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ARTICLE |
EXCLUSIVE RECOGNITION

The Howard County Board of Education recognizes the Howard County
Administrators Association as the exclusive collective bargaining representative for
all certificated supervisory professional employees and leadership interns with regard
to all matters associated with salary, wages, hours, and other working conditions.

The Association recognizes the right and full authority of the Board and
Superintendent to direct, supervise, and manage school system affairs in accordance
with existing and future state and federal laws and regulations in the proper discharge
of their respective duties and responsibilities. Any granted right or authority which has
not been officially abridged, delegated, or modified by the Master Agreement shall be
retained by the Board or Superintendent respectively.

Failure to exercise a right expressly or broadly reserved to the Board or Superintendent
by the appropriate state and federal authorities shall not be considered a waiver at that
time nor at any time in the future.

The written Agreement developed as part of the negotiation process shall apply to all
certificated supervisory professional employees and leadership interns.

For the purpose of this Agreement, the term “administrator” when used hereafter shall
refer to all professionally certificated employees serving in the position of school-
based administrator, facilitator positions requiring MSDE Administrator certification,
coordinator positions requiring MSDE Administrator certification, athletics and
activities manager, or leadership intern represented by the Howard County
Administrators Association. The term “Association” shall refer to the Howard County
Administrators Association; the term “Board” shall refer to the Howard County Board
of Education.

All references to same-sex domestic partner benefits throughout this Master
Agreement will refer to an individual approved by the Board to receive Domestic
Partner Benefits under criteria established by the Board. Domestic Partner Benefits
and coverage cannot begin until Same-sex Domestic Partner status is approved bythe
Board, and will be provided as permitted by law. This applies only to employees who
were receiving same sex domestic partner protection under the negotiated Agreement
as of January 1, 2015, and employees residing outside of Maryland in states that do
not recognize same sex marriage.

Up to Twenty (20) hard copies of this Agreement will be distributed by the Board to
the Association at no cost to the Association. The Board will provide electronic access
to copies of this Agreement to all presently employed and new permanently appointed
or assigned administrators. The cost of reproduction of twenty-one (21) or more hard
copies of the Agreement shall be shared equally by the Board and the Association.



ARTICLE Il
ASSOCIATION RIGHTS

There will be no reprisals of any kind taken against any administrator solely by reason
of his/her membership in the Association or for participation in any of its lawful
activities.

The Superintendent shall be available upon reasonable request to meet with
representatives of the Association.

The Association shall continue to be permitted to use school buildings without cost at
reasonable times, as determined by the school administrator, for meetings provided the
use of the building shall not result in any additional cost to the Board. The principal of
the building in question will be contacted in advance to arrange the time and place of
all such meetings. The content of such meetings shall be limited to the representation
responsibilities of the Association under Title 6, Subtitle 4 of the Education Article of
Maryland statute.

The Association may utilize the inter-school courier (PONY) service and the Howard
County Public Schools’ email system for the distribution of membership material,
provided that such use does not interfere with the operation of the school system. Copies
of all materials will be given to the Superintendent/designee twenty-four (24) hours prior
to distribution.

This article does not preclude the Association from using the HCPSS email system for
general communication with its membership.

However, the Association agrees not to use the inter-school courier or HCPSS’ email
system for the following:

(a) Advocacy or action on the part of employees which is contrary to policies,
regulations and directives of the Board or its staff;

(b) Political materials or endorsements;

(c) Advertising materials for business establishments or brand name materials not
contained in official Association publications

The Board shall provide the Association a list of unit members upon request and no
more than four times a year. Additionally, the Board shall provide the Association a list
of eligible members, as a result of promotions and new hires, within 14 days of the
appointment. The list will provide name, classification, location, and salary
information.

If negotiations are scheduled during the duty day, up to a maximum of seven (7)
administrators may be released from their regular duties for the time required to
participate in joint negotiation sessions without loss of pay.

Duly authorized representatives of HCAA shall be permitted to transact official HCAA



business on school property or other sites at reasonable times provided that this shall
not interfere with or interrupt normal school operations or prevent Board employees
from performing their professional responsibilities. The site administrator or
department supervisor shall make the determination regarding interference. The
Association representative will check in at the front office of the school/office upon
his/her arrival.

Duly authorized representatives of HCAA shall be permitted to utilize up to a total of
20 school days to transact official business with a limit of ten (10) days for any one
such representative. Prior to such absence, the HCAA representative should notify
his/her supervisor in writing. The supervisor will determine whether the use of such
leave would unreasonably adversely impact the program of operation at the site, and
may deny the release, if he/she so determines.

ARTICLE Il
NEGOTIATION PROCEDURE

On or before January 6, representatives of the Board and the Association shall exchange
written proposals regarding the contents of a new Agreement.

Neither party shall have any control over selection of consultants or representatives of
the other party.

Negotiation sessions shall be closed meetings held as frequently as necessary.

This Agreement incorporates the entire understanding of the parties on all matters
which were or could have been the subject of negotiation, in accordance with Section
6-408 of the Annotated Code of Maryland. During the term of this Agreement, neither
party will be required to negotiate with respect to any matters whether or not covered
by this Agreement and whether or not within the knowledge or contemplation of either
or both of the parties at the time they negotiated or executed this Agreement.

Cause for Impasse: If agreement has not been reached, or at the request of either party,
the provisions for handing an impasse as provided by Education Article, 6-408(e) of
the Annotated Code of Maryland, shall apply.

ARTICLE IV
EMPLOYEE DISCIPLINE

No administrator will be disciplined or reprimanded without cause provided that it is
recognized that transfers and reassignments do not constitute disciplinary action.

In the event an immediate supervisor discusses an allegation of misconduct or other
personnel concern, exclusive of evaluation detailed in Article VII with the bargaining
unit member, written notice of the general topic(s) of discussion shall be provided in
advance of such a meeting.

Following the provision of due process per the established Board policy on Employee
3



Conduct and Discipline, Association representatives(s) shall be entitled to accompany
and represent an administrator at any hearing or meeting involving disciplinary action
to be taken against the administrator at the meeting.

Before the Superintendent/designee issues the disciplinary action, the administrator
will be provided at least one working day advance notice in writing of the meeting.

1. The administrator will be advised that disciplinary action is being considered.
2. The administrator will be advised of his or her right to have Association
representation at the meeting.

3. Except in cases when the urgency of the situation dictates otherwise, the meeting
may be delayed up to two additional work days in order to assure representation for
the administrator.

Should a Letter of Concern be issued by one bargaining unit member to another, the
recipient of the document shall be granted a meeting with the author within forty-five
(45) working days of the issuance date, and upon written request to discuss the
recipient’s progress toward correcting the concern. A second written request by the
recipient may be made within ninety (90) working days of the document’s issuance for
the same purpose.

The meetings shall be summarized and attached to the original Letter of Concern, which
shall be maintained in the recipient’s school-based file. It is understood that a Letter of
Concern and the described procedural process for review shall not be the subject of a
grievance, arbitration or appeal.

ARTICLE V
GRIEVANCE PROCEDURE

General — The Superintendent of Schools and his designees are interested in providing
an orderly method for dealing with employee grievances. Any grievance which the
administrator cannot resolve in an informal manner with his/her immediate supervisor
may be submitted through the grievance procedure. A grievance is any allegation by an
administrator that there has been a violation or misapplication of the Agreement in
effect for the employee’s group. Attendance by an administrator at a grievance meeting
held during duty hours shall constitute an authorized absence without loss of pay.

Procedures — It is most desirable for the administrator and his/her immediate supervisor
to resolve alleged grievances through informal communications. In the event that
informal communications fail to resolve the alleged grievance, the administrator may
pursue one or more of the following steps (in sequence):

1. Step 1 — The administrator must submit a written statement regarding the alleged
grievance to his/her immediate supervisor within ten (10) working days following
the date of the occurrence (of the alleged grievance). The administrator’s written
statement must include:

e Name (and signature)



2.

e Job assignment (and location)
e Description of grievance (including section of Agreement allegedly violated)
e Remedy sought

The immediate supervisor shall schedule a meeting with the administrator
within seven (7) working days after receiving the written statement from the
administrator. The immediate supervisor shall respond to the administrator in
writing within ten (10) working days as to his/her disposition of the grievance.
If the supervisor does not satisfy it within ten (10) duty days from the meeting,
the grievance may be processed to Step 2.

Step 2 — Within seven (7) working days of receipt of the supervisor’ response (Step
1), the administrator may appeal the immediate supervisor’s decision to the
Superintendent/designee. The Superintendent/designee shall arrange for a meeting
with the administrator within seven (7) working days after receipt of the grievance.
The Superintend/designee shall provide a written decision to the administrator
within ten (10) working days after completion of the meeting.

Miscellaneous

1

Failure at any step of this procedure to communicate the decision on a grievance
within the specified time limits shall permit the aggrieved party to proceed to the
next step.

The time limits in any step of this procedure may be extended or reduced in any
specific instance by mutual agreement between the aggrieved party and the
Superintendent/designee.

If the grievance affects a group of administrators, involving two or more
administrators, the grievants may submit such grievance in writing to the
Superintendent/designee directly, and the processing of such grievance shall be
commence at Step 2.

Both parties agree that grievance proceeding will be kept confidential at all levels.

Documents, communications, and records initiated during and related to the
processing of a grievance shall be filed in a separate grievance file.

A grievance may be withdrawn at any level without prejudice or record.

No reprisals of any kind shall be taken against the unit member(s) involved in the
grievance procedure.

ARTICLE VI
PERSONAL AND ACADEMIC FREEDOM

The personal life of an administrator shall be the concern of and warrant review and
appropriate action of the Board only:



1. As it may prevent the administrator from performing his/her assigned functions
during school duty hours;

2. As it may be in violation of local, state, national or common law.

Each administrator will be entitled to full rights of citizenship, and no religious or
political activities of any such administrator or the lack thereof will be grounds for any
discipline or discrimination with respect to the professional employment of such person
provided they do not affect his/her performance.

ARTICLE VII
EVALUATION

The Board agrees to consult with the Association prior to any change in the
administrators’ evaluation instrument. Evaluation procedure shall be consistent with
the terms and conditions set forth in COMAR, Title 13A, Subtitle 07, Chapter 04,
Evaluation of Professionally Certificated Personnel and in the Education Reform Act.
The Superintendent and/or his/her designee shall inform administrators and the HCAA
president within thirty (30) days after receipt of any changes in state and /or local
certification policies.

Administrators shall have the right, upon request, to review the contents of their
personnel file, in the presence of a human resources representative, and to receive
copies at Board expense of any documents contained therein which are not available
from the original source or which the administrator had not previously received. An
administrator shall be entitled to have a representative(s) accompany him/her during
such review.

No material derogatory to an administrator’s conduct, service, character, or personality
will be placed in his/her personnel file unless the Administrator has had an opportunity
to review such material by affixing his/her signature to the copy to be filed with the
express understanding that such signature in no way indicates agreement with the
contents thereof. He/she will also have the right to submit a written answer to such
material and his/her answer will be reviewed by the appropriate administrator and
attached to the file copy.

Any written complaints regarding an administrator made to any member of the
administration by any parent, student or other person, which are used in any manner in
the evaluation process shall be promptly investigated, if necessary, and called to his/her
attention if the complaint is investigated.

With the exception of leadership interns, administrators shall be given a copy of any
evaluation report prepared by their evaluators by June 30. No such report will be
submitted to the Office of Human Resources of the Department of Education, placed in
the administrator’s file or otherwise acted upon without a prior conference with the
administrator if requested.



Leadership interns will be evaluated at least annually. Leadership interns shall be given
a copy of any year-end evaluation on or before the end of the school year.

Any derogatory material or information not previously made known to and discussed
with the administrator shall not be deemed valid in the evaluation of said administrator

ARTICLE VI
PROMOTIONS AND TRANSFERS

Promotions — The Board will provide notice on an annual basis of promotion policies
and procedures. All vacancies in positions covered by this Agreement shall be
advertised throughout the school system and shall set forth the application procedures
and the deadline date for submission of the application. All applicants will receive
consideration.

Voluntary Transfers — a voluntary request by an administrator for a change in
assignment.

1 Administrators who desire to transfer to another building may file a written
statement by February 15 of such desire with the Superintendent or his/her
designee, who shall notify the immediate supervisor of such request.

2 If the administrator’s request for transfer is denied, he/she will, upon request,
receive a written explanation of the reasons from the Superintendent or his/her
designee.

3. An applicant for transfer shall assume that he/she will continue in his/her present
position until such time as he/she is notified, in writing, that his/her transfer has
been granted; said notification shall be from the Superintendent or his/her designee.

4. Voluntary transfers for administrators for the ensuing year will not be processed
after August 1, except for extenuating reasons.

5 An administrator must accept the voluntary transfer after July 1 unless the request
is withdrawn, in writing, prior to July 1.

6. If an administrator’s request for a voluntary transfer has been granted, the Board will
be under no obligation to consider a subsequent request for transfer by said
administrator for one (1) year from the effective date of transfer, except under extenuating
circumstances.

Involuntary Transfers- an involuntary change in an administrator’s assignment to a
different school(s) due to student enrollment, program, or redistricting changes, or other
reasons as determined by the Superintendent or his/her designee.

1 Procedures
a Notice of transfer for the following school year shall be given to the

administrators when possible no later than June 1.
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In cases of transfer after July 1, notice of transfer shall be given as soon as
possible but not less than fifteen (15) school days prior to the date of change.

b. An involuntary transfer will be made only after a meeting between the
administrator involved and the appropriate supervisor, at which time the
administrator will be notified in writing, upon request, of the reason or reasons.
In the event that an administrator objects to the transfer at this meeting, upon
his/her request the Superintendent or his/her representative will meet with
him/her.

2. Notice

a The Superintendent/designee will consider the following the determining
involuntary transfers:

1) The number of times an administrator has been involuntarily transferred and
how recently the involuntary transfers were made.

2) Other relevant factors, including among other things, state and/or federal
laws, rules, regulations, or administrative directives.

An administrator temporarily filling a vacancy at a higher grade by written
appointment of the Superintendent for more than 15 consecutive work days shall
be named “acting” and receive prorated compensation and leave for that
position retroactive to the first day of the assignment

b.  With the exception of leadership interns, an administrator who is involuntarily
transferred for other than performance and/or disciplinary reasons to a lower
position on the salary scale shall receive their current salary for a one (1) year
period.

¢ The Superintendent may involuntarily transfer administrators as the needs of
schools require.

ARTICLE IX
ASSIGNMENT AND REASSIGMENT

All administrators will be given electronic access to their salary schedules, building
assignments, sick leave, annual leave, and personal leave accumulated for the
forthcoming year no later than July 30, except in cases of emergency.

Reassignment — a change in assignment during the school year.

1. Notice of reassignment shall be given to the administrator when possible at least
ten (10) days prior to the date of change in August and September and twenty
(20) days prior to the date of change during the remainder of the year.



2. Reassignment will be made only after a meeting between the administrator
involved and the appropriate supervisor, at which time the administrator will be
notified in writing, upon request, of the reason or reasons. In the event that an
administrator objects to the reassignment at this meeting, upon his/her request,
the Superintendent or his/her representative will meet with him/her.

ARTICLE X
PROTECTION OF ADMINISTRATORS

Any administrator threatened with physical abuse or who is physically abused in
connection with his/her employment shall immediately report the incident in writing to
his/her immediate supervisor. Incidents involving verbal abuse shall be reported in a
similar manner. The administrator may request a conference with the Superintendent or
his/her representative to discuss such an incident or the corrective action taken.

The parties agree that they shall give support to the discipline procedures and policies
of the Board and the items related to student discipline in this Agreement. The
administration and administrators recognize a mutual responsibility for the
enforcement of such policies. It is also agreed that such policies will be enforced fairly
and consistently with our favoritism due to race, creed, color or gender.

Whenever an administrator is absent from school as a result of compensable personal
injury occurring in the course of his/her employment, he/she will be paid his/her full
salary for a period to exceed 90 days with no loss of fringe benefits, and no part of such
absence will be charged to his/her annual or accumulated sick leave. The parties
acknowledge that payment of workers’ compensation leave under this section fully
satisfies the Board’s obligation to pay temporary total disability benefits under workers/
compensation law, so no duplication of benefits may occur. If a workers’ compensation
award is made which does cover time lost during the aforementioned 90 day period, the
employee will not be entitled to that award, and shall endorse it over to the Board.

If during the 90 day period the employee was granted leave from the sick bank, and it
is subsequently determined that the employee was absent as a result of a compensable
personal injury, the Board shall restore any used sick bank leave occurring during the
aforementioned 90 day period. An employee shall not be permitted to use time granted
by the HCAA Sick Leave Bank during the period he/she is being paid temporary
disability under the workers’ compensation law.

The Board will reimburse administrators for the cost of medical, surgical, or hospital
services (as covered under workers’ compensation insurance) incurred as theresult of
any injury sustained in the course of his/her employment.

Administrators will carry out their responsibilities related to the safety and welfare of
staff and students during any emergency Administrators may be asked to scan school
system property for suspicious articles. The Board will provide emergency
preparedness training on an annual basis to administrators.



In the case of an assault on an administrator, by a student or a nonstudent, on school
property, causing damage or loss to his/her personal property—such as clothing—the
Board shall make an equitable financial adjustment with the administrator for personal
property losses not otherwise covered by insurance or restitution.

The Board shall provide, at the administrator’s request, legal counsel to defend the
administrator in an action arising out of an assault on an administrator in the course of
the administrator’s professional duties or arising out of any disciplinary action taken by
an administrator in accordance with the disciplinary policy of the county. The
administrator will be protected by the Board liability coverage and will be provided the
legal assistance for his/her defense and will be fully indemnified against any monetary
judgement or fine levied against him/her by a court or administrative body in
accordance with Board insurance provisions and state law.

In any suit or claim brought against an administrator as a result of intervention in any
fight or physical struggle which takes place in any school building, on school grounds,
or at any approved school activity or function where the administrator is acting in
his/her capacity between or among students or any other persons, the Board shall
provide legal counsel for the unit member and shall save him/her harmless from any
award or decree against him/her in accordance with state law.

Administrators shall not be required to discuss student problems with parents on sites
other than school system property without being accompanied by central office
personnel, if requested by the administrator.

When any administrator gives notice to the appropriate school system official that
another individual is engaging in a course of conduct against the administrator, arising
from the administrators’ performance of his/her duties and responsibilities, which the
administrator reasonably believes to be in violation of Article 3-803 (Harassment) or
Article 26-101 (a), (b), or (c) (Disturbance or threats), of the Annotated Code of
Maryland, the school system will take reasonable and appropriate actions designed to protect
the employee and prevent the continuation of the offensive conduct.

ARTICLE XI
LIMIT OF DUTIES

Administrators will carry out such duties that are deemed necessary for the proper
operation and function of the school provided that every effort will be made by the
Board to provide assistance to perform nonprofessional assignments at all school levels.

Assistant Principals and Principals may request an administrative substitute for
approved leave through the Office of School Administration.

Administrators will not be required to perform custodial duties.

Administrators will not be required to deliver books, equipment, or any heavy or bulky
teaching materials to classrooms. Athletics and activities managers will ensure that
equipment for athletics and activities is transported to the appropriate areas.
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Administrators will not be required to drive pupils to activities which take place away
from the school building.

Administrators shall not be required to obtain substitutes unless the office of Temporary
Services has been unable to do so.

ARTICLE XII
REIMBURSEMENT

Administrators who may be required to use their own automobiles in the performance
of their duties shall be reimbursed for all work-related travel in excess of their normal
daily commute to their home/office in accordance with IRS regulations and the HCPSS
Employee Expense Reimbursement Manual. The Board will share the process for
reimbursement with all HCAA members each July.

Administrators will be reimbursed for the use of their cell phone for work —connected
business per the school system procedure for the rate of call. Administrators with BOE-
issued phones will not be eligible for such reimbursement. The Board will share the
process for reimbursement with all HCAA members each September.

Administrators earning graduate or undergraduate college credit or approved staff
development courses taken for credit toward certification or professional development
shall be reimbursed for tuition costs by the Board. With the exception of leadership
interns the rate of reimbursement is up to $300 per credit for graduate credits with no
limit per year as well as a rate of up to $155 per credit for undergraduate credit hours,
if the course is a Maryland State Department of Education certificated area. An
administrator is eligible to be reimbursed for a maximum of 12 credits total during
his/her first five years as an administrator in HCPSS. Beginning with their sixth year
as an administrator in HCPSS, an administrator will be eligible for an additional 12
credits of reimbursement, for a maximum reimbursement of 24 credits. Administrators
may use unused undergraduate and graduate credit hours to renew teaching certificates.

Tuition reimbursement for leadership interns will be consistent with provisions that
cover other 10-month certificated staff.

If the cost of such tuition is less than the specified fiscal year amount per credit, the
Board shall reimburse administrators for the full cost of said tuition. Documentation
must be submitted within sixty (60) days of the end of the course. Reimbursement shall
be made only upon written request by the administrator who shall provide an official
grade report or official transcript indicating a grade of “B” or better along with proof
of cost and proof of payment.

If directed by the Superintendent/designee to obtain additional certification
endorsements, the Board will provide additional reimbursement for tuition at the rate
set forth in paragraph C after the reimbursement provisions of that paragraph have been
exhausted.
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The Board will continue to allocate professional development/learning funds to pay the
expenses of administrators to attend approved professional meetings, join approved
professional education organizations, take professional graduate courses (for those who
have exhausted Reimbursement under Article XI, Section C) and /or participate in
licensed professional coaching. With the exception of leadership interns, the Board will
allocate $600 per administrator per year. The allocation for leadership interns will be
$300 per year. The administrator will also receive salary during this time. These days
shall not be deducted from sick or personal leave.

For FY18 any unused professional development/learning funds, up to a maximum of
$25,000, shall be carried over to the following fiscal year and be available for these
purposes. During FY19 negotiations, the parties shall enter into negotiations regarding the
maximum amount to be carried over during subsequent fiscal years.

Previously accumulated sick leave days will be restored to all administrators who return
to Howard County within two (2) years.

ARTICLE X1
LEAVE

Sick Leave

Administrators shall earn and be credited sick leave at the rate of one (1) work day per
month, the annual total of which shall be available after the first day of duty.
Administrators must request and use sick leave beginning with one (1) full hour
increment and then in increments of one-half (0.5) hour.

The total unused portion of the annual sick leave allowance shall be permitted to
accumulate to an unlimited amount.

All administrators may use their accumulated sick leave as of the first day of the duty
year, even though they have not been able to report for duty on that day, provided the
administrator presents evidence of personal illness.

Administrators shall, at their request, be allowed to use sick leave for absence due to
disability connected with or resulting from pregnancy. Under this provision, such
disability shall be treated as a temporary disability under all Board policies, and the
administrator must return to work as soon as physically able, unless the administrator
resigns or requests a leave of absence.

Leave for disabilities caused by personal illness or contributed to by pregnancy,
miscarriage, childbirth, and recovery there from, shall be treated as a temporary
disability for all job-related purposes. Accumulated sick leave shall be available for use
during such periods of the disability as certified by a physician/caregiver. Appropriate
medical statements to verify need and appropriate leave request forms must be
completed and sent to the Office of Human Resource.
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Annual Leave

Annual leave must be planned to give the best practical continuous coverage of schools
and departments. All twelve-month employees will receive 20 days of annual leave.
Administrators must request and use annual leave beginning with one (1) full hour
increment and then in increments of one-half (0.5) hour.

Unused annual leave may be accumulated up to a maximum of 45 days. Each year,
annual leave in excess of 45 days that is not used or forwarded shall be automatically
transferred to an administrators’ accumulated sick leave.

Administrators should attempt to use all annual leave before the effective date of
employment termination; however, a lump sum settlement shall be made at the current
salary rate of any unused annual leave, but not to exceed a maximum of forty-five (45)
days or the maximum established by Board policy. In the event of an employee’s death,
such amount shall be paid to the employee’s estate or designated beneficiary.

Bereavement Leave

An employee shall be granted five (5) consecutive duty days of absence without the loss
of salary for a death in the immediate family. Immediate family shall include child,
parent, brother, sister, husband, wife, domestic partner, mother-in-law, father-in-law,
son-in-law, daughter-in-law, brother-in-law, sister-in-law, grandparent, grandchild, step-
child, step-parent, step-brother, step-sister, grandparent of spouse/domestic partner,
biological parent of the employee’s child, or of anyone who has lived regularly in the
household of the employee for at least two (2) years within the last five (5) years.

Upon the death of an uncle, aunt, niece or nephew the employee will be granted two (2)
consecutive duty days of absence at any one time without the loss of salary.

One day of the allowable bereavement leave may be used within 90 work days of the

relative’s death to attend a memorial service. The 90 day time limit may be waived by
the Office of Human Resources on a case-by-case basis.

Leave Without Pay, Personal Illness, or Family llIness

On the Superintendent’s recommendation, the Board of Education may grant a leave of
absence without pay to an administrator when that administrator or a member of his/her
immediate family (son, daughter, husband, wife, validated same-sex domestic partner,
mother, and father) is ill. The leave shall be for a definite period such as a semester or
school year, and shall not exceed one (1) year. Appropriate medical statements and
leave request forms must be completed and sent to the Office of Human Resources to
verify need.
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Leave for lllness in the Immediate Family

A leave of absence for up to one year may be granted to an administrator to care for
sick member of his/her immediate family (son, daughter, husband, wife, validated
same-sex domestic partner, mother, and father). Administrators may use up to  forty
(40) sick days and any accrued personal or annual leave if appropriate. Appropriate
medical statements to verify need and appropriate leave request forms must be
completed and sent to the Office of Human Resources to verify the need.

Personal leave

Four (4) days of leave per year, with no loss of pay, shall be available to each
administrator for personal use. Unused personal leave days may be accumulated up to
five (5) days, with only four (4) days to be used consecutively. Any days in excess of
five (5) shall be transferred to annual sick leave.

An administrator must request and use personal leave beginning with one (1) full hour
increment and then in increments of one-half (0.5) hour. The administrator shall not be
required to give the reason for taking personal leave but, except in cases of emergency,
must notify the appropriate supervisor of his/her intention 24 hours in advance.

Personal lave may not be used solely to extend holidays and/or vacation periods.
Personal leave may be granted by the Superintendent/designee during these periods
provided that the request is made in writing at least ten (10) school days in advance.

Misuse of leave shall result in deduction of full pay.

Legal Proceedings

An administrator shall be granted leave with no loss of pay for appearances in any legal
proceedings connected with his/her employment with the school system and for court
subpoena when the administrator is called as a witness, provided such appearances are
not related to:

1. anysuit or litigation brought by the employee against the Board or its employees
or

any criminal charges brought against the employee or
3. any non-work related civil or administrative proceedings wherein the employee
or a member of the employee’s immediate family is a party to the proceedings.

no

An administrator called for jury duty shall notify his/her supervisor of his/her plans for
such service as early as possible and shall receive full pay and fringe benefits in addition
to remuneration for jury duty.

Military Service

Requests for leave for military service should be submitted to the Office of Human
Resources and will be approved in compliance with The Uniformed Services
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Employment and Reemployment Rights Act of 1994 (“USERRA”).

Eligible employees will also receive up to 15 days of paid leave per year for military
training.

Study Leave

An administrator may be granted a leave of absence without pay for up to one (1) year
for study. Additional leave may be granted at the discretion of the Board.

Adoption Leave

Administrators may request a leave to adopt a child. Adoption leave will commence
prior to the adoption to fulfill the requirements of the adoption, at the birth of the child,
or upon receiving custody of the child. Except in cases of emergency, such notice shall
be given at least thirty (30) days prior to the day on which the leave is to begin.

An administrator granted adoption leave may elect to use any accrued annual leave
and/or personal leave before entering leave without pay status. Any additional leave
must be granted by the Superintendent/designee. Appropriate medical
statements/adoption documents to verify need and appropriate leave request forms must
be completed and sent to the Office of Human Resources.

Child Rearing Leave

Administrators, at their request, shall normally be granted a leave of absence for child
rearing, without pay, for such a period of time as the administrator requests, but not to
exceed (3) years. Any such request in excess of twelve (12) weeks must be planned to
conclude at the end of a school year. Applications for such leave shall be made as soon
as possible, but normally at least thirty (30) days prior to the effective date.

Political Leave

The Board may grant a leave of absence without pay to any administrator to campaign
for public office or to campaign for a candidate for public office. Leave will be granted
for a minimum of one (1) semester.

Other Leave

Other leaves may be granted at the discretion of the Board of Education.

The following are generally applicable to all extended leaves unless elsewhere excluded
in this agreement:

1. Upon return from leave granted, an administrator shall be restored to his/her
former position or to a position of like nature and status and will be considered
as if he/she were actively employed by the Board during the leave and will be
placed on the salary schedule at the level he/she would have achieved if he/she
had not been absent.
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2. Other benefits to which an administrator was entitled at the time his/her leave of
absence commenced, including unused accumulated sick leave, will be restored
to him/her upon his /her return; and he/she will be assigned to the same position
which he/she held at the time said leave commenced, if available, or to the first
available position for which he/she is certificated.

3. All requests for extended leaves of absence, extensions, or renewals of such
leaves will be made in writing, and the Superintendent/designee will make a
written response to all such requests.

4. Leaves taken under L and M of this section shall be planned to commence and
terminate at the beginning of the fall semester. Said leaves shall be requested no
later than July 15.

5. Nothing contained herein shall prevent an administrator on leave without pay
from being a substitute in the Howard County School System while on such
leave.

6. Administrators whose leave expires must notify the Office of Human Resources
by March 1st, in writing, regarding their intention to return from the expired
leave. Failure to do so will be construed as a lack of interest in employment.

7. No more than three consecutive years of long term leave pursuant to Section K
of this Article, or leave pursuant to Section K in combination with Sections E, I,
Jand /or L will be permitted. At least one full academic year must be worked.

ARTICLE XIV
WORKING HOURS, WORK LOAD, AND WORKING
CONDITIONS

Administrators shall have appropriate routine starting and dismissal times. Principals
will work with athletics and activities managers to determine daily starting and
dismissal times appropriate for providing supervision for school events beyond the
school day. If mutual agreement cannot be reached, the principal will determine
appropriate starting and dismissal times.

In regard to delayed openings and/or early dismissal days, the workday of
administrators will begin and end in accordance with any applicable policies and/or
administrative directive of the Board and/or Superintendent/designee.

In the event schools are closed due to inclement weather when central office is open,
unit members may choose one of the following options:

1. Report to work in accordance with announced administrative directives;

2. Use personal or annual leave without prior approval,
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3. Request permission from supervisor to telework if appropriate resources and
technology to complete sufficient and appropriate work at an alternative site are
available.

4. Use other appropriate leave not related to the weather emergency in accordance
with provisions in this Agreement.

All school-based principals, and assistant principals, and Athletics & Activities
Managers will work twelve months. Al twelve-month administrators will work every
day the central office is open; except, those assigned to schools will have winter and
spring breaks the same as ten-month employees.

Leadership interns will work the ten-month teacher work year (195 days) plus an
additional five (5) days during the summer. The Office of School Administration shall
determine the scheduling of the five days after consultation with the leadership intern
and the principal. Leadership interns shall be compensated for the five (5) at their
current of per diem rate pay.

Administrators shall have a 30-minute, duty-free lunch period. Administrators shall not
be required to stay in their building during the duty-free lunch period. Administrators
should notify the school office before leaving and upon returning. In an emergency, it is
understood that a principal may limit the number of administrators who may leave at any one
time.

Both the Board and the Association recognize the important contribution of PTA and
PTSA organizations to the school system and encourage participation by administrators
in their activities.

Unless provided free publicly, all medical examinations and tests required for
employment in the Howard County School System shall be paid by the Board.

The Board will make every effort to ensure that well-maintained and appropriate offices
and office areas are provided.
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ARTICLE XV
SALARY SCALES

School-Based & Central Office Administrators
TEMPORARY Salary Scales Fiscal Year 2019

Step Salary Salary Salary Salary Salary
1 77,831 85,120 93,540 97,311 105,490
2 79,437 86,832 95,110 98,880 107,060
3 82,939 90,565 98,532 102,301 110,482
4 86,732 94,606 102,237 106,005 114,187
5 91,023 98,646 105,941 109,709 117,890
6 94,814 102,687 109,644 113,414 121,595
7 98,106 106,728 113,349 117,118 125,299
8 101,898 110,770 117,054 120,821 129,003
9 105,689 114,810 120,757 124,526 132,707
10 109,481 118,851 124,462 128,231 136,411
11 113,272 122,892 128,166 131,935 140,116
12 117,063 125,933 131,870 135,639 143,820
13 120,855 129,975 135,574 139,344 147,524
14 124,647 135,015 139,278 143,047 151,229
15 127,907 138,400 142,495 146,263 154,445
16 130,636 141,129 145,224 148,992 157,174
17 133,365 143,858 147,953 151,721 159,903

Over 17 134,730 145,223 149,317 153,086 161,267
Asst. Principal
Elementary
School Asst. Principal Principal
AAM Middle School High School Elementary Principal
High Cedar Lane Homewood Middle School | High School
School Central Office | | Central Office Il Cedar Lane Homewood

With the exception of leadership interns, administrators holding an earned doctorate degree shall receive an
additional salary of $3,000.
Administrators hired on or after April 1 shall not be eligible for any increment negotiated for the subsequent
fiscal year.
Administrators successfully completing the National Board for Professional Teaching Standards (NBPTS)
Nation Board Certification for Principals shall receive a supplement of $2,000 each year provided that:

i Their National Board Certification for Principals remains in good standing.

ii. They are assigned to a school-based principal or assistant principal position.
All administrators, except leadership interns, shall become eligible to receive a $1,000 stipend upon
completion of ten (10) consecutive years of service in the same position within this bargaining unit provided
the administrator is evaluated as satisfactory or higher during each of those years in that position. Those
administrators who continue in the same position within the bargaining unit shall become eligible to receive a
$1,000 longevity stipend every five (5) years thereafter provided the administrator is evaluated as satisfactory
or higher during each of those years in that position.
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Temporary Leadership Intern Salary Scale
Fiscal Year 2019

Step/Grade | Masters Degree | Masters Degree +30 | Doctorate Degree
4 54,204 55,911 57,618
5 55,271 56,978 58,685
6 57,405 59,112 60,819
7 59,539 61,246 62,953
8 61,673 63,380 65,087
9 63,807 65,514 67,221
10 65,941 67,648 69,355
11 68,075 69,782 71,489
12 70,209 71,916 73,623
13 72,343 74,050 75,757
14 74,477 76,184 77,891
15 76,611 78,318 80,025
16 78,745 80,452 82,159
17 80,879 82,586 84,293
18 83,013 84,720 86,427
19 85,147 86,854 88,561
20 87,281 88,988 90,695
21 89,415 91,122 92,829
22 91,549 93,256 94,963
23 93,683 95,390 97,097
24 95,817 97,524 99,231
25 98,058 99,765 101,472

Over 25 99,231 100,938 102,645

A. Leadership interns will receive an additional salary of $3,000.
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ARTICLE XVI
DEDUCTIONS IN
SALARY

Payroll deductions will be available at the request of the individual administrator for:
1. Credit Union
2. Educators’ Financial Group
3. Hospitalization, Health, Major Medical
4. MD State Retirement and Pension System

5. Tax sheltered annuities as established by the Board of Education based on
criteria developed by the Board of Education.

6. United Teachers Association Insurance
7. United Way (Including Bright Minds Foundation)
8. Voluntary Benefits

9. Howard County Administrators’ Association dues. HCAA will certify to the
Board in writing the current rate of membership dues. The Association will give
the board thirty (30) days written notice prior to the effective date of any change
in the rate of dues.

The Board agrees to deduct charitable contributions from administrators’ salaries only
when the administrator has duly authorized such deduction and has voluntarily
determined the amount of such a contribution. No individual quotas will be
established. Administrators shall not be pressured to give to charities.

ARTICLE XVII
SICK LEAVE
BANK

Administrators on active duty in Howard County are eligible to contribute to a sick
leave bank. Contributors will be permitted to apply for leave from the bank to cover
regularly scheduled duty days for periods of personal illness, injury, or quarantine
which are not only prolonged but are also catastrophic and incapacitating and which
are not likely to permanently disable the administrator.

The contribution on the appropriate form will be authorized by the administrator and
continued from year to year until canceled in writing by the administrator.

Cancellation, on the proper form, may be elected at any time, and the administrator
shall not be eligible to use the bank as of the effective cancellation date. Sick leave
properly authorized for contribution to the bank will not be returned if the
administrator effects cancellation.
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Annual rates of contribution shall be a maximum of three (3) days per year as
determined by the Association and certified to the Superintendent prior to July 1 of
each year.

Administrators must use all accumulated sick leave and personal leave before
receiving leave from the bank. Administrators requesting more the five (5) consecutive
days from the sick leave bank must have applied for and been granted a leave of
absence by the Office of Human Resources before receiving leave from the bank.
Application for use of the bank shall be made on the required form and submitted to
the approval committee.

A four-member approval committee, comprised of three members appointed by the
President of the Association, and one Superintendent appointed representative, shall
have the responsibility of receiving requests, verifying the validity of request,
recommending approval or denial of the requests, and communicating its decision to
the member and the Superintendent/designee. The Committee shall develop its rules
of procedure, and submit them to the Superintendent for approval. Approved
procedures shall be distributed and posted on the HCPSS website to all enrolled
employees annually, not later than October 1.

If an application is denied, the Committee’s decision may be appealed to the balanced
joint committee of HCAA and HCPSS by submitting a letter to the HCAA President
within fifteen (15) calendar days after notification. The decision by the joint committee
shall be final and binding.

The Payroll Department shall verify that sick and personal leave is exhausted. Upon
notification of approval by the Committee, Payroll shall credit the affected employee
with the number of days granted.

Bank grants will not be automatically carried over from one fiscal year to another. All
bank grants will end as of June 30 or the last duty day of the school year. If further
sick bank grants are desired, a new request must be submitted and approved in
accordance with this Article.

If an administrator does not use all of the days granted from the bank, the unused sick
leave bank days will be returned to the bank.

The Association shall provide the Superintendent with an annual Sick Bank Report by
August 31 of each year detailing the beginning balance of the sick bank, additions to
the sick bank, deductions from the sick bank, and ending balance of the sick bank as
of June 30 of each year.

Upon Board or Superintendent request, the Association will provide access to its sick
bank records to the Board or Superintendent/Designee.
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C.

ARTICLE XVIII
INSURANCE PROTECTION

Life Insurance

The Board shall pay the full cost for group term life insurance protection equal to a
administrator’s base salary (to the nearest thousand), with a minimum of ten thousand
dollars ($10,000) to be paid to the administrator’s designated beneficiary upon death
and, in the event of accidental death, a sum not less than two (2) times that amount.

Medical, Dental and Vision Insurance

For administrators with a start date on or before June 30, 2011, the Board shall pay
eighty-seven percent (87%) of the premium cost of a group medical plan for each
employee and covered eligible dependents(s), including same sex domestic partners.

For administrators with a start date on or after July 1, 2011, the Board shall pay eighty-
five percent (85%) of the premium cost of a group medical plan for each employee and
eligible dependent(s), including same-sex domestic partners.

The selection and removal of health, dental, and/or vision carriers and their respective
plans is at the Board’s discretion.

The Board will establish a committee, to include representation from all bargaining
units, to provide input on the HCPSS health benefits program. See Appendix A
Benefits Advisory Committee.

Medical, Dental, and Vision Program

1. Administrator Election of Benefits

a. Each year during open enrollment as established by the Board, each
administrator will be required to make an election regarding participating in
benefits.

b. This election will be irrevocable for the Plan Year.

2. Administrator Selection of Optional Benefits

a. If an administrator elects to participate or becomes eligible to participate in
benefits, he/she must select among the optional benefits offered. These
benefits include:

(1) Medical Plan(s)
(2) Dental Plan(s)

(3) Vision Care Plan(s)
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(4) Flexible Spending Accounts, including:
a. Dependent Care Account
b. Health Care Spending Account

(5) Benefit Dollars (pro-rated for part-time employees).

Information on health, dental, and/or vision plans will be made available to eligible
administrators during the Open Enrollment Period.

b. The selection of optional benefits is an irrevocable election for the entire
Plan Year except the election may be revoked and a new selection of
benefits made if the administrator has a change in family status (e.g.,
marriage, divorce, death of spouse or same-sex domestic partner, or child,
birth or adoption of child, or termination of employment of spouse or same
sex domestic partner).

c. [Each open enrollment period as established by the Board, administrators
electing or eligible to participate will be given the opportunity to change the
benefits they have selected. Each year administrators will be informed of
any changes in benefits. This will give each employee the chance to review
and compare various benefit alternatives in order to make the proper
selection during the open enrollment period.

d. Each Medical Plan alternative will have a specified number of “benefit
credits” associated with its selection. These benefit credits may be used to
purchase any of the optional insured benefits (Vision and Dental Plans or
administrator contributions for medical coverage) or contribute to the
Dependent Care Account or Health Care Spending Account.

e. Each insured benefit option (Medical, Vision, and Dental Plans) will have
a “price tag” or cost to an administrator if that particular benefit is selected.
Benefit credits may be used to purchase or pay the price of each insured’s
benefit selected. Amounts contributed to the Dependent Care Account or
Health Care Spending Account are optional with employees choosing to
contribute any amount within the plan limits. Administrators may, however,
purchase benefits whose total price tags exceed their benefit credits. In this
case, the administrator must make up the difference through administrator
contributions. All contributions to benefits will be on a pretax basis. This
means that federal and state income taxes will not be withheld on
administrator contributions nor will these contributions be included in an
administrator’s gross wages as reported on a W-2 form. FICA tax will not be
withheld. Administrator contributions will be included in the annual salary
for retirement and life insurance purposes.

f. Participants in the Dependent Care Account must meet tax law requirements

in order to participate in this plan. Contributions may only be used to
reimburse an administrator for expenses actually incurred during the Plan
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Year for which they were contributed. Any amounts remaining in the
Dependent Assistance Account at the end of the Plan Year will be forfeited.

The Health Care Spending Account will operate similar to the Dependent
Care Account. The most important facts are that amounts contributed may
only be used to reimburse expenses incurred during the Plan Year for which
they were contributed, and amounts remaining at the end of the Plan Year
will be forfeited.

. Administrators may elect to receive their unused benefit dollars in cash
which will be added to their regular pay check. If the administrator elects
this option, the payments will be prorated on a per-pay basis. This amount
is taxable.

Total administrator contributions to the Dependent Care Account and/or
Health Care Spending Account will all be prorated on a per-pay basis.

Administrators hired during the Plan Year will make their selection in
advance of becoming eligible for benefits. This election will be in effect for
the remainder of the Plan Year (except for a qualified life status change
creating a special enrollment period for individuals who did not enroll in a
group health plan when they were first eligible due to the existence of
alternative coverage).

Employees with at least 15 years of cumulative service with HCPSS, are
retiring with the Maryland State Retirement Pension System, and are
enrolled in one of the school system’s medical, prescription, dental,
and/or vision plans for at least one full year immediately prior to
retirement date, are eligible for a Board contribution towards the cost of
retiree coverage in accordance with the HCPSS Benefits Enrollment
Guide for Retirees.
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ARTICLE XIX
FINAL
AGREEMENT

Unless otherwise provided herein, the provisions of this Agreement shall be effective as of July
1, 2018 and shall continue in full force and effect through June 30, 2020 with reopeners on
Articles XV and ONE (1) language item in 2019-20.

The Board and the Association agree that with the exceptions of the Articles stated above, all
negotiable items have been discussed during negotiations leading to this agreement. During the
term of this agreement, neither party will be required to negotiate with respect to any matter,
with the exception of the Articles stated above whether or not covered by this agreement, and
whether or not within the knowledge or contemplation of either or both parties at the time they
negotiated or executed this agreement.

On or before January 6, the Association and the Board will reopen negotiations for the 2019-
2020 school year unless a later date is mutually acceptable to both parties.

In witness whereof, the parties hereunto set their hands and seals this 21st day of June, 2018.

HOWARD COUNTY BOARD/OF EDUE,

7 e
(Ch/ﬁ'f)’e SOI’]) P

(Superintendent)

HOWARD COUNTY ADMINISTRATORS ASSOCIATION By:

(P 55)/6 7
t 7
residen )f?’/,!/ ” Z A/A
Yy, /1

(First Vice-President)
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APPENDIX A
BENEFITS ADVISORY COMMITTEE

The Board agrees to establish a Benefits Advisory Committee to provide recommendations into
maintaining quality and affordable benefits. It is understood that the recommendations of the
committee do not constitute negotiations and are only advisory

The focus of the committee shall be to:

Make recommendations on cost containment strategies;

Study, discuss and recommend possible plan design changes and rate setting;

Develop strategies to educate employees regarding benefit plans;

Make recommendations on the insurance fund balance/reserve;

Make recommendations on the HCPSS budget mark for funding employee benefits;

Evaluate insurance vendor bids;

Participate in benefit bid process;

Review monthly reports of claims data s compared to the projection of costs to be aware of the
trends.

IOMMmMOOw>

The Benefits Advisory Committee will be provided with full access, within HIPAA guidelines, to plan
utilization and vendor performance, outcome and cost data, including vendor contracts, to facilitate
their work towards increasing market transparency and reducing costs.

The Benefits Advisory Committee will meet at least six (6) times per year. The committee will report
to the Chief Business and Technology Officer on its work as needed. A copy of their report(s) will be
forwarded to the Association/Union president for possible use in negotiations.

The composition of the committee will include up to three (3) representatives appointed by and
representing the Board, one (1) representative from each bargaining unit within the Association/Union
(e.g., HCEA-Certificated and HCEA-ESP) appointed by the President who is a current employee or
the president may appointment himself/herself, one (1) representative from each of the other employee
groups appointed by their president or the president may appoint himself/herself, and one (1) person
representing the retired employees’ association.

The Association/Union representative appointed to the committee shall be released from his/her duties,
if necessary, for meetings of the committee without loss of salary whenever such meetings are held
during the duty day.

Once appointed, the Committee will elect a chairperson and vice chairperson from the employee/retiree
representatives group. The committee shall develop operational procedures to assist them in their
work, which may include subject matter experts, to support the focus of the committee as indicated
above.
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