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MEMORANDUM OF AGREEMENT
EXTENDED DAY STAFF WAGES, BENEFITS, AND CONDITIONS OF EMPLOYMENT

The Foxborough School Committee (the Committee) and the Foxborough Extended Day Staff (Extended Day) hereby
agree to a three-year agreement to be in effect from September 1 » 2022 through August 31,2025,

Full-time Employee

An employee who works forty (40)hours per week and fifty-two (52) weeks per year exclusive of legal
holidays and authorized leaves of absences.

Permanent Part-time Employee

An employee who works at least twenty (20) hours per week, but less than forty (40) hours per week for the
work year.

Seasonal or Part-time Employee
An employee who works less than twenty (20) hours per week for the work year.

Substitute Employee
An employee who works on an as needed basis.

Benefit Entitlement and Accrual

mployee is, for any reason, in an unpaid status or has
been in non-work status for sixty (60) consecutive workin gdays or more. This shall include accrual of personal days
and sick leave days.

SICK LEAVE

A. Full-time and permanent part-time employees shall accrue sick leaveata rate of 1.5 days per month for
each month worked during the school year cumulative to one hundred eighty (180) days. Sick leave may
beused only in the case of sickness of the employee personally, with the exception that full-time and
permanent part-time employees may use a total of five (5) sick days annually to care for an immediate
family member. A doctor’s certificate may be required at the discretion of the Superintendent or designee.

determined by multiplying fifty percent (50%) of the number of accumulated sick days at the time of
retirement, not to exceed ninety (90) days by thirty-five (§3 5.00) dollars.

D. Full-time and permanent part-time Site Supervisor who retires from employment under the state/county
retirement system after completion of ten (10) years of continuous employment with the Committee shall
receive at the time of her/his separation from employment a lump sum payment determined by multiplying
fifty percent (50%) of the number of accumulated sick days at the time of retirement, not to exceed ninety
(90) days by forty-five ($45.00) dollars.
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regular attendance of staff contributes significantly to the quality of the program; therefore, personal leave
should be held to a minimum. Staff will use discretion in using such days, and such days should not be
used for personal recreation, leisure activities, or outside occupation. Consideration will be given for
special family circumstances or celebrations. Unused personal leave days shall be rolled into accumulated

sick days at the end of the school year. Personal leave may be used for the following purposes to the
extent indicated:

1. Sickness of a member of the family, necessitating the presence of employee, when she/he has
exhausted family sick Jeave.

2. Urgent family or personal obligation of an emergency nature (not more than one day).

Requests for personal leave under items 1. and 2. above must be submitted in writin g, stating

the reason and at least 24 hours in advance, except in the case ofan emergency, to the School Business
Administrator via the Extended Day Programs Manager. Personal leave days, except in the case of
emergency and unavoidable conditions, shall not be taken the day before or the day aftera holiday, or to
extend a school vacation week, or ona day in which the employee is not in pay status.

B. Employees shall be entitled to three (3) bereavement days per year for a death in their immediate family.
This shall include grandparents, parents, parents-in-law, spouse, brothers, sisters, children, step children,
grandchildren, and any other relative who is a member of the employee’s household.

C. All female employees shall be granted a matemnity leave of absence, without pay, of up to eight (8) weeks
during the work year without loss of seniority, work assignments, or any other benefit to which the
employee would be entitled. Employees would be required to maintain their medical insurance, life
insurance, etc. for the duration of the leave. This leave may be extended to twelve (12) weeks at the
discretion of the Superintendent. Requests for such leave must be made in writing.

FRINGE BENEFITS

All full time and permanent part time Extended Day employees will be eligible to participate in the health and life

insurance plans made available by the Town of Foxborough. Extended Day employees who work a minimum of

twenty (20) hours per week must become members of the Norfolk County Retirement System.

WORK YEAR

The work year of an Extended Day employee is defined as the number of days that school is in session, plus one day
preceding the opening of school. Up to two (2) additional work daysmay be required as d eemed necessary by the

Extended Day Program Manager and approved by the Superintendent or designee for Professional Development
opportunities,

February and April school vacation programs are voluntary. Staffinterested in

working these programs will be paid
and selected based on the schedule outlined in Appendix B.
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Assignments

Site assignments are based on the needs of the program. Employees will be informed in writing of their work

assignment by July 31% of each year. Any changes in assignments throughout the year will be communicated as soon
as possible to the employees involved.

SALARY SCHEDULE

Salaries will be paid hourly for all workers (see Appendix A.) The salary schedule for Extended Day personnel is
voted on and approved by the School Committee. The employees will be informed in writin gon the first pay period in
September of the current status of their benefits and salaries.

Planning/Prep Time

Extended Day staff ( *) will be compensated for planning and prep time (**) based on the following schedule;
Full time Supervisor — 2 hours per week
Part time Supervisor — 1 hour per week
Full time Extended Day Staff— 1 hour per week
Part time Extended Day Staff - .5 hours per week
“* - Planning/prep time does not apply to one to one staffmember
cEE L Planning/prep time for group activities implemented in the program

Temporary Assignments:

An Extended Day Worker, who temporarily assumes and performs the full duties and responsibilities of a Site

Supervisor shall be compensated at the hourly rate of step one (1) on the Site Supervisor salary scale for the time they
assume the temporary assignment,

The hourly rate of pay for a substitute employee will be set at step one (1) of the Extended Day Worker salary scale.

Stipend for Early Education and Care (EEC) certification Teaching License or College Degree
in Education

PROBATIONARY PERIOD
The first ninety (90) days of continuous employment of an employee shall constitute her/his probationary period. No

LONGEVITY PAYMENTS

All full time and permanent part time Extended Day employees will receive Longevity payments will be as follows:
7 years of service — additional $.20/hour - begins 8* year
15 years of service — additional $20/hour - begins 16t year

20 years of service - additional $.20/hour - be gins 21% year
25 years of service - additional $.20/hour — begins 26t year

JURYDUTY
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compensation received for jury duty and turn over such compensation, exclusive of the amount received for travel, to
the Town.

JOB OPENINGS

Should a position become available (temporary or permanent) or a reduction in force become necessary, the decision
will be made on the basis of performance, qualifications and seniority. If performance and qualifications are
determined to be substantially equal, then seniority shall prevail.

PERSONAL PROTECTION

Any employee who is absent from work as the result of a personal injury, which is incurred in the course of her/his
employment and which is compensable under the provision of the Massachusetts Workers Compensation Act shall,

upon her/his written request to the Superintendent, receiveas a charge against his/her accrued sick leave the difference
between her/his current salary and the amount she/he receives as worker’s compensation.

ASSAULT

Extended Day employees will immediately report in writing all cases of physical or verbal assault suffered by them in
connection with their employment as an Extended Day employee. This signed written report shall be filed with the
Extended Day Program Manager and the School Business Administrator. Within five (5) working days of filing said
written report, the School Business Administrator or designee, the Extended Day Program Manager or designee, and
the employee who was subject to the assault will meet to review the incident and to discuss preventative measures.

The School Business Administrator will consider any reasonable request from the e
the incident and the individual(s) involved in accordance with existing policies.

mployee for information relating to

COMPLAINT AGAINST EMPLOYEE

A.

An Extended Day employee will be notified within five (5) working days of receipt by the school administration of
a written complaint about her/his performance as a Extended Day worker. Within five (5) working days of said
notification, the affected employee and the Extended Day Program Manager will meet to discuss the written
complaint. This initial meeting to review a written complaint filed about a Extended Day employee will include
the employee and the Extended Day Program Manager. No student(s), parent(s), complainant(s), nor any other
outside party will be present at this initial meeting unless mutually agreed uponby the affected employee and the

If the meeting defined in Section A above does notresolve the matterto the satisfaction of the employee, then the
employee may request in writing 2 meetin g with the Business Administrator to discuss the written complaint.

If the meeting defined in Section B above does not resolve the matter to the satisfaction of the employee, then the

employee may request in writing a meetin g with the Superintendent of Schools to discuss the written complaint.
The decision of the Superintendent on this matter will be final.

The Superintendent reserves the right, at her/his own discretion, to intervene at an

y step of the process or to bring
the matter to the Superintendent’s level should circumstances warrant.

If a written complaint is to become a part of the employee’s permanent personnel record, she/he will be so advised
and given the opportunity to respond in writing, Her/his written response will become a part of the employee’s
permanent personnel record. The employee shall be provided a copy of the written complaint, provided she/he

signs an acknowledge receipt of said complaint. No anonymous complaint will become a part of an employee’s
permanent personnel record.

COMPLAINT BY EMPLOYEE

A.
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Any Extended Day employee who hasa complaint arising out of her/his working conditions may request in writing
a meeting with the Extended Day Program Manager. The written request shall contain at a minimum the
employee’s name, location(s) of duties, time(s) of duties, and a description/explanation of her/his complaint.



Appendix B
Vacation Week Salary & Compensation

Wages:

All staff who sign up and are scheduled to work during February and April School vacation weeks will be paid at their
base pay rate plus $2.00 an hour.

Planning & Shopping Time

Site Supervisors

Planning Time of 2 hours perweek (Based on full week attendance)

Shopping Time 1 hour per week (morning Site Supervisor — craft supplies)

Shopping Time 2 hours per week (afternoon Site Supervisor — craft & snack supplies)

Extended Day Staff
Planning time assigned as needed by Site Supervisor (.25 hours per day)

Break Time

Vacation week shifts are typically setto 5.75 hours, as it is hard for staffto take a 15 minute break due to

responsibility of children under their care. Fifteen (15) minutes will be added to all employees who work more than 4
hours if they don’t take a break.

Vacation Week Rotation Schedule
Site Supervisor
Vacation period staffing will be determined by a rotatin g schedule based on seniority. There will be a separate AM
and PM rotation due to the small number of site supervisors, to assure fair distribution of shifts. Vacation work is on a
volunteer basis. Two master lists of Site Supervisors in seniority order will be maintained by the Extended Day
Manager. Work will be offered on a rotating seniority basis prior to the vacation week. If a staff member chooses to
work when it is offered to them they will be shuffled to the bottom of therotation. If a staff member chooses not to

Staff

Vacation period staffing will be determined by a rotating schedule based on seniority. The Extended Day Manager
will determine staffing requirements based on parent si gn-up and current Extended Day protocol. Vacation week work
is on a volunteer basis. A master list of all staff members will be maintained by the Extended Day Manager in
seniority order. Work will be offered in a rotating seniority order basis prior to the vacation week. Ifa staff memb er
chooses not to work the vacation period they will be skipped and the next most senior person will be offered the

assignment. The listis a continuous rotation; once the last person on the list has been exhausted the list will re start at
the beginning of the list. The list is continuous from yearto year.
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Within five (5) working days of receipt of said written request, the Extended Day Program Manager shall meet
with the employee to discuss the complaint. The Extended Day Program Manager will provide the employee with
aresponse to her/his complaint within five (5) working days of their meeting,

B. If the process outlined in Section A above does not resolve the matter to the satisfaction of the employee, then the
employee may request in writing a meeting with the School Business Administrator to discuss the complaint.
Within five (5) working days of receipt of said written request, the Business Administrator shall meet with the
employee to discuss the complaint. The School Business Administrator will provide a written response to the
employee’s written complaint within five (5) working days of the meeting.

C. If the process outlined in Section B above does not resolve the matter to the satisfaction of the employee, then the
employee may request in writing a meeting with the Superintendent of Schools to discuss the complaint. Within
ten (10) working days of receipt of said written request, the Superintendent shall meet with the employee to
discuss the complaint. The Superintendent will provide a written response to the employee within ten (10)
working days of the meeting. The decision of the Superintendent on this matter will be final.

D. The Superintendent reserves the right, at her/his own discretion, to intervene at any step of the process or to bring
the matter to the Superintendent’s level should circumstances warrant.

E. This complaint process will at no time be used to change, modify or alter the existing policies pertaining to

Extended Day employees. The complaint process, as herein outlines, will be utilized to address valid complaints
of employees in order to clarify the intent of the existing policies.

PERSONNEL FILE

Employees will have the right to review the contents of their personnel file, by appointment, during reasonable
working hours, in the company of the Superintendent or her/his desi gnee. An employee may obtain copies of the
material contained within her/his personnel file at her/his own expense. A representative of the employee’s choice
may accompany the employee during such review if she/he so elects.

For the Committee: For Extended Day Staff:
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