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MASTER AGREEMENT 

 
for the 

 
WEST OTTAWA PUBLIC SCHOOLS 

 
2021-2024 

 
 
 

AGREEMENT 
 

 
This Agreement made and entered into this 28th day of June, 2021, by and between the WEST OTTAWA 
SCHOOL DISTRICT, Ottawa County, Michigan, hereinafter referred to as the District, and the WEST 
OTTAWA EDUCATION ASSOCIATION, hereinafter referred to as the Association. 
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ARTICLE 1 
PURPOSE AND INTENT 

 
1.01 The District and the Association recognize:  That their joint objective is to provide a quality 

education to the students of the District, and that the quality of the education provided depends 
upon the dedication, preparation, and morale of the teaching staff and upon the effectiveness 
and efficiency of the Administration.  The provisions of this Master Agreement set forth the 
specific rights and obligations of the parties to this Agreement in attempting to work toward the 
goals stated in this section. 

 
1.02 Being engaged in a mutual endeavor in the public interest, the District and the Association 

encourage fair and harmonious relations between their respective representatives at all levels. 
 
1.03 In the above spirit and pursuant to the requirements of Act 336 of the Michigan Public Acts of 

1947 as amended by Act 379 of the Michigan Public Acts of 1965, the District and the 
Association herein set forth their Agreement with respect to rates of pay, wages, hours and 
other terms and conditions of employment of all individuals included in the Bargaining Unit as 
defined in Article 2 who are covered hereby, insofar as such matters are not controlled by 
applicable Michigan Laws, such Laws superseding anything which may be contained herein. 
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ARTICLE 2 
RECOGNITION 

 
2.01 BARGAINING UNIT   Pursuant to and in accordance with applicable provisions of Act 336 of the 

Michigan Public Acts of 1947, as amended by Act 379 of the Michigan Public Acts of 1965, the 
District hereby recognizes the Association as the sole bargaining agent for purposes of 
collective bargaining in respect to rates of pay, wages, hours of employment or other 
conditions of employment for those employees of the District, described as all full-time 
classroom teachers, all part-time classroom teachers, vocational instructors, teacher 
consultants, counselors, special education teachers, librarians,  specialists, psychologists, social 
workers, and all other professional employees of the District.  It is understood that guest 
teachers, shared time teachers who work exclusively in this capacity as defined by the Agostini 
decision, all supervisory, administrative, and executive personnel, including, but not limited to, 
superintendents, assistant superintendents, principals, and assistant principals, and all other 
employees not specifically included as part of the bargaining unit as mentioned above shall not 
be covered by this Agreement.  

 
The term “teacher” when used hereinafter in the Agreement, shall refer to all employees 
represented by the Association in the bargaining unit.  When used hereinafter, the term “non-
classroom professional” or “NCP” shall refer to those employees whose employment is not 
regulated by the Michigan Teachers’ Tenure Act, as amended, MCL38.71 et seq, which shall 
include but may not be limited to bargaining unit employees who are not required to possess a 
valid Michigan teaching certificate for their assignment or employees who do not possess a 
valid Michigan teaching certificate. 

 
2.02 SUPERVISORS   Supervisory personnel are employees of the District whose principal 

responsibility and authority as defined in the job description is to hire, assign, transfer, evaluate, 
reprimand, or otherwise direct the work responsibilities of employees of the District, using 
independent judgment.   

 
 Teachers performing these functions in relation to non-professional employees or performing 

any of the supervisory functions on a limited basis shall not be considered supervisors. 
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ARTICLE 3 
DISTRICT RIGHTS 

 
3.01 The District retains exclusively all of its legal customary and normal functions of management of 

the affairs of the District including (but not limited to) the determination of the number and 
types of schools and the location, schedule, curriculum and staffing thereof, the hiring, transfer, 
promotion and demotion of its employees, the establishment and enforcement of rules to 
maintain efficiency of discipline among its employees, and the suspension, discipline, and 
discharge of its employees for cause.  The Board retains all rights except those limited by the 
specific terms of this Agreement. 
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ARTICLE 4 
ASSOCIATION RIGHTS 

 
4.01 WOEA REPRESENTATIVES   The Association shall keep the Superintendent informed of the 

names of its President, Chief Negotiator/Grievance Chairperson, and Association 
Representatives. 

 
4.02 BULLETIN BOARDS   Bulletin board space will be made available to the Association for posting 

notices of Association activities, provided that requests for posting such material will be 
coordinated with the administration involved as to the appropriate bulletin board to be used. 

 
4.03 USE OF EQUIPMENT AND FACILITIES   The Association will be allowed to use equipment and 

facilities for Association meetings and other business with administrative approval.  Materials 
used by the Association for Association business shall be provided and paid for at cost.  

 
4.04 FURNISHING INFORMATION   The Board agrees to furnish the Association, in response to 

reasonable requests, all normally available information in the form kept by the District 
concerning finance and other information, unless release of such information is expressly 
prohibited by law. 

 
4.05 WOEA MEETINGS   Members of the WOEA Executive Board will be excused from any staff 

meetings to attend WOEA Executive Board meetings, which shall be scheduled on the first 
Monday that school is in session each month.  The WOEA may schedule up to three membership 
meetings each school year, and no staff meetings will be called for that day providing advance 
notice is given to the administration. 

                     
4.06 ASSOCIATION PRESIDENT RELEASED TIME   The Association President shall have one (1) hour of 

paid release time during the student day to work on District/Association business.  As required by 
State law, the Association shall reimburse the full MPSERS retirement cost paid by the District on 
behalf of the teacher for the release time.  The payment shall be made no later than ten (10) 
days after the last school day for the year provided the invoice is issued by the District by June 1st. 
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ARTICLE 5 
VOLUNTARY MEMBERSHIP 

 
5.01 VOLUNTARY MEMBERSHIP DUES Each bargaining unit member may join the Association and 

pay union dues or decline to join the Association and decline to pay union dues.  
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ARTICLE 6 
TEACHER RIGHTS 

 
6.01 RECOMMENDATIONS TO BOARD   Teachers may make recommendations to the Board for the 

Board’s consideration in establishing the curriculum goals and objectives of the District.  These 
goals and objectives should reflect the desires and ideals of the community.  The teachers may 
make such recommendations through their representative on the West Ottawa Leadership 
Team.  The teachers will carry out appropriate instruction within the instructional guidelines of 
the District. 

 
6.02 DISCIPLINE OF NON-CLASSROOM PROFESSIONALS (NCP)   No written reprimand shall be placed 

in a NCP’s file nor shall more stringent discipline be taken without just cause.  A NCP shall be 
entitled to have present a representative of the Association during any such disciplinary action 
and shall be so advised before any action is taken. 

 
 In the event discipline is necessary, the District agrees to follow a policy of progressive discipline 

unless the administration determines the NCP’s action was of a nature that requires more 
serious measures. 

 
When a NCP has engaged in conduct that is minor in nature and/or it is the first time such 
conduct has occurred, the administration may issue an oral warning.  This does not, however, 
prohibit the administration from keeping an administrative record of the oral warning, provided 
that this administrative record must be placed into the NCP’s personnel file within six (6) 
months if it is to be used for employment purposes. 

 
6.03 INDIVIDUAL CONTRACTS   The parties, at this time, recognize the need and validity of individual 

contracts of employment for migrant teachers and teachers who teach beyond the normal 
school year between the District and employees who are covered by the Agreement.  The 
District agrees not to eliminate, for individual employees in said contracts, rights or benefits 
specifically granted hereunder.  

 
6.04 LUNCH PERIOD   All teachers shall be provided a duty-free lunch period of at least thirty (30) 

minutes. 
 
6.05 COMPLAINT PROCEDURES    
 

A. Any report of unsatisfactory conduct or any unsatisfactory report submitted by parents, 
students, other teachers, or based on any other sources of information shall be discussed 
with the teacher within fifteen (15) work days from the receipt of the complaint and the 
teacher will be given an opportunity to respond to the report.  All complaints to be placed in 
a teacher’s file shall include the names of the complainants, date, and details of the 
complaint, provided that the District may withhold the names of the complainants from the 
teacher in extreme circumstances, and further provided that the Association may grieve the 
reasonableness of withholding the complainant’s name in any given situation. 

 
B. The District or the teacher may ask any complainants to meet with the teacher to provide 

 the teacher and the complainants with the opportunity to resolve the issue. 
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C. Upon receipt of a complaint, the District shall investigate the complaint to determine its 
accuracy.  If the complaint is found to be inaccurate by the administration, the complaint 
and all copies of the complaint will be destroyed.   
 
If the completed investigation by the District does not provide sufficient evidence to 
determine whether the complaint is accurate or not, the complaint and all investigative 
documents will be maintained in an investigative file separate from the teacher’s personnel 
file unless the District is otherwise required by law to destroy the complaint and 
investigative file.  Investigative files will not be released to third parties unless required by 
law. 

 
D. If the teacher’s personnel file contains information which the teacher believes is false and 

the information is not related to a prohibited subject of bargaining, the Assistant 
Superintendent for Human Resources will meet with the teacher to discuss removing and 
destroying said material. Only after this meeting may the teacher utilize the contractual 
grievance procedure to have said material removed and destroyed. It is understood that the 
teacher may not utilize the contractual grievance procedure to seek relief involving any 
prohibited subject of bargaining. 

 
E. The teacher shall have the right to attach a written response to any complaint, and this 

written response will be attached to all copies of the complaint. 
 
6.06 ASSAULTS ON TEACHERS   The parties recognize their mutual responsibility to provide the 

maintenance of control and discipline in the classroom.  In the event of an assault upon a 
teacher, causing bodily harm requiring medical attention, directly related to the performance of 
his/her duty, the District shall render reasonable assistance to the teacher in connection with 
the handling of the incident by law enforcement and judicial authorities.  Time lost, by reason of 
any assault, shall not result in loss of pay or leave time.  However, losses compensated for by 
Worker’s Compensation shall not be compensated under this section. 

 
6.07 MAILBOXES   Each teacher shall be provided with a mailbox.  Teachers shall be allowed to use 

the Intra-school service. 
 
6.08 TEACHING SUPPLIES   Teachers shall be provided with the supplies, furniture and equipment 

necessary to teach with and sufficient workroom space in which to prepare.  Any alleged 
violation shall be subject to the grievance procedure through the Board level. 

 
6.09 STAFF CENTER   Each school building in the District shall have at least one staff center 

designated for teachers. 
 
6.10 PARKING   Each school building shall have adequate off-street parking designated for teachers. 
 
6.11 REIMBURSEMENT FOR DAMAGE     
 

A. The District agrees to reimburse teachers for reasonable losses related to the destruction of 
clothing, personal property, and/or glasses due to an assault on a teacher while performing 
his/her professional responsibility by a pupil, or a pupil’s guardian or family member 
provided: 
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1. That in the opinion of the Principal or Immediate Supervisor the teacher was exercising 
reasonable care in dealing with the student. 
 

2. Within three (3) days of the occurrence the teacher shall file a written report with the 
building supervisor detailing the incident. 

 
3. The District will reimburse teachers for a reasonable amount. 
 
4. Teachers may be required to submit evidence of the amount of damage done. 
 

B. Teachers who have personal teaching equipment stolen, damaged, or destroyed from their 
classroom, shall be reimbursed the replacement cost of such equipment provided the 
principal has received a written list of the personal equipment that the teacher has in the 
building or on school property and has approved of its use. 

 
C. Teachers who have insured vehicles on the District’s premises which are stolen or damaged 

(through no fault of the teacher) and as a result of the teacher’s professional responsibility 
shall be reimbursed for such property by the District less any insurance settlements.  The 
damage or theft must be properly reported to the police and building administrator 
immediately after the discovery of the damage or loss.  This does not include traffic 
accidents between two employees. 

 
6.12 ADEQUATE CLASSROOMS   Classrooms shall be adequate for the subjects being taught. 
 
6.13 NON-DISCRIMINATION   The Board shall not knowingly discriminate against and/or between 

teachers on the basis of their race, creed, religion, color, national origin, ancestry, age, sex, 
gender identity, sexual orientation, marital status, and/or physical characteristics. 

 
6.14 PROFESSIONAL DRESS   Teachers shall be dressed in professional or business attire during their 

professional responsibilities.  On Fridays, teachers shall continue to dress professionally but are 
allowed to wear blue jeans with black/white or West Ottawa apparel.  Blue jeans in poor 
condition or with holes are not considered professional attire. 
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ARTICLE 7 
NON-CLASSROOM PROFESSIONAL (NCP) EVALUATION 

 
7.01 Appraisals shall be conducted by the NCP’s immediate supervisor.  In the case where NCPs have 

several supervisors, one shall be designated for all appraisals for the school year.  Should the 
designated supervisor not be available, another supervisor may be designated by the Board.  
Only certified administrators OR administrators who were issued an administrator’s certificate 
prior to the state’s discontinuation of said certificate OR administrators in a planned Educational 
Leadership Program OR non-certified administrators who have earned both a teaching 
certificate and a masters degree or higher in school administration shall be permitted to do NCP 
appraisals. 

 
7.02 Required appraisals shall take place by May 15 for NCPs.  Any NCP experiencing problems that 

may result in the overall performance for the year being deemed unsatisfactory shall have 
his/her appraisal completed and the written copy received by April 1.  

 
7.03 Normally, if more than one observation is made in a semester, it shall be conducted at a 

different hour of the day than the previous observation(s). 
 
7.04 During their second and third years in the appraisal process, NCPs shall fill out their “Personal 

Development Goals” for professional growth and self-reflection.  In the spring, the “self-
reflection” section shall be completed by the NCPs, and a discussion shall be held with each NCP 
and the administrator.  The NCPs retain this appraisal form for their records; it is not to be 
placed in their personnel files. 

 
7.05 If, during the appraisal process, a supervisor edits or modifies a NCP’s appraisal in any way 

whatsoever, all earlier drafts of the appraisal shall be expunged from all District files.  Only the 
final copy of a NCP’s appraisal shall be included in District files. 
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ARTICLE 8 
GRIEVANCE PROCEDURE 

 
8.01 The primary purpose of this procedure is to secure, at the lowest level possible, equitable 

solutions to the problems which are subject to this procedure.  Both parties agree that these 
proceedings shall be kept as confidential as may be appropriate at each step of the procedure.  
Nothing contained herein shall be construed as limiting the right of any teacher with a grievance 
to discuss the matter informally with any appropriate member of the administration in an effort 
to resolve matters without recourse to the grievance procedure.   Nothing in this agreement 
shall be construed to restrict or deny the District its full rights and authority to take any action it 
deems necessary to comply with Federal and State law.   

 
8.02 A claim by a teacher or the Association that there has been a violation, misinterpretation or 

misapplication of any provision of this Agreement or a violation, misinterpretation or 
inconsistent application of any Board policy or regulation involving wages, hours, and/or 
conditions of employment may be processed as a grievance in accordance with the procedures 
contained herein.  

 
 It is recognized by the parties that the Board reserves the sole and exclusive right to change, 

modify or revise, in any manner the Board deems appropriate, any policy or regulation of the 
Board in existence or hereinafter adopted and such action by the Board shall not be subject to 
the grievance procedure by any teacher, or the Association, provided such change, modification 
or revision does not violate the express and specific terms of this Agreement. 

 
 NOTE:  The term “days” when used in this article means workdays, and the number of days 

indicated at each step are to be considered as maximum. 
 
8.03 Step One - Immediate Supervisor 
 

A. A grievance may be filed in writing with the principal or appropriate administrator within 
twenty (20) days from the time the grievance is known or should have been known to exist. 

 
B. The grievance shall be identified as “individual” or as “Association.” 
 
C. The principal or appropriate administrator will meet with the grievant and/or the Association 

within ten (10) days after receiving the grievance.  The principal or appropriate administrator will 
respond in writing within ten (10) days of this grievance meeting. 
 

8.04 Step Two – Superintendent 
 

In the event the aggrieved person is not satisfied with the disposition of his grievance at Step 
One, or if no decision has been communicated within ten (10) days after presentation of his 
grievance at Step One, he may within ten (10) days file a copy of the grievance with the 
Association’s Grievance Committee.  If the Committee decides that there is a legitimate 
grievance, the grievance shall be presented to the Superintendent within ten (10) days.  The 
Superintendent will meet with the grievance committee within ten (10) days after receiving the 
grievance and shall complete his decision in writing within ten (10) days after this joint meeting. 
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8.05 Step Three - Board 
 

In the event the Grievance Committee is not satisfied with the disposition of the grievance at 
Step Two, or if no decision has been stated in writing within ten (10) days from the date of the 
joint meeting, the Grievance Committee may within ten (10) days refer the grievance to a 
committee of the Board of Education as appointed by the Board.  Within fifteen (15) days of 
receipt of the grievance, the committee of the Board shall meet with the Association’s 
Grievance Committee for the purpose of arriving at a mutually satisfactory solution to the 
grievance.  A decision shall be arrived at and transmitted to the Association within ten (10) days 
after the meeting. 
 
Only the Association may appeal a grievance to arbitration. 

 
8.06 Step Four - Arbitration 
 

A. In the event the grievance is not satisfactorily resolved at Step Three, or if no decision is 
reached within the ten (10) day period, the Association shall have the right to appeal to 
arbitration by submitting a written Demand to Arbitrate within fifteen (15) days of the 
answer at Step Three. 

 
B. The arbitrator shall be selected in accordance with the rules and procedures of the 

American Arbitration Association (A.A.A.).  The costs and expenses of the arbitrator shall be 
shared equally by the Board and the Association. 

 
C. During all proceedings in connection with the arbitration, the rules of the A.A.A. shall be 

observed. 
 
D. The decision of the arbitrator shall be final and binding. 
 
E. The authority of the arbitrator shall be limited to interpretation of this Agreement and the 

arbitrator shall have no authority to add to, detract from, or vary the terms of the 
Agreement. 

 
F. It is further recognized that the following matters are not subject to the arbitration 

procedures: 
 

1. The failure to re-employ any probationary teacher.   
 

2. Failure to re-employ any teacher to a position on Schedule B. 
 
3. Any procedure that is subject to the specific procedures under the Teacher Tenure Act. 
 
4. Any claim or complaint in which the teacher has initiated remedial procedures via a 

forum established by law or by regulation having the force of law. 
 

8.07 The Association and the Board may mutually agree in writing to waive one or more of the steps 
in the grievance procedure in an effort to expedite the solution of the grievance.  Every effort 
should be made to expedite the process.  In the absence of the principal or superintendent, an 
officially designated representative shall be responsible to carry out the grievance procedure. 



West Ottawa 2021-2024 Master Agreement 

 

- 13 -  

 
8.08 Failure of the Association or the aggrieved to advance a grievance through the grievance 

procedure within the established time limits shall result in said grievance being considered 
withdrawn without prejudice to future grievances of a similar nature.  If the Administrator or 
Board fails to respond to each step according to the established time limits, the grievance may 
be appealed to the next step in the grievance procedure. 

 
8.09 The time limits may be extended by written mutual consent. 
 
8.10 Any grievant may have present at any meeting or hearing at any step of the grievance procedure 

Association Grievance Committee members, Association officers and/or an Association 
representative. 

 
8.11 An Association grievance may, by mutual consent of the parties, commence in writing at either 

Step One or Step Two of the grievance procedure. 
 
8.12 No reprisals of any kind shall be taken by or against any party of interest or any participant in 

the grievance procedure by reason of such participation. 
 
8.13 All documents, communications and records dealing with a grievance shall be filed separately 

from the personnel files of all participants. 
 
8.14 Access shall be made available to all parties of all public documents, communications and/or 

records upon which any party relies in the course of processing a grievance, unless release of 
such information is expressly prohibited by law. 

 
8.15 Meetings relating to grievances, and investigation, discussion or processing of grievances shall 

be done outside normal class hours unless mutually agreed otherwise. 
 
8.16 Nothing contained herein shall be construed to prevent any teacher from presenting a grievance 

and having the grievance adjusted without the intervention of the Association, if the adjustment 
is not inconsistent with the terms of this Agreement, provided that the Association has been 
given opportunity to be present at such adjustment, and further provided that individual 
teachers may only present grievances through the Board step.  Only the Association has the 
authority to appeal a grievance to arbitration.  
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ARTICLE 9 
VACANCIES, PROMOTIONS, AND TRANSFERS 

LAYOFF AND RECALL PROCEDURES FOR NON-CLASSROOM PROFESSIONALS (NCP) 
 

9.01 DEFINITION OF CERTIFIED AND QUALIFIED   For the purposes of this article, Vacancies, 
Promotions, Transfers, Layoffs, and Recalls, the following definitions shall be applied: 

 
 CERTIFIED:  Possessing a Michigan Certificate valid for the teaching level. 
 
 QUALIFIED:  Qualifications mean and include appropriate state certifications and meeting all 

State and Federal requirements, and having attained a sufficient number of credit hours in 
subject areas to meet accrediting agency standards. 

 
9.02 SENIORITY   Seniority for all purposes under this Agreement shall be defined as the length of 

unbroken service within the bargaining unit since the last date of hire or transfer into the 
bargaining unit.  Accumulation of seniority shall begin with the employee’s first working day in 
the bargaining unit (since last date of hire / transfer into the bargaining unit). 

 
All bargaining unit seniority shall be lost by an employee upon resignation, retirement, transfer 
to a non-bargaining unit position, and/or discharge for cause.  Neither layoff nor the taking of a 
leave as provided under this Agreement shall constitute a break in service.  Seniority shall 
continue to accumulate during a leave as provided under this Agreement.  During a period of 
layoff, seniority shall continue to accumulate up to the total amount of time that the teacher 
was employed by the district at the time of the layoff, and then shall be frozen.  [Example:  A 
teacher who is laid off at the end of the third year of employment shall continue to accumulate 
seniority while on layoff for up to three years, and will then be frozen at six years.]   

 
An employee who terminates employment in the bargaining unit and is later rehired or transfers 
back into the bargaining unit shall begin as a new hire from the most recent date of hire and 
shall not retain any seniority from previous bargaining unit employment.    
  
If two or more persons have equal seniority, their seniority shall be determined by the highest 
last four digits of their social security numbers. 
 
The Board shall maintain a current list of seniority.  Not later than November 1 of each year, the 
District shall provide the Association president with a current seniority list. 

 
9.03 DEFINITION OF VACANCY 
 

Permanent Vacancy:  A permanent vacancy is any job opening within the bargaining unit which 
the District intends to fill, including but not limited to, regular full-time or part-time jobs; newly 
created positions; any permanent opening in an existing job created by death, resignation, 
discharge, retirement, or permanent transfer; a position vacated by an employee on a leave 
(paid or unpaid); or any other vacancy as determined by the District. 
 
Temporary Vacancy:  A temporary vacancy is defined as an opening within the bargaining unit 
created by an employee on a leave (paid or unpaid).  A temporary vacancy also includes 
vacancies that occur on August 1 or later, that the District elects to post and fill as temporary 
vacancies. 
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9.04 HIRING QUALIFIED, CERTIFICATED PERSONNEL   The District recognizes the need to hire 
qualified personnel according to the laws and standards of Federal Law.  In making its decision 
in filling vacancies, the District will continue to do so with qualified, certificated personnel for 
teaching positions. 

 
  
 
9.05 NON-CLASSROOM PROFESSIONAL (NCP) STAFF REDUCTION   In the event it becomes necessary 

to reduce the NCP staff, the following procedures will be utilized: 
  
A. Non-Certificated NCPs with permits or approvals in the specific positions being reduced or 

eliminated will be laid off first, provided there are certified and qualified NCPs remaining to 
replace and perform all of the duties of the laid off NCPs. 

 
B. NCPs in the specific positions being reduced or eliminated will be laid off in inverse order of 

seniority.  
 
C. NCPs laid off under this procedure may displace the most junior NCP in the system in 

positions for which the laid-off NCP is certificated and qualified. 
 
D. Written notice of layoff shall be given to affected NCPs no later than July 1, prior to the 

school year in which the layoff is scheduled to take effect. 
 
E. All laid-off NCP’s shall be recalled, when conditions so allow, in the order of their seniority 

provided they are certificated/licensed and qualified for the available positions. 
 

1. A NCP being recalled shall be notified by registered mail and shall have ten (10) days 
from the time the notice is received to reply and/or report to work, but may state 
his/her position in writing any time before the end of the ten day period.  It shall be the 
responsibility of the NCP to keep the District informed of his/her current address. 

 
2. A NCP being recalled to less than a full-time position may reject such a position without 

losing his/her right to recall. 
 

3. A NCP being recalled to less than a full-time position may accept such a position and still 
retain the right to accept the first full-time position that he/she would otherwise be 
entitled to. 

 
4. A NCP being recalled who is under a contract of one year or less with another employer, 

which is a recognized educational institution (excluding home schooling), may reject a 
recall which would be effective during the term of the contract with the other employer 
without losing his/her future right to recall.  At the conclusion of the current contract 
with the other employer, said NCP may displace a less senior NCP in the district 
provided he/she is certificated and qualified for such a position. 

 

a. When a NCP receives a recall notice at least sixty days before the beginning of the 
semester for which the NCP is being recalled, the NCP shall make a written 
request directed to his/her present employer to be released from that contract 
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with a copy of the written request and reply sent to the West Ottawa 
Superintendent. 

 

b.   If the current employer timely agrees to release the NCP without penalty, the NCP 
shall return according to the terms of the recall notice at the beginning of the next 
semester. 

 

c. In the event the NCP fails to request the release as set forth in paragraph 4-a 
above, or if the NCP is released and fails to return to employment in West Ottawa 
in accordance with paragraph 4-b above, the NCP thereby waives all contractual 
rights to recall under the terms and conditions of the Master Agreement. 

 

5.  The District shall not be permitted to implement the provisions of Section 9.05 E 1-4  
 above unless all of the following have been done: 

 
a. The recall notice shall include a statement – in clear, unambiguous language – 

explaining:  
 

1) that the NCP is required to make a written request to be released from 
his/her contract with the teacher’s present employer, and  
 

2) that the NCP is required to send a copy of this written request to the 
WOPS Superintendent, and 

 

3)  that the NCP is required to send a copy of the reply to the WOPS 
Superintendent. 

 

b. The recall notice shall also include a statement – in clear, unambiguous language – 
explaining that if the NCP fails to request the release as set forth in paragraph 4a 
above, the NCP waives all contractual rights to recall. 

 

c. The recall notice shall also include a statement – in clear, unambiguous language – 
explaining that if the NCP fails to return to employment in West Ottawa in 
accordance with paragraph 4b above, the NCP waives all contractual rights to 
recall. 

 

d. If a NCP fails to comply with these requirements, the District shall notify the NCP 
by registered mail of this failure, and shall notify the NCP that if he/she does not 
comply with these requirements within two (2) week days (excluding holidays) 
after receipt of the letter, the NCP’s employment will be terminated. 

 

6. NCPs on layoff from the employer who register to substitute will be placed in a 
priority position on the guest NCP calling list and will normally be called before other 
guest NCPs.  Such NCPS will so register each school year and will be paid at the guest 
teacher rate. 

 

F. Reduction of a position from full-time to part-time shall be avoided whenever possible.  Any 
reduction of a position from full-time to part-time shall be considered a layoff. 

 
 
 
 
 



West Ottawa 2021-2024 Master Agreement 

 

- 17 -  

ARTICLE 10 
LEAVES 

 
10.01 PAID LEAVES 
 

A. BEREAVEMENT LEAVE   In the event of a teacher’s absence because of a funeral at which 
the teacher is in attendance, a leave of absence shall be granted for a period of time which 
is of duration appropriate to the circumstances presented, up to a maximum of three (3) 
work days.  This three (3) day limit may, upon request to the Assistant Superintendent of 
Human Resources, for cause acceptable to the District, be extended for two (2) additional 
days, for a total maximum of five (5) days. 

 
 The District, at its discretion, may require verification of the death, relationship, and actual 

attendance at the funeral following the leave and may withhold payment if the employee(s) 
did not make immediate request for leave, prior to taking the time off, so that his/her work 
could be covered in his/her absence.   

 
1.   If the leave is for the death of an extended family member, all such leaves shall be 

deducted from the number of “PAID sick leave days” accumulated by the teacher. 
 
2. In cases when the death involves a member of the teacher’s immediate family, or the 

immediate family of the teacher’s spouse, or the death of a relative living in the same 
household as the teacher, the teacher shall be paid for such leave time.  Immediate 
family as used herein shall include only spouse, parent, grandparent, child, brother and 
sister, those who stood in loco parentis, and others as approved by the Assistant 
Superintendent of Human Resources. 

 
B. MILITARY LEAVE   It is agreed that the matter of leave of absence for an employee during 

the period of his military service with the Armed Forces of the United States, and of his 
reinstatement thereafter, shall be governed by applicable statutes as they may be 
interpreted by decision of the Courts. 

  In the event members of the National Guard or Reserves are ordered to participate in 
activities which result in loss of time from their teaching responsibilities, such members will 
be paid the difference between the total amount paid by the government and the amount 
they would have otherwise received from the District.  This payment shall apply only to the 
period not to exceed the first fifteen (15) working days after the period of being called into 
duty for which they would otherwise have received pay from the District. 

 
C. JURY DUTY   Teachers required to serve on jury duty or subpoenaed to testify in a judicial 

proceeding to which they are not a party, shall be allowed a leave of absence.  Teachers 
who secure a leave for such purpose will be compensated the difference between what they 
receive for such duty (excluding travel allowances) and their normal pay. 

 
 D. MATERNITY RELATED ILLNESS OR DISABILITY   Teachers may use sick leave and/or sick 

bank, subject to the limitations in 10.01G, for maternity related illness or disability. 
 
E.  PERSONAL LEAVE   At the beginning of every school year each teacher shall be credited with 

three (3) paid personal leave days.  A teacher planning to use a personal leave day or days 
shall notify his/her principal as early as possible.  A personal leave day will not normally be 
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granted for the day preceding or the day following holidays or vacation, and the first and 
last days of the school year.   If a teacher requests personal leave time for the day preceding 
or the day following holidays or vacation, or the first or last days of the school year, the 
teacher may be asked to explain the reasons for the personal leave request. 
 
Only one (1) personal leave day may be used after May 1st each year.  In special 
circumstances, requests to use additional personal days after May 1st should be made to the 
Assistant Superintendent for Human Resources. 
 
Unused personal leave days at the end of the school year will be rolled over into a teacher’s 
accumulated sick leave. 

 
F. SICK LEAVE    

 
1. An employee who is injured, ill, or disabled, and whose claim of injury, illness, or 

disability is supported by satisfactory evidence, shall be granted a sick leave of absence 
without loss of pay up to fifteen (15) days in the first year of employment and up to ten 
(10) work days in any single school year thereafter, with unused leave cumulative to a 
maximum of one hundred (100) days.  Employees with more than 90 sick days in April 
can elect to be paid $25 for each day over 90.  This election must be made in writing by 
May 1 

 
2. Employees shall be allowed to use up to five (5) days per year sick leave for absence 

occasioned by the critical illness, injury, or disability of a member of the immediate 
family as defined in Article 10.01.A.   An additional 15 days will be available when 
attending physician determines the teacher’s presence is necessary. 

 
3. An employee granted such leave upon his/her verbal request shall at the first 

reasonable opportunity support such request with an application in writing and with 
such evidence as the District may reasonably require. 
 

 
G. SICK LEAVE BANK   The District shall initiate a voluntary Sick Leave Bank. 
 

1. The Sick Leave Bank is established for the purpose of providing a teacher income 
protection in the event an illness or injury exhausts accumulated sick leave before 
income protection insurance begins or the teacher recovers and can return to work. 

 
  a. A teacher may apply if they have been absent at least five consecutive work days for 

a catastrophic/serious illness or injury. 
 
  b. The bank is not available for day-to-day occasional absences except for follow-up 

treatments or tests for catastrophic/serious illness or injury. 
 

2. Those wishing to participate will enroll in September. Each year during the month of 
April, bargaining unit members may contribute one (1) or more days (up to a maximum 
of ten (10) days per year) of accumulated sick leave for the purpose of funding a Sick 
Leave Bank.  This contribution must be made in writing by May 1.   

 



West Ottawa 2021-2024 Master Agreement 

 

- 19 -  

 
 
 

3. For days borrowed beginning October 1, 2013: 
 

 If the teacher owes 15 days or less, the teacher will pay back three (3) days per 
year at the daily rate of BA Step 1 at the time of borrowing. 
 

 If the teacher owes 16 to 30 days, the teacher will pay back five (5) days per 
year at the daily rate of BA Step 1 at the time of borrowing. 

 

 If the teacher owes 31 days or more, the teacher will pay back ten (ten) days per 
year at the daily rate of BA Step 1 at the time of borrowing. 

 
  Teachers will pay the amount owed through payroll deduction beginning with the first 

paycheck after the first day is borrowed.  The deduction will be spread over the 
remaining paychecks for the school year and continue with future school years until the 
balance is paid back in full. 

 
The number of days paid back each year will not be reduced.  For example, if a teacher 
borrows 40 days, the number and rate of days paid back will not be reduced from 10 
days per year to 5 days per year when the balance falls below 31 days. 
 
For days borrowed prior to October 1, 2013, the teacher shall repay the Bank for the 
days owed (number of days borrowed minus number of days contributed) at the rate of 
three (3) days per year.  When a teacher’s accumulated sick leave days reach twenty 
(20) or more days, she/he shall pay back at the rate of 5 days per year.   

 
If a member retires, resigns or for other reasons plans to leave the district before 
repaying the Bank, the teacher will repay the district, prior to departure, for the number 
of days still owed at the daily rate of the BA Base Step 1 of the current year.  (All days 
owed prior to the 2005-2006 Contract Extension shall not be affected by this pay back 
requirement if a teacher leaves the district.) 

 
 4. The Bank shall be administered by the Assistant Superintendent for Human Resources.  

All applications and any additional requested paperwork will be sent to the Office of 
Human Resources.  Bank applications shall be reviewed and eligibility decisions made 
jointly by the Asst. Superintendent of Human Resources and the WOEA 
President/designee.  The applicant shall receive notification from the Office of Human 
Resources as to approval or non-approval of his/her request and, if approved, the 
number of days approved. 

 
 5. Bank Use with one day in bank – a teacher may apply for sick leave days from the bank 

when he/she has exhausted his/her own personal accumulated paid sick leave days and 
they are a member of the bank with one day in the bank.  If the application is approved: 

 
a. The teacher shall have a waiting period of five (5) unpaid days which will be 

subtracted from their total eligible days. 
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  b. The payroll deduction for these unpaid five (5) days shall be prorated over the 
remaining pay periods unless the teacher requests other approved payroll 
deduction arrangements. 

c. The number of bank days available shall be computed as follows: 
 

   Years in the district (Completed years) times three (3) days – minus the five (5) 
Waiting period days. 

 
   (___ yrs x 3) - 5 unpaid days = ____ Eligible days. 
 

d. The days are to be used for the teacher’s catastrophic/serious illness or injury only. 
These days may not be used for family sick leave or child care. 

 
6. Days available for use for teachers with more than one (1) day banked: 

 
 a. Teachers may borrow from the bank their own banked days in addition to the 

number of general Bank days they are eligible for under the formula when their 
application is approved, without being required to reimburse the cost, as described 
in 3, for their own donated days. 

 
 b. Teachers with days in the bank may use their days for illness/injury until their total 

days are down to one (1) day. 
 
 c. The number of general bank days available to a teacher (not their own banked 

days) shall be equal to the number of completed years in the District minus five (5) 
waiting period days. 

      
  (___ yrs. x 3) - 5 unpaid days = ____Eligible days + banked days. 
 
 d. The total number of days that a teacher with days banked may use shall be 6b. and 6c. 
 
7. The Sick Bank Guidelines 

 
a. The member will provide a statement from the attending physician if requested by the Asst. 

Superintendent of Human Resources describing the nature of the disability, treatment 
rendered, and prognosis for return to work. 

 
b. In the event the initial application is not approved, the member shall be entitled to submit 

additional evidence and/or meet with the Asst. Superintendent of Human Resources and 
the WOEA President/designee to review the request. 

 
c. The decision on the Sick Leave Bank application shall be final. 
 
d. A new disability period shall begin after a member has returned to work for ninety (90) 

calendar days.  A member can draw up to the maximum for a new disability or subsequent 
disability providing the waiting period has been satisfied. 

 
e. A member using the sick leave bank days shall submit a written medical update to the Office 

of Human Resources every thirty (30) days, provided the member is still on sick leave. 
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f. Before 180 calendar days (6 months) absence from work and using the sick leave bank, the 

teacher shall initiate the long-term disability (LTD) process.  The application shall be made 
available through the business office. 

 
   g. The Bank shall be administered in a manner that is not arbitrary or capricious. 
 
   h. No member shall receive days from the Sick Leave Bank for which they are  
    compensated from other sources, including but not limited to worker’s compensation, 

Long-Term Disability, Social Security Disability, or retirement disability, excluding Short 
Term Disability.   Any funds received via the bank which constitutes a double payment 
under the terms of this Article shall be immediately repaid to the District. 

 
   i. Every effort shall be made to protect the teacher’s protected health information by 

keeping it private. 
 
H. WORKERS’ COMPENSATION   When it is necessary to be absent from duty due to illness or injury 

compensable under the Michigan Workers’ Compensation Act, the teacher shall receive the 
difference between his/her salary (including any extra-curricular pay) and that amount received 
through Workers’ Compensation. 

 
 Such differences in salary shall be figured on a percentage basis, and this same percentage 

shall be deducted from the teacher’s sick leave accumulation until the teacher’s sick leave is 
exhausted or upon the teacher’s return to duty, whichever is sooner.  (For example:  If 
Workers’ Comp pays 60% of the full pay, sick leave will pay only 40% and the sick leave 
accumulation shall be charged .4 of a day for each day used.)  It is the intent of the District 
and Association that an employee shall continue to receive 100% of his/her salary, but not 
more than 100% of his/her salary, while prorated sick leave is being used.  The District’s 
obligation to pay the difference between the teacher’s salary and Workers’ Compensation 
shall end when the teacher has used thirty (30) full sick leave days. 

 
10.02 UNPAID LEAVES 
 

A. FAMILY AND MEDICAL LEAVE ACT   All Family Medical Leave Act Leaves of Absence shall be 
subject to and administered in accordance with the Family Medical Leave Act and its 
regulations.  The Board reserves all rights granted to school districts under the Act.   See 
FMLA Fact Sheet in Appendix A. 

 
B. CHILD CARE LEAVE   Unpaid childcare leave shall be granted for up to one full year upon the 

teacher’s request, to care for a child(ren) under the age of 6 on June 1st.  Unpaid childcare 
leave may be granted for up to one full year upon the teacher’s request for a child(ren) ages 
6 and up on June 1st, at the discretion of the district with collaboration between the 
Association leadership and Assistant Superintendent of Human Resources.  A second year 
will be considered for the purpose of caring for the employee’s infant, adopted child, or 
child with a medical condition.  Request to the Assistant Superintendent of Human 
Resources for leave shall be made within thirty (30) days in advance of such leave.  Any 
employee on a childcare leave shall not be employed elsewhere during the period covered 
by such leave.  If the employee takes a job elsewhere, the leave is cancelled. 
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C. OTHER LEAVES   Leaves of absence may be granted by the administration at its discretion.  
The request for such leave shall be made in writing at least (sixty) 60 days prior to the end of 
the school year preceding the year for which the leave is requested or 60 days prior to the 
date the leave is to begin.  This required 60-day notice may be waived by the 
Superintendent in cases where unusual circumstances justify a waiver.  The request must 
include the purpose of the leave, and a statement by the teacher confirming that the 
teacher intends to return to the District at the beginning of the next semester following the 
end of the leave. 

 
Teachers may request a sabbatical leave for the purpose of advanced education.  If it is 
approved by the Superintendent, the terms of the leave shall be worked out with the 
Association and the teacher regarding salary and fringe benefits.  The teacher will be 
granted a leave without loss of seniority and upon return will be placed on the salary 
schedule as if he/she had been working the year(s) he/she was out of the district. 

 
D. SHORT-TERM LEAVE   Other short-term leaves may be granted by the Superintendent 

without Schedule A pay. 
 
10.03 PROFESSIONAL LEAVES  
 

A. ASSOCIATION LEAVES   At the beginning of every school year the Association shall be 
credited with seven (7) days to be used by teachers for professional development at the 
discretion of the Association.  The Association may purchase seven (7) additional days per 
year at the cost incurred by the District.   

 
B. PRESCHEDULED ABSENCES   The number of pre-scheduled absences from a building for 

conferences, professional development, and personal leave shall be limited to twelve 
percent (12%) of the building staff unless the administration deems it advisable for 
additional staff members to attend a conference or inservice, or in special circumstances an 
additional personal leave day is required. 
 

10.04 EARLY RETURN   A teacher may make written application to the Superintendent for 
reinstatement prior to the expiration of the leave.  The Board reserves the right in its sole 
discretion to approve requests for early return from leave on the basis of each individual case. 

 
10.05 NOTICE OF RETURN   The teacher on leave must submit written notice to the Superintendent by 

April 1 of the school year in which the leave expires (or in the case of leaves for less than a year, 
such other date as may be set by prior agreement between the Superintendent and the teacher) 
stating the teacher’s intent to return to work the following year. 

 
10.06 UNAUTHORIZED LEAVE   Personnel who fail to follow the above procedures will be notified by the 

District and given a deadline to respond to the notification.  If the teacher fails to respond by the 
deadline, he/she will be considered to have terminated employment and will be considered to 
have resigned. 

 
10.07 DISTRICT INITIATED LEAVE  In the event the District has reason to question a teacher’s physical, 

emotional, or mental ability to carry out some or all responsibilities of the assigned teaching 
position, the District reserves the right to require a teacher, by written notice, to be examined 
by a doctor acceptable to the District, at the District’s expense. 
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The District may place the teacher on leave status pending receipt of the doctor’s report.  If 
placed on leave status, the teacher shall have a right to a hearing in accordance with the 
Michigan Tenure Act (see Article V, Michigan Teacher’s Tenure Act), or to grieve and arbitrate 
the District’s actions in accordance with the grievance provisions (see Article 8 of the Master 
Agreement).  There shall be no interruption in pay while in this status and the teacher’s 
accumulated sick leave shall be reduced only by the number of days the doctor’s report certifies 
as days on which the teacher was too ill to perform regular services. 
 

10.08 COMPENSATORY TIME Secondary counselors will report for two additional days during the 
month of August, and will be given two compensatory days to be expended at a later time 
during the school year.  These compensatory days will not be subject to leave day parameters 
but will be communicated at least two (2) weeks in advance of their use to the building 
administrator.  Compensatory days may not be combined with personal days to lengthen a 
school break. 
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ARTICLE 11 
TEACHING CONDITIONS 

 
11.01 PLAYGROUND, LUNCH & RECESS DUTY   Elementary, middle school, and high school teachers 

will not be assigned noon playground duty, lunch duty or recess duty.  One (1) elementary 
recess may be scheduled either in the morning or in the afternoon, as recommended by the 
teachers in each building and approved by administration.  If a teacher decides to participate in 
a second recess, he/she shall be responsible for the class during this time. 

 
 Teachers who are on their duty-free lunch time are free of student supervisory responsibility.  

However, if a teacher schedules students to be in his/her room during the lunch time, the 
teacher shall have responsibility for the students. In case of emergency or inclement weather, 
however, a teacher may be assigned to this duty on a rotating basis.  Nothing shall prevent a 
teacher from volunteering or being hired to accept playground, lunch, or recess duties. 

 
11.02 PUPIL-TEACHER RATIO   Pupil-teacher ratio is an important aspect of an effective educational 

program, and it is further recognized that normally it is desirable to have a lower pupil-teacher 
ratio in the primary elementary level than the upper elementary level. 

 
 Recognizing these considerations, it is agreed to continue the effort to keep class sizes at a level 

at which the teaching process can be conducted most effectively subject to the financial 
resources of the District, availability of building facilities and qualified personnel and the overall 
best interest of the District. 

 
11.03 IMPARTIAL ADVISORY PANEL   If the administration and/or the Association believes that 

application of the above factors is creating undue hardship on students by imbalance of class 
size, then either party may request a meeting, to be scheduled at a mutually agreeable time.  
This meeting will be between representatives of the Administration and the Association and 
shall be to discuss the matter in an effort to explore the problem and reach an amicable 
solution. 

 
 If either party believes that an amicable solution has not been realized, said party may move to 

convene an Impartial Advisory Panel.  The Impartial Advisory Panel shall be composed as 
follows:  (1) The President of the Board and the President of the WOEA will each submit one 
nominee to the Panel.  Said nominee will neither be members of the Board of Education nor 
employees of the District.  These two nominees will mutually select a third nominee to the 
Panel.  (2) The three members of the Panel shall select one of the members to be chairperson 
who shall convene and preside over a hearing.  Subsequent to the hearing, the chairperson shall 
issue an advisory report to the Association, the Board and the community.  (3) Costs and 
expenses incurred by the Panel shall be borne equitably between the Board and the Association.  

 To facilitate the Association’s use of 11.03, the District shall provide the Association with an 
accurate student count classroom by classroom, including the number and category of the 
inclusion students in each classroom.  This information shall be provided to the Association 
within two (2) weeks of the scheduled student count days. 

 
11.04 ELEMENTARY CLASSROOM SIZE   Whenever an elementary classroom population exceeds thirty 

(30) students, the Board shall provide that teacher with one (1) hour of aide time for each 
student in excess of thirty.  Aide time required shall be provided as follows: 
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A. Extra aide time will not be provided the first week of school.  (A week shall be defined as 
having at least two student count days.) 

 
B. After the first week of school, extra aide time shall be provided within six (6) student count 

days, but not later than Monday of the third week of school, if a class load exceeds thirty 
(30) students. 

 
C. After the Monday of the third week of the school year, “whenever,” as stated in this section, 

shall mean within two (2) school days if a class load exceeds thirty (30) students. 
 
D. When the class enrollment drops below thirty-one (31) students, the services of the aide will 

be withdrawn the third day or later. 
 

11.05 SPLIT GRADES   If the administration concludes that distribution of students necessitates the 
possibility of split grades, the teachers in the school of the classes involved, if available, shall 
have an opportunity to make suggestions as to whether larger classes or split grades offer the 
better educational setting, subject to final determination by the administration.  In connection 
with determining the assignment of paraprofessional employees of the District, the 
administration, as a part of its evaluation of needs, will consider the particular conditions which 
exist within certain classrooms, on certain playgrounds, the number of teachers in each building, 
and the number of self-contained split grades within the building.  In the event split grades are 
necessary, the teachers in the classes affected will have an opportunity to make suggestions on 
the need for additional paraprofessional assistance. 

 
11.06 MIDDLE AND HIGH SCHOOL CLASSROOMS 
 

A. The high school and middle school shall follow a six-period schedule for grades 6-12. 
 
B. The Administration shall make a reasonable effort to level class numbers between sections 

in the same course. 
 
C. In no event shall the number of students assigned to a class exceed the number of 

workstations available. 
 
D. Should the Board mainstream students with special needs, the Board will attempt to 

mainstream them into the smaller classes.  
 

The maximum teacher load per semester in the high school shall be 155 students per 
teacher with the exception of performing music and physical education.  The maximum 
teacher load per semester for performing music and physical education shall be 180 
students per teacher with the exception of lifeguard instruction.  The maximum teacher load 
per class for lifeguard instruction shall be 20 students.  Additional students may be added to 
performing music at the discretion of the performing music department chairperson and 
building administrator.  The classroom teacher will also be consulted before students are 
added to the teacher load. 
 
The maximum teacher load per semester in the middle school shall be 155 students per 
teacher with maximum section loads of 32 with the exception of performing music and 
physical education. The maximum teacher load per semester for performing music and 
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physical education shall be 174 students per teacher with the exception of lifeguard 
instruction.  The maximum teacher load per class for lifeguard instruction shall be 20 
students.  Additional students may be added to performing music at the discretion of the 
performing music department chairperson and building administrator.   The classroom 
teacher will also be consulted before students are added to the teacher load.  

 
E. Teachers may, with the approval from the administration and Association, elect to alter 

their teaching day typically one hour before or after school.  Compensation for altered 
schedules, which may include a total FTE greater than 1.0, will be prorated to a typical 
Schedule A day.  In the event of an altered schedule, the teacher must report to work at 
least 10 or 15 minutes prior to the start of their instructional day, depending on the grade 
level and remain ten (10) minutes after students are dismissed as described above in 
11.09B.  Any teacher unable to attend a required Schedule A obligation due to having an 
altered schedule shall work with their administrator to fulfill the time requirement. 

 
F. Large Group Instruction (LGI) Classes – Full-time teachers, with a minimum of ten (10) years 

experience, teaching full-year core subjects (math, science, language arts, and social studies) 
and/or approved advanced placement courses may, with the approval of the administration, 
teach one section per day with up to seventy-five (75) students.  The maximum teacher load 
each semester will be one-hundred and twenty (120) students plus the LGI class up to the 
maximum of seventy-five (75) students.  The teacher shall be compensated an extra stipend 
based on the number of students enrolled in this class on the official count day for each 
semester and based on the teacher’s current salary.  The compensation table is below.  
Additionally, when the class is over forty-five (45) students the teacher shall be provided a 
grading assistant for each hour of LGI classroom instruction.  An additional half-hour of 
grading assistant time per hour of LGI classroom instruction shall be provided when the class 
is over sixty-five (65) students.  The number of students in the class shall be based on the 
enrollment on the State pupil count day each semester. 

 
Number of Students 

 
Percentage of Additional Compensation 

36 to 45 4.25% 

46 to 55 6.50% 

56 to 65 8.75% 

                   66 to 75  11.25% 

 
 

    
11.07  PLANNING TIME    

 
A. Bargaining unit members in the elementary schools (all-day every-day kindergarten and 

grades 1-5) shall have at least two hundred forty (240) minutes of planning time each week 
during the student day in blocks of at least thirty-minute periods. 

 
B. Each full-time half-day kindergarten teacher shall have a morning and afternoon break either 

in the form of planning time, a duty-free recess period (covered by certified personnel), or a 
break given by the principal or educational assistant.  Half time kindergarten teachers shall 
have a morning or afternoon break according to their schedule. 
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C. All teachers in grades 6 through 12 shall have one scheduled planning period in each school 

day. 
 
 

D. Teachers in grades 6-8 will have at least 50 minutes of planning time daily and  will have at 
least two hundred fifty (250) minutes of planning time each week during the student day in 
blocks of at least thirty (30) minutes. 

 
E. Teachers in grades 9-12 will have an average of 281 minutes per week of individual planning 

time with each daily planning period equal to the length of the regular class period. 
 

F. Planning time will be prorated for part-time teachers. 
 

G. Planning periods use shall be limited to matters such as conferences between teachers and 
students or parents of students, teachers’ cooperative planning, teachers’ preparation and 
planning for instruction, meetings with administrators, meetings with mentors or mentees, 
or other duties relating to teaching responsibilities. 

 
H. If, during the school year, the District concludes that under emergency circumstances a 

planning period cannot be included in the schedule of a bargaining unit member at the high 
school during the regular school day, the District shall inform the high school WOEA 
Negotiating Team Representative of such circumstances.  The teacher’s compensation shall 
be calculated by prorating the actual minutes of additional instructional time plus planning 
based on the teacher’s current column and step on Salary Schedule A. 

 
I. Teachers who, at the request of the Administration voluntarily accept a teaching assignment 

occasionally in place of a planning period, shall be paid at the Schedule C hourly rate for 
each such planning period that the teacher gives up for such other assignment.  In each such 
case, the teacher who accepts the assignment will be given a written record of the 
additional services rendered, such written record to be provided to the teacher as soon as 
practical after the services are rendered. 
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11.08 TEACHERS’ HOURS    
 

A. The teachers’ hours shall be in accordance with Schedule G. 
 

B. Teachers shall remain ten (10) minutes after students are dismissed. 
 

All elementary teachers shall report to work at least 5 minutes prior to the start of their 
instructional day. 
 
All teachers in grades 6-8 shall report to work at least 15 minutes prior to the start of their 
instructional day. 
 
All teachers in grades 9-12 shall report to work at least 10 minutes prior to the start of their 
instructional day. 
 

C. Each kindergarten session shall be in accordance with Schedule G.  At the end of the half-
day morning session, kindergarten students who are waiting for parent rides shall be taken 
to the office to wait after the other kindergarten students are loaded on the buses. 

 
D. No teacher shall be required to be at school more than seven (7) hours and eighteen (18) 

minutes (consecutive), except in case of special events as specified herein or in emergency 
situations. 

 
11.09  EVENING ACTIVITIES   Principals may schedule a maximum of one (1) evening open house which 

the teachers are expected to attend. Principals may schedule additional evening building 
activities to which teacher will be invited but not required to attend, providing that the principal 
will confer with Association Representative(s) before scheduling these meetings. Such activities 
shall not be scheduled for more than 2½ hours in length. These activities do not include parent-
teacher conferences or the West Ottawa Showcase event as provided in the calendar. 
 

11.10 ADDITIONAL MEETINGS   Nothing in this Article shall prohibit a teacher or group of teachers from 
voluntarily planning and/or participating in more than the required meetings, provided such 
participation is strictly voluntary. 
 

11.11 STUDENT DAY   The school day for pupils shall be set by the Board. 
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11.12 COMMUNICATIONS WITH PARENTS   Teachers are expected to communicate with the parents of 
their students on a weekly basis, using one or more of the following: 
 
A. Classroom or grade level newsletters 
B. Flyers 
C. Progress updates 

 D. E-Mail 
E. Websites 
F. Infinite Campus 
G. Telephone 
 
Each teacher shall notify his/her building principal of the method(s) of communications that 
he/she will use. 
 

11.13 SUMMER CLASSROOM USE   The teachers in buildings housing the Migrant Summer Program 
and/or the At-Risk Program, and teachers in buildings that are undergoing remodeling or District 
reorganization that requires the teachers to move into new classrooms and/or buildings shall 
receive time to pack, move and unpack.  If a teacher needs to prepare his/her classroom 
because of District-related summer programs, or move to a new classroom/building because of 
District reorganization, the teacher shall be paid $75.00 during non-scheduled work time.  

 
11.14 CURRICULUM CHANGES   New curriculum programs, new textbooks, and changes to curriculum 

programs for the next school year shall be communicated to teachers no later than June 1st, with 
the expectation that all materials be delivered as soon as possible. 
 

11.15 PARENT-TEACHER CONFERENCES   The expectation for Schedule A Parent-Teacher conferences 
is that all teachers shall meet with parents during the scheduled conference time.  In the 
instance where a teacher is unable to meet with parents during the scheduled conference time, 
an alternate scheduled time to meet with parents must be set up with approval by the building 
principal.  In the event that a teacher does not meet with parents during scheduled conference 
time or during an approved alternate time, the Schedule A time will be unpaid. 
 

11.16 KINDERGARTEN EXTRA COMPENSATION 
 

A. PRE-ASSESSMENTS 
 

1.  Kindergarten teachers shall administer pre-assessment to incoming kindergarten 
students prior to the start of the school year.  The pre-assessments shall last 
approximately four (4) to six (6) hours per class session.  The date(s) and time(s) for 
kindergarten pre-assessments shall be set by the administration and the kindergarten 
teachers of each elementary building. 

 
2. Based on numbers of sessions taught, each kindergarten teacher shall be permitted to 

select one (1) of the following options: 
 

a. An all-day every-day kindergarten or half-time kindergarten teacher shall be allowed 
one-half (.5) compensatory day off during the school year.  The procedures used for 
personal business days shall be applied to this compensatory day. 
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b. A full-time half-day kindergarten teacher who has two (2) sessions shall be allowed 
one (1) compensatory day off during the school year.  The procedures for personal 
business days shall be applied to this compensatory day. 

 
c. The teacher shall be paid at his/her regular per diem salary rate prorated for the 

number of hours worked.  Minimum payment shall be one-half (1/2) day pay for 
teachers with two (2) sessions, and one-fourth (1/4) day pay for teachers with one 
(1) session. 

 
 B. EXTRA CONFERENCES 
 

1. Full time half-day kindergarten teachers who have two (2) sessions shall be 
compensated at the Schedule C hourly rate for the extra (above the nine scheduled 
hours) parent conferences in the fall.  Hours shall be submitted on the time sheets and 
rounded to the nearest half hour of time.   

2. Full-time half-day kindergarten teachers who have two (2) sessions shall be 
compensated at the Schedule C hourly rate for any extra (above the nine scheduled 
hours) hours spent in parent conferences in the spring. 
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ARTICLE 12 
MENTOR TEACHER 

 
12.01 The Teacher Mentoring process is a cooperative arrangement between peers in which new 

teachers are provided ongoing assistance and support by skilled and experienced teachers.  This 
relationship should be collegial in nature, and should be directed toward the development and 
refinement of effective teaching skills. 

 
12.02 A Mentor Teacher shall be defined as a Master Teacher as identified in section 1526 of the 

School Code and shall perform the duties of a Master Teacher as specified in the code.  The 
Mentor Teacher shall be a member of the bargaining unit. 

 
12.03 As used in the context of this article: 
 

A. NEW TEACHER:  a beginning teacher within her/his initial three years of employment in 
teaching. (MENTEE) 

 
B. MENTOR:  a master teacher who voluntarily agrees to assist and support a new teacher 

within the context of an ongoing, caring relationship. 
 

12.04 A new teacher in her/his first three (3) years of employment shall be assigned a Mentor 
Teacher.  The purpose of the mentor assignment is to provide a peer who can offer assistance, 
resources and information in a non-threatening collegial fashion. 

 
12.05 A teacher, assigned to a new position within their certification, may request, a mentor teacher 

for one year.  This request must be made in writing to the Assistant Superintendent of Human 
Resources, by October 1st.  If approved, the mentor teacher would be compensated at 1% of the 
BA base.   

 
12.06 A Mentor Teacher shall be assigned in accordance with the following: 
 

A. The Mentor Teacher shall be a tenured member of the bargaining unit and shall have 
worked in a similar grade level or discipline within the last five years. 

 
B. Participation as a Mentor Teacher shall be voluntary. Assignments are made by the 

administration.  Administrators will not participate as Mentor Teachers. 
 
C. The Association President shall be notified of all those bargaining unit members requiring a 

mentor assignment.  The notification shall include the Mentee’s teaching assignment. 
 
D. Every effort will be made to match Mentor Teachers and Mentees who work in the same 

building and have the same area of certification or work assignment (school social worker, 
etc.). 

 
E. Mentee shall only be assigned to one (1) Mentor Teacher at a time. 

 
F. Subject to renewal each year, the Mentor Teacher assignment shall be for one (1) year and 

shall be reviewed by the Mentor Teacher and Mentee at the end of the year with the 
approval of the administration. 
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G. Because of the nature of the Mentor/Mentee program the relationship shall be confidential, 

neither one shall be permitted to participate in any matter related to the formal evaluation 
of the other. 
 

12.07 The administration shall make available half days of released time so the Mentor may work with 
the Mentee in her/his assignment during the regular work day.  Where possible the Mentor and 
Mentee shall be assigned common preparation time. 

 
12.08 Mentees shall be provided with a minimum of fifteen (15) days of professional development 

induction during their first three (3) years of classroom teaching.  Professional development 
shall be scheduled prior to and throughout the school year. 

 
12.09 Compensation for the Mentor Teacher - per twelve-month assignment.  Compensation for the 

Mentor Teacher shall be 2% of the BA Base for first- and second-year mentees, and 1% of the BA 
Base for third year mentees. 
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ARTICLE 13 
MISCELLANEOUS 

 
13.01 CONTRACT SUPERSEDES/WAIVER   This Agreement supersedes any practice or understanding, 

verbal or written, which is in conflict with this Agreement.  It is recognized that innovation is 
essential, but could be restricted by a specific term of this agreement.  Therefore, it is agreed 
that any part of this Agreement may be waived temporarily as mutually agreed by the 
Association and the Board.  Any proposed waiver shall specify the persons affected by it, and the 
specific term of the Agreement to be affected by it.  If the term of the proposed waiver cannot 
be resolved within ten (10) hours of negotiation time, or such additional time as may be 
mutually agreed upon, and ratified by both the Association and the Board, the proposed waiver 
shall be null and void and contract provisions as written shall continue to apply.  Any waiver 
shall have no other effect on the other portions of the Agreement. 

 
13.02 PROVISIONS CONTRARY TO LAW   If any provision(s) of this Agreement shall be found contrary 

to state or federal law, then such provisions shall not be deemed valid, but all other provisions 
shall continue in full force and effect. 

 
13.03 BARGAINING REPRESENTATIVES   Neither party to the Agreement shall have any control over 

the selection of the bargaining representatives of the other party. 
 
13.04 REFERENCES   Whenever herein reference is made to the male pronoun – he, him, his, etc. – is 

intended and it shall be deemed to include reference to the equivalent female pronoun – she, 
her, hers, etc.  Whenever herein reference is made to the word teacher, it is intended, and it 
shall be deemed to include reference to any member of the bargaining unit as defined in Article 
2.01. 

 
13.05 SCHOOL CALENDAR   The calendars for 2021-2024 (three school years) are attached.  
 
13.06 INCLEMENT WEATHER   Nothing in this article shall require the Administration to keep school 

open in the event of inclement weather or other uncontrollable circumstances.  When the 
schools are closed to students due to the above conditions, teachers shall not be required to 
report for duty.  When school openings are delayed due to the above conditions, teachers shall 
be required to report for duty in a timely, safe manner. 
 
In the event that school is closed due to inclement weather on a scheduled exam or records day, 
the existing schedule, including the report card due date, will be moved back one (1) school day.  
If circumstances cause school to be closed longer than one (1) day, the existing schedule, 
including the records day, will be moved back the same number of days as school was closed, 
with report cards being due seven (7) days after the last rescheduled exam day.  If the provisions 
in this paragraph would put the district below the minimum number of hours of student 
instruction required by the state, then the Administration and Association shall meet to 
mutually agree to an alternative. 
 

13.07 SPECIALIST TEACHERS  The Board, in exercising its right to determine program and curriculum will 
endeavor to employ, within the limits of finances and personnel acceptable to the District, 
specialist teachers, such as, but not limited to physical wellness, library/computers, art and music.   
During the regular school day when the specialist teachers are present and assuming prime 
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responsibility for a class, teachers in the elementary grades will be permitted to use their time for 
planning and other duties related to their teaching. 

 
Elementary specialists will be provided additional prorated per diem compensation for teaching 
and travel time which exceeds the instructional time of a regular elementary classroom teacher.     

 
13.08 T.B. TESTS   Teachers shall acquire T.B. tests as required by law.  Teachers shall be reimbursed 

for said test when provided by the Ottawa County Health Department. 
 
13.09 SUMMER SICK LEAVE   Teachers working beyond the regular school year in summer programs 

for one (1) month or more shall receive one (1) sick leave day without loss of pay.  This day is 
not cumulative. 

 
13.10 CORPORAL PUNISHMENT   A teacher, within the scope of his/her responsibilities, may use 

reasonable physical force upon a pupil as necessary to maintain order and control in a school or 
school-related setting for the purpose of providing an environment conducive to safety and 
learning.  In maintaining that order and control, the person may use physical force upon a pupil 
as may be necessary: 

 
A. To restrain or remove a pupil whose behavior is interfering with the orderly exercise and 

performance of school district functions within a school or at a school-related activity, if that 
pupil has refused to comply with a request to refrain from further disruptive acts. 

 
B. For self-defense or the defense of another. 
 
C. To prevent a pupil from inflicting harm on himself or herself. 
 
D. To quell a disturbance that threatens physical injury to any person. 
 
E. To obtain possession of a weapon or other dangerous object upon or within the control of a 

pupil. 
 
F. To protect property. 

 
In determining whether a teacher has acted in accordance with this provision, deference shall 
be given to reasonable good-faith judgments made by that person. 

 
13.11 JOB SHARING   Job Sharing shall refer to two (2) tenured bargaining unit members sharing one 

(1) full-time position. 
 

A. RESPONSIBILITIES:  Responsibilities of an assignment by two job sharers may be divided 
and/or allocated according to a plan designed by the job sharers, with the agreement of the 
District.  This shall include, but not be limited to, attendance at regular staff meetings, 
District meetings, parent conferences, etc.  The teachers are required to attend full-day 
district in-service or special training days such as testing training, curriculum workshops, and 
grade level meetings which are required of regular full-time teachers.  

 
B. COMPENSATION:  Compensation shall be determined by each teacher’s step and column of 

the salary schedule, prorated.  Each teacher will gain one full year of seniority and will move 
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up one full step on the salary schedule, for each year worked at the job-sharing position.  
Also, all other provisions under the contract shall continue as if the teacher had worked a 
regular full-time position. 
 

C. BENEFITS:  A planning period shall be prorated and made available as specified in Article 
11.09.  Sick leave and personal business leave will be granted on a prorated basis.  For the 
one full-time job-sharing position there shall be one full fringe benefit share.  The job 
sharers will select the reduced fringe benefits as provided in Section 15.11. 

 
D. SUBSTITUTING: In the event one of the teachers is absent and is covered by one of the paid 

leave of absence provisions in Article 10, the other teacher will have first opportunity to 
substitute for the absent teacher. The partner who is substituting shall be paid at his/her per 
diem rate of pay, prorated for the period of time that s/he substitutes for the absent 
partner. 

  
E. APPROVAL:  The District, job sharing teachers, and the Association shall sign the approved 

job-sharing agreement. 
 

13.12 TEACHER TRAINING   In an attempt to decrease the need to pull teachers out of their 
classrooms during the school year, West Ottawa teaching staff shall participate in A and C 
below; B is optional. The work shall consist of matters related to curriculum review, articulation, 
and development or other related topics.  The administration shall determine whether and 
when to conduct such a summer work program and continuation work for staff. 

 
A. Required Summer Training: 

 
The District may require an individual or group of teachers to attend up to three (3) days of 
training each summer. These days shall not exceed eight (8) hours of training per day. 
Teachers shall be paid $25 per hour for these trainings. 
 
Teachers willing to present at summer training shall be compensated at a rate of $50 per hr. 
 
The District shall announce the dates of required summer trainings by the end of the last 
working day before April 1st of each year. The required training announcement shall include 
the dates, times and teachers required to attend. The teachers required to attend shall be 
based on the current assignment of the teacher unless a change in assignment is known by 
the end of the last working day before April 1st. 
 
All required trainings shall be offered on at least two (2) separate dates during the summer 
that are at least three (3) weeks apart. Teachers shall indicate in writing which date they 
intend to attend by May 1st. 
 
For any new curriculum, waiting to be adopted by the board, the district shall announce the 
dates of required summer trainings by the end of the working day before April 1st of each 
year. When possible, anyone affected by summer trainings for newly adopted curriculum 
will be notified in a timely manner. All required curriculum trainings shall have an extended 
enrollment date of May 1st.  
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If a teacher’s assignment changes for the following year and the teacher can attend the 
training, the teacher shall be paid for the training. 
 
The District shall provide a reasonable time for lunch or provide lunch at no cost to the 
teacher. 
 
Teachers who miss these trainings may be required to attend similar trainings during the 
school year before or after school with no additional compensation. Teachers who miss any 
training dates pursuant to Article 10.01 A, B, C, D or F shall be compensated at $25 per hour 
when they make up the missed training during the school year outside of the regular school 
day. 

 
B. Voluntary Summer Training: 

 
The District may offer voluntary summer training at any time with or without compensation. 
Teachers are not required to attend these voluntary trainings. 
 

C.  Training for Teachers Hired After May 15th 
 
For teachers hired after May 15th the District may require new teachers to attend training 
prior to their first day of work, without additional compensation beyond the teacher’s 
Schedule A salary. 
 
The District may also require up to ninety-five (95) hours of after-school and summer 
training during the first thirty-six months of employment at no additional compensation 
beyond the teacher’s Schedule A salary. All summer training dates shall be given to these 
teachers by April 1st each year. 
 
Section 13.12 may be removed from the contract at the expiration of the agreement. 

 
13.13 SCHOOL IMPROVEMENT PLAN (SIP) AND SITE-BASED DECISION MAKING (SBD) 
 

A. SCHOOL IMPROVEMENT PLAN (SIP)   
 

1. It is hereby agreed by and between the parties that with respect to the responsibility 
contained in P.A. 25 of 1990 (MCL 380.1277) to adopt and implement a three to five 
year school improvement plan and continuing school improvement process for each 
school within the school district, they acknowledge and recognize that the terms of the 
collective bargaining agreement between them govern as to the wages, hours, and 
terms and conditions of employment of teachers addressed therein and that those 
terms shall not be altered or modified through the school improvement process except 
by mutual agreement of the undersigned Board of Education and Association, executed 
in writing. 

 
2. In the event that any provision(s) of a SIP or application thereof violates, contradicts, or 

is inconsistent with the collective bargaining agreement, the collective bargaining 
agreement shall prevail.  Any provision(s) of a SIP or applications thereof affecting 
wages, hours, and/or other terms and conditions of employment of any bargaining unit 
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members must have the written approval of the Board of Education and the Association 
prior to being adopted and/or implemented.  

 
3. Staff input and voluntary involvement on the School Improvement Team and various 

planning subcommittees and projects is encouraged. 
 

 
B. SITE-BASED DECISION MAKING (SBD)   

 
1. Site-based decision making is the process by which administration and teachers at the 

work site jointly make decisions affecting school improvement.  Decisions made by the 
SBD committee shall not violate the Master Agreement. 

 
2. Decisions made by the SBD committee which affect wages, hours, and/or other terms 

and conditions of employment of any bargaining unit member will be approved by the 
Board of Education and the Association prior to implementation of the decisions. 

 
13.14   CPR AND LIFE SAVING RECERTIFICATION   Physical education teachers and teachers 

employed by the District as coaches whose assignment requires annual CPR and Life Saving 
certification will be given release time to attend certification classes.  The fee(s) for the 
class(es) will be paid by the District so long as the teacher attends the class sessions 
arranged by the District. 

 
Payment to coaches for taking classes or release time afforded teachers to take classes by 
the District shall not be considered precedent setting in any way regarding future State 
teacher certification requirements.  The District does not accept by fact nor implication any 
future responsibility to grant other teachers release time or payment for certification 
purposes. 

 
13.15 EMERGENCY FINANCIAL MANAGER   Section 15(7) of the Public Employment Relations Act 

(PERA) mandates that any contract entered into include a statement that allows an Emergency 
Manager appointed under the Local Government and School District Fiscal Accountability Act to 
reject, modify, or terminate the collective bargaining agreement as provided in the Local 
Government and School District Fiscal Accountability Act.  This provision is intended to satisfy 
this requirement.  No grievances may be processed contesting actions taken by an Emergency 
Manager. 
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ARTICLE 14 
PROFESSIONAL COMPENSATION 

 
14.01 SALARIES   The salaries of all individuals included in the bargaining unit covered by this 

Agreement are set forth in Schedule A, Schedule B, and Schedule C, which are all attached to 
and incorporated in this Agreement. 

 
14.02 CONTRACTS   
 

A. SCHEDULE A   Individuals included in the bargaining unit shall be placed on the salary 
schedule as appropriate in accordance with Schedule A of this Agreement.  A contract is for 
a school year and for a normal school day. 

 
14.03 PRO-RATED CONTRACTS    
 

A. A “teaching contract” is normally for a full school year and school day.  Shorter contracts 
may be issued if necessary and shall be prorated. 
 

B. In cases where the District sets the hours per day in a full-year position, a teacher working: 
 

1. Half-time or more receives one year of credit in the position.   
2. Less than half-time receives one-half year of credit in the position. 
 

C. In cases where the District determines the teacher will teach a portion of each week in a 
full-year position, a teacher working: 

  
1. 2½ days or more per week receives one year of credit in the position. 
2. Less than 2½ days per week receives one-half year of credit in the position. 
 

D. In cases where a teacher works less than the entire year, a teacher working: 
 

1. 138 or more days receives one year of credit. 
2. 46 - 137 days receives one-half year of credit.  
3. Less than 46 days receives no credit.  
 

E. As in previous years, both times worked and time on leave count, except that time on 
unpaid leaves under 10.02 A, B, C, and D do not count toward salary increment credit. 

 
14.04 TRANSFER TIME   Initial placement on Schedule A shall be as follows:  previous years of 

experience within or outside the District may be accepted at full credit.   Unique situations may 
come up where the Human Resources office may be able to offer more years of service in critical 
need positions to new hires, pending consultation with the Association.  

 
14.05 COLUMN ADVANCEMENT ON SCHEDULE A   Upon receipt of a written notice, prior to the third 

(3rd) day school is in session of the contract year, that requirements for column advancement 
on Schedule A have been completed, an individual’s contract shall be amended to reflect the 
additional compensation.  If the teacher does not establish the validity of this notice within 
thirty (30) calendar days, or by a mutually agreed later date, the Board may, upon notice to the 
teacher, adjust the salary to the previous level. 



West Ottawa 2021-2024 Master Agreement 

 

- 39 -  

14.06 PART-TIME SALARY PRORATION   A part-time teacher shall be paid pro rata salary as compared 
with the regular school day for a full-time teacher.  

 
14.07 SALARY OPTIONS   All teachers must participate in the direct deposit option for payroll checks in 

accordance with procedures established by the business office. The salary of bargaining unit 
members shall be paid in equal installments.  The equal installments will be paid in accordance 
with the teacher’s choice of payment under Option 1, Option 2, or Option 3 as set forth in this 
section.  If the 1st or 15th is on a weekend, holiday or non-business day, the payday will be on the 
preceding regular business day.   

 
A. OPTION 1 - A member of the bargaining unit may request his pay to be computed and paid 

in twenty (20) equal installments.  The pays will occur on the 1st and 15th day of each month. 
In case of teachers who select this option, the first installment will be paid on the first 
scheduled payday of the school year. 

 
B. OPTION 2 - A member of the bargaining unit may request his pay to be computed and paid 

in twenty-four (24) equal installments.  The pays will occur on the 1st and 15th day of each 
month. These pays will start on the first scheduled payday of the school year and continue 
thereafter on every other Friday until paid in full except that a teacher on this plan shall 
receive the balance of his salary for the school year on the first regularly scheduled payday 
on or after the close of the school year in June. 
 

 For teachers on the 24-pay plan Option, the District will compute deductions for insurance 
and other programs through the summer on the basis of information available as of May 15 
of the school year and will assume no obligation nor have any responsibility to make 
adjustments in case of changes in any premiums or costs for such benefits that may take 
place after May 15 of the school year. 

 
C. OPTION 3 – A member of the bargaining unit may request his/her pay to be computed and 

paid in twenty-four (24) equal installments.  These pays will start on the first scheduled 
payday of the school year and continue on every payday until paid in full.  The pays will 
occur on the 1st and 15th day of each month. 

 
14.08 PAYROLL DEDUCTIONS 
 

A. The District shall make such payroll deductions as required by law and other deductions as 
authorized by the individual for those purposes now available and any other as authorized 
by the Superintendent.  A list of all available payroll deductions shall be available from the 
office of Central Administration.  

 
B. In case of payroll deductions for any teacher for insurance, the District will deduct such 

amounts as are authorized by the individuals in writing on appropriate forms and in such 
amounts as the insurance carrier notifies the District in writing are due from the individual. 

 Article 15.16 shall determine the mandatory employee premium contributions made 
through payroll deduction.  The District shall have no responsibility for the individual tax 
consequences associated with the failure to submit a Salary Reduction Agreement for 
employee premium contributions.  The District shall deduct Article 15.16 premium 
contributions regardless of employee pre-approval. 
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Upon appropriate written authorization from the bargaining unit member, the District shall 
deduct from the salary of any such bargaining unit member and make appropriate 
remittance for programs jointly approved by the Association and District. 
 

1. Any program for deductions must have a minimum of five participants to be 
established and remain in effect. 
 

2. The initial deduction or change in deduction must be delivered to the payroll office 
seven days prior to the effective payroll date. 

 
3. Amendments to annuity programs shall be effectuated on the first payday of each 

month, but not later than the first payday in June. 
 
4. The 1996-97 list of deductions shall remain in effect as long as the terms of number 

(1) and (2) are met. 
 
5. Employees may make voluntary payroll deductions to the extent allowed under 

Internal Revenue Service (IRS) guidelines.  Employees will be responsible for all 
employee taxes, including any penalties arising out of deductions that exceed the 
limits allowed by law that are assessed against the employee. 

 
 C. Overpayment/Underpayment – The parties agree that where an overpayment or 

underpayment to a bargaining unit member has been discovered, restitution will be made 
based upon the amount overpaid or underpaid over the past three (3) years.  In the case of 
overpayment, the bargaining unit member shall be given the opportunity to make 
restitution through payroll deduction, for a period of time at least equal in length to the 
time period during which the overpayment was made or until the termination of 
employment, whichever is less. 

 
14.09 CERTIFICATION APPLICATION FEE   The District will pay for the renewal or reinstatement 

application fee for teacher certificates for all teachers who need to renew certification every five 
(5) years.  

 
14.10 STUDENT ASSESSMENTS   Elementary (K-5) classroom teachers shall, upon request, be furnished 

with two (2) half-day guest teachers to complete their Student Assessments/Running Records in 
the very best positive testing situation to provide the students a testing environment free from 
class distraction.  Up to two (2) additional half-days may be granted upon approval by the 
building principal.   
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ARTICLE 15 
FRINGE BENEFITS 

 
15.01 HEALTH INSURANCE   Each teacher (other than substitutes), at or above .8 FTE, shall elect in 

writing one of the following options subject to the conditions listed below.  The cost of Option A, 
B C, D or E will be paid by the Board so long as the teacher remains under its employ pursuant to 
the limitations in Article 15.16.  

 
A. OPTION A - MESSA Choices II with $1,000/$2,000 Deductible, $20 Office Visit Copay, and 

Saver Rx Program.   
 
B. OPTION B - For teachers who do not elect health insurance coverage, the District will 

contribute $510 per month cash in lieu of insurance.   
 

C. OPTION C - Full coverage as desired by the teacher under the MESSA ABC Plan 2 with 
$2,000/$4,000 deductible and ABC Rx program. 

 
D. OPTION D – Full coverage as desired by the teacher under the MESSA ABC Plan 2 with 

$2,000/4,000 deductible, 20% Coinsurance, and ABC Rx. 
 
E. OPTION E – Full coverage as desired by the teacher under the MESSA Choices II with 

$1,000/$2,000 Deductible, $20 Office Visit Copay, 20% Coinsurance, and Saver Rx- 
Mandatory Mail Program. 

 
F. The Board, through payroll deduction procedures, will handle payment by teachers of any 

costs beyond the District’s contribution for the insurance coverage selected by teachers 
under the above choices. 
 
The Association and District may mutually elect to change/modify MESSA medical health 
plans during the term of this agreement. At the end of each medical plan year, the 
Association may eliminate one medical plan from 15.01.A-E and substitute in its place 
another MESSA approved medical plan.  

 
 

 
15.02 DENTAL INSURANCE   The District shall provide to all bargaining unit members working at or 

above .8 FTE, and their eligible dependents (as defined by MESSA/Delta) the following 
MESSA/Delta Dental Plan:  

 
A. Class I, Class II, and Class III Co-pays of 90%, 90% and 90%, with $1,500 maximum; 
B. Class IV Orthodontic Rider with Co-pay of 90%, with $3,200 maximum; 
C. Internal and external coordination of benefits (COB); 
D. Sealants. 

 
15.03 LIFE INSURANCE   The District shall provide, and pay the full premium, to the bargaining unit 

member MESSA Negotiated Term Life Insurance protection in the amount of $40,000, which 
shall be paid to the bargaining unit member’s designated beneficiary.  In the event of accidental 
death, the insurance will pay double the specified amount.   The plan shall include Accidental 
Death and Dismemberment (AD&D) and Waiver of Premium (WOP).  
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15.04 LONG TERM DISABILITY INSURANCE   The Board of Education shall provide, and pay the full 

premium, for MESSA Long Term Disability Insurance for each member of the bargaining unit.   
The following benefits shall be included: 

 
A. Benefit percentage - 66 2/3 % 
B. Maximum monthly income benefit - $5,000 
C. Maximum eligible monthly salary - $7,000 
D. Qualifying period - 180 calendar days modified fill 
E. Maternity coverage 
F. Pre-existing condition waiver 
G. Social Security freeze 
H. Alcoholism/Drug Abuse waiver 
I. Mental/Nervous Conditions waiver 
 

15.05 VISION INSURANCE  The District shall provide to the bargaining unit member working at or 
above .8 FTE, MESSA Vision Service Plan 3 for all bargaining unit members and their eligible 
dependents as defined by MESSA. 

 
15.06 MESSA PAK   The health, dental, life, long-term disability and vision insurance coverage 

described above in Sections 15.01 through 15.05 shall be put into a “MESSA PAK” for all full-time 
teachers. All teachers at or above 0.8 FTE must select MESSA PAK insurance, which includes 
dental, vision, LTD, and life insurance.  They must also pay any applicable premium costs 
described in Sections 15.01 through 15.05.  The health, dental, life, long-term disability and 
vision coverage described above in Sections 15.01 through 15.05 shall be purchased “a la carte” 
(as individual insurance plans, rather than in a MESSA PAK) for all teachers who are less than full 
time. 

 
15.07 ENROLLMENT PERIOD  The above option elections must be made by the teacher in writing 

annually during the enrollment period, or in the case of newly hired teachers within thirty (30) 
calendar days of the beginning of employment.  Insurance coverage for such employees who 
enroll and otherwise qualify will become effective as the terms of the insurance policies and the 
regulations of the insurance carrier permit.  Teachers who fail to complete the necessary 
paperwork during the designated enrollment period may have their coverage discontinued and 
forfeit their coverage, provided the District communicates all deadlines to the individuals and to 
the Association in writing.  The open enrollment process may be done electronically at the 
option of the district. 

 
15.08 FULL YEAR’S BENEFITS  Any teacher working the full school year will receive the full year’s 

benefits.  The insurance year is September 1 through August 31.     
 
15.09 PRORATION OF HEALTH BENEFITS:  LESS THAN FULL-TIME  Any teacher working less than full 

time (except job sharers) shall be covered by the following (unless the FMLA required additional 
coverage) in accordance with the provider’s rules on participation.  This section shall only apply 
to teachers working at or above .8 FTE: 

 
A. The teacher may elect to receive cash equal to prorated amount of the dollar amount in 

Option B in section 15.01 based on the percentage of time a teacher works (often referred 
to as the teacher’s full-time equivalency, pursuant to a Section 125 Plan; OR 
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B. At the teacher’s option, the District shall provide a prorated amount of the health coverage 

as described in Article 15.01, less the applicable employee contribution described in Article 
15.16.  This prorated amount shall be equal to the percentage of time a teacher works times 
the appropriate rate.  [Example:  A teacher with a .6 FTE assignment will have District-paid 
health insurance equal to 60% of the appropriate rate, less the applicable employee 
contribution described in Article 15.16.] 

 
C. In the event that the cost of the teacher’s health coverage exceeds the amount paid by the 

District, the teacher’s share of the cost will be deducted by payroll deduction, through a 
Section 125 Plan. 

 
15.10 PRORATION OF HEALTH BENEFITS – JOB SHARERS  Two teachers who are job sharing in a full 

time position shall be covered by the following: 
 

A. The intent of this section is that job sharing teachers will share one (1) fringe benefit 
 package for jointly filling a full-time assignment less the applicable employee contributions 
 described in Article 15.16. 

 
B. The job-sharing teachers shall elect health (or cash in lieu of health), dental, vision and life 

insurance coverage.  The District shall pay a prorated amount of the premium for each 
teacher, equal to the percentage of time each teacher works.  Each teacher’s share of the 
cost will be deducted by payroll deduction, through a Section 125 Plan.  Both teachers shall 
be provided District-paid long-term disability. 
 

C. These provisions shall be subject to the carrier’s rules. 
 
D. In the event that the cost of the teacher’s health coverage exceeds the amount paid by the 

District, the teacher’s share of the cost will be deducted by payroll deduction, through a 
Section 125 Plan. 

 
15.11 PRORATION OF BENEFITS   Any teacher working less than the full school year shall be covered 

by the following provisions: 
 

A. When a teacher begins employment after the beginning of the school year, coverage shall 
begin the first day of the month after the teacher’s first day of work under contract. 
 

B. When a teacher resigns before the end of the school year, and/or requests and is granted a 
leave of absence without pay during the school year, the benefits will terminate at the end 
of the last month worked.  

 
C. In the event a teacher’s prorated share of the annual cost of the coverage paid by the 

District is not sufficient to cover the costs of premiums for the balance of the year until the 
beginning of the school year in the following fall, the teacher may continue coverage by 
contributing any additional amounts necessary to pay the full premium cost subject to the 
rules of the insurance provider. 

 
15.12 TEACHER BECOMES DISABLED   When a teacher becomes disabled during any school year and is 

unable to work, the District will continue insurance benefits through the year when paid sick 
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leave expires and until the teacher’s benefits for the following year would resume.   The District 
has no responsibility to provide such benefits during a school year in which no work is 
performed or sick leave is drawn by the teacher under the terms of this Agreement. 

 
15.13 SURVIVOR’S INSURANCE COVERAGE   In the event that a teacher dies, and the family is not 

eligible for state retirement survivor’s health insurance, the District shall continue District-paid 
group insurance benefits for the surviving spouse and/or dependent children of the deceased 
teacher through the end of the current insurance year.  This continuation shall be subject to the 
rules of the carrier. 

 
15.14 MISCELLANEOUS PROVISIONS 
 

A. The liability of the District, and its agents, is limited to timely payment of the applicable 
premium. 

 
B. Changes in family status shall be reported by the employee to the business office within 

thirty (30) days of such change.  The employee shall be responsible for any overpayment of 
premiums made by the Board in his/her behalf for failure to comply with this paragraph. 

 
C. The Board agrees to provide the above mentioned benefit programs within the 

Underwriting Rules and Regulations as set forth by the carrier(s) in the master contract held 
by the policyholder. 
 

15.15 SECTION 125 PLAN  
The District shall maintain its existing dependent care and medical reimbursement plans to 
allow participation by WOEA bargaining unit members. 

 
15.16 EMPLOYEE PREMIUM CONTRIBUTIONS Teachers shall contribute toward the total cost of 

benefits paid by the District under Article 15: 
 

A. The District shall pay the following percentage of the premium costs of dental and vision 
insurances, with each employee paying the remaining percentage of the premium cost for 
these ancillary benefits; 2021-22 (85%), 2022-23 (90%), 2023-24 (100%). The district shall 
pay the entire premium cost of life and long-term disability insurance throughout the 
duration of this agreement.  The employee’s premium contribution will be payroll deducted, 
from each paycheck through a qualified Section 125 Plan provided the employee completes 
the necessary documentation. 

 
B. The amount the District shall contribute annually toward medical benefits is detailed below, 

but under no circumstance shall it be required to pay more than the annually established 
Public Act 152 premium contributions amounts.  The employee will be responsible to pay 
the remaining premium cost above the annual District contribution. These amounts are 
based on full-time employment at or above .8 FTE.  Those working less than .8 FTE shall be 
entitled to premium contributions as detailed in Article 15.09. 
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If the cost of any plan is below the District annual contribution, the employee shall 
receive the difference between the premium and the District annual contribution as 
a payment into their Health Equity Health Savings Account by January 30 of each 
year, so long as the plan includes an HSA. If the selected plan does not include an 
HSA, the teacher would have the option of receiving the difference in a Flexible 
Spending Account (FSA) for medical costs. 
 

C. Both parties agree that the above provisions must be in compliance with Public Act 152. 
 

D. Payroll deductions for premium contributions shall be adjusted whenever premiums change 
and shall reflect the employee’s requirement to pay the amount stipulated in this 
agreement.  Any changes in the Public Act 152 health benefit caps shall be reflected in the 
employee contribution when the premium contribution is adjusted by the carrier.  For 
example:  if the Public Act 152 caps are released in October, those cap amounts shall be 
reflected in employee contributions on the subsequent January 1st (assuming January 1st is 
the date that MESSA adjusts its premiums annually).  Employee contributions shall be evenly 
distributed over twelve (12) months as much as possible. Employees paid over a time period 
less than twelve (12) months shall have their premium contributions deducted evenly over 
all paychecks as much as is administratively feasible.  

 
Failure by either party to initiate payroll deductions immediately after a premium rate 
change shall not alter the employee’s financial obligation.  

 
E. The monthly cost of the premium shall be determined by the applicable rate (single, two-

person, family) indicated on the invoice received from the provider for each month of each 
year. The monthly deduction will be adjusted for any changes in familial status or size so 
that the employee’s contributions coincide with the invoiced premium and other provider 
invoiced costs. 

 
F. Employees not returning for employment in the subsequent year will have their 

contributions reduced for the premiums for the July and August after their work year has 
concluded provided that the employee resigns or retires in writing with an effective date of 
June 30th and delivers the written resignation to the Superintendent or designee by March 
15th. This cost will also be waived if the employee experiences an IRS qualifying event on 
June 30th and elects cash in lieu of insurance for the months of July and August.  
 
Any employee leaving employment for any reason during the school year shall pay the 
prorated health insurance deduction based on the number of months for which benefits 
were received.  
 
Employees shall make their premium contributions through a Salary Reduction Agreement 
and payroll deduction. Employees shall submit amended and/or additional Salary Reduction 
Agreements as necessary to comply with the Internal Revenue Code. 

Calendar year 2022 Calendar year 2023 Calendar year 2024
single subscriber 6,000.00                      6,250.00                     6,500.00                     
2-person 13,500.00                   14,000.00                   14,500.00                   
full family 16,770.00                   17,500.00                   18,250.00                   
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G. As premium amounts change, the District shall deduct the appropriate amount after the 

changes go into effect and as soon as is administratively feasible. The District shall notify the 
WOEA President of any changes in premiums or other provider invoiced costs. 

 
H. Employees shall reimburse the District if employment or paychecks are terminated for any 

reason and payroll deductions are not enough to cover the deduction required to meet the 
amount stated above. 
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ARTICLE 16 
SPECIAL EDUCATION/LEAST RESTRICTIVE 
ENVIRONMENT/MEDICAL PROCEDURES 

 
16.01 PLACEMENT INFORMATION   Any teacher who, as a result of an IEP placement, will be providing 

instruction or other services for a handicapped student in a special or regular education 
classroom setting will be advised of the identity of the student with special needs and provided 
with access to information pertaining to the student’s placement available from the special 
education teacher and education records containing information of legitimate educational 
interest to the teacher. 

 
16.02 IEPC ATTENDANCE   The District shall provide written notice to any teacher who will be 

providing instructional or other services to a student with special needs to participate in the IEP 
which may initially place (or continue the placement) of the student in a regular education 
classroom. 

 
16.03 PROBLEMS   If any teacher to whom a student with special needs is assigned advises the District, 

in writing, of a reasonable basis to believe that problems exist in the implementation of the 
student’s current IEP which negatively impact the student’s educational progress and/or impede 
the learning progress of non-special needs students in the same classroom setting, the teacher 
shall have the right to request a meeting of appropriate staff to discuss the problems and 
possible solutions or to request the convening of another IEP meeting. 

 
16.04 TRAINING   If requested by the teacher, the District will provide in-service and/or other training 

to teachers regarding the instruction and behavioral management of handicapped students in 
general education classroom settings. 

 
16.05 MEDICAL PROCEDURES   Where clean intermittent catheterization, suctioning (nasal, oral, or 

deep), tracheotomy care (clean, suction, etc.), tube feeding, medication (oral, topical) related to 
the procedures enumerated herein, medication by gastrostomy tube, oxygen regulation or care, 
or similar procedures, are necessary to maintain a student in the classroom, these procedures 
will be performed by school support personnel or county nurse(s) who will be provided with 
appropriate training.  Teachers will not be required to perform these procedures. 
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ARTICLE 17 
PROBATION AND CONTINUING STATUS  

FOR NON-CERTIFIED TEACHERS 
 
17.01 The provisions of this Article shall apply to all bargaining unit members who are not eligible for 

tenure under the Michigan Teachers’ Tenure Act (MCLA 38.71 et. seq.; MSA 15.1971 et. seq.). 
 
17.02 A bargaining unit member may, upon initial employment with the District, be required to serve a 

probationary period not to exceed two (2) calendar years from his/her anniversary date of 
employment.   If an employee works a partial school year, such periods shall be aggregated for 
purposes of computing the two-year probationary period if the experience has occurred within 
four (4) calendar years of the time when continuing status is claimed. 

 
17.03 At least sixty (60) days before conclusion of the probationary period described in paragraph 

18.02 above, the District shall determine whether the employee’s performance is satisfactory or 
unsatisfactory, and shall notify the employee in writing.  The determination of unsatisfactory 
performance shall be based on the employee’s Teachers’ Appraisal Form (AF 8-95).  If the 
District determines unsatisfactory performance, it shall provide the employee with the specific 
reasons for the determination.   

 
17.04 If the District determines that the probationary employee’s performance is unsatisfactory in 

accordance with the above paragraphs, the employee’s contract shall not be renewed.   
 
17.05 For purposes of non-renewal, the employee shall be considered “probationary” under the terms 

of this Agreement. 
 
17.06 If the District does not determine unsatisfactory performance in accordance with the above 

paragraphs, the employee shall be considered to be on “continuing status.”   The term 
“continuing status” shall be equated to the term “tenure” under the terms of this Agreement for 
bargaining unit members who are not eligible for tenure under the Michigan Teachers’ Tenure 
Act, MCLA 38.71 et. seq. 
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ARTICLE 18 
TEACHERS’ FILES 

 
18.01 Before any written document is placed in a teacher’s personnel file, the following shall be done.  

However, this provision shall not apply to any disciplinary action or any other document that is a 
prohibited subject of bargaining. 

 
A. Any document about a teacher or teachers that is to be placed in a file shall be put in writing 

and dated.  The teacher shall be given a copy of any such document when it is put in the file.  
Documents that do not contain all of this information shall not be included in the teacher’s 
file; 
 

B. The teacher shall receive a copy of the written document(s) before they are placed in 
his/her file; 
 

C. The District shall correct or expunge from all District files any information determined by the 
District and/or an arbitrator to be inaccurate. 

 
18.02 The teacher shall have the right to submit a written response to any material placed in his/her 

file, and this response shall be attached to all copies of the written document, including but not 
limited to all copies provided to all third parties. 

 
18.03 In the event that any material from a teacher’s personnel files is provided to any third party, the 

teacher shall be notified of the name(s) of the parties that received the information, and shall, 
upon request, be given a copy of all information provided to the third parties. 

 
18.04 If the District releases any material from a teacher’s personnel file, the District shall 

simultaneously release the corresponding teacher’s response(s) to the material. 
 
18.05 In the event that the District receives a Freedom of Information Act (FOIA) request for the 

personnel file(s) of any teacher(s), or any portion thereof, the District shall immediately notify 
the teacher by telephone or FAX (or if the teacher is unavailable, by mail), and shall provide the 
following to the affected teacher(s) and to the Association: 

 
A. A copy of the FOIA request; 
 
B.  The name(s) of the requesting parties, and all documents and communications received by 

the District;  
   
C. The District shall take the maximum time allowable by law to respond to a FOIA request to 

allow the teachers and/or Association the opportunity to take whatever legal action is 
available to bar disclosure of any or all of the requested document(s). 
 

D. The teacher will be provided an opportunity to review the contents before the release of the 
information, and will, upon request, be provided with copies of all communications and 
documentation sent to the requesting parties by District administrators or other District 
agents or attorneys. 
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18.06 Upon receiving a FOIA request, the District will only divulge those items it is compelled by law to 
disclose, and will withhold all information it is permitted by law to withhold. 

 
18.07 Each teacher shall have only one (1) “personnel file,” to be kept in the District’s central office. 
 
18.08 The parties recognize that this Article is based on their best mutual understanding of the current 

law in this area; they agree to meet to discuss changes should further judicial proceedings or 
legislative action so require.  The parties understand a binding interpretation by the courts 
supersedes this Agreement. 
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ARTICLE 19 
TERMINATION 

 
19.01 This Agreement shall be effective as of August 30, 2021, and shall remain in effect through the 

last day before the first teacher day of the 2023-24 school year. 
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WEST OTTAWA PUBLIC SCHOOLS 
 

2021-2024 
 
 
 

AGREEMENT 
 
 
This Agreement made and entered into this 28th day of June, 2021, by and between WEST OTTAWA 
PUBLIC SCHOOL DISTRICT, Ottawa County, Michigan, hereinafter referred to as the District, and the 
WEST OTTAWA EDUCATION ASSOCIATION, hereinafter referred to as the Association. 
 
 
 
 
 
For the Association:     For the District: 
 
 
 
_____________________________   ___________________________ 
 
Robert Follett, Chief Negotiator   Kate McCoy, President 
West Ottawa Education Association   Board of Education 
       West Ottawa Public Schools 
 
 
 
 
 
_____________________________   ___________________________ 
 
Theresann Pyrett, President    Tim Bearden, Superintendent of Schools 
West Ottawa Education Association   West Ottawa Public Schools 
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Supplement to Schedule A 

        

 

* Based on step and lane placement in September 2013, some bargaining members will be paid the 
salaries listed above because the new salary schedule would result in a pay reduction. Employees paid 
these salaries shall not move up any further on the step schedule until they move to the MA column. 
The step shown is based on the salary schedule in place in the 2012-13 contract. 

 
This salary listing ceases to exist as soon as all employees paid one of these salaries have left 
employment with the District. No employees shall be allowed to move on to this listing nor shall any 
new employees be paid these salaries. 

 

All employees on the “Supplemental to Schedule A” scale at the start of the 2021-22 school year, will 
receive a one-time, off-schedule, supplemental payment of $500. This supplemental payment will be a 
one-time payment issued on December 1st, 2021 and will only occur during the 2021-22 school year. 
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SCHEDULE B 

     
1. Existing positions, new positions, and any significant modifications of positions, proposed by the 

Administration or by the Association, will be discussed during each contract negotiation.  If 
agreed to, and ratified, by the negotiation committees of both the Board and the Association 
then these modifications will be included in the new Master Agreement. 
 

2. All Schedule B positions shall be directly tied to an accepted job description for that position.  
Copies of each job description will be filed each with the Administration and the Association.  
Any change in compensation from that time on shall come about only through a change in the 
corresponding job description and process listed above. 
 

A. SCHEDULE B POSITIONS  
  
1. District-wide Schedule B job openings will be posted district-wide in each building, and the 

application shall be made directly to the Assistant Superintendent for Human Resources or a 
designee.  
 

2. Schedule B job openings which apply to a particular building or buildings and can only be 
filled by a teacher in that building or buildings shall still be posted district-wide for 
information purposes, and the application shall be made directly to the Assistant 
Superintendent for Human Resources or a designee. 
 

B. SCHEDULE B CONTRACT   Individuals performing services identified on Schedule B shall receive a 
Special Services Contract indicating the rate of pay for said service.  No teacher will be expected to 
provide special services without a Special Services Contract.  Before a Special Services Contract can 
be offered, a job description for that position must be on file and accepted, according to the 
provisions of the Master Agreement. 

 
C. SCHEDULE B PAY   It is understood the payment for Schedule B compensation shall be made by 

payment of one-half (1/2) of the total amount mid-way through the Schedule B activity period and 
payment of one-half (1/2) of the total amount at the end of the Schedule B activity, if inventory and 
billing are complete.  The success of a team in the MHSAA tournament will not delay payment.  The 
schedule for such payments will be provided to the Association by September 1st each year.  
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APPENDIX B 

2021-2024 Extra Curricular Position Salary Schedule 

 

 

 

 

 

 

 

Appendix B Salary Based on % of Extra-Curricular Position Salary Table. Compensation is 
based on years of position experience and is limited to seven (7) steps. 

 
Athletics 

 
Fall Girls Cheerleading - Sideline Junior Varsity Head Coach 5.50% 
Fall Girls Cheerleading - Sideline Varsity Head Coach 8.04%       

Fall Boys Cross Country 7th & 8th 
Grade 

Head Coach 3.38% 

Fall Girls Cross Country 7th & 8th 
Grade 

Head Coach 3.38% 

Fall Boys Cross Country Varsity Head Coach 12.69% 
Fall Girls Cross Country Varsity Head Coach 12.69% 
Fall Boys Cross Country Varsity Assistant Coach 3.81% 
Fall Girls Cross Country Varsity Assistant Coach 3.81%       

Fall Boys Football 7th Grade Assistant Coach 7.19% 
Fall Boys Football 7th Grade Head Coach 8.88% 
Fall Boys Football 8th grade Assistant Coach 7.19% 
Fall Boys Football 8th grade Head Coach 8.88% 
Fall Boys Football Freshman Assistant Coach 13.11% 
Fall Boys Football Freshman Head Coach 13.96% 
Fall Boys Football Junior Varsity Assistant Coach 13.11% 
Fall Boys Football Junior Varsity Head Coach 13.96% 
Fall Boys Football Varsity Assistant Coach 13.54% 
Fall Boys Football Varsity Head Coach 17.77%       

Fall Girls Golf Junior Varsity Head Coach 8.46% 
Fall Girls Golf Varsity Head Coach 10.58%       

Step 1 40,874$ 
Step 2 41,691$ 
Step 3 42,850$ 
Step 4 44,041$ 
Step 5 45,265$ 
Step 6 46,524$ 
Step 7 47,817$ 
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Fall Boys & 
Girls 

Physical Conditioning & 
Weight Training  

 
Supervisor 2.54% 

      

Fall Boys Soccer 7th Grade Head Coach 5.08% 
Fall Boys Soccer 8th grade Head Coach 5.08% 
Fall Boys Soccer Freshman  Head Coach 9.73% 
Fall Boys Soccer Junior Varsity Head Coach 9.73% 
Fall Boys Soccer Varsity Head Coach 11.84%       

Fall Girls Dive Head Coach &      
Swim Assistant Coach 

Varsity   11.00% 

Fall Girls Swim Varsity Assistant Coach 9.50% 
Fall Girls Swim Varsity Head Coach 14.81%       

Fall Girls Tennis 7th & 8th 
Grade 

Head Coach 5.08% 

Fall Boys Tennis Junior Varsity Head Coach 8.46% 
Fall Boys Tennis Varsity Head Coach 11.42%       

Fall Girls Volleyball 7th Grade Head Coach 5.08% 
Fall Girls Volleyball 8th grade Head Coach 5.08% 
Fall Girls Volleyball Freshman Head Coach 11.00% 
Fall Girls Volleyball Junior Varsity Head Coach 11.00% 
Fall Girls Volleyball Varsity Head Coach 14.38%       

Fall Boys Water Polo Varsity Head Coach 11.42%       

Winter Boys Basketball 7th Grade Head Coach 7.19% 
Winter Girls Basketball 7th Grade Head Coach 7.19% 
Winter Boys Basketball 8th Grade Head Coach 7.19% 
Winter Girls Basketball 8th Grade Head Coach 7.19% 
Winter Boys Basketball Freshman Head Coach 13.96% 
Winter Girls Basketball Freshman Head Coach 13.96% 
Winter Boys Basketball Junior Varsity Head Coach 14.38% 
Winter Girls Basketball Junior Varsity Head Coach 14.38% 
Winter Boys Basketball Varsity Head Coach 18.19% 
Winter Girls Basketball Varsity Head Coach 18.19%       

Winter Girls Cheerleading - 
Competitive 

7th Grade Head Coach 5.50% 

Winter Girls Cheerleading - 
Competitive 

8th Grade Head Coach 5.50% 

Winter Girls Cheerleading - 
Competitive 

Junior Varsity Head Coach 12.27% 
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Winter Girls Cheerleading - 
Competitive & Sideline 

Varsity Head Coach 15.65% 
      

Winter Girls Competitive Dance Varsity Head Coach 7.61%       

Winter Boys Hockey  Varsity Head Coach 15.65%       

Winter Boys & 
Girls 

Intramural 
 

Director 2.96% 
      

Winter Boys & 
Girls 

Physical Conditioning & 
Weight Training  

 
Supervisor 2.54% 

      

Winter Boys Swim & Dive 7th & 8th 
Grade 

Assistant Coach 5.92% 

Winter Girls Swim & Dive 7th & 8th 
Grade 

Assistant Coach 5.92% 

Winter Boys Swim 7th & 8th 
Grade 

Head Coach 5.92% 

Winter Girls Swim 7th & 8th 
Grade 

Head Coach 5.92% 

Winter Boys & 
Girls 

Swim 7th & 8th 
Grade 

Head Coach 5.92% 

Winter Boys Dive Head Coach &      
Swim Assistant Coach 

Varsity   11.00% 

Winter Boys Swim Varsity Assistant Coach 9.50% 

Winter Boys Swim Varsity Head Coach 14.38%       
      

Winter Boys Wrestling 7th & 8th 
Grade 

Assistant Coach 4.23% 

Winter Boys Wrestling 7th & 8th 
Grade 

Head Coach 6.77% 

Winter Boys Wrestling Junior Varsity Head Coach 11.84% 
Winter Boys Wrestling Varsity Head Coach 15.23%       

Spring Boys Baseball Freshman Head Coach 9.73% 
Spring Boys Baseball Junior Varsity Head Coach 9.73% 
Spring Boys Baseball Varsity Head Coach 12.69%       

Spring Boys Golf Junior Varsity Head Coach 8.46% 
Spring Boys Golf Varsity Head Coach 10.58%       
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Spring Boys & 
Girls 

Intramural 
 

Director 2.96% 
      

Spring Boys Lacrosse Varsity Head Coach 11.84% 
Spring Girls Lacrosse Varsity Head Coach 11.84% 
Spring Boys Lacrosse Junior Varsity Head Coach 8.04% 
Spring Girls Lacrosse Junior Varsity Head Coach 8.04%       

Spring Boys & 
Girls 

Physical Conditioning & 
Weight Training 

 
Supervisor 2.54% 

      

Spring Girls Soccer 7th Grade Head Coach 5.08% 
Spring Girls Soccer 8th Grade Head Coach 5.08% 
Spring Girls Soccer Freshman Head Coach 9.73% 
Spring Girls Soccer Junior Varsity Head Coach 9.73% 
Spring Girls Soccer Varsity Head Coach 11.84%       

Spring Girls Softball Junior Varsity Head Coach 9.73% 
Spring Girls Softball Varsity Head Coach 12.69%       

Spring Boys Tennis 7th & 8th 
Grade 

Head Coach 5.08% 

Spring Girls Tennis Junior Varsity Head Coach 8.46% 
Spring Girls Tennis Varsity Head Coach 11.42%       

Spring Boys Track & Field 7th & 8th 
Grade 

Assistant Coach 4.23% 

Spring Girls Track & Field 7th & 8th 
Grade 

Assistant Coach 4.23% 

Spring Boys Track & Field 7th & 8th 
Grade 

Head Coach 5.50% 

Spring Girls Track & Field 7th & 8th 
Grade 

Head Coach 5.50% 

Spring Boys Track & Field Varsity Assistant Coach 7.19% 
Spring Girls Track & Field Varsity Assistant Coach 7.19% 
Spring Boys & 

Girls 
Track & Field Varsity Assistant Throwing Coach 6.77% 

Spring Boys Track & Field Varsity Head Coach 12.69% 
Spring Girls Track & Field Varsity Head Coach 12.69%       

Spring Girls Water Polo Varsity Head Coach 11.42%       
      

Summer Boys & Physical Conditioning & 
 

Supervisor 2.54% 
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Girls Weight Training       

 
  Academic 
 

Band Director Harbor Lights 8.88% 
Band Director Macatawa Bay 5.92% 
Band Director  10th - 12th Grade 13.54% 
Band Director  9th Grade 4.23% 
Band Director Assistant  6th Grade 0.42% 
Band Director High School Assistant High School 3.81% 
Calling All Colors Advisor Middle School 2.54% 
Choral Director 10th - 12th Grade 6.35% 
Choral Director 9th Grade 1.69% 
Choral Director Middle School 5.92% 
Class Sponsor 10th Grade 1.69% 
Class Sponsor 11th Grade 4.65% 
Class Sponsor 12th Grade 3.81% 
Class Sponsor 9th Grade 1.69% 
Conflict Manager Advisor Elementary 2.96% 
Curriculum Department Chairperson - Art 6th - 12th Grade 8.04% 
Curriculum Department Chairperson - Business 6th - 12th Grade 8.04% 
Curriculum Department Chairperson - English Language Arts 6th - 8th Grade 7.61% 
Curriculum Department Chairperson - English Language Arts 9th - 12th Grade 8.88% 
Curriculum Department Chairperson - Family & Consumer 
Sciences 

6th - 12th Grade 8.04% 

Curriculum Department Chairperson - Foreign Language 6th - 12th Grade 8.04% 
Curriculum Department Chairperson - Guidance 9th - 12th Grade 8.88% 
Curriculum Department Chairperson - Industrial Technology 6th - 12th Grade 8.04% 
Curriculum Department Chairperson - Math 6th - 8th Grade 7.61% 
Curriculum Department Chairperson - Math 9th - 12th Grade 8.88% 
Curriculum Department Chairperson - Music 6th - 12th Grade 8.04% 
Curriculum Department Chairperson - Physical Wellness 6th - 12th Grade 8.04% 
Curriculum Department Chairperson - Science 6th - 8th Grade 7.61% 
Curriculum Department Chairperson - Science 9th - 12th Grade 8.88% 
Curriculum Department Chairperson - Social Studies 6th - 8th Grade 7.61% 
Curriculum Department Chairperson - Social Studies 9th - 12th Grade 8.88% 
Curriculum Department Chairperson - Special Education 6th - 8th Grade 7.61% 
Curriculum Department Chairperson - Special Education 9th - 12th Grade 8.88% 
Debate Coach Varsity 6.77% 
DECA Advisor 9th - 12th Grade 2.96% 
Director of Theater High School 1.69% 
Drama Club Advisor High School 1.27% 
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Dutch Dance Costume Director High School 6.35% 
Dutch Dance Director High School 10.15% 
Elementary Special Ed. Chairperson (K-5), 2 positions Elementary   
Elementary Grade Level Chairperson (K-5), 6 positions Elementary 7.00% 
FIRST Robotics Advisor High School 11.84% 
FIRST Robotics Advisor, Assistant High School 3.38% 
Forensics Coach High School 4.65% 
Job Squad Advisor Elementary 2.54% 
Language Club Advisor - French High School 1.69% 
Language Club Advisor - Spanish High School 1.69% 
Model United Nations Advisor High School 5.92% 
National Academic Honor Society Advisor High School 5.08% 
National Art Honor Society Advisor High School 1.27% 
Newspaper Advisor High School 6.35% 
Orchestra Director 10th - 12th Grade 5.92% 
Orchestra Director 9th Grade 1.69% 
Orchestra Director Middle School 4.23% 
Renaissance Advisor 9th - 12th Grade 2.12% 
Safety Patrol Director Elementary 4.27% 
School Improvement Chair Elementary 5.50% 
Science Olympiad Assistant Coach High School 6.77% 
Science Olympiad Assistant Coach Middle School 5.08% 
Science Olympiad Coach High School 10.15% 
Science Olympiad Coach Middle School 5.08% 
Science Olympiad Part-Time Flex Assistant Coach Middle School 2.54% 
Ski Club Advisor High School 2.54% 
Ski Club Advisor Middle School 2.96% 
Student Activities Coordinator High School 7.61% 
Student Government Advisor Elementary 1.27% 
Student Government Advisor Middle School 2.54% 
Theater Caravan Production Coach High School 4.65% 
WOBN Advisor (with release hour) High School 5.08% 
Yearbook Advisor (ICON Staff) High School 11.00% 

Theater 
 

Fall Choreographer High School Musical 4.23% 
Fall Costumes Director High School Musical 4.23% 
Fall Director High School Musical 7.61% 
Fall Front of House Advisor High School Musical 1.69% 
Fall Make-up Advisor High School Musical 0.85% 
Fall Orchestra Director High School Musical 5.08% 
Fall Patron & Publicity Advisor High School Musical 2.12% 
Fall Pianist High School Musical 2.96% 
Fall Program Advisor High School Musical 1.27% 
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Fall Properties Director High School Musical 1.69% 
Fall Set Design & Construction Advisor High School Musical 2.96% 
Fall Stage Manager & Assistant Director High School Musical 4.23% 
Fall Technical Director High School Musical 3.38% 
Fall Vocal Director High School Musical 5.08% 
Winter Costumes Director High School Play 3.38% 
Winter Front of House Advisor High School Play 1.27% 
Winter Make-up Advisor High School Play 1.27% 
Winter Patron & Publicity Advisor High School Play 2.12% 
Winter Production Director High School Play 6.77% 
Winter Program Advisor High School Play 1.27% 
Winter Properties Director High School Play 2.12% 
Winter Set Design & Construction Advisor High School Play 2.96% 
Winter Stage Manager & Assistant Director High School Play 4.23% 
Winter Technical Director High School Play 2.96% 
Spring Costumes Director Middle School Musical 3.81% 
Spring Director Middle School Musical 5.08% 
Spring Production Coordinator Middle School Musical 3.38% 
Spring Properties Director Middle School Musical 1.69% 
Spring Technical Director Middle School Musical 2.54% 
Spring Vocal Director Middle School Musical 3.38% 
Spring Costumes Director Theatre Caravan Production 2.54% 
Spring Director Theatre Caravan Production 5.08% 
Spring Set Design & Construction Advisor Theatre Caravan Production 2.54% 
Spring Stage Manager & Assistant Director Theatre Caravan Production 3.81% 

 
* All current Schedule B positions will be held harmless transitioning from the 2020-21 pay scale to the 
new pay scale listed above.  It is the district’s intent for no one to have a pay reduction transitioning to 
the new schedule.  Any errors in contract need to be resolved with the district during the duration of the 
individual’s schedule B contract during the 2021-22 academic year. 
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SCHEDULE C 
 
A. The Schedule C hourly rate shall be used for programs paid on an hourly basis, including but 

not limited to driver’s education, adult education (non-recreation), special services, summer 
institute, in-service training, teacher option days, etc.  The Schedule C hourly rate for the term 
of this agreement is listed below and is calculated by .0008 x Schedule A step BA 1. 

 

 
 

 
 
  

Year Rate
2021-22 32.70$     
2022-23 33.11$     
2023-24 33.60$     
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SCHEDULE D 
2021-2024 

REGULAR CALENDARS 
 

A. Inclement weather days will be made up only if make-up days are needed to meet the 
state-required minimum number of days and/or hours, and if the District determines to 
make up the days. 

 
B. Only the days and/or hours necessary to meet the minimum number of days and hours 

required by the state will be made up. 
 
C. Make up days will be scheduled for regular week days at the end of the school calendar.  
 
D. If the state law is amended or appealed so that no loss of state aid occurs for Act of God 

days, the District and Association will meet to revise the calendar as needed. 
 
E. If the district can secure an early start waiver from the Michigan Department of 

Education or other appropriate regulatory body to begin school before Labor Day in 
2021-22, the district will follow the calendar for 2021-22 and the subsequent years of 
this agreement. If the district is not able to secure an early start waiver, then the 
administration and association will revise the calendar to comply with the state-
required minimum number of days and/or hours. 
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SCHEDULE E 
Professional Development Attendance Policy and  

 Required After-School Duties 
 
 

1. August or September:  One (1) evening open house – maximum 2½ hours.  The date and 
time will be determined by August 5th each year. 
 

2. All staff will participate in a West Ottawa Showcase event for a maximum of ninety (90) 
minutes.  The date and time of this event will be established or determined by May of the 
prior year. 

 
3. In an effort to comply with the State School Aid Act (MCL 388.1701) and the Pupil 

Accounting Manual, any pre-arranged absences, sick or personal days scheduled for 
professional development days are subject to review and approval by the Assistant 
Superintendent of Human Resources.  

 
4. The afternoon of the half-day records day at the end of first semester can be used at the 

certified staff member’s discretion as on-site or off-site worktime. 
 

5.    Any half day professional development list on the Schedule D calendars are Schedule A 
contract days.  These days will follow the outlined times on Schedule G.  
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SCHEDULE F 
Calendar for Half Days 

2021-2024 
 
 
Half Day Starting and Ending Times 
 
Grades K-5 = 3 hours, 17 minutes 

 Great Lakes, Lakeshore, Lakewood, 
Pine Creek, Waukazoo, Woodside     8:35-11:52 a.m. Teacher Day, 8:30-12:05 p.m. 

 North Holland, Sheldon Woods     8:50-12:07 a.m. Teacher Day, 8:45-12:20 p.m. 
 
Grades 6-8 = 3 hours, 17 minutes 

 Harbor Lights, Macatawa Bay                  7:50-11:07 a.m. Teacher Day, 7:35-11:15 a.m. 
 
Grades 9-12 = 3 hours, 12 minutes 

  North and South            7:45-10:57 a.m. Teacher Day, 7:35-11:15 a.m. 
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 SCHEDULE G 
School Day Starting and Ending Times 2021-2024 

 
 

Building Student 
Instructional Day 

Teacher Day Teacher Time 
 

     
Half-Day Kindergarten 
     

Great Lakes, Woodside, 
Lakeshore, Lakewood, 
Pine Creek, Waukazoo 

 
 

8:35-11:52 a.m. 
 

8:30-12:09 p.m. 3 hours 39 minutes  
     

     
 
North Holland 
Sheldon Woods 
 

8:50-12:07 p.m. 8:45-12:24 p.m. 3 hours 39 minutes 

 
     

All Day, Every Day Kindergarten   
First-Fifth Grades 
     

Great Lakes, Woodside 
Lakeshore, Lakewood 
Pine Creek, Waukazoo 

 
 

8:35-3:38 p.m. 

 
 

8:30-3:48 p.m. 

 
 

7 hours 18 minutes  
    

     
 
North Holland 
Sheldon Woods 
 

8:50-3:53 p.m. 8:45-4:03 p.m. 7 hours 18 minutes 

 
     
Secondary 
     

Harbor Lights 7:50-2:43 p.m. 
30 minute lunch 

7:35-2:53 p.m. 7 hours 18 minutes 
 

Macatawa Bay 7:50-2:43 p.m. 
30 minute lunch 

7:35-2:53 p.m. 7 hours 18 minutes 
 

High School 7:45-2:43 p.m. 
30 minute lunch 

7:35-2:53 p.m. 7 hours 18 minutes 
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 Appendix A  
 
 
 


