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ARTICLE I 
COVERED EMPLOYEES 

 
 

This handbook is not a contract, either expressed or implied, nor does it guarantee employment for any 
specific duration.  All information contained in this handbook is intended to help employees understand 
their benefits of employment with the Naples Central School District.  The Board of Education reserves 
the right to make changes, with or without notice, at any time. 
 
The following policies shall apply to all Confidential Employees, including the following titles: District 
Treasurer, Accounts Payable Clerks, Payroll Clerk, District Clerk and Confidential Clerical Staff. 
 

ARTICLE II 
PROCEDURES 

 
The superintendent, or his/her designated representative, will meet with representatives of the 
Confidential Employees for the purpose of discussion and reaching mutually satisfactory agreements.  
Upon request of either the Confidential Employees or the Superintendent of Schools, a meeting at a 
mutually acceptable meeting date, time, and place shall be set. 
  
Copies of the final handbook shall be printed at the expense of the District, and distributed to all 
Confidential Employees.  

 
ARTICLE III 

SALARY AND BENEFITS 
 
1. SALARY – Confidential Employee hourly rates shall be as follows:     
 
 Effective July 1, 2022: Each employee will receive an increase of 3.9% to their base salary   
        
 Effective July 1, 2023:  Each employee will receive an increase of 3.9% to their base salary   
 
 Effective July 1, 2024:  Each employee will receive an increase of 3.9% to their base salary    
 
2. HEALTH INSURANCE - The Board agrees to provide to all Confidential Employees, paid health 

insurance.  The Board will pay 90% of the base plan’s annual premium of single, two person and/or 
family insurance premium. Healthy Blue plan with $15/$25 copays with the three-tier drug plan of 
$5/$25/$50 shall be designated as the base health insurance plan. 

 
Employees may elect to participate in any of the health insurance plans offered by the District.   
 
If the employee chooses to participate in the High Deductible Health Plan the following will 
apply: 
 
SIGNATURE HIGH DEDUCTIBLE HEALTH PLAN (HDHP) - (named High Deductible 
Health Plan) with the lowest available deductibles through the Finger Lakes Area School Health 
Plan (FLASHP). (Deductibles equal $1,500/$3,000 as of 2022).   
 
If a Confidential employee chooses to enroll in the HDHP, the District will contribute the Out-
of-Pocket Limit (maximum) into the employee’s Health Savings Account (HSA) upon initial 
enrollment. 
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2022-2023: 100% of the Signature High Deductible Health Plan premium and 100% of the 
deductible.  
 
2023-2024: 100% of the Signature High Deductible Health Plan premium and 100% of the 
deductible. 
 
2024-2025: 100% of the Signature High Deductible Health Plan premium and 100% of the 
deductible. 

 
 

3. HEALTH INSURANCE WAIVER –Any Confidential Employee who elects not to take health 
insurance coverage from the District shall receive a payment of $750 if eligible for single coverage 
and $1000 if eligible for two person or family coverage.  The buy-out amount shall be prorated for 
part-time employees.  The payment will be made in two equal payments in January and June of each 
school year.  In order to be eligible for the payment, the Confidential Employee must provide proof 
of coverage from another carrier and written waiver of the District’s health insurance coverage.  In 
the event the Confidential Employee, due to unforeseen circumstances resulting in a loss of 
coverage, must rejoin the District’s health insurance plan during the year, the stipend will be 
prorated accordingly.                                                                                    
 

Where spouses are employed by the District, the District will only be obligated to provide and pay 
for one (1) family health insurance premium or two (2) single premiums at the District’s discretion.  
The District will not be obligated to provide and pay for separate individual or separate family 
coverage for the other spouse.  In such a case the District agrees to pay the full premium cost.  
Where spouses are employed by the District, participants in the plan will not be required to 
contribute their portion of the total annual health insurance premium. 

 

4. DENTAL INSURANCE – Effective July 1, 2022, Dental Coverage will be provided through a 
mutually agreeable plan to those unit members and their dependents who file a written request for 
the same, using yearly updated allowances based on usual, customary and reasonable charges. 

 

5. FLEXIBLE BENEFITS PLAN - The district will provide a flexible benefit plan for the voluntary 
contribution by the Confidential Employees, to be used for those areas allowable by law (payment 
of health insurance premium, non-reimbursed medical, dental, and eye care costs, and dependent 
care payments). 

 

6. MEDICAL REIMBURSEMENT PLAN - The District will contribute for any active Confidential 
Employee, who is participating in the District’s health insurance coverage, on October 1 of each 
school year to a Medical Reimbursement Plan (Section 105) in the amount of seven hundred 
seventy-five dollars ($775.00). For any new employee hired after October 1, the Medical 
Reimbursement will be prorated based of the first date of service. The District’s contributions shall 
cease when employment with the District ends.  If an employee retires from the District, any 
remaining amounts shall be available for use by the retiree. In the event an employee or retiree dies, 
any funds remaining in his/her Section 105 plan shall go to the decedent’s spouse or estate. This 
provision is subject to all state and federal Income tax laws and regulations. 
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7. HEALTH INSURANCE FOR RETIRED CONFIDENTIAL EMPLOYEES –Employees hired 
after June 30, 1981 and who retire from the Naples Central School District after at least ten (10) 
years service with the District to participate in full, regular retirement benefits in the New York 
State Employee Retirement System shall have that portion of their health insurance paid equivalent 
to the percentage they were receiving before their retirement. Employees who elect to receive health 
insurance upon retirement from the District shall receive benefits under the base plan as selected by 
the Board of Education. The retiree will be subject to any changes to the base plan.  
 
Employees hired after July 1, 2003: to be eligible for this benefit, the employee must have retired 
from the Naples Central School District after at least ten years of service with the District to 
participate in full, regular retirement benefits in the New York State Employee Retirement System 
and shall have the following portion of health insurance paid during retirement:  
 
Years of Service to Naples     % of Insurance Premium  
Central School District:     Paid by District:  
 
10 -15 years       50% For employees who retire after 7/1/07  
 

Over 15 years       90% For employees who retire after 7/1/07 
 

Over 20 years       95% For employees who retire after 7/1/07 
 

      

When retired employees reach eligibility for Medicare coverage, Medicare will become the primary 
plan.  The District will provide those retirees covered by Medicare with a supplemental or Medigap 
plan of the District’s choosing, offered by the carrier.  

 
8. LONGEVITY - Longevity payments as delineated below.  The money is credited for years of 

service to the Naples Central School only.  
 

Four increments, in the following sums: 
 

10th year of continuous service through the 14th year:   $175.00 
15th year of continuous service through the 19th year:   $375.00 
20th year of continuous service through the 24th year:   $625.00 
25th year of continuous service and each year thereafter:   $925.00 
 

The foregoing amounts are not accumulative.  Effective July 1, 2019 longevity will be paid in the 
pay period corresponding with the employee’s anniversary date.   

 
 

ARTICLE IV 
WORK YEAR AND OVERTIME 

 

1. EMPLOYMENT YEAR - Twelve (12) months/year. 
 

2. WORK WEEK AND OVERTIME – Full time positions are eight (8) hours/day inclusive of one-
half hour of paid lunch for a total of forty hours per week. Overtime hours shall be paid at the rate of 
one and a half times the normal hourly rate of pay. Overtime shall be awarded on hours per week 
worked in excess of forty (40).  Authorization for overtime is required.  Employees shall not work 
overtime without prior permission from their immediate supervisor, except in the case of an 
emergency. Each supervisor or principal shall receive authorization from the Superintendent or 
designee prior to authorizing overtime. 
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3. TUITION – Employees may submit proposals for district reimbursement of tuition for successful 
completion of job-related coursework, approved in advance by the Superintendent.  Tuition 
reimbursement per employee, per year, shall not exceed $2,000. 

 

4. PROFESSIONAL DUES - The district shall pay annual job-related association dues.  
 

5. PROFESSIONAL DEVELOPMENT - The District will support, within budget constraints, the 
continuing professional development of these Employees. 
 

6. FLEXIBLE WORK SCHEDULE – A confidential employee may work a flexible schedule with 
the permission of his/her immediate supervisor.  A flexible work schedule should be requested only 
in unusual or unforeseen situations, and should not be used on a frequent basis.  An employee who 
is permitted to work a flexible work schedule shall work their full workday.   

 
 
 

ARTICLE V 
VACATION AND HOLIDAYS 

 

1. Paid vacation is available only to twelve (12) month confidential employees.  Vacation days will be 
credited upon the completion of the first year of full-time employment. Vacation will be pro-rated 
for less than a full year of service.  Twelve (12) month confidential employees are entitled to fifteen 
(15) vacation days annually; upon completion of the 15th year of employment, twenty (20) vacation 
days. 

 
2. Vacation days are available on an annual basis and may not be accumulated or carried forward from 

year to year without the written approval of the Superintendent at least two (2) months in advance of 
the end of the year.  A maximum of five (5) days of vacation may be carried forward. 

 
3. All requests for vacation time must comply with the following:  
 

a. Requests must be made to the Superintendent on the current Absence Report for Attendance 
Records form. 

b. The form must be submitted to the Superintendent at least three (3) workdays prior to the 
request for the time, except in emergencies. 

c. The request must be for a minimum of one-half (1/2) day; (4 hours) for an eight (8) hour 
workday at a time.  

d. The specific dates requested must be approved before being used, at the discretion of the 
Superintendent, who will consider as his/her prime criterion coverage of District 
responsibilities.  

 
4. No more than five (5) consecutive vacation days may be scheduled when school is in session.  

Additional requests for five (5) or more days of vacation when school is in session will be 
considered by the Superintendent on a case by case basis.  

 
5. An employee otherwise eligible for vacation pay upon resigning or retirement will receive such pay 

only if at least two (2) week's notice, in advance, is given to the Superintendent of his/her designee. 
Vacation pay is the unused vacation days available to use and the accrued vacation in a current year. 
Such pay shall be prorated based on the percentage of the year the employee works.  Employees 
who are terminated shall not be entitled to this provision. 
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6. HOLIDAYS - The following are paid holidays for each Employee: Labor Day, Columbus Day, 
Veterans’ Day, the Wednesday before Thanksgiving, Thanksgiving Day, the Friday after 
Thanksgiving, two days at Christmas, New Year’s Day, Martin Luther King Day, Juneteenth, 
President’s Day, Good Friday, Memorial Day and Independence Day. 

 
 

ARTICLE VI 
LEAVES OF ABSENCE 

 
1.     SICK LEAVE - On the first day of each school year, the Confidential Employee shall be credited 

with an additional fourteen (14) sick leave days, and in the case that accumulated sick leave days 
have reached the maximum, the additional fourteen (14) days shall also be credited to permit a 
maximum during that year of 200 days available. 

 
Sick leave days unused at the end of each school year will be added into the Confidential Employee's 
accumulated sick leave total for the following school year, to a maximum of 200 days.   

 
Employees belonging to the New York State Employee’s Retirement System will receive the benefit 
of application of unused sick leave as additional service credit upon retirement (Section 41-J).  This 
applies if the earning and accumulation of sick leave was (prior to the member’s retirement) 
authorized by law, rule, regulation, written order or written policy.  Allowable unused sick leave 
credit is limited to 165 days and applied as additional service credit on a calendar day basis.  For 
example:  90 days unused sick leave provides three (3) months additional service credit.  This time 
may not be used to qualify a member for a benefit or vesting in the retirement system. 

 
 Any accumulated sick time beyond the 165 days will be reimbursed at $40 per day to the maximum 

of 200 days per year. As such, an employee could cash in up to 35 days per year at a rate of $40 per 
day, totaling a maximum of $1,400 per year. 

 
 Sick leave shall be available for the following reasons: personal illness, physical or mental disability 

of the Confidential Employee or illness or death in the family, defined for this purpose as the 
Confidential Employee’s spouse, child, stepchild if the Confidential Employee has been or is the 
responsible caregiver, mother, father, sister, brother, grandparents, or mother-, father-, sister-, or 
brother-in-law.  Grandchildren, step-parents, aunt or uncle shall be included in this definition in the 
case of death in the family.  All leaves under this agreement run concurrently with leave provided by 
the Family and Medical Leave Act which is hereby adopted, and no reinstatement rights of that act 
are waived or modified by this agreement except as provided expressly by this agreement. 

 
2.  SICK LEAVE DONATION – A confidential employee who has exhausted all of their paid leave 

time (sick, vacation, personal, compensatory time) and has a catastrophic, serious illness or injury 
may ask fellow confidential employees to donate sick leave days, with no individual limit on the 
donation. The employee must submit a written request to the Superintendent of Schools asking to 
use the sick leave bank.  This request must specify the number of days needed and must include 
written verification of the employee’s medical condition from his/her treating physician.  

 
3.      PERSONAL LEAVE - Personal leave is for the transaction of personal business, which cannot be 

conducted outside of the normal workday.  Such leave is not available for recreational purposes.  If a 
request is made for the use of a personal day either immediately prior to or after a vacation period, a 
reason must be stated on the request for personal day use.  Acceptable reasons for the use of such 
leave are: funerals, college activities, and weddings in the immediate family, as well as educational 
conferences and retirement conferences/meetings.   
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         Confidential employees will be allowed up to three (3) days personal leave per year upon the 

following conditions: 
  
 Written application for such leave must be made to the superintendent at least 48 hours  
 in advance of the date requested, except in emergency situations.  Approval of the 

superintendent is a prerequisite to the taking of such leave. 
 
         Unused personal leave days shall be rolled over into the following school year as sick leave. 
 
 4. BEREAVEMENT – Employees are eligible for up to three (3) days of paid leave, which shall be 

available in the event of each death in the immediate family of the employee. The term “immediate 
family” shall be defined for this purpose as including: spouse, child, stepchild, mother, father, sister, 
brother, grandparents, mother-in law, father-in-law, sister-in-law, brother-in-law, grandparent-in-
law, grandchildren, step-parents, niece, nephew, aunt, uncle, significant other and any other person 
who is a full-time resident of the employee’s household.  This leave is non-accumulative and 
non-reimbursable.  If additional days are needed they will require approval from the Superintendent 
and will be deducted from sick leave. 

 
5. JURY DUTY AND LEGAL LEAVE - If subpoenaed as a witness or juror, the Confidential 

Employees will be paid the difference between the fee received as such witness or juror and the per 
diem rate of salary.  Such absences are not deductible from sick or personal leave.  This leave shall 
apply to matters where the employee is a party to the litigation or in any action or claim against the 
District.   

 
6. EXTENSIONS -  Any extension of leave concerning personal illness or illness or death in the 

family will be determined by the board of education, in its discretion. 
 
7. CONFERENCES AND VISITATIONS - The Confidential Employees is encouraged to attend 

conferences and visit other schools.  Requests for such conference days should be made to the 
superintendent and must have his/her approval. 

 
8. UNPAID LEAVE - A one-year leave of absence without pay may be granted by the board of 

education in its discretion.  
 
9.   CHILDREARING LEAVE - Unpaid childrearing leave shall be available upon the following 

terms: 
 

(a) Written notice of a request for childrearing leave is to be delivered to the superintendent as 
soon as possible. 

 
(b)  Such request shall include the estimated or intended date of commencement of such leave, and 

the intended date for return to work; generally, such return is to be at the beginning of a 
semester. 

 
(c)  Childrearing leaves must have the approval of the board of education upon recommendation of 

the superintendent. 
 
(d)   While on childrearing leave, the Confidential Employees shall be entitled to such benefits, if    
       any, as district policy and/or law, requires. 
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  Unpaid adoptive leave is available, upon the same terms, and as follows: 
 

(i)  Written notice of a request for adoptive leave is to be delivered as soon as possible after  
                  the notification of adoption is made by the adoption agency. 

 
(ii) At such time, the Confidential Employees shall notify the superintendent of the date 

 he/she wishes to commence and terminate such adoptive leave; generally, such return  
 date is to be at the beginning of the semester. 

 
ARTICLE VII 
SENIORITY 

 
1. In the event of the abolishment of Civil Service competitive employees, the District will conform to 

Civil Service Law and Ontario County Civil Service Rules for reduction in force and recall of 
competitive employees. 

 

2. For non-competitive and labor class Civil Service employees, the following factors may be considered 
by the District in determining which employee is to be excised in the event of a position abolishment:  
attendance, job performance, qualifications, needs of the district and seniority (length of time the 
employee has worked for the District in the title which is being abolished).  

 

3. For non-competitive and labor class Civil Service employees who are excised, the District will have 
the right to determine which, if any, excised employees will be recalled, should a position become 
available. 

 
 
 
 
 
 
 
 

 
 

___________________________________    _________________________ 
Kevin Swartz                      Date 
Superintendent  
Naples Central School District 

 
 

___________________________________    _________________________ 
Jacob Hall, President      Date 
Naples Central School District 
Board of Education 
 
 
 
 
 
 
Approved by the Naples Board of Education at the meeting of February 16, 2022. 
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