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ARTICLE I - INTRODUCTION
This document represents salary schedules, fringe benefits, working conditions and other rules and
regulations applicable to employees who are not affiliated/represented by a union(s). More
specifically, the conditions listed in this document cover the following NON-AFFILIATED
CLASSIFICATIONS:
Associate Superintendent, Assistant Superintendent, Executive Director, Chief Information Officer,
Director, Supervisor, Coordinator, Controller, Finance Manager, Information Systems Manager,
Operations Manager, Technical Specialist III, Technical Specialist II, Finance/HR Support Specialist,
Finance Manager, Administrative Assistant, Accountant, Research Assistant, Executive Secretary,
Grants Compliance Manager, Project Specialist I, Project Specialist II, Pupil Accounting Specialist,
Technical Specialist I, Human Resources Assistant, Technical Assistant, Medicaid Specialist,
Facilities Assistant, Assistant Pupil Accounting Specialist, Business Services Assistant and
Programmer.
The following classifications in the EARLY CHILDHOOD DEPARTMENT are also covered by this
document (with exceptions as noted within):
Preschool Education Manager, Head Start Early Childhood Specialist, Great Start Readiness
Program Early Childhood Specialist, Head Start Quality Assurance Specialist, Early Childhood
ERSEA and Finance Specialist, Early Childhood Intake and Data Specialist, Home Visiting Intake
Specialist, Early Head Start Home Visitor, Head Start Family and Community Partner Specialist,
Early On Home Visitor, Preschool Recruitment and Data Assistant.
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ARTICLE II - PERSONNEL

A. Recruitment and Selection of Personnel
The Board of Education (Board) expects the Superintendent to recruit and recommend for employment
personnel needed to carry out the responsibilities of the Washtenaw Intermediate School District
(District). It also desires the Associate Superintendents, Assistant Superintendents, Executive Directors,
Directors and Supervisors to assist local school districts, upon their request, to recruit personnel
needed to carry out their programs.

B. Qualifications for Position
All persons employed will be expected to meet and maintain employment qualifications
required by state law or regulations and by the Board. Persons employed for positions for
which no minimum qualifications are mandated by state law or regulations will meet the
qualifications established by the Board. It is assumed that the Board may adopt standards in
excess of the minimum required by the state.
If an employee is hired for a position for which temporary approval must be received for the
employee to work in that position pending their completion of required coursework, the
District will reimburse the employee ½ of the actual cost of tuition for courses taken. The
maximum reimbursement will be based on the cost of similar courses at Eastern Michigan
University. The reimbursement will be made to the employee upon the completion of all the
required coursework and awarding of the full approval for the position by the Michigan
Department of Education. This provision will also apply if the State of Michigan modifies the
qualifications/certification/endorsement for maintaining a position.
EARLY CHILDHOOD PERSONNEL (ONLY):
The hiring process for a Head Start position requires active parent representation in the interview
process. Head Start Policy Council approval of the selected individual is required prior to hiring.

C. Contracts
The Board retains ultimate authority regarding issuance of administrative contracts for those
positions covered by the Michigan Revised School Code.

D. Grant Funding
The salaries and benefits for some staff are funded by revenues associated with grants with other
entities or organizations (federal, state or local). Personnel employed for such positions should be
aware that their employment is always conditional upon the continuation of grant funding for the
programs that they are assigned to support.

E. Probation
Personnel not under contract shall be considered probationary employees for the first ninety (90)
workdays of their employment.
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F. Assignments
Assignment of personnel means the specific designation of an employee to an established salary grade
and length of work year. Length of work year is defined by number of work days (e.g., 210, 230).
Reference to full-time, twelve-month employees usually means those employees who have been
assigned to work 230 days. Such assignments are made by the Superintendent following official
appointment by the Board of Education (if required). Assignment to specific duties is made by the
administrative head responsible, under the general direction of the Superintendent and within the limits
set by the certification and job specification provisions. Work schedules shall be developed by
employees and their immediate supervisors in accordance with Article IV, Section A.

G. Promotions1
1. A promotion is defined as a change in status that represents both a change in duties and also a change to a
higher salary classification.

2. Whenever a vacancy (or anticipated vacancy) is open, the District commits to posting
electronically for the duration of five (5) calendar days. An employee seeking consideration for
the position shall submit a letter of interest and updated resume to the HR & Legal Department.
3. First consideration shall be given to filling the position through the promotion of present staff
provided that his/her qualifications are equal to those of applicants from outside the organization.

H. Working Day
1. Exempt Employees:
The working period for Exempt personnel covered by this manual will be the amount of time necessary
to carry on their tasks in a superior manner. Because of this, length of the day may vary from time to
time and from position to position depending upon demands that are created by the specific situation.
In general, personnel will follow the working hours established for their assignment, but again, this
general philosophy will prevail: The completion of the task is of prime importance. When an employee
is required to work extended hours to complete time-sensitive tasks, the employee may adjust
his/her regular schedule with supervisor approval.

2. Non-Exempt Employees:
For the majority of full-time employees, the normal work week consists of 37.5 hours based on a 7.5hour day, 5 days per week. Work schedules for some employees will vary. Supervisory will advise
employees of their individual work schedules and may adjust schedules and shifts as they deem
necessary and appropriate for effective operations. Staffing needs and operational demands may
necessitate variations in starting and ending times. Accordingly, the Superintendent or his/her
designee may modify each employee’s work schedule as he/she determines operational needs
demand.
Working overtime may be required by the Employer. Non-exempt employees shall be paid time-andA promotion is defined as a change in status that represents both a change in duties and a change to a higher salary
classification.
1
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one- half for all hours worked beyond thirty-seven-and-one-half (37.5) hours in any one week, Monday
through Sunday. At the employee's option and with the supervisor's approval, compensatory time may
be used as an alternative to time-and-one-half payment for overtime. The compensatory time will be
calculated on the same basis as monetary payment.

I. Emergency School Closings
Occasionally it becomes necessary to close all or part of District operations due to weather conditions
or other Acts of God. The Employer shall notify employees by announcing said closing on the
Employer’s website and thru School Messenger or other electronic alert system.
If District operations are closed, staff members are not required to report unless requested to do so
in the closing announcements. Those staff members not reporting shall submit an absence in the
absence management system and have the day charged to personal leave or use a non-work day.

J. Salary Determination
The procedure for determining salaries for personnel covered by this manual shall be as follows:
1. Salaries will be based on the Salary Schedule (see Appendix II). The Salary Schedule is based on 230
paid days; 225 work days and 5 paid holidays (identified in Article IV). Salaries for employees
working less than a 230-day schedule will be computed based on dividing the appropriate salary in
the Salary Schedule by 230 and then multiplying the result by the number of work days, including
the 52 paid holidays.
2. Step movement for all employees will occur on July 1st of each year based on the following:


For those hired between July 1 and December 31, a move to the next step in the pay schedule
will occur on the July 1st following their date of hire.



For those hired between January 1 and June 30, a move to the next step in the pay schedule
will occur at the second July 1st subsequent to their date of hire.



Step progression requires an overall performance evaluation rating of Effective or Highly
Effective. An employee who is rated as Ineffective on an annual year-end evaluation may appeal
to the Superintendent. The request must be submitted in writing within twenty (20) days after
the employee is informed of the rating and/or the date on the annual evaluation (whichever is
later). Upon receipt of the request, the Superintendent shall schedule a meeting with the
employee and his/her supervisor to review the evaluation. The Superintendent may make
modifications to the evaluation based on his or her review.

3. In recognition of the responsibilities of a Special Education Supervisor, each Special Education
Supervisor will receive an additional $5,000 in salary compensation. If the employee is
employed for less than a full fiscal year, this amount will be prorated similar to the employee’s
base compensation (see Section K, Employment for Less than a Full Fiscal Year).
4. Employees are eligible for a one-time annual payment based on budget-to-actual savings from
the prior year. See Attachment B for the details of the calculation.
5. Employees will receive pay installments two times per month, less statutory reductions and
such other sums for mutually agreed purposes, the total sum to equal the annual contract salary.
2

Thanksgiving, Day after Thanksgiving, Christmas, New Years, and MLK Jr. Day
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K. Employment for Less than a Full Fiscal Year
Employees hired after the beginning of the contract year will be paid on a pro-rated basis with leave
and other fringe benefits appropriately pro-rated. The pro-rated salary is computed by applying the
percentage of the year to be worked to the 230 paid days (rounded to the nearest whole day), and then
multiplying that number by the daily salary rate (annual base salary divided by 230). The percentage of
the year worked is based on the number of weekdays in a year, usually 261 days. The percentage is
computed by dividing the number of weekdays from the start date through June 30 by the annual number
of week days.
Sample calculation:
Employee starts on November 1, 2016. Hired at Grade 3, step 1. There are 174 weekdays between
November 1, 2016 and June 30, 2017. There are 261 weekdays in the 2016-17 fiscal year.

The employee would complete a calendar with 153 work days (including paid holidays, if applicable)
for approval by their supervisor. Paid holidays are part of the 230 days used above; see Article IV, Section
1(A) for additional information.
Employee contributions to medical coverage and other optional benefits will also be prorated.
Employees that have a hire date of the 1st thru the 15th (of the month) shall receive health care
benefits on the date of hire and be charged retroactively to the 1st of the month. Employees that have a
hire date of the 16th thru the end of the month shall receive health care benefits on the date of hire and
shall be charged retroactively to the 16th of the month.

L. Outside Employment
Outside employment that does not interfere with the regular duties of a person employed by the District
and that is not in conflict with the professional position of the staff member is considered to be a
personal matter of the employee. The determination whether such employment is in conflict is that of
the Superintendent. Employees will be expected to notify the Superintendent and their supervisor prior
to the start of any outside employment.

M. Evaluation Procedure
The following procedure is to be followed:

1. Supervisors will share the applicable evaluation process that has been adopted in accordance with
administrative procedures annually with their employees.
2. Evaluation criteria for positions covered by state statute shall be in compliance with all applicable
state regulations.
3. Evaluations for personnel shall be filed with the Human Resources Department annually. Evaluations
for personnel under contract shall be filed no later than June 30th. Evaluations for all other
personnel shall be filed no later than June 30th.
Employees shall be informed annually of their employment status in accordance with the Tenure Act
where applicable.
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N. Health and Medical Conditions
When, in the opinion of the Superintendent, performance of the employee is adversely affected by
his/her health, the Superintendent may request that the employee obtain a medical examination by a
Michigan licensed physician at the expense of the District. Failure to comply with the request may result
in disciplinary action, up to and including suspension or discharge.

O. Termination Payments
1. A staff member who is terminated or whose resignation is accepted during the year shall receive a
lump sum payment comprised of (a) the balance of their annual salary owed to them minus any sum
they owe to the agency; (b) any unused annual leave days, which have been accumulated up to the
maximum allowed, paid on a per diem basis; and (c) any vested sick pay benefits, as specified below,
paid on a per diem basis. A temporary employee will only be paid the balance of the annual salary
owed to them.
a. Resignation:
Failure to give notice thirty (30) days in advance of resignation may invalidate the provision
requiring payment for carried forward annual leave and vested sick pay benefits.
b.

Retirement:
Failure to give notice ninety (90) days in advance of retirement may invalidate the provision
requiring payment for carried forward annual leave in subsection 3 and vested sick pay
benefits in subsection 4.

c.

For employees age 55 and over, termination payments made under subsections 3 and 4 below
shall be made through a qualified, district-administered 403(b) effective June 1, 2018.

2. Balance of Annual Salary:
The balance of the annual salary is computed by calculating the number of days worked (including
sick and personal days, and paid holidays, if applicable) multiplied by the daily salary rate (annual
base salary divided by 230) and then subtracting the year-to-date pay from the last payroll. If the
employee has been overpaid based on the days worked, the employee agrees to reimburse the
Employer all overpaid funds.

3. Unused Annual Leave (Employees Hired before July 1, 2013):
Employees of the district as of July 1, 2013 may have annual days they have carried over from
previous years. Terminal payment for these unused annual leave days earned by the employee in
previous years shall be limited to a maximum of twenty (20) days and paid at the individual's
current daily rate, no matter when the separation occurs. The Superintendent shall have the
authority to allow for a terminal payment in excess of the twenty (20) days at his/her discretion.

4. Vested Sick Pay Benefits:
Employees with five (5), but less than ten (10) years’ experience with the District shall receive
payment equal to 12% of their accumulated unused sick leave up to a maximum accumulation of 200
days, except when the person is terminating due to retirement. In that case, the employee shall
receive payment equal to 12% of his/her accumulated unused sick leave up to a maximum
accumulation of 300 days. The daily rate for sick leave shall be at the beginning step of the
classification at the time of separation.
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For employees with ten (10) thru nineteen (19) years with the District, the payment percentage
shall be 17% with the same established maximum unused sick leave accumulations. The daily rate
for sick leave shall be at the beginning step of the classification at the time of separation.
For employees with twenty (20) or more years of service with the District, the payment percentage
shall be 20% with the same established maximum unused sick leave accumulations. The daily rate
for sick leave shall be at the beginning step of the classification at the time of separation.
For persons retiring from the District, with twenty (20) or more years of service with the District,
the payment percentage shall be 20% with the same established maximum unused sick leave
accumulation. The daily rate for sick leave shall be at the employee’s per diem rate at the time of
retirement.
In order to utilize the retirement provision under any of the above payments, the staff
member must submit written notice of his/her intent to retire no later than three (3)
months prior to the effective retirement date.

5. Personal Leave:
Unused personal leave days in the year of separation will be added to the accumulated sick leave
prior to computing the vested sick pay benefits payment.
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ARTICLE III - BENEFITS

A. Fringe Benefits
The following fringe benefit coverage is available to employees:
 Medical
 Prescription Drugs
 Dental
 Vision
 Long Term Disability
 Life and Accidental Death & Dismemberment
 Internal Revenue Code section 457 deferred compensation and 403(b) employee deferral
and employer matching contributions
 General Liability (for liability incurred in the course of employment duties)
A copy of the policy outlining liability coverage is available in the Business Office.

B. Eligibility for Coverage
The following NON-AFFILIATED employee classifications are eligible for single, two-person or full
family coverage for health, dental and vision coverage:
Associate Superintendent, Assistant Superintendent, Executive Director, Chief Information
Officer, Director, Supervisor, Coordinator, Controller, Finance Manager, Information Systems
Manager, Operations Manager, Technical Specialist III, Technical Specialist II, Finance/HR
Support Specialist, Finance Manager, Administrative Assistant, Accountant, Research Assistant,
Executive Secretary, Grants Compliance Manager, Project Specialist I, Project Specialist II, Pupil
Accounting Specialist, Technical Specialist I, Human Resources Assistant, Technical Assistant,
Medicaid Specialist, Facilities Assistant, Assistant Pupil Accounting Specialist, Business Services
Assistant and Programmer.
The following EARLY CHILDHOOD employee classifications are eligible for single, two-person or full
family coverage for health, dental and vision coverage:
Preschool Education Manager, Head Start Early Childhood Specialist, Great Start Readiness Program
Early Childhood Specialist, Head Start Quality Assurance Specialist, Early Childhood ERSEA and
Finance Specialist, Early Childhood Intake and Data Specialist, Home Visiting Intake Specialist, Early
Head Start Home Visitor, Head Start Family and Community Partner Specialist, Early On Home
Visitor, Preschool Recruitment and Data Assistant.
The Employer will implement the aggregate hard cap for health/medical benefits in conformance with
PA 152 of 2011 using a modified rate methodology to more accurately reflect industry practice for
pricing single, two-person and full family coverage. The Employer will offer a selection of
health/medical care options through a single carrier or health care administrator. The underlying
coverage levels of at least two of the offered health plans will be the same as the coverage levels of the
PPO-type plans offered as of June 30, 2013 with the exception of the option which will be identified
as the “HMO” option which will have no out-of-network coverage. Co-pays, deductibles and coinsurance, if applicable, may vary between options.
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Employees that have a hire date of the 1st thru the 16th (of the month) shall receive health care
benefits on the date of hire and be charged retroactively to the 1st of the month. Employees that have
a hire date of the 16th thru the end of the month shall receive health care benefits on the date of hire
and shall be charged retroactively to the 16th of the month.
For employees electing opt out of the health insurance coverage offered by the Employer, the
Employer will contribute $104.16 per pay (based on an annual opt out amount of $2,500 in lieu of this
offer of health insurance coverage upon the following conditions:

1) The employee voluntarily and in writing opts out of the health benefits coverage offered by the
Employer, and
2) The employee provides documentation to the Employer that the employee (and eligible
dependents) has other health coverage that meets the recommended minimum value
requirements in compliance with the Affordable Care Act.
Beginning January 1, 2012, for employees eligible for two-person or full family coverage, if an
Employee's spouse and/or dependent have health coverage available to them through their employer
or a government- sponsored plan, they are encouraged to enroll in that coverage. If they do not enroll,
the Employee must pay 10% of the annual cost difference between the individual coverage and the
two-person or full family coverage. The contribution shall be taken out of the employee’s pay on a
pre-tax basis.
Notwithstanding any other provision of this Staff Manual, the parties understand that health benefits
described herein are subject to the Affordable Care Act (“ACA”) and that the ACA has many required
provisions with varying effective dates. The District may amend the health plan to the extent
necessary in order to ensure compliance with the ACA.

C. Employer Match of Employee 403(b) and 457 Contributions
If an employee contributes to a qualified District-administered 403(b) or 457 plan, the District will
match the employee’s contribution up to 1% of the employee’s base salary. For each participating year,
the contribution they want to have matched must be made by the employee via payroll deduction by
March 31st. The plans available through the Michigan Public School Employees
Retirement System are not “District-administered” plans.
An employee on Step 7 is eligible for (the below referenced) increased match contribution after 5 (or
10 or 15) completed years of service as of June 30th prior to the beginning of the employee
contribution year:
Years of Service
5
10
15

Employee
1.0%
1.5%
2.0%

Employer
2%
3%
4%
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D. Life-Long Learning
1. An annual life-long learning payment of 1.5% of base salary shall be made if the employee has
completed at least five (5) years of service to the District as of July 1st of the qualifying year and
has completed one of the following within their last five (5) years of service to the District:
 Six (6) semester hours of college credit;
 Eighteen (18)3 SB-CEUs4;
 1505 SCECHs6;
 An equivalent or combination of college credit, SB-CEUs or SCECHs equal to six (6) semester
hours of college credit; or
 A comparable plan that is pre-approved by the Superintendent equal to six (6) semester hours of
college credit.
All credit shall be appropriate to the employee's assignment and shall be pre-approved by the Superintendent.
It shall be a pre-approved program of professional improvement, above and beyond the employee’s regular
job requirements, that prepares the employee to better serve the agency….
All credit shall be appropriate to the employee's assignment and shall be pre-approved by the employee’s
supervisor; final approval of the submission shall be by the Superintendent. It shall be a pre-approved
program of professional improvement, above and beyond the employee’s regular job requirements, that
prepares the employee to better serve the agency…
The employee must complete the District’s designated form entitled the “Lifelong Learning Plan” (located
on the District’s website) and submit to his/her Supervisor for pre-approval. The endorsed Lifelong
Learning Plan must be submitted to HR.
After the courses are completed, the employee must complete the form entitled “Lifelong
Learning/Longevity” application (located on the District’s website) and submit to HR with an official
transcript. Contact the Human Resources Department if you have questions.

2. An annual life-long learning payment of 2.0% of base salary shall be made if the employee has at
least ten (10) years of service to the District as of July 1st of the qualifying year and has completed
one of the following within their last five (5) years of service to the District:






Six (6) semester hours of college credit;
Eighteen (18)1 SB-CEUs2;
1503 SCECHs4;
An equivalent or combination of college credit, SB-CEUs or SCECHs equal to six (6)
semester hours of college credit; or
A comparable plan that is pre-approved by the Superintendent equal to six (6) semester
hours of college credit.

All credit shall be appropriate to the employee's assignment and shall be pre-approved by the
Superintendent. It shall be a pre-approved program of professional improvement, above and
beyond the employee’s regular job requirements, that prepares the employee to better serve the
agency.

3

3 SB-CEUs = 1 semester credit hour / 18 SB-CEUs = 6 semester credit hours.
State Board Continuing Education Unit (SB-CEU) Program.
5
25 SCECHs = 1 semester credit hour / 150 SCECHs = 6 semester credit hours.
6
State Continuing Education Clock Hours.
4
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3. A total annual life-long learning payment of 2.5% of base salary shall be made if the employee has
at least fifteen (15) years of service to the District as of July 1st of the qualifying year and has
completed one of the following within their last five (5) years of service to the District:
 Six (6) semester hours of college credit;
 Eighteen (18)7 SB-CEUs8;
 1509 SCECHs10;
 An equivalent or combination of college credit, SB-CEUs or SCECHs equal to six (6)
semester hours of college credit; or
 A comparable plan that is pre-approved by the Superintendent equal to six (6) semester
hours of college credit.
All credit shall be appropriate to the employee's assignment and shall be pre-approved by the
Superintendent. It shall be a pre-approved program of professional improvement, above and beyond
the employee’s regular job requirements, that prepares the employee to better serve the agency.
Under no condition are life-long learning payments cumulative. The maximum payment under this
section shall not exceed 2.5% of base salary.

E. Education Credit
1. If the employee has thirty (30) semester hours of credit beyond a Master’s degree at an accredited
institution, the employee shall receive an annual payment of $1,000. The thirty (30) hours beyond a
Master’s degree must be in a subject area or field that is directly related to the employee’s job
responsibilities. Should a dispute arise regarding the eligibility for this payment, the Superintendent
shall resolve the issue unilaterally.
2. If an employee has forty-five (45) semester hours of credit beyond a Master’s degree at an
accredited institution, the employee shall receive an annual payment of $1,500. The forty-five (45)
hours must be in a subject area or field that is directly related to the employee’s job responsibilities.
Should a dispute arise regarding the eligibility for this payment, the Superintendent shall resolve
the issue unilaterally. Such payment is not cumulative (for this credit level a total not to exceed
$1,500 shall be made).
3. If the employee has earned a Ph.D., Ed.D. or J.D. from an accredited institution, the employee shall
receive an annual payment of $2,000. Such payment is not cumulative (shall not exceed a total of
$2,000 for all credits earned beyond a Master’s degree). The Ph.D., Ed.D. or J.D. degree must be in a
subject area or field that is directly related to the employee’s job responsibilities. Should a dispute
arise regarding the eligibility for this payment, the Superintendent shall resolve the issue
unilaterally.
4. The employee must complete the form entitled “Non-Affiliated Staff Education Credit form”
(located on the District’s website) and submit to HR with an official copy of the individual’s
transcript recording their educational attainment before the employee will be eligible for education
credit under this section. Contact the Human Resources Department if you have questions.
5. Qualification for an educational credit will be determined on July 1 st and January 1st of the
7

3 SB-CEUs = 1 semester credit hour / 18 SB-CEUs = 6 semester credit hours.
State Board Continuing Education Unit (SB-CEU) Program.
9
25 SCECHs = 1 semester credit hour / 150 SCECHs = 6 semester credit hours.
10
State Continuing Education Clock Hours.
8
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qualifying year. Employees qualifying as of the January 1st deadline will receive one-half of the
respective annual payment identified above in the initial year of qualification.

F. Workers’ Compensation
The Board shall cover all personnel under the Michigan Workers' Compensation Act.
An employee who suffers injury compensable under the Workers' Compensation Act shall be
compensated as follows:
For absences less than 8 days: The employee shall receive full salary through payroll with no charge
to the employee’s sick leave.
For absences 8 to 13 days: The employee shall receive full salary for the first seven (7) days through
payroll with no charge to the employee’s sick leave. Beginning day eight (8), the employee will begin
receiving Workers’ Compensation benefit payments and shall, at his/her option, be compensated in
either one of the following two methods. For each workers’ compensation claim is excess of eight (8)
days, the choice of the employee, once made, shall remain unchanged:

1. The benefits for which s/he is eligible under the Workers' Compensation Act with no deduction
from sick leave.
OR
2. The benefits for which s/he is eligible under the Workers' Compensation Act supplemented by the
difference necessary to equal his/her salary, which difference shall be charged against accumulated
sick leave on a pro-rated basis.
For absences 14 days or more: The employee shall receive Worker’s Compensation benefit payments
retroactive to the first date of injury. The compensation method selected above will continue. Once a
return to work determination is received by the Employer stating that the absence due to the workrelated injury will exceed 13 days, some or all of the salary, depending on which of the compensation
options above the employee chose, received by the employee from the Employer for any or all of the
first seven (7) days will need to be repaid to the Employer:
1. If the employee selected option 1, once the employee returns to work, the employee’s remaining
salary for the year will be adjusted to recapture the overpayment.

2. If the employee selected option 2, any salary already received by the employee for any or all of the
first seven (7) days will be applied to the remaining payments due for the difference between such
employee’s salary and the weekly benefit received. If an employee returns to work before all
salary received for any or all of the first seven (7) days of absence has been applied, the employee’s
remaining salary for the year will be adjusted to recapture the overpayment.
In either case, if the employee resigns his/her employment and has not paid back all of the salary paid
during the first seven (7) days, the employee agrees to reimburse the Employer all overpaid funds. If
the employee’s long-term prognosis is determined that he/she will to not be able to perform the
essential functions of their position, the employee will be required to submit their resignation from
his/her position. The Employer's responsibility under this section shall end upon cash settlement of
a Workers' Compensation claim.
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ARTICLE IV - LEAVES
Employees who are absent from their regular work assignment(s) must complete necessary absence
forms in order that adequate records may be maintained.

A. Employees’ Attendance System
1. All Non-Affiliated employees must complete a calendar before each fiscal year begins indicating the
days they plan to work to fulfill their number of work days/hours to earn their full salary. Full-time,
12-month employees are required to complete a calendar showing their 225 work days (1,687.50
hours) and 5 paid holidays. An employee working a full-time, 210-day schedule is required to
complete a calendar showing their 205 work days (1,537.50 hours) and 5 paid holidays. The
remaining days/hours on the calendar are non-workdays/hours and are unpaid; these days/hours
can be used for holidays and vacations. Depending on the number of weekdays in the year and on leap
year, there may be either 30, 31 or 32 non-work days.
2. Employees may be asked to report days/hours worked and days/hours absent by reason/type at
the discretion of the Employer. An employee may seek reclassification of days/hours with
supervisor approval [Ex: If an employee is approved for a non-work day on July 1st and is
subsequently sick on July 1st, the employee may seek reclassification from his/her immediate
supervisor]. An updated (approved) paper absence form must be submitted to the Human
Resources Office no later than (30) days from the absence at issue.
3. All absences must be entered in the Absence Management system available on the Employer’s
website. The Absence Management system may have a deadline for allowing the employee to enter
the absence via the website; every effort should be made to enter the absence by the deadline. If an
employee is still unable to enter the absence by the deadline, the employee will be required to fill out
a paper absence form documenting their absence and have their supervisor approve the absence
manually. These fully- approved forms need to be received by the Human Resources department by
the end of the payroll period (the 15th of the month for the 1st to the 15th period, or the last day of
the month for the period after the 15th of the month) in which the absence occurred. If the fully
approved form is not received, the employee could be docked for the undocumented absence period.
4. Failure to utilize Employer systems for timekeeping and absence management, to complete a
calendar, or to prepare paper absence forms when necessary could result in disciplinary action, up
to and including discharge.
B. Additional WorkDays/Hours
The Employer may determine that it may be necessary for an employee to work more than the
number of days utilized to calculate their annual salary. If the employer makes that determination,
the Employer and the employee will modify the employee’s calendar as necessary, but in no situation
will the additional work days exceed ten (10) days/75 hours. Additional work hours will be paid at
the employee’s hourly salary rate (annual base salary divided by 230 divided by 7.5). All additional
work days/hours must be approved by the employee’s supervisor, and calendars must be adjusted
by May 1st of each year. An accounting of additional days/hours must be provided to the Business
Office by May 1st so that the budget recommendation to the Superintendent and Board of Education
can be updated in a timely manner.
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C. Leave with Pay
1. Sick leave may be used for the following:
a. Personal illness or medical care of the employee due to contagious disease, organic defects and
mental disorders. Sick leave shall also include a physical disability caused as a result of
accidental injury.
b. Illness or injury in the family of fifteen (15) days in a three-year period, without the approval of
the employer. With the approval of the Superintendent, up to an additional thirty (30) days in
the same three-year period for a documented medical condition. Additional time may be
approved by the Superintendent upon request.
c. In the event of death in the “family” (as defined in subsection d), up to five (5) days per year shall
be allowed. Employees must submit request(s) to his or her immediate supervisor. Up to three
(3) of these days may be utilized for bereavement for persons other than family, provided prior
approval is obtained from the Superintendent. Additional days may be granted by the
Superintendent upon request.
d. For the purposes of bereavement leave; Family/Relative shall be defined as
spouse/domestic partner, parent*, children*, grandchildren*, spouse/domestic
partner’s parents*, grandparent*, sibling *, sibling(s)’ children, and parent(s)’ sibling.
(* = Adoptive, Biological, Foster, In-law, or Step).
e. For purposes of illness or injury in the family; Family/Relative shall be defined as
spouse/domestic partner, parent*, children*, grandchildren*, spouse/domestic
partner’s parents*, grandparent *, sibling *, sibling(s)’ children, and parent(s)’ sibling.
(* = Adoptive, Biological, Foster, In-law, or Step).
After all accumulated days of sick leave have been taken, full pay will be deducted for each
additional day of absence unless the employee shall elect to use any accrued annual leave for
this purpose.

f.

All personnel employed on a twelve-month basis shall be granted one and one half (1 1/2) days
of sick leave monthly, accumulating to eighteen (18) days annually with total accumulation
being unlimited at the close of any fiscal year. For the purpose of this accumulation, personnel
employed for 186 days shall be considered ten-month employees while personnel employed for
200 days, but less than twelve-months, shall be considered eleven-month employees.
Employees working a part- time schedule on their scheduled days (i.e., working 230 days but
only 0.6 FTE each day) will have their sick time accumulation prorated.

g. Following absence due to illness, an employee may be required to provide a physician's
statement that s/he has been ill and is able to return to work.
h. When an employee changes classification from another WISD employee group to the NonAffiliated group, the employee’s sick leave from their previous WISD employee group shall be
converted to Non-Affiliated sick leave and will be treated as such from that point forward.
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i.

A Non-Affiliated employee may donate up to fifteen (15) hours of his/her accumulated sick leave
to another Non-Affiliated employee who has used (or shall use) all of his/her sick leave and is
facing personal long-term illness or death of a family member. A transfer of sick leave is only
allowed if the donating employee’s wage is greater than or equal to the recipient’s wage. An
employee may not receive more than a total of seventy-five (75) donated hours during the
period of a school year. An employee shall not receive more than two hundred and twenty-five
(225) hours during the employee’s duration of employment at the WISD.

An employee’s participation is strictly voluntary. A Non-Affiliated employee who wants to transfer
earned sick leave to a Non-Affiliated employee may apply to do so by completing the Transfer of
Sick Leave form and submitting it to the Human Resources Department. Any Non-Affiliated
employee that wants to utilize sick leave (donated or otherwise) must complete the standard leave
of absence request form furnished by the Employer and follow the standard procedure set forth
in the Non-Affiliated Manual.
j.

Parental Leave (includes maternity, paternity, and adoption leave.)

k. WISD Board Policy #3430.01 sets forth guidelines for use of extended sick leave and
leave under the Family Medical Leave Act (“FMLA”). Contact the Human Resources
Department if you have questions.

2. Personal Leave:
Staff members may use up to a maximum of three (3) days annually for personal reasons provided
that the immediate supervisor is notified in advance of the requested leave time. In an emergency,
such leave may be taken with notice to the supervisor as soon as possible. Personal leave days not
used shall be added to accumulated sick leave at the beginning of the fiscal year. Personal leave may
be used for an activity which requires the presence of the employee, the timing of which is beyond
control of the employee and which reasonably cannot be conducted at any time other than during
the work day.
3. Emergency Leave:
Any employee may be granted emergency leave with pay upon approval of the Superintendent.
4. Annual Leave Carried Forward by Employees Hired Before July 1, 2013:
a. Employees of the district as of July 1, 2013 may have annual days they have carried over from
previous years. As stated above, no additional annual days will be added to the accumulated
annual days balance in the future. If an employee uses any of the accumulated annual days
he/she had as of June 30, 2013, their allowable carryover of accumulated days will be
permanently reduced.
Some employees hired before July 1, 2013 may have over twenty (20) annual days/150 hours
they carried over from previous years. Once one of these employees uses more than ten (10)
non-work days in a year, the non-work days in excess of ten (10)/75 hours will be deducted
from the carryover days until the carryover balance reaches twenty (20) annual days/150
hours, or once 75 hours of the carried over annual days are used, whichever occurs first. Upon
reaching a carryover annual day balance of twenty (20) days/150 hours, non-work days used
will be deducted from an employee’s current allocation.
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If one of these employees utilizes all their non-work days in a year and takes off additional time
for vacation or holidays, this additional time will reduce the employees carried over annual
day/hour balance.

b. Specific approval from the Superintendent must be obtained to take off more than 30, 31 or 32
non-work days in any year depending on the number of weekdays in the year. The
Superintendent may also temporarily vary the above requirements at his/her discretion.
c. When an employee changes classification from another employee group, work days and nonwork days shall be calculated at the time of the transfer. Any vacation leave from the employee’s
previous employee group, shall be paid out at the employee’s rate of pay from the previous
employee group upon transfer to the Non-Affiliated group.
5. Paid Holidays:
a. Thanksgiving Day and the day after.
b. Two days during the scheduled winter break in December/January.
c. MLK Jr. Day.
6. Leave for Jury Duty:
An employee granted time off to perform Jury Duty shall be paid the full amount he/she would have
earned for each day in which the employee reports for or performs Jury Duty and on which he/she
otherwise would have been scheduled to work, provided the employee turns over to the employer
the amount received for Jury Duty on the days when the employee would otherwise have been
regularly assigned work in the district. The employee shall retain the amount paid for mileage. If
Jury duty is not required for the full work day, the employee is expected to contact his or her
immediate supervisor for further instruction (as to whether he or she should return to work for the
day). The employee shall not be penalized in loss of sick days or other benefits provided he/she
submits a Leave of Absence request via AESOP or other computerized management system) and
provide the Human Resources Department the following:
a. A copy of the Jury Duty Summons (in advance); and
b. Documentation that supports the days of service (after service is complete).
7. Sabbatical Leave:
A sabbatical leave of up to one year may be granted upon application to the Superintendent and
Board. The following regulations govern requests for such leaves:
a. The employee must have completed not less than seven years of continuous full-time service
before he/she can be a candidate for consideration.
b. Sabbatical leaves may be granted for purposes which shall be mutually beneficial to the
employee and the District. A report, outlining professional development activities undertaken
during the sabbatical period, shall be filed with the Superintendent upon the conclusion of the
leave.
c. Requests for sabbatical leave must be submitted to the Superintendent by February 15th for
leaves beginning the first semester or November 1st for leaves beginning the second semester.
18 of 39

d. The employee shall receive pay equal to 1/2 his/her regular salary as determined by the
schedule for the year the sabbatical is taken. The District will continue to contribute an amount
towards the employee’s medical coverage, dental coverage, vision coverage and life insurance
coverage as it was prior to the leave.
e. Before beginning a sabbatical leave, the employee shall enter into an agreement with the District
to return to active service with the District for a period of two years after the expiration of such
leave. An employee who does not fulfill this agreement shall repay the full amount received for
the sabbatical.
8. Military Leave:
a. An employee who is in the Armed Forces Reserve or the National Guard shall be paid the
difference between his/her military pay and his/her contractual salary when the employee is
on full-time duty for a maximum of two weeks per year.
b. Employees who must be absent from work for a period of time that exceeds ten (10) work
days shall be placed on an unpaid military leave of absence for the period of time set forth in
the military orders. The employee shall submit the standard Leave of Absence request when
notified of an impending call to service and provide the Human Resources Department the
following documentation:

1) A copy of military orders with duration of requested leave; and
2) Proof of military compensation
9. Subpoena
a. Work Related - In the event an employee is called under subpoena to testify in any proceedings
affecting the District, he/she shall be granted leave with pay less any amounts received as a
witness fee. Any amount received as a witness fee, with the exception of mileage, shall be
provided to the Business Office within thirty (30) days of the hearing. A copy of the subpoena
shall be provided to the employee’s immediate supervisor and the HR Department in advance
of the absence. Upon completion of his/her testimony, the staff shall return to work.

b. Personal - In the event an employee is called under subpoena to testify in any proceedings, not
related to his or her professional capacity with the District, the employee may use accrued
personal leave to attend, or may treat this as a non-work day. In order to qualify for this
provision, the employee must provide a copy of the subpoena to his/her immediate supervisor
and the HR Department in advance of the requested absence. (Example of personal
proceedings: divorce, custody, property, etc.)
c. Not Work-related or Personal - In the event an employee is called under subpoena to testify in
any proceedings that are not personal, he/she shall be granted leave with pay less any amounts
received as a witness fee. Any amount received as a witness fee, with the exception of mileage,
shall be provided to the Business Office 1) upon return to work if the employee works in the
TLC Building or High Point, or 2) within 7 calendar days of the employee’s return to work. A
copy of the subpoena shall be provided to the employee’s immediate supervisor and the HR
Department within 7 calendar days of the receipt of the subpoena. Upon completion of his/her
testimony, the employee shall return to work as soon as is practicable. (Example: employee is
witness to a crime).
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D. Leave without Pay
1. Childcare Leave:
The Board shall grant to an employee an extended childcare leave provided that the employee
applies in writing at least sixty (60) calendar days prior to the date such leave is to commence. If
appropriate, such application shall include a signed statement by a physician indicating the
expected date of delivery and ability to perform the work until leave commences. Leaves for this
purpose shall be granted for a period up to one year and may be extended upon subsequent
application.
A pregnant employee may go on extended childcare leave without pay prior to the anticipated date
of birth of the child. The staff member may continue employment as long as she can continue her
regularly assigned responsibilities. The Board may require a doctor's statement to this effect. A
similar condition is effective upon return to employment.
During a childcare leave, an employee may elect to continue their current medical coverage, dental
coverage, vision coverage and life insurance. The Board will continue to contribute an amount
towards the employee’s medical coverage, dental coverage, vision coverage and life insurance
coverage as it was prior to the childcare leave for no more than four (4) months past delivery or
hospital stay of mother and/or child, provided the employee continues to make his/her required
employee contributions. An employee on childcare leave for more than four (4) months may elect to
continue insurance benefits at group rates at his/her own cost for the remainder of the approved
leave. Childcare leave will also be granted to employees in the event of adoption of a child. If the
employee does not comply with the above conditions, the right to such a leave and/or the right to
return may be denied by the Board.
An extended childcare leave which has been applied for and granted in anticipation of such need may
be rescinded by the employee at any time prior to its commencement, provided a replacement has
not been contracted. If the position has been filled, the employee shall be eligible for the first
vacancy for which the employee is qualified.
Childcare leave shall also be granted to employees in the event of adoption of a child. The Board
shall grant a leave for adoption provided that the employee applies in writing to the Human
Resources Department at least sixty (60) calendar days prior to the date such leave is to commence.
Said request for leave shall include a prospective commencement date and a desired end date; the
District recognizes unforeseen circumstances may require modification of the original notice.
Leaves for this purpose shall be granted for a period up to one year and may be extended upon
subsequent application.

2. Special Leave:
Leaves of absence without pay, not to exceed a maximum of two years, may be granted to
professional staff members for professional study, foreign assignments, serious illness of the staff
member or in his/her immediate family, or exchange teaching.
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3. Office Closings (Excluding weather or emergency closings):
Office closings shall be considered part of your unpaid, non-work days (unless otherwise noted). A
calendar of scheduled office closings is included in Appendix I. If an employee plans to work on a
day the office is closed, the employee’s supervisor must approve each occurrence at least seven (7)
calendar days prior to the employee working the day the office is closed. The supervisor must receive
the approval of the Operations Director if the employee is planning to work at one of the district
facilities prior to approving the employee working a day the office is closed.

E. Insurance Payment During Leave
Upon request, employees with five (5) or more years of service with the District, who have an
approved leave of absence for one year or less, will, upon request, continue their current medical
coverage, dental coverage, vision coverage and life insurance. The Board will continue during said
leave to contribute an amount towards the employee’s medical coverage, dental coverage, vision
coverage and life insurance coverage as it was prior to the leave, provided should the employee not
return to the District at the return of said leave, he/she shall be required to reimburse the Board for
the cost of said insurance during the leave. The five-year requirement may be waived at the discretion
of the Superintendent.

F. Return From Leave of Absence
Requests for reinstatement following a leave for any reason shall be filed in the Superintendent's office
on or before April 1st for the ensuing school year. Nothing contained herein shall obligate the Board to
reinstate any employee returning from leave if such a request for reinstatement is not filed on or before
the above date.
An employee returning from a leave of absence will not be guaranteed his/her former assignment but
will be placed in the first available position for which he/she is certified and/or qualified.
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ARTICLE V - INTRA-OFFICE PROCEDURES
The diversity of programs offered by the District makes it necessary that the several offices and
departments work together for the most desirable and efficient utilization of facilities and materials
including furnishings, equipment and communication services.

A. Operations
Occasionally it becomes necessary to close all or part of District operations due to weather conditions
or other Acts of God. The Employer shall notify employees by announcing said closing on the
Employer’s website and thru School Messenger or other electronic alert system.
If District operations are closed, staff members are not required to report unless requested to do so
in the closing announcements. Those staff members not reporting upon request shall have the day
charged to personal leave or use a non-work day.

B. Staff Meetings
Unless excused, staff members are required to attend all scheduled staff meetings. Each work team
will announce the time and place of the meeting far enough in advance to allow for attendance.

C. Communications to the Superintendent and Board of Education
All staff covered by this manual shall be responsible for understanding and following the
administrative structure when making suggestions, complaints or requests for information
regarding this manual.

D. Attendance at Professional Conferences
The Board favors participation by all non-affiliated members in worthwhile conferences. It is recognized
that this is part of professional growth for any staff and that it is important that all staff have the
opportunity to participate in national, state and local meetings. There must be reasonable and rational
procedures to assure total staff participation.

1. Each department will make arrangements to assure that at no time are all members of a division
absent and that departmental coverage will be provided.
2. All requests for conferences must be filed with the immediate supervisor prior to conference
dates and must have approval of the immediate supervisor.
3. The budget status will at all times be a determining factor relative to approval.
4. Staff members upon resigning from the system forfeit their privilege of attending conferences.
5. An allocation to department budgets will support conference attendance by the non-affiliated
support staff.
A conference reimbursement request will be filed with the employee's supervisor. The supervisor shall
pre- approve all requests that include an overnight stay paid for with district funds; employee requests
shall be treated consistently. To receive reimbursement, post-travel expenses shall be approved by the
employee’s supervisor. A letter may be provided by the District allowing staff members to charge all
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hotel costs back to the District. Items covered by reimbursement are:
 Lodging (hotel, motel, etc.) *
 Meals (breakfast, lunch, dinner) *
 Parking*
 Tolls (bridge, toll roads) *
 Travel by bus, air, rail, ship*
 Registration fees*
 Taxi Service (taxi, bus)
 Tips
*Itemized receipts must be presented before reimbursement will be made.
Additional reimbursement guidelines may be established and listed on the District reimbursement
form.

E. Travel Reimbursement
Reimbursement for authorized travel by personal automobile will be made according to the current
allowance rate determined by the Internal Revenue Service.

F. Workspace – Office Area (Furnishings and Equipment)
Matters dealing with office furnishings, workspace and equipment should be taken up with the
individual's supervisor. Problems or questions dealing with maintenance should be referred to the
Operations Manager.
The District will use its maximum influence to provide adequate working space and equipment for
staff members in the buildings to which they are assigned.

G. Use of the Telephone
Every effort will be made to provide adequate telephone availability. Recording and verification of all
long- distance telephone calls may be required from employees.
H. Equipment and Supplies
All items of equipment and supplies shall be provided through the procedures established by
Business Services following the regulations of the Board of Education.
Whenever possible, specifications for materials and supplies shall be the same as those established
as standard. Specifications for any unusual items shall be set by the Superintendent's Cabinet.

I. Use of Cellular Phone/Electronic Telecommunications/Computer Equipment
Use of a personal cell phone for business purposes, use of a District issued cell phone or use of a
District issued pager may be required for some District positions.
Consideration for this requirement is given to safety, work-related travel and the availability of an
office phone.
When a cellular phone or pager is provided to non-affiliated staff it is for the purpose of performing their
job responsibilities or to provide for the safety of students, staff or patrons. Employees are expected to
exercise care when using equipment as to not endanger themselves or others. Use of equipment while
operating a motor vehicle is prohibited.
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Service contracts for cellular telephones will be purchased based on expected use of the equipment for
the sole purpose of conducting school business. The employee’s immediate supervisor will make
determination of the appropriate service contract with approval of the Superintendent. Employees are
discouraged from making personal calls. Itemized statements will be sent to employees for review.
If the District is charged for costs in excess of the base service contract, a personal check for
reimbursement for personal use and long-distance charges shall be sent to the Business Office no later
than ten (10) days after the itemized statement is received. Employees may also deduct the personal
use coverage from their expense reimbursement requests.
Should a staff member that is required to have a cell phone choose instead to be reimbursed by the
District for business use of a personal cell phone, the level of reimbursement will be $50.00/month.
Supervisory pre- approval is required.
Staff members whose positions within the organization require use of a personal cell phone for
business purposes may elect NOT to be reimbursed by the District.
A completed “Cell Phone Reimbursement Request Form” must be on file with the Business Office, no
later than July 1st, to qualify for reimbursement of personal cell phone use for business purposes.
Employees who are issued District cell phones or pagers, or who are reimbursed by the District for
business use of their personal phones, should be aware that their cell phone and/or pager records may
be considered a “public record” under State statute and therefore may be subject to release under the
Michigan Freedom of Information Act.

J. Damaged/Lost or Stolen Equipment
It is the responsibility of the user to reimburse the District for repair or replacement of any equipment
that is damaged or lost. Consideration will be given to damage of loss occurring in the ordinary course
of employment. Loss or theft must be reported immediately to the appropriate supervisor with a
notation of circumstances.

K. Misuse of Equipment
Staff who willfully abuse district-owned equipment will have the equipment confiscated, and if
necessary, will make full restitution to the District as directed by the Superintendent.
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APPENDIX I

A. Non-Affiliated Office Closings


July - Independence Day (1)



September - Labor Day (1)



November - Thanksgiving Recess and the Day after Thanksgiving (2 days are paid holidays)



December and January – Winter Recess is 7 days (2 days of Winter Recess are paid holidays; December
25th and January 1st)



January – MLK, Jr. Day (Paid holiday)



May - Memorial Day (1)
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APPENDIX II
NON-AFFILIATED
2019-2020 Salary Schedule – 230 Workdays

Salary Steps – 230 Work Days
Grade

1

2

3

4

5

6

7

11

Asst.
Superintendent

$121,748

$126,008

$130,419

$134,984

$139,708

$144,597

$149,658

10

Executive Director

$110,702

$114,553

$118,562

$122,712

$127,007

$131,452

$136,053

9

Chief Info Officer/
Director

$100,639

$104,139

$107,784

$111,557

$115,462

$119,502

$123,685

8

Supervisor/
Coordinator

$91,490

$94,672

$97,985

$101,415

$104,964

$108,639

$112,441

7

Operations
Manager/
Coordinator11/
Facilitator

$83,172

$86,066

$89,078

$92,195

$95,422

$98,761

$102,218

6

Manager

$75,612

$78,242

$80,79

$83,815

$86,747

$89,784

$92,927

5

Tech III/HR
Supervisor

$68,738

$71,129

$73,619

$76,195

$78,861

$81,622

$84,478

4

Tech II/FinanceHR Specialist/
Event Services
Supervisor

$62,488

$64,663

$66,926

$69,269

$71,693

$74,202

$76,799

Admin
Asst/Accountant/
LEA Tech
II/Specialist II

$56,808

$58,784

$60,841

$62,970

$65,174

$67,456

$69,818

$51,644

$53,439

$55,310

$57,246

$59,250

$61,323

$63,469

$46,948

$48,582

$50,282

$52,042

$53,863

$55,749

$57,700

3

2

Tech I/Exec
Sec/HR Asst

1

Tech Asst/Project
Specialist I




11

Positions

See APPENDIX VI for annual formula-based compensation change.
Steps shall only occur with an effective evaluation for employees on Steps 1-6.

Coordinator hired after 1/1/18 at Grade 7.
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APPENDIX III
NON-AFFILIATED
2019-2020 Salary Schedule – 210 Workdays

Salary Steps – 210 Work Days
Grade
11

Positions
Asst

1

2

3

4

5

6

7

$109,089

$112,905

$116,858

$120,948

$125,181

$129,562

$134,097

$99,191

$102,642

$106,234

$109,952

$113,801

$117,784

$121,906

$90,175

$93,310

$96,576

$99,957

$103,456

$107,076

$110,824

Superintendent

10

9

Supervisor/
Coordinator

$81,977

$84,828

$87,796

$90,870

$94,050

$97,342

$100,749

7

Operations
Manager/
Coordinator12
/Facilitator

$74,524

$77,117

$79,816

$82,609

$85,500

$88,492

$91,589

$67,750

$70,106

$72,559

$75,100

$77,727

$80,448

$83,264

$61,590

$63,733

$65,964

$68,272

$70,661

$73,135

$75,694

$55,991

$57,939

$59,967

$62,066

$64,238

$66,486

$68,813

$50,901

$52,672

$54,515

$56,422

$58,397

$60,442

$62,558

$46,274

$47,883

$49,559

$51,294

$53,089

$54,947

$56,870

$42,067

$43,530

$45,053

$46,631

$48,263

$49,953

$51,700

Manager

5

Tech III/HR
Supervisor

4

Tech
II/Finance-HR
Specialist/
Event Services
Supervisor

3

2
1

12

Chief Info
Officer/
Director

8

6




Executive
Director

Admin Asst
/Accountant/
LEA Tech II/
Specialist II

Tech I/Exec
Sec/HR Asst
Tech
Asst/Project
Specialist I

See APPENDIX VI for annual formula-based compensation change.
Steps shall only occur with an effective evaluation for employees on Steps 1-6.

Coordinator Classification hired after 1/1/18 at Grade 7.
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APPENDIX IV
EARLY CHILDHOOD
2019-2020 Salary Schedule – 230 Workdays

GRADE

1

2

3

4

5

6

8

Not Currently Used

$83,172

$85,666

$88,237

$90,885

$93,611

$96,408

7

Not Currently Used

$75,650

$77,919

$80,256

$82,664

$85,145

$87,699

6

Preschool Ed.
Manager

$69,084

$71,157

$73,291

$75,490

$77,754

$80,087

5

Not Currently Used

$62,204

$64,070

$65,992

$67,972

$70,010

$72,111

4

GSRP ECS, HS ECS

$56,040

$57,720

$59,453

$61,236

$63,073

$64,966

$50,486

$52,002

$53,563

$55,170

$56,825

$58,528

3




STEPS

CLASSIFICATIONS

HS QAS, ERSEA &
Finance Specialist

2

EO HV, EHS HV,
Head Start
Specialists

$44,687

$46,029

$47,409

$48,830

$50,295

$51,805

1

Not Currently Used

$41,035

$42,267

$43,535

$44,481

$46,186

$47,571

See APPENDIX VI for annual formula-based compensation change;
Steps shall only occur with an effective evaluation for employees on Steps 1-5.
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APPENDIX V
EARLY CHILDHOOD
2019-2020 Salary Schedule – 210 Workdays

GRADE

1

2

3

4

5

6

8

Not Currently Used

$75,940

$78,217

$80,564

$82,982

$85,471

$88,025

7

Not Currently Used

$69,072

$71,143

$73,277

$75,476

$77,741

$80,073

6

Preschool Ed.
Manager

$63,077

$64,969

$66,918

$68,926

$70,993

$73,123

5

Not Currently Used

$56,795

$58,499

$60,254

$62,061

$63,922

$65,840

$51,167

$52,701

$54,283

$55,911

$57,588

$59,317

4




STEPS

CLASSIFICATIONS

GSRP ECS, HS ECS

3

HS QAS, ERSEA &
Finance Specialist

$46,096

$47,480

$48,905

$50,373

$51,884

$53,439

2

EO HV, EHS HV,
Head Start
Specialists

$40,801

$42,026

$43,286

$44,584

$45,922

$47,300

1

Not Currently Used

$37,467

$38,592

$39,749

$40,942

$42,170

$43,434

See APPENDIX VI for annual formula-based compensation change.
Steps shall only occur with an effective evaluation for employees on Steps 1-5.
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APPENDIX VI
ADJUSTMENT TO SALARY SCALE FOR THE TERM OF THE BARGAINING AGREEMENT
The increase in the compensation scale shall be based on the following criteria:
Property Tax Revenue Increase
0%

Increase in Compensation Scale

–

0.99%

0.25%

1.0% –

1.99%

0.50%

2.0% –

2.99%

1.00%

3.0% –

3.99%

1.50%

4.0%+

2.00%

The property tax increase will be calculated as follows:
% increase on the wage scale = (A-B)/B
A = Total Taxable Valuation of Ad Valorem Property for the Tax Year (January – December) ending
immediately preceding the Employer’s fiscal year to which the wage change would apply.
B = Total Taxable Valuation of Ad Valorem Property for the Tax Year (January – December) ending
the year before A above.
The compensation scale change % will be capped at the higher of the most recent 1) CPI-U US City
Average Unadjusted Percent Change for All Items December to December, 2) CPI-U, Selected Areas, all
items index, Midwest, December to December, or 3) CPI-U, Selected Area, all items index, Detroit,
December to December. For example, the compensation scale change cap for 2019-20 would be based
on the CPI-U change from December 2017 to December 2018. If the CPI cap based on the above criteria
is less than 1.5% and the calculated Increase in the Compensation Scale based on the property tax
revenue renders a 1.5% increase or higher, the compensation scale increase will be 1.5%.
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APPENDIX VII
ONE TIME ANNUAL PAYMENT
As long as the Employer is distributing additional special education funds to its LEAs based on
increasing its outgoing transfer expenditures to arrive at a target fund balance, a one-time payment will
be made in November of each year based on the budget savings in the Special Education Fund for the
previous fiscal year (the Calculation Year), beginning with a calculation based on the 2018-19 year to be
paid in November 2019.
The budget savings shall be calculated as follows:
Special Education Fund Revenue Budget Savings
The difference between actual non-grant, non-project revenue at year-end and the originally budgeted
revenue for the same accounts. This excludes any unexpected revenue sources not originally budgeted.
Special Education Fund Expenditures Budget Savings
The difference between non-grant, non-project actual expenditures at year-end and the originally
budgeted expenditures for the same accounts. This calculation shall exclude the account(s) used to
expense the distribution to LEAs of centralized and non-centralized program/services reimbursements.
This also excludes any unexpected expenditures not originally budgeted.
The Revenue Budget Savings and the Expenditure Budget Savings will be added together to determine a
Total Budget Savings; it is possible that one or both of these amounts may be a negative number thereby
reducing the Total Budget Savings. The Total Budget Savings will then be divided by 11; if this
Distribution Amount is greater than 1% of the total of the employees’ base compensation of all Eligible
Employees paid by through the Special Education Fund then the total Distribution Amount for all
employees will be limited to this 1% amount; this will become the Distribution Amount if this limitation
is necessary. An overall negative Distribution Amount will not be withheld from employees.
Eligible Employees are defined as ALL employees (not just members of this bargaining unit) paid
through the Special Education Fund who are employed by the Employer as of the November payment
date and who worked during the fiscal year on which the Budget Savings calculation is based (the
Calculation Year). The amount to be paid to each Eligible Employee shall be the Distribution Amount
divided by the total FTE of all the Eligible Employees, multiplied by each employee’s calculated FTE. An
employee who is hired during the Calculation Year will have an FTE calculated for them based on the
number of work days they were scheduled to work during the Calculation Year and the FTE of the
position they hold. For example, if a 185-day employee works 185 days, their FTE will be 1.0. If a 185day employee in a 1.0 FTE position is hired during the Calculation Year and works 130 days, their FTE
will be 0.70 FTE.
The One-Time Annual Payment will be made on the last pay date in November and will not be issued as
a separate check.
A similar calculation will be made for the General Education Fund. It should be noted that employees’
positions funded through the two different funds may not receive the same payment amount. If an
employee is funded fully or partially through a fund other than the General or Special Education Funds,
those employees’ payments will be based on the One Time Annual Payment for the Special Education
Fund.

31 of 39

APPENDIX VIII
NON-AFFILIATED
2020-2021 Salary Schedule – 230 Workdays

Grade

Positions

STEPS
1

3

4

5

6

7

11

Asst. Superintendent

$124,183

$128,528 $133,027

$137,684

$142,502

$147,489

$152,651

10

Executive Director

$112,916

$116,844 $120,933

$125,166

$129,547

$134,081

$138,774

9

Chief Info
Officer/Director

$102,652

$106,222 $109,940

$113,788

$117,771

$121,892

$126,159

8

Supervisor/Coordinator

$93,320

$96,565

$99,945

$103,443

$107,063

$110,812

$114,690

7

Operations Manager/
Coordinator[1]/Facilitator

$84,835

$87,787

$90,860

$94,039

$97,330

$100,736

$104,262

6

Manager

$77,124

$79,807

$82,599

$85,491

$88,482

$91,580

$94,786

5

Tech III/HR Supervisor

$70,113

$72,552

$75,091

$77,719

$80,438

$83,254

$86,168

4

Tech II/Finance-HR
Specialist/ Event
Services Supervisor

$63,738

$65,956

$68,265

$70,654

$73,127

$75,686

$78,335

3

Admin Asst/Accountant
/LEA Tech II/Specialist
II/HR Specialist

$57,944

$59,960

$62,058

$64,229

$66,477

$68,805

$71,214

2

Tech I/Exec Sec/HR Asst

$52,677

$54,508

$56,416

$58,391

$60,435

$62,549

$64,738

1

Tech Asst/Project
Specialist I

$47,887

$49,554

$51,288

$53,083

$54,940

$56,864

$58,854




12

2

See APPENDIX VI for annual formula-based compensation change.
Steps shall only occur with an effective evaluation for employees on Steps 1-6.

Coordinator Classification hired after 1/1/18 at Grade 7
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APPENDIX IX
NON-AFFILIATED
2020-2021 Salary Schedule – 210 Workdays

Grade

Positions

STEPS
1

3

4

5

6

7

11

Asst. Superintendent

$113,384

$117,352 $121,459

$125,711

$130,111

$134,664

$139,377

10

Executive Director

$103,097

$106,684 $110,417

$114,282

$118,282

$122,422

$126,707

9

Chief Info
Officer/Director

$93,726

$96,985 $100,380

$103,893

$107,530

$111,293

$115,189

8

Supervisor/Coordinator

$85,205

$88,168

$91,254

$94,448

$97,753

$101,176

$104,717

7

Operations Manager/
Coordinator[12]/Facilitator

$77,458

$80,153

$82,959

$85,862

$88,867

$91,976

$95,196

6

Manager

$70,418

$72,867

$75,416

$78,057

$80,788

$83,617

$86,544

5

Tech III/HR Supervisor

$64,016

$66,243

$68,561

$70,961

$73,443

$76,015

$78,675

4

Tech II/Finance-HR
Specialist/ Event Services
Supervisor

$58,196

$60,221

$62,329

$64,510

$66,768

$69,105

$71,523

3

Admin Asst/Accountant
/LEA Tech II/Specialist
II/HR Specialist

$52,905

$54,746

$56,662

$58,644

$60,696

$62,822

$65,021

2

Tech I/Exec Sec/HR Asst

$48,096

$49,768

$51,510

$53,314

$55,180

$57,110

$59,109

1

Tech Asst/Project
Specialist I

$43,723

$45,245

$46,828

$48,467

$50,163

$51,919

$53,736




12

2

See APPENDIX VI for annual formula-based compensation change.
Steps shall only occur with an effective evaluation for employees on Steps 1-6.

Coordinator Classification hired after 1/1/18 at Grade 7
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APPENDIX X
EARLY CHILDHOOD
2020-2021 Salary Schedule – 230 Workdays

GRADE

STEPS

CLASSIFICATIONS

1

2

3

4

5

6

7
(10/20/20)

8

Not Currently
Used

$84,835

$87,379

$90,002

$92,703

$95,483

$98,336

$101,286

7

Not Currently
Used

$77,163

$79,477

$81,861

$84,317

$86,848

$89,453

$92,137

6

Preschool Ed.
Manager

$70,466

$72,580

$74,757

$77,000

$79,309

$81,689

$84,140

5

Not Currently
Used

$63,448

$65,351

$67,312

$69,331

$71,410

$73,553

$75,760

4

GSRP ECS, HS ECS

$57,161

$58,874

$60,642

$62,461

$64,334

$66,265

$68,253

3

HS QAS, ERSEA &
Finance Specialist

$51,496

$53,042

$54,634

$56,273

$57,962

$59,699

$61,490

2

EO HV, EHS HV,
Head Start
Specialists

$45,581

$46,950

$48,357

$49,807

$51,301

$52,841

$54,426

1

Not Currently
Used

$41,856

$43,112

$44,406

$45,738

$47,110

$48,522

$49,978




See APPENDIX VI for annual formula-based compensation change;
Steps shall only occur with an effective evaluation for employees on Steps 1-6.
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APPENDIX XI
EARLY CHILDHOOD
2020-2021 Salary Schedule – 210 Workdays

GRADE

1

2

3

4

5

6

8

Not Currently Used

$77,458

$79,781

$82,176

$84,642

$87,180

$89,785

7

Not Currently Used

$70,453

$72,566

$74,743

$76,985

$79,296

$81,674

6

Preschool Ed.
Manager

$64,338

$66,269

$68,256

$70,304

$72,413

$74,585

5

Not Currently Used

$57,931

$59,669

$61,459

$63,303

$65,201

$67,157

$52,190

$53,755

$55,369

$57,029

$58,740

$60,503

4




STEPS

CLASSIFICATIONS

GSRP ECS, HS ECS

3

HS QAS, ERSEA &
Finance Specialist

$47,018

$48,430

$49,883

$51,380

$52,921

$54,507

2

EO HV, EHS HV,
Head Start
Specialists

$41,617

$42,867

$44,152

$45,476

$46,840

$48,246

1

Not Currently Used

$38,216

$39,363

$40,544

$41,761

$43,013

$44,303

See APPENDIX VI for annual formula-based compensation change.
Steps shall only occur with an effective evaluation for employees on Steps 1-5.
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APPENDIX XII
NON-AFFILIATED
2021-2022 Salary Schedule – 230 Workdays

Grade

Positions

STEPS
1

11

Asst. Superintendent

10 Executive Director

3

4

5

6

7

$126,046

$130,456 $135,022

$139,749

$144,640

$149,701

$154,941

$114,610

$118,597 $122,747

$127,043

$131,490

$136,092

$140,856

$104,192

$107,815 $111,589

$115,495

$119,538

$123,720

$128,051

$104,995

$108,669

$112,474

$116,410

9

Chief Info
Officer/Director

8

Supervisor/Coordinator

$94,720

$98,013 $101,444

7

Operations Manager/
Coordinator[1]/Facilitator

$86,108

$89,104

$92,223

$95,450

$98,790

$102,247

$105,826

6

Manager

$78,281

$81,004

$83,838

$86,773

$89,809

$92,954

$96,208

5

Tech III/HR Supervisor

$71,165

$73,640

$76,217

$78,885

$81,645

$84,503

$87,461

4

Tech II/Finance-HR
Specialist/ Event
Services Supervisor

$64,694

$66,945

$69,289

$71,714

$74,224

$76,821

$79,510

3

Admin Asst/Accountant
/LEA Tech II/Specialist
II/HR Specialist

$58,813

$60,859

$62,989

$65,192

$67,474

$69,837

$72,282

2

Tech I/Exec Sec/HR Asst

$53,467

$55,326

$57,262

$59,267

$61,342

$63,487

$65,709

1

Tech Asst/Project
Specialist I

$48,605

$50,297

$52,057

$53,879

$55,764

$57,717

$59,737




12

2

See APPENDIX VI for annual formula-based compensation change.
Steps shall only occur with an effective evaluation for employees on Steps 1-6.

Coordinator Classification hired after 1/1/18 at Grade 7
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APPENDIX XIII
NON-AFFILIATED
2021-2022 Salary Schedule – 210 Workdays

Grade

Positions

STEPS
1

3

4

5

6

7

11

Asst. Superintendent

$115,085

$119,112 $123,281

$127,597

$132,063

$136,684

$141,468

10

Executive Director

$104,644

$108.284 $112,073

$115,996

$120,056

$124,258

$128,608

9

Chief Info
Officer/Director

$95,132

$98,440 $101,886

$105,452

$109,143 $112,962

$116,916

8

Supervisor/Coordinator

$86,483

$89,490

$92,623

$95,865

$99,220

$102,694

$106,287

7

Operations Manager/
Coordinator[12]/Facilitator

$78,620

$81,356

$84,204

$87,150

$90,200

$93,356

$96,624

6

Manager

$71,474

$73,960

$76,548

$79,228

$82,000

$84,871

$87,842

5

Tech III/HR Supervisor

$64,977

$67,237

$69,589

$72,025

$74,545

$77,155

$79,856

4

Tech II/Finance-HR
Specialist/ Event Services
Supervisor

$59,068

$61,124

$63,264

$65,478

$67,770

$70,141

$72,596

3

Admin Asst/Accountant
/LEA Tech II/Specialist
II/HR Specialist

$53,699

$55,567

$57,512

$59,523

$61,607

$63,764

$65,997

2

Tech I/Exec Sec/HR Asst

$48,818

$50,515

$52,283

$54,113

$56,008

$57,966

$59,995

1

Tech Asst/Project
Specialist I

$44,378

$45,923

$47,530

$49,194

$50,915

$52,698

$54,542




12

2

See APPENDIX VI for annual formula-based compensation change.
Steps shall only occur with an effective evaluation for employees on Steps 1-6.

Coordinator Classification hired after 1/1/18 at Grade 7

37 of 39

APPENDIX XIV
EARLY CHILDHOOD
2021-2022 Salary Schedule – 230 Workdays

GRADE

STEPS

CLASSIFICATIONS

1

2

3

4

5

6

7
(10/20/20)

8

Not Currently
Used

$86,108

$88,690

$91,352

$94,094

$96,915

$99,811

$102,805

7

Not Currently
Used

$78,320

$80,669

$83,089

$85,582

$88,151

$90,795

$93,519

6

Preschool Ed.
Manager

$71,523

$73,669

$75,878

$78,155

$80,499

$82,914

$85,402

5

Not Currently
Used

$64,400

$66,331

$68,322

$70,371

$72,481

$74,656

$76,896

4

GSRP ECS, HS ECS

$58,018

$59,757

$61,552

$63,398

$65,299

$67,259

$69,277

3

HS QAS, ERSEA &
Finance Specialist

$52,268

$53,838

$55,454

$57,117

$58,831

$60,594

$62,412

2

EO HV, EHS HV,
Head Start
Specialists

$46,265

$47,654

$49,082

$50,554

$52,071

$53,634

$55,243

1

Not Currently
Used

$42,484

$43,759

$45,072

$46,424

$47,817

$49,250

$50,727




See APPENDIX VI for annual formula-based compensation change;
Steps shall only occur with an effective evaluation for employees on Steps 1-6.
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APPENDIX XV
EARLY CHILDHOOD
2021-2022 Salary Schedule – 210 Workdays

GRADE

1

2

3

4

5

6

8

Not Currently Used

$78,620

$80,978

$83,408

$85,911

$88,488

$91,132

7

Not Currently Used

$71,510

$73,655

$75,864

$78,140

$80,485

$82,900

6

Preschool Ed.
Manager

$65,303

$67,263

$69,280

$71,359

$73,499

$75,704

5

Not Currently Used

$58,800

$60,564

$62,381

$64,252

$66,179

$68,165

$52,973

$54,561

$56,199

$57,885

$59,621

$61,411

4




STEPS

CLASSIFICATIONS

GSRP ECS, HS ECS

3

HS QAS, ERSEA &
Finance Specialist

$47,723

$49,156

$50,632

$52,151

$53,715

$55,325

2

EO HV, EHS HV,
Head Start
Specialists

$42,241

$43,510

$44,814

$46,158

$47,543

$48,970

1

Not Currently Used

$38,789

$39,954

$41,152

$42,387

$43,658

$44,968

See APPENDIX VI for annual formula-based compensation change.
Steps shall only occur with an effective evaluation for employees on Steps 1-5.
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