbitration.  If the Association elects arbitration and the parties cannot agree on the choice of an arbitrator, they shall submit a request to the American Arbitration Association for a list of seven (7) arbitrators skilled in arbitration of educational issues.  Within five (5) days of the receipt of a list, representatives of the Association and the District shall meet and alternately strike a name on the list.  The last name remaining shall be appointed arbitrator.

5.3.3.3
The arbitrator will have authority to hold hearings and make procedural rules.

5.3.3.4
All hearings held by the arbitrator shall be in closed sessions and no news releases shall be made concerning progress of the hearings.

5.3.3.5
The arbitrator will issue a report within a reasonable time after the close of the hearings.  The arbitrator shall have no power to add to, subtract from, disregard, alter, or modify any of the terms of this Agreement.

5.3.3.6
The arbitrator's report shall be submitted in writing to the Board and the Association only, and shall set forth the arbitrator's findings of fact, reasoning, conclusions, and recommendations on the issues submitted.  The arbitrator's recommendations shall be consistent with law and with the terms of this Agreement.  The arbitrator's report shall be advisory only, not binding on the Board or the Association.

5.3.3.7
Within five (5) working days after receiving the report of the arbitrator, the Board's designee and the Association's designee will meet to discuss the report.  No public release may be made until after the next legislative meeting of the Board of Education.

5.3.3.8
The Board shall take official action on the report of the arbitrator not later than at the next regularly scheduled meeting of the Board subsequent to the meeting mentioned in Article 5.3.3.7 above.

5.3.3.9
The costs for the services of the arbitrator or mediator, including per diem expenses, if any, plus actual and necessary travel and subsistence expenses, shall be shared equally by the Board and the Association.

5.3.3.10
Any party may request an official stenographic record of the testimony at the hearings.  The party requesting shall pay the costs.  If the other party requests a copy of the record, it shall share the entire cost of making the stenographic record.

5.3.3.11
In appropriate cases, both parties may agree to follow the expedited rules and procedures of the American Arbitration Association in processing any grievance at Level Three, except that the arbitrator shall always be chosen pursuant to Article 5.3.3.2.

5.4
Rights of classified office professionals to Representation

5.4.1
Neither the Board nor any member of the Association shall take reprisals affecting the employment status of any classified office professionals, any party in interest, any Association representative, or any other participant in the grievance procedure by reason of such participation.

5.4.2
All classified office professionals who file a grievance shall do so with full knowledge and assurance that they will be represented solely by the Association and/or the Association's designee(s) at all levels and steps and proceedings of the grievance procedure, except that the grievant may decline representation at Level One.

5.4.2.1
Unless otherwise mutually agreed, Level One representation will be provided by an Association representative who is also a member of the negotiating unit.

5.4.3
When Level Three hearings are held, all witnesses who are School District employees will be provided release time to attend the hearing if prior arrangements have been made at least two (2) working days in advance by the Association with the chief personnel officer or designee.  The Association and the District will mutually exchange written witness lists at least two (2) days in advance of the hearing.

5.5
Miscellaneous

5.5.1
If, in the judgment of the Association, a grievance affects a group of classified office professionals at more than one work site, the Association may submit such grievance in writing directly to the superintendent's office, and the processing of such grievance may be commenced at Level Two.

5.5.2
All written and printed matter relating to grievances will be filed separately from the central office personnel files of the participants.

5.5.3
Necessary forms for filing, for serving notices, for making appeals, for making reports and recommendations, and other necessary documents will be jointly prepared and distributed by the superintendent and the Association.

5.5.4
The Board agrees to make available to the grievant and the grievant's representative, all pertinent information not privileged under law, in its possession or control and which is relevant to the issues raised by the grievance.  The Association agrees to make available to the Board and its representatives all pertinent information not privileged under law in its possession or control and which is relevant to the issue raised by the grievant.

5.5.4.1
In conducting arbitration cases, the Board will present all relevant material so that the arbitrator will have complete information upon which to base a decision.  A copy of any information presented to the arbitrator will be provided to the aggrieved person.

5.5.5
When it is necessary at Level Two or Level Three for a representative(s) designated by the Association to attend a meeting or a hearing called by the superintendent or designee during the working day, the superintendent's office shall notify the immediate supervising administrator of such Association representatives.  The representatives will be released without loss of pay for such time as their attendance is required at such meeting or hearing.

5.5.6
No grievance shall be recognized by the Board or the Association unless it is presented at the appropriate level within 20 working days after the aggrieved person knew, or should have known, of the act or condition on which the grievance is based.  No grievance shall be recognized at Level Two unless it is filed with the superintendent's office within at least 30 working days after the act or condition upon which it is based occurred. Grievances not timely presented will be considered as waived.

ARTICLE 6—REDUCTION IN FORCE

6.1
Reduction in Force

Reduction in force shall be defined as a necessary reduction in the work force beyond the normal attrition for economic reasons only.  In the event that a reduction in the number of positions is necessary, the Board shall provide 30 days written notice to the affected employees.

6.1.1
Normal attrition shall be considered prior to any staff reductions.

6.1.2
Article 1.2.1 shall be followed wherever applicable.

6.1.3
Documented job performance and seniority shall be used for all staff reductions.  The District shall discuss the affected positions with the Association.  The District will consider recommendations from the Association.

6.1.4
All annual salaried employees and hourly employees have a seniority date to reflect the most recent date of hire by the District and such date is called the "hire date."

6.1.5
In the event of a necessary reduction in force, and when possible, the District shall first lay off the least senior hourly employees.

6.1.6
Employees on lay off status shall retain their seniority for purposes of recall for a period of two (2) years.

6.1.7
When positions become available, they shall first be offered to those annual salaried employees whose positions were terminated last and then to those in reverse order of reduction.

6.1.8
When possible, an annual salaried employee who is recalled shall be placed in a position of the same classification as the position they held prior to the reduction in force, but may accept a lower classification temporarily until a position of the former classification is available.

6.1.9
Notices of recall shall be sent by certified or registered mail to the last known address as shown on the District's records.  The recall notice shall state the time and date on which the employee is to report back to work.  It shall be the employee's responsibility to keep the District notified in regard to a current address.  A recalled employee shall be given at least five (5) working days from receipt of notice to report to work.

6.1.10
When an employee is transferred to a lower classification as a result of a reduction in force, she/he shall retain the previous rate of pay for the remainder of the fiscal year or until a position of the same classification is available, whichever occurs first.

ARTICLE 7—Transfer

7.1
General Principles

7.1.1
A change in assignment from one school or worksite to another may be requested by the employee affected, by the principal or designated administrator at the employee's school or worksite, or may be initiated by the superintendent or the superintendent's staff.  The approval of the superintendent or designee is required before any such change in assignment is granted.

7.2
Transfer Requested by an Employee

7.2.1
A transfer for the purpose of change of assignment or location within the same classification and pay scale may be requested by the employee and may be granted by the chief personnel officer.  The employee is required to submit to the chief personnel officer a written request explaining the reason for the transfer request.

7.2.2
If no opening exists for which the employee is qualified within the same classification at the time of the transfer, the employee shall be placed in a position of lower classification for which the employee is qualified provided such an opening exists.

7.2.3
Employees placed in a lower classification shall be paid the salary rate for the previous higher classification for a period not to exceed two (2) months.

7.3
Transfer Requested by Administration

7.3.1
An administrative transfer may be made at the discretion of the chief personnel officer upon recommendation by the employee's supervisor.

7.3.2
If such request for transfer is performance based, it shall be granted only after the employee has had an opportunity to improve such performance concerns through the appraisal process.

7.3.3
In the event an opening exists for which the employee is qualified, the employee being transferred shall be placed in a comparable position with respect to grade and salary previously held.

7.3.4
If no opening exists for which the employee is qualified within the same classification at the time of transfer, the employee shall be placed in a position of lower classification for which the employee is qualified, provided such an opening exists.

7.3.5
When an employee is transferred to a lower classification as a result of an administrative transfer, she/he shall retain the previous rate of pay for a maximum of three (3) months or until a position of the same classification is available, whichever occurs first.  The employee must be offered the available position(s) at the previous classification for a period of three (3) months.

7.4
Posting of Positions

7.4.1
The superintendent shall have posted in the office of each school and department notification of all vacancies or new positions as they occur during the year.  Posting is for the purpose of soliciting a written expression of an employee's desire to be considered for such positions.

7.4.2
Postings will contain the job title and location, a brief description of the major duties, and a summary of desired qualifications.

7.4.3
New positions or vacancies occurring as a result of reorganization within a department shall be posted.

7.4.4
The applications of all annual salaried or hourly employees with one (1) or more years of clerical experience with the District, who apply for positions, will be reviewed by the appropriate administrator.  The administrator will interview the best qualified applicants based on the qualifications of the job as posted.

7.4.5
Administrators will notify the chief personnel officer of the selection within 30 days after the closing date of the posting.  

7.4.6
The District's Affirmative Action Plan shall be followed wherever applicable.

7.4.7
Final determination of who best meets the desired qualifications shall rest with the Board of Education.

7.5
Promotion

7.5.1
Promotion is defined as movement to a position with a maximum salary step higher than the maximum step of the employee’s current salary range.  Employees desiring promotion that involves a change of assignment from a school or department to an administrative office or vice versa, must meet the qualifications for the position as determined by the Department of Human Resources and the school’s or department’s interview team.

7.5.2
Employees promoted shall enter the new salary range at least one salary grade higher than that held previous to the promotion.

ARTICLE 8—Probationary Period

8.1
Probationary Period

All new employees covered by this Agreement must serve a two-year probationary period.  During the first 90 days of this probationary period, all new employees may be discharged without limitation on the Board or countering action by the Association.

ARTICLE 9—Appraisal

9.1
Appraisal

An appraisal should be considered by employee and employer as a positive process to be entered into in a spirit of cooperation.  It is in this spirit that the employee should be informed of her/his status identifying strengths as well as ways in which they might improve.

9.1.1
When an appraisal is to be initiated for any reason, the designated administrator will meet with the employee at the beginning of the process to explain the nature of the appraisal, how the appraisal will be conducted, which designated administrator will conduct the appraisal and timelines.

9.1.2
A probationary employee appraisal shall apply to and be conducted for annual salaried employees during the first two (2) years of employment with the District.  Employees will be appraised by the designated administrator upon completion of each six (6) months during this two-year period.  Such appraisals are submitted to the chief personnel officer.

9.1.3
A continuing service employee appraisal shall apply to annual salaried employees who have worked beyond two (2) years with the District.  Such appraisals are submitted to the chief personnel officer and may be administered at any time at 1) the direction of the chief personnel officer or the employee's designated administrator; 2) at the employee's request; or 3) as time permits clerical employees should be appraised on an annual basis, but appraisal must occur at least every second year.

9.1.4
An hourly employee appraisal shall apply to an employee hired on an hourly basis.  Such appraisals are submitted to the chief personnel officer and may be administered at any time at 1) the direction of the chief personnel officer or the employee's designated administrator; 2) at the employee's request; or 3) after an employee has served in the same assignment for six (6) months.

9.1.5
Review.  The results of each appraisal shall be reviewed by the designated administrator with the employee.  A copy of the appraisal shall be provided to the employee.

9.1.6
Signature.  The employee shall sign the copy of the appraisal to be submitted to the chief personnel officer.  The signature of the employee on the appraisal form indicates only that the employee is acquainted with the contents of the appraisal and may include the employee's comments.  

9.1.7
Disposition.  The employee may make a written statement concerning the content of an appraisal.  Such written statement will be made within seven (7) working days of the review of the appraisal.  The statement will be attached to the appraisal form after review by the chief personnel officer and placed in the employee's personnel file.

9.1.8
If, as a result of the appraisal process, it is determined that there is an area needing improvement, or if an employee is not recommended for continued employment, then an explanation shall be included on the appraisal form.  Additionally, the following procedure shall be followed, and an Association representative may be included:

a.
A conference shall be held between the designated administrator and the employee to discuss concerns and corrective measures which must be followed to bring about meaningful and constructive change.  As a part of the conference, a written Plan of Improvement, with timelines, shall be presented to the employee.  The Plan of Improvement will identify any persons who will assist the employee and any resources the administrator feels the employee must utilize.  When appropriate, the Plan of Improvement timeline will not be less than 60 calendar days, with at least two (2) scheduled reviews.

b.
At the conclusion of the timeline for the Plan of Improvement, another conference shall be held between the designated administrator and the employee and initial concerns reviewed to determine whether appropriate change has occurred.  If the review results are satisfactory to the designated administrator, the appraisal is concluded.  If the review results are not satisfactory the designated administrator may initiate appropriate action.

ARTICLE 10—Hours and Selected Working Conditions

10.1
Workday

The regular workday for annual salaried employees is eight (8) hours per day, 40 hours per week.  This eight (8) hours does not include time for lunch.

10.2
Lunch Period

10.2.1
Employees shall have an uninterrupted duty-free lunch period of one-half (1/2) hour or one (1) hour depending on length of assigned workday.

10.2.2
Employees shall be permitted to leave the building during their lunch period.

10.3
Overtime

If an employee works over 40 hours in any work week at the request of the principal or immediate supervising administrator, the employee shall be paid on the basis of one and one-half (1-1/2) times the employee's regular rate of pay for the time in excess of 40 hours per work week.

10.3.1
Time worked by an employee on Saturday in excess of the 40-hour work week at the request of the principal or immediate supervising administrator, shall be paid at the employee's regular rate of pay plus one-half (1/2) times the employee's regular rate of pay.

10.3.2
Time worked by an employee on Sunday or an approved school holiday at the request of the principal or immediate supervising administrator, shall be compensated at the employee's regular rate of pay plus one and one-half (1-1/2) times the employee's regular rate of pay.

10.4
Special Staff Duties

10.4.1
In the event a clerical special staffing duty is available (i.e., staffing box office, carnival sales, school shows, etc.) after regular work hours, in the evening, or on weekends, the clerical staff assigned to that building or office shall be given preference in assignment.  Employees shall not be required to work such assignments.

10.4.2
Compensation shall be at the rate of $7.50 per afternoon assignment (from the conclusion of the regular work day until 7:00 p.m.), and $15.00 per evening assignment (7:00 p.m. until closing), or weekend assignment.

10.5
Vacation

Annual salaried 220/240-day employees earn vacation days which total 15 days per year.  In the event that an employee's vacation includes a legal or school holiday(s), the employee shall be entitled to an additional day(s).

10.5.1
Annual salaried employees who have completed 15 years of active service with the District, will be granted thereafter five (5) days of paid vacation in addition to the (15) days annual vacation provided in Article 10.5 on the anniversary date of their appointment.

10.5.2
Employees who desire to save a portion of their vacation to be used in addition to vacations as provided the next year, not to exceed five (5) days per year, must submit their request and reasons therefore in writing to the chief personnel officer prior to December 1.  Such request shall cite this article of the Agreement and bear the signature of the principal or immediate supervising administrator indicating approval.

10.5.3
The chief personnel officer shall notify the employee in writing of approval or disapproval within two (2) weeks of the receipt of the request.

10.6
Sick Leave

10.6.1
Purpose.  Sick leave is provided to give a reasonable amount of protection for employees and the District so that employees will not feel compelled to attend to duties when it is unwise for them to do so.  These days may be used for illness or death in the family or for the illness or death of close relatives or friends.

10.6.2
Allowance for Full-Time Employees. Twelve days of sick leave with full pay are allowed employees whose work year consists of more than 40 weeks.  Ten (10) days of sick leave with full pay are allowed employees whose work year consists of 40 or fewer weeks.  The unused portions of the annual sick leave allowance in any one (1) year may accumulate without limit.  When an employee is appointed before January 15 of any year, the employee is given credit for the full annual sick leave allowance.  An employee appointed on or after January 15, but before August 15, is given credit for one-half (1/2) the full annual sick leave allowance.  An employee reappointed within five (5) years after resignation is given the benefit of any accumulated sick leave which remained to the employee's credit at the time of resignation.

10.6.2a
A sick leave bank was established for members of this bargaining unit in September 1992. Sick Leave Bank guidelines were established by a joint committee of DAEOP and DPS representatives and may be modified as provided in the Sick Leave Bank guidelines.  The Sick Leave Bank is described in Appendix C. 

10.6.3
Allowance for Continuing Hourly Employees.  Hourly employees assigned to duty 20 or more hours per week (substitutes excluded) and whose work assignments extend through the balance of the semester are credited with five (5) equivalent days of sick leave or that proportionate part of five (5) days as the remaining days in the semester are to the total days in the semester.  During the first year of employment, such hourly employees are credited with sick leave on the 16th day of employment.  An additional five (5) equivalent days are allowed for the second semester of the same school year with any unused sick leave allowance from the first semester cumulative in the second semester.  During the second and subsequent years of such employment, hourly employees will be credited on the first day of the work year with five (5) equivalent days of sick leave and an additional five (5) equivalent days will be allowed for the second semester.  The unused portions of sick leave in any one (1) year accumulate without limit.

10.7
Temporary Leaves of Absence

10.7.1
General Provisions.  Classified employees may be granted the following temporary leaves of absence with pay upon written application to their principal or department head.  Except in an emergency, leave requests will be submitted two (2) weeks in advance.

10.7.2
Types of Leave 

a.
Military.  A military leave of up to 15 days in any calendar year, without loss of pay or other benefits under the provisions of Colorado Revised Statutes 1963, 94-1-33, will be granted to any employee who is a member of the National Guard or any other component of the military forces of the State or reserve forces of the United States and who is engaged with such organization or component in training or active service ordered or authorized by proper authority pursuant to law.  Request is to be filled out on "Request for Short Leave of Absence for Personal Reason" form with a copy of the orders attached.

b.
Personal Leave

A total of two (2) days of leave with full pay during each school year shall be granted.  It is intended that personal leave will be available only for reasons of hardship or other pressing or emergency need, and not merely for personal convenience.  Personal leave may not be used to extend a period of school intermission or used in conjunction with the observance of a Federal holiday.  Hourly employees assigned to duty 30 or more hours per week in the same assignment are also entitled to the two (2) days personal leave.  Unused personal leave may be converted to sick leave on a yearly basis.  

10.8
Extended Leaves of Absence

10.8.1
General Provisions
a.
All requests for leave under this Article shall be submitted in writing on Form 8055 (Request for Extended Leave of Absence).

b.
The time on extended leave of absence shall be figured in computing the probationary period required for continuing service.

c.
An employee cannot accept other employment while on an extended leave of absence. 

d.
Sick leave does not accumulate while on leave, except as provided while on military or ACTION Program leave of absence.

e.
Restoration of health leave, military leaves, and other permitted absences shall not be regarded as an interruption of the continuity of active service but shall not be includable as active service, except in the case of military leaves as may be otherwise prescribed by law.

10.8.2
Types of Leave
a.
Extended Military Leave

Emergency military leave as provided by Colorado Revised Statutes, 1973, 28-3-602, will be granted, without pay, to any classified employee who is inducted or enlists in active military service in time of war or other emergency declared by the proper authority of the State or of the United States.  Upon return from such leave, the employee will be placed on the salary schedule at the level which the employee would have achieved if said employee had not taken such leave.  The Board of Education reserves the right to grant or withhold increments to those remaining in military service beyond the compulsory period.  Employees are credited with regular sick leave allowance during their period of military service.  Time spent on military leave is counted in the determination of retirement allowance, provided the entire period of said leave shall qualify as contributing service.  Military leave is for one (1) year at a time and employees must renew their leave each year thereafter for the duration of the period of such war or other emergency.  

b.
ACTION Program Leave

Leave for ACTION Programs, Vista and Peace Corps, will be granted, without pay, to any classified employee who has completed at least three (3) years of continuous service, who enlists for a period not to exceed two (2) years.  Upon return from such leave, the employee will be placed on the salary schedule at the level which said employee would have achieved had the employee remained actively employed in the system during the period of this absence.  ACTION Program leave is for one (1) year at a time and must be renewed for the second year.  Employees are credited with regular sick leave allowance during their period of ACTION Program service.  

c.
Maternity Leave


All regularly appointed, annual salaried employees may be granted maternity leave up to two (2) years without pay or increment when requested in writing.  All maternity leaves granted will be in accordance with law.  Pregnant employees may continue on active service as long as they continue to perform their job safely and efficiently.  If a question of safety or medical fitness should arise, the principal or department head may require that the employee consult with the Denver Public Schools Health Services.  The determination of the employee's continued ability to work safely and efficiently shall be the responsibility of the Denver Public Schools Health Office and the employee's personal physician.  A request for maternity leave must be presented to the School District at least 30 days prior to the date on which the requested leave will commence.  Exceptions will be made in the event of unforeseen medical complications.


Prior to the effective date of the leave, the employee may use all or any portion of accumulated sick leave days.


The period of probation for an employee will be extended in accordance with the length of the leave of absence.


When employees have indicated in writing at the time of application for maternity leave that it is their desire to return, every reasonable attempt will be made to return them to their vacated assignment.  The District will not be obligated to hold the employee's vacated position open any longer than the employee's original request of up to two (2) years.  The employee will be considered as part of that school/department staff while on leave.  The vacated position will be posted and filled for a full year, unless the employee indicates a return sooner, in which case the position will be filled on a temporary basis until the regular employee returns.


Should employees find it necessary to extend their original maternity leave, they shall indicate, in writing, the additional time needed, no less than 30 days prior to the original date of return and their position will be held as provided above.  The total leave requested shall not exceed two (2) years.

d.
Adoption Leave

Annual salaried employees who have completed at least three (3) continuous years of service shall be granted a leave for the adoption of a child for up to two (2) years without pay or increment.


When employees indicate in writing, at the time of application for leave, that it is their desire to return, every reasonable effort will be made to return them to their vacated assignment.  This provision applies only when leave is for one (1) full year.

e.
Leave for Personal Illness

Any classified employee whose personal illness extends beyond accumulated sick leave may be granted a leave of absence of up to one (1) year, without pay or increment, and such leave may be extended for one (1) year, but cannot exceed a period of two (2) years.  Request for such leave must be accompanied by a statement from a regularly licensed physician that such leave is necessary.  The request for such leave also must be approved by the director of Health Services.

f.
Leave for Illness in Family


A leave of absence of up to one (1) year, without pay or increment, may be granted to any classified employee for the purpose of caring for a sick member of the employee's immediate family (mother, father, husband, wife, son, daughter, or relative living in the household), and such leave may be extended for one (1) year.

g.
Leave for Candidate for Public Office


Employees have the right to become candidates for public offices and to serve in such offices unless there is a specific legal prohibition as in the case of the City and County of Denver.  Employees who have completed at least three (3) continuous years of service may be granted a leave of absence, without pay or increment, in order to run for, or serve in, public office.  Application for leave will be for a determined period of time.

h.
Leaves for Study

Classified employees who have completed at least three (3) continuous years of service may be granted upon request, leaves of up to one (1) year, without pay or increment, for study if the study pertains to the work in which the employee is engaged or would enhance opportunities for promotion to other positions listed on the Salary Schedule for Classified Employees.  Transcripts or other pertinent materials are to be turned in on completion of study.  

i.
Restoration of Health


A leave of absence for restoration of health is a leave from active duty, which the Denver Public Schools may grant to an employee for the restoration of health and to promote continuing employment with the Denver Public Schools.

1)
To be eligible for a leave of absence for restoration of health with one-half (1/2) salary, an employee must:

a)
Have completed at least ten (10) years of active service in the Denver Public Schools ("active service" shall not include service as a substitute or part-time employee, or service compensated on an hourly basis).

b)
Have a health condition which makes it advisable that the employee remain away from work for an extended period of time.

c)
Medically appear likely to be so benefited by such leave as to be able to return to active service at the end of the leave.

2)
Application.  Applications for leave for the restoration of health shall be filed in writing with the chief personnel officer in such form as may be required by the superintendent (DPS Form 8067).  The application for such leave must be approved by the consultant of Health Services who will determine if the requirements for eligibility are met.  The employee must file with the application a statement from a regularly licensed physician describing the employee's condition in such detail as to show the existence of eligibility requirements b) or c) above.  An employee may use all or any portion or none of accumulated sick leave prior to starting a leave for the restoration of health.  The application form must state the dates of the period of leave requested, which should not include the dates of any accumulated sick leave the employee may wish to use.

3)
Loss of Benefits.  Sick leave shall not accumulate during leave for the restoration of health.  All questions regarding the effect of such leave on retirement benefits should be directed to the Office of Employee Benefits.

4)
Period of Leave for Restoration of Health.  A leave for the restoration of health may be for one (1) year, one (1) semester, or a portion thereof.  The employee should plan to return from leave at the beginning of a semester.

5)
Compensation.  Employees on leave for the restoration of health will be paid one-half (1/2) of their annual salary rate.  Upon return, the employee shall be placed on the salary schedule as though the employee had not been on leave.  An employee who engages in remunerative work during the period of leave must repay to the Denver Public Schools all compensation paid the employee during the leave.

6)
Extension of Leave.  Upon application and approval, a leave for the restoration of health may be followed by a regular leave of absence for illness for not more than one (1) additional year without pay or advancement on the salary schedule.  Sick leave shall not accumulate during leave.

7)
Return to Employment.  A leave for restoration of health will be granted with the understanding that such leave will, in all probability, make it possible for an employee to continue employment with the Denver Public Schools.  All pertinent factors must be considered where an application is made immediately preceding termination of employment or retirement (voluntary or required).  Upon certain circumstances, employees are eligible for disability retirement benefits.  These factors will be reviewed at the time of application for leave.  Information can be obtained regarding these benefits from the Office of Employee Benefits.

8)
Status Report.  At such intervals as may be determined by the director of Health Services, each employee on leave for the restoration of health shall submit reports upon which a determination can be made whether the employee should remain on leave.  In appropriate cases, the Board of Education may terminate the leave.

9)
Group Insurance.  The Denver Public Schools will continue to pay the employee's group life insurance premiums and group health insurance premiums during a leave for restoration of health but not during any extension thereof. 

10.9
Employees Returning from Leave

In the event an opening exists for which the employee is qualified, that employee returning from leave will be placed in a commensurate position as to grade and salary range that was held prior to the leave; however, subject only to the provisions of the Family and Medical Leave Act (FMLA) no assurance is given that the employee will be returned to the same job vacated by taking leave.  If no opening exists for which the employee is qualified within the same classification at the time of return from leave, the employee will be placed in a position of lower classification for which the employee is qualified, provided such opening exists.  Determination of employee qualification shall rest with the Board and shall be made on the basis of the best-qualified applicant.

ARTICLE 11—Transportation Allowance/Parking

11.1
Transportation Allowance

11.1.1
Employees whose duties require daily travel between two (2) or more schools shall be reimbursed for automobile use.  They shall be paid the current flat rate to cover the cost of maintaining a car plus the current District rate per mile for operating costs.  Employees who are receiving a transportation allowance shall carry appropriate insurance to meet District requirements.

11.1.2
Employees whose duties require less than daily travel between two (2) or more schools shall be reimbursed at the current District rate per mile.

11.2 Parking Facilities

11.2.1
Parking facilities shall be provided for annual salaried employees working at the Central Administration Building.

11.2.2
Hourly employees working at the Central Administration Building shall receive an hourly stipend to help defray the cost of public parking.

ARTICLE 12—Insurance

12.1
Group Life Insurance

It is recognized by the Board and the Association that the present group life insurance program of the District is a condition of employment affecting all of the annual salaried employees, and cannot be negotiated with any single group.  The District shall assume the full payment of the employee's life insurance.

12.2 Disability Insurance

Group long-term disability insurance coverage shall be provided for annual salaried employees.

12.3 Group Health Insurance

Health Insurance Program.  Effective January 1, 1991, the District shall contribute for all annual salaried employees, the amount up to one hundred eighty dollars ($180) per month for single coverage toward the cost of health insurance.  Effective January 1, 1992, the maximum amount to be contributed by the District for individual coverage will be one hundred ninety dollars ($190) per month.  Effective January 1, 1993, the maximum amount to be contributed by the District for individual coverage will be two hundred dollars ($200) per month.  Such insurance shall include catastrophic coverage, except that any increased cost in premium to the School District to provide such coverage shall not exceed a total of ten thousand ($10,000) dollars annually.  The specific terms of such coverage shall be developed by the Office of Employee Services and approved by the Board.

12.3.1
Beginning January 1, 1983, hourly employees shall have the option of participating in the District's group health insurance.  Procedures for eligibility are contingent upon regulations stipulated by the carrier.  The employee shall assume the full payment.

12.4
Dental Insurance

Beginning January 1, 1978, dental insurance shall be established for all annual salaried employees represented by the Association.  The Board will establish a bid procedure for selecting a dental insurance carrier.

12.4.1
Dental insurance program.  The District shall continue the current level of dental insurance coverage to include optional orthodontic care.  

12.5
Vision Insurance

Effective January 1, 1983, vision insurance shall be established for all annual salaried employees covered by this Agreement.  Costs of such insurance shall be paid by the Board.  

ARTICLE 13—Jury Duty

13.1
Jury Duty.  Employees shall be granted the necessary time for jury service with full salary.

13.2
Subpoena or Summons.  Employees who are subpoenaed or summoned to appear in court in connection with their employment with the District shall be granted the necessary time with full salary.

13.3
General Provisions.  All fees received for service outlined in Articles 13.1 or 13.2 are to be turned in to the Office of the Treasurer of the District.  Fees earned during holidays or vacations shall be retained by the employee.  In the event that an employee reporting to the court is excused for the day, the employee shall report to assigned school or unit for duty within a reasonable time.

ARTICLE 14—Salaries/Increments

14.1
Salaries

14.1.1
A 3.35% increase will be added to the current salary schedule, retroactive to September 1, 2000.  Salary step increases will be effective January 1, 2001.

14.1.2
The matter of salary to be effective September 1, 2001, and after will be subject to negotiations between the parties pursuant to Article 4 of the Agreement.

14.2
Yearly Increments

Regular yearly increments may be granted on January 1 of each fiscal year unless the employee shall have been initially appointed between October 1 and December 31, in which case the employees shall not advance to the next step until the second January 1 following the date of initial appointment.

14.2.1
Hourly employees shall receive a yearly increment of $0.10 per hour effective January 1 of each fiscal year.

14.3
Service Increment

Beginning January 1, 1983, all employees with 15 or more years of continuous service with the Denver Public Schools shall receive a $600 annual service increment and shall receive an additional $600 annual service increment after the completion of each additional five-year (5) period of continuous service.

14.3.1
Anniversary dates of appointment shall be the dates on which service increments take effect.

14.3.2
The date on which service increments were awarded before January 1, 1980, cannot alter the awarding of subsequent service increments due to take effect on the anniversary date of appointment marking the completion of each additional five (5) years of service thereafter.

14.4
Educational Increment Incentive

The self-improvement program is offered to employees as an incentive to upgrading, thus encouraging employees to equip themselves for increasing responsibility within the District.  Participation in the program is voluntary.  At the time an employee requests an increment, any training which has not been previously approved and is over five (5) years old shall not be considered valid for increment credit.

14.4.1
Eligibility

a.
Any annual salaried employee may take approved courses leading to training increment credit.  The employee must have completed two (2) full years of employment before receiving credit.

b.
Hourly employees shall be eligible to receive increments for approved training in conformance with the regulations for annual salaried employees.  The two (2)-year qualifying condition for payment of increments shall not be applied again to those employees who transfer from hourly to annual salaried positions.  Any increments previously paid at the hourly rate shall be converted to the rate for annual salaried employees in the instance of transfers from hourly to annual salaried positions.

14.4.2
Payment
a.
Payments shall be made expeditiously upon submission to the chief personnel officer.  

b.
Increments may accrue at no more than two (2) per year.

c.
Increments of $300, not to exceed 15 or $3,300 may be earned by annual salaried employees.

d.
Increments of $0.30, not to exceed three (3), may be earned by hourly employees.

14.4.3
Requirements

a.
Any training must have prior approval by the chief personnel officer to be considered valid for credit.

b.
A total of 80 clock hours, or the equivalent in quarter or semester hours, shall qualify the employee for one (1) training increment.

c.
Satisfactory completion of courses shall be certified by the instructor.  Certificate of Attendance shall be required for credit for workshops.

d.
The employee shall be responsible for keeping all records of each approved course of study, certificates of completion or transcripts.  When the total of approved training courses equals 80 clock hours, the employee will furnish certificates of completion of transcripts to the chief personnel officer for evaluation.

14.4.4
Approval of Training/Courses

a.
Classes offered by Opportunity School and other District sources, which have been pre-approved for increment credit, will carry the DAEOP logo.  Tuition shall not be charged employees attending Opportunity School for these approved classes; however, a nominal materials fee may be assessed.

b.
Credit may be granted for courses/training taken at colleges, universities, business colleges, Opportunity School, or other District sources.

1)
The employee shall supply to the Department of Human Resources, in advance, such catalogs or brochures necessary for evaluative purposes.

2)
Credit shall be assessed by the Department of Human Resources in proportion to semester or quarter hours of attendance.

c.
Credit for other workshops or seminars may be recommended by the Association and approved by the chief personnel officer.  The chief personnel officer may assess the workshop or seminar on the basis of quality of content and clock hours attended beyond duty hours.

ARTICLE 15—Compensation for Unused Sick Leave at Early Retirement

15.1
Compensation for Unused Sick Leave at Early Retirement

Effective January 1, 1995, each contract employee electing early retirement will be provided compensation for accumulated sick leave days as follows:

a.
When the employee has met the requirements for early retirement in the District, that employee shall be eligible for compensation for accumulated sick leave.

b.
A maximum payment of $7,200 for 240-day employees, $6,600 for 220-day employees and $6,000 for 200-day employees will be made by the District for employees younger than age 65, who have accumulated one (1) year or more of unused sick leave and who elect early retirement or the payment of .0015 times the annual contract salary at retirement times 240 (220 or 200), whichever is greater.

c.
The payment of $7,200 ($6,600 or $6,000) shall be reduced by 1/240 (1/220 or 1/200) for each day less than an accumulation of 240 days (220 days or 200 days) or the payment of .0015 times the annual contract salary at retirement times the accumulated number sick days less than 240 (220 or 200).

d.
To be eligible for the payment, employees must sign for retirement prior to age 65.  Employees have the option of finishing the work year in which they become 65.

e.
Prior Accumulation.  Because of the changes in short leaves and in recognition of sick leave that was accumulated prior to December 31, 1990, any employee who accumulated sick leave days in excess of 240 days (220 or 200 days) up to and including December 31, 1990, shall continue to be credited with such accumulation. Such accumulation shall be eligible for payment on a prorated basis at the rate of 1/240 (1/220 or 1/200) of $7,200 ($6,600 or $6,000) for each day, or .0015 times the annual contract salary at retirement, whichever is greater, provided the employee is otherwise eligible to participate in the Plan.

ARTICLE 16—Association Representation

No District created committees or study groups will make recommendations regarding classified office personnel without inclusion of a representative from the Association membership.

ARTICLE 17—Job Sharing

Job sharing may be requested by regularly assigned office professionals who wish to work only half-time.  Procedures for assignment to a job sharing position will be available upon request from the Department of Human Resources.

17.1
Application for a job share position must be made in writing to the Department of Human Resources.

17.2
Salary, benefits, accrued service and other employment entitlements shall be half their usual value, as applicable.

17.3
The job sharing assignment must be approved by the Department of Human Resources and the school/department where the position is assigned.

MEMORANDUM OF UNDERSTANDING

BETWEEN

SCHOOL DISTRICT #1

DENVER PUBLIC SCHOOLS

AND

DENVER ASSOCIATION OF EDUCATIONAL

OFFICE PROFESSIONALS (DAEOP)

Entry Steps

In addition to the negotiated salary adjustment, the District will change the entry step of Secretary I and Secretary II positions, effective upon Board approval of the Agreement.  The entry step for Secretary I will be Step 12 and the entry step for Secretary II will be Step 16.  Retroactive to September 1, 2000, current Secretary I’s at Steps 9, 10, and 11 will be advanced to Step 12 and current Secretary II’s at Steps 14 and 15 will be advanced to Step 16.  Employees moved to Step 12 as Secretary I or Step 16 as Secretary II will not be eligible for a step increase January 1, 2001.  

Classification Study

The District and the Association shall undertake a joint study of selected job titles listed within Article 2.4.  The purpose of this study is to evaluate the duties and level of responsibility for the selected positions and to develop recommendations regarding appropriate classification and pay.  Regardless of any recommendations, implementation of changes is based on the District’s ability to pay.  The Association President shall appoint three (3) bargaining unit employees and the chief personnel officer shall appoint three (3) staff employees to serve on a joint Classification Study Oversight Committee.  The study shall commence on or after November 1, 2000.  Recommendations shall be presented to the Department of Human Resources and Board of Education by no later than April 30, 2001.  

The District and Association agree to share jointly in any costs associated with this study.  Any such costs shall be mutually agreed to before funds are expended.  

Bilingual Positions Review

In order to determine the number of classified office positions required to have bilingual language skills, as an essential function of the job, the District will conduct a survey in the second semester of the 2000/2001 school year.  The District will share the results of the survey with the Association.  

___________________________________

____________________________________

Denver Public Schools




DAEOP

MEMORANDUM OF UNDERSTANDING

BETWEEN

SCHOOL DISTRICT #1

DENVER PUBLIC SCHOOLS

AND

DENVER ASSOCIATION OF EDUCATIONAL

OFFICE PROFESSIONALS (DAEOP)

In order to address the District’s concern whether the job title “Buyers” (but not “Buyer’s Assistant”) should continue to be a part of the DAEOP Bargaining Unit, the parties agree to the following:

1) That upon receipt of a request for reclassification by the Department of Human Resources, the procedures of Article 2.4 will be placed into effect; 

2) That the Association shall provide relevant research data and statements it may develop as to salaries and bargaining unit designation;

3) That the Department of Human Resources shall fully consider all such information presented in making its decision thereon;

4) That any change in the salary range for Buyers shall be a separate issue from that of bargaining unit designation;

5) That all Buyers currently employed will not be required to reapply for their jobs if the job title is removed from the bargaining unit.  All current Buyers will continue to be employed by the District and shall suffer no loss of salary, employment benefits, working conditions or retirement benefits in relation to salary in the DPS Retirement Association;  

6) That in the event the position is downgraded, the employee’s salary shall be redlined.  

This memorandum shall constitute Board of Education policy upon ratification.  

___________________________________

____________________________________

Denver Public Schools




DAEOP

DURATION OF AGREEMENT

DURATION PERIOD

This Agreement shall be effective as of September 1, 2000, and shall continue in effect until August 31, 2003.  This Agreement shall not be extended orally, and it is expressly understood that it shall expire on the date indicated, unless it is extended in writing.

-------------------------------------


IN WITNESS WHEREOF the parties have caused their corporate names to be hereunto subscribed by their respective Presidents and attested by their respective Secretaries, this ____th day of ___________________,  2000.

DENVER ASSOCIATION OF



SCHOOL DISTRICT NO. 1 IN 

EDUCATIONAL OFFICE PROFESSIONALS

THE CITY AND COUNTY OF







DENVER

By: ___________________________________

By: ____________________________________

President





President

ATTEST:





ATTEST:

By: ___________________________________

By: ____________________________________

Secretary





Secretary

APPENDIX A—FORMER NEGOTIATIONS UNIT JOB TITLES

Accountant I
Clerk, Senior I

Accountant II
Clerk, Senior I, 200 day

Accountant III
Clerk, Senior II

Assistant Buyer
Clerk, Senior II, 200 day

Assistant Timekeeper I
Clerk, Hourly (Part-time)

Assistant Timekeeper II
Clerk, Hourly—Day

Assistant Timekeeper III
Clerk, Hourly—Evening

Bookkeeper I
Data Entry I

Bookkeeper II
Data Entry II

Bookkeeper III
Financial Clerk I

Business Machine Operator
Financial Clerk II

     Assistant/Multilith
Input/Output Head

Business Machine Operator
Key Entry Head

     Head/Multilith
Mail Room Head

Business Machine Operator
Management Relations

Buyer I
     Assistant

Buyer II
Secretary I

Clerk
Secretary I, 200 day

Clerk, 200 day
Secretary II

Clerk, Accounts Payable I
Secretary III

Clerk, Accounts Payable II
Secretary IV

Clerk, Code
Secretary V

Clerk, Mail Room I
Stores Ledger Specialist

Clerk, Mail Room II
Training Technician

Clerk, Purchasing I
Training Technician I

Clerk, Purchasing II
Typist, Bid

APPENDIX B—PRINCIPLES OF CDM

Schools that have the vision and flexibility to make operational and instructional decisions based on the changing and diverse needs of their populations will provide the best learning environments for all students. Consistent with this belief, collaborative decision-making will allow school communities to offer diverse programs and services as they seek to meet the unique needs of their students. To preserve the common values of a broader community, each school will make decisions within a framework of state laws and regulations, and district policies and procedures.

APPENDIX C—SICK LEAVE BANK GUIDELINES

The Board of Education and the Denver Association of Educational Office Professionals (DAEOP) support a Sick Leave Bank (SLB) on a voluntary basis pursuant to Agreement Article 10.6.2.b.

The purpose of the SLB is to provide to eligible employees who have exhausted all of their accumulated sick leave the means of obtaining additional sick leave days upon proper approval of the Sick Leave Bank Approval Committee (SLBAC), thus allowing employees time to be restored to health so that they may return to work with the District.  It is not the intent of the SLB to provide additional days off for elective surgery, in lieu of a health leave, or prior to retirement of resignation.

Any classified office employee represented by the DAEOP is eligible if the person:

· Is a full-time, contract employee or an hourly employee who has completed one (1) year of service at an assignment of 40 hours per week, and

· Accrues cumulative sick leave.

Membership

Each employee initially enrolling in the sick leave bank will automatically donate two (2) days of applicant’s cumulative sick leave the first year of membership.

Membership becomes effective the following October 1.

Members automatically will be reenrolled on September 1 of consecutive years; one (1) day will be automatically donated from members’ cumulative sick leave unless revocation of membership is received in writing by the SLBAC by July 31 of that year.  Members will be notified of their automatic reenrollment by August 15.  Members must have at least one day of personal sick leave accumulated as of October 1.

Contributed days will not be returned to members for any reason.

Once membership is revoked, reapplication for membership will be considered as initial (new); two (2) days will be deducted from cumulative sick leave.

No further contributions, except from new members, will be required until the total number of days in the bank falls below one-third (1/3) of the number of members enrolled.  At that time each current member will be assessed one (1) additional day per year.  Members will be notified prior to the deduction, should it be necessary.

All new enrollees must have at least two (2) days of personal sick leave accumulation as of October 1 in order to become a member of the SLB.

Newly hired employees will be able to enroll in the Bank within 30 days of the beginning of contracted service with the District.

Employees returning from leave will be able to enroll in the Bank within 30 days of return to service.

Yearly open enrollment for new members other than new employees will be from August 15 to September 15.  Applications for membership must be received no later than September 15.

Application
Application by SLB members for use of the bank must be submitted in writing on the “Application For Sick Leave Bank Assistance” and accompanied by the “Sick Leave Bank Physician’s Statement” completed by the employee’s own duly licensed physician.  Application may be made by the bank member or by a family member, friend, or coworker in the case of sever disability or illness.

Prior to the submission of an application to the SLBAC, the applicant must use all accumulated sick leave.

A member must submit the application for use of the bank no later than 30 days after the first sick leave bank day requested.  In reviewing request for bank leave, the committee will count back 30 calendar days from the date the request was received and rule ineligible any days requested prior to that date.

Should the SLBAC determine that a member may be drawing sick leave bank days fraudulently, that member shall be notified and accorded due process.  He/she shall be required to repay all fraudulently obtained days and shall be prohibited from receiving benefits for a period of two (2) years.

All applications for usage will be considered by the committee at regularly scheduled meetings to be held during the first week of the month.  The Denver Public Schools Payroll Department will be notified of all days granted by the SLBAC before the tenth of the month to ascertain that, in as many cases as possible, the awarding of days will be reflected in the applicant’s regular payroll check for that month.

Administration
The Sick Leave Bank will be governed by the Sick Leave Bank Approval Committee.

The Committee shall consist of three (3) administrators, who shall be appointed by the superintendent, and three (3) classified office personnel elected by the Executive Board of the DAEOP.

Appointments to the approval committee will consist of two (2) one-year terms and one (1) two-year term for each of the three (3) administrators and classified office personnel; the terms will be staggered.

A report to the DAEOP memberships will be issued annually by the SLBAC at the annual, spring, dinner meeting.

All records, proceedings, and actions of the SLBAC shall be held in strictest confidence.

The SLB will be administered through the Department of Health Services.

The guidelines and procedures for the SLB are subject to periodic review and change by mutual agreement between the DAEOP and the superintendent.

Criteria
The general criteria used by the SLBAC when considering applications for SLB usage will be:

· The seriousness of the illness or accident involved;

· The need for extended hospitalization;

· Other extenuating circumstances normally allowing for sick leave.

Specific Guidelines and Procedures

The specific guidelines and procedures which the SLBAC will use when determining the merit of an application and the distribution of bank days will be as follows:

1.
All of the applicant’s own sick leave accumulation must be exhausted before the applicant is eligible to draw from the Bank.

2.
SLB days will not be granted to a member who is currently on Board of Education approved leave.

3.
SLB days will only be granted for circumstances which require five (5) or more full days of consecutive absence.

4.
No applicant will be granted more than 20 days per year.  Each person’s year begins with his/her first Sick Leave Bank day used.

5.
SLB days will be granted in increments up to ten (10) workdays at a time.  Further verification form a duly licensed physician, at the applicant’s expense, will be required for additional usage of Sick Leave Bank days.

6.
Disability due to pregnancy will be treated as any other disability.

7.
A second physician’s opinion maybe required by the SLBAC at the applicant’s expense.

8.
SLB days will not be used in lieu of disability retirement.

9.
SLB days will not be granted for elective surgery that could be scheduled during a regular scheduled intermission or during a period of personal vacation.

10.
If long-term illness is anticipated, the SLBAC may recommend consideration of available negotiated leaves.

11.
Members who are receiving temporary disability payments from the Workers’ Compensation Insurance Fund are not eligible to receive SLB days.

12.
A member requesting SLB days for a mental/emotional disability must be under the care of a duly licensed physician.

13.
SLB grants will end the last duty day of the work year.  If additional days are needed upon return to work, reapplication must be made.  The last duty day of the work year is:

· The last day of the second semester of the traditional school year for 200-day employees.

· August 31 for 240-day employees.

14.
Approved SLB days will be granted to the employee at the rate of 1/240th or 1/200th, whichever applies, of the employee’s current annual salary for each day granted.  No employee shall receive more than his or her annual salary as a result of SLB assistance.

15.
The SLB maybe used only by the individual contributor for his or her own personal illness and not for the illness of family member.

16.
All unused days must be returned to the Sick Leave Bank.  The employee will receive written verification from the SLBAC if unused days are returned to the SLB.

17. 
An individual denied days from the SLB will be notified of the appeal process.







