
Appendix D 

Secretaries 19-20 

 
Secretaries will follow the classified handbook with the following exceptions:  

 

Make-up of Days Missed 

Snow Days - If school is cancelled for inclement weather or some similar reason, secretaries with 

contracts of less than 12 months will make up one day for each day missed. This will usually be on the 

snow make-up day but will result-in one additional workday at some time for each day missed. 

Secretaries with 12-month appointments will be assigned to work the snow day unless vacation time or 

hours adjustment is used.  

 

Secretary Classifications 

Primary Secretary - A secretary who works 12 months per year.   

 

Secondary Secretary - Any other secretary who works less than 12 months.  

 

Duty Free Lunch Period 

Any secretary working six (6) hours per day or more shall have an unpaid duty-free lunch period of at 

least thirty (30) minutes per day. The time for the lunch period shall be set with the approval of the 

building administrator/supervisor. Secretaries working less than six (6) hours per day may have an unpaid 

duty-free lunch at the discretion of the building administrator/ supervisor. 

 

Hours of Work 
Full time employees will work eight hours per day. The specific hours, including an unpaid lunch, will 

be determined by the building principal. 

 

Summer hours for the 252 and 260 day secretaries will be eight (8) hours Monday through Thursday 

with a thirty-minute unpaid lunch and a four (4) hour work day on Friday without a lunch period for a 

period of 40 days. 

 

Insurance 
The Board of Education will provide all full-time (40 hours per week for the school year or longer) 

secretaries who are paid on a 12-month basis annually with single coverage health insurance. Eligible 

secretaries may purchase family coverage at the group rate. 

 

The Board of Education will provide all part-time secretaries with a $25,000 term-life insurance policy.

 


