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ANCHORAGE SCHOOL DISTRICT
TOTEM ASSOCIATION
2024-2027

EMPLOYEE INFORMATION

Membership Repotting to Association

The District shall furnish to the Association a twice-monthly report listing the names,
location, home address, telephone number, job title, hire date, months per year, and hours
per week of all employees covered under this Agreement.

New Bargaining Unit Members — Onboarding

The District will allow an Association representative to offer an otientation during normal
business hours to new bargaining unit members, of a duration not in excess of thirty (30)
minutes. This orientation will occur as part of the District’s regular new employee
odentation and onboarding and is to be coordinated with the District’s Talent
Management tepresentative.

Employee Access to Personnel File and Building Unit File

An employee shall have the right, upon request of an appointment, to review any or all
materials originating subsequent to employment with the District and placed in the
employee's official personnel file and/or building unit file. The review of the personnel
file must occur in the presence of a Human Resource representative. The review of the
building unit file must occur in the presence of the principal/supetvisor. At the employee's
request, 2 TOTEM representative may accompany the employee. The District shall
maintain only- one (1) official petsonnel file for each employee. Upon an employee's
written request to the Labor Relations Department, letters of warning and reprimand will
be removed from the official personnel file after three and one half (3.5) years, provided
that no similar subsequent entries have been made into that file, except in cases of setious
misconduct, e.g., sexual impropriety, violence, insubordination, etc. This oppottunity shall
not be given in cases of suspension, termination, or disciplinary demotion.

The District shall provide an employee with a copy of any materials placed in the official
personnel file and/or building unit file, at the time of placement, which relate to work
performance. An employee shall have the right to respond in writing to any material placed
in such file; the response shall become part of the file. Anonymous derogatory materials
shall not be placed in the official personnel file and/or building unit file.

Unless otherwise mandated by law or court authority, the District shall not release

information on past or present employees without the employee's written release, except
the employee's hire and termination dates, and job title(s).
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104.4 Information Requests

All formal requests from the Association for information pertaining to the District's
compliance with this Agreement, or which may be necessary to investigate grievances or
prepare for atbitration, shall be in writing to the Chief Human Resources Officer or
designee with a copy to the approptiate supetvisot, principal or department manager. The
District shall respond in wntmg to such mfol:mauon requests as soon as reasonably
possible, ; butin-no-eventlater-thas :

W—feeelved—hy—the—l}lsmet If ﬂm&y—eemplmﬂee a respot_:_s_e by the Dlstnct Wlthln

fourteen (14) calendar days is not possible, before the fourteen (14) days has lapsed
the District shall explain in writing why, and indicate a date certain when compliance will
be completed.
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ANCHORAGE SCHOOL DISTRICT
TOTEM ASSOCIATION
2024-2027

108 ASSOCIATION LEAVE BANK

There is hereby created an Association Leave Bank administered by the District, with 2 semi-
annual report of the balance and withdrawals provided to the Association. Employees accruing
leave shall contribute annually three (3) houts to the Bank through payroll deduction during the
first thirty (30) calendar days of employment and/or when the amount of Association leave time
in the Bank is less than 750 hours.

Withdrawal requests from the Bank, except for 110 hours per week deducted by the District for
funding of the TOTEM Labor Liaison position, will be for the purposes of Agreement
negotiations, Executive meetings, Association sponsored training, and other Association-related
purposes. Requests for withdrawals from the Bank shall be made by the Association President in
accordance with Disttict procedures with a copy of the request sent to the Association. Such
requests shall be approved and shall not be unteasonably denied. Leave transferred to the Bank is
final and not recoverable for re-credit to an employee’s annual leave. Bank accumulation is not
transferable to any other bargaining unit.

108.1 Association President
The Association President shall be appointed to the position of TOTEM Labor Liaison
with the District. The position is on a full-time, benefit beating basis, forty hours per week,
twelve months per year. The President shall be paid by the District in accordance with
Sections 502 and 507 of the Agreement at the approptiate range and at the highest step
on the salary schedule during the time the President setves in this capacity.

At the conclusion of the term of office, or upon voluntary severance as President, the
employee shall be reassigned to a position equivalent to the position held pror to
becoming the TOTEM Labor Liaison and will be placed on the salary schedule at the
range for the position in accordance with Article 501. Step placement will be at the
employee’s previous step and with step movement being granted for the year(s) of setvice
as TOTEM Labor Liaison, in years the contract grants step movement, and in accordance
with Article 503. The employee may apply and be considered for other vacancies during
the term of office.

The Association agrees to defend and hold the District harmless from any suit or claim of

any sort that might be asserted against the District atising out of the actions of the
President during the term of this Agreement.
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ANCHORAGE SCHOOL DISTRICT
TOTEM ASSOCIATION
2024-2027

302 HOLIDAYS OBSERVED

The following days are designated as holidays off with pay provided they fall within the employee’s
scheduled work year*, and in accordance with Section 301:

New Year’s Day
Martin Luther King, Jr. Day
February Holiday**
Memotial Day
Juneteenth
Independence Day
Labor Day
Thanksgiving Day
Thanksgiving Friday
Christmas Eve
Christmas Day
New Year’s Eve

** School based employees who are supporting summer school programming ate not

eligible for holidays that occur during the summer school assi ent since summer
school is extra wotk outside of employees’ scheduled work years.

** As scheduled on the school calendar, to be celebrated on a Monday or a Friday.
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ANCHORAGE SCHOOL DISTRICT
TOTEM ASSOCIATION
2024-2027

WAGE SCHEDULE

Effective July 1, 2024 2021, through June 30, 2027 2024

£¥-2023-24

RANGE

A B c D E F G [ H | J K L M N 9]

[ 8

15.08 15.61| 16.02| 16.37| 16.74| 17.64| 18.14| 18.56| 19.05| 19.49| 20.52| 20.97| 21.48| 21.92| 22.36

22.86

9

15.61| 16.13| 16.49| 16.86| 17.21| 18.14| 18.61| 19.05| 19.55| 19.97| 21.04| 21.48| 21.98| 22.42| 22.88

23.36

[ 10

16.13| 16.65| 16.98| 17.33| 17.69| 18.61| 19.11| 19.55| 20.02| 20.46| 21.53| 21.98| 22.50| 22.93| 23.37

23.87

[ 11

16.54| 17.11] 17.46| 17.82] 18.17] 19.11| 19.60| 20.02| 20.53| 20.96| 22.05| 22.50| 23.00| 23.44| 23.88

2438

12

16.91| 17.53| 17.92| 18.28| 18.66| 19.60| 20.11| 20.53| 21.01| 21.45| 22.55| 23.00| 23.51| 23.94| 24.39

2480

|13

| 17.43| 18.00] 18.29| 18.74| 19.11] 20.07| 20.57| 20.99| 21.48| 21.91| 23.02| 23.46| 23.96| 24.40| 24.85

25.35

502.1

503

503.1
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Pay Differential

A pay differential of $2.00/hr. will be paid to employees in the job title of Pataprofessional
Educator, Special Education, Behavior Support. The pay differential may only be applied
to regular hours up to a maximum of eight (8) hours per day, is not reflected in the
employee’s regular wage rate, nor can it be used in calculating overtime wages.

A pay differential of $1.00/ht. will be paid to employees in the job title of Special Ed
Special Programs ECE, Special Ed Special Programs ECE Title I, Special Ed Special
Programs Secondary, or Special Ed Special Programs Secondary Title I. The pay
differential may only be applied to regular hours up to a maximum of eight (8) hours pet
day, is not reflected in the employee’s regular wage rate, nor can it be used calculating
overtime wages.

COMPENSATION SCHEDULE

Step Movement
Step movement shall occur on July 1, 2021, July 1, 2022, and July 1, 2023, and
compensation for wages will be in accordance with Section 502, Wage Schedule.

On July 1, 2022, employees that were on step “P” on ]uly 1, 2021, shall receive a 1%
increase to their base wage.

On July 1, 2023, employees that were on step “P” on July 1, 2022, shall receive a 1%
increase to their base wage.
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ANCHORAGE SCHOOL DISTRICT
TOTEM ASSOCIATION
2024-2027

507 EMPLOYEE RECOGNITION

507.1 Professional Certificates

Employees seeking recognition for certificates must work through the Assodiation office
and meet all requirements of the national organization before qualifying for the percentage
salary increase. Once certification is received from the national organization, it should be
submitted to the Human Resources Department for processing in ordet to receive the
appropriate percentage salary increase. Recognition shall be given an employee for
certificates based on the following schedule of incteases to the eligible employee's current
wage. Oaly the highest percentage earned will be applied, and in no case shall percentages
be combined (pyramiding shall not be allowed).

Professionsl-Cesti&
A. Professional Standards Program (PSP) Certificate Increase
e Basic 2%
® Associate Professional 2%
® Associates Degree 3%
® Advanced] 4%
e Advanced II 4%
e Advanced III 6%
e Bachelor's Degree 6%
© Master's Degtee 7%
® Doctorate Degree 7%
B. Other
® Certified Administrative Professional (CAP) Certificate 6%
® Certified Administrative Professional Specialty 6%

C. Recertification Requirements
It is the employee’s tresponsibility to maintain a current certificate. Failure
to recertify will result in the loss of the percentage increase effective sixty
(60) days following the certificate expiration date.

If confirmation of the recertification is submitted after the 60-day period
and the percentage increase is lost, reinstatement will be effective the first
pay period of the following month after submission of the required
documentation.
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507.3 Special Recognition

507.3.1 Bilingual/Bi-literate/ASL (when required) 4%
When any employee other than ELL Tutor is requited to have bilingual and bi-
literate competence in English and one (1) other language, the employee will
receive a 4% increase to base pay if the employee’s regular duties remain
essentially unchanged. These increases are independent of the recognition
provided for under 507.1 and 507.2.

507.4 Compensation for Temporary Nursing Duties

Administrative Assistants at elementary schools and Alternative school programs
which do not have a school nurse available for the equivalent of one (1) or more
school days per week will receive a $600 yeatly bonus to be paid on-the first
paycheck in November, if they are designated to assist with nursing related duties.
If another TOTEM employee is solely designated to assist with nursing-related
duties, that employee shall receive the $600 yeatly bonus. If more than one (1)
employee is designated to assist with nursing-related duties, the yearly bonus shall
be distributed among those designated employees as agreed between the
employees and the school principal.

The Association and the District will meet each September to determine which
schools will not have a school nutse available for the equivalent of one (1) or more
school day(s) pet week.

All affected employees will be provided with adequate training in the proper
procedures for storing and dispensing medication with periodic updates by the
nurse or other licensed medical practitioners. A first aid certificate shall be required
before an Association employee performs any nursing duties.

TA’d
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In the event that any legal action, for damages or otherwise, is instituted against an
employee on account of the employee’s participation in the storage and/or
dispensation of either prescription or non-prescription medicine as part of the
employee’s assignment, the District shall hold harmless and indemnify such
employee for any liability arising from such participation.
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ANCHORAGE SCHOOL DISTRICT
TOTEM ASSOCIATION
2024-2027

TEMPORARY HIRES / SUPPLEMENTAL WORK

Temporary Hires Working 15 or More Hours Per Week

Temporary hires are utilized by the District to augment the regular workforce on a short-
term basis to meet specific program or project needs. Temporary hites may be utilized for
short-term projects, and for a maximum of ninety (90) workdays in a location during a
fiscal year, whether or not the days are consecutive, except where the temporary work
relates to coverage for a TOTEM employee who is on approved leave in which the work
period may extend for the duration of the leave.

Any temporary hire whose employment in a location within the District is extended
beyond ninety (90) workdays shall automatically become a regular employee unless the
District and the Association have agreed to a short-term extension in order to complete a
specific project. Effective the 91st wotkday of employment within a location, they shall
receive all rights and benefits provided to regular full-time and part-time employees and
shall be subject to all employee obligations set forth in this Agreement. If the temporary
employee, without 2 break in service, becomes a regular employee, seniotity shall be
counted from date of the temporary hire. Temporary hires shall not be utilized to perform
regular batgaining unit work when a bargaining unit member is qualified and available to
do the work.

*  There will be no Special Activity Agreements for bargaining unit work.

*  When extra funds are available to hire additional staff on a temporary basis (often
during the second half of the school year) for less than ninety (90) wotkdays, any
position which does regular TOTEM level work (a Special Education
Paraprofessional Educator or School Secretary, for example) must be paid at the entry
level TOTEM rate for the temporary position.

*  Based upon qualifications, skills and/or experience a tempotary hite may be placed
at a higher wage rate, determined by the District and the Association through a Letter
of Agreement (LOA).

®  Substitute dispatch services shall only be used when a substitute for a regular TOTEM
employee is required. Substitute dispatch services shall not be used to keep an
employee in a long-term temporary TOTEM position.

*  The District shall provide opportunities to allow regular TOTEM employees to
perform temporary work when applicable; for example, if temporary work is needed
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in the afternoon at a time when a TOTEM employee could extend his or her day to
do the same category of work, the TOTEM employee will be given the opportunity
to extend the work day.

*  Association employees filling temporary non-bargaining unit positions shall be paid
at the temporary/extra help rate.

602.2 Special Assignment Instructional

602.3

602.4

TA’d

Compensation for special assignments shall be determined by the District and the
Association through a Letter of Agreement (LOA).

Special Assignments/Special Education Paraprofessional Educators

If a supervisor or principal, after receiving approval from the Special Education
Department, requires that a Special Education Paraprofessional Educator be present
during an overnight activity, weekend trip, or TOTEM vacation period, the first
opporttunity for the assignment will be provided to the Special Education Paraprofessional
Educator who normally works with the child or group of children involved in the activity.
If that Special Education Paraprofessional Educator is not available, the principal or
supervisor will find a Special Education Pataprofessional Educator first from the same -
school and second, from other schools in the District. The Special Education
Paraprofessional Educator will be compensated in accordance with Article 602.3.1.

602.3.1 Compensation
Special Education Paraprofessional Educators required for overnight
assignments will receive their regular rate of pay for the hours they are regularly
scheduled to work. Overtime will be paid in accordance with Article 603. When
the Special Education Paraprofessional Educator is required to remain overnight
additional compensation of $125 per night will be paid.

Summer School Work Opportunities

Summer school positions will be posted on the District’s website. If a TOTEM employee
is offered and accepts a summer school position, the following conditions shall apply. The
TOTEM employee:

* shall be paid at the range and step of their regular school year position. TOTEM
employees will receive step movement in accordance with the collective bargaining
agreement in effect at the time;

e shall receive PERS retirement contributions and accrue leave at normal rates while
working for summer school;

*  shall receive their paychecks for summer school according to the regular bi-weekly

schedule;
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* working summer school and in the process of being assigned to a new regular
school year position will receive the hourly amount for their prior school year
position until the effective date of the new position begins;

* will not be able to use leave during summer school.
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ANCHORAGE SCHOOL DISTRICT
TOTEM ASSOCIATION
2024-2027

603 HOURS OF WORK

The normal workweek shall consist of eight (8) hours per day and forty (40) hours per week,
Monday through Friday, exclusive of the lunch period. Employees ate houtly and shall be paid by
the number of hours worked per week. Employees will accurately record time wotked in
accordance with District policy.

Hours worked beyond the employee's normal workday, but less than eight (8), will be paid at the
straight time rate. Hours worked in excess of eight (8) hours will be accumulated and used at the
rate of 172 hours for each hour wotked.

603.1 Opvertime/Compensatory Time/Additional Hours
Employees must have ptior authorization from their principal/supetvisor to work
overtime or additional hours outside of their normally scheduled hours. All work
petformed by an employee in excess of eight (8) hours per day or forty (40) hours per
week shall be considered overtime. All overtime wotked up to 120 houts maximum accrual
may be treated as compensatory time.

Employees shall take compensatory time, if available, for any leave requested duting their
work year. All overtime wotked after the accumulated 120 compensatory time hours must
be paid on the timecard as overtime on the next regular payday. Unused accumulated
compensatory time shall be cashed in at the appropriate rate on ot before June 30 of the
fiscal year in which it was earned.

When an employee has an opportunity to attend training or work extra houts on a
voluntary basis on the sixth day of the scheduled workweek, they will be compensated at
their normal rate of pay, with overtime being paid after forty (40) houts in the work week
or eight (8) hours in the day.

When the employee is requited to work extra hours on a 6™ day of the scheduled
workweek, the minimum overtime wotked and compensated for shall be four (4) houts.
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603.3

603.4

603.5

603.6
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Employees Who Work Less Than Eight (8) Hours

Those employees who work less than an eight (8) hour day shall be paid at their regular
rate of pay until their work day exceeds eight (8) hours. An employee who works in split
locations shall not be entitled to overtime compensation until eight (8) hours have been
wotked. When figuring compensation, a reasonable time increment for travel from one
work location to the other shall be used and shall be figured into the employee's total time
worked for purposes of time computations for that day.

Non-Contiguous Work

If a supetvisot/ptincipal requites an employee to return to wotk after the completion of
their regularly scheduled workday, the employee will be compensated a minimum of two
(2) hours in accordance with Article 603.

Alternative Schedule

The District may establish alternative work schedules that may include a flextime schedule
or other alternative workweek schedules. Work schedule changes may be made after two
(2) weeks’ written notice to the employee and TOTEM. Shorter notice may be given by
mutual consent of the District and the employee. Work scheduled for four (4) ten-hour
days within the workweek will not include overtime for the daily hours in excess of eight

(8).

School Calendaring

In the event the school calendar is extended, employees will be expected to wotk when
school is in session. Significant life events, or verification of travel scheduled before the
change in the school calendar will be approved when leave is requested for these purposes.
In the event of a dispute concerning whether or not the request for leave is a significant
life event, the District will confer with the Association before a final determination is
made. Prior to the end of the school year in session, all employees will be given notice of
their last work date for the current school year and start to work date for the next school
year.
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ANCHORAGE SCHOOL DISTRICT
TOTEM ASSOCIATION
2024-2027

612 SAFE WORKPLACE

Employees have the tight to expect a workplace that is not detrimental to their health or safety.
Employees will bring to the attention of their principal/supetvisor any situation that they believe
will place them or othets at risk.

Employees will be given applicable information regarding behavioral issues relating to the students
they support.

Applicable workplace safety codes adopted by the State of Alaska will be the minimum standards
for employee wotkplaces. Safety aids, devices, and equipment which are reasonably necessary to
ensute the safety and health of employees will be furnished. Any concerns about safety and health
ate to be directed to the principal/supetvisor. Additionally, the Association will make the Labor
Relations Department and/ ot Opetations Division aware of areas in which there are any concerns.
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