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A G R E E M E N T 

This AGREEMENT entered into between the SCHOOL COMMITTEE OF THE CITY OF 

PITTSFIELD, MASSACHUSETTS (hereinafter referred to as the "EMPLOYER"), and the 

PITTSFIELD FEDERATION OF EDUCATIONAL SECRETARIES - PITTSFIELD 

FEDERATION OF TEACHERS AND SCHOOL EMPLOYEES, LOCAL 1315, MFT, AFT, AFL-

CIO (hereinafter referred to as the "FEDERATION"), this first day of July, 2006. 

 

ARTICLE I 

RECOGNITION, JURISDICTION AND DEFINITIONS 

A. Recognition 

The EMPLOYER recognizes the PITTSFIELD FEDERATION OF TEACHERS AND SCHOOL 

EMPLOYEES, LOCAL 1315, MFT, AFT, AFL-CIO as the sole and exclusive bargaining agent on 

questions of wages, hours and other conditions of employment for all its educational secretaries, 

clerk-typists, cafeteria bookkeepers, data entry operators, clerk/dispatchers, account clerks, and its 

vision and hearing technicians, hereinafter referred to as "EMPLOYEES", excluding all other 

employees of the EMPLOYER. 

B. Jurisdiction 

The jurisdiction of the FEDERATION shall include those persons, now or hereafter who perform the 

duties or functions of the categories of EMPLOYEES in the bargaining unit, regardless of whether 

these duties or functions are performed by present, modified by new processes or equipment, or 

given new position titles.  This provision cannot be used to restrict the right of the Pittsfield School 

Committee to reduce the work requirement for any position from a 52-week work year to a 40-week 

work year. 
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C. Definitions   

1. The term "FEDERATION", as used in this Agreement refers to the Pittsfield FEDERATION 

Educational Secretaries-PITTSFIELD FEDERATION OF TEACHERS AND SCHOOL 

EMPLOYEES, Local 1315, MFT, AFT, AFL-CIO. 

 2. The term "EMPLOYEE", as used in this Agreement, refers to a person employed by the 

COMMITTEE in the bargaining unit as described in Article I. 

 3. The terms "COMMITTEE" and "EMPLOYER", as used in this Agreement, refer to the 

Pittsfield School Committee. 

 4. The term "parties", as used in this Agreement, refers to the COMMITTEE and the 

FEDERATION as participants in this Agreement. 

 5. The term "Superintendent or his designee," as used in this Agreement, refers to the 

COMMITTEE'S designee in the implementation of this Agreement. 

 6. The term "FEDERATION Representative", as used in this Agreement, refers to any official 

designee of the FEDERATION. 

  Wherever the singular is used in this Agreement, it is to include the plural.  Wherever a 

personal pronoun is used in this Agreement, it is to include male and female 

EMPLOYEES. 

ARTICLE II  

EXISTING CONDITIONS OF EMPLOYMENT  

1. No current condition of employment which affects mandatory subjects of bargaining will be 

changed by the COMMITTEE without affording the FEDERATION notice and an opportunity 

to bargain regarding the impact of the change prior to its implementation. 

2. The FEDERATION shall not contest or obstruct by any means or in any forum the 

COMMITTEE’S pursuit of removal from civil classification and jurisdiction of those 

secretarial positions in the Pittsfield Public Schools that have been duly designated as 

“confidential.” 
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ARTICLE III  

MANAGEMENT RIGHTS  

1. The operation and management of the Pittsfield School Department, and the supervision of the 

EMPLOYEES and of their work, are the rights of the COMMITTEE alone.  These rights 

include, by way of illustration and without being limited to, the following:  The right to make 

reasonable rules to assure orderly and effective work; to make and oversee the implementation 

of policy; to determine the quantity and types of equipment and materials to be used; to 

introduce new methods and facilities; to make and institute work schedules; to determine what 

and where duties will be performed and by whom; to evaluate EMPLOYEE competency; to 

hire, transfer, promote, layoff, and recall EMPLOYEES; and to demote, discipline or discharge 

EMPLOYEES for just cause. 

2. The foregoing enumeration of the COMMITTEE'S rights shall not be deemed to exclude other 

rights not specifically set forth, the COMMITTEE therefore retaining all rights not otherwise 

specifically restricted by the Agreement. 

3. The failure by the COMMITTEE to exercise any of the rights as provided in this Article shall 

not be construed as a waiver of these rights nor of any of the rights of the COMMITTEE to 

control, operate and manage the schools.  Nothing contained in this Agreement shall be 

construed or deemed to constitute a waiver of or any restriction upon the inherent rights of the 

COMMITTEE except that none of these rights shall be exercised by the COMMITTEE 

contrary to any specific provision of this Agreement or any express provision of any applicable 

section of the Civil Service Statute (M.G.L. c.31). 

4. Except when it can be shown that conduct or action by the COMMITTEE is in violation of a 

specific provision of this Agreement, such conduct or action shall not be subject to the 

grievance or arbitration procedures of this Agreement. 
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ARTICLE IV  

EVALUATIONS/PERSONNEL FILES  

A. Evaluations 

 1. A committee of EMPLOYEES selected by the FEDERATION and representatives of the 

Administration of the Pittsfield Public Schools will meet to develop procedures and 

instruments for evaluating the performance of the secretarial staff. 

 2. The aforementioned committee will make recommendations for approval by the parties to 

this Agreement. 

3. Implementation of any approved instruments or procedures will occur three (3) months 

from the date of acceptance by both parties of the evaluation instrument and procedures. 

B. Personnel Files 

 1. Personnel files shall be maintained under the following circumstances: 

  Whenever an EMPLOYEE who is a member of the FEDERATION has the right by law of 

School Committee regulations to observe her personnel record or any part thereof, she may, 

in writing, upon each occasion desired, authorize an officer of the FEDERATION to have 

access to their record.  Either the EMPLOYEE or FEDERATION Officer, upon surrender 

of such written authorization to the Appointing Officer, shall be given an appointment to 

review these records.   

 2. No material derogatory to an EMPLOYEE'S conduct, service, character or personality will 

be placed in the file unless the EMPLOYEE has had an opportunity to view the material.  

The EMPLOYEE will acknowledge that he or she has had an opportunity to review such 

material by affixing her signature to a copy to be filed with the express understanding that 

such a copy to be filed with the express understanding that such signature in no way 

indicates agreement with the comments thereof.  The EMPLOYEE will also have the right 

the submit a written answer to such material and her answer shall be reviewed by the 

Superintendent and attached to the copy.  If the EMPLOYEE refuses to sign the material, 

such refusal will be noted and the material placed in the file. 
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3. Official grievances filed by any EMPLOYEE under the Grievance Procedure as outlined in 

this Agreement shall not be placed in the personnel file of the EMPLOYEE; nor shall such 

grievances become a part of any other file or record which is utilized in the promotion 

process; nor shall it be used in any recommendations for job placement.  

 

ARTICLE V  

SENIORITY/VACANCIES/APPOINTMENTS  

A. Seniority 

1. Seniority shall begin on the date of permanent appointment to a position in the bargaining 

unit and shall apply to the filling of vacancies and new positions as hereinafter set forth.  

Seniority shall prevail within job classifications as defined by Civil Service regulations. 

2. The administration shall compile a seniority list which shall be kept current. 

B. Vacancies 

1. A vacancy will be defined as:  the termination or transfer of a secretary's employment or the 

creation of a new position within this unit.  If the vacancy occurs during the school year in a 

school year position, and a temporary replacement is needed, the chairperson of the 

FEDERATION Unit will be notified in writing.  The administration, after consultation with 

the chairperson of the FEDERATION Unit, will fill the position in what the administration 

deems to be the best interests of the schools. 

2. If it is anticipated that the position vacated will be eliminated for the coming year, the 

administration may, but need not, fill the position.  Should the position be reconsidered for 

filling the following year, the posting procedures as outlined in Article V will be followed. 

3. All secretaries will be notified by posting of vacancies in the Educational Secretaries Unit. 

C. Posting 

 1. When a vacancy occurs in a position, or a new position is established for which any 

member of the Educational Secretaries Unit is eligible, notification of the position shall 

be distributed within ten (10) working days after the position is vacant to each bargaining 

unit EMPLOYEE in the Educational Secretarial Unit.  A copy shall be sent to each 
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building or office for positing prior to the closing date for applications as stated on the 

vacancy notice.  The vacancy notice shall include the following. 

  a. classification. 

  b. name of school or building -- if there is more than one position at a school or  

   building, the department location of the position will be specified; 

  c. school year or full year position; 

  d. salary, hours per day, days per week; 

  e. anticipated date EMPLOYEE is to assume this position; 

  f. specific duties of the position; and 

  g. closing date for applications. 

2. During school vacation periods, all position vacancy notices will be mailed to the 

Educational Secretaries Unit Chairperson, or in her absence, to the Educational 

Secretaries Unit Secretary for addressing to the school year Employees. 

 3. Employees who wish to be considered for a position must make written application to the 

Superintendent or his designee (hereinafter referred to as the Appointing Officer) by the 

closing date as stated on the vacancy notice.  The closing date will not be less than two 

(2) weeks from the date of the vacancy notification. 

 4. Every vacancy will be filled by the EMPLOYER after a recommendation has been 

presented by the Superintendent of Schools.  In filling vacancies the following factors 

will be considered. 

  a. Overall performance and qualifications under Civil Service regulations. 

  b. Length of service in present classification when being transferred within grade or to a 

higher grade. 

  c. In the case of a 40-week clerk desiring to take a 52-week position, the EMPLOYEE 

must have her service prorated to her anniversary date of permanent employment as a 

40-week clerk; spring vacation must be counted as a week's vacation as well as the 

week's salary paid after ten (10) years as a 40-week clerk.  The EMPLOYEE will be 

given four-fifths (4/5) year credit for each year worked. 
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 5. If the most senior secretary who applies for a vacancy is not given the assignment, the 

secretary will meet with the Assistant Superintendent for Personnel and Negotiations to 

discuss the reasons for said action. 

 6. When any position becomes vacant due to an EMPLOYEES retiring, the Appointing 

Officer; if so notified by said EMPLOYEE one (1) month in advance, shall send a 

vacancy notice for posting in all buildings twenty (20) working days before retirement is 

to be effective, except when special conditions prevent the full twenty (20) day period. 

 7. The Appointing Officer will notify the Educational Secretaries Unit Chairperson and all 

applicants of the outcome within two (2) weeks following the date of closing. 

8. When three (3) consecutive vacancies have been filled by a change of assignment, the 

School Committee may fill the vacancy thereby created from personnel not currently 

employed, who are on a Civil Service list.   

9. If the School Committee believes an additional transfer will create a disruption in carrying 

out normal school functions, the situation will then be discussed by the Appointing Office 

with the Chairperson of the FEDERATION Unit, during which time every  possible 

consideration will be given to allowing existing personnel their right to change 

assignments.  In the event that the Appointing Officer and the Secretarial Chairperson do 

not agree to whether or not a situation disruption exits, the decision of the Appointing 

Office shall prevail. 

10. Length of service shall govern all voluntary transfers providing the individual to be 

transferred is qualified for the vacant position, and such transfer is not contrary to the best 

interests of the system. 

11. The Appointing Office shall afford to a new or existing EMPLOYEE an appropriate 

transitional period which shall include adequate briefing and training for the position.  

EMPLOYEES receiving a change of assignment upon their own request from one 

position to another shall be notified in writing at least five (5) working days in advance of 

the assignment change. 
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D. Appointments 

 1. The name of every newly hired EMPLOYEE will be submitted by the Superintendent of 

Schools to the EMPLOYER for provisional or permanent appointment as soon as possible. 

a. The date upon which an EMPLOYEE receives provisional appointment as shown on 

Civil Service form Authorization and Notification of Employment for Provisional 

Appointment, and subsequently by the EMPLOYER, shall establish a "service" date 

only, and shall be applicable to the salary schedule, vacation schedule, and other fringe 

benefits.  It is understood that this "service" date does not establish "seniority" as 

governed by Civil Service outlined in Article V, Section 1 of this Agreement. 

b. A provisional appointee shall have her name submitted to the EMPLOYER by the 

Superintendent of Schools for a permanent appointment and the establishment of the 

"seniority" date as stated on the permanent Civil Service form Authorization of 

Employment.  Such EMPLOYEES shall rank below all others until such permanent 

appointment is received. 

 2. Copies of the aforementioned Civil Service forms will be placed in the EMPLOYEE'S 

personnel folder.  At the EMPLOYEE'S request, the EMPLOYEE will be permitted to 

make a copy (copies) thereof at the time she signs the appropriate Civil Service forms, and 

before the approved forms are placed in her folder.  Also, two (2) copies of the letter 

confirming "service" and/or "seniority" dates, following School Committee appointment 

and/or reappointment will be provided. 

3. New Employees will receive all benefits as stated in this Agreement as of the date the 

position is assumed. 
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ARTICLE VI  

INVOLUNTARY CHANGES OF ASSIGN MENT  

A. Reduction of Personnel 

 1. If a position is being eliminated, in accordance with Civil Service, the Assistant 

Superintendent for Personnel and Negotiations will notify the EMPLOYEE in writing as 

soon as he becomes aware of the anticipated elimination of the position, with a copy of said 

notification to the FEDERATION President and FEDERATION Unit Chairperson. 

 2. The Assistant Superintendent for Personnel and Negotiations will arrange to meet with the 

EMPLOYEE as soon as possible, at which time the EMPLOYEE will be allowed to review 

the following options for placement in a comparable position: 

  a. Positions held by non-Civil Service Employees with the same classification, or 

  b. Existing vacancies. 

  c. In the event that neither a nor b above is applicable, the EMPLOYEE will be able to 

exercise seniority to take that position by the Civil Service EMPLOYEE within her 

classification with the shortest service. 

B. Involuntary Transfers  

 1. When involuntary changes of assignment are necessary, the EMPLOYEE'S quality of 

performance, length of service in the Pittsfield School System, and the needs of the system 

will be considered in determining which Employees receiving an involuntary change of 

assignment will be assigned only to a comparable position at the same classification and 

rate of pay. 

2. If an EMPLOYEE is being considered for a change of assignment, she will be notified by 

her immediate supervisor, at which time the EMPLOYEE will be apprised of all conditions 

relative to the anticipated change.  The EMPLOYEE may request that the reasons for 

involuntary change of assignment be in writing and following same, may respond in 

writing before the effective date of the reassignment. 

 3. If, following notification by the immediate supervisor, it is agreeable with the immediate 

supervisor and the EMPLOYEE that the change of assignment is in the best interest of both 
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parties, the EMPLOYEE will meet with the Assistant Superintendent for Personnel and 

Negotiations to review placement in a comparable position. 

 4. The EMPLOYEE will be given an interview with the immediate supervisor for the 

position(s) which she is considering and will be given adequate opportunity for training and 

briefing on her new duties. 

 5. Should the EMPLOYEE not agree with the immediate supervisor and/or Assistant 

Superintendent for Personnel and Negotiations as to the need for a change of assignment, 

the decision of the Supervisor and/or Assistant Superintendent for Personnel and 

Negotiations may be subject to the Grievance Procedure, but the decision of the School 

Committee shall be final and binding. 

 6. If a vacancy occurs as a result of an involuntary change of assignment, the vacancy shall be 

posted in accordance with the provisions of Article V. 

7. In the event a new system or process is introduced, all EMPLOYEES shall be given the 

opportunity to participate in the training program.  It is understood that such training 

sessions may be offered after working hours and without compensation. 

 

ARTICLE VII  

WORK WEEK AND HOURS OF WOR K  

A. All Employees 

1. The EMPLOYER shall have the right to establish the work schedule of EMPLOYEES 

provided that the length of a work week shall not be greater than five (5) consecutive days.  

There shall be no split shifts. 

2.  As used herein, “overtime shall mean time that an EMPLOYEE is required to work by 

his/her supervisor that is also in excess of the number of hours in that person’s  regularly 

scheduled work week.  An EMPLOYEE so required to work shall have the right to have 

her/his supervisor reduce the requirement to writing. 

3. Where the need arises, an EMPLOYEE may be required to work a reasonable amount of 

overtime.  She/he will be paid at one and one-half (1 1/2) times her/his straight pay time 
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for all hours worked in excess of forty (40) hours in any one work week.  In lieu of 

payment thereof, the EMPLOYEE may have, by mutual agreement, time off at the rate of 

one and one-half (1 1/2) hours off for every hour of overtime worked.  If an EMPLOYEE 

is required to work on any day other than her regularly scheduled workday, compensation 

will be at the rate of time and one-half (1 1/2), even if the total hours worked in that 

particular week do not exceed forty (40) hours. 

4.  All EMPLOYEES shall be entitled to a fifteen (15) minute break during the work day. 

B. School Year Employees 

 1. EMPLOYEES will normally work six (6) hours and twenty (20) minutes per day, five (5) 

days a week when school is in session.  School session shall include those days on which 

in-service workshops are held.  EMPLOYEES will work no more than thirty-one (31) 

hours and forty (40) minutes per week, and no more than six (6) hours and twenty (20) 

minutes per day without receiving additional compensation.  Where the need requires it, 

EMPLOYEES may be required to work in excess of 31 hours and 40 minutes per week.  It 

is agreed that said EMPLOYEE(S) will receive their normal rate per hour up to 40 hours 

per week, after which they will be paid at a rate of one-and-one-half their normal rate per 

hour.  If agreeable to said EMPLOYEE and her supervisor, such compensation may be in 

the form of compensatory time off at the mutual convenience of the EMPLOYEE and the 

supervisor.  

 2. EMPLOYEES may be requested to work up to one (1) week after the normal school 

session ends and up to one (1) week before the school session begins with additional 

compensation at their contracted rate of pay. 

3. If an EMPLOYEE is assigned to a school or program with a defined instructional day, then 

that EMPLOYEE may be scheduled by her/his immediate supervisor to start work not more 

than thirty (30) minutes before the instructional day begins, or to end work not more than 

thirty (30) minutes after the instruction day ends, or to a variant with lesser minutes before 

and/or after the instructional day.  An EMPLOYEE not assigned to a school or program 

with a defined instructional day shall be assigned by her/his immediate supervisor to a 
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normal day consisting of the hours defined in VII.B.1 above which does not begin before 

8:10 a.m. and does not end after 3:20 p.m. 

C. Full Year Employees 

1. Except where a forty (40) hour work week applies to the position EMPLOYEES in the full 

year group shall normally work seven (7) hours per day. 

 2. Summer hours will begin the work day after the last day in the teachersÕ work year, and 

shall end effective the work day before the teachersÕ work year begins.  ÒSummer hoursÓ 

shall mean, for an EMPLOYEE who works a 40 hour week, a work day beginning at 7:00 

a.m. and ending 3:30 p.m., with thirty (30) minutes for lunch; and for an EMPLOYEE who 

works a thirty-five (35) hour week, a work day beginning at 7:30 a.m. and ending at 3:00 

p.m. with thirty (30) minutes for lunch. 

 3.  During Christmas, February, and April recesses employees may request and, with the 

approval of their supervisor(s), may work summer hours (thereby forgoing half of their 

lunch period in order to leave work thirty (30) minutes earlier). 

 D.  Additional Work Time for School-Based Secretaries 

 If 10 additional minutes are added to studentsÕ instructional day starting with the last day of 

the  2003-2004 school year, then: 

 1.  If the Superintendent of Schools determines the need, then the Superintendent may at 

his/her sole discretion require school-based secretaries only, and as a group, to work an 

additional 10 minutes/day on each full instructional day (i.e., 170 out of 180 instructional 

days); 

 2.  Additional pay at per diem rate actual percentage increase (10/400ths for school-year 

secretaries; 10/420ths for full-year secretaries); 

 3.  Additional compensation will be owed only for days when additional time is actually 

worked; 

 4.  Additional compensation shall be paid in July following the end of the school year in which 

the added 10 minutes is required (therefore, not for sick leave, personal leave, vacation, 

etc.); 
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 5.  Notice of the SuperintendentÕs determination under number 1, above, will be provided to 

any employee affected thereby, and shall be given not later than 10 days before the start of 

the additional ten minute work commitment. 

 

ARTICLE VIII  

PAID HOLIDAYS  

A. Full Year Employees 

1. All EMPLOYEES in the full year group shall receive their regular compensation for each of 

the  following days: 

  New Year's Day July 4th 
  Martin Luther King Day Labor Day 
  Washington's Birthday Columbus Day 
  Good Friday Veterans' Day 
  Patriot's Day Thanksgiving Day 
  Memorial Day Christmas Day 

2. EMPLOYEES in the full year group shall for a floating holiday to be taken on one (1) of the 

following days:    Day after Thanksgiving, Christmas Eve , or the day after Christmas 

The schedules shall be arrived at cooperatively in consultation with the Superintendent or his/her 

designee. 

B. School Year Employees  

The annual salaries shall be paid in twenty equal bi-weekly installments and shall include 

compensation for holidays due members of the bargaining unit.  There shall be no additional 

payment for holidays other than that compensation included in the twenty (20) weekly payments or 

as described herewith. 

1. Payday for secretaries will be advanced to Wednesday with a bi-weekly payroll.  This pay 

schedule will be implemented with ninety (90) day notice to the FEDERATION and members 

of the bargaining unit. 
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2. All EMPLOYEES in the school year group shall receive their regular compensation for each of 

the  following days: 
  Labor Day Columbus Day 
  Veterans’ Day Thanksgiving Day 
  Christmas Day New Year’s Day 
  Martin Luther King’s Birthday President’s Day  
  Good Friday Patriot’s Day  
  Memorial Day 

C. All Employees 

1. In order to qualify hereunder for compensation for any such holiday, such EMPLOYEE must 

have worked the last regularly scheduled work day prior to, and the next regularly scheduled 

work day following such holiday, unless the absence is due to the use of one of the following 

leaves provided for in this Agreement:  jury service, bereavement leave, verifiable illness or 

emergency leave for an approved reason. 

2. Any EMPLOYEE who shall be required to perform work on any of said holidays as part of 

his/her regularly scheduled work week shall be paid a total compensation of twice her/his 

regular rate of compensation. 

ARTICLE IX 

VACATIONS 

All EMPLOYEES shall be entitled to the minimum vacation period which is now or which may be 

hereafter prescribed by any provisions of the General Laws applicable to the position and in force 

and effect in the City of Pittsfield.  Vacation periods and allowances are as follows: 

A. Full Year Employees 

   *1 year 2 weeks 
   5 years 3 weeks 
   10 years 4 weeks 
   12 years 4 weeks and 1 day 
   14 years 4 weeks and 2 days 
   16 years 4 weeks and 3 days 
   18 years 4 weeks and 4 days 
   20 years 5 weeks 
   22 years 5 weeks and 1 day 
   24 years 5 weeks and 2 days 
   26 years 5 weeks and 3 days 
   28 years 5 weeks and 4 days 
   30 years 6 weeks 
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*A person shall have served a minimum of six (6) months before such is applicable.  Persons entitled 

to four, five and six weeks vacation may hold over one (1) week beyond the calendar year.  All such 

vacations shall be granted by the Superintendent of Schools at such times as, in his opinion, will 

cause the least interference with the performance of the regular work of the School Department. 

B. School Year Employees 

  *1 year  2 weeks 
 5 years 3 weeks 
 10 years 4 weeks 

1. **This vacation pay shall be applied first to school vacation days/weeks as they appear on 

the school calendar.  Thereafter, any further vacation pay due shall be applied to the 

EMPLOYEE'S end-of-the-school-session paycheck. 

2. *A person shall have served a minimum of six (6) consecutive months before such is 

applicable. 

3. **The school year secretaries' annual base salaries as shown in Appendix C include the 

minimum ten (10) days vacation due to EMPLOYEES meeting the service requirement 

mentioned above. 

4. If a secretary terminates her/his service after October 31 and before December 31, such 

secretary shall receive one (1) weeks vacation pay if qualified for vacation pay under this 

section. 

5. If a secretary terminates her/his service after December 31 but prior to  February 28, such 

secretary shall receive two (2) weeks vacation pay if qualified for vacation pay under this 

section. 

6. If a secretary terminates her/his service after February but prior to April 30, such secretary 

shall receive three (3) weeks vacation pay if qualified for vacation pay under this section. 

7. If a secretary terminates her/his service after April 30, such secretary shall receive four (4) 

weeks vacation pay if qualified for vacation pay under this section. 
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ARTICLE X  

LEAVES OF ABSENCE 

A. Sick Leave 

All EMPLOYEES shall continue to receive their regular compensation for absences from duty 

arising out of disability due to illness or personal injuries not covered by Workers' Compensation as 

follows: 

1. Full Year Employees 

 As of September 1 of each year all EMPLOYEES will be credited with sixteen (16) 

days of sick leave, with full pay, for the ensuing year.  Effective July l, 2009, unused 

sick leave may be accumulated up to two hundred fifty (250) days, in addition to the 

current sick leave due an EMPLOYEE.  In no case shall more than the accumulated 

sick leave plus the current annual sick leave of sixteen (16) days of unused and 

available be used in any one year (except under Section 1.A. Sick Leave Bank).  

Holidays and any other days not included in the EMPLOYEE'S scheduled work week 

shall not be included in the computation of the number of days allowed hereunder.  

Proof of illness may be required as a prerequisite for payment for illness or injury.  Up 

to three (3) sick leave days per contract year may be used for family illness purposes.  

An additional family illness leave of up to three (3) days annually may be taken in 

accordance with the following: 

 a.  From employeeÕs available sick leave; 

 b.  Upon presentation of suitable documentation of the need for such leave from a 

licensed health care provider, provided to the Superintendent or her/his designee; and 

 c.  Approval not to be withheld arbitrarily or capriciously by the Superintendent or 

her/his designee. 

2.   School Year Employees 

a. An EMPLOYEE with less than three (3) years of service shall accrue sick leave benefits at 

the rate of one and one-half (1 1/2) days for each month of service. 
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b. An EMPLOYEE with three (3) or more years of service shall be entitled to fourteen (14) 

sick leave days with full pay each school year as of the first official day of said school year, 

whether or not she reports for duty on that day.  Unused sick leave days may be 

accumulated from year to year up to:  200 days effective July 1, 1997. holidays and any 

other days not included in the EMPLOYEE'S scheduled work week shall not be included in 

the computation of the number of days allowed hereunder.  

c. Up to three (3) sick leave days per contract year may be used for family illness purposes 

d. In cases of undue hardship, the EMPLOYER, at its discretion, may allow an EMPLOYEE 

additional sick leave.  Proof of illness may be a prerequisite for payment for illness of 

injury. 

3. Sick Leave Bank 

The FEDERATION and the COMMITTEE, having reviewed and discussed the operation of existing 

sick leave bank language, agree to amend and revise the language as follows: 

A. Membership in the Bank.  EMPLOYEES who so desire may participate in the sick leave bank 

(ÒBankÓ).  Participation shall be voluntary, but membership shall require contribution to the 

Bank of one (1) sick leave day, which shall be contributed within one month of ratification of 

this Agreement by the COMMITTEE and the FEDERATION, or by October 1 of each 

subsequent contractual year.  New EMPLOYEES may join the Bank within thirty (30) days of 

employment.  EMPLOYEES may opt to join the BANK annually 

B. Conditions for Use of Bank: EMPLOYEES, having exhausted their personal sick leave due to an 

extended illness, shall draw upon the Bank as needed on the terms and conditions set forth 

herein. An Òextended illness,Ó for purposes of this section, is an illness requiring absence 

from work for fifteen (15) or more days.   

2. Application for use of leave time from the Bank shall be made in writing to the Assistant 

Superintendent for Personnel and Negotiations.  An EMPLOYEE seeking time from the 

Bank shall provide documentation from a licensed health care provider showing the nature 

of the EMPLOYEEÕS illness or condition and the EMPLOYEEÕS need for sick leave days 

from the Bank. 
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C. Maximum Usage of Leave from Bank.  After an EMPLOYEE draws thirty (30) days from the 

Bank, her/his request for additional sick days will be reviewed pursuant to paragraph D, below.  

No EMPLOYEE may use more than one hundred (100) days from the Bank for a single illness 

or a single period of illness. 

D. Administration of Bank.  Time shall be granted from the Bank only after review of information 

provided pursuant to subsection B above, by the Superintendent of Schools or her/his 

designee and the FEDERATION chairperson or her/his designee. EMPLOYEES shall hold 

the COMMITTEE and the FEDERATION harmless with respect to all good faith decision 

to grant or to deny the use of sick leave days from the Bank. 

E.  Seeding and Reseeding of Bank. 

1. At the start of the 2000-01 contract year, the COMMITTEE shall seed the Bank with one 

hundred (100) days of paid sick leave.  The COMMITTEE shall not thereafter seed or 

replenish the Bank. 

2. Any time that the total number of days in the Bank is reduced to fifty (50), any 

EMPLOYEE wishing to continue participation in the Bank shall contribute one (1) more 

additional day; but in no event shall the members of the Bank be asked to contribute more 

than two (2) additional days in any contract year. 

3. Any EMPLOYEE who is a member of the Bank and who declines to contribute additional 

time to the Bank as set forth in subsection E.2, above, shall be deemed to have opted out of 

the Bank.  Such EMPLOYEE shall not be eligible for membership in the Bank until the 

next open enrollment period as set for in paragraph A, above. 

B. Payments in Excess of Workers' Compensation 

EMPLOYEES who are covered by Workers' Compensation shall continue to receive during the 

period of their absence from duty because of disability resulting from personal injuries arising out of 

and in the course of their employment, or arising out of ordinary risks of the street while actually 

engaged, with the authorization of the school system, or during the period of their absence from duty 

because of disability resulting from sickness or illness arising out of and in the course of their 

employment, the difference between their regular compensation and the amount being received by 
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them under the Workers' Compensation Act.  Amount received hereunder shall be subject to the 

provisions of the foregoing section governing sick leave to which she may be charged against the 

unused portion of sick leave benefits as follows: 

 Number of days charged 
 
 Per diem amount received hereunder X  Number of days for which compensation 
 Per diem regular compensation   benefits have been received 
 
C. Bereavement 

1. When the death of a member of the immediate family occurs, an EMPLOYEE may be 

granted leave of absence for five (5) consecutive work days, beginning with the day of 

death, without loss of pay.  Immediate family includes husband, wife, child, father, mother, 

brother, sister, grandfather, grandmother, grandchild, father-in-law, mother-in-law, son-in-

law and daughter-in-law. 

2. In case of the death of a relative of the second degree, the EMPLOYEE shall be entitled 

without loss of pay to the days or parts thereof necessary to attend the wake and funeral.  

Relatives of the second degree include uncles, aunts, nephews, nieces, cousins, and in-laws 

other than mentioned above. 

3. Permission to attend the funeral service of a member of the bargaining unit shall be granted 

to a representative group of EMPLOYEES on the death of an EMPLOYEE. 

4. Five (5) days funeral leave up to and including the day of the funeral shall be granted in the 

case of the death of a person when an EMPLOYEE is solely responsible for all funeral 

arrangements of the deceased. 

D. Religious Leave 

Each EMPLOYEE will receive up to three (3) days leave without loss of pay or benefits for 

required observance of recognized religious rites when such observance is not possible outside the 

school day. 

E. Emergencies 

1. Absence without loss of pay not to exceed two (2) days in any year may be granted by the 

EMPLOYER for reasons other than personal illness, in cases of extreme necessity or 
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personal hardship, provided application is made to the Superintendent in writing, if 

possible, in advance.  A reason is not required.  One (1) unused day may be carried over to 

the next year, provided the total days in any given year do not exceed three (3) days. 

2. Absences approved by an immediate supervisor, not exceeding three (3) hours are not 

chargeable to personal leave. 

3. All full year secretaries will be given up to three (3) emergency weather days per year 

when, in the judgment of the Superintendent, weather conditions are unsafe and the Central 

Office is closed.  Administrators will notify secretaries that they need not report for the 

day. 

F. Temporary Leaves of Absence 

 The EMPLOYER may authorize special leaves with or without pay for any period or periods 

not to exceed three (3) calendar months in any one year for the following purposes:  

attendance at colleges, university or trade school; for the purpose of training in subjects 

related to the work of the EMPLOYEE and which will benefit the EMPLOYEE and the 

School Department service; urgent personal business requiring EMPLOYEE'S attention for 

an extended period, such as settling estates, liquidating a business, serving on a jury and 

attending court as a witness, and for purposes other than the above that are deemed beneficial 

to the School Department service. 

G. Maternity Leave 

1. A female secretary who has been employed by the COMMITTEE for at least three (3) 

consecutive months as a full-time secretary who is absent from such employment for a 

period not exceeding eight (8) weeks for the purpose of giving birth or for adopting a 

child under the age of eighteen (18) or for adopting a child under the age of twenty-three 

(23) if the child is mentally or physically disabled, said period to be hereafter called 

maternity leave, and who shall give at least two (2) weeks' written notice to her 

EMPLOYER of her anticipated date of departure and intention to return, shall be restored 

to her previous, or a similar position with the same status, pay, length of service, credit 
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and seniority, whenever  applicable, as of the date of her leave.  Such leave shall be 

unpaid to the extent the secretaries sick leave does not cover the eight (8) week period. 

2. The COMMITTEE shall not be required to restore a secretary on maternity leave to her 

previous or a similar position if other secretaries of equal length of service credit and 

status in the same or similar position have been laid off due to economic conditions or 

other changes in operating conditions affecting employment during the period of such 

maternity leave; provided, however, that such secretary on maternity leave shall retain 

any preferential consideration for another position to which she may be entitled as of the 

date of her leave. 

3. Such maternity leave shall not affect the EMPLOYEE'S right to receive vacation time, 

sick leave, bonuses, advancement, seniority, length of service credit, benefits, plans or 

programs for which she was eligible at the date of her leave, and any other advantages or 

rights of her employment incident to her employment position; provided, however, that 

such maternity leave shall not be included, when applicable, in the computation of such 

benefits, rights and advantages; and provided, further, that the EMPLOYER need not 

provide for the cost of any benefits, plans, or programs during the period of maternity 

leave unless the COMMITTEE provides for all EMPLOYEES on leaves of absence. 

H. Absences Not Deductible from Vacation 

The time or period during which any person shall be entitled to compensation under this 

Article for absences due to non-work related disability or for death of relatives shall not be 

deducted from the vacation period to which such person is otherwise entitled, and such 

time or period of absence shall be included in computing the number of weeks of service in 

determining the basis for the allowances of such vacation period.  All above applications 

for leaves shall be made in writing. 

I.  Record of Sick Leave 

The EMPLOYER shall annually update an EMPLOYEE'S sick leave record as of 

September l. 
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J. Parenting Leave 

 1. A secretary who wishes to obtain an unpaid Leave of Absence to care for a newborn child 

or newly adopted infant shall submit a written notice to the COMMITTEE at least forty-

five (45) days in advance of the anticipated date of birth or adoption. 

2.  Such leave shall be taken without pay, benefit accrual or co-payment of insurance.  

Parenting Leaves shall extend for the remainder of the school year in which the request is 

made.  Written notice of intent to return in September must normally be given prior to May 

1, but in no event later than  May 31, of such calendar year. 

3.  If a secretary fails to return to work by the September following the start of the Parenting 

Leave, her employment will be terminated unless her leave has been extended by the 

COMMITTEE, in its discretion.  The decision  of the COMMITTEE to allow or deny such 

a leave extension request shall not be subject to the Arbitration provisions of this 

Agreement. 

K. Benefits Retained 

  All benefits to which an EMPLOYEE was entitled at the time her leave of absence 

commenced, including unused accumulated sick leave, will be restored to her upon her 

return, and said EMPLOYEE will be assigned to the same classification. 

L. Conventions 

1. Time necessary for FEDERATION members to attend city, county, state, or national 

affiliate conferences and conventions shall be granted, provided that the total amount of 

time taken by all such members does not exceed ten (10) per school year. 

2. An EMPLOYEE may be granted a leave of absence with pay and without loss of vacation 

leave while attending a state or national convention of a veterans' organization chartered by 
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the Congress of the United States, if she or he is a delegate or an alternate.  The above 

leave of absence may be granted at the discretion of the EMPLOYER. 

M. Substitutes 

It will be the secretary's responsibility to notify his or her supervisor no later than one hour in 

advance of the opening of school of an absence. The school administration will make every 

effort to secure a qualified substitute, e.g., a civil service employee, when the administration 

determines that the absence will have a negative effect.  If all efforts to secure a qualified 

substitute fail, the administrator will use his or her discretion filling the absented position, with 

the best interests of the school system in mind. 

N. Family and Medical Leave Act of 1993 

  No provision of this Article, or of any other provision of this Agreement, shall be construed 

as being in conflict with the terms and benefits available to EMPLOYEES under the 

Family and Medical Leave Act of 1993 (FMLA).  In the event that any provision herein is 

determined to be in conflict with the FMLA, the terms and conditions set forth in the 

FMLA shall be deemed those to which the EMPLOYEE is entitled; except that any benefit 

provided herein that exceeds what is required by the FMLA shall not be construed as being 

in conflict with the FMLA. 

ARTICLE XI  

JURY DUTY 

Secretaries summoned to Jury Duty shall serve without loss of pay or benefits provided: 

  1. The Secretary shall provide her supervisor with a copy of the summons to serve on a 

 jury as soon as possible after its receipt. 

2. The Secretary shall notify her supervisor as soon as possible if she is not required to 

report for jury duty on any given day and she will report for work that day. 

3. The Secretary shall notify her supervisor as soon as possible if she is released early 

from jury duty on any day and, if so directed, shall promptly report to work for the 

balance of the workday. 
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4. Secretaries must turn in documentation of the days served on jury duty along with 

their jury duty pay to the Payroll Office. 

 

ARTICLE XII  

SEVERANCE PAY 

1. An EMPLOYEE shall receive severance pay upon retirement or death at the rate of pay of one-

half (1/2) day for every day of accumulated unused sick leave.  Effective July 1, 2009, such 

accumulation shall not exceed two hundred (200) days.  

2. Payment for Early Notice of Intent to Retire 

A. On the conditions set forth in paragraphs 1 and 2 below, the COMMITTEE shall pay to any 

EMPLOYEE who so qualifies, the sum of $1,250.00 for her/his having provided early 

notice of intent to retire or resign.  Said payment shall be made in the last paycheck issued 

during that personÕs employment by the Pittsfield Public Schools. 

1. As used herein, Òearly notice of intent to retireÓ shall mean the EMPLOYEEÕs written 

and signed notice, given on the form appearing as Appendix C of this Agreement, to 

the Superintendent or her/his designee, provided by not later that January 1 of the 

calendar year in which the EMPLOYEE states that she/he will retire from the 

Pittsfield Public Schools. 

2. A. The payment set forth in subsection A, above, shall be owing and due the 

EMPLOYEE only if: 

a. the EMPLOYEE is otherwise eligible to retire pursuant to the rules of the City 

of Pittsfield Retirement Board; 

b. the EMPLOYEE Ôs early notice of intent to retire or resign is irrevocable save 

under the conditions set forth in subsection B, below; and 

c. the EMPLOYEE Ôs retirement or resignation occurs between June 30 and the 

start of the next school year. 

B. Notice of intent to retire or resign under this provision shall be revocable only with the 

consent of the prospective retiree or resignee and the Pittsfield Public Schools, and only 
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under extraordinary circumstances.  Any request to revoke a notice of intent to retire or a 

resignation submitted under this section shall, if contested by the Pittsfield Public Schools, 

be decided by a majority vote of a committee composed of four (4) members, two (2) being 

members of the FEDERATION, and (1) being the Superintendent of Schools or her/his 

designee, and one (1) being a member of the COMMITTEE.  The decision of said 

committee shall be final and shall not be subject to the grievance procedure of the 

Agreement. 

C. 1. Any EMPLOYEE who acted prior to the ratification date of this Agreement, and who 

duly filed notice for payment under Article XII § 2 of the Agreement in effect from 

July 1, 2000, through June 30, 2003, may elect either of the following options, but not 

both: 

a. receive the payment set forth in that Agreement for the notice already provided on 

the terms stated in that provision; or 

b. submit a new notice pursuant to the terms of this provision, and receive payment 

as set forth herein. 

 2. In the event that the Superintendent or her/his designee receives no notice pursuant to 

subsection A.1, above, from any EMPLOYEE who duly filed an early notice of intent 

to retire under Article XII § 2 of the Agreement in effect from July 1, 1997, through 

June 30, 2000, then the payment owing and due under the terms of that Agreement shall 

be paid on those terms. 

D. Except as set forth in this section, no EMPLOYEE shall receive any payment from the 

COMMITTEE for an early notice of intent to retire. 
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ARTICLE XIII  

PERMANENT PART -TIME EMPLOYEES AND TEMPORARY EMPLOYEES  

A. Permanent Part-Time Employees 

  EMPLOYEES who are hired to work in a permanent part-time position which requires 

their presence for the same number of days as regular EMPLOYEES, but less hours per 

day than that required for the regular EMPLOYEES, shall receive all benefits as 

established under this Agreement, in the same proportion as their work week compares 

with the work week of full-time EMPLOYEES covered by this Agreement.  It is 

understood no permanent part-time EMPLOYEES who work less than twenty (20) hours 

per week shall receive any benefits.  It is understood that no member of the bargaining unit 

who has been permanently appointed to her position as of July 1, 1991 shall have her hours 

of work reduced or be laid off from her employment as a result of the COMMITTEE'S 

hiring of permanent part-time EMPLOYEES to work less than twenty (20) hours per week.  

In addition, the total yearly aggregate hours of these EMPLOYEES working less than 

twenty (20) hours a week shall not exceed fifteen percent (15%) of the total hours of work 

performed by the entire bargaining unit in that fiscal year. 

B. Temporary Employees 

A. The Assistant Superintendent for Personnel and Negotiations shall be responsible for the 

filling of temporary vacancies.  Temporary assignments shall be for a period no longer than 

three (3) months.  Temporary EMPLOYEES have no rights under the terms of this 

Agreement. 

B. A temporary EMPLOYEE is an EMPLOYEE engaged to perform work that is definitely 

temporary, such as taking care of peak-period loads or emergency work of any kind, or 

filling the place of a regular EMPLOYEE absent through illness, vacation, or for any other 

reason. 
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ARTICLE XIV  

FRINGE BENEFITS  

1. Health Insurance 

A. The COMMITTEE agrees to pay that portion of the cost of individual or family 

coverage, whichever applies to the particular case, for health insurance of the type 

presently available to secretaries, which is provided for other employees of the City of 

Pittsfield, but not less than sixty percent (60%) of such cost.  The FEDERATION 

agrees to coordinate efforts with other municipal unions and the City administration to 

address the City's contractual commitment to provide health insurance through a 

specifically named carrier. 

B. The FEDERATION agrees that whatever change in employee health insurance are 

agreed to by all other employee bargaining units in the Pittsfield Public Schools and the 

City of Pittsfield for implementation, including changes in  employee contribution rates 

and coverage plans, will be agreed to by the FEDERATION.  No separate ratification 

by the FEDERATION of such changes will be required in order for the changes to take 

effect. 

C. Effective September 1, 2007, the Committee shall contribute 85% of the health 

insurance premiums for the HMO plan, with the employee contributing the remaining 

15% of said premiums. 

D. The Committee and the Union are parties to a Memorandum of Agreement which 

provides for health insurance benefits to be provided though the Group Insurance 

Commission (G. I. C.).  Said Agreement is attached to this contract.  Employees shall 

receive health insurance benefits in accordance with said Agreement so long as said 

Agreement is I effect 
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2. Life Insurance 

 The EMPLOYER agrees to pay that portion of the $10,000 Life Insurance premium paid for 

other City Employees under terms of Chapter 32B of the General Laws. 

3. Tax-Free Annuity 

 EMPLOYEES shall be allowed to take advantage of whatever Federal law may be in force 

concerning tax-free annuities. 

4. Retirement Plans 

All EMPLOYEES covered by this Agreement shall be covered by the Retirement Plan as 

prescribed by law. 

 

ARTICLE XV  

EDUCATIONAL DEVELOPMENT AND IMPROVEMENT  

The EMPLOYER agrees to appropriate $3,500 per year for the educational development and 

improvement of unit members.  The EMPLOYER will distribute the money to honor: 

1. Requests for tuition fees for courses taken at accredited colleges, universities, or professional 

training schools which are germane to an EMPLOYEE'S assignment, and which are taken with 

the advance approval of the Appointing Officer, after a request in writing by the EMPLOYEE 

involved 

2. Requests to cover the reasonable expenses (including fees, meals, lodging and transportation) 

incurred by EMPLOYEES who attend workshops, seminars, conferences or improvement 

sessions with the advance approval of the EMPLOYEE'S immediate supervisor and the 

Appointing Officer.  In-service training meetings, classes, and workshops may be offered by 

the School Department for all interested EMPLOYEES at varied times. 

3. The funds designated in the first sentence of this Article shall be distributed in each year of this 

Agreement by allocating $1,167 for each period described in this section.  Each request must 

be filed on or before the following deadlines to be considered for reimbursement: 
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i. First course meeting occurs between July 16 and November 1: submit request for 

approval by not later than November 1. 

ii. First course meeting occurs between November 2 and March:  submit request for 

approval by not later than March 1 

iii.  First course meeting occurs between March 2 and July 15:  submit request for 

approval by not later than July 15 

The amount allocated in accordance with the process contained above, shall be divided by the 

total amount of tuition and approved fees timely requested.  Each request shall be funded at 

the percentage level of such ratio. 

4. A. The COMMITTEE shall provide each EMPLOYEE with not fewer than six (6) hours of 

training during the work day in each contract year.  Such training shall be in skills needed 

for effective and efficient performance of the EMPLOYEEÕs position.  Training shall be 

provided in such areas as an introduction to computer use, word processing, and other 

skills related to the EMPLOYEEÕs position, or as shall improve the skills that the 

EMPLOYEE may already possess in these areas. 

 B. The FEDERATION shall organize a committee of at least two (2) members who shall 

work  with the Superintendent of Schools or her/his designee to plan and organize such 

training for EMPLOYEES. 

 

ARTICLE XVI  

FEDERATION RIGHTS AND RESPONSIBILITIES  

None of the rights provided by this Article shall apply if the FEDERATION or secretaries are 

involved in actions prohibited by Article XXV, No Strike, of this Agreement. 

A. FEDERATION Representation 

1. The EMPLOYER recognizes the FEDERATION  Representative as the official 

representative of the EMPLOYEES. 

2. The FEDERATION Representatives who meet with the Superintendent of Schools during 

the school year may submit items for the agenda which apply to Secretarial personnel. 
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B. Information  

  In addition to any information provided in other Articles or Sections of this Agreement, upon 

request, the COMMITTEE shall provide the FEDERATION  with all information, records, 

statistics or other material in the possession of the COMMITTEE, which is available to the 

public upon request, and which is necessary to facilitate negotiations or the administration of 

this Agreement. 

C. Printing of Agreement 

 1. The parties agree to share the cost of printing 50 copies of this Agreement in booklet form 

and to distribute copies of the Agreement to each member of the bargaining unit employed 

by the EMPLOYER.  The cost of all additional copies will be paid by the  party who 

desires them. 

 2. Such printing will be done in the Print Shop at Taconic-Vocational High School if possible. 

D. FEDERATION Activity at the School Level 

 1. School Meetings - The members of this bargaining unit shall have the right to use 

designated areas in school buildings for meetings, provided there is no interference with 

any scheduled school activities.  The use of such designated areas shall be arranged with 

the appropriate person in charge. 

2. Distribution of Materials - The FEDERATION shall have the right to place materials in the 

mailboxes of secretarial EMPLOYEES. 

 

ARTICLE XVII  

GRIEVANCE PROCEDURE 

A. Definitions 

 1. A grievance shall be defined to include any dispute, complaint, or controversy which 

concerns the wages, hours and working conditions of the members eligible for coverage 

under this Agreement, or the meaning, interpretation, application or implementation of the 

terms of this agreement, and Civil Service Laws and Rules for the Commonwealth of 
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Massachusetts except that nothing herein shall be construed to permit either party to bring a 

Civil Service grievance to arbitration.  

 2. A "grievant" on any issue covered by the terms of this Agreement is any EMPLOYEE, 

group of EMPLOYEES having a common grievance, or the FEDERATION.  

3. A "party of interest" is a grievant, witness, person, group of persons or organization 

who might be required to take action, or against whom action might be taken in order to 

resolve the grievance. 

B. Procedures 

Level One:  (Immediate Superior Level) 

 1. A grievant will first discuss a complaint with the immediate superior directly, together 

with or through a FEDERATION representative if the grievant so desires, with the 

objective of resolving the matter informally. 

 2. If the grievance is not resolved informally, the grievant may submit directly, together 

with or through the FEDERATION, a written grievance to the principal of the building 

or to the immediate superior of the grievant.  Within ten (10) calendar days after 

receiving the grievance, the principal or immediate superior shall communicate his 

decision in writing. 

Level Two:  (Superintendent Level) 

 1. The decision of the building principal or the immediate superior may be appealed in 

writing by the aggrieved directly, together with or through the FEDERATION to the 

Superintendent of Schools or his designated representative within ten (10) calendar 

days after the decision of the principal or immediate superior has been received by the 

aggrieved. 

 2. The Superintendent of Schools or his designated representative shall meet with the 

aggrieved directly, together with or through a FEDERATION representative within ten 

(10) calendar days after receipt of the appeal. 
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 3. If the Superintendent of Schools and the grievant satisfactorily resolve the grievance, 

the Superintendent of Schools shall submit his decision in writing within ten (10) 

calendar days. 

4. It is understood that if a grievance is due to an alleged violation of Massachusetts Civil 

Service regulations, the grievance procedure may begin at Level II. 

Level Three:  (School Committee Level) 

 1. If the grievance is not resolved at Level Two the grievance may be appealed in writing 

to the School Committee within ten (10) calendar days after the decision has been 

received by the aggrieved and the FEDERATION. 

 2. The School Committee or the Negotiating Subcommittee of the School Committee shall 

meet with the grievant and the FEDERATION representative in executive session 

within fifteen (15) calendar days of receipt of the appeal. 

 3. The School Committee shall communicate its decision in writing within fifteen (15) 

calendar days of the meeting with the grievant and the FEDERATION representative. 

Level Four:  (Arbitration)  

1. If the grievance is not settled at Level Three and the FEDERATION determines the 

grievance is meritorious, it may file for Arbitration.  If the FEDERATION files for 

Arbitration, it shall notify the Committee within thirty (30) calendar days of the 

decision at Level Three.  The filing of a written demand for Arbitration with the 

AAA shall be the method of notifying the COMMITTEE of the FEDERATION'S 

intent to appeal.  The date postmarked on the envelope containing the AAA demand 

shall be deemed the date of filing. 

2. The arbitrator so selected will confer with representatives of the School Committee 

and the FEDERATION and hold hearings promptly, and will issue his decision not 

later than twenty (20) days from the date of the close of the hearings; or, if oral 

hearings have been waived, then from the date the final statements and evidence are 

submitted to him.  The arbitrator's decision will be in writing and will set forth his 

findings of fact, reasoning and conclusions on the issues submitted.  The arbitrator 
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will be without power or authority to make any decision which requires the 

commission of an act prohibited by law, or which is violative of the terms of this 

Agreement. The arbitrator shall be without power or authority to extend beyond the 

submission agreement, or to add to, delete from, modify or alter the terms of this 

agreement.  The decision of the arbitrator shall be submitted to the School 

Committee and to the FEDERATION and shall be final and binding. 

3. The costs of the services of the Arbitrator, including per diem expenses, if any, and 

actual and necessary travel and subsistence expenses, will be born equally by the 

School Committee and the FEDERATION provided, however, a party who cancels 

or postpones a hearing without the required  notice to the AAA or the Arbitrator 

shall pay the full cost of any fees of the AAA and/or the Arbitrator.If the 

COMMITTEE claims the FEDERATION has violated any provisions of Article IV, 

the No Strike Clause, it may present such claim to the FEDERATION, in writing, 

and if the parties fail to settle the matter within ten (10) calendar days, the 

COMMITTEE may submit the dispute to arbitration under the provisions of Level 

Four of this Article. 

C. General Provisions 

 A. Representation:  Any "party of interest" may be represented at any level of this 

procedure by a person of his own choosing, except that a grievant may not be 

represented by an officer or a representative of any organization other than the 

FEDERATION.  Whenever a grievant is not  

  represented by the FEDERATION, the FEDERATION shall be given five (5) days 

prior notice of a  hearing, have the right to be present and to state its views at all levels 

of this procedure.  The FEDERATION shall have the right to appeal the disposition of 

a grievance if such disposition is alleged to be a violation of this Agreement.  

 B. Timeliness:  In order for a grievance to be timely, it must be filed in writing within 

thirty (30) days after the occurrence or knowledge of the situation, condition, or action 

giving rise to the grievance. 
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  Failure of a grievant to file in writing a complaint within thirty (30) days or to proceed 

to the next step as provided in the  procedures shall cause the grievance to be deemed to 

have been waived.  Failure of the COMMITTEE and/or its agents to respond as 

provided in the procedures at any step shall constitute a denial of the grievance and the 

grievant shall have the right to proceed to the next step in the procedure. Any time 

limits specified in the Article may be extended only by mutual agreement of both 

parties reduced to writing. 

 C. No Reprisal:  The fact that a grievance is raised by a member of the bargaining unit, 

regardless of the ultimate disposition of such grievance, shall not be recorded in the  

EMPLOYEE'S file nor in  any file nor record utilized in the promotion process; nor 

shall such fact be used in any recommendations for job placement; nor shall such 

secretary or secretaries who participate in any way in the grievance procedure be 

subjected to reprisal for having processed a grievance. 

  All documents, communications and records dealing with the processing of a grievance 

will be filed separately from the personnel files of the participants, unless the individual 

in question files a written request that all such documents, communications and records 

be included in his personnel file. 

 D. At Arbitration the grievant and the School Committee shall have the following rights: 

 1. To be present at the hearing; 

 2. To hear testimony; 

 3. To give testimony; 

 4. To call others to give testimony; 

 5. To question whether personally or through a FEDERATION or COMMITTEE 

representative, any person giving testimony. 

 E. Except in cases of arbitration hearing, grievances shall ordinarily be processed at times 

which do not disrupt the educational programs in the schools or  interfere with the 

EMPLOYEE'S responsibilities. 
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 If grievances are processed during the school day by mutual agreement of the parties, 

then released time shall be provided to all parties of interest without loss of pay or 

benefits. 

 F. Time Limits:  Time limits expressed in this procedure shall be considered maxima and 

may be extended by mutual agreement. 

 G. Nothing herein shall require the FEDERATION to process a grievance through 

arbitration. 

 H. Grievances shall be initiated at the administrative level giving rise to the grievance.  If 

the administrator determines that the grievance has been improperly filed at his level, 

he/she shall so notify the grievant. 

 The original filing shall be valid for timeliness as provided in the various levels of the 

grievance process. 

 I. Class or group grievances involving more than one grievant shall identify the class 

affected by the grievance at Level One of the grievance procedure. 

 J. At a School Committee grievance hearing, the FEDERATION and/or the EMPLOYEE 

shall have the right to fully present their position regarding the grievance, including the 

right to speak on their own behalf, to have FEDERATION representation and to 

produce support for their position through documents or other persons. 

 

ARTICLE XVIII  

POLICIES AFFECTING CIVIL SERVICE EMPLOYEES  

1. Nothing in this Agreement shall be in conflict with Civil Service Rules and Regulations. 

2. The Appointing Officer shall formally request that a Civil Service test be given in this city 

when it becomes evident that there is no existing list from which to employ persons for 

positions under this section. 

3. The Appointing Officer shall forward to the FEDERATION secretary a copy of his annual 

Civil Service EMPLOYEE listing, as required under Section 15C of the Civil Service Laws. 



37 

4. The EMPLOYER agrees to supply each newly hired EMPLOYEE with a copy of the Civil 

Service Manual, if such copies are available. 

5. The Appointment Officer will notify the President of the Federation of Educational Secretaries 

in writing when the School Committee is considering a change of classification of any vacated 

Civil Service position for which EMPLOYEES covered under this Agreement are eligible.  

The Appointment Officer will meet with the Executive Board members of the Federation of 

Educational Secretaries to discuss proposed reclassification. 

6. An EMPLOYEE serving a probationary period shall be evaluated by her immediate supervisor 

as soon as possible after her ninetieth (90th) day of employment, but not later than the ninetieth 

(90th) day preceding the close of such probationary period.  Such written evaluations shall 

address the conduct or capacity of the EMPLOYEE, or the character or quality of her work.  

The evaluation shall be shown to the EMPLOYEE, who shall sign it, and a copy thereof shall 

be placed in her personnel folder.  Her signature indicates only that she has read the evaluation. 

7. The Federation agrees not to contest or object in any forum the School CommitteeÕs seeking 

removal of all bargaining unit positions from civil service jurisdiction (M.G.L. c. 31); and the 

Committee agrees to include language in the new Agreement that provides rights in the areas 

of seniority, layoff, recall, bumping, and just cause for disciplinary action that are comparable 

to those possessed by unit employees who are covered by civil service.  However, all current 

employees who are employed as of the effective date of this Agreement shall be covered by the 

Civil Service to the extent provided by law.  
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ARTICLE XIX  

PAY SCHEDULE 

A. Salaries 

1. A table showing the annual salaries of all EMPLOYEES is hereby attached and marked 

Appendix A and Appendix B. 

2. Hourly Rate Computations 

The hourly rate for EMPLOYEES shall be determined by dividing the annual salary by the 

number of work days, and dividing the product thereof by the number of hours worked per 

day. 

B. Additional Compensation 

1. School Year Employees 

 Effective July 1, 2009 

  In addition to the basic compensation provided for above, all EMPLOYEES shall be 

entitled to additional compensation at the rate of $160.00 per annum upon completion of 

five (5) years of service as set forth below; an additional  $160.00 upon completion of ten 

(10) years of service; an additional $160.00 upon completion of fifteen (15) years of 

service; an additional $160.00 upon completion of twenty (20) years of service; an 

additional $160.00 upon completion of twenty-five (25) years of service; and an additional 

$160.00 upon completion of thirty (30) years of service. 

2. Full Year Employees 

  Effective July 1, 2009: 

  In addition to the basic compensation provided for above, all EMPLOYEES shall be 

entitled to additional compensation at the rate of $230.00 per annum upon the completion 

of five (5) years of service as set forth below; an additional $230.00 upon completion of ten 

(10) years of service; an additional $230.00 upon completion of fifteen (15) years of 

service; an additional $230.00 upon completion of twenty (20) years of service; an 

additional $230.00 upon completion of twenty-five (25) years of service; an additional 
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$230.00 upon completion of thirty (30) years of service, to become effective on the 

anniversary date of employment. 

C. Procedures 

 1. In determining whether or not an EMPLOYEE is entitled to additional compensation due to 

seniority, and the amount thereof, where the employment has not been continuous, all 

periods of employment with the City of Pittsfield shall be added to each other, except when 

the employment was terminated through fault, deficiency, resignation, act of School 

Committee or act of EMPLOYEE, and such separation from the employment exceeds sixty 

(60) days. 

 2. An EMPLOYEE who leaves the service of the School Department directly to enter the 

Armed Forces of the United States, and who thereafter returns to the service of the School 

Department upon termination of such service with the Armed Forces, shall be entitled to 

have the period of such service with the Armed Forces added to the term of her 

employment with the City in determining whether or not she is entitled to additional 

compensation and the amount thereof under this Article. 

 3. EMPLOYEES shall be entitled to the additional compensation under this Article 

commencing on the first payroll period following the time when the EMPLOYEE shall 

have completed the necessary periods of service set forth above. 

 

 

ARTICLE XX  

A.  DUES CHECK-OFF 

 1. The FEDERATION may secure authorization for payroll deductions for FEDERATION 

dues by filing the "Authorization for Payroll Deduction" card.  Such authorization may be 

revocable as provided by law.  The COMMITTEE will request the Treasurer of the City of 

Pittsfield to submit such sums in total to the FEDERATION Treasurer. 

 2. The FEDERATION shall be notified of any EMPLOYEE withdrawing or dropped from 

payroll deductions. 
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 3. Any EMPLOYEE desiring to have the COMMITTEE discontinue deductions that have 

been previously authorized must provide written notice to the COMMITTEE. 

 4. The FEDERATION agrees to and does hereby indemnify, defend and hold harmless the 

COMMITTEE and the City of Pittsfield, and their members, agents and representatives 

from and against any and all claims, demands, liabilities, suits or any other form of action 

brought by members of the collective bargaining unit arising from or relating to any action 

taken by them in good faith in making or transmitting such deductions in accordance with 

the FEDERATION'S written instructions, provided that the COMMITTEE has given the 

FEDERATION timely notice of any such claims, demands, liabilities or suits, and the 

FEDERATION has had an opportunity to intervene in and defend any such actions. 

B.  AGENCY SERVICE FEE 

1.   The Committee will respect the position of the Pittsfield Federation of Educational 

Secretaries, A.F.T.-Massachusetts as the sole and exclusive bargaining agent for all 

employees in the secretariesÕ bargaining unit on matters of wages, hours and conditions of 

employment for the life o this Agreement. 

2. Effective thirty (30) days after execution of this Agreement or the commencement of 

employment, whichever comes later, each employee, in accordance with the M.G.L. c150 

E ¤ 12., shall be required to pay the service fee to the Federation. 

3. The Federation will be solely responsible for enforcing the provisions of this Article.  The 

Committee will not be responsible to enforce any provision of this Article. 

4. The Federation will indemnify, defend and hold harmless, the Committee against any and 

all claims, actions or lawsuits of any kind or description whether at law or in equity, and 

whether based on statute, constitution, or common law, made or instituted against the 

Committee or its agents, employees or secretaries, resulting from this Article.  Specifically, 

the Federation will have no right of action by way of contribution, counterclaim, or other 

basis against the Committee.  Should any administrative agency or court of competent 

jurisdiction find the Committee liable for any damages as a result of this Article, the 

Federation will pay any and all of those damages, including interest and charges. 
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5. If any court of competent jurisdiction determines that any part of this Article, is 

unconstitutional, in violation of statute, or otherwise unenforceable, all of the other parts of 

this Article shall be null and void. 

6. The service fee shall be calculated in accordance with the provisions of M.G.L. c. 150E ¤ 

12, and applicable state and federal constitutional law, and shall not be paid by employees 

to remain members in good standing with the Federation. 

 

 

ARTICLE XXI  

NOTIFICATION AND REPRESENTATION  

1. In the event that an EMPLOYEE is to be disciplined, reduced in the rate of compensation, 

separated or otherwise discharged, such EMPLOYEE shall be given the reason or reasons 

in writing except for verbal reprimands. 

2. An EMPLOYEE has the right to be represented by the FEDERATION in any meeting with 

one or more administrators when there is probable cause to believe that the purpose of the 

meeting is for disciplinary action. 

 

 ARTICLE XXII  

SAVINGS CLAUSE 

 If any provisions of this Agreement is or shall at any time be contrary to law, then such 

provisions shall not be applicable or performed or enforced, except to the extent permitted by law 

and substitute action shall be subject to appropriate consultation and negotiation with the 

FEDERATION. 

 In the event that any provision of this Agreement is or shall be contrary to law, all other 

provisions of this Agreement shall continue in effect. 
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ARTICLE XXIII  

GENERAL   

 When it is necessary pursuant to ARTICLE XVI for an EMPLOYEE to attend an arbitration 

hearing during a school day, the School Committee will pay for two (2) members of the 

FEDERATION to participate.  All other costs for additional FEDERATION witnesses will be borne 

by the FEDERATION. 

 The EMPLOYER will make available to the FEDERATION in the Superintendent's Office, 

copies of minutes of the official School Committee meeting and all other public documents that are 

distributed to the EMPLOYER at official meetings, as soon as possible after such meeting.  A copy 

of the official agenda of the meeting, and any attached public documents will be made available to 

the FEDERATION in the Superintendent's Office as soon as possible. 

 Every secretary will be supplied with a serviceable secretary's desk, secretary's posture chair, 

electric typewriter, and other necessary equipment and supplies to effectively perform her duties. 

 At any school which has a school parking lot, an adequate portion of the parking lot will be 

reserved for her use, where possible. 

ARTICLE XXIV  

NO STRIKE 

 The parties agree that there shall be no strike of any kind whatsoever, no work stoppages, 

withholding of services, slowdowns, or interference with or interruption of the functioning of the 

school system by any EMPLOYEE or the FEDERATION. 

 Nor shall there be any strike or interruption of work because of any disputes or disagreements 

between any other persons, Employers, Associations, FEDERATIONS or Unions who are not 

signatory parties to this Agreement. 
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ARTICLE XXV  

BARGAINING UNIT WORK  

A. Paraprofessionals 

 No paraprofessional employee shall do the bargaining unit work of EMPLOYEES in the 

bargaining unit, except:  to fill in for illness, personal days, vacations, or other short-term absences 

by secretaries; or to help the secretarial staff with short-term overflows of work if the Superintendent 

or his designee determines such assistance is necessary.  It is understood, however, that 

paraprofessionals, as part and parcel of their jobs, regularly perform some typing, filing and other 

clerical functions.  However, paraprofessionals shall not displace existing bargaining unit 

EMPLOYEES through their performance of clerical duties.  "Short-term" as used in this Article 

shall mean periods of four (4) weeks or less. 

 It is understood that paraprofessionals shall not substitute for bargaining unit members until 

every effort has been made by the administration to enlist the services of a clerical substitute from 

the list of clerical substitutes in the Personnel Office. 

 

B. First Aid  

 The parties agree that, because a secretary is located in a central office of a school, it should 

not be assumed that assignment of non-secretarial functions should automatically fall to the 

secretary.  The parties agree to make every effort to form a system-wide committee with all involved 

bargaining units to be invited that will work toward the goal of forming a plan to designate a first aid 

person in each building. 
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ARTICLE XXVI  

DURATION OF CONTRACT  

  This Agreement shall be effective from July 1, 2009 to the period ending June 30, 2010.  

Negotiations for a successor agreement will begin no later than February 14, 2010. 

 
SCHOOL COMMITTEE OF THE PITTSFIELD FEDERATION OF EDUCATIONAL  
CITY OF PITTSFIELD SECRETARIES 
 
 
 
         
Chairman        President 
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 APPENDIX A 

FULL YEAR EMPLOYEES  
 
 
JR. CLERK -STENOGRAPHER, ACCOUNT CLERK/DISPATCHER,  
CAFETERIA BOOKKEEPERS  

7/1/09 -  6/30/10 effective 11:59 p.m. 
6/30/10 (employees shall commence 

receiving the higher rate on 7/1/10) 
STARTING RATE  $23,577 $23,718 

1 YEAR  $24,712 $24,860 
2 YEARS  $25,853 $26,008 
3 YEARS  $27,005 $27,167 
4 YEARS  $28,168 $28,337 
6 YEARS*  $28,591 $28.763 
10 YEARS**  $29,458 $29,635 

 
CLERK -TYPIST, CLERK   

7/1/09-  6/30/10 effective 11:59 p.m. 
6/30/10 (employees shall commence 

receiving the higher rate on 7/1/10)  
STARTING RATE  $22,398 $22,532 

1 YEAR  $23,538 $23,679 
2 YEARS  $24,680 $24,828 
3 YEARS  $25,834 $25,989 
4 YEARS  $26,997 $27,159 
6 YEARS*  $27,402 $27,566 
10 YEARS**  $28,233 $28,402 

 
Senior Clerk-Stenographer and Data Entry Clerk shall receive a $1,606 differential effective July 
1, 2008. 
Effective upon ratification by both constituent bodies, each current bargaining unit employee 
shall receive a onetime payment in the amount of $160.00 (prorated for part-time).  Effective at 
11:59 p.m. on June 30, 2010, the salary schedule shall be increased by 0.6% (i.e., employees 
shall commence receiving the higher rate on July 1, 2010).  This increase reflects the $160.00 
onetime payment noted above.    
       
*  After six (6) years of continuous service in the bargaining unit and/or in the City of 

Pittsfield clerical bargaining unit.. 
 
**  After ten (10) years of continuous service in the bargaining unit and/or in the City of 

Pittsfield clerical bargaining unit.. 
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APPENDIX B 
 

SCHOOL YEAR EMPLOYEES  
 

 
JR. CLERK AND STENOGRAPHER, DATA ENTRY OPERATOR,  
VISION AND HEARING TECHNICIAN   
    7/1/09-  6/30/10 effective 11:59 p.m. 

6/30/10 (employees shall commence 
receiving the higher rate on 7/1/10)   

STARTING RATE  $16,410 $16,508 
1 YEAR  $17,200 $17,303 
2 YEARS  $17,995 $18,103 
3 YEARS  $18,796 $18,909 
4 YEARS  $19,606 $19,724 
6 YEARS*  $19,901 $20,020 
10 YEARS**  $20,503 $20,626 

 
JUNIOR CLERK TYPIST   

7/1/09-   6/30/10 effective 11:59 p.m. 
6/30/10 (employees shall commence  
  receiving the higher rate on 7/1/10)  

STARTING RATE  $15,591 $15,685 
1 YEAR  $16,383 $16,481 
2 YEARS  $17,178 $17,281 
3 YEARS  $17,983 $18,091 
4 YEARS  $18,791 $18,904 
6 YEARS*  $19,074 $19,188 
10 YEARS**  $19,652 $19,770 

 
Effective upon ratification by both constituent bodies, each current bargaining unit employee 
shall receive a onetime payment in the amount of $110.00 (prorated for part-time).  Effective at 
11:59 p.m. on June 30, 2010, the salary schedule shall be increased by 0.6% (i.e., employees 
shall commence receiving the higher rate on July 1, 2010).  This increase reflects the $110.00 
onetime payment noted above.    

 
      
*  After six (6) years of continuous service in the bargaining unit and/or in the City of 

Pittsfield clerical bargaining unit.. 
 
**  After ten (10) years of continuous service in the bargaining unit and/or in the City of 

Pittsfield clerical bargaining unit.. 
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APPENDIX C 

NOTICE OF RESIGNATION AND CLAIM OF BENEFITS 

PURSUANT TO  

ARTICLE X11 § 2OF THE AGREEMENT BETWEEN 

THE PITTSFIELD FEDERATION OF EDUCATIONAL SECRETARIES  

AND  

THE PITTSFIELD SCHOOL COMMITTEE 

 

 

I, (Please print or type name           , 

Hereby invoke Article XII § 2 of the Agreement between the Pittsfield Federation of Educational 

Secretaries and the Pittsfield School Committee, and submit my resignation from the Pittsfield 

Public Schools, effective (please indicate date)      , but not later that the 

day preceding the start of the next teachers’ work year.  In so doing, I claim the benefits stated in 

Article XII § 2.A that is due me upon my leaving said employment. 

I hereby state that I have duly determined that I am eligible to retire under the rules of the 

Pittsfield Retirement Board. 

I recognize that, except under the conditions set forth in Article XII § 2.B of the Agreement, my 

resignation will be effective on the date stated above, and may not be revoked. 

 

SIGNATURE;        DATE:       
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APPENDIX D 
 

MEMORANDUM OF AGREEMENT  
 

The parties to the Agreement between the Pittsfield School Committee (Òthe COMMITTEEÕ) and 

the Pittsfield Federation of Educational Secretaries (Òthe FEDERATION) for the period 

commencing July 1, 2000, and ending June 30, 2003, desire to ensure the safe and efficient 

operation of the public schools of Pittsfield and the fair and adequate compensation of the 

secretarial personnel employed by the Pittsfield Public Schools.  In furtherance of these ends, the 

parties to said  Agreement hereby agree as follows: 

1. Extension of Work Day:  In order to accommodate the possible aforementioned need of 

schools for clerical and secretarial help due to studentsÕ extended instructional day, the 

COMMITTEE may add up to fifteen (15) minutes per day to the work day of School 

Year secretaries. 

2. Pro Rata Compensation:  Any such time that is added to a secretaryÕs work day shall be 

compensated pro rata by the COMMITTEE. 

3. Impact Bargaining:  The COMMITTEE and the FEDERATION shall meet to conduct 

impact bargaining prior to the actual date of the start of any such additional time. 
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APPENDIX E 
 

SIDE LETTER OF AGREEMENT  
 
 

A. The parties agree that Cafeteria Bookkeepers will be classified as full-year EMPLOYEES 
paid in the Clerk Stenographer, Clerk Dispatcher, Account Clerk category.  EMPLOYEES in 
this position will be paid for actual weeks worked. 

 
B. Salary increases and other benefits and payments provided under this Agreement shall be 

retroactive to the date of the expiration of the predecessor Agreement, except that 
retroactive salary increases and other benefits and payments shall not be provided to any 
person who was a member of the bargaining unit between the date of the expiration of the 
predecessor agreement and the date of the ratification of this Agreement and who, during 
that period, was discharged or terminated for cause, or who resigned her/his employment 
in the bargaining unit rather than face discharge or termination for cause. 

 
 Any person not a member of the bargaining unit on the date of the ratification of this 

Agreement, but who was a member of the bargaining unit between the date of the 
expiration of the predecessor Agreement and the date of ratification of this Agreement, 
and who is otherwise entitled to a retroactive salary increase or other benefit or payment 
hereunder, shall not be entitled to claim such increase, benefit, or payment unless she/he 
makes a written demand of the EMPLOYER for payment of same within thirty (30) 
calendar days after the date of this ratification of this Agreement by the parties. 

 
 

 
 
 
FOR THE PITTSFIELD  FOR THE PITTSFIELD FEDERATION 
SCHOOL COMMITTEE OF EDUCATIONAL SECRETARIES 

         

 

DATE:    DATE:        

 

 


