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ARTICLE 1 – RECOGNITION 

 

A  RECOGNITION 

 

The Watertown School Committee hereby recognizes for the purpose of collective bargaining Service 

Employees International Union, Local 888 as the sole and exclusive representative for the Watertown 

Educational Administrative Assistants Association. 

 

 

B  MEMBERSHIP 

 

Membership shall be all full-time and regular part-time clerical employees in the school department 

including senior clerks, principal accounts clerks, senior bookkeepers, data entry clerks, library aides, 

food service administrative assistant and preschool administrative assistant(s); excluding all 

managerial and confidential employees (e.g. the Secretary of the Superintendent of Schools and the 

Secretary of the Assistant Superintendent of Schools), all casual employees, and all other employees. 

 

 

C  NON-DISCRIMINATION 

 

The parties to this Agreement will not discriminate in violation of federal or state law against any 

employee because of race, age, color, creed, sex, marital status, national origin, handicap, sexual 

orientation, or membership or non-membership in the Association or by reason of any activity or 

refraining from any activity in, with and/or for the Association not in contravention of any provision 

of this Agreement or law. 

 

 

D  DEFINITION 

 

Any reference to Committee shall mean the Watertown School Committee and reference to 

Association shall mean the Watertown Educational Administrative Assistants Association. 

 

1 All reference in this Agreement to full-time employees shall mean full time calendar year and 

school year employees scheduled to work thirty-five (35) hours weekly. 

2 School year employees work one hundred and eighty-eight (188) days. 

3 Calendar year employees work a full twelve (12) month year. 

 

 

 

 

 

 

 

 

ARTICLE 2 – MANAGEMENT RIGHTS 

 

It is recognized that the Committee reserves and retains the sole and exclusive rights, powers and 

authority to control, direct and manage the affairs and operation, of the public schools of Watertown, 
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Massachusetts.  These rights, powers and authority shall not be exercised in a manner inconsistent with 

the terms and provisions of this Agreement.  No action taken by the Committee with respect to the 

exercise of such rights, powers and authority, other than as there are specific provisions herein elsewhere 

contained, shall be subject to the grievance and/or arbitration provisions of this Agreement. 

 

 

 

 

ARTICLE 3 – VOLUNTARY DUES DEDUCTION 

 

A. The Committee agrees to deduct from each employee’s wages, dues for the Association as each 

employee individually and voluntarily authorized the Committee, in writing, to make such 

deduction.   

 

B. The Committee will transmit said monies deducted to the SEIU Comptroller, or as otherwise 

directed by the Association.  

1) The employee’s authorization form will be forwarded to the Committee no later than thirty 

(30) days prior to the effective date of the first payroll from which the deduction is to be 

made.   

2)  The employee shall individually and voluntarily complete the Voluntary Dues 

Assignment Form to commence said deductions and each time there is a change in the 

amount to be so deducted. 

 

 

 

 

ARTICLE 4 – AGENCY SERVICE FEE 

 

A  FEE DESCRIPTION 

 

1. Pursuant to General Laws Chapter 150E, Section 12, it shall be a condition of employment that 

on or after the thirtieth (30th) day of employment as a member of the bargaining unit (or the 

effective date of the Agreement, whichever is later) each bargaining unit employee who elects 

not to join the Union, shall pay to the Association an agency service fee. 

   

2. The amount of such agency fee shall be limited to that portion of the Association dues which is 

shown by the Association to be directly related to negotiating and administering the collective 

bargaining agreement, consistent with the regulations and decision of the Massachusetts Labor 

Relations Commission.  

  

3. This cost shall be determined by the Union for the duration or the contract and be transacted in 

writing to the School Committee at the time of ratification of the Agreement.  

  

4. Deduction will be made from employees’ earnings weekly and Town will remit monthly the total 

of said deductions to the SEIU Comptroller, or as otherwise directed by the Association. 

 

5. Appendix D provides current information for informational purposes only. 
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B  INDEMNIFICATION 

 

1. The Union agrees to indemnify and save harmless the Watertown School Committee for any 

action that the Committee or the Union may take pursuant to those provisions, including any 

claims made against the Committee or Union by any employees or groups of employees.   

 

2. No request to dismiss or suspend an employee for non-compliance shall be effected during any 

dispute which may be before the Massachusetts Labor Commission or a court of law of competent 

jurisdiction concerning this article. 

 

 

 

 

ARTICLE 5 – EMPLOYMENT POLICY 

 

A  PART-TIME EMPLOYEES 

 

1. Employees assigned to a regular part-time position of twenty (20) hours or more per week shall 

be eligible for all benefits provided by this Agreement on a pro-rated basis. 

 

2. Employees who regularly work less than twenty (20) hours per week shall not be entitled to 

benefits provided by this Agreement. 

 

 

B  WORK DAY 

 

1. Full-time calendar year employees shall be scheduled for an eight (8) hour day, which will include 

a one (1) hour unpaid lunch period. 

 

2. Full-time school year employees shall be scheduled for a seven and one-half (7 ½) hour day 

which will include a one-half (1/2) hour unpaid lunch period. 

 

3. Full-time employees will be entitled to a twenty (20) minute break in the morning to be taken at 

a mutually agreed upon time between the employee and his/her supervisor. 

 

4.  Regularly scheduled employees shall be compensated for a full work day in the event his/her 

office is closed at a time earlier than the regularly scheduled closing hour. 

 

5. Full-time school year employees shall work one hundred and eighty-eight (188) days as follows:  

a. One hundred and eighty-four (184) days as scheduled  

b. Four (4) days as authorized in writing by the employee’s Supervisor or the Supervisor’s 

designee. 

 

6.  Part time school year employees, who work 20 hours per week or more, will receive a salary 

based on the same work year (i.e. number of days) as the full time school year employees.     
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C  RE-EMPLOYMENT 

 

1. If the employee leaves the service of the school department and is re-hired within a three (3) year 

period, leave or pay status shall begin at the same step/rate at which that individual left. 

 

2. The three (3) year period shall be within the end date and start date of the new employment. 

 

3. If the new start date and previous end date are greater than three (3) years, the employee’s status 

shall start anew. 

 

 

 

 

ARTICLE 6 – OVERTIME 

 

A. All work performed in excess of thirty-five (35) hours per week shall be compensated at time 

and one-half (1 ½) the employee’s regular hourly rate.  

  

B. All overtime must be approved in advance, in writing by the employee’s immediate 

supervisor, who shall get prior approval of the principal or superintendent. 

 

1. Employees may, with approval of their supervisor, submit overtime compensation for 

compensatory time in lieu of payment. 

 

2. Compensatory time will be credited as time and one-half (1 ½) for overtime in excess 

of thirty-five (35) hours in a week.   

 

3.  Compensatory time for school year employees shall be limited to twenty (20) hours 

accrual per fiscal year and limited to twenty-four (24) hours for calendar year 

employees.  

 

4. Compensatory time must be used within six (6) months of completion of the overtime 

and the time off must be requested through the request for leave process. 

 
 

 

 

ARTICLE 7 – PROFESSIONAL DEVELOPMENT 
 

A REQUIRED TRAINING 

 

1. The School Committee will provide professional training that it determines is mandated in 

order to address the needs of the district.   

  

2. Such training needs and the employees who will attend will be determined solely by the 

Superintendent or designee and will be scheduled as professional time with no loss of pay to 

the employees who will be required to attend. 
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B TUITION REIMBURSEMENT 

 

1. In addition to required training as set forth in Paragraph A, above, each employee in the 

bargaining unit may request to attend a course, seminar, or workshop that is not required, but that 

is related to their job duties.   

 

2. The course selection must be approved in advance, in writing, by the employee’s immediate 

supervisor.   

 

3. The employee will be reimbursed fifty percent (50%) up to one thousand dollars ($1,000.00) per 

fiscal year for such approved attendance.  

  

If a program is scheduled during the employee’s regular work hours, the employee must 

utilize personal or vacation leave to attend the program. 

 

a. The school department will set aside a total of three thousand dollars ($3,000.00) per fiscal 

year for reimbursement purposes for the bargaining unit. 

 

 

 

 

 

ARTICLE 8 – JOB VACANCIES 

 

A  DEFINITION 

 

1. A vacancy is an opening caused by the promotion, death, retirement, resignation, or discharge of 

a Union-member as well as the availability of a new position.  

  

2. Nothing herein shall be construed to limit the right of the School Committee to determine the size 

of the work force or the number of employees.   

 

3. The posting of a vacancy, the requisition of a civil service list, and/or the conducting of interviews 

do not constitute a final decision to fill a vacancy. 

 

4. The Committee will inform the Association when a new employee is hired above a step 2.    

 

 

B  FILLING VACANCIES 

1. In the event the School Committee or its designee decides to fill a vacancy:  

 

a. The position shall be posted for at least ten (10) days prior to being filled 

b.  A copy of the posting shall be sent to the Union President 

c.  No employee shall be restricted from applying for any position 
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2. In filling vacant positions, the Committee shall consider, in addition to the requirements of Civil 

Service regulations, to the extent they apply, the following criteria: 

a. Knowledge and skill as they apply to the vacant position; 

b. Successful completion of the competency test compiled by the supervisor of the 

vacant position with the approval of the Superintendent or her/his designee; 

i. The competency test shall include a simulation of tasks regularly required of 

the individual filling the position. 

 

c. Performance in current assignment, as assessed by the assigned evaluator; 

d. Interpersonal skills, as assessed by the assigned evaluator. 

 

 

C  CURRENT EMPLOYEE APPLICANTS 

 

1. The Principal/Superintendent or its designee shall be the sole judge of criteria and qualifications as 

set forth above by the Committee, provided that such judgment is not exercised arbitrarily, 

capriciously or unreasonably. 

   

2.  Only current employee applicants who, in the sole opinion of the Principal/Superintendent or their 

designee, meet the specific requirements of the vacant position shall be considered for appointment. 

   

3. If there is no qualified current employee: 

 

a. The position and qualifications will be forwarded to Civil Service, if applicable.   

b. If not applicable, the position will be publicly advertised.  

  

4. Final approval of all appointments within a particular school shall rest with the principal of that 

school, subject to the approval of the Superintendent, and such approval shall not be unreasonably 

withheld. 

 

5. If current employees have sufficient qualifications as set forth within this Article and are virtually 

equal, the Principal/Superintendent may consider the seniority of the qualified candidates. 

 

 

D  INTERNAL APPOINTMENTS 

 

1. All internal appointments shall initially be made on a three (3) month trial basis, in order to afford 

both parties the opportunity to assess the desirability of continuing the appointment.   

2. During this trial period:   

a. The immediate supervisor shall review the employee's performance  

b. Either party may request that the appointment be rescinded, and the employee returned 

to her/his former position 

c. The employee’s original position will be filled by a temporary outside employee before 

the position is permanently filled 

d. Upon completion of the third month of appointment:  

 

1. Employee will meet with his/her supervisor to discuss goals and performance.   
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2. Documentation of that process will follow that meeting within ten (10) working 

days. 

 

3. Appointments to a vacant position from within the unit shall be compensated at the assigned rate of 

pay. 

 

 

E  OUTSIDE AND PROMOTIONAL APPOINTMENTS 

 

1. All outside appointments or promotional appointments shall be subject to a six (6) month 

probationary period, as defined in M.G.L. c. 31. 

 

2. Promoted employees shall be placed on a salary step which is at least two hundred dollars 

($200.00) more annually than the employee’s current rate of pay. 

 

 

 

ARTICLE 9 – REORGANIZATIONS AND TRANSFERS 

 

A  REORGANIZATION 

 

1. Should it become necessary for the Superintendent or her/his designee to reorganize existing staff 

within a building and/or within a classification for the greater efficiency of the school system. 

 

2. Written notice stating the reasons for the reorganization shall be provided to the Union, and the 

Committee shall fulfill its statutory bargaining obligation with respect to the proposed 

reorganization, prior to implementation. 

 

 

B  TRANSFERS 

 

1. Exclusive of a reorganization or a reduction in force, no employee shall be forced to accept any 

transfer without cause. 

2. The decision to transfer is subject to the grievance procedure. 

 

 

 

 

ARTICLE 10 – HOLIDAYS 

 

A. All employees covered by this Agreement shall be paid for the following holidays, excluding 

Independence Day for school year Employees: 

 

1. New Year’s Day 

2. Christmas 

3. Veterans’ Day 

4. Martin Luther King, Jr.’s Birthday 

5. Good Friday (when school is not in session) 
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6. Independence Day 

7. Labor Day 

8. Washington’s Birthday 

9. Patriots’ Day 

10. Memorial Day 

11. Thanksgiving 

12. Day after Thanksgiving 

13. Columbus Day 

 

B. The day before Christmas, day before New Year’s, and the day before Thanksgiving shall be one-

half (1/2) days for all employees. 

 

C. Holidays occurring on either a Saturday or Sunday: 

 

1. Shall be celebrated on the next succeeding Monday or preceding Friday provided that the 

Watertown Public Schools are closed on said Friday or Monday. 

 

2. Exceptions for Christmas and New Year’s Day: 

 

a. If both fall on a Saturday or a Sunday, the preceding Friday will be the day of shortened 

schedule. 

b. If both falls on a Thursday the preceding Friday shall be the paid holiday so long as school 

is not in session. 

 

3. If Christmas Eve and New Year’s Eve fall on a Saturday or a Sunday, the two (2) half (½) 

days holidays will be combined to one (1) full holiday during Christmas break. 

 

 

D. Holiday pay will be paid at the employee’s hourly rate for the hours he/she would have otherwise 

been scheduled to work. 

E. If the employee is requested to work on the holiday, he/she will receive the holiday pay and will 

be paid at the rate of time and one-half (1 ½). 

  



Watertown Schools Educational Secretaries Collective Bargaining Agreement PAGE 13 

July 1, 2016 – June 30, 2019 

  
 

ARTICLE 11 – VACATION LEAVE 

 

A. Use of the phrase “this Agreement” throughout this Article specifically refers to the successor 

collective bargaining agreement to the 1995-1998 Agreement. 

 

B. All full-time (twelve (12) month) calendar employees hired before the effective date of this 

Agreement shall be eligible for vacation leave based upon Schedule I, Column A.   

 

C. All part-time employees hired before the effective date of this Agreement shall be eligible for the 

vacation leave based upon the following schedule (Column A) on a pro-rated basis*.  

 

D. All school year (ten (10) month) employees hired before the effective date of this Agreement 

shall be eligible for vacation pay based upon Column B. 

 

 

SCHEDULE I   12 Months    10 Months   
Upon completion of:   Column A:  Equivalent of:   Column B:  Equivalent of: 

Thirty (30) weeks up to one (1) year 35 hours     28 hours   

One (1) to five (5) years   105 hours    84 hours   

Five (5) to ten (10) years   140 hours     112 hours   

Ten (10) to twenty-four (24) years  175 hours     140 hours   

Twenty-four or more years  210 hours      175 hours   

*In this context, “pro-rated” shall be calculated by multiplying the FTE by vacation hours earned.  For example, a 0.5 FTE 

calendar employee in their second year will earn 52.5 hours (105 *0.5) of vacation.    

 

E.  ENTITLEMENTS 
 

1. Vacation leave entitlements for calendar year employees shall be calculated on July 1st annually. 

 

2. An employee’s last date of continuous employment shall be used to determine the length of 

service for the purpose of calculating vacation leave and vacation pay entitlements.   

 

3. Use of any paid leave benefit provided under this Agreement or during regularly scheduled school 

vacations, shall not constitute a break in continuous service.  

 

4. Any other period of unpaid leave including leave subject to state and federal law shall be 

considered a break in continuous service for the purpose of calculating vacation leave and 

vacation pay entitlements and the returning employee shall be entitled to pick up the leave or pay 

status that existed prior to the leave 

 

F. SCHEDULING 

 

1. Vacation leave for calendar year employees shall be taken at such time(s) during each calendar 

year that the employee’s immediate supervisor determines will cause the least interference with 

the efficient operation of the school. 

2. School year employees who have sufficient vacation pay due, may receive vacation pay during: 

 

a. Scheduled school vacation periods when classes are not in session for students; 

b. In the last pay period of the school year; or 

c. As approved by the Superintendent.   
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3. School year employees shall notify the Superintendent by October 1st on a form provided by the 

Administration, as to the employee’s choice of dates for receiving vacation pay. 

 

4. Vacation leave and vacation pay cannot be carried over from year to year, with the following 

exception: an employee may carry up to one (1) week of vacation over to the following year 

under unusual or special circumstances with the approval of the Superintendent or designee.  This 

will not be available from year to year. 

 

 

 

 

ARTICLE 12 – PERSONAL LEAVE 

 

A  ENTITLEMENT 

 

1. An employee may be allowed up to and including the equivalent of two (2) days of leave with 

pay each year subject to the approval of the Assistant Superintendent of Schools for the purpose 

of transacting or attending to personal, legal, household, or family matters which require absence 

during work hours.   

 

2. Employees will provide the reason for the request on the “Request for Leave Form.”   

 

3. No personal leave will be allowed the day preceding or following a holiday or vacation period 

unless approved by the Principal or Superintendent of Schools.   

 

4. Application for personal leave will be made at least forty-eight (48) hours before taking such 

leave (except for emergencies).   

 

5. Approval of personal leave requests will not be unreasonably withheld.   

 

6. Employees who have not used their personal leave for the year may convert those unused hours 

into accumulated sick leave.  Personal leave may not be carried over from year to year.   

 

 

B  PROCEDURE 
 

1. Calendar year employees receive Two (2) days personal leave on July 1st. 

 

2. School year employees receive Two (2) days personal leave on July 1st. 

 

3. Part-time employees will receive pro-rated leave benefits. 

 

 

C  ELIGIBILITY 
 

All calendar year employees hired after the effective date of this Agreement shall be required to work 

six (6) months before being eligible for personal leave.   
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1. All school year (ten (10) month) employees hired after the effective date of this Agreement shall 

be required to work ninety-four (94) work days before being eligible for personal leave. 

 

2. Use of the phrase “this Agreement” throughout this Article specifically refers to the successor 

collective bargaining agreement to the 1995-1998 Agreement. 

 

 

 

 

ARTICLE 13 – SICK LEAVE 

 

A  DEFINITION 

 

1. Sick leave shall mean that period of time for which an employee is entitled to receive 

compensation while unable to perform his/her duties because of sickness or injury.   

 

2. In the event that an employee has an unusual number of short absences or an illness lasting more 

than five (5) consecutive school days, the Superintendent may require a certificate from the 

employee’s physician as a condition of eligibility for sick pay or return to work. 

 

 

B  ACCRUAL 

 

1. Sick leave shall be granted at a rate equivalent to one and one-quarter (1.25) scheduled work days 

per month of active employment (i.e., part-time employees will receive a pro-rated number of 

hours).   

 

2. Sick leave shall be credited to the employee on the first day of each month.   

 

3. After the first year of employment: 

 

a. Calendar year employees shall be granted fifteen (15) days of sick leave per 

year. 

b. School year employees shall be granted twelve (12) days of sick leave per 

school year. 

c. Part-time employees will receive this benefit on a pro-rated basis. 

 

4. All sick leaves to which such employee has become entitled shall be cumulative from year to 

year and such employee shall be entitled to take all or any portion thereof in any calendar year.  

Bargaining unit members hired after June 30, 2016 will be allowed to accumulate up to a 

maximum of days of sick leave as follows: 

a. Calendar year employees – 260 days 

b. School year employees – 188 days 

 

5. An employee, who is transferred or promoted to another position, shall continue to have 

accumulated unused sick leave available for use as necessary. 
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C  NOTICES 

 

1. An employee unable to report to work under this Article shall notify his/her Supervisor as early 

as possible on the day of the absence. 

 

2. The Central Office will issue to each individual a notification informing the individual of the 

amount of sick leave accumulated to date as of July 1st. 

 

 

D  SEPARATION FROM SERVICE 

 

1. Upon the death or retirement from service, an employee covered by this Agreement who is 

eligible for sick leave under these rules, shall be paid an amount equal to twenty-five percent 

(25%) of the sick leave accrued at the rate of sixty dollars ($60.00) per seven (7) hour day.  Upon 

death, payment shall be made to the employee’s estate. 

 

2. An employee who is laid off his/her position under conditions that are not discreditable to 

him/her, if re-employed within one (1) year shall have available any unused sick leave credit 

existing at the time of said layoff. 

 

 

 

 

ARTICLE 14 – RELIGIOUS OBSERVANCE 

 

A. At the sole discretion of the Superintendent, employees may be given up to two (2) scheduled 

work days of religious observance when these days do not coincide with school vacations.  An 

employee may also use unused sick days for such purpose. 

 

B. Any employee seeking such leave must do so in writing to the Superintendent at least ten (10) 

working days in advance of the requested leave, or by the first day of school, whichever is shorter. 

 

 

 

ARTICLE 15 – INCLEMENT WEATHER POLICY 

 

A  DELAYED OPENING 

 

1. In the event the Superintendent of Schools calls a delayed opening of school, school year 

employees will report to work no later than the announced revised time.  These employees will 

be compensated for his/her scheduled hours for the day. 

 

2. When the Superintendent delays the opening or cancels school, calendar year staff will be 

required to work their regular schedules. 

 

 

B  SCHOOL CLOSING 
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1.  If the school is closed for any reason, ten (10) month staff will not be required to report to work. 

 

2.  Proper procedures for notifying all employees will be established. 

 

3.  It is understood school days will be cancelled due to inclement weather or emergency situations 

on occasion. 

 

A. Calendar year employees will be required to work their regular schedule.   

 

B. Up to five (5) vacation or sick leave days may be used in case of emergency 

closings for weather or other unscheduled events. 

 

C. School year employees will not otherwise be compensated for cancelled 

school days until the rescheduled day(s) are actually worked 
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ARTICLE 16 – BEDSIDE CARE DAYS 

 

A  USE 

 

1. Up to five (5) scheduled days annually shall be allowed, without loss of pay, in the event of a 

serious illness requiring the bedside care by the employee for the following: 

 

a.   Spouse 

b.   Child 

c.   Son-in-law 

d.   Daughter-in-law 

e.   Parent 

f.   Sibling, or  

g.  Any other member of the employee’s immediate household, including 

significant other, legal guardian, and grandparents.   

 

2. Such leave will not be deducted from accrued sick leave.  If an employee requests additional time 

and such time is granted, it will be deducted from available vacation/personal leave on an hourly 

basis. 

 

3. Upon the request of the Superintendent, the employee will provide a doctor’s certificate attesting 

to the seriousness of the illness. 

 

 

 

 

ARTICLE 17 – BEREAVEMENT LEAVE 

 

A. Up to five (5) scheduled work days at any one time, without loss of pay, in the event of the death 

of: 

 

1.   Spouse 

2.   Child 

3.   Son or daughter-in-law 

4.   Parent or legal guardian 

5.   Sibling, or  

6.   Other member of the employee’s immediate family to include significant other and 

grandparents, mother-in-law, and father-in-law.   

 

B. One (1) scheduled work day, without loss of pay, will be granted the employee in order to attend 

the services (wake, funeral, etc.) of any other relative. 

 

 

 

 

 

ARTICLE 18 – LONGEVITY 
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A  ELIGIBILITY 

 

1.   Full-time employees who complete a period of continuous service within the Watertown Public 

Schools shall receive the corresponding amount in Schedule I in one (1) lump payment. 

 

2.  Continuous is defined here as service of thirty (30) continuous days or more. 

 

Schedule I:  Effective 7/1/16 

   Amount       After Years of Continuous Service 

   $1050      5 

   $1350  10 

   $1450  15 

   $1650  20 

   $1750  25 

   $1950  30 

 

 

B  PROCEDURE 

 

1.   Placement on the next step of the schedule will take effect as of the employee’s anniversary 

date. 

 

2.   Longevity benefit is paid current; that is, upon completion of a period of continuous service 

defined on the scale, the next payment received will be for that period of continuous service. 

 

3.   An employee retiring prior to her/his anniversary date shall be paid on a pro-rated basis from 

the last anniversary date. 

 

4.   Only employees receiving this benefit on or before July 1, 2007 will receive a “buy out” of six 

hundred dollars ($600.00) upon separation to deal specifically with Arbitrator Talmedge’s 

decision. 

 

 

 

 

ARTICLE 19 – SENIORITY 

 

For purposes of retirement, promotion, transfer, vacation time, layoff and bumping rights, seniority shall 

be computed to the employee’s date of hire in continuous service in the Watertown Public Schools and/or 

the Town of Watertown which ever occurred first. 

 

ARTICLE 20 – LEAVE OF ABSENCE 

 

A  BENEFIT 

 

1.   An unpaid Leave of Absence for up to one (1) year may be granted to employees bargaining 

unit (with at least two (2) years of continuous service) upon written request and approval of the 

Superintendent.  Such written request shall state the reasons for the requested leave. 
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2.   There will be no additional accrual of seniority, sick leave, vacation leave, personal or 

bereavement leaves, during an unpaid leave of absence.  Health insurance would continue at the 

request of the employee with the total cost borne by the employee. 

 

 

B  PROCEDURE 

 

1.   Employees shall give at least thirty (30) days’ notice to the Employer stating his/her intention 

to return to his/her position to insure that his/her return to work will cause the least amount of 

disruption to the orderly and effective operations of the School Department. 

 

2.   The employee shall be restored to his/her previous position if that position exists and no more 

than sixteen (16) weeks have passed since the beginning of the leave. 

 

3.   The employee shall be restored to his/her similar position, with the same status, pay and benefits 

provided that the employee does not enjoy greater job rights from having been on leave than 

employees who are currently working and not on leave. 
 

 
 

 

ARTICLE 21 – MATERNITY LEAVE 

 

A  ELIGIBILITY 

 

A maternity leave of absence without pay may be granted for a period of up to one (1) year 

commencing from the time the employee is absent from her employment for the purposes of giving 

birth provided the employee has completed the probationary period as established by Chapters 31 

and 31A of the Massachusetts General Laws relating to Civil Service, and has given one (1) month’s 

notice of her anticipated date of departure from her employment provided premature delivery does 

not prevent the giving of such notice. 

 

 

B PAYMENT WHILE ON LEAVE 

 

1.   Accumulated sick leave may be used at the option of the employee up to a maximum of eight 

(8) weeks to accommodate her own physical disability.   

 

2.   The employee may use additional sick leave only when her own physical disability is 

documented by a physician’s letter sent to the Superintendent of Schools.   

 

3.   Available vacation leave may be used, at the option of the employee, at any time prior to going 

on or during such leave. 

 

 

C  PROCEDURE 
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1.   The employee on maternity leave of absence shall give at least thirty (30) days’ notice to the 

Committee stating her intention to return to her position to insure that her return to work will 

cause the least amount of disruption to the orderly and effective operations of the School 

Department.   

 

2.   The employee shall be restored to her previous position if that position exists and no more than 

sixteen (16) weeks have passed since the date of delivery, or to a similar position, with the same 

status, pay and benefits provided that the employee does not enjoy greater job rights from having 

been on leave than employees who are currently working and not on leave. 

 

 

 

 

ARTICLE 22 – JURY DUTY 

 

A leave of absence shall be granted to an employee selected for and ordered to perform jury duty.  This 

leave shall be granted without affecting longevity.  The employee shall be paid the difference between 

his/her then-assigned regular rate of pay and the pay which he receives from the Court for such service.  

The employee will provide appropriate official documentation attesting to the details of the jury 

assignment. 

 

 

 

 

ARTICLE 23 – JOB DESCRIPTIONS 

 

In accordance with Civil Service statutes and regulations, both parties agree that each employee within 

this bargaining unit shall have an accurate job description, which shall be provided to each employee.  It 

is further agreed by both parties that the Administration and the Association will develop mutually agreed 

upon job descriptions that will be completed by May 1, 2014.  These job descriptions shall be 

implemented no later than July 1, 2014.    

 

The Superintendent or his/her designee shall inform the Union in writing on or before June 1st of each 

year whether there will be a reduction in force including but not limited to position reduction.   

 

ARTICLE 24 – THE EVALUATION PROCESS 

 

A  STATEMENT OF PURPOSE 

 

1.   Performance evaluation is becoming a feature of employment of all staff in the Watertown 

Public Schools.   

 

2.   The evaluation process provides the opportunity for staff members to meet with supervisors on 

an annual basis to review work performance and to set goals for the upcoming year.   

 

3.   It is understood that the evaluation process is fundamentally positive in nature, and shall not be 

used as a means of discipline, and shall not be used arbitrarily, capriciously or punitively.   
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4.   The growth and development of the employee is the primary focus.   

 

5.   When deficiencies are noted in the evaluation, the Watertown Public Schools and the employee 

will work together in order to facilitate improved performance. 

 

 

B  PROCESS 

 

1.   The evaluation of the work of employees covered by this Agreement shall be conducted openly 

and with the full knowledge of the employee.  The employee will be given a copy of all 

evaluations prepared by supervisors and will be given the opportunity to discuss such evaluations 

with his/her evaluator. 

 

 

2.   Annual Evaluation/Goal Setting Conference: 

 

a. Each employee will meet with his/her evaluator between April and June in 

order to complete an evaluation of the employee’s performance, to assess the 

employee’s achievement of established goals, and to set goals for the 

upcoming year. 

b. A draft of the evaluation will be given to the employee at least three (3) work 

days before the conference.  The final draft of the evaluation will be prepared 

after the discussion at the conference and will be signed by the evaluator, the 

employee, and, ultimately, the Assistant Superintendent of Schools.  The 

employee is encouraged to comment on the evaluation.  Employee comments 

will be considered part of the evaluation materials. 

c. If there are any disagreements between the evaluator and the employee 

regarding the content of the evaluation and goals, the Assistant Superintendent 

of Schools will meet with the evaluator, the employee, and a member for the 

bargaining unit chosen by the employee.  After a full discussion of the issues 

from those present at the meeting, the Assistant Superintendent of Schools will 

determine the appropriate resolution to the issue. 

d. If an employee receives an unsatisfactory overall evaluation, the evaluator and 

the employee will develop a plan to improve the employee’s performance in 

the area(s) of concern.  This plan will become part of the evaluation materials 

and will identify resources, which the School Department will dedicate to 

assist the employee in the remediation process.  The evaluator will write the 

plan. 

e. The final evaluation and any employee comments will become part of each 

employee’s personnel file. 

f. The Director of Personnel will review and sign all evaluations in order to 

confirm that the process was conducted in accordance with school district 

standards and the terms of this Agreement. 

 

 

3. Evaluators  

 

        Table 3.1 indicates who will evaluate which employees: 
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Table 3.1 

Position      Evaluator 
Business Office Staff*    Director of Business 

Special Education Department   Administer of Special Education 

School Secretaries     Principal** 

Secretary(ies) in Guidance Offices   Dir. Of Guidance/Principal** 

Secretary(ies) in Housemasters’ Office  Housemasters/Principal** 

Library Aides      Principal** 

Computer Operator     Principal** 

Secretary(ies) to the Coordinators/Directors  Coordinators/Directors/Principal** 

 

* The Director of Business Services and the Director of Transportation & Maintenance will jointly 

evaluate the secretary for Maintenance and Transportation. 

** Use of the term Principal includes the title “Headmaster.” 

 

 

 

 

ARTICLE 25 – GRIEVANCE PROCEDURE 

 

A  DEFINITIONS 

 

1.   For the purpose of this Agreement, a grievance is defined as a complaint by an employee that, 

as to him/her, there has been a direct violation of the express terms of a specific provision of this 

Agreement. 

 

2. All grievances must be in writing and signed by the grievant, setting forth in detail the nature of 

and all the facts giving rise to the grievance, the contract provision(s) alleged to have been 

violated and the relief requested.  (Appendix D) 

 

3.  Said grievance must be processed in accordance with the levels, time limits and conditions set 

forth below in this Article.   

 

a. The time limits set herein below are construed to be maximum time limits.   

b. It shall be clearly understood by both parties that it is the responsibility of the 

grievant to exercise his/her rights under this grievance procedure. 

c. Saturdays, Sundays and legal holidays shall not be counted in the computation 

of any period of time specified in this section. 

 

 

B  PROCEDURE FOR PROCESSING A GRIEVANCE 

 

1.   Level One: The grievance shall be presented to the employee’s immediate supervisor in writing 

within ten (10) days of the employee knowing or should have known of the act or condition on 

which the grievance is based.  Said supervisor will meet with the grievant within ten (10) days of 

receipt of the grievance, and within ten (10) days following said meeting shall render a decision 

in this matter in writing. 
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2.   Level Two: If the grievant is not satisfied with the disposition of the grievance at Level One, or 

no decision is rendered within ten (10) days of the meeting with the grievant, the aggrieved 

employee may file the grievance in writing with the Director of Personnel or designee within ten 

(10) days of receipt of the decision.  The Director will render a decision, in writing, within ten 

(10) days of receipt o the grievance. 

 

3.   Level Three: If the grievant is not satisfied with the disposition of the grievance at Level Two, 

or no decision is rendered within ten (10) days of receipt of the grievance, the grievant may elect 

to submit the grievance to the Superintendent within ten (10) days of receipt of the decision.  Said 

submission shall be in writing.  The ultimate decision will be rendered by the Superintendent in 

writing within thirty (30) days of receipt of the grievance. 

 

4.   Level Four: If the grievant is not satisfied with the disposition of the grievance at Level Three, 

or no decision is rendered within thirty (30) days of receipt of the grievance, the grievant may 

within ten (10) days, request in writing to go to the Association and ask for consideration to go 

to Arbitration.  The Association may elect to submit the grievance to Arbitration within ten (10) 

days of receipt of written request of the grievant. 

 

a. The Arbitrator shall be selected by mutual agreement of the parties.   

b. If the parties fail to appoint an Arbitrator he shall be selected from a list of 

Arbitrators supplied by the American Arbitration Association or the Labor 

Relations Connection.     

c. The costs of said arbitration shall be shared equally by the parties.   

d. The Arbitrator will hold a hearing promptly and will issue his decision no later 

than twenty (20) school days from the date of the close of the hearings.   

e. The Arbitrator’s decision will be in writing and will set forth his findings of 

fact, reasoning and conclusion on the issues submitted.   

f. The Arbitrator will be without power or authority to make any decision, which 

requires the commission of an act prohibited by law, which exceeds the 

arbitrator’s power, or which is violative of the terms of this Agreement.   

g. The decision of the Arbitrator will be submitted to the School Committee and 

to the Association and will be final and binding. 

 

 

 

 

ARTICLE 26 – NO STRIKE – NO LOCK OUT 

 

A. The Association agrees that there shall be no strike, work-stoppage, en mass quit, slowdown, or 

any other interference with the usual and customary conduct of the educational and business 

affairs and activities of the Watertown Public Schools or any of its employees by the Association 

or any of its agents or members, and that neither the Association nor any of its agents or members 

will initiate, condone, sanction or participate in any of the foregoing acts. 

 

B. The Committee agrees that there shall be no lockout of the employees from their employment 

during the term of this Agreement provided the employees continue in the faithful performance 

of their assigned and directed duties and responsibilities. 
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ARTICLE 27 – INSURANCE 

 

Employees covered by this Agreement who work twenty (20) or more hours per week, shall be provided 

an opportunity to join the group health and life insurance plans offered by the Town of Watertown to 

employees in other Union groups. 

 

 

 

 

 

ARTICLE 28 – LAYOFF PROCEDURE 

 

The Committee and the Association shall recognize and adhere to all Civil Service rules and 

regulations whenever applicable.  In a reduction in force (RIF), the principle of seniority within 

classification (i.e., accounts clerk, senior clerk & typist, computer operator, library aide) will 

apply.   

1.  

2. The Superintendent or his/her designee shall inform the Union in writing on or before June 1st of 

each year whether there will be a reduction in force including but not limited to position 

reduction.   

 

 

 

 

ARTICLE 29 – WAGES/METHOD OF PAYMENT 

 

A  PROCEDURE 

 

1.   Payroll will be based upon time actually worked and will be made one (1) week in arrears to 

reflect time authorized and documented in accordance with wage and hour law. 

 

2.   Pay for all employees will be reflected in a weekly payroll. 

 

3.   Holidays, as set forth in the contract, will be part of the employee’s pay in the weeks in which 

they fall. 

 

4.   Employee will be required to have their paycheck directly deposited into their personal checking 

or savings account.   

 

 

B  WORK YEAR 
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1. School year employees are required to work one hundred and eighty-eight (188) days as follows: 

one hundred and eighty-four (184) as scheduled and four (4) days as are authorized, in writing, 

by the employee’s Supervisor or the Supervisor’s designee. 

 

2. School year (ten (10) month) employees shall notify the Superintendent by October 1st of each 

school year, on a form to be provided by the Administration, as to the employee’s choice of dates 

for receiving vacation pay and as specifically set forth in Article 11. 

 

 

 

 

 

 

ARTICLE 30 – SICK LEAVE BANK 

 

A  ESTABLISHMENT 

 

1.   A Sick Leave Bank for all permanent calendar and school year employees who receive benefits, 

with at least two (2) years of continuous service will be established.  The Sick Leave Bank will 

be established, managed and tracked according to the following provisions: 

 

2.   Upon the signing of this Agreement, the School Committee will make a one-time contribution 

of thirty (30) days and each bargaining unit member will contribute one (1) day from his/her 

accumulated sick leave; this will establish the Bank.   

 

3.   In July of each year, each bargaining unit member will contribute the equivalent of one (1) day 

from his/her accumulated sick leave (i.e., either seven (7) or seven and one-half (7.5) hours).  

This accumulation will continue until the Sick Leave Bank contains seven hundred and fifty (750) 

hours. 

 

 

B  COMMITTEE COMPOSITION 

 

1. The Sick Leave Bank Committee will be the sole means of awarding days from the Sick Leave 

Bank.   

 

2. The Sick Leave Bank Committee composed of two (2) representatives from the School 

Committee and two (2) representatives from the Association will vote on each request from an 

employee.   

 

3. Three (3) votes will be necessary to award days from the Sick Leave Bank.   

 

4. All votes of the Sick Leave Bank Committee are final and binding.  The Sick Leave Bank 

Committee may not award more than 675 hours or the equity to any individual during his/her 

lifetime employment. 

 

 

C  BENEFIT 
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1. Employees who meet the employment requirements above, and who have exhausted all sick, 

personal, and vacation leave/pay, may petition the Sick Leave Bank Committee for a maximum 

of two hundred and twenty-five (225) hours or the equivalent of thirty (30) work days.   

 

2.  Employees may petition for additional days after the original allotment has been used but may 

request no more than two hundred and twenty-five (225) hours or the equivalent of thirty (30) 

work days at a time.   

 

3.   The Committee may require medical documentation from the employee. 

 

4.   The Sick Leave Bank is a mandatory feature of this Agreement; all members of the Association, 

who have met the employment requirement above, are obliged to participate. 

 

5.   Any unused awards will be returned to the Sick Leave Bank. 

 

 

 

 

 

ARTICLE 31 – UNION BUSINESS 

 

A. The Committee agrees not to discharge or discriminate in any way against employees covered by 

this Agreement for Union membership or activities. 

 

B. Members of the Union designated by the Association (not more than two (2) members of the 

Association at any one time) will, subject to the approval of the Superintendent of Schools, be 

allowed time off for Union business without loss of pay or benefits and without the requirement 

to make up said loss of time, up to a maximum of seventy (70) hours per year. 

 

C. All requests under this Article will be submitted in writing to the Superintendent of Schools prior 

to commencing leave and approval for such leave will not be unreasonably denied. 
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ARTICLE 32 – DURATION OF AGREEMENT 

 

This Agreement shall remain in effect from July 1, 2016 to June 30, 2019, and shall continue from year 

to year thereafter.  If either party wishes to amend, alter, change, or add to this Agreement for the period 

beginning July 1, 2019, notice thereof shall be given in writing to the other on or before January 1, 2019.  

This Agreement shall remain in full force and effect until said proposals or revisions have been agreed 

upon. 

 

It is agreed by both parties that this Agreement shall be in full force and effect up to and including June 

30, 2019. 

 

In witness whereof, the parties hereunto set their hands and seals this 7th day of April, 2017. 

 

 

 

 

 

 

 

Watertown School Committee   Watertown Educational Administrative 

       Assistants Association 

 

 

_____________________________   ____________________________________ 

 

 

_____________________________   ____________________________________ 

 

 

_____________________________   ____________________________________ 
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APPENDIX A 

 

WATERTOWN PUBLIC SCHOOLS 

WATERTOWN, MASSACHUSETTS 

 

PERFORMANCE EVALUATION INSTRUMENT 
 

A joint Association/Management committee will meet following the ratification of this 2016-2019 

agreement to develop a new evaluation tool.  This committee shall be comprised of three Association 

appointees and three Committee appointees.  All reasonable efforts will be made to reach agreement on 

a new tool.  Once developed and agreed upon, the evaluation tool shall be implemented at the start of the 

next school year after agreement, unless otherwise agreed upon.  The parties agree that Association and 

Management members are authorized to reach final, binding agreement on any instrument without 

additional ratification by the full Association or full Committee.   

 

 

Below is the new Performance Evaluation Instrument approved by the Joint Association/Management 

Committee as of June 20, 2017. 
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WPS 
 

Watertown 
Public Schools 

Appendix A  

Performance Evaluation Instrument 

 
 

 
 
The evaluation process provides opportunity for staff members to meet with supervisors on an annual 
basis to review work performance.  It is understood that the evaluation process is fundamentally positive in 
nature and shall not be used as a means of discipline, and shall not be used arbitrarily, capriciously, or 
punitively.  The growth and development of the staff member is the primary focus.  
 
 
Performance Rubrics 
 
The performance rubric is a rating scale used to describe each of the responsibilities* of the employee.  It relates 
the standard of performance expected for each responsibility and provides a specific description of what a rating 
entails.  Principals or supervisors are asked to highlight applicable phrases and add comments for each 
category.  
 
Definitions of Ratings for Administrative Assistant 

 

Rating Definition 

4 
Exceeds Expectations 

 
The Administrative Assistant exceeds responsibilities consistently producing 
exceptionally high quality work that optimizes the effectiveness of the support 
within the school. 
 

3 
Meets Expectations 

 
The performance of the Administrative Assistant consistently fulfills 
responsibilities resulting in quality work that impacts school effectiveness in a 
positive manner.  This rating is a high performance standard and is expected 
of all Administrative Assistants. 
 

2 
Approaches Expectations 

 
The Administrative Assistant inconsistently meets responsibilities resulting in 
areas of work performance that require development.  There is a willingness 
to address professional improvement through the Professional Growth Plan. 
 

1 
Unsatisfactory 

 
The Administrative Assistant does not adequately fulfill responsibilities, 
resulting in work performance lacking quality and/or negatively impacting 
school effectiveness. 
 

 
* Please note: listed duties and responsibilities should be considered, “only if applicable.”

Employee Name   Years in position  

School Name  Appraisal Date  

Principal/Supervisor  
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Administrative Assistant Performance Evaluation Instrument 
 

Performance of Responsibilities  

4 
Exceeds Expectations 

3 
Meets Expectations 

2 
Approaches Expectations 

1 
Unsatisfactory 

Consistently and 
effectively performs 
clerical duties including, 
but not limited to: 
computer usage, office 
correspondence, 
answering phone and 
taking messages, 
memoranda, reports and 
forms, copying and filing. 

Effectively performs 
clerical duties including, 
but not limited to: 
computer usage, office 
correspondence, 
answering phone and 
taking messages, 
memoranda, reports and 
forms, copying and filing. 

Requires support to 
effectively perform clerical 
duties including, but not 
limited to: computer 
usage, office 
correspondence, 
answering phone and 
taking messages, 
memoranda, reports and 
forms, copying and filing. 

With support, fails to 
perform clerical duties 
including: computer 
usage, office 
correspondence, 
memoranda, answering 
phone and taking 
messages, reports and 
forms, copying and filing. 
 

Consistently and 
effectively manages 
software including, but not 
limited to: SIS, Finance, 
and Attendance. 

Effectively manages 
software including, but not 
limited to: SIS, Finance, 
and Attendance. 

Requires support to 
effectively manage 
software including, but not 
limited to: SIS, Finance, 
and Attendance. 

With support, fails to 
effectively manage 
software including, but not 
limited to: SIS, Finance, 
and Attendance. 

Consistently and 
effectively prepares, 
receives and distributes 
mail and other 
correspondence within the 
school division and 
ensures that information is 
forwarded to the 
appropriate recipients in a 
timely manner.  

Effectively prepares, 
receives and distributes 
mail and other 
correspondence within the 
school division in a timely 
manner.  

Requires support to 
effectively prepare, 
receive and distribute mail 
and other correspondence 
within the school division 
and ensure that 
information is forwarded to 
the appropriate recipients.  

With support, fails to 
effectively prepare, 
receive and distribute mail 
and other correspondence 
within the school division 
and ensure that 
information is forwarded to 
the appropriate recipients.  

Consistently and 

effectively assists with 
preparation of school 
supply orders including 
checking and distributing 
supplies received in the 
school and maintaining 
records and inventory of 
supplies. 

Effectively assists with 
preparation of school 
supply orders including 
checking and distributing 
supplies with received in 
the school and 
maintaining records and 
inventory of supplies. 

Requires support to 
effectively assists with 
preparation of school 
supply orders including 
checking and distributing 
supplies received in the 
school and maintaining 
records and inventory of 
supplies. 

With support, fails to 
effectively assists with 
preparation of school 
supply orders including 
checking and distributing 
supplies received in the 
school and maintaining 
records and inventory of 
supplies. 

Comments: (Required for any rating of “Unsatisfactory.”  Otherwise optional.) 
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Administrative Assistant Performance Evaluation Instrument 
 

Interpersonal Relationships  

4 
Exceeds Expectations 

3 
Meets Expectations 

2 
Approaches Expectations 

1 
Unsatisfactory 

Initiates positive 
interactions and provides 
relevant information to 
faculty, staff, students, 
parents, and the public 
and provides relevant 
information to those when 
needed. 

Consistently acts in a 
positive manner with 
faculty, staff, students, 
parents, and the public 
and provides relevant 
information to those when 
needed. 

Generally acts in a 
positive manner with 
faculty, staff, students, 
parents, and the public 
and provides relevant 
information to those when 
needed. 

With support, requires 
support to act in a positive 
manner with faculty, staff, 
students, parents, and the 
public and to provide 
relevant information to 
those when needed. 

Advocates and 
encourages respectful, 
responsible and fair 
treatment of faculty, staff, 
students, parents, and the 
public. 

Consistently treats faculty, 
staff, students, parents, 
and the public in a 
respectful, responsible 
and fair manner. 

Generally treats faculty, 
staff, students, parents, 
and the public in a 
respectful, responsible 
and fair manner. 

With support, rarely treats 
faculty, staff, students, 
parents, and the public in 
a respectful, responsible 
and fair manner. 

Always models patience 
and understanding when 
interacting with faculty, 
staff, students, parents, 
and the public. 

Shows patience and 
understanding when 
interacting with faculty, 
staff, students, parents, 
and the public. 

Generally shows patience 
and understanding when 
interacting with faculty, 
staff, students, parents, 
and the public. 

With support, rarely shows 
patience and 
understanding when 
interacting with faculty, 
staff, students, parents, 
and the public. 

Advocates and 
encourages effective and 
co-operative relationships 
with faculty, staff, 
students, parents, and the 
public. 

Maintains effective and 
co-operative relationships 
with faculty, staff, 
students, parents, and the 
public. 

Generally maintains 
effective and co-operative 
relationships with faculty, 
staff, students, parents, 
and the public. 

With support, rarely 
maintains effective and 
co-operative relationships 
with faculty, staff, 
students, parents, and the 
public. 

Comments: (Required for any rating of “Unsatisfactory.”  Otherwise optional.) 
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Administrative Assistant Performance Evaluation Instrument 
 

 

Communication 

4 
Exceeds Expectations 

3 
Meets Expectations 

2 
Approaches Expectations 

1 
Unsatisfactory 

Models effective and 
appropriate 
communication skills with 
faculty, staff, students, 
parents, and the public. 

Demonstrates effective 
and appropriate 
communication skills with 
faculty, staff, students, 
parents, and the public. 

Requires support in using 
appropriate 
communication skills with 
faculty, staff, students, 
parents, and the public. 

With support, rarely 
communicates with 
faculty, staff, students, 
parents, and the public. 

Consistently receives 
incoming calls and directs 
inquiries in a courteous 
and respectful manner 
and encourages others to 
communicate in a 
courteous and respectful 
manner. 

Consistently receives 
incoming calls and directs 
inquiries in a courteous 
and respectful manner. 

Requires support to 
receive incoming calls and 
direct inquiries in a 
courteous and respectful 
manner. 

With support, rarely 
receives incoming calls 
and directs inquiries in a 
courteous and respectful 
manner. 

Consistently prepares and 
distributes information, 
forms, handbooks, exams, 
newsletters, schedules, 
and other written 
correspondence with a 
high level of accuracy.  

Prepares and distributes 
information, forms, 
handbooks, exams, 
newsletters, schedules, 
and other written 
correspondence with 
attention to accuracy. 

Requires support to 
prepare and distribute 
information, forms, 
handbooks, exams, 
newsletters, schedules, 
and other written 
correspondence with 
attention to accuracy. 

With support, rarely 
prepares and distributes 
information, forms, 
handbooks, exams, 
newsletters, schedules, 
and other written 
correspondence with 
attention to accuracy. 

Comments: (Required for any rating of “Unsatisfactory.”  Otherwise optional.) 
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Administrative Assistant Performance Evaluation Instrument 
 

Professionalism 

4 
Exceeds Expectations 

3 
Meets Expectations 

2 
Approaches Expectations 

1 
Unsatisfactory 

Consistently and 
effectively ensures the 
confidentiality of 
information acquired 
during the course of 
employment and 
encourages others to 
ensure the confidentiality 
of information acquired. 

Ensures the confidentiality 
of information acquired 
during the course of 
employment. 

Requires support to 
ensure the confidentiality 
of information acquired 
during the course of 
employment. 

With support, rarely 
ensures the confidentiality 
of information acquired 
during the course of 
employment. 

Consistently and 
effectively demonstrates 
and encourages others to 
show ethical behavior. 

Consistently and 
effectively demonstrates 
ethical behavior. 

Requires support to 
demonstrate ethical 
behavior. 

With support, fails to 
demonstrate ethical 
behavior. 

Consistently and 
effectively promotes a 
positive image and 
encourages others to 
promote a positive image 
to parents, community 
members and the general 
public. 

Consistently and 
effectively promotes a 
positive image to parents, 
community members and 
the general public. 

Requires support to 
promote a positive image 
to parents, community 
members and the general 
public. 

With support, rarely 
promotes a positive image 
to parents, community 
members and the general 
public. 

Is consistently punctual 
and maintains excellent 
attendance. 

Is generally punctual and 
maintains good 
attendance. 

Requires support to 
maintain punctuality and 
appropriate attendance. 

With support, is rarely 
punctual and is frequently 
absent. 

Promotes and encourages 
others to be flexible and 
adapt to change.  

Consistently demonstrates 
a willingness to be flexible 
and adapt to change. 

Requires support to be 
flexible and adapt to 
change. 

With support, rarely 
demonstrates a 
willingness to be flexible 
and adapt to change. 

Comments: (Required for any rating of “Unsatisfactory.”  Otherwise optional.) 
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Administrative Assistant Performance Evaluation Instrument 
 

Professional Development 

4 
Exceeds Expectations 

3 
Meets Expectations 

2 
Approaches 
Expectations 

1 
Unsatisfactory 

Actively participates in 
mandatory workshops and is a 
model for others 
 
 

Actively participates in 
mandatory workshops.    
 

Requires support to 
participate in 
mandatory workshops. 

With support, fails to 
participate in 
mandatory workshops. 

Shows interest/initiative in 
accepting or acquiring 
information in areas relevant to 
their assignment and is a 
model for others 
 

Shows interest/initiative in 
accepting or acquiring 
information in areas relevant to 
their assignment.    
 

With support, accepts 
or acquires information 
in areas relevant to 
their assignment.    
 

With support, fails to 
accepts or acquires 
information in areas 
relevant to their 
assignment. 

Comments: (Required for any rating of “Unsatisfactory.”  Otherwise optional.) 
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Administrative Assistant Performance Evaluation Instrument 
 

 
 

Principal/Supervisor’s Comments 
 

 

 

 

 

 
 

Administrative Assistant’s Comments 
 

 

 

 

 

 

 
 
 

   

Principal’s Signature  Date 

   

Administrative Assistant’s Signature  Date 
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APPENDIX B 

 

SALARY SCALE 
 

Clerical Salary Schedule Fiscal Years 2017-2019 

 

FY17 One and one half percent (1.5%) 

 

FY18 Zero percent (0%) 

Modify salary step structure   

     Eliminate step 1 of current salary scale 

 Step 2 become step 1   

 

FY 19 One and one half percent (1.5%) 

 

  FY17   FY18   FY19 

Step  Hourly Rate  Hourly Rate  Hourly Rate 

01  $21.63   $22.37   $22.71 

02  $22.37   $23.13   $23.48 

03  $23.13   $23.83   $24.19 

04  $23.83   $24.61   $24.98 

05  $24.61   $25.34   $25.72 

06  $25.34   $26.09   $26.48  

07  $26.09   $26.90   $27.30 

08  $26.90   $27.71   $28.13   

 

 

 

 

Health Insurance 
 

Employee pays twenty percent (20%) of premiums effective July 1, 2008. 

 

Subject to the successful transfer of the Town of Watertown’s (“Town”) health insurance coverage 

to the Group Insurance Commission (“GIC”) pursuant to the Town’s recently negotiated and 

ratified agreement with the Watertown Public Employee (“PEC”), the Town shall agree to a 

successor collective bargaining agreement with the Town of Watertown School Clerical Union, 

Local 888 (“UNION”) effective July 1, 2016 – June 30, 2019.  Said agreement shall contain the 

same terms and conditions as the parties’ prior collective bargaining agreement except as modified 

by the following: 
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APPENDIX C 

 

Family and Medical Leave Act 

 

1.  Employees who have completed twelve (12) months and twelve hundred and fifty (1250) 

hours during the twelve (12) month period immediately preceding the FLMA Leave, shall 

be entitled to twelve (12) weeks of unpaid leave pursuant to the Family and Medical Leave 

Act.  Planned leaves for known situations should be scheduled so as not to disrupt the 

Employer’s operations.  Such leave includes leave for the birth and care of a child (within 

twelve (12) months of the child’s birth) for adoption and care of an adopted child (within 

twelve (12) months of the child’s adoption), to care for an ill child when medically 

necessary, to care for an ill member of the employee’s family and for serious illness of the 

employee.  

 

2.  The Employer will require to use such paid sick, personal, and vacation leave, except for 

maternity leave.  The employee may choose to use accrued paid leave for maternity leave 

but will not be required consistent with the Article 21 of the Collective Bargaining 

Agreement. 

 

3.  During the period of said leave, the Employer shall continue to provide health insurance 

benefits at the same rate of contribution. 

 

4.  Paid leave benefits as defined in Articles 11 through 13 will continue to accrue while the 

employee continues to be on paid leave status. If a reduced work schedule is approved for 

the FMLA leave, benefits shall accrue at a proportionately reduced rate. 

 

5.  Intermittent or reduced schedule leave will be granted when medically necessary for a total 

of the same twelve (12) week allowance, subject to paragraph 6 below.  In the event of an 

intermittent leave the employee may be transferred to an alternative position.  Such transfer 

shall not be subject to the grievance procedure. 

 

6.  The employee shall provide certification indicating the medical necessity for the leave 

from a health care provider on the U.S. Department of Labor form WH-380 prior to 

initiating such leave or, in an emergency, as soon as practicable.  Certification will be 

required for all leave purposes.  For legitimate reasons articulated by the Employer, the 

Employer may refer the employee to its own health care provider, at the Employer’s 

expense, either prior to approval of the leave or during the course of the leave.  If a dispute 

then exists between the Employer’s and the employee’s health care provider, the Employer 

may request a third and binding opinion from a health care provider agreeable to the parties. 

 

7.  Whether or not a leave qualifies as FMLA leave will be determined by the statute.  

Employees returned from leave from their own serious illness will be required to provide 

medical verification that he/she is fit for duty. 

 

8.  Upon return from leave under this provision, the employee shall be reinstated to his/her 

position or an equivalent position without loss of seniority which he/she had at the time the 
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leave commenced.  If the employee is to be restored to an equivalent position, the employee 

will be advised in advance of taking leave what positions would be “equivalent.”  

Restoration to an equivalent position shall not be grievable. 

 

9.  Any person hired to fill a temporary vacancy due to Family and Medical Leave shall be so 

informed prior to acceptance of such employment.  Such temporary employees shall be 

excluded from the terms of this Agreement.  However, if the temporary service is longer 

the twelve (12) weeks, the position will still be temporary but subject to the Collective 

Bargaining Agreement at the end of the twelfth week. 

 

10.  If an employee or his/her health care provider indicates that an employee will be out for 

reasons which meet the definitions of a “serious health condition” as determined by statute 

regardless or duration, for personal or family illness, the Employer may designate the leave 

as FMLA.  The Employer will then notify the employee of his/her rights and 

responsibilities under the law or as set forth in this Agreement.  The method for defining 

the length of FMLA leave will be on a rolling twelve (12) month period from the date leave 

is first used.  For the purpose of calculating the twelve (12) week leave period, school 

vacations or any portion thereof shall not be counted as FMLA leave time for ten (10) 

month employees unless an employee’s individual work schedule had called for it to be 

worked. 
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APPENDIX D 

 

 

WATERTOWN PUBLIC SCHOOLS 

WATERTOWN, MASSACHUSETTS 

 

GRIEVANCE FORM 

 

 

TO: _____________________________________  DATE:____________________________  

 

Grievance: (State nature of grievance and articles and section of the Agreement, that have been 

violated, or the policy or practice that has been violated.) 

 

_____________________________________________________________________________  

 

_____________________________________________________________________________  

 

_____________________________________________________________________________  

 

_____________________________________________________________________________  

 

_____________________________________________________________________________  

 

Relief Sought: (State the relief sought.) 

 

_____________________________________________________________________________  

 

_____________________________________________________________________________  

 

_____________________________________________________________________________  

 

_____________________________________________________________________________  

 

 

Copies to: 

1) Supervisor 

2) Grievant 

3) Local 888 Grievance Committee 

 

Signed:  ______________________________________________________________________  

 

To be signed by grievant or if a group grievance by at least two (2) members of the class affected.) 


