CONSTITUTION OF THE SPRINGFIELD FEDERATION OF
PARAPROFESSIONALS LOCAL 4098, AFT MASSACHUSETTS,
AFL-CIO

ARTICLE X - BUILDING REPRESENTATIVE DUTIES

1. To represent all Paraprofessionals at each location

2. To maintain a personal email account and current phone number to conduct union business. This
email address and current phone number should be on file in the union office.

3. To keep Paraprofessionals informed and listen to the concerns of the members and communicate
these concerns with the principal and President.

4. The building representative will meet with all new Unit D members at their school to welcome them
to the school, obtain their contact information and to encourage them to become members of the
union and complete a dues authorization form.

5. To distribute all Paraprofessional mailings and information sent to the Building Representative from
the Local to all the members of the building. Maintain an up-to-date Local 4098 Bulletin Board in
the building.

6. The Building Representative is the agent of the Federation in her/his building, and is responsible for
the implementation of the Collective Bargaining Agreement in that building.

7. To attend all Local 4098 Meetings/Trainings. If you are unable to attend a meeting, you must notify
the 2nd Vice President prior to the meeting via email or text. You may find a substitute within your
building to attend on your behalf.

8. Attend disciplinary meetings at the building level to represent the affected member, take
comprehensive notes and maintain records.

9. Maintain an up-to-date activity log for the current school year, to be completed and filed with the
Treasurer, annually at the last Building Representative Meeting of the current school year. NO
EXCEPTIONS

10. Building Representatives must fulfill all of the above duties and attend at least 80%
of the yearly union meetings, Building Representative and Membership and any other
meetings deemed necessary by the Executive Board, in order to receive the annual
building representative stipend.
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Springfield Federation of Paraprofessionals

Contact List 2026-2027

OFFICERS

Karen Carney

413-237-8436

karen.carneyl@gmail.com

President

c/o Central Office

Kim Thompson

kirwinO3@verizon.net

1st Vice President

c/o HS of Science and Technology

Donna LaPierre

djl82568 @aol.com

2nd Vice President
c/o Forest Park Middle School

Jessica Gomez

jessy41911@gmail.com

Secretary
c/o Milton Bradley

April Canuel

aprilcansell@gmail.com

Treasurer In Training
c/o Harris Elementary School

COMMITTEE CHAIRPERSONS

Barbara Boucher

Retirement/Social

boucherb47 @gmail.com

Legislative
Negotiations
Debora Husbands Elections dlhusbands@gmail.com
Jessica Gomez Membership jessy41911@gmail.com
Political Action

Barbara Smith

Public Relations

smithbarbara0827@gmail.com

Grievance

Kareem White

Diversity and Inclusion

(formerly Human Rights)

whitekad3@gmail.com

@ www.springfieldfederationofparaprofessionals.org
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2026-2027 School Year Meetings

Building Representative Meetings PD Center 4:15-5:30
8/26/26

10/21/26

3/03/27

6/2/27

Membership Meetings 4:15-5:30
9/23/26 PD Center

1/29/277 Zoom

5/26/277 PD Center

* Any changes/additions to the schedule will be announced
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Unit D Pay Dates for the 2026-2027 School Year
PR | PAYDATE |  EXPLANATION (Schoolis notin session on the dates in red)
Days [ 1o Days Pa | 3V Fald
n pr | DS Over+ /LUnder-
1 | 8/28/2026 5 ) 5 |asasass| 3 sasana]
2 | 9/11/2026 |PD Day (9/1) 10 | 15 | 17.0008] 20909045
3 | 9/25/2026 |Labor Day [ 9/7) § | a |mews| e
4 | 10/9/2026 1 | 3 | seime|  pisee
5 |10/23/2026 |Columbus Day/Indigenous Persons Day (10/12) g | ar [aerms| ;e
6 | 11/6/2026 w | s | sl nmw|
7 |11/20/2026 |PD Day (11/3) Veteran's Day (11/11) § | &2 |mmms -2is1848
| 8 | 12/4/2026 |Thanskgiving Vacation (11/25-27) 7 | 6 | 693636 D636
9 |12/18/2026 10 | 7 | 7690508 -1.nanaqs!|
10 | 1/1/2027 |Early dismissal 12/18 Winter Vacation (12/21-1/5) 8 | a4 | emanas|  pamasoa]
11 | 1/15/2027 |Winter Vacation (12/21-1/5 ) PD Day (1/6) 1 | o [snomes|  ssosesad
12 | 1/29/2027 |Martin Luther King Day (1/18) § | 9 [1025454] 65454045
13 | 2/12/2027 10 | 106 |110608]  S.og0eses]
14 | 2/26/2027 |Midwinter Vacation (2/15-2/19) 5 | 1 |uesm]  geaea0s
15 | 3/12/2027 10 | 12 [128.808) 71817545
16 | 3/26/2027 10 | w17 srvane
| 17 | 4/9/2027 |Good Friday (3/26) 9| 140 |1as2727] 5.1mm|
18 | 4/23/2027 10 | 150 153808  3818a048
19 | 5/7/2027 |Spring Vacation (4/19-4/23) 5] 188 |1eadede 73635548
20 | 5/21/2027 10 | 168 | 170508] 55090045
21 | 6/4/2027 10 | 175 [179.4545) 44544545
22 | 6/18/2027 |Memorial Day (5/31) § | 1 | 187698 35950048
Last Day of School Year Early Dismissal 6/17 4 |
For those who choose the 26 week option the additional pay dates are: 7/2, 7/16, 7/30 and 8/13
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|Para-educators In Training §18.54 19.10% 18.67% |HiOA

0-5 yesrs| 6-10 years| 11+ years)0-5 years |6-10 years (11+ 0-5 6-10 years |11+ -5 years |6-10 years (11+ years

Para-educators and Certified Nursing Assistants|

Highly Quailfied/ Associates or &0 Credits §21.39 §20.36| §24.83) §2103] 3308 $2857) 2168 §33.73 §26.34) §23.37] §24.43 §37.13)

Bachelors §22.08] $33.30| §35.78| §22.78) §34.00( $2655) $3%.44] 63473 §37.35) $34.14] §35.46) $I8.17
Job Site Pars-educatons

Highly Quailfied/ Associates or 60 Credits §15.38) §27.36) §20.87) §26.14| §28.18 $30.71| $26.93) §29.03 $31.64] $27.73] §29.90 $32.59]
Bachelors §26.03( §28.29) §30.77| §26.81) §39.14( $31.69| $37.63| $30.01( $32.64| §28.44| §30.91| $32.63

LPHs, Health Assistants & Assistant Teschers

Highly Quaiified/ Associates or &0 Credits $38.07 3836 $38.65| §30.31) $39.51| $30.81) 44038 S40.70( $41.00) $41.80] §41.93( $42.33)

Bachelors §38.94| $39.2% §35.52| G40.11] S40.41( S40.71) $41.31] 64162 $41.93] $42.55] 4287 %4318
OTA snd PTA

Highly Quailfied §33.55| 535.41 $37.30| §33.55) $35.41) $37.30| $34.58) 53647 8.42] $35.59 7.57| $39.57
Bachelors §34.55 §36.47 §3B.42) §34.55) §36.47| $3R42) $35.59] 63756 §39.57) $36.65) 63869 %40.78

*Panding fMnaliztion of MOA for Pavseducsiors In Training
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Code  Description

100 REGULAR - BASE PAY
110 PAID ADMINISTRATIVE LEAVE
200 OVERTIME

301 SICK PAY

31§ BEREAVEMENT

343 LEGAL/BUS LEAVE

347 GRADUATION LEAVE

400 HOLIDAY PAY

404 SUPERINTENDENT-MAYOR TIME OFF

408 JURY DUTY
412 UNIONTIME

420 SUSP WITH PAY

425 MILITARY

430 CANCER SCR

450 UNEXCUSED ABSENSE NP
451 SCHOOL BREAK, ND PAY
453 NP-BUS DUTY

457 WORKERS COMP NO PAY
455 EXCUSED ABSENCE NO PAY
454 SUSPENSE UNPAID

470 SICK ADOPTION

471 ASSOC LEAVE

500 AFTER SCHL PROG RO

502 BEFORE SCHL PROG RQ
505 BPS DEV SKL (RQ)

50 BPS EARLY (RQ)

507 SUMMER OTHER PROGRAMS
511 WORKSHOP RQ) 22222
517 WORKSHOP (RQ) 33333
524 COACH (RQ)

525 EVEN INSTR Q)

535 SPEC ED SUMMER PROG RO,
540 LUNCH COVG PARA

542 PARA MORNING DUTY

Pay Codes

Code  Description

545 SUMMER COURSE RECOVERY RQ,
547 SUMMER EARLY START RQ,

555 WORKSHOP RQ) 11111

556 WRKSHP INS (RQ)

553 TUTORING (R0)

560) HASBRO SUMMER RQ

551 WORKERS COMP

570 PARACC DIST 0.5 HR INCR

550 PROFESSIONAL DEVELOPMENT
550 DIAPERING<4

551 DIAPERING>4

557 DIAPERING STP

596 SCOM STP (RQ)

599 PARA 30 HOURS PROF DEV

514 BUS MON IEP COV

615 BUS MON COV

£43 SUMMER SCH PREPROG NRQ NON-50
544 SUMMER SCHOOL REG NRQ,NON-506
530 OFFICIAL

£9 SICK PAY - W NRQ,

72 INCENTIVE PAY NRQ

750 RETENTION BONUS

B04 PARA CCSCH 05 HR INCR

BE1 CREDIT RECOVERY RO

B84 SPECEDMCAS RQ

255 SUMMER WK INST RQ

900 RETRO PAY

901 RETRO QT PAY

910 RETRO PAY-PRIOR YEAR RQ

930 SICK PAY OUT

940 SK LV CONV

970 DIRECT DEPQSIT REPLACEMENT
557 TRAVEL REIMBURSEMENT

953 EMPLOYEE REIM - OTHER

554 MILEAGE REIMBURSEMENT/PMT

I@l www.springfieldfederationofparaprofessionals.org .'E
: T

CHECK Us OuT ON

FACEBOOK



MEMOFLAMIUM OGF AGEEDMENTY
‘ featwimsin
Fas Ereinglleda Selaah O mbiice
appd
The Rpriprichs Federation of Peragrefessinni=
sRer Foreddwedion i Tradning

Juanniz ) nld

Thz purteed io Gis Metrostubon of Agrtngot {TRMON Y e e Rpnaglizhd Soheod Copanitier and e
Ey:i.-va;lﬁmui F ettt o i ﬂrm_'l.:_lrﬁ!ﬂ-x-:u.a.f "t '1_.11"I Thie Crgnemt e g U §lniowr o sl Tarriium B
cubechive bumgaimas wereements (UEATD #h.'.r' lsawe been rutified by the panitss, The TBA 'S cova the
peivcds o Jaly 8 R0T0Jaee 30 S and Juy ©, FO05 angd B 20, 2000 WHERCGAS duning the 022 - E
sobpgt yedr. ti Rpeaglietd Fubhe Selvpals R red -r"'nlpu.rn:.-r' sfivsencio fupprt Hafl 3% parz b e gﬁnr
gt i mRabar vk ahe natv fhlhitey PrdSohonl peosnang . AE e of the o peogram samearney o e
ey Diaf wern snnourawnd 10 Teks the Work ¥ oyn sl and vesre proviced by SPS wiih srestical freaing o0
e by Begoanar gty mankaficsd {140 parsedaretors.

WHFREAS ilie £ =iad, ATE rohw o ek J'ch._ﬁ af ftfz..ﬁ.uzl 15 Lyl 1,:|l e ”)r‘p.(:l‘p.- H etz SRR SRR 1'!';_17]' g el
g levelp dnd mancnsaging the forrer wilon prograne for dhe 20000000 and MG M02T echae | vaire

MW THEREFORE, he paatios sams 5 fullows:
i The previvasly sofomed o Veriparany Clorsraoes Suppoet Siad" @il kereinatier bo hetrscas

SParducadors o Prainng,” Poracducsion in Treimieg wald be a e gelogory posificn indhe ratgnimng
vt cfToalive Jaly 1 2024, Tov the 2025 B and DO IE-ROTT ackaal veam,

i, TRMPORARY POSITION Forkeducaiars fe Trarelag are femuenroey in ralure ond 2 prepssnors posilien (o
wbvgnve Do dhet of 4 Pharseducidon,

3. PRODATIOMARY PERIDM The Probationasny Fuiod o Saoeeshwaiors r Trmiteay sial] B e smne as
she protatonary perod cuilieed anf i seoodanes wik (e prososions of the D34 unises ey nlinue o
i sty 0f Parpeduome i Troiniag 1 accondense walh plmeered paragnapd 300 below
& Parsedieaie s v Srasnng shab! paenare for, ke, andd paes e Woek Beys s Simarg e erobatinnesy
prrond Upiless, iy atherwsie Boooine S0

b Pargodieeaiors i Teminang whn o el gass e Work ey b by e and of thor peimatianany petid o
who o oo Bemome nihewien RO witl e subice! o teeming licn anless i aeiareaesd by e de
that dhay masds comiingous progeen lowand olgining HO ftarue and it somain b probaisnoy oened
stains a2 oo 26 Swy contipue 0 e e Paraednoor e Truining,

Thee mrorviions of daia Seceean §oafall son be subjesn b the wievanee god g arbulraion provizons of e
aofluiivg Bargaining agresmens
4. FARABDINIATON Dnoc the Porgedusores it Traimng becomies HOY, they wliE basome & Poreedecain:
aml el | B i o L30-day eobsisonaly Dericd Begtraing on the st dadr thol e emplosss o Sommeidy
im the ol of penaedecider,

FoOFQURLY BATE: Foo Flaord Wesr FH26 dhe by zace fuv Porsteehiecarcers iy Teelifug shadt be 25900 For
Fizaal Yoar fﬂm fiie ourty ve tor Faresdinato s 3 meniug shadl e §319.07

l l . www.springfieldfederationofparaprofessionals.org ._
FACEBOOK

Instagram



6. BENEFITS: Paraeducators in Training will receive only those benefits that are required by law, if they
meet the minimum requirements, such as but not limited to Health Insurance, etc. They will also receive

three (3) emergency and disability leave days which if hired after the start of the school year will be pro-

rated.
7. Paraeducators in Training will be eligiblc to be substitutes as referenced in the CBA.

8. WORKDAY AND WORK YEAR: Paraeducators in Training will have the same length of workday and
work year as Paraeducators.

9. LUNCH BREAK: Paracducators in Training will have the same duty-free funch and break as Paracducators
as referenced in the CBA.

10. BUS MONITORS: Paracducators in Training will be eligible to be Bus Monitors as referenced in the CBA,

| 1. DIAPERING/TOILETING STIPEND: Paraeducators in Training will be eligible for Diapering and
Toileting stipend as referenced in the CBA.

12. REDUCTION IN FORCE: A Paraeducator, who was originally hired as a Paraeducator in Training and
completed the steps nccessary to become Highly Qualified, may, at the discretion of administration, have
their seniority based on their total years of service in Unit D, for the purpose of a reduction in force. Atno
lime can a Paraeducator in Training displace a highly qualified Paraeducator or other Unit D member.

13. This MOA is for FY' 2026 and FY’ 2027 and will expire on June 30, 2027 on its own terms and without the
necessity of any further action by the Parties. Any extension of the terms contained in this MOA would
require agreement of all the Parties,

14. This MOA is non-precedent setting and does not establish a past practice.

15. This MOA is subject to ratification by the School Commuttee.

By their signatures below the parties bind their respective organizations.

For the Springfield Federation of Paraprofessionals:
Date: B | ] Z2-1 l ZD’—
For the Springfield School Commuttee:

Oemine M Murst Uyl 8 2035 14 24 EDT

Date ’-‘\\{\ 2’{

(Mﬁagnam



Memoranduns of Understanding
Batwesn
The Springlield School Commities
end
Tha Springfietd Federation of Parsprofessionals
1Pe. Long-Tasrm Sub Rete for Undt 2 Members)

The partier to this mamorandum of Agraement includs the Springfield School Committes
(herernatisr "Coromritiza) and the Sypingllewd Foderation of Paraprofessioneis (nereinaftar
"Fadaration”)

Ths Commiitiaa snd tha Fedeialion xfg alsn partlas 1o coitsctivs bargeining egraemants
("CRA"} which hava beon ealifiad by the panias, Tho CBA's covar the pariods of Juty 1, 2024-
June 30, 2025 and July 1, 2625 - June 30, 2028,

Nra, thesafore the parlins ssrge 23 Tollows.

Effective upon axscution of this MOA, duning the 2025-2026 ond 202€-2027 sancol yaars,
paveprofassionals who are working as ths teacher of recard shal teceive the long-2erm S4UHD
rate and ramain & Unit D mambar,

The parties agree that the Memerandum af Understanding by either party shall nat
constitute & pregodent in the future Tarms 2nd praevigions.

Foi the Spriggfial fFedaration of Ppraprofessionats: -~
el XK g AT p el
Dats: = ‘.?- \ lZS

For the Springlield School Commitiee:

\
I S——
s 42V fomite 042 dhes (8 00 L

Date: 1 ’_i_.S' ! 25

" www.springfieldfederationofparaprofessionals.org _
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Instagram



City of Springheld, Massachusetts

Emplovee Direct Deposit Enrollment Form

For full service direct deposit, amy changes and/or cancellations, please complete this form and attach a voided check (not a
deposit slip) or obtain written documentation of vour Account Number and Ronting Transit Number from your finamcial
imstitution. When any account with direct deposit is closed, please complete the sccount information, select “cancel” and submit
this form to Payroll immediately.

Direct deposit accounis can only be setup if employee’s name is on the bank account. Forms without employee number
and/or dast 4 digits of S5N, missing siznatures and or incomplete forms canmot be processed.

NEW HIEE 5TAET DATE:

Name: Last First

Employee ID Namber or last 4 digits of S5N: ID is om the wpper left cormer of your stub

Send my direct deposit advices electromically to my

[Jwork email or []personal email address:

Account 1 [[] Add New Account [ ] Change Direct Deposit Amount [ ] Cancsl

Bank Name/City/State:
Fouting Transit Number: Account Na:
[ Checking [ Savings I wish to deposit  § /perpayperiod or  [] Remaining Balance

Account 2 [] Add New Account [ ] Change Diirect Deposit Amount [ | Cancel
Bank Name/City/State:

Fouting Transit Number: Arcount Na:

[]Checking []Savings Iwishtodeposit § ! per pay period or [] Remaining Balance
Account 3 [] Add New Account [ ] Change Direct Deposit Amount [ | Cancel
Bank Name/City/State:

Fouting Transit Number: Arcount Na:

[JChecking []Savings Iwishtodeposic § /perpayperied  or  []Remaining Balance
Accountd []Add New Account [ ] Change Direct Deposit Amount [ ] Cancel

Bank Name/City/State:

Fouting/ Transit Humber: Account No:

O Checking [ Savings I wish todeposit  § /perpayperiod  or  [] Remaining Balance

I herely autharize oy Emplover, efther directly ar through its payroll service provider, to deposit ameunts owed in me, by nitating credit eminies to
the abowe accouni(s). In the event that oy Empleyer deposits fimds ermonemsly inbte my account, I authorize them to debit ooy account for an amount
net to exceed the ongmal ameunt of the emopeous cedit This will remain n force until oy Employer receives written notice of the cancellation or
change.

Employee Signature: Drate:

Return all completed Direcr Deposit Enrollment and Cancellation forms te: Springfield Public

Sehools 1550 Main Sireet Springfield M4 01103 or fax to confideniial fax 413-787-6592.
Faovisiom 31172022

' l www.springfieldfederationofparaprofessionals.org ic—.“m Us OuT oN
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APPLICATION FOR ADVANCED SALARY RATING
FOR PARAPROFESSIONALS & OTHER UNIT D MEMBERS (Newfom as of January 31, 2020)

Please list in the spaces below your basis for Salary Advancement. An original transcript, stating that your
degree has been conferred, must be attached to this application.

Hame: Present Deﬂree: Requestinﬂ Advancement to a Level

School: Employee #: Position:

List College and coursework below:
[Mame of Institution Diploma / Degree froem year Period of Attendance toyear |# of Eamed Credit Hours

Initial Date of Employment with SP5 :

You must send the appropriate forms and documents to the Human Resources Department by September 20th or Februany 20 of each school

year. Anv incomplete submissions will be returned o you, I you do not resend a complete submission
by the deadline, you will need to reapply for the next deadline.

| cestify that the abowe infiormation is comect and that all documentation has been submitted with this application.

Piease submitt this appilcation to: Human Resources Signature: Ciate
1550 Main Streat, 2nd Floor, Springfield, Ma 01103
Initial Diate of Employment with SP5 :

'f.jl @ www.springfieldfederationofparaprofessionals.org E
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Central Office

1550 Main Street

PO Box 1410
Springfield, MA 01103

Sick Leave Bank Process (Bargained)

The Sick Leave Bank is available to all eligible members covered imder their respective

Collective Bargaining agreement(s) in the event of a senious illness. It is available to vmit

members who have exhansted all of their anmual! or accummilated regular sick time. To utilize

the Sick Leave Bank, the employee mnst fimmish the Sick Bank Conmmittes(s) with the
documentation:

following

1. Fommal letter from the employes addressed to the Sick Bank Committee(s) requesting time
from the sick bank. The letter nst be signed and include the following:

a. Total mmbers of days requested

b. Beason for the request

c. Specific dates that the requested days will cover

2. Medical certification from the treating physician verifying that the employee has a serious
illness (provide a diagnosis), dates of 1llness, expected refum to work, and any linmtations or
restrictions.

The Sick Leave Bank Committee(s) may grant up to a maxinmwm of (30) sick days per school
year in accordance with all respective Collective Bargaining Asreements; with the exception
of SAA Administrators. SAA Admimistrators, per the collective bargaining agreement, may
grant up to a maximum of (36) sick days per school year. The Commmttes(s) mforms each
member in writing, within ten (100 school days of the request of any action(s) taken regarding
sick leave requests. Incomaplete sick leave requests will be denied.

All Sick Bank requests should be addressed to:
Human Resmumrces

Attention: Holly Jamisieski

1550 Main 5t, 2od Floor

Springfield, MA 01103
janisieskibi@ sprimgfieldpublicschools. com

Fax: (413) 750-2733

As a professional courtesy and in accordance with the collective bargaining agreements, you
should contimue to notify your Principal/Supervisor if you plan to be absent from your duties
for more than (3) consecutive days.

Additional questions or concerns can be directed to Human Resources at 413-787-7T100 ext.
55390

The Springfield Promise: 4 Culture qf Equity & Profciency
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Problems are part of life

We all face problems from time to time.
Usually, we can handle them ourselves
without the help of outslde resources.

But sometimes It makes more sense to reach

out for help. That s why your employer
provides you and your family witha
confidentlal Employee Assistance Program,
a benefit that provides resources and
solutions for the problems you encounter.
Just as health Insurance Is designed to
address your physical health, your EAP
benefit Is designed to assist your emotional
and mental well-being. And because your
employer has covered the entlre cost of
services, there Is no cost to you.

GETTING HELP IS SIMPLE

Just call 800.252.4555 24/7 to

reach a professional counselor.

GETTING THE HELP YOU NEED
Call anyt!me for confidentlal assistance.
To reach a counselor for any of your

EAP needs, call toll free:

Introducing your
Employee Assistance

800~252-4555 OR 800-225-2527
OR VISIT theEAP.com

COUNSELING BENEFITS
Help with personal issues from relatlonships
to stress and substance abuse.

WORK/LIFE BENEFITS
Assistance for other personal, financlal
and legal ssues.

INFORMATION RESOURCE BENEFITS
Access a vast collection of self-help tools
and articles.

LIFESTYLE BENEFITS
Discounts to help with fitness, nutrition and

welght management.

PERSONAL DEVELOPMENT BENEFITS
Help balancing your work, life and career.

WELLNESS BENEFITS

Information and resources to Improve
your overall wellness.

éTotalCare
EAP

Q0B ESI

TotalCare
EAP Aivision of 3!



A GOOD UNION
MEMBER STRIVES T0:

Learn about union rights and
benefits

Speak up when the employer
violates the contract
Attend ulon meetings, ask
questions, and help shape unica
policies

Stand up for co-workers in
disputes with management
Relp with pickets, community
outreach, and other activities that
build union power

Respect fellow workess regardiess
of race, gendes, age, national origin,
religion, o senual ecientation

Read union publications and
notkes

Support political candidates who
stand up for Labor

Heed the call when sister unions
sk for solidarity.

Work safely, do hs or her shace,
and help others

Fot copens
o st s con
19056458

WEINGARTEN RIGHTS

“If this discussion could in any way lecad
to my being disciplined or terminated, or

respectfully request that my union
representative or steward be present at
the meeting. Without representation, |
choose not to answer any questions.”
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www.springfieldfederationofparaprofessionals.org

Laws, when an inter-
o
the worker can request
the assistance of any available union
e )
swer
granted. These are known as “Wein-
parten Rights”

answers or
nate conduct

.
can

E‘; m’:
questions

+ When the interview
concludes, you can make an
on the worker's behalf,
out reasons why disci-
pline would be inappropriate

Here arc some possible arguments:
o The rule the worker is accused of
violating has not been distributed

 The rule has not been enforced
. %«m&mnu
violations

rights
prL\\'
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Asking the Right Questions-The 5 W’s

Start by asking the same basic questions — known as the “5 Ws” — to each person
you talk to.

*¢ Who was involved? Names of people involved in event, including witnesses.
*¢ What happened? Description of the event.

** Where did it happen? Location of the event.

¢ When did it happen? Date and time the event occurred.

** Why is this a grievance? Contract sections being violated.

Use the “Grievance Fact Sheet” to make sure each of these questions is asked and
answered.

Remember

» Listen carefully to what each person has to say.

» Take notes during or after each conversation. Review these notes to make
sure the information is accurate and complete.

» Follow up to verify information; fill in gaps and clear up discrepancies.

'f.jl @ www.springfieldfederationofparaprofessionals.org !;
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SPRINGFIELD FEDERATION OF PARAPROFESSIONALS, LOCAL 4098, AFT, AFL-CIO

Grievance Fact Sheet

This form is to be used by the Building Representative to aid in investigating a grievance. The FACT SHEET outlines the information that will be
necessary to develop a strong case. Use additional pages to document all the details.

DO NOT TURN THIS FORM INTO MANAGEMENT. THIS INFORMATION IS FOR THE UNION'S USE ONLY.

GRIEVANT
SCHOOL LOCATION
JOB TITLE DATE OF HIRE

What Happened? Also describe incidents which gave rise to the grievance.

Who was involved? Give names and titles (include witnesses)

When did it occur? Give day, time, date(s)

Where did it occur? Specific locations

Why is this a grievance? What is management violating: contract, rules and regulations, unfair treatment, existing policy,

past practice, local, state, federal laws, etc.

What adjustment is required? What must management do to correct the problem?

Additional comments: Use reverse side if needed

GRIEVANT'S SIGNATURE DATE
GRIEVANT'S HOME ADDRESS
GRIEVANT'S PHONE NUMBER
BUILDING REPRESENTATIVE’S SIGNATURE DATE

BUILDING REPRESENTATIVE’S PHONE NUMBER
NOTE: A COPY OF THIS FORM TO BE COMPLETED BY THE BUILDING REPRESENTATIVE INITIATING THE GRIEVANCE PROCEDURE AND

TO BE TURNED IN TO: Catherine Mastronardi, President, c/o Central Office and Donna LaPierre, Grievance Committee Chairperson c/o Forest
Park Middle School.
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What If There Is No Grievance?

Not every employee issue is a legitimate grievance. After conducting a thorough investigation
and consulting with other building representatives and local officers, you may conclude that
management has not violated the contract, work rules, policies, past practice, etc., or done
anything that falls within the definition of a grievance.

What to Do If It's Not a Grievance
< Inform the worker of your conclusion in a face-to-face conversation.

% Provide the employee with the opportunity to explain why he/she thinks a grievance
should be filed - based on the contract or work rules or other criteria for filing a
grievance.

< Even in cases where it might not be appropriate or effective to file a grievance, it is likely
that a problem still exists. Talk with other building representatives and employees to see
if a broader problem exists.

% Hold an informal meeting with management and the affected employee(s) to see if a
resolution is possible.

< Work with a group of members to develop an action plan to solve the problem outside of
the grievance procedure
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Local 4098 Member of the Month

Do you know a member of our unit who goes above
and beyond? Would you like to nominate that person
for recognition within our local? We would like to
acknowledge a single member of our unit on a monthly
basis for their contributions to our members and our
local. Please email mastronardic@comcast.net to
nominate a member and tell us a little about why you
think we should recognize them as the "Local 4098
Member of the Month ".

I@l www.springfieldfederationofparaprofessionals.org S UsGUTon
@ =4 FACEBOOK

Instagram



Springfield Federation
of Paraprofessionals
Making a Difference

ACTIVITY LOG

Name

Position

School Location

School Year

Date Activity
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