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ARTICLE I:    GENERAL PURPOSES

SECTION 1:	 PREAMBLE

	 WHEREAS, meeting the educational needs of the children, youth, and adults of Monroe County re-
quires the full cooperative effort of all employees of the Monroe County School System; the Board and the Union 
pledge their individual and joint support to bring about the highest quality performance in the educational pro-
gram of the District School Board of Monroe County; and 

	 WHEREAS, the Board and the Superintendent of Schools, hereinafter referred to as the “Superintendent”, 
have the constitutional and statutory authority, respectively, for the operation of the District School Board of 
Monroe County in addressing the educational needs of the community; and

	 WHEREAS, the Union and the Board, following good faith negotiations have reached certain under-
standings and in consideration of the following mutual covenants, it is hereby agreed as follows:

SECTION 2:	 PURPOSE

	 This contract is negotiated under Florida Statutes Chapter 447, Part II, in order to fix for its duration, 
wages, hours, and terms and conditions of employment.  The parties believe that where effective and harmonious 
working relationships can be encouraged between the Board, the employees and the Union, the cause of public 
education can best be served.

	 The Union and each of its members affirm the concept that all employees support the effective and active 
development of a positive, progressive, and cooperative attitude toward the operation of schools in Monroe 
County.

SECTION 3:	 PRESERVATION OF BENEFITS

	 Nothing contained herein shall be construed to deny any employee their rights under State Law or under 
State Board of Education rules or under School Board Rules.  However, any alleged denial of these rights shall 
not be grievable but shall be dealt with under available statutory and administrative remedies.

SECTION 4:	 DEFINITIONS

	 These definitions are to be used to assist in clarifying and understanding the intent and language of this 
contract and do not constitute more than working definitions within the context of this contract.

A.	 Board:  The District School Board of Monroe County

B.	 Board Rules:  That body of rules adopted by the District School Board of Monroe County.

C.	 Continuous Employment Date:  The date a new employee starts working with the Monroe County School 
	 District without a break in service will be used to determine years of service for longevity and seniority 
	 purposes. 

D.	 Days:  As referred to in the time limits herein, days shall mean working days.

E.	 Directives:  Those administrative directives issued by the Superintendent or the designee(s).
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F.	 District:  The Monroe County School System.

G.	 Employee:  All personnel in the unit represented exclusively by the Union who work at school sites or 
	 other sites of the district school board.

H.	 Grievant:  The grievant shall mean any full-time or part-time employee and such other person who is a
	  member of the bargaining unit.

I.	 Parties:  The United Teachers of Monroe, as the exclusive bargaining agent, and the District School Board
	  of Monroe County as Employer.

J.	 Principal:  The chief administrator of a school site.

K.	 Work Site:  That location where the member of the unit performs his/her duties on an itinerant or regular
	  basis.

L.	 State Regulations:  That body of regulations adopted by the State Board of Education and the State of
	 Florida and directives issued by the Commissioner of Education to clarify and implement State Statutes
	 which relate to education in the State of Florida.

M.	 Superintendent:  The Superintendent of the District School Board of Monroe County or the designee(s).

N.	 Supervising Administrator:  The individual who serves as the ranking administrator at the work location.

O.	 Union:  The United Teachers of Monroe, FEA, AFT Local 3709, AFL-CIO, as the exclusive bargaining
	 agent representing members of the bargaining unit.

P.	 Unit:  That group of non-exempt employees determined by the Board and the Union and approved by the
	 Florida Public Employees Relations Commission, hereinafter called “PERC”, to be appropriate for the 
	 purpose of collective bargaining.

Q.	 Time in the district – length of service from hire date.

R.	 Qualifications: meets the minimum qualifications and ADA requirements of the job description.

S.	 Training:  Any formal technical training related to the job description of the job advertised.

T.	 Experience:  Any verifiable experience obtained which develops skills related to any of the essential job 
	 functions listed in the job description.

U.	 Vacancy:  Any current position in the school system that is advertised.

V.	 New position:  Any position that did not exist in the district prior to posting for the first time.

SECTION 5:	 TITLES

	 Titles of the Articles herein shall not in and of themselves affect the meaning, construction, or effect of 
any of the sections or provisions of this contract.
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SECTION 6:	 SEVERABILITY

	 Should any provision of this Agreement be declared illegal by a court of competent jurisdiction or as a 
result of State or Federal legislation, said provision shall be void and the parties will attempt to renegotiate the 
provision to conform it to law, but the remaining provisions shall remain in full force and effect for the duration 
of this Agreement, if not affected by the deleted provision.

SECTION 7:	 WAIVER

	 The parties acknowledge that during the negotiations which resulted in this Agreement, each had the un-
limited right and opportunity to make demands and proposals with respect to any subject or matter not removed 
by law from the area of collective bargaining, and that the understanding and agreement arrived at by the parties 
after the exercise of that right and opportunity are set forth in the Agreement.  Therefore, each party voluntarily 
and unqualifiedly waives the right to bargain collectively with respect to any subject or matter not specifically re-
ferred to or covered in this Agreement, even though such subject or matter may not have been within the knowl-
edge and contemplation of either or both of the parties at the time they negotiated or signed this Agreement.

SECTION 8:	 COMPLIANCE WITH CONTRACTS

	 The parties agree that all employees of the Board shall implement and carry out the provisions of this 
collective bargaining agreement entered into by the Board and the Union.

SECTION 9:	 NON-DISCRIMINATION

	 The provisions of this contract shall be applied without regard to race, creed, color, religion, national 
origin, age, sex, disability, or marital status, unless such condition is imposed by a court, State or Federal agency.  
Alleged violations of the preceding shall be resolved through appropriate administrative or judicial proceedings 
and shall not be subject to the grievance/arbitration procedure.

SECTION 10:	   NO STRIKES

	 Pursuant to Florida Statute 447, no public employee or employee organization may participate in a strike 
against a public employer by instigating or supporting in any manner, a strike.  Any violation of this section shall 
subject the violator to penalties provided in this part.

	 “Strike” means the concerted failure of employees to report for duty; the concerted absence of employ-
ees from positions; the concerted stoppage of work by employees; the concerted submission of resignations by 
employees; the concerted abstinence in whole or in part by any group of employees from the full and faithful 
performance of the duties of employment with a public employer for the purpose of inducing, influencing, con-
doning, or coercing a change in the terms and conditions of employment or the rights, privileges, or obligations 
of public employment, or participating in a deliberate and concerted course of conduct which adversely affects 
the services of the public employer; the concerted failure of employees to report for work after the expiration of a 
collective bargaining agreement; and picketing in work after the expiration of a collective bargaining agreement; 
and picketing in furtherance of a work stoppage.  The term “strike” shall also mean any overt preparation includ-
ing, but not limited to, the establishment of strike funds with regard to the above-listed activities.

ARTICLE II:    RECOGNITION
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SECTION 1:	 POSITION CLASSIFICATION

	 The Board hereby recognizes the Union as the exclusive bargaining agent for the employee unit com-
prised of all blue-collar employees, including, but not limited to, those in the following classifications:  A/C Re-
frigeration Mechanic, School Food Service Assistant, Mechanic/Automotive, Mechanic/AV Electronics, School 
Food Service Baker, Mechanic/Paint and Body, School Bus Driver and Permanent Substitute, School Bus Aide, 
Mechanic/Carpenter, Cashier/Food Service, Cook Food Service, Custodian, Food Service Driver, Mechanic/
Electrician, Groundskeeper (Gardener), Laborer, Labor Foreman, Mechanic/Mason, Mechanic/Helper (Mainte-
nance) (Transportation), Mechanic/Painter, Mechanic/Plumber, Mechanic/Roofer, Storekeeper, Warehouseman, 
Lead Carpenter, Lead Custodian, Lead Mechanic, and Transportation Foreman.

SECTION 2:	 MANAGERIAL/CONFIDENTIAL EXEMPTIONS

	 The Union recognizes the authority of the Board and/or Superintendent to designate new administrative 
or supervisory positions as managerial or confidential.  The Union further recognizes the authority of the Board 
and/or Superintendent to designate persons in an acting capacity for a maximum of one (1) fiscal year to fill 
administrative or supervisory positions.

ARTICLE III:    MANAGEMENT RIGHTS

SECTION 1:	 EXCLUSIVE MANAGEMENT AUTHORITY

	 The provisions of this contract are not to be interpreted in any way or manner to change, amend, modi-
fy or in any way, to delimit the exclusive authority of the Board and the Superintendent for the management of 
the total school system and any part of the school system.  It is expressly understood and agreed that all rights 
and responsibilities of the Board and Superintendent, established by constitutional provision, state, and federal 
statutes, State Board rules and Board policies, shall continue to be exercised exclusively by the Board and the 
Superintendent with prior notice or negotiations with the Union as required by law, except as specifically and 
explicitly provided for by the stated terms of this Contract.  Such rights thus reserved exclusively to the Board 
and the Superintendent, by way of illustration and not by way of limitation, include the following:  (1) selection 
and promotion; (2) separation, suspension, dismissal, and termination of employees for just cause; and (3) the 
designation of the organizational structure of and the lines of administrative authority.

	 It is understood and agreed that management possess the sole right, duty, and responsibility for operation 
of the schools, and that all management rights repose in it, but that such rights must be exercised consistently 
with the other provisions of the Contract.

SECTION 2:	 CONTRACTING OUT

 	 The Board will attempt to utilize its regular employees to perform work that is ordinarily and customar-
ily performed by bargaining unit members; however, the Board reserves the right to contract out for any work it 
deems necessary or desirable, unless otherwise specified in this agreement, subject to impact negotiations.  The 
meaning of “contract out” shall be that of “subcontracting”, as defined in the management rights case law of the 
Florida Public Employees Relations Commission. 

ARTICLE IV:    CONTRACT STATUS
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SECTION 1:	 NEGOTIATED CONTRACT

	 The negotiated contract shall be distributed to all members of the bargaining unit, production costs to be 
borne equally by the parties.

SECTION 2:	 MAINTENANCE OF CONTRACTUAL STANDARDS

	 Where the Board determines it necessary or desirable to provide current or new employees covered by 
this contract opportunity to participate in contracted or shared programs with other governmental agencies, 
community or charitable organizations or private corporations, the Board agrees that the salary, terms and con-
ditions of this contract shall apply to those employees.

A.  Charter Schools

1.  Startup Public Charter School

Beginning with the 2009-2010 school year, any proposal for developing a startup public charter school shall 
comply with all provisions of the law as outlined in Florida statutes prior to implementation.

SECTION 3:	 CONTRACTING OUT

 	 Should the Board decide to “contract out” any services which results in reducing the current workforce of 
the school district, the Board recognizes its responsibility to its dedicated employees.  The Board will make every 
effort to assist displaced workers in finding gainful employment either within the school system or outside.  The 
following steps would be used:

1.	 Normal attrition
2.	 Retraining of employees for other jobs in the system for which they may qualify with up to one year of
	  training.
3.	 Transfers within the school district to comparable positions with comparable pay.
4.	 Seek employment with other government agencies that participate in the Florida Retirement System.
5.	 After 1-4 above, employment opportunities with the contractor or other employers will be considered.
 

ARTICLE V:    COMPLAINTS, DISCIPLINE AND DUE PROCESS
 (See Appendix I)

SECTION 1:      COMPLAINTS

1.	 When an allegation of wrongdoing or a complaint against an employee is made the employee shall be
	 notified in writing (including email) within 48 hours of the nature of the complaint, the name of the 
	 person making the allegation, and shall have the opportunity to seek representation prior to any 
	 investigative action. An invitation to meet shall be issued. 

2.	 In a meeting for the record from which the employee believes that discipline may follow, the employee
	 may request representation. (Weingarten rights) When a request for representation has been made, the 
	 meeting shall take place within 48 hours or two business days. The employee shall have an opportunity to
	 respond.
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3.	 The employee shall have the opportunity to provide rebuttal testimony, documentation, and witnesses 
	 prior to completion of the investigation.  Upon conclusion of the investigation, the employee and his/her
	 representative shall be given a copy of the written investigatory report. 

4.	 The employee and/or the complainant shall be entitled to consultation with the Executive Director of 
	 Human Resources and / or the person conducting the investigation regarding evidence and procedures.
	 At the close of the investigation the HR executive director shall make a recommendation to the 
	 Superintendent for cause or no cause. This recommendation shall be included in the copy provided in 
	 Section 1(3).

5	 No disciplinary action which includes loss of pay or benefits shall be levied against an employee until
	 such time the Superintendent or his/her designee renders a decision.

SECTION 2:      INVESTIGATIONS

1.	 In the event that an investigation is concluded with the finding that there is no probable cause to proceed 
	 further and no disciplinary action taken, a statement to that effect signed by the responsible investigating 
	 official shall be attached to the complaint.  The materials of such investigation shall not be placed in the 
	 employee’s personnel file.  

2.	 If an investigation results in a finding of probable cause for disciplinary action for suspension or 
	 dismissal, the employee shall be notified of the charges in writing and have the right to a hearing as 
	 outlined in the Grievance Procedure.

3.	 Investigations conducted by the supervisor shall normally be concluded within twenty (20) workdays. 
	 The supervisor shall notify the employee and UTM of any investigation in progress.  The district shall 
	 notify the employee and UTM in writing of any investigation extended beyond the twenty (20) days. 

4.	 In all Board investigations, the employee shall be provided with a copy of the final report upon 
	 conclusion of the investigation. A copy shall also be provided to UTM and the HR Generalist.

SECTION 3:     REPRIMAND-PRIVACY

	 All counseling and/or any disciplinary actions shall be done in private.

SECTION 4:      DISCIPLINE OF AN EMPLOYEE 

	 Should it become necessary to discipline an employee, it is the District’s intent to do so consistent with 
	 the concept of progressive discipline. This process includes as many as five (5) steps. Employees covered 
	 by this agreement may be disciplined for just cause in the following ways:

	 1. Verbal warning/conversation regarding behavior (site record)
	 2. Written directive (district record)
	 3. Written reprimand (personnel file)
	 4. Suspension – with or without pay
	 5. Demotion or termination

	 The concept of progressive discipline does not keep the omission of one or more of the steps if immediate 
	 and/or stronger action is necessary.
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SECTION 5:      LETTER OF WARNING – HAND DELIVER

	 A copy of a written directive or written reprimand will be hand delivered to the employee by the 
	 management representative responsible for the written directive or reprimand. The employee’s signature
	  indicates receipt only, not agreement.  If any employee who is to receive a written directive or written 
	 reprimand is absent from work or cannot be located, a copy will be mailed to his/her last known address 
	 by certified mail, return receipt requested.

SECTION 6:     ANONYMOUS INFORMATION OR COMPLAINTS 

	 No investigation, verbal warning, written directive, reprimand, suspension (with or without pay), 
	 demotion, or termination shall be issued based on anonymous information or complaints unless 
	 otherwise required by law.

SECTION 7:     FALSE ALLEGATIONS AGAINST SCHOOL RELATED PERSONNEL 

	 In compliance with Florida Statutes, Section 1006.09, (1) (C) a recommendation of expulsion or 
	 assignment to a second chance school may also be made by the principal or the principal’s designated 
	 representative for any student found to have intentionally made false accusations that jeopardize the 
	 professional reputation, employment, or professional certification of a teacher or other member of the 
	 school staff, according to the district school board code of student conduct.   Any recommendation of 
	 expulsion shall include a detailed report by the principal or the principal’s designated representative on 
	 the alternative measures taken prior to the recommendation of expulsion.

SECTION 8:	 RESIGNATION

	 An employee may request to resign from his/her position upon written notice of at least ten (10) working 
days.  Less notice will be considered in the case of emergency.  The employee shall submit the resignation request 
to his/her principal or supervisor.

A.	 Any employee who has submitted a resignation shall be able, without loss of his/her current status, to 
	 rescind the resignation unless it has been accepted by the Superintendent for the purpose of filling the 
	 vacancy created by the resignation.  Once the resignation has been accepted by the School Board, the 
	 employee cannot rescind and must reapply for the position if it is advertised.

B.	 Any person who has resigned his/her employment and is subsequently rehired shall establish a new 
	 seniority date; however, he/she shall receive credit for previous experience on the salary schedule.

SECTION 9:	 EMPLOYEE ACCESS TO INFORMATION

	 Employees shall have full access to Board Rules in the library or office of their school or worksite and any 
other information which would be subject to the Public Documents Law within the time limits provided by said 
law during non-duty hours.

ARTICLE VI:    UNION RIGHTS

SECTION 1:	 UNION MEETINGS
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A.	 The Union, its officials and its members, shall have the right to use worksite buildings for business 
	 meetings at reasonable times upon notice to the worksite supervisor subject only to the approval of the 
	 supervisor involved as to the scheduling of such meetings. When a meeting is scheduled during 
	 worktime, only those employees who are not working may attend.  Employees on duty may be permitted 
	 to attend when approved by the supervisor.

SECTION 2:	 REASONABLE ACCESS

A.	 The Union Worksite Representative shall be able to submit announcements to be read over the work 
	 location public address system, if one exists, for the purpose of communicating with members of the
	  bargaining unit in accordance with the worksite procedures for making such announcements.

B.	 Bulletin Board:  At least one (1) bulletin board shall be provided in each work location for the exclusive 
	 use of the Union for purposes of posting materials dealing with Union business.  The Union shall be 
	 allowed to post special bulletins at the employees’ sign-in sheet location if space for such is available and 
	 used by management and other organizations for such posting.

C.	 Representatives of the Union shall be afforded reasonable access to work location mailboxes.  The Union
	 shall also be afforded the right to announce meetings and special events to the District’s employees.

D.	 The Board agrees to furnish to the Union in response to requests all available information concerning the
	 financial resources and condition of the school district, including but not limited to:  annual financial 
	 reports; register of non-instructional personnel; tentative budgetary proposals submitted to the Board
	 members, agenda, minutes and all supporting papers of Board meetings; names and addresses of 
	 bargaining unit salaries paid thereto and educational background and yearly experience thereof.  
	 Materials pertinent to School Board meetings which are available for distribution shall be furnished at 
	 least forty-eight (48) hours prior to the meeting at which they will be used.

E.	 Information to the Union:  The Union shall be furnished two (2) sets of current Board rules and shall be 
	 provided with two (2) copies of updates as they are issued.

F.	 The Union’s designated representative(s) shall have the right to solicit membership as the exclusive 
	 bargaining agent certified to represent all employees within the bargaining unit at any duty-free time 
	 during the work day provided that all parties involved are in duty-free time during the work day and 
	 provided such solicitation does not interfere with the official duties of employees.

G.	 If the Union representative(s) is not employed at the work site, he/she will report his/her presence to the 
	 principal’s or supervisor’s office.

H.	 The Board will supply UTM with lists of all employees each September and monthly thereafter.  The lists
	 shall include, but not be limited to:  name, SS number, date of employment, date of birth, home address, 
	 telephone number, work location, job title, Rank and step.

I.	 UTM shall be provided Fax numbers for all schools and departments.

SECTION 3:	 TEMPORARY DUTY - UNION OFFICERS

A.	 The UTM may allocate union pool days at their discretion.  UTM will reimburse the Board for all days at 
	 the appropriate substitute’s rate of pay. 
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1.	 Temporary duty assignment with pay shall be provided for one (1) 12 month union officer selected by the
	  Union, who shall be released from his/her duties as a Board employee.  The Union shall reimburse the 
	 Board for the salary and any and all fringe benefits, plus other insurance costs paid by the Board.  When
	  said employee(s) return from temporary duty assignment to his/her former position, he/she shall be 
	 placed on the salary schedule at the step that reflects credit for total years in the district plus any years 
	 given upon initial employment.

SECTION 4:	 MISCELLANEOUS

A.	 The Superintendent shall place on the agenda of each regular or special Board meeting any matters 
	 submitted to his office for the Board’s consideration by twelve (12) calendar days prior to said meeting. 
	 The Union President may submit items that qualify as emergency items with less than twelve (12) days’ 
	 notice.

B.	 The Superintendent may request the Union to name individuals representing the bargaining unit to serve
	  on committees, task forces, advisory panels, etc. established by the Superintendent or the Board.

SECTION 5:	 PAYROLL DEDUCTION OF DUES

	 Payroll deduction of dues shall be made according to the procedures of Appendix D.

ARTICLE VII:    WORKING CONDITIONS

SECTION 1:	 WORKDAY/WORKWEEK

	 The normal workweek of full time employees covered by this agreement consists of five (5) consecutive 
days, Monday through Friday, and shall not exceed forty (40) hours, with two consecutive days off duty.  For 
the months of June, July, and August, the workweek for maintenance may be Monday through Thursday for 10 
hours per day and shall not exceed 40 hours per week with three consecutive days off.  Cafeteria workers will 
be employed for a minimum of four (4) hours. Bus drivers and bus aides will be employed for a minimum of 5 
hours per day.  Employees may agree to work less hours with the approval of management.  A written agreement 
to work less hours is valid for one year and may be reestablished by mutual consent at the start of each school 
year.  No regular food service worker shall have his/her hours reduced once established except by consent of the 
worker. No substitute worker shall have more hours than a regular worker unless the regular workers decline 
more hours.  Other duties and responsibilities related to the transportation department (including but not limit-
ed to office work, garage work, parts runner, washing buses, repairing seats, etc.) will be assigned to bus drivers 
to meet the guarantee of four and one quarter hours work assignment.  This expectation will be included on the 
Route Sheet at the time of bidding.

	 When cafeteria workers or bus drivers volunteer for additional work which is not a part of their guaran-
teed work hours, the additional work hours shall be added to their guaranteed hours for pay purposes.

	 The normal workweek for new or part-time employees will be established when they are hired in con-
junction with the above hourly requirements. Placement on the salary schedule shall be at step zero unless the 
employee can document a year’s equivalent experience; not to exceed three years total. 

SECTION 2:	 WORK YEAR
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	 The normal work year shall be 254 days for maintenance, transportation, and custodial employees and 
190 days for food service and 188 days for bus drivers and bus aides. Training days for food service and bus 
drivers shall coincide with the teacher work year.    Maintenance and custodial employees will not work during 
the winter break.  Employees may be employed for a shorter work year when agreed upon with their supervisor 
at the time of employment.  Any such agreements will be reduced to writing and be submitted to the district 
supervisor or Deputy Superintendent for approval.

SECTION 3:	 BREAKS AND LUNCH

	 All maintenance employees who work seven hours or more shall receive (2) two 15-minute paid rest 
breaks as part of their normal workday.  All food service and other unit employees who work a minimum of four 
(4) continuous hours shall receive one 15-minute paid rest break as part of their normal workday.  All mainte-
nance employees shall receive an unpaid meal break of one (1) hour unless the employee and his/her immedi-
ate supervisor agree to a 30-minute meal break or allow the employee to work through his lunch period.   Any 
maintenance employee who requests a meal break of 30 minutes or to work through his/her lunch period shall 
make the request in writing or by phone which shall be recorded on a phone log in the maintenance office and 
his/her supervisor shall respond in kind.  Any such agreements shall be signed by the employee and the employ-
ee’s supervisor with a copy placed in the employee’s file.  All other employees shall receive an unpaid lunch break 
of 30 minutes.  The 15 minute rest break period(s) shall not be used to extend the meal break.  Meal breaks shall 
not be waived at the option of the employee.  Employees requesting an unpaid meal break of one (1) hour must 
have approval of their supervisor before implementation.  Any such agreements shall be signed by the employee 
and the employee’s supervisor with a copy placed in the employee’s file.

SECTION 4:	 OVERTIME

	 The normal workweek of employees covered by this agreement consists of five (5) consecutive days on 
duty and shall not exceed forty (40) hours, with two (2) consecutive days off duty.  For the months of June, July, 
and August, the workweek for maintenance and custodians may be Monday through Thursday for 10 hours per 
day and shall not exceed 40 hours per week with three consecutive days off.  Any employee who works beyond 
their normal workweek of forty (40) hours shall be paid at a rate of 1.5 times their normal rate of pay. When an 
employee works on either of their two (2) consecutive days off, the employee shall be paid 1.5 times their normal 
rate of pay.  When an employee works on a paid holiday the employee shall be paid at 1.5 times their normal rate 
of pay in addition to receiving their holiday pay.  Any employee may agree to take compensatory time off in an 
amount which is equivalent to the amount of overtime pay as per district policy. Whenever an employee is called 
in after his normal workday or workweek, he/she shall be paid a minimum of two hours at the applicable rate of 
pay. 

A.	 Any employee may agree to take compensatory time off in an amount which is equivalent to the amount
	 of overtime pay as per the following procedures:

1.	 All overtime and compensatory time for school district employees must have prior approval by the 
	 appropriate administrator. 
2.	 All overtime must be properly recorded on a time card by a time clock or manually.
3.	 Use of compensatory time shall follow the same procedure as the request guidelines specific for annual 
	 leave in Article IX, Section 15. 
4.	 A request for Leave form shall be completed as documentation for use of compensatory time. On the 
	 form, other shall be checked and Compensatory Time written on the line for Explain. 
5.	 Employees who earn annual leave may accumulate compensatory time up to 12 days for the purpose of 
	 using them during the spring break periods or on other days listed as non-paid, non-work days on the
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	 school calendar.  These employees will be informed of the purpose of the additional accumulation of 
	 compensatory time and will be expected to use those hours during the above periods.  Affected worksites
	  will be closed during these special periods in an effort to save district resources.  The district agrees to
	 provide employees overtime opportunities in order to earn the necessary compensatory time to 
	 implement this provision. 
6.	 Accumulated compensatory time shall be reduced before the annual leave account is reduced.  
	 Compensatory records (which include time earned by date, time used by date and running total) shall be
	  maintained by the maintenance department and shall be provided to the Superintendent and the Union 
	 upon request.  Beginning July 1, 2022 Compensatory time must be used by June 30th of the year in which
	 it was earned.

SECTION 5:	 UNIFORMS/EXAMS/EQUIPMENT

A.	 Employees required to wear uniforms shall have them provided by the Board.  A minimum of five (5) 
	 uniforms shall be supplied to all SRP and a minimum of seven (7) uniforms shall be supplied to 
	 employees in the Maintenance Department and Transportation mechanics no later than September 15 of
	 each year and be of sufficient quality to sustain use for a year; provided, however, that if personalized 
	 uniforms are required for the position, such uniforms shall be ordered the first week of employment. 
	 Should a shirt be provided by the school in which they are assigned, employees may wear the school shirt
	 as appropriate.  

Upon termination for any reason, any uniforms received by the employee will be returned to their supervisor.

B.	 The Board shall provide at no cost to the employee all physical examinations required by law or the Board
	 as they relate to the employees job qualifications after the employee has completed the probationary 
	 period. The Board will provide full payment of the amount negotiated with a medical facility for required
 	 employee physical exams, including annual bus driver physicals.  Should an employee choose to have the 
	 exam at a place of their choice with a certified medical examiner registered with the National Registry of 
	 certified medical examiners, then the employee would have to pay the difference of the amount 
	 negotiated by the Board with provider.

C.	 The Board shall provide the necessary tools, equipment, and supplies necessary to fulfill the job 
	 assignments of the employee, except that some employees in the unit may be required to supply some of 
	 the basic tools of their trade as identified and agreed to at the time of employment.

D.	 Any fingerprinting and/or criminal background check of any current employee required as the result of 
	 changes in Florida Statutes shall be provided free of cost to the employee by the School Board.

SECTION 6:	 INITIAL EMPLOYMENT

	 The Board will contract for bus driver physicals and contribute the contracted price towards the cost of 
physical examinations for bus drivers as required by 49 Code of Federal Regulations (CFR) 391.  Employees may 
choose a certified medical examiner registered with the National Registry of certified medical examiners and 
shall be reimbursed at the contracted rate.  Any additional cost of the physical shall be the responsibility of the 
employee.  Physical examinations may be contracted out or the employee may be reimbursed upon presentation 
of proper documentation after an employment period of three (3) months.

	 Driver applicants who complete 40 hours of training, obtain their CDL with endorsements and begin 
work for the district shall receive a $1000 stipend for training which shall be payable in the employee’s first reg-
ular paycheck.  In addition, after 180 days of safely transporting students, drivers shall receive a one-time addi-
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tional $1000 safety stipend.

	 An employee’s longevity/seniority shall be determined by his/her date of hire as a regular employee 
known as the continuous employment date.  No employee hired before July 1, 1994 will be adversely affected by 
this provision.  An employee shall serve a six months probationary period where the employee serves at the will 
of the Board and can be terminated without cause.  The probationary period may be extended if the required fin-
gerprint/background check information has not been received prior to the expiration of the probationary period.  
Following successful completion of the probationary period, an employee shall be re-appointed annually except 
as provided for in Articles V and XIII of this contract agreement.

	 All years of verified relatable experience (in-state or out-of-state) will be recognized by MCSD for initial 
placement on a salary schedule for new employees hired within the system for which documented experience 
can be verified.  Initial placement will occur in the following manner: each year of documented relatable expe-
rience shall be credited by granting one full level (2 increments). The salary of the new hire will be changed on 
the regular pay date following verification of the experience. Experience must be verified within ninety (90) days 
from the date of hire. All documentation for placement shall be placed in the employee’s personnel file.

SECTION 7:	 BOARD SUPPORT

	 The Board affirms its support of all employees in taking the necessary steps to enforce and implement all 
Board policies and regulations pertaining to control of student behavior.

	 When an employee reports in writing a student for disruptive behavior or violations of school rules or 
policies, the administrator or supervisor responsible for such matters will investigate the situation and take the 
appropriate action.  The employee shall be notified of the action taken.  The supervisor will assist any employee 
in making the written report when requested.

SECTION 8:	 MISCELLANEOUS

A.	 Each worksite shall provide a furnished employee room, restrooms, access to existing parking, and access
	  to at least one telephone for use by employees.

B.	 All employees will have computer access at each site in an area such as the media center or employee 
	 lounge where the employee may access email, FRONTLINE – RECRUIT & HIRE, etc. at duty free times.

C.	 All employees will be provided a district email account.

SECTION 9:	 BUS DRIVERS

A.	 All Bus Drivers shall be paid a daily rate based on their hourly step in the salary schedule multiplied by 
	 eight hours for each day.  This daily rate may be further subdivided into two four hour blocks 
	 corresponding to a morning or afternoon route.  All drivers shall be compensated their usual daily rate 
	 on early release days.  

B.	 It shall be the responsibility of the Bus Driver to conduct a complete and thorough pre-trip and post-trip 
	 inspection with each trip.  In addition, an accurate passenger manifest list and/or seating chart must be 
	 maintained and on the bus at all times.  Further, accurate and timely FTE reporting must be completed
	 during each reporting survey throughout the year.  The Bus Driver shall also maintain the interior and
	 exterior cleanliness and sanitation of the school bus at all times.
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C.	 Any training extending beyond the normal workday shall be compensated at the employee’s rate of pay.  
	 Two days shall be designated as training days for bus drivers and aides as a result of increasing the work 
	 year to 188 days.  Each day shall be scheduled on a teacher professional day and shall be 8 hours in 
	 length. One day (8 hours) of the two training days for drivers and aides may be online computer based 
	 in lieu of the in person training.  Accommodations will be provided for employees for whom English is 
	 a second language.  Drivers shall be paid at their regular rate of pay for these days. Any additional 
	 training days will be noticed to drivers and aides with at least 30 days in advance of the event. Drivers 
	 and Aides agree to participate in monthly staff meetings to include safety training, conducted during the
	 school year between regular route schedules.

D.	 Route Assignments shall be made at the annual meeting in August.  Drivers and aides are expected to 
	 attend.  If unable to attend, drivers and aides may submit in writing at least one day in advance, a proxy 
	 to bid for them.  Prior to the annual meeting to select route assignments, all tentative routes shall be 
	 posted online for at least 8 days for drivers to review.  At the annual meeting, all routes shall be placed on 
	 the bulletin board and employees shall select their route according to their posted seniority in the 
	 district. Late runs shall be bid separately from regular routes based on seniority and may be posted at any
	 time.   When two employees have identical seniority then a coin flip shall determine who will select 
	 first. Route openings occurring during the school year shall be posted in the manner specified under this
	 agreement and current employees shall be given preference according to seniority in filling such 
	 vacancies. A permanent substitute driver shall be placed on the bus driver salary schedule and shall move 
	 through the schedule the same as a regular driver. 

	 Routes may be adjusted during the school year based on a reduction or increase in the number of riders
	 on a route. Adjustments may be made by moving stops from run to run, combining runs, or similar
	 adjustments.  In the event that a bus driver is required to “double up” due to an emergency, the driver
	 and the bus aide, if there is one, shall receive a minimum of (1) hour additional pay.  This provision shall 
	 apply, when a driver or permanent sub driver is driving a regular assigned route and students from 
	 another route are added to his/her assigned route. If all drivers are present, management may decide to
	  reduce the load of several routes and create a “new route for the day” for the permanent sub driver.  This 
	 will not constitute a “doubling up” situation.  When this occurs, proper paperwork will be kept to 
	 document the occurrence.

E.	 Extracurricular Trips 

1.	 When traveling on extra-curricular trips (all in county and out of county field trips only – not to include
	 before/after school buses returning students home or to regular drop-off destinations), bus drivers shall 
	 be paid at a rate of one and one half times their hourly rate on the salary schedule.  If the trip requires 
	 an overnight stay, a driver will be paid according to the salary schedule for driving or duty time. The total
	 hours paid shall not include sleeping time.   Drivers of out of town field trips shall receive reimbursement
	 for meals and lodging at the current State rate. The proper district travel reimbursement forms will have 
	 to be submitted in order to be reimbursed. Arrangements for lodging shall be made by the trip sponsor.

F.	 Drivers of all extracurricular trips shall be selected on a voluntary basis according to a seniority list 
	 posted at each bus terminal. The bus areas shall be Key West, Sugarloaf, Marathon, and the Upper Keys. 
	 The extra trip list shall be compiled from all drivers.  New hires will be added at the bottom of the list.  
	 Assignments shall only be made from the trip list on a seniority-rotating basis in the following manner: 

	 All known trips shall be posted on the designated bulletin board in each terminal area at least seven (7) 
	 working days before the trip date or as soon as they are received by the trip supervisor when less notice is
	 given by the school.
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	 Drivers on the seniority list shall sign their name to all the trips they are interested in.  If after 3 working
	  days of posting, no driver in the area has signed their name for the trip, they will no longer be eligible 
	 for the trip and the trip shall be posted in all areas.  A trip shall be assigned to the most senior driver who
	 signed up for the trip.  Once a driver has been assigned an extra trip, he/she shall become eligible for 
	 another trip when the assignments have rotated through the seniority list and every driver on that list has
	 received a trip.  If a driver does a trip in another area, a driver shall remain eligible for the current round
	 in their area according to their seniority.  However, if there are drivers on the seniority list that have not 
	 volunteered and trips are available to be filled, then the current rotation round shall be ended and the 
	 next round shall begin.  Drivers who had not volunteered for the current round when the next round 
	 begins will be considered to have passed for that round.

	 If a trip is canceled, a driver shall become eligible for the current round according to his seniority.  No 
	 driver may exchange a field trip with another driver.  If a driver is needed due to some emergency and 
	 the scheduled trip is less than two (2) work days (day of trip not included) away, the area supervisor may 
	 fill the position with any available driver from the seniority list or if none is available by any available 
	 driver.  A detailed description of this process will be maintained in the bus driver handbook at each bus 
	 area.

G.	 Any driver who declines an assigned field trip and provides less than 24 hours’ notice to the area 
	 supervisor shall be precluded from bidding on a field trip in the next round.

H.	 For safety reasons, when an extra-curricular trip extends to within eight (8) hours of the driver’s 
	 regular bus run, he/she shall have the option of not returning to work until the afternoon run.  A bus sub
	 will be employed if the driver elects this option.  It is understood that the driver’s intent may change if an
	 emergency occurs.  In addition, no driver shall drive more than twelve hours in a workday without an 
	 eight (8) hour rest period.  The driver shall lose no sick leave or personal leave when selecting this option.

I.	 Forty-eight (48) hours’ notice shall be given to drivers in line for an extracurricular trip.  If an emergency
	  trip comes up and sufficient notice cannot be given, the driver may refuse the trip assignment without 
	 losing his place on the trip list.

J.	 Bus drivers shall receive a two (2) hour preparation fee according to the salary schedule as it applies when
	  an extracurricular trip is canceled without 12 hours’ notice.  When a driver has given up his/her regular 
	 run to perform extracurricular trip duties and the trip is canceled, he/she shall be paid for his/her regular 
	 run hours in addition to the above two hours.

K.	 Due to the need for bus drivers to cover out-of-county athletic and other non-athletic trips for district 
	 students, the Board and the Union agrees to the following Letter of Understanding to encourage current 
	 bus drivers and others to volunteer to drive field trips.

	 a)	 Current drivers shall have first right of refusal of field trips.   Any sport or activity may request a 
		  non-paid driver volunteer at least 7 days prior to the scheduled trip.  All such non-paid driver 

		  trips shall be documented and remain on file at the transportation office for review.  
	 b)	 Bus Mechanics, Coaches and Instructional staff with a proper license shall have second right of 
		  refusal, respectively.  

	 c)	 Any additional pool of drivers from parents, city bus drivers, etc., shall be considered for field 
		  trips whenever no other drivers are available.  
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	 d)	 Current drivers or mechanics who take field trips shall receive their normal hourly wage 
		  multiplied by one and one half for all duty hours of the field trip including their normal PIF 
		  hours.  Meal provisions shall be according to contract.

	 e)	 Any coach or instructional staff member who performs bus driver duties on out-of-county field 
		  trips shall be paid for all hours of driving outside their regular school district work day in 
		  addition to any supplements they receive unless they agree in writing to drive for no 
		  compensation. This agreement shall be placed in the file referenced in I(a).  Driving hours shall 
		  include hours of driving plus 1 hour for pre and post trip duties.  The rate of pay shall be 
		  according to the bus driver pay scale in the UTM/Board contract for School Related Personnel at 
		  a rate of one and one half times the hourly rate. Meal money shall be provided according to state 
		  rates for meals unless a meal is provided by the field trip sponsor.

	
	 f) 	 Any other qualified driver who performs bus driver duties on out-of-county field trips shall be 
		  paid for all hours of driving unless they agree in writing to drive for no compensation. This 
		  agreement shall be placed in the file referenced in I(a).  Driving hours shall include hours of 
		  driving plus 1 hour for pre and post trip duties.  The rate of pay shall be according to the bus 
		  driver pay scale in the UTM/Board contract for School Related Personnel at a rate of one and 
		  one half times the hourly rate.  Meal money shall be provided according to state rates for meals 
		  unless a meal is provided by the field trip sponsor.

L.	 Transporting Buses

	 When it is necessary for buses to be transported from one worksite to the other for the purpose of 
	 maintenance or other reasons and a mechanic, mechanic helper, or permanent substitute is not available 
	 to transport the bus, drivers will be assigned on a voluntary basis according to seniority, provided, 
	 however, that a driver who resides in the area where the bus is to be delivered may receive priority.  The 
	 driver shall receive compensation at one and one half times their hourly rate during the transportation 
	 and/or inspection of the bus.  A list of volunteers shall be posted and selection shall proceed through the 
	 list as drivers are needed. 

	 When a driver rejects an assignment, he/she shall be crossed off the list until his/her name comes up
	 again. 

M.	 A driver or aide who volunteers to perform medical services for a student with an emergency care plan 
	 who is assigned to their route shall be paid $500.00 per year. Substitute drivers and aides shall be paid a 
	 flat rate of $5.00 per day for covering a route that has a student with an emergency care plan assigned.
	 Annual driver and aide training and agreement to provide medical services shall be documented on an 
	 Emergency Care Plan Notification Cover Letter (Appendix G). The student assignment and provisions
	 contained herein shall be listed on the annual route bid sheet at the annual bidding.

SECTION 10:	 FOOD SERVICE EMPLOYEES

A.	 Food service employees shall be provided with one paid meal each working day as part of their 
	 compensation in addition to their normal rate of pay.

B.	 Food service employees may volunteer to work at after school functions.  A seniority list of employees at 
	 each site desiring to work after school functions shall be compiled each semester. School food service 
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	 employees who have volunteered shall be selected from the list of volunteers on a rotating basis according
	 to their job function cook, baker, etc.)  Schools/organizations desiring to have an after school function 
	 shall be required to provide a minimum of fourteen (14) calendar days’ notice to the cafeteria manager.  
	 A forty-eight (48) notice shall be given for any extra duty assignment.

C.	 Work assignments will be made annually at each work site and reported to the employee during the post 
	 planning period.  Vacancies will be filled in accordance with Article VIII.

D.	 Training programs shall be offered for all food service employees for the purpose of enhancing job skills,
	 improving safety in the workplace, understanding of state and federal regulations, etc.  An attempt will be 
	 made to offer training during the regular workday.

E.	 All current baker I and baker II positions shall be continued until the employee(s) retire or resign from 
	 the positions.

SECTION 11:	 DRUG AND ALCOHOL TESTING

	 The purpose of drug and alcohol testing is to deter the use of drugs and alcohol in the workplace by 
establishing standard procedures for drug and alcohol testing for all employees required to hold a commercial 
driver’s license.  These testing procedures shall also be applicable for all SRP employees at the time of hire or at 
other times for reasonable suspicion.

	 Initial drug testing as a precondition of employment shall be the responsibility of the applicant.  Appli-
cants who are offered a position shall be required to take a drug test and upon successfully passing said test shall 
be reimbursed for its cost.

	 The School Board shall be responsible for the cost of drug and alcohol testing for employees with the 
exception of administrative or legal challenges to test results, which shall be paid by the employee.

A.	 Employee Rights

	 All testing procedures shall comply with all alcohol and controlled substance testing procedures 
	 contained in 49 Code of Federal Regulations Parts 382, 291, 192, and 395.  The Board recognizes its 
	 obligation to protect individual dignity, privacy, and confidentiality in the program.  Specimen analysis 
	 shall be conducted in a manner to assure a high degree of accuracy and reliability and using laboratory 
	 facilities which are certified by the U.S. Department of Health and Human Services and the Florida 
	 agency for health care administration.

B.	 Testing Procedures
1.	 The Board shall follow the requirements as outlined in the Omnibus Transportation Employee Testing 
	 Act of 1991, and regulations of the Federal Highway Administration (FHWA) contained in 49 Code of 
	 Federal Regulations parts 382, 291, 192, and 395, and section 1012.45, F.S. Pre-employment testing:  All
	 applicants for positions requiring a commercial driver’s license shall undergo testing prior to 
	 employment.

C.	 Random Testing

	 All employees required to hold a Commercial Driver’s License, or to drive a district vehicle as a part of 
	 their job responsibilities, shall be subject to random, unannounced drug and alcohol testing.  The annual
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	 random rate for alcohol testing shall be twenty-five percent (25%) of the covered employees.  The annual
	 random rate for controlled substance testing shall be fifty percent (50%) of the covered employees.  On 
	 the day of testing, UTM shall be notified in writing.  The Board shall also provide UTM with a copy of 
	 the list of those being tested. UTM shall receive a copy of the results of those being tested as soon as it is 
	 received by the District.

D. 	 Reasonable Suspicion

1.	 Reasonable suspicion must be based on documented objective facts and circumstances which are 
	 consistent with the long- and short-term effects of alcohol or substance abuse including but not limited 
	 to physical signs and symptoms, appearance, behavior, speech and/or body odor.  A supervisor or 
	 designee who has been trained in accordance with the requirements of FHWA Regulations shall require 
	 a driver to submit to an alcohol or drug test when the employer has reasonable suspicion to believe a 
	 driver has violated the prohibitions contained in the FHWA Regulations.  Within 24 hours, the 
	 supervisor shall submit a written report of his/her documentation of the circumstances, observations and
	 facts which created the reasonable suspicion.  Such testing must be conducted within the time limits set 
	 forth in the FHWA Regulations.

2.	 All employees may be drug tested or alcohol tested based on “reasonable suspicion” if they have been 
	 observed exhibiting symptoms consistent with the long- and short-term effects of alcohol or substance 
	 abuse including but not limited to physical signs and symptoms, appearance, behavior, speech and/or 
	 body odor.

E.	 Post Accident Testing

	 Alcohol or drug testing will be administered following an accident when the driver was performing a 
	 safety sensitive function.  Applicable accidents as defined by the FHWA include those in which loss of 
	 human life occurred; driver received a citation from a law enforcement officer; either a driver or 
	 passenger received immediate medical treatment away from the scene of the accident or one of the 
	 vehicles involved had to be towed from the scene of the accident.  Such testing must be conducted within 
	 the time limits set forth in the FHWA Regulations.

F. 	 Return to Duty Testing

	 All employees who previously tested positive on a drug or alcohol test must submit to a Return to Duty 
	 Test and test negative prior to returning to duty.

G. 	 Follow-up Testing

	 Unannounced follow-up alcohol and/or controlled substance testing as directed by a substance abuse 
	 professional in accordance with the FHWA Regulations shall occur when it is determined that a covered 
	 employee is in need of assistance in resolving problems associated with alcohol misuse and/or use of 
	 drugs.  The number and frequency of follow-up testing shall be determined by the substance abuse
	 professional.  If an employee elects to request additional testing of the split urine sample, the employee 
	 shall be required to pay for the test.

H.  	 Positive Tests

1.	 Employees who have a confirmed positive drug or positive alcohol test may be disciplined, up to and 
	 including discharge.  The Board may, if the circumstances so warrant, offer rehabilitation.  If the 
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	 rehabilitation is offered and accepted by the employee, the employee will be responsible for all costs 
	 associated with participation in the rehabilitation program.

2.	 Failure of an employee to submit to any required drug or alcohol test is considered a positive test result in
	  accordance with the FHWA Regulations and shall result in termination of employment.

SECTION 12:		  TRANSPORTATION MECHANICS AND MECHANIC HELPERS

A.	 Any garage mechanic/mechanic helper who agrees and is selected to drive a regular bus route in an 
	 emergency situation shall receive a stipend of $25 per each am and/or pm route covered for a maximum
	  of $50 per day.  In addition, the mechanic/ mechanic helper that drives a route shall receive their regular 
	 rate of pay including any earned overtime pay. The mechanic/mechanic helper shall hold a class B CDL 
	 with air brakes/passenger endorsement and will sign an agreement with the Board for this service. 

B.	 Each Bus Mechanic or Mechanics Helper in order to drive a school bus with or without students shall 
	 take an annual physical at board expense in accordance with Article VII, Section 6.  The physical shall be 
	 the same as for bus drivers and be conducted by a physician designated by the school board.  Any 
	 employee who fails to pass the physical shall be prohibited from driving a school bus until which time 
	 they are able to pass the required physical.

ARTICLE VIII:    ASSIGNMENTS/TRANSFERS/PROMOTIONS

SECTION 1:	 ASSIGNMENTS

A.  	 Work assignments will be made annually at each worksite by the employee’s supervisor, except as 
	 otherwise provided for in the contract.  An employee’s assignment will designate his/her break times and 
	 lunch time and working hours.  When an employee volunteers and is assigned out-of-classification, he/
	 she shall be paid at the higher rank at the step which increases his/her salary.  Any interested and \
	 qualified employee may become a mentor for the MOVE program voluntarily.  The employee would be 
	 trained for mentoring the student and following the state and district guidelines.  Trained MOVE 
	 Mentors would earn a supplement for each semester that they are assigned a student mentee.

B.  	  When a vacancy for an existing position or a new position is established, it shall be posted on 
	 FRONTLINE – RECRUIT & HIRE for a minimum of five (5) days and filled within thirty (30) working 
	 days.  Current employees, including permanent substitutes applying for a vacancy, will be given first 
	 consideration based on their qualifications, training, experience, annual evaluations, and time in the 
	 district before hiring an applicant from outside (including OPS employees) the district.  Monroe County
	 School Board Hotline and local television may also be used to supplement the advertising of vacancies.  If
	 an interview committee is used to select an applicant, they shall be required to review the above process 
	 prior to interviewing any candidate.  Forms to be used for interviewing and ranking applicants are 
	 provided in Appendix F.

C.  	 When current employees, including permanent substitutes, apply for a vacancy the following procedures
	 shall be followed:

	 1.	 Employees seeking a lateral transfer shall be given consideration based on their qualifications, 
		  training, experience, annual evaluations, and time in the district according to paragraph B.
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	 2.	 If no current qualified employees request a lateral transfer, all other qualified current employees 
		  that may apply shall be considered according to paragraph B.

D.	 Summer employment assignments shall be made by the supervisor based on the criteria stated in 
	 paragraph B of this section. Such assignments shall be made first from a list of current employees 
	 within the bargaining unit who volunteer for such assignments and who are returning to work following 
	 summer employment.  For summer assignments, bus drivers and bus aides shall bid on available 
	 positions in their separate classifications by seniority in the area in which they worked during the normal
	 school year.  When there are more volunteers for the positions available, employees within the 
	 classification at the site shall be selected by the criteria stated in paragraph B.  If more employees are 
	 needed from other sites the selection process shall remain the same.  The list of the volunteers shall be 
	 forwarded to UTM upon request. 

SECTION 2:	 TRANSFERS

A.	 Voluntary Transfers

   	 Any employee shall have the right to apply for a transfer to another work location within the same job 
	 classification.  The request shall be completed in the FRONTLINE – RECRUIT & HIRE.  Employees 
	 requesting a transfer shall be considered in accordance with 1(C) above at the time of each job posting, if 
	 the employee has filed a transfer request during the posting period or if one is already on file.  Requests 
	 for transfer are active for a one year period from the date of request and may be renewed for one 
	 additional year.

B. 	 Involuntary transfers

	 An employee may be transferred from one work site to another within the county when, in the judgment
	 of the Superintendent, the interests of the district will be better served.  The Superintendent will have 
	 complete discretion with reference to transfer and will consider, among other things, the suitability of the
	 employee’s qualifications as they relate to the needs of the position to be filled, the employee’s personal 
	 preferences and place of residence.  The employee and the UTM President will be notified in writing 
	 when an involuntary transfer is planned. In addition, the employee will be consulted prior to the 
	 transfer, and will be provided with a written explanation of the reasons for the transfer, with a copy sent 
	 to the UTM President.

SECTION 3:	 PROMOTIONS

A.  	 The term “promotion” shall mean the advancement of an employee to a job with a higher maximum 
	 salary.  An employee receiving a promotion shall be placed on the salary schedule with at least six 
	 increments beyond his/her current salary.

B.  	 All vacancies to be filled will be advertised in accordance with Section 1, B of this article.

ARTICLE IX:    LEAVES

SECTION 1:	 SICK LEAVE/MEDICAL

A.	 Any employee of the bargaining unit who is unable to perform his duty on account of personal sickness, 
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	 accident disability, or extended personal illness, or because of illness or death of father, mother, brother, 
	 sister, husband, wife, child, or other close relative, or member of his own household and consequently has
	  to be absent from his work, shall be granted leave of absence for sickness.

B.	 An employee shall be eligible to utilize sick leave for the purpose of medical and/or dental examinations. 
	 Such leave shall be deducted from accrued sick leave in half or full day units, provided however, that no 
	 employee shall be compelled to utilize more sick leave than is required by the employee. Principals or 
	 supervisors may, at their discretion, release unit employees for up to two (2) hours without sick leave 
	 being charged against the employee for the purpose of medical and dental examinations.

C.	 The Superintendent, Executive Director, department director, or principal may require a certificate of 
	 illness from a licensed physician or from the County Health Officer to substantiate a claim for sick leave 
	 or that the employee is able to work and perform his/her duties. Suspicion of sick leave abuse shall be 
	 subject to due process under Article XX.  

D.	 Sick leave accumulated in another Florida school district by an employee shall be accrued to the 
	 employee at a rate not to exceed 10 days per school year until all leave has been transferred to the MCSD
	 district.  Any such sick leave shall be added to sick leave earned in the district.

E.	 Any employee may authorize sick leave to be transferred to another employee of the school district when 
	 the other employee is a spouse, child, parent or sibling.  Such leave may only be transferred when the 
	 receiving employee has depleted his/her own sick leave.

F.	 Any employee who suffers the death of an immediate family member shall be granted three (3) days of 
	 paid bereavement leave upon request for bereavement purposes.  Immediate family for bereavement shall
	 be defined as spouse, child, grandchild, mother, father, step father, step mother, sister, brother, 
	 grandparents and in-laws of such.  Any other relative permanently residing in the employee’s household 
	 or with whom the employee permanently resides shall also be considered “immediate family.”  Proof of 
	 relationship to the deceased may be required.

SECTION 2:	 FAMILY MEDICAL LEAVE ACT (FMLA)

	 This leave is available to qualified employees for a maximum period of 60 work days of unpaid leave per 
year.  This leave may be used for the birth of the employee’s child; the adoption of a child by the employee; to care 
for a seriously ill spouse, child, parent; or a serious personal health condition.  Please note the Monroe County 
School Board will allow employees to utilize any leave time they have during this period.

	 To qualify the employee must have been employed for a 12 month period and have worked a total of 1250 
hours.  However, there are exceptions and an employee should contact the Personnel/Human Resources Depart-
ment for clarification.  Also, medical certification is required in the case of serious illness.

SECTION 3:	 EXTENDED SICK LEAVE POLICY

	 Any member of the bargaining unit who finds it necessary to be absent from duties because of illness and 
who has already utilized all of the sick leave for which he/she is entitled to receive compensation shall be grant-
ed extended sick leave without pay upon returning from absence and filing a claim setting forth the day or days 
absent stating that such absence was necessary.  The Superintendent may require a certificate of illness from a 
licensed physician or from the County Health Officer to substantiate a claim for extended sick leave or to verify 
that the employee is able to work and perform duties.
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SECTION 4:	 ILLNESS OR INJURY-IN-LINE-OF-DUTY LEAVE

	 Any member of the bargaining unit shall be entitled to illness-in-line-of-duty leave when he/she has to 
be absent from his/her duties because of a personal injury received in the discharge of duty or because of illness 
from any contagious or infectious disease contracted in the performance of his assigned duties.  The following 
requirements shall be observed:  Duration of leave and compensation:  Leave of any such member of the bar-
gaining unit shall be authorized for a maximum of ten (10) school days for illness contracted, or injury incurred, 
from such causes as described in the preceding.   However, the Board may grant additional emergency sick leave 
out of local funds where the Board deems it necessary and proper to do so.  Injury-in-the-line-of-duty leave shall 
be restored, if deducted, to an employee’s sick leave upon approval.  When an employee is injured in the line of 
duty, all procedures and required paperwork will be explained to the employee by his/her supervisor.

SECTION 5:	 SICK LEAVE POOL

A.	 Purpose:  A sick leave pool has been established, effective January 1, 1981, in order to provide members 
	 of the bargaining unit with an emergency pool of sick leave days in cases of prolonged absence due to 
	 personal illness or disability beyond those days available under personal sick leave or such other leave as
	 may be available upon School Board action.

B.	 Benefits:  A member of the pool shall, upon proper application, be eligible to receive up to fifty (50) days
	 from the pool within a 12 month period.  Should a member of the sick leave pool apply for an additional
	 50 days, the need must arise from a different catastrophic illness or occurrence.

C.	 Rules:  Rules governing administration, membership and requirements of the Sick Leave Pool are 
	 included in Addendum C of this contract.

D.	 Open enrollment periods are during the months of September and February.

SECTION 6:	 PERSONAL LEAVE WITH PAY

	 Bargaining unit personnel may be granted four (4) days of personal leave with pay per school year under 
existing administrative guidelines for the purpose of conducting personal business involving special obligations 
which cannot be scheduled on non-duty days.  Such leave shall be chargeable to sick leave and shall not be cu-
mulative from year to year.

A.	 Requests for personal leave should be submitted to appropriate supervisor or designee at least five (5) 
	 days prior to the date that the employee desires to be absent from his/her duties.  Less notice may be 
	 acceptable in the event of unforeseen circumstances.  No more than (10) ten percent of the workforce 
	 may be granted personal leave at one time except if approved by the employee’s supervisor after a 
	 satisfactory explanation for the request.

B.	 Personal leave may not be granted to extend vacation time or non-work, non-paid time on the days
	 preceding or following school holidays recess or break periods except in unusual circumstances and not 
	 unless approved by the employee’s supervisor after a satisfactory explanation for the request.

C.	 Under no circumstances may personal leave be used to engage in a strike, picketing, or demonstration or
	 in any other concerted activity regarding conditions of professional service or policies of the school 
	  or in activities which disrupt the normal activities of any school.

SECTION 7:	 MILITARY LEAVE
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	 All bargaining unit personnel called into active military duty by the Federal Government or who volun-
teer for active duty are to be considered on leave from their positions until said employees are discharged by the 
military.  Employees on military leave will receive all raises as if he/she would have been entitled had he/she been 
at work.

	 Personnel belonging to one of the military reserve organizations requesting summertime training will be 
allowed leave with compensation, only if such training cannot be taken during the vacation period.  A statement 
from the commanding officer designating the date of the required duty shall accompany the requesting officer 
designating the date of the required duty shall accompany the request for leave.

SECTION 8:	 TEMPORARY DUTY LEAVE - JURY DUTY - WITNESS

A.	 Any member of the bargaining unit who is required to serve as a juror during his/her working hours, or
	 who is subpoenaed to testify during such hours, shall be paid the difference between his/her regular 
	 salary and the basic fee received for such services excluding sums paid for travel expenses; except, that an 
	 employee may elect to inform payroll in advance of reporting for jury duty that he/she will be returning 
	 the fee to the payroll department in which case the employee shall receive his/her regular paycheck.  The 
	 final paycheck of the school year for an employee exercising this option may be withheld if the conditions
	  of this paragraph regarding the returning of the fee to the payroll department are not complied with.  
	 This provision is subject to any changes in law regarding this type of leave.

B.	 In no case shall temporary duty leave with pay be granted for court attendance when an employee is 
	 engaged in personal litigation.  Employees who have accrued personal leave shall be granted such leave
	 upon request, and shall retain witness fees.

SECTION 9:	 LEAVE FOR ELECTED OR APPOINTED PUBLIC OFFICIALS

	 The Board agrees to provide temporary duty release time without pay for employees who are elected or 
appointed public officials to attend official meetings of their respective public bodies.

SECTION 10:	   PAID LEGAL HOLIDAYS

	 Paid legal holidays shall be provided as follows:  ten month employees six (6).  Eleven and twelve month 
employees, including the bus drivers, bus aides, and school food service workers employed for summer school 
(7).  Additional days may be designated as holidays for all employees of the bargaining unit at the discretion of 
the Superintendent.  The holidays shall be: Martin Luther King Day, President’s Day, Labor Day, Veteran’s Day, 
Thanksgiving Day (1), Memorial Day and Fourth of July (if working in summer school).

SECTION 11:		  TERMINAL LEAVE PAY

	 The Board will provide terminal pay for accumulated sick leave to an employee at normal or early re-
tirement as defined by Chapter 238.07(2) (e), F.S. or to his/her beneficiary if service is terminated by death.  The 
death benefit payment to the employee’s beneficiary shall be paid within 30 days of receipt of the death certifi-
cate.

	 Subject to the preceding paragraph, accumulated sick leave will be paid in accordance with Chapter 
1012.61(5) F.S.  When service is terminated by death, the employee’s beneficiary will receive payment in accor-
dance with the above named Florida Statute.  When service is terminated by normal or early retirement, termi-
nal leave payment shall be paid as follows:
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	 Beginning with the 6th year in the FL Retirement System, terminal leave pay shall be an amount deter-
mined by the employee’s daily rate of pay multiplied by fifty percent of all accumulated sick days up to 150 days 
for a maximum payment of 75 days.  Beginning with the 13th year of employment in the FL Retirement System 
and continuing through the 24th year, employees will be paid for one hundred percent of their accumulated sick 
days up to 150 days.  For employees with 25 years in the FL Retirement System, employees will be paid for one 
hundred percent of their accumulated sick days up to 200 days.  For employees who accumulate 10 additional 
sick leave days per year during their DROP period of employment, they shall be paid up to 50 additional sick 
leave days up to 250 days total.  At least one-half of all cumulative sick leave must be established within the dis-
trict granting such leave.

	 Terminal leave pay will be handled in accordance with the BENCOR Agreement found in Appendix E.

SECTION 12:		  LEAVE WITHOUT PAY

	 Members of the bargaining unit shall be granted leave of absence for one month or more during the 
school year for personal reasons, without pay, upon submitting a request explaining the circumstances and 
necessity for such leave to his/her immediate supervisor.  Such leave should be approved in advance whenever 
possible.  Employees on such leave shall not accrue, or be entitled to, any paid benefits while on leave.

 Members of the bargaining unit who have been employed for three (3) consecutive years or more shall be grant-
ed a year’s leave of absence for one year when the request has been made on or before May 1st prior to the start 
of the new school year in which the leave is requested.  Requests submitted after May 1st may be granted at the 
sole discretion of the Superintendent.  Employees may engage in other employment when on such leave as long 
as that employment is not for another school district.  Employees on such leave shall not accrue, or be entitled 
to, any paid benefits while on leave.  Each qualifying member of the bargaining unit shall be entitled to one year 
leave of absence.  Subsequent requests may be granted at the sole discretion of the Superintendent.

Members of the bargaining unit who have been granted a one year leave of absence must notify the Superinten-
dent (or the Executive Director of Human Resources) in writing of their intent to return on or before May 1st 
prior to the start of the next school year.

A.	 On or before April 1st the School District shall notify the employee on leave in writing (to include email 
	 to a personal email address provided by the employee) of their obligation to provide written notice of 
	 their intent to return.  Said notice to include “return/receipt”.
B.	 On or before May 1st the Employee shall provide the required written notice of their intent to return (to 
	 include an acknowledged email).
C.	 The employee’s failure to provide timely written notice may waive the employee’s right of return.

SECTION 13:		  PARENTAL LEAVE

	 Any employee who wants a leave of absence for the purpose of childbearing and/or rearing may be grant-
ed personal leave without pay.  An employee shall also have the option of using available sick leave for childbear-
ing.

SECTION 14:		  CONTINUITY OF EMPLOYMENT

	 No approved leave shall constitute a termination or break of continuity of employment.

SECTION 15:		  ANNUAL LEAVE
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	 Employees who want to take annual leave must make a written application at least five days in advance on 
the appropriate District leave forms to their immediate supervisor. 

	 All requests for annual leave taken during the months of June, July, and August shall be applied for by 
May 15 of each year and may be limited to two (2) weeks in duration. Employees will be notified of approval or 
denial of leave request by May 20th.  Employees may still apply after May 15th but shall not be able to pre-empt 
employees already granted leave.  In resolving conflicts between two (2) applicants who submit their annual leave 
request on the same day and for the same dates, seniority shall be the deciding factor.   An annual leave sched-
ule shall be posted at each worksite to assist in the planning of annual leave during the months of June, July, and 
August.  All annual leave requests shall be approved or denied by the district supervisor for non-instructional 
employees based on the procedure outlined in Article IX, Section 15 (above).

SECTION 16:         COMPASSIONATE LEAVE

	 The Compassionate Leave Program is hereby established as a mechanism for accepting from qualified 
employees the voluntary donation of time from annual accumulated sick leave. 

A regular full-time employee may donate sick leave to another regular full-time employee. The Compassionate 
Leave Program shall be subject to the requirements and procedures below:

1. 	 An employee receiving donated sick leave days must have used all available sick and vacation leave prior
	  to receiving any donated leave. 

2. 	 Recipient must have been a regular employee of the District for at least one (1) full year preceding the 
	 current fiscal year. 

3. 	 In no event shall any compassionate leave time approved under this policy exceed 60 days.

4. 	  Donors are eligible to donate creditable time earned as long as the employee retains a minimum of 15 
	 days of available leave after the donation is deducted.

5. 	 Any donated but unused sick leave will be returned to the donating employee at the end of the fiscal year,
	  at the end of the qualifying event, or at the end of the employment of either employee, whichever occurs 
	 first. The unused leave will be returned to the authorizing employee on a last-in, first-out basis.

6. 	 Donated sick leave shall have no value for the purposes of terminal leave payouts.

7. 	 Transferred sick leave may be used for complications after the birth of a child, personal injury, serious
	  illness, rehabilitation programs, or other life altering events for the employee or the employee’s spouse, 
	 child, grandchild, mother, father, stepfather, stepmother, sister, brother, grandparents, and in-laws of 
	 such. Any other relative permanently residing in the employee’s household or with whom the employee 
	 permanently resides shall also be considered. 

8. 	 Transferred sick leave may not be used for any of the following purposes:

	 a. 	 Elective surgery or complications arising thereof;

	 b. 	 Work-related injury;
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	 c. 	 Personal or vacation time

9. 	 Sick leave days may only be transferred once they have been earned and credited to the donor. 

10. 	 Use of Compassionate Leave is subject to review and approval by the Sick Leave Pool Committee as 
	 determined jointly by MCSD and UTM. 

ARTICLE X:    EMPLOYEE SAFETY

SECTION 1:	 GENERAL

A.	 The district agrees to maintain a safe, sanitary, and healthy working environment for employees and shall 
	 comply with applicable federal, state, and local laws and standards in regard to employee health and
	 safety.

B.	 The Union agrees to cooperate with the district in the identification of health and safety hazards.

SECTION 2:	 PROTECTIVE CLOTHING AND EQUIPMENT

A.	 The district shall provide an eye wash, safety shower, and a first aid kit at appropriate locations in the 
	 work area and provide the appropriate training for its use.

B.	 The district shall furnish protective eye wear in accordance with applicable standards established by state 
	 and federal law.  Such equipment and clothing required by law or the district for use by the employees 
	 shall be supplied (paid for) by the district. Employees shall be required to wear protective eye wear, as 
	 required, in the performance of their duties.

SECTION 3:	 TRAINING

	 The district agrees to provide health and safety training for all new employees and to continue on-the-job 
training for all employees in an effort to reduce/eliminate on-the-job injuries and accidents.

SECTION 4:	 HEALTH AND SAFETY COMMITTEES

A. 	 A joint Union-Management health and safety committee shall be established.  The committee shall 
	 consist of four (4) employees appointed by the Union and four (4) district representatives appointed by 
	 the Superintendent.  The Superintendent shall select a chairperson.

B.	 The committee shall meet twice a year to review and discuss matters of mutual concern in the areas of 
	 health and safety in a cooperative fashion.  Committee members shall not suffer a loss of time or pay for 
	 attendance at health and safety meetings.

C. 	 Activities of the committees shall include, but are not limited to, suggestions for educational and training
	  programs, complaint awareness, and suggestions for work procedures arising out of health and safety 
	 concerns.  Minutes or reports of the committee shall be provided to the Superintendent and/or his 
	 designee and the Union.

SECTION 5:	 TRAINING COMMITTEE
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A.  	 A training committee shall be established by January 1, 1996, to recommend training programs for job 
	 classes within the bargaining unit (custodial; food service; maintenance; transportation).

B.  	 The committee shall be composed of four (4) union members selected by the UTM President and four (4) 
	 members selected by the Superintendent.  The chairman of the committee shall be appointed by the 
	 Superintendent.

C.  	 The committee shall also review all job descriptions for the job classes within the bargaining unit and 
	 make recommendations to the Superintendent regarding needed revisions and/or development of new 
	 job descriptions that may be needed.

ARTICLE XI:    PERSONNEL FILES

SECTION 1:	 PROCEDURES

	 All employee personnel files shall be maintained under the following circumstances:

A.	 No letters of reprimand that would indicate specific dissatisfaction with an employee’s performance or
	 letters of disciplinary action shall be placed in the employee’s files until the employee has read the 
	 material.  The employee shall have the opportunity to acknowledge that he/she has read such material by
	 affixing his/her signature on the actual file copies, with the understanding that such signature only 
	 signifies that he/she has read the material to be filed and does not indicate agreement with its contents.

B.	 The employee shall have the right to answer any material filed and his/her answer shall be attached to the
	 filed copy.

SECTION 2:	 ACCESS TO FILE

	 An employee shall be permitted to examine his/her file.  Employees are encouraged to call in advance to 
arrange for such examination.  A Union representative shall be permitted to examine an employee’s file when 
authorized in writing by a notarized statement to do so by the employee.

	 The employee or authorized Union representative shall indicate in writing that such file has been exam-
ined.  The employee or authorized Union representative shall be permitted conveniently to reproduce at his/her 
expense on the Board’s premises, any material in the file.  The validity of items of a derogatory nature placed in 
the personnel file of any unit member shall be subject to the grievance procedure.

SECTION 3:	 MAINTENANCE OF FILES

	 Personnel files will be maintained in accordance with Florida Statute 1012.31 as outlined in Appendix B 
to this contract.

ARTICLE XII:    EMPLOYEE EVALUATION

A.	 Employees shall be evaluated according to the current uniform evaluation procedures.  Each individual 
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	 shall be informed of the criteria, procedure, and timelines to be used.  The employee performance 
	 evaluation form contained in the contract shall be used for the final evaluation.  

B.	 Supervisory personnel shall handle evaluations and related documents in a confidential manner.

C.	 Employees shall be provided a copy of any evaluation prior to it being placed into the employee’s file.  
	 The employee shall only sign the evaluation to indicate that he/she has received a copy.  Such signature 
	 does not imply either agreement or disagreement. A witness may sign in the event an employee refuses to
	 sign.

D.	 No evaluation shall be placed in an employee personnel file unless the employee has acknowledged 
	 receipt of a copy.  A witness may sign in the event an employee refuses to sign. The employee shall have 
	 the right to submit a written statement or rebuttal which shall be attached to the evaluation.

E.	 Formal evaluations shall be completed and signed by the appropriate supervisor.  No employee of the 
	 bargaining unit is authorized to evaluate another employee of the bargaining unit except for 
	 transportation supervisors who receive a salary supplement for additional duties of a supervisory nature.

F.	 Evaluations will occur at least once a year no later than April 15th.  An employee may request another 
	 evaluation following any evaluation which the employee feels is unsatisfactory. The supervisor will 
	 schedule this additional evaluation within twenty-five (25) calendar days of the request.

G.	 All evaluations shall be conducted with the full knowledge of the employee being evaluated.  The 
	 employee shall be given a copy of any documentation of an inspection which may have a bearing on the 
	 employee’s final evaluation.

H.	 All employees are entitled to request a review of his/her evaluation with his/her supervisor.  The 
	 employee may be accompanied by a UTM rep if he/she so desires.

I.	 When an evaluation includes reference to serious work performance deficiencies which the supervisor 
	 believes could eventually lead to disciplinary action, the employee will receive, in writing, the corrective 
	 action needed, a timeline for the corrective action, and the assistance which can be provided to remedy 
	 the deficiency or problem.  A follow-up shall occur to assess the progress and/or completion of the 
	 suggested improvements.

J.	 When disciplinary action is called for and just cause warrants such action, the procedures of Article V 
	 shall be followed.

K.	 A copy of all evaluation forms and procedures in use shall be provided to the Union.
 

ARTICLE XIII:    RIF/RECALL

SECTION 1:	 REDUCTION IN FORCE

A.	 Should the Board have to choose among its personnel as to which shall be retained, positions held by
	 probationary, substitute, or temporary employees shall be terminated first. 

B.	 Should the Board still have to choose from among its regular employees, reduction of employees within 
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	 designated areas shall occur using:

1.  	 Normal attrition.

2.  	 Following attrition, priority criteria shall be: service in the district, satisfactory performance evaluation, 
	 job qualifications, and Monroe County School Board staffing needs as recommended by the 
	 Superintendent.  Prior to implementation this provision, the Superintendent will meet and confer with 
	 the union.

C.	 Layoff

	 1.   	 Any regular employee subject to layoff may seek other positions in the district for which they are 
		  qualified.

	 2.	 Any employee rehired within one year of layoff shall have all benefits, which were previously 
		  enjoyed, restored.

ARTICLE XIV:    TASK FORCES AND COMMITTEES

SECTION 1:	 SCHOOL RELATED EMPLOYEE OF THE YEAR SELECTION COMMITTEE

A.  	 A district committee shall be formed to review all nominations for the school related employee of the 
	 year.  The committee shall be composed of three (3) UTM members appointed by the President and three
	  (3) district administrators appointed by the Superintendent.

B.  	 Each member of the committee will be provided with copies of the application form and other data for 
	 each nominee.  Each committee member will independently review the information on each nominee 
	 and rank them in priority order highest to lowest.  All of the information will then be sealed in the 
	 envelope provided each committee member and returned to designated staff in charge of the program at 
	 the time.

C.  	 Should it be necessary to meet, members of the committee may be provided with release time and travel 
	 expenses if applicable, to participate in the work of the committee.

D.  	 Nominees shall receive an award and the School Related Employee of the Year shall receive an additional
	  award as indicated on the supplemental salary schedule.

SECTION 2:	 SCHOOL CALENDAR TASK FORCE

	 The Union shall appoint a non-instructional member to the existing school calendar committee.
Members of the Task Force will be provided with release time and travel expense, if applicable, to participate in 
the work of the Task Force.

SECTION 3:	 STUDY COMMITTEES

	 Study Committees shall be established during the term of this contract when mutually agreed to by the 
Superintendent and the Union President.  Any study committee will consist of three (3) representatives and an 
alternate appointed by the Superintendent and three (3) representatives and an alternate appointed by the Union.  
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One of the Superintendent’s representatives will serve as the Chairperson of the Study Committee and shall 
be responsible for scheduling meeting dates and times, determining agendas and otherwise presiding over the 
meetings.

	 Members of the Study Committees will be provided with release time and travel expenses, if applicable, 
to participate in the work of the committee.

	 A subcommittee shall be formed to study the school related personal evaluation tools. For the duration 
and term of this contract a study committee shall be convened to address due process/progressive discipline 
based on the parameters outlined above.

SECTION 4:	 INSURANCE COMMITTEE

	 The Union shall appoint one non-Instructional employee to serve on the existing Insurance Committee.  	
Members of the Committee will be provided with release time and travel expenses, if applicable, to participate in 
the work of the committee.

SECTION 5:	 SUBSTANCE ABUSE POLICY AND PROGRAM

	 The Board and the UTM agree to meet during the 93-94 school year in order to develop a memorandum 
of understanding concerning the adoption of a substance abuse policy and program.  Any substance abuse pro-
gram shall emphasize rehabilitation.

ARTICLE XV:    SALARIES AND SUPPLEMENTS

	 Schedules containing salaries and supplements for bargaining unit personnel will be added as addenda to 
the contract and made available on the MCSD website. 

A.	 When an employee qualifies for an adjustment to salary, the adjustment, as determined by management, 
	 will be made within thirty (30) days. 

B.	 If management agrees that an employee is improperly placed on a salary schedule, he/she shall be 
	 properly placed at the time of discovery and paid retroactively at the next pay period for any losses 
	 incurred as a result of the improper placement.

 	 A salary and supplements schedule will be effective and applicable only for the particular school year 
involved.  Salary (and increments) and supplements schedules will be re-negotiated each year except when there 
is a multi-year economic settlement.

 	 Summer employment shall be compensated according to the appropriate salary schedule or for which he/
she would receive during the regular school year for the particular job classification.  Overtime pay shall be the 
same as the regular school year.

	 Employee salary payments shall be made bimonthly on the 15th and the end of the month for each job 
classification through direct deposit.  The district shall assist employees with setting up a direct deposit account 
at a bank or credit union of their choice.  All employees shall be paid on a 12 month basis.   The annual salary 
shall be divided equally into twenty-four (24) pay periods except for adjustments occurring because of overtime 
or other such matters.  Benefits and other voluntary elections shall be deducted over the first 20 pay periods.  The 



30

anniversary date for step increases for all SRP bargaining unit members shall be July 1.

	 The employee’s Direct Deposit Voucher shall be itemized with the additions section displaying the sourc-
es of additional pay.  All deductions and contributions shall be itemized to disclose their destination or source.  
Completion of the itemized Direct Deposit Voucher will be by March 1st, 2003.

ARTICLE XVI:    COMPENSATORY BENEFITS

	 In addition to salary benefits, the Board shall provide compensatory benefits as listed below.  These bene-
fits as implemented by resolution, policies, rules, directives, and memoranda in effect on the date this Agreement 
is executed shall not be changed, modified, or repealed during the term of this contract without mutual consent 
of the parties, except as stipulated therein.

SECTION 1:	 HEALTH INSURANCE  

A.	 The rate structure and contribution requirements for employee participation in the District’s health 
	 insurance plan are as follows:

BUY-UP PLAN – PLAN # 03768 (effective January 1,2025)
Plan		  Employee Contribution District Contribution
Single $3502.00 $12,140.80
Employee + Spouse $6936.20 $13,243.00
Employee + Children $5826.00 $12,006.80
Family $8571.00 $13,329.00

CORE PLAN – PLAN #03559
Plan		  Employee Contribution District Contribution
Single $2094.20 $12,140.80
Employee + Spouse $5120.00 $13,243.00
Employee + Children $4220.80 $12,006.80
Family $6599.80 $13,329.00

HIGH DEDUCTIBLE PLAN – PLAN # 05360
Plan		  Employee Contribution District Contribution
Single $821.60 $12,165.60
Employee + Spouse $3337.00 $13,416.40
Employee + Children $2702.00 $12,103.40
Family $4623.20 $13,558.80

In future plan years, when a rate increase is recommended by the insurance committee and approved by the 
Board, the Board shall pay an additional contribution for each type of plan above.   The additional Board contri-
bution in future years shall be a minimum of 79% of the premium increase in the Buy-Up rate for the Employee 
(EE) plan. The employee shall be responsible for the remaining 21% or less of the premium increase for their 
chosen plan. The Board shall contribute up to $450.00 for those employees who choose not to participate in the 
District Health Insurance Plan. 
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     A.	 Effective January 1, 2018, employees’ spouses or married domestic partners who have access to affordable
	  health care that provides minimum value (as defined by the Affordable Care Act)* through another 
	 employer will no longer be eligible for enrollment in the Monroe County Schools’ Health Plan unless
	 they agree to pay a spousal fee of $50/paycheck.  All employees who want to cover their eligible spouse or 	
	 married domestic partner on the Monroe County Schools’ Health Plan will be required to complete a
	 Spousal Affidavit at initial enrollment or when adding a spouse.

     B.	 Beginning with the 2005 enrollment period, when two married employees work for the school district,
	  they shall be allowed to pool their combined Board contributions toward family health coverage. 

     C.	 The impact of future increases in insurance premiums or other significant changes in coverage are of joint
	  concern to the Board and the Union.  Accordingly, any such proposed changes shall be referred to the
	  Insurance Committee for their recommendation.

     D.	 Any employee on leave shall be given the right to continue his/her health insurance coverage and any
	  other benefits while on leave provided the employee makes the contribution to the district.

     E.	 The Board will provide access to employee assistance resources for all employees in the district through
	  the efforts of the staff wellness committee.

     F.	 Any employee, upon retirement, shall be provided the option of continuing his/her health insurance 
	 coverage with the district. Future increases in premium rates for retirees shall be a subject of 
	 negotiations.

	 Beginning January 1, 2025, retirees under the age of 65 will receive the subsidy once meeting the 
	 requirements as outlined below:

	 •	 Retirees with 20 years plus of service with Monroe County School Board at retirement
	  	 receive 100% of the current subsidy up to age 65. 
	 •	 Retirees with 10-19 years of service with Monroe County School Board receive 50% of the 
		  subsidy up to age 65.
	 •	 Retirees with less than 10 years of service with Monroe County School Board receive no subsidy.
	 •	 Retirees over the age of 65 receive no subsidy.

BUY UP PLAN-SINGLE PLAN
Tier		  Cost Per Year Max Board Cost Cost	 Retiree Prem/Monthly
EE   20+ Years $15,642.80 $7,821.40 $7,821.40 $651.78
EE   10-19 Years $15,642.80 50% $3,878.84 $11,763.96 $980.33
EE  Less 10 years/65+ $15,642.80 $0.00 $0.00 $1303.57

BUY UP PLAN-EMPOLYEE + SPOUSE
Tier Cost Per Year Max Board Cost Cost	 Retiree Prem/Monthly
ES   20+ Years $20,179.20 $10,089.60 $10,089.60 $840.80
ES   10-19 Years $20,179.20 50% $4,416.56 $15,762.64 $1313.55
ES  Less 10 years/65+ $20,179.20 $0.00 $0.00 $1681.60

BUY UP PLAN-EMPLOYEE + CHILD/CHILDREN 
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Tier Cost Per Year Max Board Cost Cost	 Retiree Prem/Monthly
EC   20+ Years $17,832.80 $8,916.40 $8,916.40 $743.03
EC   10-19 Years $17,832.80 50% $4,319.84 $13,512.96 $1126.08
EC  Less 10 years/65+ $17,832.80 $0.00 $0.00 $1486.07

BUY UP PLAN-FAMILY
Tier Cost Per Year Max Board Cost Cost	 Retiree Prem/Monthly
EF   20+ Years $21,900.00 $10,950.00 $10,950.00 $912.50
EF   10-19 Years $21,900.00 50% $4,693.68 $17,206.32 $1433.86
EF  Less 10 years/65+ $21,900.00 $0.00 $0.00 $1825.00

CORE PLAN-SINGLE PLAN
Tier		  Cost Per Year Max Board Cost Cost	 Retiree Prem/Monthly
EE   20+ Years $14,235.00 $7,117.50 $7,117.50 $593.13
EE   10-19 Years $14,235.00 50% $3,820.68 $10,414.32 $867.86
EE  Less 10 years/65+ $14,235.00 $0.00 $0.00 $1186.25

CORE PLAN-EMPOLYEE + SPOUSE
Tier Cost Per Year Max Board Cost Cost	 Retiree Prem/Monthly
ES   20+ Years $18,363.00 $9,181.50 $9,181.50 $765.13
ES   10-19 Years $18,363.00 50% $4,341.72 $14,021.28 $1,168.44
ES  Less 10 years/65+ $18,363.00 $0.00 $0.00 $1,530.25

BUY UP PLAN-EMPOLYEE + CHILD/CHILDREN
Tier Cost Per Year Max Board Cost Cost	 Retiree Prem/Monthly
EC   20+ Years $16,227.60 $8,113.80 $8,113.80 $676.15
EC   10-19 Years $16,227.60 50% $4,253.28 $11,974.32 $997.86
EC  Less 10 years/65+ $16,227.60 $0.00 $0.00 $1,352.30

CORE PLAN-FAMILY
Tier Cost Per Year Max Board Cost Cost	 Retiree Prem/Monthly
EF   20+ Years $19,928.80 $9,964.40 $9,964.40 $830.37
EF   10-19 Years $19,928.80 50% $4,612.00 $15,316.80 $1,276.40
EF  Less 10 years/65+ $19,928.80 $0.00 $0.00 $1,660.73

CDHP PLAN-SINGLE PLAN
Tier Cost Per Year Max Board Cost Cost	 Retiree Prem/Monthly
EE   20+ Years $12,987.20 $6,493.60 $6,493.60 $541.13
EE   10-19 Years $12,987.20 50% $3,768.92 $9,218.28 $768.19
EE  Less 10 years/65+ $12,987.20 $0.00 $0.00 $1082.27

CDHP PLAN-EMPLOYEE + SPOUSE
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Tier Cost Per Year Max Board Cost Cost	 Retiree Prem/Monthly
ES   20+ Years $16,753.40 $8,376.70 $8,376.70 $698.06
ES   10-19 Years $16,753.40 50% $4,274.96 $12,478.44 $1039.87
ES  Less 10 years/65+ $16,753.40 $0.00 $0.00 $1396.12

CDHP PLAN-EMPLOYEE + CHILD/CHILDREN
Tier Cost Per Year Max Board Cost Cost	 Retiree Prem/Monthly
EC   20+ Years $14,805.40 $7,402.70 $7,402.70 $619.89
EC   10-19 Years $14,805.40 50% $4,194.28 $10,611.12 $884.26
EC  Less 10 years/65+ $14,805.40 $0.00 $0.00 $1233.78

CDHP PLAN-FAMILY
Tier Cost Per Year Max Board Cost Cost	 Retiree Prem/Monthly
EF   20+ Years $18,182.00 $9,091.00 $9,091.00 $757.58
EF   10-19 Years $18,182.00 50% $4,659.68 $13,522.32 $1,126.86
EF  Less 10 years/65+ $18,182.00 $0.00 $0.00 $1,515.17

     F.  	 The Board will provide access to employee assistance resources for all employees in the district through
	  the efforts of the staff wellness committee.

SECTION 2:	 TRAVEL REIMBURSEMENT

A.  	 Within Monroe County

	 Employees who do not receive monthly travel allowances and whose duties require them to travel within
	 the county from their worksites to other locations in a privately owned vehicle will be reimbursed in 
	 accordance with the current adopted policy of the school board for such travel.  This provision includes 
	 employees that work at two locations or more each day.  These employees shall have a travel adjustment
	 as per FL Statutes 112.061 added to their normal paycheck each pay period.

B.  	 Outside Monroe County

	 Employees who are required to travel outside of Monroe County in their own vehicle or by common 
	 carrier shall be reimbursed in accordance with the current adopted policy of the school board for such 
	 travel.

SECTION 3:	 SICK LEAVE AND ANNUAL LEAVE

A.	 Full-time employees, 51% of the average number of hours for the particular classification, shall 
	 accumulate sick leave at one day per month, or an equivalent number of hours per month equal to the 
	 employee’s normal workday.  Four (4) days or an equivalent number of hours as described above, shall 
	 be credited to each full-time employee at the end of the first month of employment of each year and
	 thereafter, 1 day of sick leave, or an equivalent for each additional month of employment, which shall 
	 not be used prior to the time it is earned and credited to the employee.  Employees shall be entitled to 
	 earn no more than 1 day per month or the equivalent number of hours as described above, times the 
	 number of months employed during the year of employment.

B.	 Employees may not accumulate more than 42 days of annual leave and shall forfeit the excess on July 1 of
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	 each fiscal year except in the year of retirement.  Accumulated annual leave shall be compensated at the 
	 employee’s daily rate at the time of retirement or death up to the limit of 60 days.  Employees may not 
	 request annual leave (to be taken at one time) in excess of the number of days earned during the current 
	 year.  Additional days may be applied for and approved at other times during the year.

SECTION 4:	 ANNUAL INCENTIVE PAYMENT FOR ATTENDANCE 

An employee who does not use but two (2) sick days of leave or personal leave with pay during the first 90 stu-
dent days of the regular school year shall receive a $500 incentive for the qualifying period payable on January 
30.  An employee who does not use but two (2) sick days of leave day or personal leave day with pay during the 
second 90 student days of the regular school year shall receive a $750 incentive for the qualifying period pay-
able on June 30. Twelve month employees using annual leave does not affect this incentive.  The district payroll 
department shall compile the list of qualifying SRPs within 15 working days of the end of each semester. Personal 
leave days taken when approved for religious purposes or jury duty shall be an exception to the provisions of this 
Section.  A record of incentive payments shall be forwarded to the UTM President at the time such payments are 
made.

SECTION 5:	 403b / 457 BENEFIT PLAN

403b and 457 voluntary supplemental retirement plans have traditionally been available to employees within 
the District.  Only Employee money is invested in such plans.  The District and the Union agree that the Em-
ployees should have access to the best possible supplemental retirement plans.  Based upon the new Regulations 
established by the Internal Revenue Service, to become effective January 1, 2009, the District must adopt new 
procedures concerning the operation of 403b and 457 plans and the District will assume additional record-keep-
ing and other responsibilities at that time.  In order to comply with these new Regulations, the District and 
the Union agree that the Model Plan, developed and recommended  by the Independent Benefits Council (a 
non-profit Florida corporation formed by the Florida Education Association, the Florida Association of School 
Administrators, the Florida Association of District School Superintendents and the Florida School Boards As-
sociation), be adopted by the District and implemented at the earliest possible time, but no later than January 1, 
2009.  
The District and the Union agree that if any other company desires to be considered for approval as a 403b / 457 
provider company, it must agree in writing to meet all of the pricing and other commitments made by the Model 
Plan companies and provide the District a Letter of Commitment stipulating to these guarantees, signed by an 
officer of the company.

ARTICLE XVII: TERM

Section 1:	 Understanding

It is agreed and understood that this contract and each of its provisions shall be effective and constitute a legally 
binding contract upon execution by the Chairman of the Board and representatives of the Union.

Section 2:	 Subsequent Agreements

Agreements reached on wages, hours, and terms and conditions of employment subsequent to the approval and 
ratification of this contract shall be incorporated and added to this contract as an addendum.

Section 3:	 Length of Contract
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This contract shall be in force and binding upon the parties until midnight June 30, 2026.  The parties shall 
reopen the contract on or before June 1st, 2025, on the subjects of wages, evaluations and fringe benefits.  How-
ever, it is agreed that the Board and the Union shall have the right to reopen negotiations during the term of this 
contract should new legislation require the Board or Union to take action on matters affecting wages, hours or 
working conditions, or by mutual consent.
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APPENDIX A:    GRIEVANCE PROCEDURE

	 The purpose of this procedure is to secure, at the lowest possible administrative level, expeditious reso-
lution of the problems which may arise concerning the interpretation and application of this Agreement.  The 
Union and the Board agree that these procedures will be kept as informal and confidential as may be appropri-
ate at any level of the procedure.  The grievance procedure is not the method by which all problems, conflicts, 
or concerns are addressed.  In particular, issues regarding personal conduct and civility are addressed in School 
Board Policy 3380 and associated School Board Procedures 3380.

SECTION 1:  LETTER OF INQUIRY

	 Either the supervising administrator or the Union may send a Letter of Inquiry (Form E) to the Superin-
tendent for the purpose of seeking a clarification of a Board rule, State law, and/or terms and conditions of em-
ployment as set forth in this Agreement.  The Superintendent or his/her designee shall respond within ten (10) 
working days of receipt of the Letter of Inquiry.  If the interpretation of the Letter of Inquiry is not satisfactory 

to the Union, a formal grievance may be filed if the subject of the Letter of Inquiry is arbitrable under the terms 
and conditions of this Agreement.  The Letter of Inquiry will state the time for filing of a grievance at Step 1 only 

where the Letter of Inquiry is filed with the Superintendent with the time limits for filing of a grievance under 
Step 1.

SECTION 2:  ARBITRATION EXPENSES

	 Arbitration expenses shall be shared equally by the Board and the Union or by the member of the bar-
gaining unit if the Union chooses not to process the grievance.  The Union shall not be responsible for any costs 
attendant to the resolution of a grievance for employees who are not members of the Union.

SECTION 3:  BOARD COSTS

	 Should an individual employee decide to process a grievance to arbitration where the Union has de-
clined to do so, the employee shall pay in advance to the Board one half (1/2) of the approximate costs of the 
arbitration.  The costs shall be based upon the estimated length of time of the arbitration hearing and shall also 
be based upon allowing a minimum of two (2) days for arbitrator to prepare his/her decision.  In this regard, the 
costs shall be computed at the rate to be charged by the arbitrator for his/her service.

SECTION 4:  DEFINITIONS

A.	 The term “grievant” shall mean a bargaining unit member, group of bargaining unit members, or the 
	 Union filing a grievance.

B.	 The term “grievance” shall mean a written allegation by a grievant that there has been a violation, 
	 misinterpretation, misapplication, or disagreement arising out of or involving the terms of this 
	 agreement.

C.	 Time limits set forth in this Article shall not include Saturday, Sunday, and paid holidays.

D.	 For the purposes of this procedure, “filing” means actual receipt of grievance.

E.	 The grievant shall be entitled to representation at any level of the grievance process.  If the Union has 
	 declined to process the grievance, it shall be sent copies of all written communications between the Board 
	 and the grievant.  Further, the Union shall be advised, in writing, of the dates of any meetings held to



38

	 resolve the grievance and shall have the right to send one (1) observer to the proceedings.

F.	 All time limits herein stated shall be adhered to unless mutually waived on the form provided (Form D).

G.	 A grievance involving more than one unit member or group of unit members at different work sites or 
	 filed by the Union shall begin at Step 2.

H.	 All documents concerning a grievance shall be filed separately from employee personnel files, except 
	 those which must legally be part of the personnel file.

I.	 Filing of or the lawful participation in a grievance shall not be reason for any disciplinary action against
	 an employee.

J.	 Any grievance arising during the term of this contract shall be processed to its resolution 
	 notwithstanding the expiration of this contract.

K.	 In the event a grievance is filed at such time that it cannot be processed through Steps 1 and 2 prior to 
	 the end of the contract year, and if left unresolved could cause irreparable harm to the grievant, the time 
	 limits herein will be reduced.

L.	 Resolution of any grievance shall not be inconsistent with this contract.

M.	 The grievant or employees who are called as witness will, if necessary, be allowed release time without 
	 loss of pay to process, or assist in the processing of a grievance.

N.	 The Union representative may consult with employees in an effort to resolve grievances, or to process
	 them, during duty-free times.

O.	 Grievances under this contract shall be processed separately and individually.  Only one grievance shall 
	 be submitted to an arbitrator for decision in any given case, unless mutually agreed to do otherwise.

P.	 Time is considered to be of the essence for purposes of this Article.  Accordingly, any grievance not 
	 submitted according to the procedure contained in this Article shall be barred, forfeited, and foreclosed 
	 for all contractual or legal purposes and shall result in the forfeiture of all rights to arbitration.  
	 Additionally, should a principal or the Superintendent fail to timely respond to grievances submitted to 
	 them under this Article, the grievant and/or the Union shall have the right to process the grievance to the 
	 next level without having to wait for a disposition of the grievance.

Q.	 1.  	 This grievance procedure shall be the sole and exclusive method of resolving any matter which 
		  is subject to the grievance/arbitration procedure of this contract.  Neither the Union nor the 
		  employee covered by this contract shall pursue any grievance concerning any matter which is 
		  subject to the grievance/arbitration procedure through the courts, the Board, or any other agency.

	 2.  	 Disputes involving matters not covered by the grievance/arbitration provisions of this contract 
		  shall be dealt with under available statutory and administrative remedies.  Notwithstanding, any 
		  other provision in this contract, matters concerning discharge and/or suspension of employees, 
		  renewal and/or non-renewal of employee contracts, shall not be subject to the grievance/
		  arbitration procedure herein.  Such matters shall be dealt with in accordance with available 
		  remedies contained in Florida Statues and applicable administration regulations.  The employee 
		  may request either a hearing by a Department of Administration Hearing Officer or a hearing 
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		  before the School Board.  A request for a hearing must be made within 15 days by the affected 
		  employee or his representative.

R.	 Where Union representation is provided herein, the employee shall be represented by the Bargaining
	 Agent provided; however, if the Bargaining Agent chooses not to represent the employee, the employee 
	 shall have the right to representation of his/her own choosing.

S.	 Any grievance must be submitted on the forms developed by the Union and the Board.

SECTION 5:  PROCEDURES:

	 Any grievance between the Board and the Union or any employee shall be settled in the following matter:

Step 1:		  Within fifteen (15) days after the occurrence of the event giving rise to the grievance, the grievant
	  shall file a claim on Form A with the principal or supervisor at the school or work site with a copy to the 
	 Union, unless a Letter of Inquiry has been filed.  Within five (5) days of the receipt of the Form A, the 
	 principal, supervisor or his/her management designee shall hold a meeting with the grievant or his/her 		
	 Union representative to resolve the grievance.  The principal, supervisor or his/her designee shall 
	 indicate his/her disposition of the grievance within five (5) days of the meeting held to resolve it.  Copies 
	 of said disposition shall be filed with the grievant and the Union.  If the grievant is not satisfied with the 
	 disposition at Step 1, or if no disposition at Step 1, or if no disposition is filed within the time limit, the 
	 grievant or the Union may, within five (5) days, file the grievance at Step 2 on Form B.

Step 2: 		 Within ten (10) days of receipt of Form B, the Superintendent or his/her designee, shall hold a
	 meeting to resolve the grievance with the Union representative and/or grievant.  The Superintendent or 
	 his/her designee shall indicate his/her disposition of the grievance within five (5) days of the meeting 
	 held to resolve it.  Copies of said disposition shall be filed with the grievant, his/her principal or 
	 supervisor and the Union.

Step 3:		  If the grievant is not satisfied with the disposition at Step 2, or if no disposition is filed within the 
	 time limit, the Union or the grievant may file within ten (10) days a request for arbitration with the 
	 Superintendent’s office on Form C.  If the Union chooses not to proceed to arbitration, the grievant may 
	 proceed on his/her own.  Within ten (10) working days after receipt of the written request for 
	 arbitration, the Superintendent or his/her designee shall meet with the grievant and/or representative of 
	 the Union and attempt to select an impartial arbitrator during said time, then either party may request 
	 the Federal Mediation and Conciliation Service to furnish a panel of seven (7) names from which each 	
	 party shall have the option of alternately striking three (3) names, thus leaving the seventh who shall be 
	 the impartial arbitrator whose lawful decision in the matter, if made in accordance with the contract, 
	 shall be final and be finding upon the parties.  A copy of the request to the Federal Mediation and
	 Conciliation Service shall be promptly furnished to the other party by the party requesting the panel 
	 from the Federal Mediation and Conciliation Service.

		  The Arbitrator’s decision will be in writing and will set forth findings of fact, reasoning and 
	 conclusions on the issues submitted and where permitted by law, may include a monetary award.  The 
	 arbitrator will be without power or authority to make any decision which requires the commission of an
	 act prohibited by law or which adds to, subtracts from, modifies or alters the terms of this contract.  
	 Further, this contract shall not be construed by an arbitrator in any way to supersede or preempt 
	 applicable laws, ordinances, statues, nor shall any arbitrator have the authority to modify, change, amend,
	  add to, subtract from, or otherwise alter or supplement this contract or any part thereof.
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GRIEVANCE FORM A					     GRIEVANCE # __________________

STEP I

THE DISTRICT SCHOOL BOARD OF MONROE COUNTY
241 Trumbo Road

Key West, Florida  33040

(Please Type or Print with Ball-point Pen)

NAME OF GRIEVANT___________________________________   DATE FILED _____________________

HOME ADDRESS_______________________________________  HOME TELEPHONE _______________		
	
WORK LOCATION _____________________________________  EMPLOYEE NO. SS#	 ________________	
	  
SUPERVISOR	__________________________________________  UNION REP. _______________________		
	
Date Cause of Grievance Occurred __________________________
										        
Statement of grievance including reference to specific contract Article number.  (If additional space is required, 
please attach statement.)

Relief Sought:
	
	
		  ________________________________________________
		  Signature of Grievant/Union Rep.  Date

Decision by Supervising Administrator.  (If additional space is required, please attach statement.)

					     _____________________________    	 ______________________		
						      Signature of Supervisor                     		  Date				  
		

Distribution of Form:
	 1.  Supervisor
	 2.  Grievant
	 3.  Union
	 4.  Superintendent		             _______________________________________________________
						      Signature of Grievant
						      (Signature of grievant indicates receipt, and does not 			 
						      necessarily indicate agreement with decision.)
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GRIEVANCE FORM B				    GRIEVANCE # _______________________

STEP II

THE DISTRICT SCHOOL BOARD OF MONROE COUNTY
241 Trumbo Road

Key West, Florida 33040

 (Please Type or Print with Ball-point Pen)

NAME OF GRIEVANT ___________________________	 DATE FILED ___________________________	
	
HOME ADDRESS _______________________________   HOME TELEPHONE 	____________________	
	
WORK LOCATION ______________________________   EMPLOYEE NO. SS# _____________________

SUPERVISOR ___________________________________	 UNION REP. ____________________________

SUPERINTENDENT _____________________________	

Date Received by Superintendent ____________________ 					  

Decision by Superintendent.  (If additional space is required, please attach statement.)

						      ____________________________________________
						      Signature	  			   Date

Distribution of Form:
1.  Supervisor
2.  Grievant
3.  Union
4.  Superintendent
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GRIEVANCE FORM C					     GRIEVANCE # ______________________

SUBMISSION TO ARBITRATION

The Board and Union are parties to a contract containing a final and binding arbitration procedure.  Pursuant to 
the terms of that procedure, the parties submit the following to arbitration:
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GRIEVANCE FORM D					     GRIEVANCE # ______________________

R E Q U E S T    F O R    E X T E N S I O N    O F    T I M E

 (Please Type or Print with Ball-point Pen)

Request Made By: __________________________		  Status of Grievance: ___________________

		  Grievant						      Step I

		  Bargaining Agent					      Step II

		  District School Board			             		  Arbitration

Amount of Additional Time Requested:  ____________________________________________________		
				  

Reason for Request: 	 ___________________________________________________________________

_____________________________________________________________________________________		
						    

												          

Date Received: _________________
						      ________________________________________
						      Signature (party making request)            Date
							     

Response to Request:	 ______________________________________________________________________

________________________________________________________________________________________		
																              
		
________________________			   _______________________________________________
Date							       Signature				  
		         					     (party responding to request)

Distribution of Form:
1.  Supervisor
2.  Grievant
3.  Union
4.  Superintendent
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LETTER OF INQUIRY

(Please Type or Print with Ball-point Pen)

The undersigned hereby requests clarification from the Superintendent with reference to the following:

		  Florida Statute _____________________
		  (Statute Number)

		  Board Policy Rule __________________
	             (Rule Number)

		  Contract Provision __________________
		  (Article Number)

The issue with reference to the identified statute, rule or contract provision which requires clarification is as 
follows:

					      _____________________________________                                            
					     Signature

					     _____________________________________
					     Title

					     _____________________________________
					     Address

					     ____________________________________
					     Date
Distribution of Form:
1.  Originator (Other than Union)
2.  Union
3.  Superintendent
------------------------------------------------------------------------------------------------------------------------------
				    (For Official Use Only)

Date Received ___________________________	     Letter of Inquiry # ________________________

Date of Response _________________________
(attach copy of response)
							       ______________________________________
							       Signature of Superintendent
 



45

APPENDIX B: PERSONNEL FILES

	 Pursuant to Florida Statues 012.31 Personnel files - Public school system employee personnel files shall 
be maintained according to the following provisions:

	 (a)	 Except for materials pertaining to work performance or such other matters that may be cause for 
	 discipline, suspension, or dismissal under laws of this state, no derogatory materials relating to an 
	 employee’s conduct, service, character, or personality shall be placed in the personnel file of such 
	 employee.

	 (b)	 No anonymous letter or anonymous materials shall be placed in the personnel file.

	 (c)	 Materials relating to work performance, discipline, suspension, or dismissal must be reduced to 
	 writing and signed by a person competent to know the facts or make the judgment.
	
	 (d)	 No such materials may be placed in a personnel file unless they have been reduced to writing 
	 within 45 calendar days, exclusive of the summer vacation period, of the school system administration 
	 becoming aware of the facts reflected in the materials.

	 Additional information related to such written materials previously placed in the file may be appended to 
	 such materials to clarify or amplify as needed.

	 (e)	 A copy of such materials to be added to an employee’s personnel file shall be provided to the 
	 employee either:

		  (1)	 By certified mail, return receipt requested to his/her address of record; or

		  (2)	 By personal delivery to the employee.  The employee’s signature on a copy of the materials
		   to be filed shall be proof that such materials were given to the employee with the understanding 
		  that such signature merely signifies receipt and does not necessarily indicate agreement with its 
		  contents.

	 (f)	 The employee shall have the right to answer in writing any such materials in a personnel file as 
	 of July 1, 1983, as well as any such material filed thereafter, and the answer shall be attached to the file 
	 copy.  The employee shall have the right to request that the Superintendent or his/her designee make an 
	 informal inquiry regarding material in his/her personnel file which the employee believes to be false.  The
	 official making the inquiry shall append a written report of his/her findings to the material.

	 (g)	 Upon request the employee, or any person designated in writing by the employee, shall be 
	 permitted to examine the personnel file.  The employee shall be permitted conveniently to reproduce any 
	 materials in the file at a cost no greater than 5 cents a page.

	 (h)	 The custodian of the record shall maintain a record in the file of those persons reviewing the file 
	 each time it is reviewed.

	 (i)	 Public School system employee personnel files are subject to the provisions of chapter 119, except	
	  as follows:

		  (1)	 Any complaint and any material relating to the investigation of complaint against an 
		  employee shall be confidential until the conclusion of the preliminary investigation or until such 
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		  time as the preliminary investigation ceases to be active.  If the preliminary investigation is 
		  concluded with the finding that there is no probable cause to proceed further and with no 
		  disciplinary action taken or charges filed, a statement to the effect signed by the responsible 
		  investigating official shall be attached to the complaint and the complaint and all such materials 
		  shall be open thereafter to inspection pursuant to chapter 119.  If the preliminary investigation is 
		  concluded with the finding that there is probable cause to proceed further or with disciplinary 
		  action taken or charges filed, the complaint and all such materials shall be open thereafter to 
		  inspection pursuant to chapter 119.  If the preliminary investigation ceases to be active, the 
		  complaint and all such materials shall be open thereafter to inspection pursuant to chapter 119. 
		  For the purpose of this subsection, a preliminary investigation shall be considered active as long 
		  as it is continuing with a reasonable, good faith anticipation that an administrative finding will be
		  made in the foreseeable future.  An investigation shall be presumed to be inactive if no finding 
		  relating to probable cause is made within 60 calendar days after the complaint is made.

		  (2)	 Employee evaluations prepared pursuant to s.231.17(3), s.1012.34, s.1021.33, or rules 
		  adopted by the State Board of Education or a local school board under the authority of said 
		  sections, shall be confidential until the end of the school year immediately following the school 
		  year during which each evaluation is made.  No evaluations prepared prior to July 1, 1983, shall 
		  be made public pursuant to this section.

		  (3)	 No material derogatory to the employee shall be open to inspection until 10 calendar days
	  	 after the employee has been notified pursuant to paragraph (2) (c).

		  (4)	 The payroll deduction reports of the employee shall be confidential.

		  (5)	 (a)	 Employee medical records, including psychiatric and psychological records, shall 
			   be confidential; provided, however, at any hearing relative to an employee’s competency or
			    performance, the hearing officer or panel shall have the access to such records.

			   (b)	 Notwithstanding other provisions of this section, all aspects of each employee’s 
			   personnel file shall be open to inspection at all times by School Board members, the 
			   Superintendent, and the principal or their respective designees, in the exercise of their 
			   respective duties.

			   (c)	 Notwithstanding other provisions of this section, all aspects of each employee’s 
			   personnel file shall be made available to law enforcement personnel in the conduct of a 
			   lawful criminal investigation.

The term “personnel file” as used in this section shall mean all records, information, data, or materials main-
tained by a public school system, in any form or retrieval system whatsoever, with respect to any of its employ-
ees, which is uniquely applicable to that employee, whether maintained in one or more locations.
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APPENDIX C: SICK LEAVE POOL

A.	 Purpose

		  A sick leave pool has been established, effective January 1, 1981, in order to provide members 
of the bargaining unit with an emergency pool of sick leave days in cases of prolonged absence due to personal 
illness or disability beyond those days available under personal sick leave or such other leave as may be available 
upon School Board action.

B.	 Benefits

		  A member of the sick leave pool shall, upon proper application, be eligible to receive up to fifty 
(50) days from the pool within a 12 month period. Should a member of the sick leave pool apply for an addition-
al 50 days, the need must arise from a different catastrophic illness or occurrence.

C.	 Membership and General Requirements

	 1. 	 Participation in the sick leave pool shall at all times be voluntary on the part of the employees.

	 2.  	 Any member of the non-instructional staff employed on a fifty-one percent (51%) or more 
	 contract shall be eligible for participation in the sick leave pool after one year of employment with the 
	 District School System, provided that such employee has accrued a minimum of seven (7) unused sick 
	 leave days by the end of the open enrollment period.  A sick leave pool member may (only) discontinue 
	 their membership in the pool during the open enrollment period.  The enrollment periods shall be the 
	 months of September and February of each school year.

	 3.  	 Each employee shall, upon signing an authorization form for the sick leave pool, contribute one 
	 day during the official enrollment periods.  Participating members shall be required to contribute an 
	 additional day when the number of pool days has fallen below thirty (30) days.  However, such additional 
	 days shall in no event exceed one per school year.  Any such contribution to replenish the sick leave pool 
	 shall be equally required of all employees participating in the pool.

	 4.  	 A sick leave day contributed by a member will not be returned to the employee except as 
	 authorized hereinafter.

	 5.  	 Any sick leave time drawn from the pool by a participating employee must be used for the 
	 employee’s personal catastrophic illness, accident, or injury.  A catastrophic occurrence shall be defined 
	 as a debilitating cancer, TB, stroke, heart disease, a major operation or serious accident with a long 
	 recovery period and any long term or chronic illness.

	 6.  	 A participating employee who uses sick leave from the pool shall not be required to re-contribute
	  such sick leave except as otherwise provided in this section.

	 7.  	 A participating employee shall not be eligible to use sick leave from the pool until all of the 
	 employee’s sick leave days have been utilized.

	 8.  	 All members shall, provide medical documentation to the Review Committee certifying the 
	 catastrophic illness as defined in section 5 and shall agree to all other terms and conditions necessary in 
	 writing prior to being granted pool days.
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	 9.  	 Application by employees for withdrawal from the sick leave pool shall be submitted to the 
	 Review Committee which shall review the requested withdrawal and approve or disapprove same based 
	 upon circumstances involved in the requested withdrawal.

	 10.	 Sick leave pool days may not be utilized for normal childbirth (includes C-section) unless serious 
	 complications occur as documented by the employee’s physician.

	 11. 	 In the event the Sick Leave Pool is disbanded, all days remaining in the pool at the time of said 
	 action shall be divided equally among the members of the pool without regard to length of membership 
	 or prior use of the pool and returned to their individual sick leave accumulations.

	 12. 	 Each employee who participates in the sick leave pool agrees to hold harmless the Monroe 
	 County School Board, the United Teachers of Monroe, the Review Committee and the Study Committee
	 from any liability as a result of the establishment and/or administration of the sick leave pool.  Any and 
	 all disputes concerning the sick leave pool shall be submitted exclusively to the Review Committee for 
	 resolution.  The decision of the majority of the Review Committee shall be final and binding.  In the 
	 event the Review Committee deadlocks, the matter may then be appealed to arbitration pursuant to the 
	 conditions and procedures contained in Appendix A of this agreement.

	 13.	 When an employee is a member of the sick leave pool and they have exhausted their sick leave 
	 pool benefit, other employees in the sick leave pool may donate a sick leave day directly to the employee 
	 under the following circumstances:

	 The employee needs the days due to their own personal catastrophic illness as defined in the sick leave
	 pool rules and have met the qualifying criteria as set forth in the sick leave pool. (It must be clear that an
	 employee must have used all of their sick leave pool days before requesting a voluntary donation of an 
	 additional sick day by other sick leave participants.)

	 Application for this benefit must be submitted on the proper form which will be developed by the district 
	 and the union for this purpose and must be approved by the sick leave pool committee.  Sick Leave Pool
	 Members who are willing to donate a day to the employee who applies must sign the form authorizing 
	 the payroll department to deduct a day from their sick leave.  

	 An applicant will have to submit a new form for each five days of sick leave requested.  This benefit is
	 limited to a maximum of fifty (50) days of sick leave provided that enough sick leave pool members are
	 willing to donate.  Days donated by other employees shall not be mingled with the days of the existing 
	 sick leave pool but shall be considered a one-time donation.  Employees are limited to donating one sick
	 day per applying applicant.  All applications for this additional sick leave benefit shall be retained by the 
	 district’s custodian for the sick leave pool.  All days provided under this agreement will be reported in the
	 sick leave annual report.

D. 	 Administration

	 1. 	 Administration of the pool will be by a Review Committee which shall be established as follows:

	 (a) 	 The committee will consist of six members, three to be named by the Union and three to be
		  named by the School Board.

	 (b) 	 No decision of the Review Committee shall be made by fewer than four members, two of which 
		  are School Board appointees and two of which are Union appointees.
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	 (c) 	 The committee shall review all applications for withdrawal of pool days and shall have the right to
	  	 approve or disapprove applications and to request additional information or medical 
		  documentation.

	 (d) 	 The Review Committee shall develop a procedure for investigation of possible abuse of the pool
		   and shall have the responsibility for imposing penalties as determined hereinafter.

	 2.	 The Review Committee shall have available to it a representative of the Study Committee, as 
		  established by the Contract.  The representative shall be available to assist in interpretation of the
		   contractual and procedural provisions of the pool.

	 3.	 The Study Committee will retain the right to waive additional contributions if the pool has 
		  sufficient days to meet all current requests for withdrawal or to assess additional contribution not
		  to exceed one (1) day per year.

	 4.	 The Review Committee shall annually issue a report to the members of the pool, to the UTM 
		  President and to the school superintendent.  Such a report shall include the date of any pool 
		  day assessment, number of days contributed, utilization and current pool balance.  The district 
		  shall assign an employee of the payroll department to act as custodian of the sick leave pool and 
		  shall maintain the files of all requests including documentation supporting the sick leave pool use.

E.	 Penalties

	 Upon finding by the Review Committee that a member has fraudulently withdrawn days from the pool, 
	 that member may be subject to the following penalties:

	 1.	 Pool reimbursement to the School Board for the total dollar value of the days withdrawn.
	 2.	 Interest on said amount up to 15%.
	 3.	 Ineligibility for continuing membership in the pool.
	 4.	 Such other penalties as may be recommended.
	 5.	 Such other penalties as may be available to the Board.
 



50

APPENDIX D: PAYROLL DEDUCTION

I.	 ADMINISTRATIVE PROCEDURES FOR DUES CHECK-OFF, UNIFORM ASSESSMENTS AND 
	 ECONOMIC SERVICE TRUST DEDUCTIONS.

	 It is agreed that payroll deduction of dues for the Union shall be extended in accordance with the follow-
ing provisions:

A.	 Payroll deduction of Union dues for all unit employees eligible for membership in the United Teachers 
	 of Monroe Bargaining Unit shall be provided only for the United Teachers of Monroe as the certified
	 exclusive bargaining agent for this classification of employees and shall not be provided any other union/
	 employee organization within that unit.

B.	 The amount of dues shall be determined by the Union.  The schedule for deductions must be made 
	 within the framework of the existing mechanized payroll schedule.

C.	 Dues authorization cards submitted after the date necessary for the full amount of dues to be deducted
	 are to be processed according to the figure determined by the Union, provided that the amount to be 
	 deducted shall be uniform for the remainder of that school year.

D.	 The Board shall collect and transmit such monies as are sufficient to provide for the full payment of 
	 membership and uniform assessment pursuant to the terms and conditions contained in the dues 
	 authorization contracts signed by members of the Union.  Such monies shall be transmitted to the Union
	 within three (3) working days of in accordance with the terms and provisions indicated on the payroll 
	 deduction card and in accordance with Chapter 447 F.S.

E.	 The Union shall indemnify the issuance of instructional payroll checks.

F.	 The uniform assessment shall occur in conjunction with the regular pay cycle for instructional personnel
	  and shall be deducted in ten equal payments, the amount to be determined by the Union.

G.	 If the authorization and deduction form is filed ten (10) working days prior to the employee’s payroll
	 cut-off date, deductions shall commence with the payday of that period.  If is not filed until after the 
	 aforesaid period, deductions shall not commence until the following pay period.

H.	 The Union will be supplied with a deduction register every pay period, showing employee name, Social 
	 Security number, work locations, and the amount deducted for that pay date.  All starts and/or 
	 cancellations of payroll deduction for employees shall be Board against any and all claims, demands, 
	 suits, or other forms of liability that shall arise out of action by the Board for the purpose of complying 
	 with any provisions of the check-off Article.

II.	 DEDUCTION FOR ECONOMIC SERVICE TRUST

	 The detailed and explicit procedures for implementation of payroll deduction for service, benefits spon-
sored and endorsed by the Union through a third party provider shall be jointly developed and agreed to by the 
Union and the Board.
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APPENDIX E:  LETTER OF UNDERSTANDING FOR TERMINAL SICK LEAVE AND ANNUAL LEAVE 
SHELTER

The District School Board and the United Teachers of Monroe enter into this agreement in order to provide a tax 
shelter to Employees and the District for annual sick leave accumulations.  Provisions of the agreement shall take 
place upon adoption by both parties.

AN OVERVIEW OF THE
NATIONAL GOVERNMENT EMPLOYEES RETIREMENT PLAN

(401(a) QUALIFIED RETIREMENT PLAN)
“NATIONAL PLAN”

FOR TERMINAL SICK LEAVE PAY/ANNUAL LEAVE BUY-OUT/”SPECIAL PAY”
FOR

SCHOOL BOARD OF MONROE COUNTY and the UNITED TEACHERS OF MONROE
SPONSORED AND MARKETED BY:

BENCOR, INC.
ADMINISTERED BY:

BENCOR ADMINISTRATIVE SERVICES

The NATIONAL GOVERNMENT EMPLOYEES RETIREMENT PLAN (NATIONAL PLAN) is offered by BEN-
COR, Inc. to help governmental units and their Employees take maximum advantage of the Federal tax laws.  
Provided below is an explanation of how this plan works and what advantages it offers to you.

Eligibility
•	 Employees who are retiring and eligible for terminal leave benefits from the Monroe County School 
	 District are required to participate in the plan.
•	 Terminal Sick Leave Pay and Annual Leave will be placed into the plan subject to the contribution limit. 
	 (Please see “Contribution Limit” below.)

Benefits to Employee/Participant
•	 Employee permanently saves the 7.65% Social Security and Medicare tax on plan contributions.
•	 Contributions are made on a pre-tax basis; Federal and any state and local income taxes on this 
	 compensation are deferred until distributions are taken from the plan.

Contribution Limit
•	 The plan contribution for any participant made for any Plan Year may not exceed the lesser of 50% of the
	  individual’s Plan Year Compensation or a fixed dollar, IRS inflation-adjusted amount set for each year 
	 (which is $55,000 for Plan Years beginning in 2018).  
•	 Plan Year Compensation for this purpose is defined as Wages plus Terminal Sick Leave Pay plus Annual 
	 Leave Pay (plus “Special Pay” if applicable) for the Plan Year (7/1 – 6/30).
•	 Annual Leave, whether placed into the plan or not, qualifies for FRS retirement benefit calculations
	 unless it is received at the end of DROP.

Vesting
•	 All contributions made to the plan are 100% vested.

Trustee/Custodian
•	 Under the NATIONAL PLAN, BENCOR appoints an institutional Trustee/Custodian to receive all 
	 deposits into the plan, hold investments and make distributions to participants.  BENCOR reserves the 
	 authority to change the appointed Trustee/Custodian.
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Investments
•	 Under the NATIONAL PLAN, BENCOR appoints an institution that provides investment options, 
	 including mutual funds and at least one guaranteed interest rate product from an insurance company.
	 BENCOR strives continuously to provide the best performing products and so reserves the authority to 
	 change the investment provider as well as the available investment options. Please see the enrollment
	 package for further information regarding investment options currently available. 
•	 All investments are participant directed.  If participant does not direct investments, the participant’s 
	 contribution automatically will be placed in a guaranteed interest rate fund.

Third Party Administration
•	 BENCOR Administrative Services provides a full range of administrative services to the NATIONAL
	 PLAN and its participants.  BENCOR reserves the authority under the NATIONAL PLAN to change the 
	 administrator.
•	 BENCOR provides a toll-free telephone number for general plan information or for specific account 
	 information or to change investment options.

Statements
•	 Quarterly statements will be provided to each participant.
•	 Account balances will be updated daily and may be viewed by logging into the BENCOR website.

Distributions
•	 It may be most advantageous under Federal tax laws for a participant to delay taking distributions from 
	 the plan until a later tax year when the individual’s income tax rate may be lower.
•	 When a participant terminates employment, he or she may choose to leave money in the plan, self-
	 directing future investments and taking later distributions as desired in a tax deferred manner, or may 
	 elect to take an immediate lump sum distribution following termination of employment.  If elected, 
	 periodic payments may be taken by a participant monthly, quarterly, semi-annually or annually.  In 
	 addition, distributions will be made on account of total disability. If a participant dies, the amount in his
	 or her plan account will be paid to any beneficiary the participant has designated, or if no beneficiary has
	  been named, then to the participant’s spouse, if surviving, or if none, to the participant’s estate.
•	 To receive a distribution, a participant must initiate the process by requesting a distribution packet from 
	 the Administrator.
•	 Distributions will be processed in a timely manner.
•	 For loan provisions of the NATIONAL PLAN that may permit a participant to borrow money from his or 
	 her plan account, contact the Administrator.
•	 A terminating Employee also may elect to roll over eligible distributions into an IRA or into another 
	 Employer’s eligible retirement plan. A surviving spouse has the option to roll over a distribution made on 
	 account of the Employee’s death to an IRA created by the spouse.
•	 Retired employees who have left the school system and fall within a certain age category (those who are 
	 less than 55) and elect to withdraw their plan funds are subject to a 10% early withdrawal penalty by the 
	 IRS.  It is recommended the Board hold harmless those employees who fall within this category, if they 
	 request their funds from the Administrator within 45 days of actual retirement and termination from 
	 the Monroe County School District.  This would normally require a makeup of 2.35% (10% penalty less 
	 7.65% previous savings on social security taxes).  However, individuals who have met their FICA salary 
	 limit before retiring would receive an 8.55% reimbursement for accounts over the limit.  Each 
	 employee’s amount must be calculated individually to determine the impact.  The funds necessary for this
	 feature come from the savings the Board accrues from not matching the Social Security tax.  This 
	 modification has a minimal impact on the savings generated.
•	 There is no 10% federal tax penalty for “early distributions” if the Employee terminates employment and
	  by year-end will be at least age 55 (not age 59-½ as is the required age in most other circumstances) or 
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	 elects a direct rollover of the distribution.  Also, distributions made on account of the Employee’s death 
	 are not subject to the additional 10% tax.
•	 Please consult your tax advisor for information regarding the taxability of plan distributions.

Expenses
•	 There are no front or back-end load charges.  Each investment option may have an administrative charge
	  referred to as an “expense ratio” that is set forth in the fund’s prospectus material.

Monroe County School District’s DROP Participants
•	 DROP participants’ Terminal Sick Leave Pay/Annual Leave will be processed as follows:

•	 Annual Leave – Employees participating in DROP have the option to (1) receive their Annual Leave as a
	  lump sum distribution at the time of enrollment in DROP or (2) receive a lump sum payment at the 
	 end of the DROP period.  If option (1) is chosen (Annual Leave paid as a lump sum at the time of 
	 enrollment in DROP), this dollar amount will be included in the employee’s compensation for 
	 retirement benefit calculation purposes (FRS).  If option (2) is chosen (wait until end of DROP period), 
	 this dollar amount is not included in the FRS benefits calculation.  Under either option (1) or option (2), 
	 Annual Leave will be placed into the NATIONAL PLAN subject to the contribution limit.  Any Annual 
	 Leave in excess of the plan contribution limit will be paid to the participant subject to federal income tax 
	 and related taxes (i.e., Social Security and Medicare).  A participant does not have access to plan 
	 contributions until the end of DROP – other than through the loan provisions of the plan.
•	 Terminal Sick Leave Pay – An Employee participating in DROP will have an amount deposited within 
	 his or her account equal to that percentage of the time left under the DROP option multiplied by the 
	 value of the balance of the Employee’s accrued sick leave days.

DROP PARTICIPANT - 60 months (maximum allowable)

	 Year 1		  20% of balance of terminal sick leave
	 Year 2		  25% of balance of terminal sick leave
	 Year 3		  33.33% of balance of terminal sick leave
	 Year 4		  50% of balance of terminal sick leave
	 Year 5		  100% of balance of terminal sick leave
	
Allowing employees to shelter their terminal pay in this fashion maximizes the terminal pay that they can shel-
ter.  This occurs by spreading of those funds over the 60 month DROP period.  These percentages would change 
according to the option chosen by the employee (i.e., a DROP participant could choose only a three-year DROP 
period, his or her funds would be deposited over the three-year period for a total of 100% by the end of that se-
lection).  This percentage may be modified in the first year of enrollment in DROP, if the first year amount, when 
combined with the payment for accrued annual leave, exceeds the amount that can be sheltered.

Tax Sheltered Annuities (403(b))
•	 Contributions made to the NATIONAL PLAN are Employer contributions to a 401(a) qualified 
	 retirement plan.  In most cases, participants in the NATIONAL PLAN also will be able to make 
	 maximum contributions to their 403(b) plans.
•	 Please consult your TSA advisor or your tax advisor regarding your contribution limits.

Agreed to this _______ day of _____________, 2018.
By:  __________________________________, President of United Teachers of Monroe
______________________________________, Superintendent of District School Board of Monroe County
				    ______________, Chairman of District School Board of Monroe County
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APPENDIX F: INTERVIEWING AND RANKING FORM FOR VACANT OR NEW POSITIONS

Form for Ranking
Meets first consideration Notes Score: 5 to 1;   

5 best; 1 least

Qualifications:
(See definition

5 points max

Training:
(See definition)

5 points max

Experience:
(See definition)

5 points max

Annual Evaluations:
(overall effective or above 
and must have  employee for 
1 year.

5 points max

Time in the District:
Must have 1 year of service

½  point for 
each year of 
service (to 
a max of 10 
points)

Total Score
Attach individual interview-
er forms to the composite 
form if there is more than 
one interviewer

	☐ Meets Minimum Requirements       

If requirements are met    Ranking Total _____________

Signature of Interviewer: ________________________________________   Date: ___________________
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The School Board of Monroe County, Florida
Employee Performance Evaluation

Name of Employee ____________________________  	 Position/ Title 	_____________________________
Period Covered:_______________________________	 School/Dept.  ______________________________

    Rating Scale:   HE=Highly Effective	 E=Effective	 N=Needs Improvement	 U=Unsatisfactory
EMPLOYEE PERFORMANCE HE E N U
QUALITY AND QUANTITY OF WORK – The employee completes all assigned duties 
and responsibilities in a timely, efficient and organized manner.
DEPENDABILITY – The employee works with minimum supervision and meets dead-
lines.  Breaks/Lunch times are observed.
ATTITUDE AND COOPERATION – The employee exhibits a positive attitude and 
cooperates with associates, school-based personnel, district level administrators, and 
the public when performing assigned duties and responsibilities.
INITIATIVE AND RESOURCEFULNESS – Readily assumes responsibility and com-
municates need for further work.  The employee evidences sound judgment within 
scope of assigned duties.
UNIFORM/ATTIRE – Wears uniform in manner prescribed.  Dresses appropriately 
and arrives on the job neat and clean.  Good personal habits.
SAFETY – Exercises safe work habits and is attentive to unsafe actions or situations.  
Respects danger of machinery and uses available safety equipment.
COST CONSCIOUSNESS – The employee considers efficient use of time, equipment, 
supplies and materials.  Breaks/Lunch times.
ATTENDANCE – The employee comes to work on time and does not use excessive 
leave.  Timely notification is given to the supervisor prior to absences.

COMMENDATIONS: ________________________________________________________________________

RECOMMENDATIONS: ______________________________________________________________________

This report is based on my observations, knowledge of employee’s performance and review of applicable infor-
mation.  It represents my best judgment of employee’s performance.

Evaluator’s Signature________________________________Title ______________________Date __________

EMPLOYEE COMMENT: ______________________________________________________________________

I acknowledge that I have received a copy of this evaluation and have had an opportunity to discuss it with my 
supervisor.

Employee Signature  ______________________________	 Date _______________________
White – Personnel	 Yellow – Employee		  Pink – Evaluator
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BUS DRIVERS & AIDES
SALARY SCHEDULE

Monroe County School Board
FY 2024-25 Salary Schedule

Old Current Rate Annual Old Current Rate Annual Current Rate Annual
BDLD1 BD-1 21.40         32,185.60           BALE2 BA-1 18.15         27,297.60               A1 AC-1 31.23          54,964.80                          
BDLD2 BD-2 21.60         32,486.40           BALF1 BA-2 18.40         27,673.60               A2 AC-2 31.48          55,404.80                          
BDLE1 BD-3 21.80         32,787.20           BALF2 BA-3 18.65         28,049.60               B1 AC-3 31.73          55,844.80                          
BDLE2 BD-4 22.00         33,088.00           BALG1 BA-4 18.90         28,425.60               B2 AC-4 31.98          56,284.80                          
BDLF1 BD-5 22.20         33,388.80           BALG2 BA-5 19.15         28,801.60               C1 AC-5 32.23          56,724.80                          
BDLF2 BD-6 22.40         33,689.60           BALH1 BA-6 19.40         29,177.60               C2 AC-6 32.48          57,164.80                          
BDLG1 BD-7 22.60         33,990.40           BALH2 BA-7 19.65         29,553.60               D1 AC-7 32.73          57,604.80                          
BDLG2 BD-8 22.80         34,291.20           BALI1 BA-8 19.90         29,929.60               D2 AC-8 32.98          58,044.80                          
BDLH1 BD-9 23.00         34,592.00           BALI2 BA-9 20.15         30,305.60               E1 AC-9 33.23          58,484.80                          
BDLH2 BD-10 23.20         34,892.80           BALJ1 BA-10 20.40         30,681.60               E2 AC-10 33.48          58,924.80                          
BDLI1 BD-11 23.40         35,193.60           BALJ2 BA-11 20.65         31,057.60               F1 AC-11 33.73          59,364.80                          
BDLI2 BD-12 23.60         35,494.40           BALK1 BA-12 20.90         31,433.60               F2 AC-12 33.98          59,804.80                          
BDLJ1 BD-13 23.80         35,795.20           BALK2 BA-13 21.15         31,809.60               G1 AC-13 34.23          60,244.80                          
BDLJ2 BD-14 24.00         36,096.00           BALL1 BA-14 21.40         32,185.60               G2 AC-14 34.48          60,684.80                          
BDLK1 BD-15 24.20         36,396.80           BALL2 BA-15 21.65         32,561.60               H1 AC-15 34.73          61,124.80                          
BDLK2 BD-16 24.40         36,697.60           BALM1 BA-16 21.90         32,937.60               H2 AC-16 34.98          61,564.80                          
BDLL1 BD-17 24.60         36,998.40           BALM2 BA-17 22.15         33,313.60               I1 AC-17 35.23          62,004.80                          
BDLL2 BD-18 24.80         37,299.20           BALN1 BA-18 22.40         33,689.60               I2 AC-18 35.48          62,444.80                          
BDLM1 BD-19 25.00         37,600.00           BALN2 BA-19 22.65         34,065.60               J1 AC-19 35.73          62,884.80                          
BDLM2 BD-20 25.20         37,900.80           BALO1 BA-20 22.90         34,441.60               J2 AC-20 35.98          63,324.80                          
BDLN1 BD-21 25.40         38,201.60           BALO2 BA-21 23.15         34,817.60               K1 AC-21 36.23          63,764.80                          
BDLN2 BD-22 25.60         38,502.40           BALP1 BA-22 23.40         35,193.60               K2 AC-22 36.48          64,204.80                          
BDLO1 BD-23 25.80         38,803.20           BALP2 BA-23 23.65         35,569.60               L1 AC-23 36.73          64,644.80                          
BDLO2 BD-24 26.00         39,104.00           BALQ1 BA-24 23.90         35,945.60               L2 AC-24 36.98          65,084.80                          
BDLP1 BD-25 26.20         39,404.80           BALQ2 BA-25 24.15         36,321.60               M1 AC-25 37.23          65,524.80                          
BDLP2 BD-26 26.40         39,705.60           BALR1 BA-26 24.40         36,697.60               M2 AC-26 37.48          65,964.80                          
BDLQ1 BD-27 26.60         40,006.40           BALR2 BA-27 24.65         37,073.60               N1 AC-27 37.73          66,404.80                          
BDLQ2 BD-28 26.80         40,307.20           BALS1 BA-28 24.90         37,449.60               N2 AC-28 37.98          66,844.80                          
BDLR1 BD-29 27.00         40,608.00           BALS2 BA-29 25.15         37,825.60               O1 AC-29 38.23          67,284.80                          
BDLR2 BD-30 27.20         40,908.80           BALT1 BA-30 25.40         38,201.60               O2 AC-30 38.48          67,724.80                          
BDLS1 BD-31 27.40         41,209.60           BALT2 BA-31 25.65         38,577.60               P1 AC-31 38.73          68,164.80                          
BDLS2 BD-32 27.60         41,510.40           BALU1 BA-32 25.90         38,953.60               P2 AC-32 38.98          68,604.80                          
BDLT1 BD-33 27.80         41,811.20           BALU2 BA-33 26.15         39,329.60               Q1 AC-33 39.23          69,044.80                          
BDLT2 BD-34 28.00         42,112.00           BALV1 BA-34 26.40         39,705.60               Q2 AC-34 39.48          69,484.80                          
BDLU1 BD-35 28.20         42,412.80           BALV2 BA-35 26.65         40,081.60               R1 AC-35 39.73          69,924.80                          
BDLU2 BD-36 28.40         42,713.60           BALW1 BA-36 26.90         40,457.60               R2 AC-36 39.98          70,364.80                          
BDLV1 BD-37 28.60         43,014.40           BALW2 BA-37 27.15         40,833.60               S1 AC-37 40.23          70,804.80                          
BDLV2 BD-38 28.80         43,315.20           BALX1 BA-38 27.40         41,209.60               S2 AC-38 40.48          71,244.80                          
BDLW1 BD-39 29.00         43,616.00           BALX2 BA-39 27.65         41,585.60               T1 AC-39 40.73          71,684.80                          
BDLW2 BD-40 29.20         43,916.80           BALY1 BA-40 27.90         41,961.60               T2 AC-40 40.98          72,124.80                          
BDLX1 BD-41 29.40         44,217.60           BALY2 BA-41 28.15         42,337.60               U1 AC-41 41.23          72,564.80                          
BDLX2 BD-42 29.60         44,518.40           BALZ1 BA-42 28.40         42,713.60               U2 AC-42 41.48          73,004.80                          
BDLY1 BD-43 29.80         44,819.20           BALZ2 BA-43 28.65         43,089.60               V1 AC-43 41.73          73,444.80                          
BDLY2 BD-44 30.00         45,120.00           BALAA1 BA-44 28.90         43,465.60               V2 AC-44 41.98          73,884.80                          
BDLZ1 BD-45 30.20         45,420.80           BALAA2 BA-45 29.15         43,841.60               W1 AC-45 42.23          74,324.80                          
BDLZ2 BD-46 30.40         45,721.60           BALBB1 BA-46 29.40         44,217.60               W2 AC-46 42.48          74,764.80                          

BDLAA1 BD-47 30.60         46,022.40           BALBB2 BA-47 29.65         44,593.60               X1 AC-47 42.73          75,204.80                          
BDLAA2 BD-48 30.80         46,323.20           BALCC1 BA-48 29.90         44,969.60               X2 AC-48 42.98          75,644.80                          
BDLBB1 BD-49 31.00         46,624.00           BALCC2 BA-49 30.15         45,345.60               Y1 AC-49 43.23          76,084.80                          
BDLBB2 BD-50 31.20         46,924.80           BALDD1 BA-50 30.40         45,721.60               Y2 AC-50 43.48          76,524.80                          
BALCC1 BD-51 31.40         47,225.60           BALDD2 BA-51 30.65         46,097.60               Z1 AC-51 43.73          76,964.80                          
BALCC2 BD-52 31.60         47,526.40           BALEE1 BA-52 30.90         46,473.60               Z2 AC-52 43.98          77,404.80                          
BALDD1 BD-53 31.80         47,827.20           BALEE2 BA-53 31.15         46,849.60               AA1 AC-53 44.23          77,844.80                          
BALDD2 BD-54 32.00         48,128.00           BALFF1 BA-54 31.40         47,225.60               AA2 AC-54 44.48          78,284.80                          
BDLEE1 BD-55 32.20         48,428.80           BALFF2 BA-55 31.65         47,601.60               BB1 AC-55 44.73          78,724.80                          
BDLEE2 BD-56 32.40         48,729.60           BALGG1 BA-56 31.90         47,977.60               BB2 AC-56 44.98          79,164.80                          
BALFF1 BD-57 32.60         49,030.40           BALGG1 BA-57 32.15         48,353.60               CC1 AC-57 45.23          79,604.80                          
BALFF2 BD-58 32.80         49,331.20           BALHH1 BA-58 32.40         48,729.60               CC2 AC-58 45.48          80,044.80                          
BALGG1 BD-59 33.00         49,632.00           BALHH2 BA-59 32.65         49,105.60               DD1 AC-59 45.73          80,484.80                          
BALGG1 BD-60 33.20         49,932.80           BALII1 BA-60 32.90         49,481.60               DD2 AC-60 45.98          80,924.80                          

BUS DRIVER (BD) 8 Hours/188 Days BUS AIDE (BA) 8 Hours/188 Days AREA COORDINATOR (AC) 8 Hours/220 Days

Notes: Area Coordinators, bus drivers, and bus aides who voluntarily work days in excess of their annual calendar to support summer programming or other district requirements 
shall be compensated at their scheduled rate of pay.

***Rate of Pay for substitute bus drivers (BDSUB-1) $21.40

Page 1 of 1
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Monroe County School Board
FY 2024-25 Salary Schedule

Summer Program Bus Driver paid at regular hourly wage

Longevity- Bus Drivers/Area Coordinators - Hourly Supplement for Service with the District:
Slot LBD05 LBD10 LBD15 LBD20

5 Years 10 Years 15 Years 20 Years
0.25$          0.35$          0.40$          0.50$          
0.25$          0.60$          1.00$          1.50$          

Longevity- Bus Aides - Hourly Supplement for Service with the District:
Slot LBD05 LBD10 LBD15 LBD20

5 Years 10 Years 15 Years 20 Years
0.25$          0.35$          0.40$          0.50$          

Cumulative Hourly 0.25$          0.60$          1.00$          1.50$          

Supplements:
Gas Attendant 118.00         Per Month

Stipends:
For any type service not listed on any salary schedule, per day $20.00
Completion of 40 hours of school bus driver training $1,000.00
Completion of six months service, an additional stipend of $1,000.00

Extracurricular Trips:

Area Coordinator, Mechanics, and Mechanic Helpers:

Included in the workday, sixty (60) minutes per day shall be provided for normal bus maintenance, including pre and post
trip inspections, and required reports. Additional responsbilities shall include scheduling maintenance and repairs with
mechanics, completing required forms and reports, receiving training and daily cleaning of the bus interior. The washing of
the exterior of the buses shall be carried out by hiring bus drivers who volunteer to provide this service for additional
compensation at their normal rate of pay. One hour shall be allotted per bus for this service. When there are not enough
bus drivers who volunteer to wash buses, then other individuals may be hired.

ALL DRIVERS OF SCHOOL BUSES MUST HAVE A VALID BUS DRIVER'S LICENSE (STATE) AND INSURANCE.

A driver or aide who volunteers to perform medical services for a student with an emergency care plan who is assigned to
their route shall be paid $500.00 per year. Substitute drivers and aides shall be paid a flat rate of $5 per day for covering a
route that has a student with an emergency care plan assigned. Annual driver and aide training and agreement to provide
medical services shall be documented on an Emergency Care Plan Notification Cover Letter (Appendix G). The student
assignment and provisions contained herein shall be listed on the annual  route bid sheet at  the annual bidding.

When traveling on extra-curricular trips (all in county and out of county field trips only – not to include before/after school
busses returning students home or to regular drop-off destinations), bus drivers shall be paid at a rate of one- and one-half
times their hourly rate on the salary schedule. 

The Transportation Area Coordinator, Mechanics, and Mechanic Helpers assigned to Sugarloaf transportation, Middle Keys 
transportation and Upper Keys transportation shall work and be paid for 8 hours per day. When required to drive a route,
they shall receive $25 each am and/or pm that is covered for a maximum of $50 per day. Area Coordinators shall not bid
on a route while serving as the Transportation Department Area Coordinator.

All Bus Drivers shall be paid a daily rate based on their hourly step in the salary schedule multiplied by eight hours for each
day. This daily rate may be further subdivided into two four hour blocks corresponding to a morning or afternoon route. All
drivers shall be compensated their usual daily rate on early release days

Page 13 of 32
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SCHOOL FOOD SERVICE EMPLOYEE SALARY SCHEDULE
Monroe County School Board

FY 2024-25 Salary Schedule

8 hours 190 days

Old Current Rate Annual Old Current Rate Annual Old Current Rate

F3SD1 FSW-1 18.30       27,816.00        F5SD1 FSC-1 20.11       30,567.20          F1S00H FSS-1 18.30       
F3SD2 FSW-2 18.50       28,120.00        F5SD2 FSC-2 20.31       30,871.20          
F3SE1 FSW-3 18.70       28,424.00        F5SE1 FSC-3 20.51       31,175.20          
F3SE2 FSW-4 18.90       28,728.00        F5SE2 FSC-4 20.71       31,479.20          
F3SF1 FSW-5 19.10       29,032.00        F5SF1 FSC-5 20.91       31,783.20          
F3SF2 FSW-6 19.30       29,336.00        F5SF2 FSC-6 21.11       32,087.20          
F3SG1 FSW-7 19.50       29,640.00        F5SG1 FSC-7 21.31       32,391.20          
F3SG2 FSW-8 19.70       29,944.00        F5SG2 FSC-8 21.51       32,695.20          
F3SH1 FSW-9 19.90       30,248.00        F5SH1 FSC-9 21.71       32,999.20          
F3SH2 FSW-10 20.10       30,552.00        F5SH2 FSC-10 21.91       33,303.20          
F3SI1 FSW-11 20.30       30,856.00        F5SI1 FSC-11 22.11       33,607.20          
F3SI2 FSW-12 20.50       31,160.00        F5SI2 FSC-12 22.31       33,911.20          
F3SJ1 FSW-13 20.70       31,464.00        F5SJ1 FSC-13 22.51       34,215.20          
F3SJ2 FSW-14 20.90       31,768.00        F5SJ2 FSC-14 22.71       34,519.20          
F3SK1 FSW-15 21.10       32,072.00        F5SK1 FSC-15 22.91       34,823.20          
F3SK2 FSW-16 21.30       32,376.00        F5SK2 FSC-16 23.11       35,127.20          
F3SL1 FSW-17 21.50       32,680.00        F5SL1 FSC-17 23.31       35,431.20          
F3SL2 FSW-18 21.70       32,984.00        F5SL2 FSC-18 23.51       35,735.20          
F3SM1 FSW-19 21.90       33,288.00        F5SM1 FSC-19 23.71       36,039.20          
F3SM2 FSW-20 22.10       33,592.00        F5SM2 FSC-20 23.91       36,343.20          
F3SN1 FSW-21 22.30       33,896.00        F5SN1 FSC-21 24.11       36,647.20          
F3SN2 FSW-22 22.50       34,200.00        F5SN2 FSC-22 24.31       36,951.20          
F3SO1 FSW-23 22.70       34,504.00        F5SO1 FSC-23 24.51       37,255.20          
F3SO2 FSW-24 22.90       34,808.00        F5SO2 FSC-24 24.71       37,559.20          
F3SP1 FSW-25 23.10       35,112.00        F5SP1 FSC-25 24.91       37,863.20          
F3SP2 FSW-26 23.30       35,416.00        F5SP2 FSC-26 25.11       38,167.20          
F3SQ1 FSW-27 23.50       35,720.00        F5SQ1 FSC-27 25.31       38,471.20          
F3SQ2 FSW-28 23.70       36,024.00        F5SQ2 FSC-28 25.51       38,775.20          
F3SR1 FSW-29 23.90       36,328.00        F5SR1 FSC-29 25.71       39,079.20          
F3SR2 FSW-30 24.10       36,632.00        F5SR2 FSC-30 25.91       39,383.20          
F3SS1 FSW-31 24.30       36,936.00        F5SS1 FSC-31 26.11       39,687.20          
F3SS2 FSW-32 24.50       37,240.00        F5SS2 FSC-32 26.31       39,991.20          
F3ST1 FSW-33 24.70       37,544.00        F5ST1 FSC-33 26.51       40,295.20          
F3ST2 FSW-34 24.90       37,848.00        F5ST2 FSC-34 26.71       40,599.20          
F3SU1 FSW-35 25.10       38,152.00        F5SU1 FSC-35 26.91       40,903.20          
F3SU2 FSW-36 25.30       38,456.00        F5SU2 FSC-36 27.11       41,207.20          
F3SV1 FSW-37 25.50       38,760.00        F5SV1 FSC-37 27.31       41,511.20          
F3SV2 FSW-38 25.70       39,064.00        F5SV2 FSC-38 27.51       41,815.20          
F3SW1 FSW-39 25.90       39,368.00        F5SW1 FSC-39 27.71       42,119.20          
F3SW2 FSW-40 26.10       39,672.00        F5SW2 FSC-40 27.91       42,423.20          
F3SX1 FSW-41 26.30       39,976.00        F5SX1 FSC-41 28.11       42,727.20          
F3SX2 FSW-42 26.50       40,280.00        F5SX2 FSC-42 28.31       43,031.20          
F3SY1 FSW-43 26.70       40,584.00        F5SY1 FSC-43 28.51       43,335.20          
F3SY2 FSW-44 26.90       40,888.00        F5SY2 FSC-44 28.71       43,639.20          
F3SZ1 FSW-45 27.10       41,192.00        F5SZ1 FSC-45 28.91       43,943.20          
F3SZ2 FSW-46 27.30       41,496.00        F5SZ2 FSC-46 29.11       44,247.20          

F3SAA1 FSW-47 27.50       41,800.00        F5SAA1 FSC-47 29.31       44,551.20          
F3SAA2 FSW-48 27.70       42,104.00        F5SAA2 FSC-48 29.51       44,855.20          
F3SBB1 FSW-49 27.90       42,408.00        F5SBB1 FSC-49 29.71       45,159.20          
F3SBB2 FSW-50 28.10       42,712.00        F5SBB2 FSC-50 29.91       45,463.20          
F3SCC1 FSW-51 28.30       43,016.00        F5SCC1 FSC-51 30.11       45,767.20          
F3SCC2 FSW-52 28.50       43,320.00        F5SCC2 FSC-52 30.31       46,071.20          
F3SDD1 FSW-53 28.70       43,624.00        F5SDD1 FSC-53 30.51       46,375.20          
F3SDD2 FSW-54 28.90       43,928.00        F5SDD2 FSC-54 30.71       46,679.20          
F3SEE1 FSW-55 29.10       44,232.00        F5SEE1 FSC-55 30.91       46,983.20          

LHS10 LHS15 LHS20
10 Years 15 Years 20 Years

0.35$        0.40$        0.50$        
0.60$        1.00$        1.50$        

Slot LHS05
5 Years

0.25$                                      
Cumulative Hourly 0.25$                                      

Longevity- School Food Service - Hourly Supplement for Service with the District:

SCHOOL FOOD SERVICE

FOOD SERVICE WORKER (FSW) COOK (FSC) SUBSTITUTE FS WORKER (FSS)

Employees are authorized no more than 190 days per year unless specifically authorized in each case.
Annual salary amounts listed are based on the hourly rate at 8 hours a day for 190 days per school year. Individual annual salaries may vary.

Page 1 of 1
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DISTRICT SCHOOL BOARD OF MONROE COUNTY
AWARDS AND INCENTIVES

INCENTIVE PAYMENT FOR ATTENDANCE (First Semester) $500.00
INCENTIVE PAYMENT FOR ATTENDANCE (Second Semester) $750.00

EMPLOYEE RECOGNITION PROGRAM
Teachers of the Year (10 Employees) $500.00

District Teacher of the Year $1000.00

First Year Teacher (10 Employees) $100.00

School Inclusion Teacher (10 Employees) $100.00

Student Services Employee of the Year (1 Employee) $250.00

District Inclusion Teacher $250.00

Outstanding Assistant Principal of the Year (1 Employee) $250.00

Outstanding Principal of the Year (1 Employee) $250.00

Outstanding Management/Instructional Employee $250.00

Clerical/Office Group (1 Employee) $250.00

Transportation Group (1 Employee) $250.00

Food Service Group (1 Employee) $250.00

Maintenance Group (1 Employee) $250.00

Teacher Support Group (1 Employee) $250.00

District School-Related Employee-of-the Year $500.00

	 An employee who uses no more than two (2) days of sick leave or personal leave with pay during the first 
90 student days of the regular school year shall receive a $500 incentive payable on January 30th.  An employee 
who uses no more than two (2) days of sick leave day or personal leave day with pay during the last 90 student 
days of the regular school year shall receive a $750 incentive payable on June 30.  The District payroll department 
shall compile the list of qualifying SRPs within 15 working days of the end of each semester.  Personal leave days 
taken when approved for religious purposes or jury duty shall be an exception to the provisions of this Section.  
A record of such incentive payments shall be forwarded to the UTM President upon request
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APPENDIX G: MONROE COUNTY SCHOOL DISTRICT 
AND UNITED TEACHERS OF MONROE 

Emergency Care Plan Notification Cover Letter – Exceptional Student Services Bus Driver/Bus Aides

Monroe County School District and United Teachers of Monroe Emergency Care Plan Notification Cover Letter 
– Exceptional Student Services Bus Driver/Bus Aides

****ASSISTING WITH HEALTH CARE RELATED SERVICES TO STUDENTS IS VOLUNTARY****

If you are willing to assist with health related services for _________________________________; please review 
the Emergency Care Plan, sign below and return to the Area Coordinator. Otherwise, please return the Emer-
gency Care Plan and the unsigned cover letter to the Area Coordinator. 

This is confidential information and must be kept in a place where others are not able to read it. Anything in it 
may not be shared by you to others without direction from the Supervisor of Transportation or permission from 
the parent. 

Substitutes may need to know some of this information to care for students with a medical condition. It is best to 
tell substitutes generic information and keep it as simple as possible.

As with all Emergency Care Plans, please know your role in caring for the student before the student will need 
your assistance. 

Again, this is confidential information and it must only be shared on an as-needed basis to care for the student 
listed above. These Emergency Care Plans should be returned to the Area Coordinator at the end of the school 
year. Please ask the Area Coordinator or the nurse on campus any questions you may have concerning this emer-
gency care plan. 
Sincerely, 
______ I understand the attached Emergency Care Plan for _____(student’s name)_____ and my role in caring 
for this child. If I have further questions, I will talk with the Area Coordinator or the nurse on campus. 

______ I understand the attached Emergency Care Plan for _____(student’s name)_____, but I would like some 
questions answered and/or go over the protocols stated on the Emergency Care Plan and what my role is. 

____________________________________	 ___________________					   
Bus Driver/Aide Signature				    Date 

Sign after training has occurred (within ten (10) working days). 

____________________________________	 ___________________				  
Human Resources Department Employee		  Date 

F.S. 1006.062(2) There shall be no liability for civil damages as a result of the administration of the medication 
when the person administering the medication acts as an ordinarily reasonably prudent person who would have 
acted under the same or similar circumstances.
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APPENDIX H: MEMORANDUM OF UNDERSTANDING BETWEEN 
THE MONROE COUNTY SCHOOL DISTRICT AND THE UNITED TEACHERS OF MONROE 

REPRESENTING SCHOOL RELATED PERSONNEL 

Whereas, the Monroe County School District (MCSD) and the United Teachers of Monroe (UTM) representing 
School Related Personnel (SRP) mutually desire to develop performance based employee evaluations that are 
based upon measurable outcomes and metrics;

Whereas, it was mutually agreed by MCSD and UTM to develop a performance based evaluation for at least one 
of the SRP employee groups during the 2016-2017 and 2017-2018 school year, but this desired goal was not met; 
and

Whereas, it is mutually agreed that a more formal document and timeline will facilitate this process moving for-
ward as desired for the 2018-2019 school year.

It is hereby agreed as follows;

•	 A joint committee, consisting of a minimum of two members from MCSD and two members from UTM 
	 shall be formed for the purpose of developing a performance based employee evaluation instrument for 
	 at least one SRP group during the 2018-2019 school year. If desired by the original committee members 
	 the joint committee membership may be expanded but shall consist of an equal number of members
	 representing MCSD and UTM.
•	 The initial joint committee shall be formed and shall meet at least one time prior to October 1, 2018.
•	 The joint committee shall identify at least one SRP employee group for which a performance based 
	 evaluation instrument will be developed, to include objective and measurable outcomes and metrics.
•	 The joint committee shall submit a progress report to the Superintendent of MCSD and the President of
	  UTM on or before February 1, 2019.
•	 The joint committee shall submit a final report to the Superintendent of MCSD and the President of 
	 UTM on or before June 1, 2019.
•	 The recommendations of the joint committee will be reviewed and considered by the negotiations team 
	 of MCSD and UTM for incorporation into the 2019-2021 SRP contract.
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APPENDIX I: PROGRESSIVE DISCIPLINE MANUAL

A COLLABORATIVE DEVELOPMENT 

BETWEEN THE

DISTRICT SCHOOL BOARD OF MONROE COUNTY
241 TRUMBO ROAD
KEY WEST, FL 33040

AND THE

UNITED TEACHERS OF MONROE
1310 UNITED STREET #115

KEY WEST, FL  33040
FEA, AFT, LOCAL 3709, AFL-CIO

The goal of employee discipline is to foster a positive work environment whereby all staff members are treated in 
a fair and equitable manner. In order to set the foundation to achieve that goal, it is important that staff under-
stand workplace rules and expectations from the beginning. Workplace rules are included in the union contracts, 
school board policies and the employee handbook. An orientation to reinforce expectations of these rules should 
be covered in a staff meeting within the first month of the school year or of employment.

In order for discipline to be effective and correct employee behavior, it must have certain fundamental charac-
teristics. Discipline must be progressive, consider past practice, and meet the test of just cause. The principle 
of “progressive” discipline involves informing the employee of the problem and the need to correct it, and then 
using increasingly stronger disciplinary measures if the employee fails to correct the problem. 

When you have a rule infraction, it is important to remember that not all rule violations require the full gambit 
of the discipline process. Some employees only need verbal counseling to correct their behavior.  This type of 
corrective counseling is a measure that should be taken, if appropriate, before beginning the Steps of Progressive 
Discipline. However, in case the behavior continues, you should make a note of the date that you first verbally 
addressed the issue. It is expected that in most cases, counseling will precede the formal disciplinary process. 

The formal disciplinary process includes a documented verbal warning, a written directive, a written reprimand, 
suspension, and termination of employment.  For more serious behavior(s) the earlier steps may be eliminat-
ed. The degree of discipline taken must correlate to the seriousness of the offense and the employee’s record. 
Dicpline should be taken at the minimum level necessary to bring about correction of the behavior. If the behav-
ior is not corrected, more severe action may be taken, up to and including termination of employment. 

Definitions
Counseling – An opportunity for the employee and the supervisor to informally discuss work-related problems 
and concerns.  The counseling session is designed to help the employee:
Recognize the mistake or deficiency.
Clarify expectations.
Understand the consequences of failing to meet the expectations.
The counseling session should be documented using a site record only.

Investigative Evidence Review Meeting - provides due process to the employee that is the subject of an investtion. 
This meeting is held after the investigation is complete and prior to the decision as to whether disciplinary action 
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is warranted.

Just Cause – employer’s right to discipline an employee for proven misconduct or negligence.

Meeting for the Record – Formalized process where notes are taken by administration with copies available to all 
involved parties. This meeting triggers Weingarten rights.

Probable Cause – reasonable belief that an infraction may have occurred. 

Thorough Investigation – 
Who was responsible for the incident?
Who witnessed the incident?
What actually happened? 
When did it happen?
Where did it happen?
Why did it happen?
How did the incident or situation occur?

Founded - The available evidence showed the charge(s) to be proven.

Unfounded - The available evidence showed the charge(s) were not proven.

Weingarten Rights - EMPLOYEE’S RIGHT TO UNION REPRESENTATION
The right of employees to have union representation at investigatory interviews was announced by the U.S. 
Spreme Court in a 1975 case (NLRB vs. Weingarten, Inc. 420 U.S. 251, 88 LRRM 2689). These rights have be-
come known as the Weingarten rights.
Employees have Weingarten rights only during investigatory interviews. An investigatory interview occurs when 
a supervisor questions an employee to obtain information which could be used as a basis for discipline or asks 
an employee to defend his or her conduct. If an employee has a reasonable belief that discipline, or other adverse 
consequences may result from what he or she says, the employee has the right to request union representation.

The steps of Due Process for MCSD are:

	 1.	 An allegation of wrongdoing or complaint is observed/reported.

	 2.	 When an allegation of wrongdoing or a complaint against an employee is made, the employee 
		  shall be notified in writing (including email) within 48 hours of the nature of the complaint, the
		  name of the person making the allegation, and shall have the opportunity to seek representation 
		  prior to any investigative action. An invitation to meet shall be issued.

		  a.	 All counseling and/or any disciplinary actions shall be done in private.

		  b.	 No investigation, verbal warning, written directive, reprimand, suspension (with or
			   without pay), demotion, or termination shall be issued based on anonymous information
			    or complaints unless otherwise required by law.  F.S.231(291(1)(b)

	 3.	 In a meeting for the record from which the employee believes that discipline may follow, the
		  employee may request representation (Weingarten rights.) When a request for representation
		  has been made, the meeting shall take place within 48 hours or two business days. The employee
		  shall have an opportunity to respond.
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	 4.	 Based on the facts provided by both parties, options at this point include:

		  i.	 In the event that an investigation is concluded with the finding that there is no probable
			   cause to proceed further and no disciplinary action taken, a statement to that effect signed 
			   by the responsible investigating official shall be attached to the complaint.  The materials
			   of such investigation shall not be placed in the employee’s personnel file.  

		  ii.	 Provide an opportunity for counseling. 

		  iii.	 When probable cause or evidence-based infractions exist:

			   1.	 If probable cause exists an investigation begins.

				    a.	 The employee will be advised during the meeting that an investigation will
					     begin.  Notice will be sent to UTM (any bargaining unit employee).

				    b.	 The “investigator” conducting the investigation shall not be the 
					     complainant.

				    c.	 Investigations conducted by the supervisor shall normally be concluded
					      within twenty (20) workdays. The supervisor shall notify the employee and 
					     UTM in writing of any investigation extended beyond the twenty (20) 
					     days.

			   2.	 If evidence-based infractions exist, progressive discipline will begin.

	 5.	 Following any investigation, the investigator provides findings to the employee in writing prior to 
		  a meeting.

		  a.	 A subsequent invitation to meet will be sent to the employee. (Investigative Evidence 
			   Review Meeting)

		  b.	 The employee shall have the opportunity to provide rebuttal testimony, documentation, 
			   and witnesses prior to completion of the investigation. 

			   i.	 Investigator shall continue investigation in response to any additional evidence 
				    provided by the employee.

			   ii.	 Investigator presents new evidence and revised report prior to any subsequent 
				    meeting.

			   iii.	 A subsequent invitation to meet will be sent to the employee. (Investigative 
				    Evidence Review Meeting)

			   iv.	 The employee shall be provided with a copy of the final report upon conclusion of
				     the investigation. A copy shall also be provided to UTM and the HR Generalist.

			   v.	 In the event that an investigation is concluded with the finding that there is no 
				    probable cause to proceed further and no disciplinary action taken, a statement
				     to that effect signed by the responsible investigating official shall be attached to
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				     the complaint.  The materials of such investigation shall not be placed in the 
				    employee’s personnel file.  

			   vi.	 If an investigation results in a finding of probable cause for disciplinary action for
				    suspension or dismissal, the employee shall be notified of the charges in writing
				    and have the right to a hearing as outlined in the Grievance Procedure.

				    c.	 Should it become necessary to discipline an employee, it is the District’s 
					     intent to do so consistent with the concept of progressive discipline. This
					     process includes as many as five (5) steps. Employees covered by this 
					     agreement may be disciplined for just cause in the following ways:

						      1. Verbal warning/conversation regarding behavior (site record)

						      2. Written directive (district record)

						      3. Written reprimand (personnel file)

						      4. Suspension – with or without pay

						      5. Demotion or termination

						      The concept of progressive discipline does not keep the omission of
						      one or more of the steps if immediate and/or stronger action is 
						      necessary.

	 6.	 The employee and/or the complainant shall be entitled to consultation with the Executive 
		  Director of Human Resources regarding evidence and procedures.  

	 7.	 Review of fairness and thoroughness of the investigation including discipline

		  i.	 Investigation conducted fairly and thoroughly

			   1.	 Original investigator’s decision upheld and shared with employee/complainant and
				    UTM.

		  ii.	 Investigation was not conducted fairly and thoroughly

			   1.	 HR Executive Director/designee will conduct further investigation.

				    a.	 Following any investigation, the HR Executive Director/designee provides
					      evidence to the employee prior to meeting.

				    b.	 An invitation to meet will be sent to the employee.

				    c.	 HR Executive Director/designee presents new evidence and revised report 
					     to employee.

					     i.	 If an investigation concludes with a finding that there is no 
						      probable cause to proceed further and no disciplinary action taken, 
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						      a statement to that effect signed by the responsible investigating 
						      official shall be attached to the complaint. The materials of such
						      investigation shall not be placed in the employee’s personnel file.  

					     ii.	 If an investigation concludes with a finding of probable cause for 
						      disciplinary action for suspension or dismissal, the employee shall
						      be notified of the charges in writing and have the right to a hearing 
						      as outlined in the Grievance Procedure.

					     iii.	 If complainant initiated further investigation, then the complainant
						       is noticed that further investigation was undertaken and that a 
						      conclusion was reached.  

	 8.	 At the close of the investigation, the HR Executive Director shall make a recommendation to the 
		  Superintendent for cause or no cause.  This recommendation shall be included in the copy Article 
		  V Section 1A (4). 


