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SECTION 1. — STATEMENT OF PURPOSE

A. The Board of Education of the Brecksville-Brogv Heights City School District
(hereinafter referred to as the “Board”) and theedRsville-Broadview Heights
Organization of Support Staff (hereinafter refertecas the “Organization”) do hereby
agree that it shall be the ultimate objective oé tharties to continue to foster a
harmonious relationship between them so that thedsief the community may be
served.

B. The parties agree that relative to those ardasgoeement culminating in a final
document then subsequently ratifie@., the membership of the Organization and the
Board, the parties shall then enter into writtemeagment which shall be binding as a
legal contract between them.

SECTION 2. — RECOGNITION

The Brecksville-Broadview Heights Board of Educatithereinafter referred to as the “Board”)

recognizes the Brecksville-Broadview Heights Orgaton of Support Staff (hereinafter referred to
as the “Organization”), affiliated with the Ohio Ezhtion Association (O.E.A.) and the National
Education Association (N.E.A.), as the sole andluskee representative for all non-teaching
employees. Excluded from the bargaining unit drenanagerial, supervisory, confidential, and

casual employees as defined in Chapter 4117 oDthie Revised Code. Additionally excluded

from the bargaining unit are the secretary to thpeBintendent, the secretary to the Director of
Business Services, C.A.P.A. secretary, the Asgidtarthe Treasurer, Treasurer Department’s
employees, secretary to the Director of Curriculmd Instruction, any BeeKeepers School Age
Child Care Program personnel, and the substitdker.caAll members of the bargaining unit shall

hereinafter be referred to as “employees.”

SECTION 3. - MANAGEMENT RIGHTS

A. The Board and the Organization recognize that Bloard, on its own behalf and on
behalf of the electors of the District, hereby irdaand reserves unto itself management
rights, including the right to:

1. Determine matters of inherent managerial polidyich include, but are not
limited to areas of discretion or policy such as thnctions and programs of the
District, standards of services, its overall budggiization of technology, and
organizational structure;

2. Direct, supervise, evaluate, or hire employees;
3. Maintain and improve the efficiency and effeetiess of the District’s operations;
4. Determine the overall methods, process, meangjecsonnel by which the

District’'s operations are to be conducted,;

1



5. Suspend, discipline, demote, or discharge fet pause, or lay off, transfer,
assign, schedule, promote, or retain employees;

6. Determine the adequacy of the work force;

7. Determine the overall mission of the District;

8. Effectively manage the work force;

9. Take actions to carry out the mission of thetiis

The Board is not required to bargain with they@nization on subjects reserved to the
management and direction of the Board except asctaffvages, hours, terms and
conditions of employment, and the continuation, ification, or deletion of an existing
provision of a collective bargaining agreement.

SECTION 4. — ORGANIZATION RIGHTS

Mail Boxes and Mail System

The Organization may use, without charge, apprtgballetin boards, mailboxes, e-malil
and the school mail system for the posting or trassion of information or official
notices of activities and/or meetings of the Orgation. The Board shall not authorize
another labor organization to use the mailboxes.

Bargaining Unit Member Status

The Organization President will be given a complete date seniority list by Octobet 1

of each year and will be advised of any Board actielating to the hiring of new
classified employees during the school year andeceffe date of employment.
Additionally, a complete hire date seniority liEtigtrict seniority) shall be posted in each
building annually by October®l The Organization President and the Organization
Treasurer shall be provided with the names of banmgg unit members who resign,
retire, or are terminated.

Release Time

The Organization shall be granted up to a totdiftefen (15) days per year of released
time for use by its members for Organization bussneith cost of travel and meeting
borne by the Organization. Additionally, the Orgation shall be granted five (5) days
of released time for use by members for Organinakiosiness with the Organization
reimbursing the Board for the cost of the subsiguor these days. When school is in
session this benefit shall be limited to a maximatmny one time, of three (3) members
for a maximum of two (2) days each. When schoaidsin session, there shall be no
such limitation; however, no more than three (3)mbers of the same Classification

2



Series, with a minimum of one (1) person per Clasgtion Series remaining per
building, shall be released to conduct Organizabasiness on the same day(s). This
released time is to be taken in no less than telfidcrements unless approved by the
Superintendent/Designee. All  absence requests| shal submitted to the
Superintendent/Designee at least one (1) week poothe Organization business
meetings. Classified employees shall receive erguhy during the approved absence
period and substitutes shall be provided as reduirbe use of this leave shall not affect
the merit attendance bonus of any classified enggoy

Equipment

The Organization may use school-owned copy equippraviding that:

1. Proper request is made and approved by the jpipgi® administrator;

2. Use of equipment does not interfere with schmalge requirements and the
operation is conducted by employees at such tintes ¢han contracted service
periods;

3. The purpose is solely the legitimate and intelonginess of the Organization such

as records, notices, and correspondence and nptlidic distribution; and,

4. Cost of expendable supplies and equipment iepaimisuse shall be reimbursed
by the Organization.

Meetings

1. The Organization shall have the privilege, withoharge, of official membership
meetings on school property within limits of the aBd-approved building use
regulations.

2. Second shift employees who are members of tigar@ation shall be permitted

to attend all Organization meetings; however, omst@lian | or Custodian Il
must be on duty at any building that is being utmda night activity. An
employee must notify his/her supervisor upon legum attend the meeting and
upon returning to the building after the meeting.

3. In a building where no activity is occurringetBupervisor (with permission from
the building principal) may secure the building alidemployees may attend the
meeting.

4. In all instances, an employee must notify his/pencipal that he/she will be

attending the meeting. An employee who attendsntieeting must complete
his/her normal daily work duties during the workyda which the meeting was
attended. If the employee must remain after tlii ishover in order to complete
his/her duties, that work shall be on the emplayesin time at his/her regular
rate of pay (straight time).



Organization Access

The O.E.A. Labor Relations Consultant and/or regmetives of the Organization may
consult with employees in the bargaining unit befor after the completion of the work

day, and shall be permitted access to work ar@éasO.E.A. Labor Relations Consultant

and/or representatives of the organization may maétan employee during the week
day at a time which would not interfere with the ptoyee’s performance of his/her

duties. In the event that the OEA Labor Relati@unsultant and/or representatives of
the Organization need to meet with an employeendutie work day the representative
of the Organization and the employee must noti§/Har supervisor prior to the meeting
and upon returning from the meeting. The schedyedormance of those duties

assigned to the Organization representative anceitiq@oyee will not be disrupted by

this meeting.

Representation

An Organization representative and/or the O.E.AdraRelations Consultant, if needed,
shall be released without loss of pay to attenedvamce hearings, disciplinary actions, or
non-routine meetings, concerning members of thé uAdditionally, the Organization
may have a member to take notes at the meetirapgsak the note taker does not have to
be released from work to do so. “Non-Routine” rmegt which are requested by
representatives of the Organization shall not faterwith the scheduled duties that are
assigned to representatives of the Organization.

Board Agenda and Minutes

The Organization President and the Organizatiom3iner shall be provided a copy of
the Board Agenda prior to the Board meeting. Thga@ization President shall be
provided a copy of all Board minutes.

SECTION 5. — FAIR SHARE FEE

The Board agrees to automatic payroll deductama condition of employment, of an
amount equal to the dues of the United EducatiofieBsion (the Organization, UniServ,
N.E.O.E.A., O.E.A,, N.E.A)) from the pay of all elapees who elect not to become
members of the United Education Profession (UEP\hm elect not to remain members.

The Board Treasurer, upon notification from eganization Treasurer that a member
has terminated membership, shall commence the abféa the fair share fee with
respect to the former member, and the amount ofethg/et to be deducted shall be the
annual membership dues less the amount previoagiytiprough payroll deduction.

Payroll deduction of such fair share fees shalin with the second paycheck in
February.



Dues rates and fair share fee rates shall berirdited by the Organization to the Board’s
Treasurer for the purpose of determining amountsetpayroll deducted, and the Board
agrees to promptly transmit all amounts deductdadeédOrganization.

The Board’'s Treasurer shall inform the Orgamrailreasurer when there is a newly-
hired employee after the school year begins witfwe (5) calendar days of that
employee being hired. If that employee elects twtjoin the Organization, the
Organization Treasurer shall inform the Board's abrger of that within thirty (30)
calendar days of that employee’s date of hire d&adl also inform the Board’s Treasurer
as to that employee’s annual fair share fee. Magealuctions, in substantially equal
amounts, shall commence on the first paydate #dftelater of sixty (60) calendar days of
employment or the second paycheck in February.

The Board agrees to provide the Organizatioradueer with an initial list of names of
employees for whom such deductions are being madehe amount deducted for each.
The Organization will be notified of any changegha initial list.

Upon timely demand, non-members may appeal ¢oClE.A. the payment of the fair
share fee pursuant to the internal procedure addptehe O.E.A. or such non-members
may submit such appeals as provided by law.

Nevertheless, the amount to be deducted fronpélyeof all non-Organization members
shall be the full dues of the UEP unless the Omgian Treasurer notifies the Board
Treasurer to the contrary, and such deductiond soatinue through the remaining
number of payroll periods over which Organizatioeamiership dues are deducted.

The above fair share fee provision shall be ariusive right of the Organization, not
granted to any other organization seeking to repteemployees in the bargaining unit
represented by the Organization.

The Organization agrees to indemnify, defend, lawid the Board and Administration,
including each individual Board member, harmlessafoy cost or liability incurred as a
result of the implementation and enforcement ob throvision. The Organization
reserves the right to designate the attorneyshipurpose of responding to any claims,
demands, suits or other forms of action hereundee Board shall give the Organization
written notice of any claim or demand arising oditoo in any way related to the
implementation of this provision within ten (10)ydaafter receipt of such demand or
claim. The Board will cooperate with the Organi@atat all levels of any proceedings.

SECTION 6. — NEGOTIATIONS

Either party may initiate negotiations by segymritten notice to the Superintendent, on
behalf of the Board, or the Organization President,behalf of the Organization not
more than ninety (90) calendar days prior to thgiration of this Agreement. The party
initiating negotiations will notify the State Empiment Relations Board (SERB) with a



copy of the existing Agreement (unless one has Ipeeviously provided), copying the
other party with such communication.

Within a reasonable time after the written netmf negotiations has been served, the
parties shall establish the date of the first negons session.

Negotiations shall be for the purpose of negjotigall matters with respect to wages,
hours, terms and conditions of employment, and ¢betinuation, modification or
deletion of an existing provision of the Agreement.

The agenda for the negotiating sessions shalprbepared through a meeting for the
parties within twenty (20) calendar days of theedat which the notice to negotiate was
filed by either party. Once the agenda has begemaaew items may be added by either
party except through mutual agreement.

During negotiations, the Board and the Orgarpawill present relevant data, exchange
points of view and make proposals and counter maigo All public records will be
made available to the Organization upon reasonadgeest, in writing, during normal
business hours.

Good faith requires that the Board and the Qegdion be willing to react to each other’s
proposals in the same fashion as the proposalswmitted by either party. If a

proposal is unacceptable to one of the partie$,ghdy is obligated to give its reasons.
Neither party shall be compelled to agree to a @sapnor is either party required to
make concessions.

During negotiations, items tentatively agreedrushall be reduced to writing and
initialed by representatives of each negotiatimgnteand set aside. No item shall be
finally agreed to by the respective negotiatingrteaintil all items have been agreed to.
Prior to the negotiated Agreement being presemntethé Organization and the Board,
both negotiating teams shall pledge to recommenpgtazh of the tentative Agreement.

During negotiations, interim reports may be matdte the Organization by its
representatives and to the Board by its represeesat

Every effort will be made to conclude negotiasoforty (40) calendar days prior to the
expiration of this Agreement. If negotiations hawet been concluded by that time,
either party may request that Federal Mediation &uohciliation Services (FMCS)
appoint a federal mediator for the purpose of &isgishe parties in reaching agreement
on the unresolved issues. FMCS shall be contaicbexdh parties agree.

The mediation process shall conclude on the tli@te\greement expires. If the parties
have not reached agreement, either party may @cichgrasse.

The mediation process set forth in J. above |Ishal the mutually agreed dispute
settlement procedure and supersedes the proceeuferth in Section 4117.14 of the
Ohio Revised Code.



A.

Negotiation sessions between the parties shaltlbsed to the press and the public.
During each negotiating session, the total numbeérpersons representing the
Organization shall not exceed nine (9) membersaaed(1) Organization representative;
the Board team shall not exceed ten (10) in numBdre names of the Board and the
Organization team members shall be exchanged althghe Agreement proposals.

The negotiations process shall be availableoutHear of recrimination.

The parties shall meet at least six (6) montina po the expiration of the Agreement to
discuss and decide whether an alternate negotsafowacedure €.g, Interest Based
Bargaining) shall be used instead of the tradifiggracedure described above. If an
alternative negotiations procedure is agreed upporhb parties, ground rules will be
established, and Section 6.D. and the number aftiaipns team members on each team
found in Section 6.L shall be waived.

Interim Negotiations

1. Upon mutual agreement of both parties to netgtauring the term of this
Agreement and in accordance with Section 4117.08v@fOhio Revised Code,
negotiations shall begin within ten (10) calendaydafter the parties mutually
agree to negotiate. In the event the partiestdaieach agreement within twenty
(20) calendar days after the first negotiationsises the parties agree to contact
the Federal Mediation & Conciliation Service (FMJ8)) assistance in resolution
of the disagreement. This mediation is the pdrtiastually agreed to dispute
resolution procedure which supersedes and takesegeace over any
inconsistency or alternative procedure set forttSection 4117.14 of the Ohio
Revised Code.

2. If agreement is not reached within twenty (2@Jendar days after the first
mediation session, the provision of O.R.C. 411 D)) shall apply.

SECTION 7. — GRIEVANCE PROCEDURE

Purpose

It is the policy of the parties that all grievandesresolved informally or at the earliest
possible stage of this grievance procedure. Howdweth parties recognize that the
procedure must be available without any fear ofrim@oation because of its use.
Informal settlement at any stage shall bind the @diate parties to the settlement but
shall not be precedent in a later grievance pranged

Definitions

1. A “grievance” is an alleged violation of this wgment or any dispute with
respect to its meaning or application.
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4.

An “employee,” for the purposes of this Sectisrany member of the bargaining
unit covered by this Agreement.

A “grievant” is the employee or group of emplegenvho submit a grievance or
on whose behalf it is submitted, or the Organizatio

“Days,” in this Section, shall refer to work day

Rights and Responsibilities

1.

A grievance shall be deemed waived unlessfirimally submitted within thirty
(30) days after occurrence of the event. The failof an employee to file a
grievance when the violation of the Agreement issane shall not constitute any
waiver of the Organization’s right to file a futugrievance on that issue
involving another grievant or a subsequent occegemvolving the same
grievant with a different set of facts within thequired thirty (30) day period of
the occurrence.

For nine (9) and/or ten (10) month employeesh@eevent a grievance is filed at
such time that it cannot be resolved by the cldsesthool year, further attempts
at resolution shall be postponed until the begigmhthe new school year, unless
the parties in interest otherwise agree. The gmr8hall so agree where
irreparable injury would result from a postponemamtil the next school year.

If the Organization submits any grievance ands itimited in effect to one
classification series, the grievance shall be stibthito the appropriate
supervisor. If mutually agreed upon by the Orgaimin President and the
Superintendent/Designee, grievances where thedgpedoes not have the sole
authority to make adjustments may be filed directlwith the
Superintendent/Designee.

The grievant shall have the right to presenthkis grievance free from
interference, coercion, restraint, discriminationyeprisal.

Each administrator shall have the responsibildy consider each grievance
presented to him/her and to make a determinatidhirwthe authority delegated
to him/her and within the time specified in thesegedures.

The grievant and/or his/her representative dialle the sole responsibility for
presentation and continued pursuit of his/her gmee through the stages
provided herein and within the time limits spedifi;n these procedures. The
grievant may, at his/her own option, be represeateany step by a member of
the Organization or an O.E.A. representative, bay mot be represented by any
other person or organization. When a grievance basn submitted, a
representative of the Organization shall be eutitie be present at all formal
grievance levels.



10.

11.

The grievant or the Organization is guarantéedight to withdraw the grievance
at any step.

Time limits at any step may be waived by agreemeof the
Superintendent/Designee and the Organization Rneg@rievance Steward.

Requests by administrators to employees for atingeto consider a grievance
shall be made in writing forty-eight (48) hoursadvance of the specified date
and time of such meeting.

Each party to a grievance shall have acceafl taritten statements and records
pertaining to such case at the hours during whiehsthool District office is open
for business.

In the event of the failure of an administratbrcommunicate a decision within
the deadlines, constitutes an automatic advanceafdht grievance to the next
step.

Steps to be Followed

1.

The grievant presents his/her grievance oralyhis/her supervisor or to the
person who has the authority to resolve the griesan When the grievant
attempts to resolve the grievance informally, thev@gnt shall state to the
supervisor at the meeting that this is the inforstap of the grievance procedure.
For grievance processing, the following supervisbrshall be used.

a. Maintenance Personnel, Maintenance Secretaryildify and Grounds
Supervisor

b. Food Service Personnel, Food Service Secretarfroed Service
Supervisor

C. Bus Drivers, Bus Aides, Mechanics, Transportatiddministrative

Assistant, Transportation Secretary — Transporigbiopervisor

d. Building Secretaries, Building Administrative gistants, Educational
Assistants, Media Assistants, Special Educationsésss, Health Aides —
Principals

e. Central Office Secretaries, Administrative Asiss, Bookkeepers, Print
Ship Operator, Computer Technicians — Immediate Athtnative
Supervisor

f. Custodial Worker — Principal, Building and GralsnSupervisor

g. Courier — Building and Grounds Supervisor, Tpam&ation Supervisor
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If agreement is not reached at Step D1 (abake)grievant may submit a written
statement regarding his/her grievance to his/hpemstisor (Attachment 1) and
shall identify the aggrieved party, the provisiafsthis Agreement involved in
the grievance, the time and the place where thegedl events or conditions
constituting the grievance existed, the identity toé person responsible for
causing such event or condition (if known), a gahstatement of the grievance
and redress sought by the grievant.

Within five (5) days of receiving the grievanteg supervisor shall give a written
decision.

If the grievant does not accept the decisiothefsupervisor, he/she may, within
five (5) days, request in writing a hearing witle tBuperintendent.

The Superintendent’s hearing will be held witfiwe (5) days of the receipt of the
written request. The Superintendent will giverafidecision within five (5) days
of the hearing. The temporary absence of a prahciBuperintendent, or
employee(s) shall toll the running of the days wgrithe absence of such
principal, Superintendent or employee(s), but incase for more than five (5)
additional days.

If the grievant does not accept the decisionhef Superintendent, he/she may,
within five (5) days, refer the grievance to theg@mization. Within five (5) days
of receipt of the grievant’s request to proceedrtmtration, the Organization will
decide whether to request arbitration. Such aeastfor arbitration will be sent to
the Superintendent within five (5) days of the igation’s decision. The
Organization shall notify the American Arbitratié&xssociation (AAA) in a timely
manner and shall request a list of seven (7) Natidiwademy arbitrators. Upon
receipt of such list, the Board and the Organiratior their designees, shall
alternately strike names from the list until onéinodtely is designated as the
arbitrator. Either party may request a second list

a. The arbitrator shall be empowered only to basédr decision upon a
specific Section of this Agreement and shall hagepower to add to,
subtract from, or modify this Agreement.

b. The decision of the arbitrator, if rendered withnd in accordance with
the above stated power, shall be final and bindimghe Organization, its
members, the employee or employees involved anBadlaed.

C. The fees and expenses of the arbitrator shaglhizkby the losing party.

d. Any grievance which is arbitrable shall proceedaccordance with the

provisions hereof as provided by the Ohio RevisedeCand shall not be
processed with or to the Civil Service Commission.
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The grievant(s), employees who are witnessesg tlrganization
President/designee, and the Organization Griev@hegrperson shall be excused
from work for arbitration hearings with no loss dy, benefits or emoluments.
Employees who are excused for an arbitration hgasfivall notify their immediate
supervisor or designee forty-eight (48) hours piiothe date of the hearing.

SECTION 8. — NO STRIKE CLAUSE

During the duration of this Agreement, neither eganization, its agents, or the personnel
represented by the Organization shall engage sistas, sanction, or approve any strikes, slow-
downs, withholding of services, so-called “studyysla or any other concerted effort which
interferes with, impedes or impairs the normal apien of the schools.

SECTION 9. — JOB DESCRIPTIONS

A. General

A job description shall include the duties thateamployee is expected to perform.

B. Job Description Advisory Committee

1.

A Job Description Advisory Committee shall benfed to give input on the
updating of job descriptions. This committee shaladvisory in nature and its
recommendations not binding on the Board.

The committee will include Organization Classifion Representatives, the
Organization President, Classification Supervisorsyo Administrative

Representatives, and the Superintendent/Designéé. the request of the
Organization the OEA/NEA Labor Relations consultssttall also be a
participant.

The committee will reconvene at least every dhyears to review the job
descriptions. Either the Organization PresidenDector of Human Resources
may initiate scheduling of the committee.

C. Distribution

1.

Upon employment, each employee shall be provalexdirrent job description.
Thereafter, all employees shall receive a copyhefrtjob description with the
annual Notice of Assignment and Reasonable Assaranc

When an employee changes job classificatiors,dmployee shall be provided a
current job description.

11



3. Whenever a job description is revised, eachctdte employee shall receive a
copy of the revised job description.

4. Current job descriptions will be kept on filetaé Board of Education office and
made available to all employees.

5. The Organization President shall be furnishectuarent copy of the job
description for each job classification under teents of this Agreement. Any
Board approved changes will be incorporated intaipeiated job description and
shall be furnished to the Organization Presideltdviong Board action.

SECTION 10. — SHARED SOLUTIONS COMMUNICATIONS FORUM

There shall be a Shared Solutions Communicatimrsm. The purpose of this Shared
Solutions Communications Forum is to maintain so@odhmunication between the

Administration and staff. The Administration shhkve the right to invite their legal

counsel. The Association shall have the righntote their OEA/NEA Labor Relations

Consultant.

The Shared Solutions Communications Forum magligsolved by the Organization or
the Board for any reason by delivery of writtenic®to the other party.

The guidelines will be revised to reflect upsig (6) meetings per school year. Every
other meeting will be scheduled after 4:00 PM. Theector of Human Resources and
the Association President will meet no later thlae $econd week of the school year to
establish a schedule for the meetings. Particgpanit be limited to seven (7) per team.
At the request of either party a mediator from FM@8y be invited to facilitate.

The development of the agenda and recordingin@ites will be a shared responsibility
between the Director of Human Resources and theidemna. If there are no substantive
issues to be discussed the meeting will be camtéljemutual agreement. The agenda
will be provided two (2) work days prior to the scluled meeting. While pending
grievances will not be a topic of discussion, issudich may become grievances are
acceptable topics of discussion.

SECTION 11. — DISCIPLINE

Progressive Discipline

1. For good and just cause, the Administration takg disciplinary action against any
employee. (NOTE: This Section does not applyixaméwly-hired employees
who are serving their probationary period; or éijployees with unsatisfactory
performance who are subject to the proceduresdtiddel5 B.2.h.)
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The Administration will use the following step§ progressive discipline for all
offenses:

Step 1: Verbal reprimand

Step 2: Written reprimand

Step 3: Suspension without pay, not to exceed®ydays
Step 4: Suspension without pay, not to exceed(yelays
Step 5: Dismissal

Written Notice Prior to Disciplinary Hearings

Before a disciplinary hearing is held under Sedidnor 5 below, the employee
shall be given written notice of the reasons fax gossible disciplinary action,

including sufficient facts as will enable the emy@e to respond and notice of the
anticipated disciplinary step. (See Attachmen) 18.after a hearing there is no
discipline imposed upon the employee, or if the osgal discipline is a verbal

reprimand, Attachment 13 shall not be put intoehmployee’s personnel file.

Step 1 and 2 Hearings

a.

The employee’s immediate supervisor or builgingcipal shall hold the
Step 1 or Step 2 hearing.

The employee has the right to have one (1) Qzgaan officer of his/her
choice at this hearing and, if a representativegsiested, no hearing shall
occur unless the representative is present. Li®wthe immediate
supervisor may request another administrator beepte

At this hearing the employee shall have thetriglface his/her accuser(s)
and rebut the allegations. If the accuser(s) sgudent(s), the student’s
parents will be permitted to attend the hearing.

At the conclusion of the Step 1 hearing, if #ulninistrator issues a verbal
reprimand, that administrator shall notify the Qrgation President and
the Superintendent/Designee on the appropriate (dttachment 14) that

a verbal reprimand has been issued. This form sbélbe placed in the

employee’s personnel file; instead it will be pldda the administrative

working file subject to the restrictions outlined $ection 11 A. 7. and

Section 12 1.

At the conclusion of the Step 2 hearing, if #Hdministrator issues a
written reprimand, a copy will be placed in the éogpe’s personnel file
and copies given to the Organization President and
Superintendent/Designee.
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Step 3 through Step 5 Hearings

a.

The Superintendent/Designee shall conduct dilsany hearings at Steps
3 through 4. The Superintendent shall conductsaiglinary hearing at
Step 5.

The employee shall have the right to have tWadRresentatives at Steps
3 through 5 disciplinary hearings. These repregpmis shall be either
Organization officials or O.E.A. representatives. Likewise, the
Superintendent/Designee may request another adratoisbe present.

When the request for such representatives isem@aal hearing shall be
conducted unless the representatives are present.

If the employee chooses not to have Organizatmm O.E.A.
representatives, the Superintendent/Designee nfdiin the Organization
of the situation and of the date/time/location leé¢ disciplinary hearing.
One (1) Organization or O.E.A. observer may attiredhearing, with the
employee’s permission.

The employee shall have the right to face hisdlbeuser(s), shall have the
right to call witnesses, and shall have the righteout allegations. If the

accuser(s) is a student(s), the student’s pareititbevpermitted to attend

the hearing.

The failure to present rebuttal testimony or estlevidence at a pre-
disciplinary meeting shall not be used againsetingloyee.

At the conclusion of the hearing, if the hearingfficer or
Superintendent/Designee determines that discipli;evarranted, the
employee shall be provided with specific writteagens for the discipline
and the exact discipline being imposed shall biedta

The Superintendent/Designee has the authoritsugpend an employee
without pay without Board action.

The parties will make a good faith effort to dhany disciplinary hearing within
three (3) employee workdays of the written notice.

Any sequence of steps of discipline shall betfi@ same or similar offense. If
more than twenty-four (24) months have lapsed betwany steps of the
progression, it may not be used as part of therpssipn.

In the case of a serious infraction, progresdiseipline may begin at any step.
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9.

10.

11.

12.

Following the appropriate administrator’s deteration of the need for discipline,
the employee shall have the right to appeal St&iely 2, Step 3, Step 4 and Step
5 discipline through the grievance procedure of kgreement.

a. A grievance may be filed on the basis of unglistipline as well as on
violation of the process outlined in Section 11ref Agreement.

b. In the event a grievance is filed on a suspengtte suspension shall be
held in abeyance until after the grievance procedwas been completed,
including an expedited arbitration.

C. Should the employee be supported in his/hetipason the grievance, all
records of such discipline shall be removed frorh pErsonnel and
building files.

If the employee does not grieve a suspensitimowi pay or if he/she does grieve
a suspension without pay and does not prevailengtievance, the resulting loss
of pay will be reflected in the remaining paychedss that year on a pro-rata
basis. All benefits will continue in force durirgny suspension as may be
imposed under Section 11.

In the case of a serious infraction the Supemttent/Designee may immediately
assign an employee to his/her home with pay — poiardisciplinary hearing.

a. The disciplinary hearing will occur within thré® employee workdays of
the employee’s notification of his/her home assign

b. When the employee is assigned to his/her homkshé shall be given
written reasons for the assignment.

C. The employee shall have the right to have twa€presentatives at both
the pre-disciplinary meeting and the disciplinargafings. These
representatives shall be either Organization afficeor O.E.A.
representatives.

d. When the request for such representatives isenmaa pre-
disciplinary meeting or disciplinary hearing shak conducted
unless the representatives are present.

e. If the employee chooses not to have Organizatmn O.E.A.
representatives, the Superintendent/Designee nfdiin the Organization
of the situation and of the date/time/location leé disciplinary hearing.
One (1) Organization officer or O.E.A. observer nadtend the hearing,
with the employee’s permission.

If a grievance is filed, pay will continue pémgl the outcome of expedited
arbitration.
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a. If the employee’s position is upheld in the gaiece/arbitration process,
all record(s) of the home assignment along with @amy all records of the
progressive discipline procedure shall be removenhfall personnel and
building files.

b. If the employee’s position is not upheld in tgaevance/arbitration
process, the resulting loss of pay will be refldcia the remaining
paychecks for that year on a pro-rata basis.

Attainment of an lllegal or Fraudulent Employnen

An appointment found, upon investigation, to hawerb obtained through fraud or
material misrepresentation is void from the begignand a position obtained in this
manner shall be deemed to be vacant.

SECTION 12. — PERSONNEL FILES

The Board agrees to maintain one (1) officiaispanel file which will be located at the
Board of Education office building.

All materials placed in the employee’s persorfitelafter initial employment, other than
confidential letters of reference and any mediaaduinentation, shall be available for
inspection by that employee during regular busiressrs of the Board of Education
office.

If possible, said file inspection shall takegaavithin one (1) calendar day of the request
to the Superintendent/Designee, but no later them (5) calendar days (excluding
Saturdays, Sundays, and holidays) of the requekssirmutually extended by the
Superintendent/Designee and the employee.

Any employee who elects to review material is/lher file may be accompanied by a
representative of his/her choice. An employee bdlnotified about any public record

request submitted by a third party (non-supervisemyployees or others outside the
District) including the name of the person(s) segki review the employee’s personnel
file. The employee will be notified at least th(& working days prior to the file review

unless the Board is legally obligated to make the &ccessible within a shorter

timeframe. In that event, the employee will beiffext as soon as practicable prior to the
file review.

All material placed in an employee’s personiielghall be dated.
The initialing and/or signing of any material bye employee, including any and all

observation and evaluation forms, is merely an askedgment of having seen the
material and does not necessarily indicate agreearetisagreement.
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No material shall be placed in the employedésthiat comes from an anonymous source.

Any adverse material and/or parental complasisll not become a part of the official

personnel file or be used in disciplinary decisiomdéess shared with the employee and
signed and dated by the employee or, where themmlis not available, the employee
will be sent a copy by certified mail to the emmeis home address. Unless the
employee is not available, such materials/compaitl be verbally discussed with the

employee before being placed in the employee’siaffpersonnel file.

Each employee shall be provided with copies mf adverse materials within ten (10)
calendar days after receipt and before placemethteifile. Any adverse materials shall
be placed in the employee’s file within fifteen J1&orking days of receipt. The
employee shall have the opportunity to reply intwg to the adverse material within ten
(10) days after receipt of a copy of such matexrad the reply shall be placed in his/her
file along with the adverse material. Any advensaterial, other than those related to
situations involving students, shall be remove@rafieven (7) years at the employee’s
request if the actions or behaviors noted in theeemk material have not recurred within
the seven (7) year period. Any adverse matergged to interactions or conduct with
students will remain in the employee’s personnlel fiunsubstantiated complaints will
be in a separate investigative file.

In addition to the one official personnel filechted at the Board of Education office
building, a building administrator and/or supervisoay maintain a working file that
contains documentation relevant to an employeetfoprance. By June 30of each
school year in which the employee is formally ewéda, the information contained in the
working file will either be placed in the officiglersonnel file or expunged. This does
not preclude a building administrator and/or suenvfrom maintaining an extra copy of
documents placed in the employee’s official persbfite.

Complaint Procedure

1. Complaint Definition

A complaint is a written or verbal concern expresge an administrator and/or
supervisor regarding a situation that occurred.

2. Complaint Procedure

Complaints against any employee shall be handlexligih the established chain
of command whenever possible. The complaint sballreferred first to the
employee; if unresolved, then to the employee’sstpor. Except in the case of
alleged criminal activity, if the complainant reéssto contact the employee, the
person receiving the complaint shall inform the Ewpe of the complaint within
a reasonable amount of time. Anonymous complaegsitts shall not serve as
the basis of any personnel decisions.
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SECTION 13. — VACANCIES, TRANSFERS, AND PROMOTIONS

A. Vacancies

1. When a vacancy occurs in a job covered by tlgse@ment, a notice of such
vacancy shall be posted within five (5) working slayf the vacancy in each
building in the District on the office bulletin bwh in the transportation office, in
the maintenance shop, in the kitchen, and in thstodians’ office, unless the
Board for the reasons set forth in Section 14,telaot to fill the vacancy. The
posting shall include the anticipated hours, shifte hourly rate, the job
classification, and the initial building assignmenA job description for the
vacant position will be attached to the posting.cdpy of the posting and job
description shall be provided to the Organizatioeskient. An opening created
by the promotion of an employee does not becomacancy subject to posting
until the employee has successfully completed thmmptional probationary
period.

2. Information concerning vacancies during the semmonths shall be listed on
the school District’'s voice mail system. Each swanposting shall remain on the
District’s voice mail system for at least ten (D)ys.

3. The Board is responsible for filling all posteatancies within thirty (30) days of
the vacancy, unless there is no qualified candidate

4. A job classification is an individual job ideftid under the classification series.
A position is a job classification in a specificilding during a specific shift.

5. An employee who wishes to apply for a vacanitpesand who believes he/she
meets the qualifications set forth in the postind pb description shall submit an
updated application or resume. The employee’s idiate@ supervisor or
principal will be consulted regarding the emplogeb performance. Based on
a review of the employee’s written application a@sume, and prior job
performance, the employee may be granted an ieterfor a vacancy outside of
the employee’s classification series or a vacahey would result in a move of
two (2) or more job classifications within the ewy®e’s classification series. |If
an interview is not granted, the employee may rsgjure writing, a formal written
response identifying the specific reasons why tlieye not granted an interview.
Such response shall be given within five (5) woaysifrom the date the request
is received.

6. An employee who applies for a lateral move omave of one (1) job
classification within the employee’s classificatiaeries will be granted an
interview. (For the purposes of this paragraphth@ classification series of
Educational Assistant and Special Education Assisthall be considered to be
the same job classification in the same classiinaseries; therefore, if an
Educational Assistant applies for a position of GgleEducation Assistant, or
vice versa, the Educational Assistant/Special EdcaAssistant will be granted
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the interview.) The granting of an interview doesg guarantee that the request
for lateral transfer will be approved.

a.

An employee will not be entitled to more tharegi) interview per
building during the school year for the same vadabt classification
unless there has been a change in the employedls, skaining, or
experience since his/her interview.

If there has been a change in the employeédls stkaining, or experience
since the interview, the employee shall be graatesther interview.

When a vacancy is posted for a job classificatar which the employee
has already interviewed, if interested in that waga the employee shall
apply for the position and his/her earlier subrditteformation will be
considered.

Those employees who are interviewed will be gigensideration based upon
their qualifications, skills, ability to performehwork, and prior job performance.

a.

The Superintendent has the final determinat®rioawhether a current
employee or outside candidate will fill a given &acy, except in the case
where an employee is requesting a lateral trar{stgr, move within the

same job classification, regardless of hours assigmr location) in the

following classifications:

Head Custodian (K-8)
Custodian | (K-12)

Custodian Il (K-12)
Educational Assistants (K-12)
Head Cook (K-8)

Head Cook (9-12)

Cook | (4-12)

Food Service Worker (K-12)
Media Assistants (K-12)
Health Aides (K-12)

A current employee seeking a lateral move injdbeclassifications listed
above in 7a., or a Special Education Assistantestiug a lateral transfer
to a vacant Educational Assistant position postedte following school
year, will be given the first opportunity over odes candidates or
substitutes, provided the employee has satisfagbbrperformance and is
not on a performance plan or involved with progresdliscipline. If
more than one current employee applies for therdhtgansfer, the
Superintendent/Designee has the final determina®mno which current
employee will fill the lateral vacancy.
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8.

10.

If additional hours are added to a specific fp@sj the current employee in that
position shall be offered those additional houyéver, the current employee
may refuse the hours without jeopardizing his/herent hours. If the employee
refuses the additional hours, the employee shalhdidgied that he/she may be
transferred and the Superintendent/Designee matytpesposition. Only those

employees in the same job classification with thenes hours as the original

position will be considered for the position. Timeumbent employee will be

moved to the resulting vacancy. In the event npleyee with the same job

classification is interested in filling the positiand there is no qualified candidate
to work the additional hours, the incumbent empéoya@l be required to work the

additional hours.

An employee who is not selected for a job cfecsgion may request, and shall be
given, an explanation from the administrator whaethe determination.

If a skills test is required, it shall be sthta the job posting. The employee shall
have the opportunity to examine his/her test aftéyas been scored. Once an
employee has passed a skills test for a promotiposition, the employee shall
not be required to re-test for the same positiavidied that the employee passed
the test within three (3) years of the posting.

B. New Employment (employees new to the District)

1.

Newly-hired employees shall serve a one hundwenty (120) work day
probationary period. It shall be the duty of thep&intendent/Designee during
the probationary period of each employee in thestl@ed service to investigate
thoroughly the efficiency, conduct, and integrity such employee and to
determine whether or not he/she shall be retainEde decision of whether to
retain a probationary employee is within the diBore of the
Superintendent/Designee and is not grievable.

A newly-hired employee shall have no seniorityrinly his/her probationary
period—Notwithstanding any other provisions of this Cootraduring the
probationary period, the newly-hired employee Wwéleligible to apply for vacant
positions but will not be entitled to the “first pprtunity” for a lateral move.
Probationary employees may substitute for anothepl@yee in a higher
classification if the supervisor believes the ptabeary employee is
appropriately qualified. In addition to the exdeps stated above, probationary
employees shall be covered by all Sections of tgeedment, with the exception
of Section 11 (Discipline), Section 14 (Layoff) aBdction 15 (Evaluations).

An employee retained beyond his/her probationaeyiod shall have his/her

District seniority computed as of his/her Boardeefive date of hire and
classification seniority computed as of his/heed#tentry into the classification.
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4. A newly-hired regular employee may be alloweeldrfor job-related experience
up to and including the second step following thecessful completion of the
probationary period. Evaluation and approval @ tredit shall be made by the
Superintendent/Designee and shall be considerdtedime after the completion
of the probationary period. Credit for job-relatxperience will be prospective
only and will go into effect the later of (a) corapbn of the probationary period,
or (b)the date the employee submits a written estjufor credit. The
Superintendent/Designee shall notify the Treassireffice of any credit for job-
related experience.

Seasonal/Casual Employees

A seasonal/casual employee may be hired to megiaiary needs, but may not work

more than one hundred (100) days in any calendar. ydlo seasonal/casual employee
may be hired to perform duties that fall within joé description of any employee who
has been laid off and remains on the recall liBtior to hiring any seasonal/casual
employees, employees on the recall list who ardifqachto perform the seasonal/casual
work will be given the first opportunity, based district seniority, and will be paid the

board approved rate for the seasonal/casual work.

Promotions

1. Any advancement to a position for which the maxn salary in the job
classification is higher constitutes a promotion.

2. As far as practical and consistent with the letsrests of the school District,
present employees will receive consideration fonprtions.

Probationary Period for Employees Changing @leatons, Employees Remaining in the
Same Classification but Changing Building AssigntaeflLaterally Transferred), or
Employees Adding Hours in a Different Classificatio

1. A probationary period of thirty (30) working daghall apply to each employee
who changes classifications, who is promoted, vgHaterally transferred, or who
adds hours in a different classification.

2. During the promotional probationary period, #maployee retained beyond the
probationary period shall have his/her Districtiegty computed as of his/her
Board effective date of hire and job classificats@miority computed as of his/her
effective date of entry into the job classification

3. In the event the employee who changes clasdita who is promoted, or who
is laterally transferred elects, within the firgtden (15) working days of the
promotional period, to return to his/her previoussifion, he/she shall be
permitted to return to his/her previous positiord ashall retain the seniority
he/she had prior to the transfer.
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4.

If, within the probationary period, the emploeepromotional/lateral
transfer/change of classification is deemed to teatisfactory by the employer,
the employee shall be returned to his/her formeitpm. The employee shall be
informed by his/her immediate supervisor why hefshigeing returned to his/her
former position.

Temporary Assignment

A temporary assignment for a period not to excéetyt(30) continuous working days in
a school year can be made for positions in theredesef a qualified candidate.

SECTION 14. — LAYOFF

Classifications/Seniority

1.

The following procedures will govern the layoffemployees when required due
to abolishment of a position, financial reasonsplishment of transportation
runs/routes, or lack of work.

In the event the Board determines it is necgseafay off, a reasonable effort
shall be made to minimize the number of personagbffs by not employing
replacements, insofar as practicable, for employe#® retire, resign, or
otherwise vacate a position. Reduction in hoursa afurrent employee either
during the school year or from one school yeah®rtext cannot be used in lieu
of a layoff.

No summer help or other subcontractor (with teception of special
transportation per Section 31.W) shall be hiredadorm bargaining unit work in
that job classification while employees remain ¢we trecall list in that job
classification. Employees on the recall list whe qualified to perform summer
work will be given the first opportunity, based district seniority, and will be
paid at the summer rate of pay.

For the purpose of layoff and recall, job clsations and classification series
shall be used. “Classification series” are idésdifby a series number and
description,e.g, Series 1: Custodial. “Job classifications” #rese individual
jobs identified under the classification series.

The classification series and job classificagishall be as follows:

a. Administrative Assistants/Secretaries

Administrative Assistant
Secretary; Board of Education Secretary/Receptionis
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Bus Aides
Cafeteria

High School Head Cook

Head Cook

Assistant Head Cook - High School
Cook 1

Food Service Worker

Computer Technicians

Courier
Custodial

Head Custodian, High School
Custodian Foreman, High School

Head Custodian, Middle School

Head Custodian, Central School

Head Custodian, Elementary Schools
Custodian | - High School/Middle School
Custodian | - Elementary Schools (K-5)
Custodian Il

Educational Assistants

Health Aides

Information Systems

EMIS Coordinator
SIS Secretary

Maintenance

Maintenance - Foreman

Maintenance | — Employee

Maintenance Il Employee — Building and Grounds
Maintenance Ill Employee — Athletics

Maintenance IV Employee — Field Maintenance & Cdgtb
Mechanics

Mechanic - Vehicle Maintenance Foreman
Mechanic
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Media Assistants

m. Print Shop Operator
n. Special Education Assistants
0. Transportation
Bus Instructor
Bus Driver
Seniority
District seniority shall be defined as follows img Section and throughout the
Agreement:
a. The length of continuous employment by an engsogf the Board is

computed from the employee’s effective date of mrthe bargaining unit
per the Board minutes regardless of the numbeoofshworked per day
or the number of months worked per year. Work aslstitute employee
prior to being a regular employee shall not be tedirtoward District
seniority.

Unpaid leaves of absence granted by the Boaatl sbt be counted
toward District, classification or building senityi nor shall they break
any accumulated District, classification, or builgliseniority.

In cases of identical District seniority, asie lbreaker, the date of the
employee’s initial application will determine hisf position on the
District seniority list. ~ Where applications haveeen submitted
electronically, the electronic time stamp shalluised as a tiebreaker. The
second tie breaker will be the employee’s datemfyeinto his/her job
classification. If a tie continues, the positiam the District seniority list
will be determined by a toss of the coin.

Classification seniority in this Section andotighout the Agreement shall
be the first day an employee is assigned into asifleation while in
active pay status. Work as a substitute employee o being a regular
employee shall not be counted toward classificasemiority.

Building seniority in this Section and throughtie Agreement shall be
the first day an employee is assigned to a buildiige in active pay
status. Work as a substitute employee prior tadeai regular employee
shall not be counted toward building seniority.
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Layoff Procedures

1.

In the event there is a layoff, the positiori(spe eliminated shall be discussed
with the Organization President before any annoonece of layoff is made.

The employee to be laid off shall be the pemsih the least District seniority in
the lowest job classification of each affected sifésation series regardless of the
number of days or hours worked. In the event tbsitpn to be eliminated
involves fewer days or hours than the position hBldhe person with the least
District seniority in the lowest job classificatiamthe series, the employee whose
job is eliminated may either move to that posito work the additional days or
hours or may opt to take the layoff.

If the employee to be laid off had been emploiyednother classification series,
and he/she has more District seniority than thetleanior person in the lowest
job classification of the other classification ssriit is the employee with the least
District seniority in the other job classificatiarno shall be laid off.

Unless the Administration otherwise determirtess iin the best interest of the
District’'s operations, these layoff procedures wibt be interpreted or applied so
as to create a job sharing situation.

Transfers may have to be made in a classifica@ries because of the position(s)
elimination.

a. If an employee in a job classification needdé¢otransferred to the job
classification directly below the one he/she issprgly in, it is the
employee with the least District seniority in tlob jclassification that is
transferred to the lower job classification.

b. Any employee who is transferred to a differaft ¢lassification shall not
have to serve a probationary period.

C. If transfer results in a situation where an eyweé would have to work
additional hours or days above and beyond his/hginal assignment, the
employee may either elect to work the additionalremr days or may opt
to take the layoff.

After a layoff, the number of hours each empéoyms shall remain the same
(except for Bus Drivers and Bus Aides because thainber of hours may change
yearly because of the selection process) with tssiple exception(s) of: (i) an
employee whose hours or days are increased asulh oéshis/her exercise of
seniority; or (ii) the employee with the least Dist seniority in the lowest job
classification of the job classification series whé is necessary for those hours
to be reduced.
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10.

a. In the case of Bus Drivers and Bus aides, thectsen process by
classification seniority shall be conducted yeahd at the end of the
selection process, any Bus Driver or Bus Aide whe hothing to select
will be laid off.

b. When it is anticipated that either Bus Driver8as Aides will be laid off,
the appropriate number of Bus Drivers/Bus Aideslite least amount of
District seniority will be removed from the selegtiprocess.

To illustrate the implementation of these prared, assume the following:

A 10-month administrative assistant position isnigeeliminated (Position A).

The employee holding Position A has greater Disse@niority than a 12-month
administrative assistant (Position B). The 10-rhoemployee has the option of
either moving into Position B or accepting the li&ydf the 10-month employee

moves into Position B, that affected employee héle the opportunity to move
into a lower classification series position whehneré is an employee with less
District seniority (Position C). If Position C hagns to be a 10-month position,
the former Position B employee will have a reduttio months worked to the
10-month Position C. Assuming the employee ultalyaaffected by the layoff

has been employed in another classification sesied holds more District

seniority than the least senior person in the loyas classification of that other
series, the employee would be able to exercisbdriseniority and move into that
position. This process continues until such tireele employee with the least
District seniority is ultimately laid off.

An employee displaced from a classificationeseias a result of the procedure
above (1-6) shall be placed on the layoff list.

An employee who is to be laid off under the abprocedure shall be so informed
in writing at least ten (10) calendar days priotite Board meeting at which time
official action is to be taken. Following such Bodaction, under this Section
each affected employee will receive written notidech shall state the following:

a. Reason for the layoff
b. The effective date of layoff
C. A general reminder of the recall rights providgathis Section

The Organization President shall be providedisa of all positions to be
eliminated at least thirty (30) calendar days ptmrthe Board meeting where
action is taken regarding layoffs and shall be jgred a list of all persons to be
laid off under this Section ten (10) calendar dpsisr to the Board meeting at
which time such action is to be taken. This lisalkindicate the names, job
classifications, District seniority dates, and ran#ter of recall to available jobs.
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An employee on the recall list will have the ogpnity to be placed in openings
which occur in the same classification series a #ame or lower job
classification than the employee formerly held.

a. If an opening occurs in a classification setted is equal to or fewer than
the amount of hours or days that the most senigi@®ree on the recall
list had worked, that employee will be recallefithe opening is for fewer
hours or days and the most senior employee onettalrlist takes that
position, that employee still remains on the relistland is still eligible to
be recalled to a job classification with the sarnarh or days that he/she
had before the layoff.

b. If an opening occurs in a classification setlest is more hours or days
than the most senior employee on the recall ligt\wwarked, that position
shall first be posted and only employees in thassification series may
apply for and be moved into that position. Aftee tposting process is
completed, the most senior employee on the rasalihall be recalled.

C. Where an employee transferred to a position ghgater hours or greater
days as a result of the layoff procedures and aniog occurs in the same
or lower classification that is the same numbehofirs or days as the
employee’s original assignment, that employee alltransferred to that
opening and the most senior employee on the risialill be considered
for the remaining vacancy in accordance with paplgs a or b above.
(Example: a 10-month administrative assistant whonped into a
12-month secretary position will be transferredatd0-month secretary
vacancy, allowing the 12-month employee to retwnhis/her original
position.

The order of recall shall be determined on th&dof greater District seniority.

Notice of recall shall be sent by certified ntailthe last address provided by the
employee to the Superintendent/Designee.

The period of recall for employees who have detep the probationary period
and who have not yet worked a full student caleygar shall continue for three
years from the date of layoff. The period of redalr employees who have
completed a full student calendar year will have tight of restoration without
limitation.

An employee shall remain eligible for recalless:

a. The time limit for right of recall has expireat,
b. He/she resigns, or
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C. The employee accepts or declines recall to #mesjob classification
(with the same hours) from which the employee \aas off, or

d. He/she fails to respond to recall within ten)(é@lendar days of receipt or
attempt of delivery to the employee’s residence.

Upon return to service, the employee shall bedited with all District,
classification, and building seniority prior to theyoff; however, the period of
layoff shall not be counted within that earned Bast classification, or building
seniority total. The employee shall resume theustpreviously held. Experience
credit will not be granted for the period of layoff

When an employee is recalled after the stath@fschool year, and the employee
works at least one hundred twenty (120) days duhag school year, he/she will
be granted a full year’'s seniority and will movetap on the salary schedule for
the subsequent school year. Where the employessadled after the start of the
school year and works fewer than one hundred twéf9) days of the school
year, the employee will only be granted a half-yer@dit and will remain at the
same step of the salary schedule for the subsegqokabl year.

a. During the first two (2) years that an emplys on the recall list, the
employee shall be first called for any substitutindnis/her classification
based on seniority in his/her classification.

b. During the third year on the recall list, onhypse employees who are not
otherwise employed in any capacity in the Distfi&. have not obtained a
position through bumping, are not on reduced hobase not filled a
vacancy, etc.) shall be first called for any substg in his/her
classification based on seniority in his/her clisaiion. After three (3)
years on the recall list, the employee will haverigbt to substitute based
on seniority. This provision (8 b.) expires asJahe 30, 2012 and is not
subject to a roll over.

C. An employee who agrees to substitute will not dbigible for other
conflicting substitute positions within forty-eighours of the assignment.
Where the substitution is anticipated to be fore¢hor more days, the
employee who agrees to substitute for that spepifisition will remain
for the duration of the absent employee’s leave.

d. The provisions in this subsection 8 supersedg @her substitution
provision in the Agreement except for the following

0] When a substitute is needed for a Mid-day ring substitution
provision found in Sections 18F (Bus Aides) and 31K
(Transportation) shall be followed before any BusleAor Bus
Driver on the recall list can substitute for anyddiay run.
Refusal or unavailability to substitute or to adciys fewer-hours
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job shall not be interpreted as a decline in rematl the employee
shall remain on the recall list;

(i)  The substitution provisions in Section 17 (Ahistrative
Assistants/Secretaries), Section 19 (Cafeteria)cti@e 22
(Custodial), Section 23 (Educational Assistantsgctidon 24
(Health Aides), Section 28 (Media Assistants), &@wttion 30
(Special Education Assistants) will apply beforeeamployee who
is on the recall list may exercise his/her rightstdbstitute in a
position outside his/her classification (i.e. arivaty employed
Custodian Il at the high school will have the ficgiportunity to
substitute for a Custodian | at the high schoobteef Custodian II
on the recall list will be offered the substitugoan actively
employed Educational Assistant at Highland Drivél Wave the
first opportunity to substitute for a Secretaryhat building before
an Educational Assistant on the recall list will b#ered the
substitution).

If an employee on the recall list agrees to tHulbs in his/her
classification, he/she shall be paid at his/hex cdtpay before the layoff,
excluding any shift differential or adjustment ®ummer pay, subject to
the time restrictions in 8 a. and b., above. & slbstitution is for second
or third shift, the pay differential will apply iaddition to the employee’s
rate of pay before the layoff.

If there remains a need for a substitute aftepleyees in the affected
classification have been contacted, and after titernal substitution
process for the affected classification has bedraested, any employees
on the recall list and who have been board appreeesiibstitute in that
classification will be called in order of districkeniority before a
non-employee substitute is called, subject to ilme timitations in 8 a.
and b., above. An employee who agrees to subsstitilt not be eligible
for other conflicting substitute positions withiorfy-eight hours of the
assignment. Where the substitution is anticipébele for three or more
days, the employee who agrees to substitute forstecific position will
remain for the duration of the absent employeeavde With the
exception of substitutions in the Food Service depent, employees who
have been Board approved to substitute in thasifieetion and who are
substituting in their first three years on the felist shall be paid $1.00
more than the casual substitute rate assignedatoctassification. Food
Service substitutes will be paid in accordance with board adopted
substitute rate of pay.

Employees who are on the recall list and agil#é to substitute per 8 a.
and b. above will receive a letter sent via cextifimail advising the
employees of their right to request to be incluaded the substitution
list(s). Any employee electing to opt in must retuhe letter to the
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Director of Human Resources via certified mail. yfamployee who fails
to respond to calls regarding available substipasitions or fails to fill a
substitute position for more than ten (10) nonagpmdus days will be
removed from the substitute list(s) unless the eyg® has received
approval from the Director of Human Resources. hSaproval shall not
be unreasonably withheld.

SECTION 15. — EVALUATIONS

Purpose

The purpose of the procedures set forth in thigi@ecs to provide a mechanism for the
assessment of an employee’s work performance aipdtive employee achieve greater
effectiveness in the performance of his or her vasgignment.

Procedures

1. Evaluator
A written evaluation of the employee will be contket by the employee’s
immediate supervisor, principal, or assistant ppalc In the event an employee
performs work under the supervision of more thar ¢h) supervisor, the

employee’s evaluation may be jointly conducted.

2. Schedule for Evaluation

a. Any employee serving in a probationary periocewnemployee,
promotional probationary period, lateral probatigngeriod) will be
evaluated at least one (1) time during his/her gtiobary period.

b. An employee with fewer than three years in th&rigt will be evaluated
at least one (1) time annually.

C. Each employee with three (3) or more years egpee in the District but
fewer than ten (10) years shall be evaluated at la&ery three (3) years.

d. Each employee with ten (10) years or more egpesd in the District shall
be evaluated at least every five (5) years.

e. Nine (9) and ten (10) month employees will balgated on or before
May 30",

f. Twelve (12) month employees will be formally &ated on or before
June 38.

30



g. In the event the employee receives a needs iraprent or unsatisfactory
rating in any area, the employee will be put oredd®mance Assistance
Plan and will be given at least twenty (20) workysidollowing the
evaluation before he/she is re-evaluated. The @yppl also may request
to be re-evaluated. The request must be in wrigng sent to the
employee’s immediate supervisor with a copy to SugEndent/Designee.
If the employee requests to be re-evaluated, thkiation process shall be
conducted within eight (8) work weeks of receipttbé request. The
Performance Assistance Plan (Attachment 15) wdlude specific target
areas in which the employee needs to improve agdestions advising
how the employee can improve in the targeted ardag employee shall
be given a copy of the Performance Assistance Plan.

h. If the performance of an employee who has bésred on a Performance
Assistance Plan remains unsatisfactory, a hearifigoe scheduled with
the employee. The President of BOSS and the eraployil be advised
of the need for a hearing, the specific performatheficiencies, and the
date/time of the hearing. The employee will haharight to have two (2)
representatives at the hearing (BOSS and/or OEfeseptatives). The
purpose of the hearing is to discuss the contimextbrmance concerns,
any revisions to the Performance Assistance Plahlze consequences if
the employee’s performance remains unsatisfactdiige employee will
be given at least twenty (20) work days after tbarimg before he/she is
re-evaluated. If the employee’s performance remainsatisfactory, a
“Loudermill” meeting will occur before the employee terminated for
good and just cause. While the Superintendent thasauthority to
terminate without Board action, the employee hasripht to appeal the
decision through the grievance procedure.

Observations

The evaluator shall evaluate each employee baseédrert observation of his/her
performance and/or work product. The total obd@matime (time spent
observing the employee and/or observing the woddyet) shall not be fewer
than thirty (30) minutes. These thirty (30) mirsito not have to be consecutive;
however, at least fifteen (15) consecutive minutegst be spent directly
observing the employee. The employee will be giaereast 24 hours prior
written notice of the date of the fifteen (15) ntmwbservation. The observations
will be reflected on the Support Staff Evaluatioardd (Attachment 16). No
hearsay shall be included in the Support Staff Eategdn Form.

Written Evaluation

The written evaluation report (Attachment 16) shmdl signed by the evaluator
and employee and a copy provided to the employié® employee’s signature is
merely an acknowledgement of having received tiperte It does not indicate
agreement or disagreement with that evaluationrtepbhe employee will have
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D.

an opportunity to submit his/her comments in wnitterm which will be attached
to the evaluation.

5. Evaluation Conference

Each employee will have the opportunity to disciieswritten evaluation report
with his or her evaluator prior to the report beifigd in the employee’s
personnel file. Each employee shall be notifiedfewer than forty-eight (48)
hours in advance of the scheduled evaluation cenéer. If there is anything
negative in the evaluation report, the employeethagight to request a follow-
up conference with an Organization representatigsgmnt.

SECTION 16. — SCHEDULE AND WORK HOURS

Work Schedule

The regular work schedule shall be Monday througtaly. The beginning and ending
time of the employee’s day will be determined by #mployee’s supervisor within the
first two (2) weeks of the first student school day no way shall an employee’s total
daily/weekly hours of employment be reduced. Iisitdetermined that an employee’s
schedule or shift will be changed, notification mibs given to the employee prior to the
beginning of a new school year. Notwithstanding #ibove, the schedule for positions
that are driven by a student’s individual educatgan, 504 plan, or emergencies

resulting in unanticipated student needs may begdthas the need arises, with two (2)
weeks notice to the affected employee.

Work Assignment

An employee covered by this Agreement shall wortarra job description as approved
by the Board. Consistent with the job descripteach employee will be assigned duties
as determined by the discretion of the employeejgessisor. An employee normally

assigned to a particular building or location may feassigned to other buildings or
locations without a loss or change in the rateayf. p

Leaving the Building

Before leaving the building for any reason durihg twork day, the employee shall

obtain the prior approval of the appropriate adstmator/designee whose approval will
not be unreasonably withheld.

Breaks

1. Each seven (7) hour or more per day employeatified to two (2) fifteen (15)
minute paid break periods which are to be includatthin his/her work day.
Each five and one-half (5-1/2) consecutive hour geey employee is entitled to
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G.

one (1) fifteen (15) minute break period whichdse included in his/her five and
one-half (5-1/2) hours.

Each employee shall mutually schedule his/healrwith his/her immediate
supervisor. If mutual agreement cannot be reactierimmediate supervisor
shall schedule the break.

Except in the case of circumstances beyonddrigibntrol as determined by the
employee’s supervisor, an employee does not haveption to work through
his/her break period in return for a like amount dfalary or
overtime/compensatory time. Where the supervisanat available to make a
determination, the employee must notify the supervon the following business
day of the specific circumstances requiring the leyg®e to work through his/her
break.

Each employee of five (5) or more consecutivartias entitled to a thirty (30)
minute lunch period without any regularly assigmedponsibilities. The lunch
period is not part of the employee’s scheduledatayshall not be paid.

The lunch period will be mutually scheduled bg £mployee and the immediate
supervisor; however, if there is no agreement,siingervisor may schedule the
lunch period. The lunch period may be rescheduleth the immediate
supervisor’'s approval in order to meet unusualr@axpected circumstances.

Except in the case of circumstances beyonddrngiontrol as determined by the
employee’s supervisor, an employee does not haweoption to work through
his/her lunch period in return for a like amountosfertime/compensatory time.
Where the supervisor is not available to make ardehation, the employee must
notify the supervisor on the following business @dyhe specific circumstances
requiring the employee to work through his/her luperiod.

If the employee desires to leave the buildingrduhis/her lunch period, he/she
will inform the building administrator/designee.

Student Hearings

If the Board requires an employee to be presennhgua student disciplinary hearing,
such employee will be released to attend such ingawvith pay. If the hearing takes
place outside such employee’s regular work hours, @mployee will be paid his/her
regular hourly rate for all time spent at such hegrbut not fewer than two (2) hours.

Calamity Day

On days when, District-wide, schools are clodad to public calamity such as
snow, floods, etc., the Board shall provide paynfentan employee at his/her
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regular hourly rate. An employee who is requiredwork on District-wide
calamity days because of job responsibilities Wwél paid an additional amount
equal to one and one-half (1-1/2) his/her regutaurly rate for hours worked.

When it has been determined that there is ari€listide calamity day, each
employee who should have been contacted aboutngtdyome but was not
contacted and reported to work shall receive aiitiaddl two (2) hours pay at the
regular hourly rate (straight time). In order te éligible for reporting pay, an
employee must have on file, with the Superinten@sadignee his/her current
telephone number.

Due to either a District-wide or building(s) @atity, if there is a delayed start and
an employee who has two District jobs, due to thlaykd start, now has jobs that
overlap in time, the employee shall be paid forhbotbs as though they were
completed on a non-delayed-start day.

In the event of a delayed start or early relehseto a District-wide or building
calamity, employees (with the exception of bus ehsvand bus aides) are
expected to report and work their regularly assiigheurs at their regular rate of
pay, unless directed otherwise. Bus drivers ansl ddes will report per the
delayed startife. two-hours after the normal time). The affectecplryees may
be required to perform work within their respectijod classifications and/or
receive in-service or training opportunities durthgse work hours.

Employees will not be reprimanded if adverse weaatoaditions prevent them
from reporting at their regularly scheduled timedays where there is a delayed
start or early release of students. If an emplogekelayed in their arrival due to
adverse weather the employee shall make arrangsmmtit their immediate
supervisor to make up the missed time.

Employees who are directed not to report to wodlsto so without any loss of
pay. Employees who fail to report to work at theigularly scheduled time for
reasons that are not related to the delayed staanty release may be subjected
to progressive discipline.

On days when a specific school building is abdae to a calamity such as loss
of water, heat, or power, the affected employeethéentire job classification
may be reassigned to assist in other buildingskwwgrwithin their respective job
classifications. Where the closure occurs priortte employees’ respective
starting times, they will be contacted and advissghrding whether and where
they are to report to work. Employees who areraqtired to report to work or
who are not reassigned will be sent home and gad tregular hourly rate
(straight time). District calamity pay will not Ipaid to employees.

When midday programs are closed due to calafnédy afternoon kindergarten,
preschool, etc.), affected employees will be exgubtd work their regular hours
and will receive their regular rate of pay unlegeaed otherwise. The affected
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employees may be required to perform work withireithrespective job
classifications and/or receive in-service or tnagniopportunities during those
work hours.

Employees will not be reprimanded if adverse weatmaditions prevent them
from reporting at their regularly scheduled timedays where midday programs
are closed due to calamity. If an employee is ya&lain their arrival due to

adverse weather the employee shall make arrangsmétit their immediate

supervisor to make up the missed time.

Employees who are directed not to report to wodlgto so without any loss of
pay. Employees who fail to report to work at theigularly scheduled time for
reasons that are not related to the delayed staanty release may be subjected
to progressive discipline.

In the event that a delayed start turns intoistridt-wide calamity day each
employee who has directed to report to work shalsént home and shall receive
an additional two (2) hours pay at the regular houate (straight time) in
addition to the payment they would normally receimeworking their regularly
assigned hours.

Any employee who is not sent home because of jeparsibilities will be paid
calamity pay (one and one-half (1-1/2) his/her faguourly rate) for all hours
worked.

Employees will be expected to sign in and sighan delayed start/early release
days.

Call In and Call Back Pay

An employee who is requested to report to work teefor after his/her regularly-
scheduled shift at a time not adjacent to his/bgularly-scheduled shift shall be paid a
minimum of two (2) hours pay at straight time, wsleeligible for overtime pay in
accordance with Section 16.K.

Substituting

Substituting is when an employee is requestekdidifrer supervisor to assume the
job classification responsibilities of another eaygle.

All substitution amounts shall be paid from fhst day of substitution and shall
be paid whether the substitution occurs during otside of the employee’s
scheduled day.

When an employee substitutes for another insdree job classification, he/she
shall be paid at his/her normal hourly rate (straigme) unless eligible for
overtime pay in accordance with Section 16.K.

35



4. When an employee substitutes in a job classificathat is a higher job
classification in his/her present classificatiomies he/she shall be paid at step
one of that higher job classification or $0.25 peur more than his/her normal
hourly rate (straight time), whichever is greatanless eligible for overtime pay
in accordance with Section 16.K.

5. When an employee substitutes in a job classificathat is a lower job
classification in the same classification seribs, émployee shall be paid his/her
normal hourly rate, unless otherwise eligible feexime pay in accordance with
Section 16.K for all or part of his/her substitutio

6. When an employee substitutes in a job classificathat is in a different
classification series, he/she shall be paid thetgreof: (1) step one of the
different classification series or (2) $0.25 pemuhanore than his/her normal
hourly rate. The employee may be eligible for timee pay in accordance with
Section 16.K for all or part of his/her substitutio

7. When an employee substitutes for a non-bargaininit member, excluding
supervisors, the substituting employee shall bel @éithe highest step of the
negotiated administrative assistant pay schedulnen substituting at a higher
classification or for a non-bargaining unit empley¢éhe employee mustdicate
the name of the person for whom he/she substitutimdhis/her time sheet or
he/she shall not receive the higher rate of pay.

Break in Continuity of Employment

When a regular employee breaks his/her Districiosiy and then at a later date, not to
exceed five (5) years, returns to regular employmenthe same classification, the
returning employee will be paid at the step levelhich he/she was employed at the
time he/she discontinued his/her employment butrim®istrict/classification/building
seniority upon his/her return.

Overtime Pay/Compensatory Time

An employee who is regularly employed by the Distshall be paid time and a half (1-
1/2) for all hours in excess of eight (8) hours gday or of the normal forty (40) hour
week provided that the additional hours have beeathosized by the
Superintendent/Designee, and are not covered bgiatpmtes such as banquet rates,
Saturday rates, Sunday rates, holiday rates, etor, covered by
extracurricular/supplemental contracts. Excesshoua day will take precedence over
excess hours in a week. For the purpose of compuatvertime, a forty (40) hour week
will include any hours where the employee is invecpay status e.g., (holiday, personal
leave, vacation days, or sick leave day), but exltlude absence without pay.
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An employee who is assigned to work in two (2)rnmre job classifications and
works more than eight (8) hours per day or fort)(Hours per week in one of
his/her job classifications or substitutes in dedlént job classification in one of
his/her classification series, will be paid ovegifased on the rate for the job
he/she actually performs after the first eight I(®urs per day or the first forty
(40) hours per week. Excess hours a day will faleeedence over excess hours
in a week.

Hours worked by an employee who is substitufarganother employee outside
of the employee’s classification series will notunb toward hours worked for
purposes of overtime, with some exceptions. (P@mle, a Bus Driver who

substitutes for a Custodian Il will not receive dirae for hours worked in excess
of eight (8) per day or forty (40) per week reswgtifrom the substitute time and
will be paid straight time for the hours workedJhe exceptions are: (1) a
Mechanic substituting for a Bus Driver, (2) an Eatimnal Assistant substituting
for a Special Education Assistant, (3) a Specialdation Assistant substituting
for an Educational Assistant, (4) a Bus Driver sisng for a Courier, (5) a

Courier substituting for a Bus Driver, and (6) aiManance person substituting
for a Custodian. In the case of these exceptibas, employee works more than
eight (8) hours per day or forty (40) hours per kyebe/she shall be paid
overtime. Excess hours a day will take precedenee excess hours in a week.

An employee will be paid time and one-half (2)1for hours worked on

Saturday. An employee will be paid double time Hours worked on Sundays.
Hours worked on a holiday will be paid at time ame-half (1-1/2) in addition to

pay received for the holiday. For determining anployee’s overtime pay,

his/her work week will begin at 12:01 A.M. on MorydaSince holiday, Saturday,
and Sunday pay meets or exceeds the overtimewatk,on a holiday, Saturday,
and/or Sunday is not subject to overtime payment.

Compensatory time should be considered the éwxcepather than the rule and
may be used only in extenuating circumstances. peosatory time must be
approved in advance by the immediate supervisoldnd kept by the immediate
supervisor and initialed by the employee. Compemngatime may be
accumulated and used on a rolling basis not toezkte@enty-four (24) hours at
any point in time. Compensatory time must be whadhg the contract year in
which it is accrued at a time mutually agreed upgrthe employee and his/her
immediate supervisor. Compensatory time must beuad in no less than fifteen
(15) minute increments. Unused compensatory tinlebe extinguished and
paid as financial compensation at the appropriate. r At the end of the fiscal
year, the immediate supervisor shall put in writiagd send to the Board
Treasurer’'s Office the number of hours to be p&idmpensatory time for eight
(8) hour employees shall be one and one-half (1-h&urs for each hour.
Additional hours/compensatory time for short hoopéoyees shall be at straight
time.
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5. Compensation for employees who are working usdpplemental contracts will
be governed solely by Board policy and are not extbjto the
overtime/compensatory time provisions containedthis Agreement. Any
employee who is working under a supplemental/extrazular contract will be
paid no less than the actual amount of that contrac

Call-In: Absences

1. A day shift employee shall call his/her immesdiatipervisor/designee each day of
absence prior to his/her work schedule.

2. If possible, a night shift employee shall calldy 10:00 A.M. of each day the
employee is going to be absent.

Substitutes

Whenever possible, a substitute shall be calledllitan for the absence of a regular
employee.

Notification of Supervisor

1. Each employee shall be notified at the beginwingach school year as to his/her
immediate supervisor.

2. Should any change of supervisor occur duringyter, the employee shall be
notified of such change.

SECTION 17. — ADMINISTRATIVE ASSISTANTS/SECRETARIES

Classifications

Administrative Assistant (a minimum of 203 or 21drking days, or a 12-month
employee)

Secretary; Board of Education Secretary/Receptigaisninimum of 203 working days,
or a 12-month employee)

Substitution

1. When an Administrative Assistant is absent, @@&ary in the same building shall
first be offered the substitution.

2. When a Secretary is absent or substituting forAdministrative Assistant, an

Educational Assistant shall be the substitute afiogrto the substitution part of
the Educational Assistants’ Section of the Agreemen
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Training

Training (where available) will be provided to alhployees of this classification series
on a rotating basis whenever new equipment, tedgyolor software is updated or
implemented by the District.

SECTION 18. — BUS AIDES

Classification

Bus Aide (a minimum of the student days per sclyeal)

Leaves and Selection of Schedule

1.

If a Bus Aide is on any Board-approved leaveepthan sick leave, assault leave,
FMLA leave (for illness reasons), or Worker's Comgation leave for an entire

year, that Bus Aide will not be permitted to selacchedule for the entire school
year or select a schedule for the following yeahefshe will be on that same
Board-approved leave the following year.

In the first year of any Board-approved leaveeothan sick leave, assault leave,
FMLA leave (for illness reasons), or worker's Comgation leave, if a Bus Aide
takes said leave after the selection process cdeslbut before March®1that
schedule must be selected again.

In the first year of any Board-approved leaveeothan sick leave, assault leave,
FMLA leave (for illness reasons) or Worker's Compation leave, if a Bus Aide
takes said leave after MarcH, & substitute may be assigned.

If a Bus Aide returns during the second yeaamf Board-approved leave other
than sick leave, assault leave, FMLA leave (foneflis reasons), or Worker’'s
Compensation leave, the Bus Aide returns as a itutiest At the end of the
second year, the returning Bus Aide is reinstated @egular Bus Aide.

Selection of Schedules

1.

Each Bus Aide shall select his/her schedule #fiee bus driver selection process
has been completed. A schedule is the Bus Aid¢gs toutes for the day.

Each Bus aide will be allowed to select a scleflocluding A.M., Mid-day, and
P.M. routes) according to classification seniostgrting with the Bus Aide with
the most classification seniority.

Each Bus Aide, using classification seniorityll we scheduled at fifteen (15)
minute intervals to select his/her schedule. Tbleedule selection shall be
completed at least one (1) week before the scheml lpegins and each Bus Aide
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E.

shall be given at least seven (7) calendar dayEeais to date of the initial
schedule selection.

a. Each route in the schedule will have an estidhiee of completion. The
estimated time shall include ten (10) minutes befibre bus leaves the
Transportation/Maintenance Center (TMC) and a mimmnof fifteen (15)
minutes from the discharge of students to the TMC.

b. For all midday routes Bus Aides shall be schediuio report to the
Transportation Maintenance Center at the sameadsrthe Bus Drivers.

C. The assigned bus and bus driver will be attacbeghch route, unless a
change is necessary to accommodate a change inenwhbtudents or a
student’s physical needs.

4. During the selection process, each Bus Aide béllpaid a minimum of two (2)
hours.
5. Once the driving time for a schedule has be¢abéshed by the Transportation

Supervisor, those hours shall be the minimum gueeanfor the Bus Aide on the
schedule for the school year. This time shall s&ldished within thirty (30)
days of the establishment of the schedule.

6. A Bus aide cannot select a schedule which wreddlt in overtime pay on a daily
basis.
7. When an out-of-District and/or parochial schiso$cheduled to be in session and

is canceled for reasons other than a calamity theyBus Aide will be paid for
the time lost on his/her schedule.

8. This sub-section does not apply to special paration assignments as discussed
in sub-section W of the Transportation Section.

Appropriate training and equipment will be pretd to Bus Aides on an ongoing basis.
If training occurs outside regular work hours, Bgs Aide will be paid his/her hourly
rate.

The following time is guaranteed except for thado have been laid off:

a. A two (2) hour minimum shall be guaranteed foaM. route.
b. A two (2) hour minimum shall be guaranteed fét.®. route.
C. A two (2) hour minimum shall be guaranteed fddid-day route.
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Substitution Outside the Normal Work Day

Regular daily Bus Aides will be used as substitutéen available for either the absent
Bus Aide’s A.M., Mid-day, or P.M. route and sha# lised in all other circumstances
before other substitutes are used. This will beedan a classification seniority basis but
the seniority list is not continuously rotated. &ha substitute is needed, the most senior
available Bus Aide by classification is always @méd first and then the classification
seniority list is used in order until an availabdgular Bus Aide substitute is found. If no
regular Bus Aide is available to work the A.M., Midy, or P.M. routes(s) of the absent
Bus Aide, the route(s) of the absent Bus Aide dhalgiven to a substitute.

a. The availability of a regular daily Bus Aide Wide determined by the
pick-up and drop-off times for each route. If gukar Bus Aide is not
available to handle his/her own route(s) and thd.Ar Mid-day or P.M.
route(s) of the absent Bus Aide on the time spetifty the established
route schedule, a substitute will be used.

b. When the Transportation Supervisor becomes athatea Bus Aide will
require an extended leave of absence (five or mark days), the most
senior Bus Aide with lesser hours (at least 30 meimless than the absent
Bus Aide) will have the opportunity to substituter the duration of the
leave of absence. That Bus Aide’s position willfiled by a substitute
Bus Aide unless circumstances in F.1.c. apply.

C. It is recognized that, due to the possible latlkavailable regular Bus
Aides and lack of available substitutes, there Wwél exceptions to this
procedure whereby a regular daily Bus Aide may eseas a substitute
where the regular daily Bus Aide’s own route mawftiot with the route
of the absent Bus Aide. These exceptions to tleeguure will not be
treated as past practice and will not be used byptrties in interpreting
this paragraph.

2. Classification seniority will prevail (Bus Aideith most classification seniority
first) in choosing regular Bus Aides as substitutesviid-day runs when possible.
A list of regular daily Bus Aides wanting to sulbsté on runs will be posted, and
only those Bus Aides will be called.

3. On days when a particular school(s) servicedthy District's Transportation
Department is not in session, and other schooliceel by the District are in
session, any Bus Aide who is not scheduled to wmkause a school(s) on
his/her schedule is not in session shall be sueal shstitute before an outside
substitute is used.
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Reduction of Assigned Schedule Time

1. Schedules that are estimated in the beginninth@fschool year to be fringe
benefit schedules may be reduced by fifteen (15utes in time when the actual
time of the route is established.

2. This reduction shall not affect the eligibiligf the Bus Aides for full-time
benefits.

3. This sub-Section (G) does not apply to specd@dportation assignments.

Layoff

When there is a layoff in the Bus Aide ClassifioatiSeries in accordance with Section
14 of the Agreement, at the time of the layoff,dlthe schedules with specified busses
and drivers will be selected again.

SECTION 19. — CAFETERIA

Classifications

High School Head Cook (minimum of 184 working days)
Head Cook (minimum of 183 working days)

High School Assistant Head Cook (minimum of 182 kuog days)
Cook | (minimum of 181 working days)

Food Service Worker (minimum of 181 working days)

Banquet Rate for Food Service Workers

1. The banquet rate for a Food Service Worker par khall be $16.00.

2. The banquet rate for a Cook I, High School AasisHead Cook and a Head
Cook per hour will be $18.50.

Banquet Preparation

Banquet or other special food preparation othen floa normally-scheduled meals may
be cause to schedule additional personnel. Whemued or other special food
preparation is needed, the Food Service Supersisalt consult with the affected Food
Service employee(s) to determine if additional penel needs to be scheduled and/or if
additional time needs to be scheduled for the &#teEood Service employee(s).

Banquet Time

1. For banquets, the need is for a Head Cook, ISighool Assistant Head Cook,
Cook I, and/or a Food Service Worker depending upensize and scope of the
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event. The Food Service Worker/High School Bak#lrlve offered the banquet
time on a continuously rotating schedule by bugdseniority at the building

where the banquet is taking place. If additionabdF Service Workers are
needed, all remaining Food Service Workers arebddidor the banquet time on a
continuously rotating basis.

A substitute cannot be brought in for banqueetunless there is no Food Service
Worker/High School Baker willing to take the bangtime.

E. Substitution

1.

A Cook | or High School Assistant Head Cook sahstitute for a Head Cook for
the length of the continuous absence within theesbuailding. The Cook | at the
high school can substitute for the High School stesit Head Cook for the length
of the absence. In a building where there is nokdpthe Food Service Worker
with the greatest hours within the same building sabstitute for the Head Cook
for the length of the absence if that Food Serw¢erker is “qualified” per
paragraph 2 below.

A Food Service Worker can substitute for a Coak High School Assistant

Head Cook within the same building for the lengthtke absence. This

substitution time will be offered on a continuoustytating basis by building

seniority for those Food Service Workers who wansubstitute and have been
placed on a list of those who are considered tadly be qualified by the Food
Service Supervisor with input from the Head Cookha building to which the

Food Service Worker is assigned. In order to lseqd on the list of those
gualified by the Food Service Supervisor, inter@steod Service Workers must
first satisfactorily complete the Cook | test, whiwill be offered annually, and

then receive at lease one “on-the-job” trainingsges Qualification status

further will be based on the evaluation from tha-the-job” training session and
overall work performance factors. Performance diactinclude, but are not

limited to, the employee’s evaluations and dematstt competency in

performing the duties of a Cook |.

Extra time for Food Service Workers shall beedtl on a continuously rotating
basis by building seniority within the same builglinin the case of an absence
anticipated to be five (5) days or fewer, the amnbus rotation occurs on a daily
basis. When the absence is anticipated to exdeed5) days, the continuous
rotation takes place weekly.

A outside substitute cannot be brought in forrentbme than a regular Food
Service Worker unless there is no Food Service &forkthe building willing to
take the extra time. When there is an anticipatesence in excess of five (5)
work days of a long hour Food Service Worker (3rBoar more), a short hour
Food Service Worker (2 hours or less) will have dpportunity to substitute,
regardless of building assignment, before an oatsustitute is brought in. This
substitution will occur on a weekly continuous taa.
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F. Uniforms

1.

Each Food Service employee shall be furnishati iree (3) uniform shirts

annually. Every effort will be made to have thatshfurnished at the start of the
school year. The Food Service Supervisor will detee which style shirt will be

purchased for the Food Service Department.

Each Food Service employee will be provided w&itfearly clothing allowance of
$75.00 for the purchase of appropriate shoes amp#lots, as determined by the
Food Service Supervisor. Respective receipts ball presented to the Food
Service Supervisor by November™5 Reimbursement for these purchases will
be made by December®5

Food Service employees will have the optionumpase a long sleeve shirt(s) in
place of the short sleeve shirt provided, if they ghe cost in excess of the
purchase price of the standard short sleeve sfoviged.

G. Meetings

1.

When any meeting is required outside of the eye®#’s scheduled day, the
employee shall be paid at his/her hourly rate. rabjuired meetings shall be
scheduled on a regular work day.

If the meeting is fifteen (15) minutes or fewdre employee shall be paid for
fifteen minutes.

If the meeting is more than fifteen (15) minutedength, the employee shall be
paid a one (1) hour minimum. If the meeting excemus (1) hours in length, the
employee shall be paid for the one (1) hour and,tadditionally, shall be paid in
increments of fifteen (15) minutes.

Head Cook Meetings for the entire school yealldbe announced at the first
Head Cook meeting of the school year. For all otheetings or re-scheduled
meetings, except in the case of an emergency, siel be at least five (5)

working days notice, when possible. The noticeukhclearly state if the

meeting is mandatory or elective. If fewer tharef(5) working days notice is
given, and a Head Cook cannot attend the meetiwegHead Cook shall contact
the Food Service Supervisor to decide whether eeseptative can be sent in
his/her place or schedule a time with the Food iBerBupervisor in order to
receive the information discussed at the meeting.

H. Training

Training shall be provided at least once per schyealr in order to provide cafeteria
workers with the skills and information needed idey to perform their job duties.

44



SECTION 20. - COMPUTER TECHNICIAN

A. Classification
Computer Technician (12-month employee)

B. Meetings

If attendance is required by the supervisor, eacmfiliter Technician shall be paid at
his/her hourly rate for the time spent attendirgsthmeetings. The minimum amount of
time compensated shall be one-half (1/2) hour.

C. Additional Time

Additional time for Computer Technicians shall féered on a school-year continuous
rotating basis beginning with the Computer Teclamavith the most seniority.

D. A Computer Technician may change the beginning ending time of any of his/her
work days with the approval of the Director of Teology.

SECTION 21. — COURIER

Classification

Courier (minimum of 203 working days)

SECTION 22. — CUSTODIAL

A. Classifications

Head Custodian, High School (12-month employee)
Custodian Foreman, High School (12-month employee)
Head Custodian, Middle School (12-month employee)
Head Custodian, Central School (12-month employee)
Head Custodian, Elementary schools (12-month ereglpy
Custodian | - High School/Middle School (12-monthptoyee)
Custodian | - Elementary schools (K-5) (12-montipkyee)
Custodian Il/Custodian Il Floater (12-month empleye

B. License/Certificate

The Board shall pay for any license/certificateany license/certificate renewal required
by the job description, including a boiler licensesbestos certificate, and pesticide
application license.
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Asbestos Removal Premium

Those who are trained and certified in asbesto®vahshall be paid at the highest step
of the Maintenance Foreman rate at time and onfg-hdl/2) for asbestos removal.

Shift Differential

1.

A Custodial Worker who is regularly assignedvark a majority of time on the
first shift shall have a starting time that begbetween the hours of 5:30 A.M.
and 8:00 A.M.

A Custodial Worker who is regularly assignedvark a majority of time on the
second shift (starting between the times of 2:00.Rnd 4:00 P.M.) shall receive
a shift differential (premium) of $.20 per hour fus/her entire shift.

A Custodial Worker who is regularly assignedvark a majority of time on the
third shift (starting between the times of 9:00 Pavd 11:30 P.M.) shall receive a
shift differential (premium) of $0.25 per hour fois/her entire shift.

When a second or third shift employee is tramsteto the first shift on a regular
basis, such employee shall no longer be eligibi@fehift differential.

The shift differential shall be paid when: {A¢ employee works second or third
shift and/or (2) when vacation or paid leave itakt a time the employee was
scheduled and otherwise would have worked the skecwonthird shift and/or
(3) there is a holiday at a time the employee vwaeduled and otherwise would
have worked the second or third shift.

Required Weekend/Holiday/Evening Building Checks

1.

An employee shall receive a minimum of two (Bufs of pay at the appropriate
hourly rate for checking his/her building on theekend when required to do so
by the Superintendent/Designee. The Superintefidesignee may assign the
employee additional duties during the minimum tw&) fours that do not
compromise the safety of the employee.

a. The appropriate rate for Saturdays is time aredhalf (1-1/2).
b. The appropriate rate for Sundays is double time.

C. The appropriate rate for holidays is time ane-balf (1-1/2) in addition to
the pay received for the holiday.

An employee shall receive a minimum of two (8uts of pay when required to
answer building alarms.
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F.

1.

a. The appropriate rate for Saturdays is time aredhalf (1-1/2).
b. The appropriate rate for Sundays is double time.

C. The appropriate rate for holidays is time ané-balf (1-1/2) in addition to
the pay received for the holiday.

When a maintenance employee is not working, ethesequired

weekend/holiday/evening building checks shall beerefl to Head Custodians,
Custodian Foreman, and Custodian I's using a coatia rotation system by
building seniority. The employee shall receive mimum of two (2) hours of
pay for weekend/holiday/evening building checkthatappropriate rate.

Overtime

Overtime within a building shall first be offerdo employees assigned to that
building on a continuous rotation building senipribasis. Those in the
continuous rotation are the Head Custodian, CustoBoreman, and Custodian I.
Absence (other than for vacation) does not precardemployee from being in
the rotation. Any employee who is on a schedulethtran will not be offered
overtime until all other employees on the contirslpuotating list have been
contacted and are unavailable, unless the empliogeeéndicated on the vacation
request form that the employee wishes to remairthen rotation during the
scheduled vacation. If the event to be staffediireq two custodial persons, in
addition to the above rotation, the Custodian Ipkyees will also continuously
rotate on a seniority basis for the second position

If overtime is needed in the Maintenance IV posiresponsible for athletics at
the high school during the three (3) months of Dawer through February, that
overtime shall be first offered to the Maintenai¢employee who is responsible
for those athletic responsibilities. Only if theaMtenance IV employee cannot
work the overtime shall it be offered via the regutotation described in the
paragraph above. During the three (3) months aebwer through February, the
Maintenance IV employee with athletic responsileiitat the high school shall be
ineligible for any other overtime unless refused dlly others in the overtime

rotation.

When at the District’s request, a Custodian drkg on a Saturday or Sunday in
his/her job classification (except for locking/seng the building), and there is
no Custodian | working with him/her, pay and ovesipay for that Custodian Il

will be calculated based on his/her regular Custodi rate. However, that

Custodian Il will receive one (1) hour of pay aét@ustodian | rate in order to
compensate him/her for locking/securing the buddinWhen there is no Head
Custodian, Custodian, I, or Custodian Foreman wagrkvith a Custodian Il on a

Saturday or Sunday, and there is a scheduled ev¢hé building where a Head
Custodian, Custodian 1, or Custodian Foreman waooldgnally be scheduled, the
Custodian Il shall be paid overtime at the Custodieate. If a Head Custodian,
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G.

Custodian I, or Custodian Foreman is scheduled eokva Saturday/Sunday
event, and leaves before the event is concludedCtistodian Il who is working
the event receives his/her appropriate Custodiapayl for the time he/she is
working with the Head Custodian/Custodian I/CustadiForeman, but shall
receive Custodian | pay for the time he/she is waylalone during the event.

4. Custodial overtime within the District but nottlwn a specific building shall be
offered to custodial department employees, withiairtjob classification, on a
continuous rotation District seniority basis. Vifithien (10) working days of the
beginning of the school year, the Director of Bess Services/designee will send
out a memorandum which asks each employee in teodial department if
he/she is interested in taking District-wide ovesdiduring the year. The names
of interested employees shall then be used to ratsthe continuous rotation
District seniority lists, on a job classificationadds, used for District-wide
overtime.

5. Where an employee is working an overtime shiffiee or more hours, the
employee is expected to take a 30 minute paid lionelk with the understanding
the 30 minutes may be interrupted in order to cetepjob responsibilities. The
employee shall not leave the workplace during phisl lunch break.

Tools

The Board will provide hand tools for Custodianmiprior written approval of the
Superintendent/Designee.

Clothing

The Board will provide a yearly amount of $100 &nployees employed more than 20
hours per week in the custodial classification ($&0employees employed 20 or fewer
hours per week in the custodial classification) rappate work shoes and/or clothing
(excluding under garments) necessary for the jobech employee in the Custodial
Department upon the employee presenting an apptepreceipt to the Building and

Grounds Supervisor. Receipt(s) must be submityeslldy 1°* and the employee shall be
reimbursed within four (4) weeks of submitting tieeeipt(s).

Night Shift Going to Day Shift

1. On the first Monday after the students’ last dagchool, or on any non-student
day during the school year, all custodial employs®dl move to first shift. For
purposes of this paragraph, employees who movedioshift may have starting
times between the hours of 6:00 a.m. and 11:00 dlne. employee is expected to
work the number of hours he/she is scheduled t&k.wdira Custodian Il has to
lock-up/secure the building, he/she shall be paithe Custodian | rate only for
the time needed to lock-up/secure the building.
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2. Second and third shift employees who have maeedirst shift during the
summer break will resume his/her regular work saketheginning the first full
work week prior to the first day of school, unledternate arrangements have
been made between the supervisor and head custafdeéaich building.

Temporary Change in Schedule for Events

During the school year when there are school rlateents where students are present
within the building in which an employee works, luming but not limited to OHSAA
sponsored athletic contests, school plays, banadectsy PSO events, Booster Club
events, CAPA events, etc., an employee may havhenischedule adjusted by his/her
supervisor with at least two (2) weeks notice ® éimployee. In the event of an athletic
event at the high school on NEOEA day, a seconid alrstodian will be assigned on a
rotating basis.

BeeKeepers

1. This is a security position that is in effect the school District’s non-student
days when the BeeKeepers School Age Child Carer&mogs in session. The
purpose of this position is to secure each buildingre the BeeKeepers School
Age Child Care Program is being held at the endthef day, no other
responsibilities shall be added to this positidhis a one and one-half (1-1/2)
hour position per day, for security check and lopkat two (2) schools at a time,
and is paid at each person’s overtime rate. Ifried is for security lock-up at
only one (1) building, the person filling the pamsit will receive forty-five (45)
minutes of compensation. If there is an emergesiicyation where the person in
his/her position has to work more than the amodritnee needed for security,
he/she shall be compensated for the additional &nines/her overtime rate.

2. During summer break, there shall be one (1) r#gcperson for not more than
two (2) buildings. This position will be filled oan as-needed basis depending
upon which buildings are open for the BeeKeepemgiam. The Director of
Business Services or his/her designee will firgt@se of the Head Custodians in
the affected buildings to fill the position. If daHead Custodian in any two
buildings wishes to perform security, the Directdr Business Services will
decide which Head Custodian will lock up and willeh offer the next
opportunity to the Head Custodian not chosen. elfeete will be given to those
Head Custodians and Custodian I's who normally wiortke buildings where the
BeeKeepers Program is being held. The Custodiaenfran is also eligible to fill
this position.

3. If no Head Custodian, Custodian I, or Custodf@mneman is available for this
position, the position may be filled by a CustodianIf a Custodian Il receives
this position, the Custodian Il shall be trained security procedures by the
appropriate building staff and shall be paid asuat@dian | while in this position.
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Any Head Custodian working in a building thatkes a Beekeepers Program for
any part of the year shall be paid a differentfab@.10 per hour for his/her work
the entire year. Any Custodian | shall be paidfferntial of $0.10 per hour for
his/her work during the period in which the BeeKerspprogram is housed at the
building.

Any second or third-shift custodial employee Wng alone in a building shall be
provided a communications device that can be takigh him/her when leaving the
building.

Substitution

1.

Any custodial or maintenance employee substigutin a higher level

classification must be able to perform all dutieguired of the higher position as
described in the job description. In order to meswqualified substitutes,
employees who are interested in substituting imérigclassifications within the
Custodial Classification Series will be given tw®) (opportunities during the
school year to be trained and to demonstrate #iglis and knowledge before
being placed on a rotation list for the particubanlding(s) in which they have
demonstrated their qualifications.

At the middle school and high school levels,ustGdian Il and Maintenance IV

employee can substitute for a Custodian |, and sta@ian | and Maintenance I

or lll employee can substitute for the CustodianeRman and Head Custodian as
long as this substitution is within the same buiddand during the same shift. If
no one in the same building during the same shaftte/to do the substitution, the
next person to be offered the substitution shalscm®eone in the same building
who works a different shift. If a substitute stithnnot be found, employees in
other buildings can then be offered the substitutising a continuously-rotating

list comprised of those interested in this substitu

At the elementary level, a Custodian Il and Nemance IV employee can

substitute for a Custodian |, and a Custodian link&aance Il and Maintenance
Il employee can substitute for the Head Custodisitong as the substitution is at
the same building. If the Custodian | does not twansubstitute for the Head

Custodian in his/her building, the Custodian Il caubstitute for the Head

Custodian. This substitution of the Custodianoll the Head Custodian is done
by daily rotation using building seniority and antiouously-rotating list.

Maintenance Il, 1ll, and IV employees may sulngéi on their respective shifts,
regardless of building, and will be placed on thlestitution rotation lists for each
building in which the employee has an interest.

Any employee who is on a scheduled vacation moli be offered a substitute

opportunity until all other employees on the coatinsly rotating list have been
contacted and are unavailable, unless the empllogeéndicated on the vacation
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request form that the employee wishes to remathensubstitute rotation during
the scheduled vacation.

SECTION 23. — EDUCATIONAL ASSISTANTS

Classification

Educational Assistant (works a minimum of the studkays per school year)

Definition

An Educational Assistant is one who spends hisfedreduled time supporting the
office/teachers/students in a regular educatiorirenment. The Educational Assistant

may also support a special needs student(s) wiastildent(s) is in a group with regular
education students (i.e., playground, lunchroom).et

Substitution
1. Educational Assistant Substitution
a. If a Special Education Assistant is availablealise of the absence of
his/her student(s), that Special Education Assistaay be assigned to
substitute for an Educational Assistant or a Spdethication Assistant
before the building seniority continuous rotatiaubstitution procedure
(below) is used.
b. Rotation Procedure

1) If an Educational Assistant is absent or sulgstiyy for the
Secretary, the hours will be offered to an EducetidAssistant or
Special Education Assistant who: (1) is not otheewassigned
during the substitution time, (2) is in the samédiog, and (3) can
complete the entire substitution assignment.

2) The Educational Assistant/Special Education gtast may be
kept in the same substitute position until the abgsducational
Assistant returns.

3) These hours shall be rotated continuously byding seniority
among the Educational Assistants/Special Educ#gsistants.

4) An Educational Assistant/Special Education Aasisshall remain
in the building seniority continuous rotation for specific
Educational Assistant position as long as his/luasstution was
satisfactory in that position. Any Educational &ssnt/Special
Education Assistant removed from the building setyio
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continuous rotation for a specific Educational Atmnt position
shall be added into the rotation for that spegfasition at the
beginning of the next school year.

2. Secretary Substitution
a. Elementary Buildings (K-5)
1) At the elementary buildings, before the contumiobuilding

2)

3)

4)

seniority substitution procedure is used, if a 8oy is absent or
substituting for an Administrative Assistant, an uEaltional

Assistant whose regular responsibilities includerkiviy in the

office may be the substitute for the Secretaryth& Educational
Assistant whose normal responsibilities include kivay in the

office is not the substitute for the Secretary, Bducational

Assistant who is employed at the same building w&hd has the
minimum secretarial skills (as determined by alskiést) may
have the opportunity to substitute for the Secyetar

The Educational Assistant may be kept in the esamubstitute
position until the absent Secretary returns.

These hours shall be rotated continuously bydimg seniority
among the skilled Educational Assistants.

An Educational Assistant shall remain in theldiog seniority
continuous rotation for a specific secretarial posi as long as
his/her substitution was satisfactory in that posit Any

Educational Assistant removed from the building icety

continuous rotation for a specific secretarial posi shall be
added into the building seniority continuous ratatifor that
specific secretarial position at the beginning loé hext school
year.

b. Secondary Buildings (6-12)

1)

2)

At the secondary buildings, if a Secretary iseath or substituting
for an Administrative Assistant, an Educational i8&nt may
have the opportunity to substitute for the Secyetdr that

Educational Assistant is: (1) employed at the séonéding, (2)

has the minimum secretarial skills (as determinga Iskills test),
and (3) has knowledge of the specific office praced in the
Secretary’s office where he/she may be substituting

The Educational Assistant may be kept in the esaubstitute
position until the absent Secretary returns.
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3.

3)

4)

Each Educational Assistant who has the minimeanetarial skills
necessary and knowledge of the appropriate offioequures will
be placed on a building rotation list by seniorigynd substituting
for a Secretary shall be done by building seniodontinuous
rotation of this list.

An Educational Assistant shall remain in theldinog seniority
continuous rotation for a specific secretarial posi as long as
his/her substitution was satisfactory in that posit Any

Educational Assistant removed from the building icety

continuous rotation for a specific secretarial posi shall be
added into the building seniority continuous ratatifor that
specific secretarial position at the beginning loé hext school
year.

Media Assistant Substitution

a.

In the event of the absence of a Media Assisaihe high school, the
Educational Assistant assigned to work in the MeGenter will be

reassigned to substitute for the Media Assistarithat Educational
Assistant may be kept in that substitute positiofil the Media Assistant
returns.

If an Educational Assistant is substituting tbe Media Assistant, that
Educational Assistant’s hours will be offered toEducational Assistant
or Special Education Assistant who (a) is not atles assigned during
the substitution time, (b) is in the same buildiagd (c) can complete the
entire substitution assignment.

Reporting to Work on Teacher Days

An Educational Assistant, if requested by his/hgtding principal, shall have the option
of reporting to work on any teacher day when thelestits are not in attendance up to
his/her normally scheduled hours.

Educational Assistant Certificate

1.

2.

Each Educational Assistant must have an edunadtaade certificate.

Each Educational Assistant shall be informedig/her certificate will expire

within that school year by the Superintendent’siBese’s office. It will be the

responsibility of each Educational Assistant to ptate the proper paperwork
and submit it to the Superintendent’s/Designeefe@f The Board will pay for

the Educational Aide Certificate and will forwartlet appropriate paperwork
within two (2) weeks of receiving it to the Depaem of Education or whoever is
responsible for issuing the Educational Aide Ciedies.
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3. Each newly-hired Educational Assistant will rgee an application for an
Educational Aide Certificate from the Superintert®#Besignee’s office. When
completed, the Superintendent’s/Designee’s offttall Sorward the appropriate
paperwork within two (2) weeks of receiving it teetDepartment of Education or
whoever is responsible for issuing the Educatigkide Certificate. The Board
shall pay the fee for each certificate.

Staff Meetings
If attendance is required by the supervisor, eagticitional Assistant shall be paid at

his/her hourly rate for the time spent attendirgsthmeetings. The minimum amount of
time compensated shall be one-half (1/2) hour.

Clothing

Gloves and smocks will be made available to all d&ational Assistants who deal with
student bodily functions on a regular basis.

Failure to Take Breaks

If an Educational Assistant cannot leave his/herkvassignment (because of a student
disruption incident) to take his/her break, he/shie make up the missed break at another
time.

Field Trips

If an Educational Assistant is accompanying a sit(de on a field trip, the Board shall
reimburse the Educational Assistant for any engafees and/or other necessary
expenses of the field trip upon submission of appate receipts.

When the outside temperature is below twenty &@rees Fahrenheit, no Educational

Assistant shall have to be outside with the stuglenwWind chill factors shall be
considered when determining if students are toutside.

SECTION 24. — HEALTH AIDES

Classification
Health Aide (a minimum of the student days per stiear)
Substitution

If a Health Aide is absent, the hours will be ofiéto another Health Aide. Every effort
will be made to rotate the hours among all Healidhea in the District.
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C.

E.

Reporting to Work on Teacher Days

A Health Aide, if requested by his/her building mmipal, shall have the option of
reporting to work on any teacher day when the sttedare not in attendance up to his/her
normally scheduled hours.

Certificates/Licenses

1. Educational Assistant Certificate

a. Each Health Aide must have an Educational Aiddifate.

b. Each Health Aide shall be informed if his/hertifieate will expire within
that school year by the Superintendent’'s/Designefise. It will be the
responsibility of each Health Aide to complete greper paperwork and
submit it to the Superintendent’s/Designee’s officEhe Board will pay
for the Educational Aide Certificate and will fordathe appropriate
paperwork within two (2) weeks of receiving it tbet Department of
Education or whoever is responsible for issuing Hticational Aide
Certificates.

C. All newly-hired Health Aides will receive an dmation for an
Educational Aide Certificate from the Superintentt#bDesignee’s office.
When completed, the Superintendent’s/Designeeiseofhall forward the
appropriate paperwork within two (2) weeks of reoc® it to the
Department of Education or whoever is responsilde iEsuing the
Educational Aide Certificate.

2. CPR Certification Each Health Aide must have or obtain CPR Cedtion, at
his/her own expense, within twelve (12) monthsicé.h

3. First Aid Certification Each Health Aide must have or obtain First Aid
Certification, at his/her own expense, within th(8emonths of hire.

4. The Board shall pay for any license/certificateany license/certificate renewal
required by the job description, other than the @RRification and the First Aid
Certification.

Staff Meetings
If attendance is required by the supervisor, eaeltd Aide shall be paid at his/her

hourly rate for the time spent attending these mget The minimum amount of time
compensated shall be one-half (1/2) hours.
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F. Clothing

Gloves and smocks will be made available to eachlthlé\ide who deals with student
bodily functions on a regular basis.

G. Extended Time
Each Health Aide may occasionally be required tokwamlditional hours. However, at
least fifteen (15) day notification must be given arder for the Health Aide to be

required to work the additional hours.

H. Work Schedule

The daily work schedule of each Health Aide shalhtutually determined by the Health
Aide, building principal(s), and Health Care Cooator. If there is no mutual
agreement, the daily work schedule of the HealttleAnay be determined by the Health
Care Coordinator and the building principal(s).

SECTION 25. — INFORMATION SYSTEMS

Classifications

1. EMIS Coordinator (minimum of 212 days)
2. SIS Secretary (minimum of 203 days)

SECTION 26. — MAINTENANCE

A. Classifications

Maintenance Foreman (12-month employee)

Maintenance | Employee (12-month employee)

Maintenance Il Employee — Building and Grounds iidi@ith employee)
Maintenance Ill Employee — Athletics (12-month eayge)

Maintenance IV Employee — Field Maintenance & Cdgtb(12-month employee)

B. License/Certificate

The Board shall pay for any license/certificateany license/certificate renewal required
by the job description, including a boiler licensesbestos certificate, refrigeration
certificate, and pesticide application license.

C. Asbestos Removal Premium

Those who are trained and certified in asbesto®vahshall be paid at the highest step
of the Maintenance Foreman salary schedule atamdeone-half (1-1/2).
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Tools

The Board will provide hand tools for maintenaneespnnel upon prior written approval
of the Superintendent/Designee.

Clothing

1. The Board will provide a yearly allowance of $0r the cleaning/purchasing of
uniforms/clothing for each Maintenance Employee.

2. The Board will provide a yearly shoe allowande$@5 for each Maintenance
Employee upon the employee presenting an apprepeaeipt by May Land the
employee shall be reimbursed within four (4) weeks.

Overtime within the Maintenance Foreman or Mamance | classifications will be first
offered to an employee assigned to that classificabased on expertise needed for the
job.

If overtime is needed in the Maintenance II, Manance Ill, or Maintenance IV

Employee position, it shall first be offered to therson in that position. If the person in
that position cannot work the overtime, it shall dféered on a continuous rotation by
District seniority basis to Maintenance and Cusibgiersonnel based on expertise
needed for the job.

1. This rotation shall be established within ong Wkek of the beginning of the
school year.

2. Any employee with this overtime shall be pai@ime using his/her regular rate
of pay as the basis.

SECTION 27. — MECHANICS

Classifications

Mechanic - Vehicle Maintenance Foreman (12-montpleyee)
Mechanic (12-month employee)

Tools

The Board will provide hand tools for Mechanics oparior written approval of the
Superintendent/Designee.
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Uniforms

1. The Board will provide laundry services for Maolts so that each Mechanic
will have one cleaned uniform for each work day.

2. The Board will provide a yearly allowance of $Xér clothing, shoes and related
safety accessories necessary for the job upon miegsm of an appropriate
receipt(s) to the Transportation Supervisor. Aeigifs) must be submitted by
May 1°'and the employee shall be reimbursed within fdlim{eeks of submitting
the receipt(s).

Training opportunities shall be provided toathployees of this classification series on a
rotating basis based on the expertise neededdqgolh

SECTION 28. — MEDIA ASSISTANTS

Classifications
Media Assistants (works a minimum of the studerysdzer school year)

Absence of Media Specialist/Librarian

When an elementary school, middle school, or hiosl Media Specialist/Librarian is
absent, the Media Assistants will not be respoasifir assuming the teaching
responsibilities of the certificated Media Spea#liibrarian. However, if there is no
substitute for the Media Specialist/Librarian, edia Assistant will be responsible for
providing general supervision of students.

Certificate/License

1. Each Media Assistant must have an Educationdd Siertificate.

2. Each Media Assistant shall be informed if his/bertificate will expire within
that school year by the Superintendent’'s/Designedfice. It will be the
responsibility of each Media Assistant to compléte proper paperwork and
submit it to the Superintendent’'s/Designee’s officEhe Board will pay for the
Educational Aide Certificate and will forward thppeopriate paperwork within
two (2) weeks of receiving the paperwork to the &&pent of Education or
whoever is responsible for issuing the Educatiéndé Certificate.

3. All newly-hired Media Assistants will receive application for an Educational
Aide Certificate from the Superintendent’s/Desigaeaddfice. When completed,
the Superintendent’s/Designee’s office shall foviae appropriate paperwork to
the Department of Education or whoever is respdasitor issuing the
Educational Aide Certificate. The Board shall piag fee for each certificate.
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4. The Board shall pay for any certificate/license for any renewal of any
license/certificate required by the job description

D. A Media Assistant who attends a training sesstah his/her Supervisor’s approval shall
be compensated for the time spent at the trairesgisn at the appropriate rate.

SECTION 29. — PRINT SHOP OPERATOR

Classifications

Print Shop Operator (a minimum of 212 working daym)sidered a 10-month employee)

SECTION 30. — SPECIAL EDUCATION ASSISTANTS

A. Classifications
Special Education Assistant (a minimum of the stadiays per school year)

B. Definition
A Special Education Assistant is one who spendfhdrisscheduled time with special
needs students, one-on-one or supporting a speeels student in a regular/resource

room setting or in a group setting.

C. Special Education Assistant Substitution

1. If a Special Education Assistant is availableawse of the absence of his/her
student(s), that Special Education Assistant magdstgned to substitute for an
Educational Assistant or a Special Education Aaststbefore the building
seniority continuous rotation substitution proced(below) is used.

2. Building Seniority Continuous Rotation Procedure

a. If a Special Education Assistant is absenthihars will be offered to an
Educational Assistant or an available Special EtiloicaAssistant who:
(1) is not otherwise assigned during the substitutime, (2) is in the
same building, (3) can complete the entire suligiittassignment, and (4)
has had some training or experience working wistualent(s) of similar
special needs. These hours shall be rotated cantghy among the
Educational Assistants and the Special Educatigistents who have had
some training or experience working with a studehtsimilar special
needs.

59



D.

b. The Educational Assistant or Special Educatigsigtant may be kept in

the same substitute position until the absent $pé&mucation Assistant
returns.

C. These hours shall be rotated continuously bidimg seniority among the

Educational Assistants/Special Education Assistants

d. An Educational Assistant or a Special Educafissistant shall remain in

the building seniority continuous rotation for asjfic Special Education
Assistant position as long as his/her substituti@s satisfactory in that
position. Any Educational Assistant/Special EdiscaAssistant removed
from the building seniority continuous rotation far specific Special
Education Assistant position shall be added in® bilding seniority
continuous rotation for that specific position laé toeginning of the next
school year.

Reporting to Work on Teacher Days

A Special Education Assistant, if requested byheisbuilding principal, shall have the
option of reporting to work on any teacher day whenstudents are not in attendance up
to his/her normally scheduled hours.

Educational Assistant Certificate

1.

2.

Each Special Education Assistant must have aocatidnal aide certificate.

Each Special Education Assistant shall be inéatnif his/her certificate will
expire within that school year by the Superintendéddesignee’s office. It will
be the responsibility of each Educational Assistamtcomplete the proper
paperwork and submit it to the Superintendent’si@e=e’s office. The Board
will pay for the Educational Aide Certificate andliwWorward the appropriate
paperwork within two (2) weeks of receiving it teetDepartment of Education or
whoever is responsible for issuing the Educatiéndé Certificates.

Each newly-hired Special Education Assistant miteive an application for an
Educational Aide Certificate from the Superintert®#Besignee’s office. When
completed, the Superintendent’'s/Designee’s offttall Sorward the appropriate
paperwork within two (2) weeks of receiving it teetDepartment of Education or
whoever is responsible for issuing the Educatigkide Certificate. The Board
shall pay the fee for each certificate.

Staff Meetings

If attendance is required by the supervisor, eguti@l Education Assistant shall be paid
at his/her hourly rate for the time spent attendhegse meetings. The minimum amount
of time compensated shall be one-half (1/2) hour.
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Clothing

Gloves and smocks will be made available to eadti@pEducation Assistant who deals
with student bodily functions on a regular basis.

Failure to Take Breaks

If a Special Education Assistant cannot leave Risfliork assignment to take his/her
break or lunch due to circumstances beyond histbatrol as determined by his/her
supervisor, he/she shall be paid the per diem ysaad any applicable overtime or
compensatory time for the break or lunch time thay missed.

Field Trips

If a Special Education Assistant is accompanyirggualent(s) on a field trip, the Board
shall reimburse the Special Education Assistant &y entrance fees and/or other
necessary expenses of the field trip upon subnmissi@ppropriate receipts.

Outside Duties
When the outside temperature is below twenty (28yreles Fahrenheit, no Special
Education Assistant shall have to be outside viighstudents. Wind chill factors shall be

considered when determining if students are toutside.

Vacancies/Reductions in Force

(2) Vacancies for Special Education Assistants ballposted as “temporary” due to
the fact that positions are filled on an as-neduhesis dependent upon a particular
student’s or group of students’ individual needs.

(2) Except as set forth in paragraph 5 below, edhent there is no longer a need for
the services of a Special Education Assistant dwedhange in a child’s program
or placement, or change in delivery of special atlon services, the Special
Education Assistant who is directly affected by thgoff will be placed on the
recall list if there are no other available posisofor which the employee is
qualified. The employee will not be able to exgecany “bumping” rights during
the school year.

3) If a Special Education Assistant vacancy occwisle a Special Education
Assistant is on the recall list, the Special EdwcatAssistant with the most
District seniority on the recall list will be givehe opportunity to be placed into
that vacancy. This vacancy does not have to begos

4) In the event a Special Education Assistannhishe recall list prior to the start of a
new school year and that Special Education Asgistes greater District
Seniority than a Special Education Assistant thaissigned to a resource room or
to a specific student, the more senior Special Bt Assistant will have the
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(5)

(6)

opportunity to exercise his/her District seniostyd bump into a position held by
the least senior Special Education Assistant.

Special Education Assistants who were hiredrpio January 1, 2001 and who
would otherwise be subject to a reduction in fataeng the school year due to a
change in a child’'s program or placement, or chamgelelivery of special
education services, will be given the option to pumto a Special Education
Assistant position that is held by the least semmployee hired on or after
January 1, 2001 who (a) has comparable hours (égual closest without going
over) and (b) is not working in a 1:1 relationskvgh a student. The affected
employee will be governed by paragraphs 1-4 above.

If an Educational Assistant vacancy occursvidieancy posting process must take
place. If after the posting process and its erfii@mino” effect is completed
there is still an Educational Assistant vacancyg, ritost senior Special Education
Assistant on the recall list, at his/her discretionay be moved into the
Educational Assistant vacancy. If, between ter) (@Chirty (30) working days
and the completion of at least one (1) observatiamng this time, the change of
classification is deemed to be unsatisfactory leyegmployer, the employee shall
be returned to the recall list. The employee skl informed by his/her
immediate supervisor why he/she is being returndte recall list.

SECTION 31. — TRANSPORTATION

Classifications

Bus Instructor
Bus Driver (minimum of the student days per schaair)

Definitions

1.

Run — A run is picking up and dropping off agpmf students. Presently there
are A.M. runs, P.M. runs, Mid-day runs, and Chalkemuns. For purposes of
clarification, a run does not include special tporgation for an individual
student.

Route — A route is one or more runs. A Bus &rigould have a maximum of
three (3) routes per day: A.M., P.M., and Mid-day.

Schedule — a Bus Driver’s schedule is his/hial toutes for the day.
Fringe Benefit Schedule — A fringe benefit salleds a schedule that meets or

exceeds five (5) hours and fifty-two (52) minutesléngth and, as a result of
meeting this time requirement, fringe benefits@@vided to the employee.
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5. Mid-day route — A mid-day route is either a lenglarten run, a pre-school run, or
a combination of these runs.

6. Extra Assignment — An extra assignment is whebua is moved without
transporting children or when a Bus Driver subgggiufor the Courier.

7. Special Transportation — An assignment involvithg transportation of an
individual student.

8. Off-hour Field Trip — A field trip that interfes with a Bus Driver's regular
schedule and is at least five (5) hours in duration

Check-In

1. Check-in time for Bus Drivers in the A.M. shak one-half (1/2) hour prior to
departure of the route and twenty (20) minutesrpiaodeparture of P.M. route
from the Transportation/Maintenance Center (TMC).

2. Check-in time for Mid-day routes shall be fifte€5) minutes prior to departure
from the TMC.

3. Each Bus Driver is responsible for the clears#efueling, and daily safety
checks/inspection of his/her bus. An inspectishwiill be in each route book and
all items listed must be checked daily. The Badrdll be responsible for keeping
each Bus Driver updated in regard to changes itatieand in safety procedures.

Meetings

The District will conduct four (4) hours of safdanaining each school year. At least two
(2) hours of training on safety will be completedtihe first semester. Each Bus Driver
will be required to attend each safety meeting andinimum of one (1) hour will be
paid to him/her at the regular rate of pay. Iktputs the Bus Driver(s) in an overtime
situation, overtime will be paid.

Driver Abstracts, Fingerprinting, and Licenses

1.

The Board shall pay for each Bus Driver's alwstrand for any required
fingerprinting.

The Board shall pay for the renewal of each Buser's Commercial Drivers
License and any skills testing not the result ef Bus Driver’s own action.

The Board shall pay the Bus Driver at his/hgutar rate for any driving time lost
from the Bus Driver's regular route due to attegdirecertification testing
scheduled by the State of Ohio. Bus Drivers wat be paid for field trips that
conflict with recertification testing.
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F.

G.

Physical Examinations and Drug Testing

1.

The Board shall pay for each Bus Driver's anmlajsical examination and any
mandated drug testing.

A minimum of one (1) hour shall be paid for b tBBoard for drug testing and for
the annual physical. However, if the annual phglsic drug testing is conducted
on a school District site, the Board shall not pag one (1) hour minimum
amount for the annual physical/drug testing.

When conducted in-District, if an annual physaradrug test exceeds fifteen (15)
minutes in length, the employee shall be paid, iathér regular hourly rate

(overtime, if applicable), for any time exceedindteen (15) minutes, in

increments of fifteen (15) minutes.

Leaves and Selection of Schedule

1.

Each Bus Driver must have passed his/her anplgs$ical examination and
turned in the paperwork by June®™3@ order to select a schedule. However, if a
Bus Driver has not passed his/her annual physi@@haation and has not turned
in the paperwork by June BMut is on either sick leave, assault leave, FMLA
leave (for illness reasons), or Worker's Compensakeave, he/she may select a
schedule and a substitute will have the schedulé the Bus Driver passes the
annual physical examination. If this Bus Driveruisable to pass the physical
examination by June 3after the first year, he/she will not be permittecselect

a schedule for the second year. If this Bus Drpasses the physical examination
by June 3% after the second year, he/she will be permittedeiect a schedule
the third year.

If a Bus Driver is on any Board-approved leavkeo than sick leave, assault
leave, FMLA leave (for illness reasons), or WorkeCompensation leave for an
entire year, that Bus Driver will not be permittedselect a schedule for the entire
school year or select a schedule for the followyegr if he/she will be on that

same Board-approved leave the following year.

a. In the first year of any Board-approved leaveepthan sick leave, assault
leave, FMLA leave (for iliness reasons), or Workg€ompensation leave,
if a Bus Driver takes said leave after the selecpoocess concludes but
before March 1, that schedule must be selected again.

b. In the first year of any Board-approved leaveeothan sick leave, assault
leave, FMLA leave (for illness reasons) or WorkeéZempensation leave,
if a Bus Driver takes said leave on or after Mattha substitute may be
assigned.

C. If a Bus Driver returns during the second yehiamy Board-approved
leave other than sick leave, assault leave, FMladdgfor illness reasons)
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or Worker's Compensation leave, the Bus Driver metuas a substitute.
At the end of the second year, the returning BusdDdris reinstated as a
regular Bus Driver.

H. Assignment of All Routes and Schedules

1.

Each Bus Driver will be allowed to pick a schiedaccording to classification
seniority starting with the Bus Driver with the matassification seniority.

Each of the twelve (12) most senior Bus Driversing classification seniority)
shall be scheduled at thirty (30) minute intervialsselect his/her schedule and
bus. All other Bus Drivers, (using classificatieaniority) will be scheduled at
fifteen (15) minute intervals to select his/herestie and bus. The schedule and
bus selection shall be completed at least one @gkwbefore the school year
begins.

a. Each schedule will have an estimated time ofptetion.

b. The bus assigned will be attached to each stdednless a change is
necessary to accommodate a change in number afrdtudr a student’s
physical needs.

Mid-day routes or Challenge runs shall alsoddected by classification seniority,

at the same time the selection process above isrroug, starting with the Bus

Driver with the most classification seniority. Heeroutes/runs will become part

of the Bus Driver’s regular daily schedule.

During the selection process, each Bus Drivéirbei paid a minimum of two (2)
hours for selection, fueling, inspecting the bus] ahecking the schedule.

The following time is guaranteed except for thado have been laid off:

a. Two (2) hours minimum shall be guaranteed foA&n. route.

b. Two (2) hours minimum shall be guaranteed fBrM. route.

C. Two (2) hours minimum shall be guaranteed fblié-day route.

d. Fifteen (15) minutes shall be guaranteed fohall€nge run.

Punch-out time for A.M. routes will be a minimwhfifteen (15) minutes from
discharge of students to the TMC. No allotmentadfiitional time will be

allowed except with the Transportation Supervisapproval.

Bus Drivers will be expected to remain at thekagite during the entire time for
which they are scheduled and paid.
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8.

10.

11.

Once the driving time for a schedule has be¢abéshed by the Transportation
Supervisor and the Bus Driver, those hours shathbeminimum guaranteed on
the schedule for the school year. This time dhalestablished within thirty (30)
days of the establishment of the schedule.

A Bus Driver cannot bid a schedule which wowddult in overtime pay on a daily
basis.

When an out-of-District and/or parochial schiso$cheduled to be in session and
is canceled for reasons other than a calamity theyBus Driver will be paid for
the time lost on his/her schedule.

This sub-Section (H) does not apply to spdcaaisportation assignments.

l. Ongoing Selection

1.

4.

After the August selection, any schedule thabb®es a fringe benefit schedule,
any run/route increased by one-half (1/2) hour, aewly created run/route, or a
run/route that is vacant shall be posted for th(8g work days. The
run/route/schedule shall be awarded to the mostoisdéBus Driver in the
classification who selects it. If a run/route/sthie is subsequently created as a
result of filling such vacant or new run/route/sthie, that run/route/schedule
shall be posted as above. Such posting shallmentintil all vacancies are filled.

The regular system of selection shall be usedriegoing selection.

After the August selection, when a newly-creatad involves two or more
students who will be attending school out-of-Dddtrand there are either no
available Bus Drivers to select that run or avddaansportation vehicles, that
run is not subject to the ongoing selection proeeskin-District Bus Drivers do
not have to be used. If this run continues the selool year, it shall be selected
in accordance with Section 26 H of the Agreement.

This sub-Section (I) does not apply to specaigportation assignments.

J. Extra Assignments

1.

A Bus Driver must be available to drive his/inegular daily schedule the work
day of an extra assignment.

When the Transportation Department is requestedake any extra assignments
for the Board Office, the Transportation Superviadl assign the extra duty to a
regular daily Bus Driver according to the Extra iyasnent List. All Bus Drivers
will be placed on the Extra Assignment List accogdio classification seniority.
This list of names shall rotate continuously. Migom time guaranteed will be
two (2) hours where the employee’s Extra Assignm&miot adjacent to his/her
regular schedule.
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a. Whenever any transportation vehicle is sent fout maintenance or
repairs, this is an extra assignment. A regulally d@us Driver will be
used to transport the vehicle to and from the itgcinless it is in the
service contract that the company servicing thdckelwill transport the
vehicle without any additional cost. In rare sitolas when the bus has
major mechanical problems and may possibly breakndduring the
transporting, the mechanic may be used insteade@ar Bus Driver.

b. Whenever the Courier needs a substitute, tHIb&iconsidered an Extra
Assignment and J.2 (above) will be followed.

3. Extra assignments will go out no earlier tha#59A.M. unless another time is
specifically requested by the Transportation Suerv

K. Substitution Outside the Bus Driver’'s ScheduDsd/

1. Regular daily Bus Drivers will be used as subtts when available for either the
absent Bus Driver's A.M., Mid-day, or P.M. routedashall be used before other
substitutes are used. This will be done on a ifieson seniority basis but the
seniority list is not continuously rotated. Whemsubstitute is needed, the most
senior available Bus Driver is always contactedtfand then the classification
seniority list is used in order until an availalbégular Bus Driver substitute is
found. If no regular Bus Driver is available tovdrthe A.M., Mid-day, or P.M.
routes(s) of the absent Bus Driver, the route(ghefabsent Bus Driver shall be
driven by a substitute.

a. The availability of a regular daily Bus Driveillwbe determined by the
pick-up and drop-off times for each route as eshbt by the
Transportation Supervisor and regular Bus Driiéa regular Bus Driver
is not available to handle his/her own route(s) tredA.M. or Mid-day or
P.M. route(s) of the absent Bus Driver on the tispecified by the
established route schedule, a substitute will leelus

b. In the situation of a Bus Driver's extended kathe regular Bus Driver
who is available and agrees to substitute for aiBpeoute will substitute
for that route for the duration of the absent Buw@'s leave.

C. It is recognized that, due to the possible latkavailable regular Bus
Drivers and lack of available substitutes, ther#t bge exceptions to this
procedure whereby a regular daily Bus Driver mayees a substitute
where the regular daily Bus Driver’'s own route ncapflict with the route
of the absent Bus Driver. These exceptions toptieeedure will not be
treated as past practice and will not be used byptrties in interpreting
this paragraph.
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2.

Classification seniority will prevail (driver tii most classification seniority first)
in choosing regular Bus Drivers as substitutes ad-dldy and Challenge runs
when possible. A list of regular daily Bus Drivevanting to substitute on runs
will be posted, and only those Bus Drivers will daled. Any open Challenge
run will be filled by classification seniority frorthe regular Bus Drivers at that
school.

On days when a particular school(s) servicedthgy District's Transportation
Department is not in session, and other schooliceel by the District are in
session, any Bus Driver who is not scheduled toedbecause a school(s) on
his/her schedule is not in session shall be useal ashstitute before an outside
substitute is used.

Only regular daily Bus Drivers shall operate aihbusses unless there is an
emergency. Mechanics may also operate school ®imdeonly in the following
situations: (1) on or around the bus compound,t@¢2)est drive busses, and,
(3) when the bus has a major mechanical problemrmzang possibly break down.
Additionally, mechanics may drive busses on runsites, schedules and field
trips but ONLY when a regular Bus Driver cannot loand a Bus Driver
substitute or a regular substitute cannot be fouddwever, when the mechanic
is driving the bus on a field trip when a regularsBDriver/substitute cannot be
found, this does not change the practice of hathegmechanic drive the first leg
only of the field trip. Bus Drivers and mechanrosist hold valid certificates
required to operate a school vehicle.

L. Field Trips

1.

A Bus Driver must be available to drive his/lvegular daily schedule the
workday of the field trip and must be at the fi#lgh departure point at the field
trip’s posted starting time. The Transportatiorp&uwisor will make exceptions
for off-hour field trips only.

a. An off-hour field trip is defined as a fieldgdrthat interferes with a Bus
Driver’'s regular schedule and is at least five(®)irs in duration.

b. With the exception of the Bus Driver’s avail@lyito drive his/her regular
schedule the workday of the field trip, all rules field trips will apply to
off-hour field trips.

C. All off-hour field trips totaling five (5) hoursr more will be posted on the
field trip sheet in the Bus Driver's room. All &kic trips to venues in
Ambherst and track venues in Avon and Avon Lake il posted as five
hour trips. The length of the time on postingsdtother trips will be set
using the average length of actual time similgrstriook in the previous
school year as reflected on the Trip Documentatiog. Any off-hour
field trip of fewer than five (5) hours shall beseged to a substitute Bus
Driver.
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When a Bus Driver is scheduled for an off-haetdf trip, if he/she can
complete any of his/her regular routes/runs atrtregular times on the
off-hour field trip day (either before or after tb#-hour field trip), he/she
shall drive those routes/runs.

After the sheets are posted by noon on WednesdBys Driver must sign “yes”
or “no” as his/her name comes up on the classifinadeniority list(s) which are
continuously rotated. There is a classificatiomiasty list for each sheet.

a.

There shall be four sheets: (1) the “3:00 FSkket”; (2) the “Day Sheet”
for trips that begin between 9:15 A.M. and 4:29 R.bt are “off-hour”
field trips; (3) the “Evenings and Weekends Shéet’trips that begin at
4:30 P.M. or after, or for trips that occur on weedts; and, (4) the “Early
Trip Sheet” for trips that leave before 9:15 A.M.

There is no separate sheet for holidays. Hgdidae just put on one of the
above sheets.

Any field trip that comes in before the new dhemre posted has to be
assigned before the new sheets are posted.

If a Bus Driver who signed up for a field triprcels before the new
sheets go up, the field trip must be signed ubé&iore the new sheets are
posted. If a Bus Driver who signed up for a figld cancels after the new
sheets are posted, the field trip goes on the apjate new sheet.

A Bus Driver who fails to sign for a trip withism reasonable amount of
time (determined by the Transportation Supervigaglt)be by-passed until
his/her name comes back in rotation.

If a trip is posted on the wrong sheet, it ik put on the correct sheet
immediately unless a Bus Driver has already signedor that field trip.

If a Bus Driver has already signed up for thatdfiglp, the sign-up is valid
and the trip remains on the incorrect sheet.

If the time of a trip is changed (i.e. the starend time of a trip — not the
length of the trip after it was posted), the Bus/Brrwho signed up for the
field trip has to either take the field trip or cah If the Bus Driver
cancels, he/she will not get another pick.

If the day of the trip is changed (i.e. dateleparture), the Bus Driver can
take the field trip or cancel. If the Bus Driveancels, he/she will

immediately get another pick from the same sheefidgid trip was on, or

gets to pick first on the next field trip sheetsgardless of where the pin
is. If there are multiple field trip date changdés affected Bus Drivers
pick in the order of when the day change occurred.

69



i. The pin used on each Bus Driver classificatieniarity list in order to
determine whose turn it is to sign up is never bdakp. At the end of the
school year, all pins will stay where they are lutite beginning of the
next school year.

J. A two (2) hour minimum will be guaranteed fofield trip except when it
runs into the regular daily schedule. In that ¢tka guaranteed time will
be reduced by the amount of the overlapping timta@fegular schedule.

K. No field trips other than tournaments where dctual conclusion of the
event, and subsequent departure from the evemtependent upon the
outcome of the tournament shall be posted as “TO&ermined” (TBD).

If absent for any reason whatsoever, it is the Briver’'s responsibility to request
a field trip. Another Bus Driver may sign up fdretabsent Bus Driver, but if
another Bus Driver signs up for the absent Busé@ryithe absent Bus Driver must
take the trip signed up for or may cancel. If equest is made, the Bus Driver
will be by-passed automatically. There will bemake-up time.

A Bus Driver who is scheduled to drive a figigh ton days when the Brecksville-
Broadview Heights schools are not in session, oekerds, on holidays, during
the summer, or during winter or spring recess weiflort to work one-half (1/2)
hour prior to departure from the garage/bus com@gouA Bus Driver who is

scheduled to work morning or evening trips during tegularly scheduled work
week will report to work fifteen (15) minutes prito the departure from the
garage/bus compound, unless it is a continuatiagheofA.M. or P.M. route.

Bus Drivers are not allowed to switch field ip
Field trips that have been posted and not saleloy 5:00 P.M. the last working
day prior to the day the field trip is scheduledll vbe assigned by the

Transportation Supervisor to a substitute Bus Drive

If a field trip conflicts with any other job dsification assignment of a Bus
Driver, that Bus Driver cannot participate in tfiatd trip.

Canceled Field Trips

a. After a Bus Driver has accepted a trip and daisceled, the Bus Driver is
eligible to: (1) take an available trip from eitlibe posted list or, (2) has
first choice on the next list posted which does intgrfere with the Bus
Driver’s regular route.

b. In the event the trip is canceled after the Buser reports to the bus
compound, the Bus Driver will receive at least {@phours pay.
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C. If two (2) or more busses are scheduled forstmae trip and one (1) or
more is canceled, the first Bus Driver to sign apthe trip must take the
trip. The other Bus Driver(s) will get to pick agas stated in 8.a above.

d. If a Bus Driver cancels a trip that he/she sigfee and accepted, the trip
will be re-posted and the pin will continue in tida. If a Bus Driver
cancels within twelve (12) hours of the trip, themnezgency field trip
procedure (found in M below) will take effect.

Emergency Field Trips

1. There will be an Emergency Field Trip list. Egency field trips are trips that
are called in on the day the trip is scheduledrercalled in after 5:00 P.M. the
night before the scheduled field trip for whatexesason.

2. The Transportation Supervisor will call the fiBus Driver according to where
the pin is located on the Emergency Field Trip litthat Bus Driver refuses the
field trip, the Transportation Supervisor will conte to follow the Emergency
Field Trip List that lists Bus Drivers by classditon seniority. The pin shall
rotate continuously.

3. When a Bus Driver does an Emergency Field This, field trip is not charged
against other field trips.

4. If an Emergency Field Trip is canceled after Bus Driver has been selected, the
pin remains on the selected Bus Driver's name.

Overnight Trips

1. A Bus Driver who chooses an overnight trip vial compensated for the actual
driving time to and from the location and for aiptrelated duties. They will
receive a minimum of eight (8) hours pay daily fory intervening days, in
addition to three (3) meals, and private occupancg motel/hotel which was
reserved and paid for in advance.

2. A Bus Driver on an overnight trip shall be pé&iin the time the bus is inspected/
started in the morning until the bus is shut offtfee day.

3. The Transportation Supervisor shall provideBls Driver with a gasoline credit
card, cash in the amount of $50 to be used for gemeies, and a cellular phone.

4. Receipts must be kept and turned in for reimdgment.

Payment for Shortened or Extended Trips

1. Trips that are shortened for any reason aftey trave been posted by noon on
Wednesday and accepted by the Bus Driver, andladr @rips which return early
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causing total trip hours that are different fronodé originally posted and
accepted by the Bus Driver will be paid accordimghie following scale:

Scheduled Hours Paid Minimum Hours

2-5 hours and 59 minutes Original time schedulegasted trip list
6-8 hours and 59 minutes 6 hours

9 or more hours 8 hours

2. Should a trip exceed the posted hours, the BuseDwill be paid for the time
worked.

Winter Start-ups

1. During the winter months when the temperatugpsito 15°F or lower, two (2)
regular daily Bus Drivers will assist the mechasjdf starting busses. Punch-in
time will be 5:00 A.M.

2. Only a Bus Driver who wishes to be placed oms thinter start-up list will be
called. Calling in Bus Drivers will be done onlassification seniority basis and
will rotate continuously.

3. When a Bus Driver warms up busses, he/she isgiged either two (2) hours of
pay at the appropriate rate for warming up the é&siss shall be paid at the
appropriate rate for the time needed to warm upsdsmigo the time of his/her
regular schedule, which may be fewer than two @)ré of pay. After warming
up the busses, if a substitute Bus Driver is needad any of the Bus Drivers
who warmed up busses can substitute and still degiher schedule on time, that
Bus Driver shall substitute since he/she is alrebeyg compensated for that
time.

Cleaning Busses

Any Bus Driver who has to wash the interior of aliue to muddy, safety, or health
conditions, shall be paid a minimum of two (2) reat his/her regular rate of pay unless
the washing is adjacent to his/her regular schedlil@hich case the Bus Driver will be
paid his/her actual time. If this results in arexime situation, the Bus Driver will be
paid the overtime rate.

Use of Vans

1. A van(s) shall not be used for any field tripoier to eliminate the use of a bus.
If more than one (1) van is needed for a field, tafpus will be used. However, if
there is at least a three (3) hour staggered depéatrival time, more than one
(1) van may be used.

2. A van can only be used if there are seven (7@wer passengers.
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3. The District shall comply with all State regutais for persons driving a van.

Reduction of Assigned Schedule Time

1. Schedules that are estimated in the beginninth@fschool year to be fringe
benefit schedules may be reduced by fifteen (15utes in time when the actual
time of the schedule is established.

2. This reduction shall not affect the eligibiligf the Bus Driver for full-time
benefits.

3. This sub-Section (S) does not apply to speralsportation assignments.

Layoff

When there is a layoff in the Transportation Cléssiion Series in accordance with
Section 14 of the Agreement, at the time of thefall of the schedules and busses will
be selected again.

Increase in Assigned Schedule Time

Schedules that are estimated in the beginning efstthool year to be less than six (6)
hours and, when the actual time of the schedutstablished, schedules are increased in
time to within eight (8) minutes of a six (6) howork schedule for the assigned Bus
Driver, such increase will be evaluated by the $pamtation Supervisor and a Bus
Driver representative selected by the Organizatioffhe evaluation is to occur
immediately following the establishment of the atttime of the schedule for the
purpose of determining whether the newly-estabtisivae for said schedule will qualify
the assigned Bus Driver for full-time benefits. eT$chedule will be calculated by taking
the average time on three (3) different days. Ehiuation will be done by Octobet' 1
of the school year and the employee shall be edtifif his/her fringe benefit status by
October i Additionally, a list shall be sent to the Bodnagasurer’s office by October
1% that states which Bus Drivers are entitled to fitige benefits.

Summer Work

1. Summer work includes field trips and extra assignts beginning with the first
day and ending with the last day of summer vacation

2. Only regular daily Bus Drivers who sign up fangmer work will be called.
3. Bus Drivers who want to be summer Bus Driver$ lvé placed on a list in order

of classification seniority. This list will rotaontinuously, but begins at the top
every summer.
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W.

Special Transportation

1.

Special transportation assignments will be giteethe most senior available Bus
Driver(s) based on all of the following criteria:

a. Availability of a consistent regular Bus Driveilhe special assignment
may be split (departing/returning trips) betweer twonsistent available
regular Bus Drivers or between a regular Bus Drared an out-of-District
Bus Driver, unless the student’s individual edwwatplan requires the
same Bus Driver for both the departing and retgniips. (“Available”
means the Bus Driver is available to drive his/etire regular schedule
and drive the scheduled pick up/drop off time fdre t special
transportation.); and

b. Availability of an appropriate vehicle; and

C. The assignment will not result in an overtiméuaion for the Bus
Driver(s); and

d. The cost of using in-District transportatiord@ss than one hundred forty-
five percent (145%) of the cost of out of Distrigtis Drivers operate the
transportation vehicle. Upon request, the Boasll girovide a financial
breakdown to the Association President reflecting tost comparison
justifying the use of contracted drivers.

If each of these criterion are not met or thererarénterested available regular
Bus Drivers, the special transportation does netha be provided by in-District
Bus Drivers.

It is understood special transportation assigrisienay be temporary and are
contingent upon the needs of the student.

In the event the special transportation assigmmesults in a Bus Driver's
eligibility for Board-paid benefits, those benefitdll continue for the duration of
the assignment. When the special transportatiosncgeis no longer required, the
affected Bus Driver will return to his/her pay stimmediately, and prior fringe
benefits at the beginning of the next month.

Other student(s) may be subsequently added ¢o stecial transportation
assignment during the school year without requirthg assignment to be
reassigned or selected, regardless of whethersgigrament is being handled by a
regular Bus Driver or not.

All private provider arrangements in place fpeaal transportation students prior
to January 1, 2001, including those involving mtiman one (1) student, will
remain intact until such time as the affected stt(@@® no longer require special
transportation.
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6.

In the event of a reduction in force resultingBus Driver(s) being placed on the
recall list, the most senior Bus Driver(s) on tleeall list will be assigned to a
special transportation assignment being handledrbyut of District driver so
long as the District has available an appropriaeicte and the cost of using in
District transportation is less than 155% of thetaaf out of District Bus Drivers
driving the special transportation assignment. Bhe Driver(s) will be paid for
actual hours worked. If a route is no longer reggliduring the school year, the
Bus Driver will return to the recall list until sdime as another route becomes
available.

During any period in which a Driver or Bus Aideanticipated to be on the recall
list, a Bus Driver and a Bus Aide selected by thesdtiation will have an
opportunity to meet with the Transportation Supsowiprior to routes being
finalized for the school year and prior to engagimgh any out of District

provider for the purpose of reviewing the routesl affering suggestions that
might minimize the impact of the RIF while stillfe€tively and efficiently

providing transportation to students.

SECTION 32. — LEAVES

A. Physical or Mental Disability

1.

The Board shall attempt to provide an altermatek assignment, if available, to
an employee who has become medically unable tefaetorily perform his/her

regular duties. The alternate work may constituteramotion, demotion, or

lateral transfer to a related classification, Hushall be assigned only with the
concurrent approval of the Organization and theleyae.

The Board may separate from employment an eraplesho has a permanent or
chronic physical or mental illness or defect whggriously interferes with the
proper performance of duties.

B. Assault Leave

1.

If, in the course of employment, an employeeassaulted by a student/adult,
resulting in physical injury to the employee whishsevere enough to preclude
the satisfactory performance of regular duties etimployee shall be granted leave
for the period of incapacitation, except that tegth of the leave shall be limited
to five (5) days unless a doctor certifies thatitimpacity will continue beyond
such period.

This assault leave shall not be charged agamsbther type of leave.
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The employee shall not qualify for assault leaxeept upon submission of an
application justifying the granting of assault leav If there is a physical
altercation among Board employees, and it cannoebermined who initiated the
altercation, no employee will be granted assawvde If medical attention is
required, the employee shall furnish a certifichtem the attending physician
stating the nature of the disability and its expddaluration.

Payment of assault leave shall be at the regalar of pay (per diem rate) in
effect for such employee at the time of such assaubt the rate at which the
employee may become eligible in accordance with Algeeement, less any
compensation to which the employee may becomebidign accordance with the
Workers’ Compensation Act of Ohio.

An employee who has been physically assaultedcdnnection with the
performance of a service assignment of this Bodrall snotify the building
principal or his/her immediate supervisor. The Eype shall file a written
report signed by the affected employee with theeHafendent/Designee.

If court action results, said employee shallgb@nted leave from his/her duties
without loss of pay or benefits for necessary timeourt.

An employee temporarily disabled as a resultaophysical assault shall be
returned to the same position held at the time h&f incident or shall be
transferred to the first open and available pasitarrying equivalent pay and
equivalent duties which the employee is qualifiedio, if the affected employee
So desires.

Jury Duty Leave

1.

2.

An employee summoned for jury duty shall imméesdianotify his/her supervisor.

When it is necessary for an employee to be albdem to a jury summons, the
employee shall not lose any pay. However, the eyg@d must submit written
verification from the court the first day he/shéuras to work reflecting the days
in which the employee served jury duty.

Any jury duty reimbursement shall be retainedss employee to defray out-of-
pocket expenses for having served as a juror.

Parental Leave

1.

Parental leave of absence is a leave withouapdyshall be for the balance of the
school year in which delivery or adoption occurgasra shorter period of time as
requested by the employee.
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Request for parental leave must be made to uperthtendent/Designee no later
than one (1) month prior to the beginning of theeptal leave. If the one (1)
month notice cannot be given, the employee shalltifyno the
Superintendent/Designee as soon as possible. uesetpr parental leave may be
withdrawn at any time before the requested paréedak begins.

Parental leave may begin any time between ttth bf a child and the child’s

first birthday. In the case of adoption, paret¢ave may begin upon receipt of
custody of a child prior to his/her sixth birthdaydpon request by the employee,
sick leave may be used prior to parental leavewolg the birth or adoption of a
child if illness or disability requires.

Upon request of the employee, his/her leavel dtwalextended for one (1)
additional school year. At the end of this onegddlitional school year, and upon
request of the employee, his/her leave shall benebed for one (1) more
additional school year.

An employee on parental leave shall be notiigdhe Superintendent/Designee,
in writing, of the expiration of the leave on orftse March 18 and the necessity
of notifying the District, in writing, of his/herlgns to return. Written notice by
the employee shall occur no later than Apfilunless the delivery or adoption
occurred subsequent to March®™.5n which case the employee shall have until
July 'to notify the Superintendent/Designee of his/méerition for the coming
school year. If notification is not received oretkate specified, it will be
assumed that the individual on leave does not vagieturn to employment with
the Board. If notification is received on timeetemployee shall be placed in a
position as of the beginning of the coming schaalry

Upon return from approved parental leave, theleyee shall be entitled to
reinstatement to a substantially equivalent pasitio

The condition of maternity, pregnancy, miscameiaabortion, childbirth, and
recovery therefrom or adoption shall not be groundsermination.

Parental leave shall also be given to an empley®o requests it in order to care
for his/her parent(s).

Consecutive parental leaves shall not exceed (fuconsecutive years. If an
employee has utilized parental leave for four (@secutive years, he/she must
be in active pay status for a minimum of 120 dagfoke parental leave can again
be granted. A parental leave of 120 days or mioadl be considered to be a year
of parental leave for the purposes of this Sectidny parental leave used before
the 1997-98 school year shall not be counted inctieulation of consecutive
years.
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1.

Personal Leave

Each employee shall be granted up to threed$$ of personal leave each year
(July  through June 3% without loss of salary, to transact necessargqel

business or attend to affairs of a personal nahaecannot be conducted outside
the regular school day. Personal leave shall eatded for recreational purposes.

Valid reasons for taking personal leave mayude| but not be limited to, the
following: family obligations, weddings, funeraldegal obligations, court

appearances, travel conditions making it impossiblesport as assigned, act of
nature or accident to the employee’s home or ieslithat create a hazardous
condition, emergencies beyond the employee’s chnétonmons or subpoena
issued for a non-job related issue, and for othist and prudent reasons not
covered by any other leave policy.

To apply for use of a personal leave day(s)getheloyee shall submit a “Request
for Personal Leave” form (Attachment 2-A) to thep8untendent/Designee at
least five (5) days in advance of the use of paktaave, unless an emergency
exists.

a. Where an emergency exists, a request may be itsedbnto the
Superintendent/Designee with less than the abovdiomed time
schedule.

b. However, it is understood that certain circumsés may prevent

submission of a request form prior to the emergeleayve. In such
instances, the employee shall submit the “RequastPPersonal Leave”
form (Attachment 2-A) the day following return frosuch leave. Any
employee requesting emergency leave shall notéypiérson responsible
for providing substitutes as much in advance assiples prior to said
leave.

Any personal leave days that are not used poadhe end of the employee’s
contract year and not carried over per E.5., beghall be converted to sick leave
and added to that employee’s sick leave accumaulatio

In lieu of converting all remaining personalJVeadays to sick leave per E.4.,
above, an employee may carry over one (1) unusesbipa leave day into the
next year. The maximum number of personal leayes @dotted in any school
year will not exceed four (4) days (i.e. three qays assigned for the new school
year and one (1) carry over). The employee mustptete and return the
Personal Leave Carryover Form (Attachment 2-B) dnyeJ30 to take advantage
of this option. For purposes of calculation of amgrit incentive earned per
Section 40, a personal leave day carried over lpsrparagraph will be the first
day used in the next year and will not count agdhms employee as a day “used.”
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1.

Sick Leave

Each employee shall be granted sick leave offiolt@ving basis: one and one-
quarter (1-1/4) days for each completed month ofise or fifteen (15) days for
each completed year of service.

If needed, up to five (5) days of sick leavellsha advanced to each employee
without accumulated sick leave at the beginningaafh school year.

Unused sick leave shall have unlimited accuranat

Each employee shall be informed, with each pagkland in writing, the number
of sick leave days he/she has accumulated.

An employee on an approved leave of absencer(ttilan paid sick leave) shall
neither accrue nor lose accumulated sick leaveewdril said leave. An employee
on paid sick leave may accrue leave at the ratenefand one-quarter (1-1/4)
days for each completed month of service.

Any sick leave earned and unused in prior puiivice in Ohio, in compliance
with Section 3319.141 of the Ohio Revised Code|l dha transferred to the
employee’s account in the Brecksville-Broadview dies City School District at
the time of employment, provided that such re-emplent takes place within ten
(10) years of the date on which the employee wssterminated from public
service. Participation in any sick leave convergatan nullified the transfer of
sick leave from prior public service.

Acceptable reasons for use of sick leave are:

a. Absence due to illness, injury, or death inithenediate family. For the
purpose of this sub-Section only, “immediate fafahall be defined as
spouse, child, parent, sibling, grandparent, osgeiiving in the same
household as the employee, and who clearly hasdstoothe same
relationship to the employee as a spouse, childpasent although not
related to the employee by law.

b. Absence due to illness, injury, or death, of rhera of family not listed
above. Absence shall be granted up to but nokt¢eesl five (5) days in
any one school year. Family in this category ideluson-in-law,
daughter-in-law, parent-in-law, grandparent-in-lagvandchild, brother-
in-law, sister-in-law, aunt, and uncle.

C. Personal illness, pregnancy, to care for hisfre@wborn child up to 6
weeks of age, injury or exposure to contagiousagise
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G.

Sick Leave Pool

1.

Definition

If an employee is currently absent for thirty (8@nsecutive days or more due to
an accident, catastrophic illness or long-ternesk [defined as an illness where it
is anticipated that the employee will be absemeast ten (10) additional working
days] of the employee, his/her spouse, or mindidclind has exhausted all of
his/her accumulated sick leave, the employee mplydp use the sick leave pool
(Attachment 3) and another employee may donate tipd (5) days (Attachment
4) of his/her accumulated sick leave to the absergloyee. The requirement of
thirty (30) consecutive days absence may be waived extraordinary
circumstances at the discretion of the Superintetibesignee.

Day Limitation

No employee may receive more than an aggregat@iy {30) donated sick
leave days in any one school year. This thirty) 38y limit may be waived in
extraordinary circumstances at the discretion efS8hperintendent/Designee.

Donation
a. Donation of sick days shall be initiated by émeployee on a form found

as Attachment 4, no later than the pay period withhich the sick leave
of the absent employee is exhausted.

b. Donated sick leave shall be added to the acatedilsick leave of the
absent employee and deducted from the donatingogepl(Attachment
4).

(of Donated sick leave shall not be consideredckslsave used for purposes

of merit incentive for attendance payments.
Eligibility

Upon request for sick days donation, the SuperdértiDesignee shall meet with
the Organization President to discuss eligibilifytlee claim on the employee’s
behalf. The Superintendent/Designee may requdsttor’s certificate verifying
eligibility. The decision to grant use of the Sitkave Pool is made by the
Superintendent.

If the Superintendent and Organization Presidaet not in agreement as to
whether use of the Sick Leave Pool shall be grargiter the Superintendent or
Organization President may decide that the spesifi@ation will be decided by
the Sick Leave Pool Committee. The Sick Leave Bmrhmittee is comprised of
two (2) administrators appointed by the Superingend, two (2) employees
appointed by the Organization President, and opBg¢ard member appointed by
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the Board. The decision of this Committee is mbgenajority vote and cannot
be appealed.

H. Leave Pursuant to Summons or Subpoena

1.

Any employee who is summoned or subpoenaed fob-aelated issue shall be
granted leave with no loss of pay or other emolumér days missed by reasons
of the summons or subpoena. A summons or subpissoad because of a
student’s custody issue is considered to be jodntedl

An employee who is subpoenaed to appear in esuatwitness in a proceeding in
the capacity as an employee of the Board shall &é @t her/his regular rate
without use of personal days or sick days.

Personal Leave must be utilized for a summonsubpoena issued because of a
non-job-related issue. If the employee has exledulsis/her personal leave, and
is summoned or subpoenaed for something that isjoimtelated, “Leave
Pursuant to Summons or Subpoena” may be used er todcomply with the
subpoena or summons where the employee is nottg fmarthe proceeding.
Where the employee is a party to the proceedinglam@mployee has exhausted
his/her personal leave, the employee will be gileave without pay in order to
comply with the subpoena or summons.

l. Other Unpaid Leaves

1.

Upon written request of an employee, the Boaay mrant an unpaid leave of
absence for a period of no more than two (2) schalrs for educational,
professional, or other purposes and shall grarth $emve where illness or other
disability is the reason for the request. Withmguest, the Board may grant up
to two (2) years unpaid leave of absence for playsar mental disability;
however, the employee may request a hearing befioee Board on any
unrequested leave of absence.

While on this leave, seniority is not accumulate

Any employee returning from an unpaid leave wupersonal iliness or disability
must provide at least three work days’ notice efdbility to return to work and a
statement from his/her physician verifying the emypk is medically able to
return to work and perform his/her job respondiedi. (See Attachment 11).
Upon return from this leave, the employee shalplaeed into the same position
held before going on leave or to a substantiallyiveent position.

Upon the employee’s return, the Board may teateirthe employment of the
person employed as his/her substitute.
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J.

5. When an employee is on an approved Unpaid Leagéier vacation amount
may be decreased depending on the number of dasisehis on Unpaid Leave.
To determine how being on Unpaid Leave may affeef©vacation, see Section
34 (Vacations), sub-Section F (Calculation of Vawaftor Employees Who Were
on Unpaid Leave Status).

Outside Employment

An employee who is on an approved leave of absepaie, or unpaid, may not be
employed doing the same job during the same timegeas his/her job in the District
through either outside employment or self-employimen

Unpaid Leave Pursuant to Public Service

Any employee who is elected to a full-time Locatat8, or Federal public office, or
enlists full-time in the U.S. Armed Forces, shall ¢;anted an unpaid leave of absence
for up to eight (8) years. Such leave shall batg@in one (1) year intervals up to a total
of eight (8) years. The request for each one €Br yeave interval shall be submitted
around the time the employee has reasonable knge/letlthe need for an additional
year’'s leave. Such request shall be approved dytdard. Upon return from approved
leave, an employee shall be entitled to reinstaténte a substantially equivalent
position.

SECTION 33. — FAMILY AND MEDICAL LEAVE ACT OF 1993 (EMLA)

ELIGIBILITY

1. Pursuant to the terms and conditions of thischit an eligible employee may
take up to twelve (12) work weeks of unpaid ledMLA leave”) in any school
year (August I through July 3% for one (1) or more of the following
circumstances:

a. the birth of an employee’s child and to caretffierchild up to age one;

b. the placement of a child with an employee favmbn or foster care, up
to a twelve (12) month period after the placement;

C. to care for an immediate family member (spoesdd, or parent) of an
employee when that family member has a seriousheahdition;

d. the employee’s inability to perform the funcsoof the position because
of the employee’s own serious health condition.

e. for qualifying military situations arising wham employee’s spouse, son,
daughter, or parent is on active duty or is catledictivate duty status.
(See Attachment 10).
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To be eligible for FMLA leave, the employee must

a. have been working for the Board for at leastwe/é12) months before the
leave request (these do not need to be consecntuéhs); and

b. have worked at least one thousand eighty (1,880)s during the twelve
(12) month period preceding the FMLA leave.

C. an employee who requests FMLA or who is belietedbe eligible per
paragraph E will receive a Notice of Eligibility (fachment 7).

In cases in which the Board employs both théand and wife, the total amount
of FMLA leave for the couple for the birth or plawsent of a child or to care for
an ill parent (not “parent-in-law”) is limited to #otal of twelve (12) weeks.
Where the husband and wife both use a portion eftthal twelve (12) week
FMLA leave entitlement for one (1) of the reasamshis paragraph, the husband
and wife would each be entitled to the differeneénween the amount he or she
has taken individually under this paragraph andvevg12) weeks for FMLA
leave for a purpose other than those containelisrpragraph.

An eligible employee may take up to twenty-gg)(workweeks of leave during a
single twelve (12) month period to care for a cedeservice member who is the
spouse, son, daughter, parent, or next of kinekthployee. (See Attachment 9).
For purposes of this Section, a qualifying militasituation arises when an
employee’s spouse, son, daughter, or parent isctweaduty or called to active
duty statusi(e., not on active duty in the Armed Forces) and idek) but is not
limited to, the following situations:

a. attendance at official military-sponsored events
b. to provide or arrange for alternative childcarechooling,
C. to make financial or legal arrangements to axidtbe member’'s absence

while on active duty,

d. counseling,
e. rest and recuperation, and
f. post-deployment activities.

For purposes of military caregiver leave, a covesexvice member is a current
member of the Armed Forces, including a memberhef Mational Guard or

Reserves, who has a serious injury incurred irlitteeof active duty that renders
a service member medically unfit to perform hisher duties and for which the
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service member is undergoing medical treatmentupem@tion, therapy or
otherwise in an outpatient status or on a tempategbility retired list

B. SERIOUS HEALTH CONDITION - DEFINED

1. For purposes of FMLA, “serious health conditioaititing an employee to
FMLA leave means an illness, injury, impairmentpbysical or mental condition

that involves:

a.

Inpatient care(i.e., an overnight stay) in a hospital, hospice, oidesttial
medical care facility including any period wmfcapacity (for purposes of
this Section, defined to mean inability to workiead school or perform
other regular daily activities due to the serioeslth condition, treatment
therefore, or recovery therefrom), or any subsegueeatment in
connection with such inpatient care; or

Continuing treatmentby a health care provider. A serious health
condition involving continuing treatment by a hbaltare provider
includes any one or more of the following:

(1)

(2)
3)

A period ofincapacity (i.e., inability to work, attend school or
perform other regular daily activities due to therieus health
condition, treatment therefore, or recovery thenefy of more than
three consecutive calendar days, and any subsetyeatrnent or
period of incapacity relating to the same conditithrat also
involves:

€)) Treatment two or more times by a health caocxiger, by
a nurse or physician’s assistant under direct sigen of
a health care provider, or by a provider of healdre
services €.9, physical therapist) under orders of, or on
referral by, a health care provider; or

(b) Treatment by a health care provider on at least
occasion which results in a regimen of continuregiiment
under the supervision of the health care provider

Any period of incapacity due to pregnhancy,argrenatal care
Any period of incapacity or treatment for sunbapacity due to a
chronic serious health condition. A chronic sesiobealth
condition is one which:

€) Requires periodic visits for treatment by a ltheaare

provider, or by a nurse or physician’s assistamtenrirect
supervision of a health care provider;
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(b) Continues over an extended period of time (diclg
recurring episodes of a single underlying condjtiamd

(c) May cause episodic rather than a continuingodenof
incapacity €.g, asthma, diabetes, epilepsy, etc.).

4) A period of incapacity which is permanent ondeterm due to a
condition for which treatment may not be effectivihe employee
or family member must be under the continuing suip&m of, but
need not be receiving active treatment by, a hezdte provider.
Examples include Alzheimer’s, a severe stroke, har terminal
stages of a disease.

(5) Any period of absence to receive multiple tmeztts (including
any period of recovery therefrom) by a health gamvider or by a
provider of health care services under ordersrobnoreferral by, a
health care provider, either for restorative suygdter an accident
or other injury, or for a condition that would likeresult in a
period of incapacity of more than three consecut@endar days
in the absence of medical intervention or treatmsumth as cancer
(chemotherapy, radiation, etc.), severe arthrglsygical therapy),
kidney disease (dialysis).

Treatment for purposes of paragraph 1 of thidi@e includes (but is not limited
to) examinations to determine if a serious heatthd@tion exists and evaluations
of the condition. Treatment does not include migphysical examinations, eye
examinations, or dental examinations. Under paggB.1.b.(1)(b), a regimen of
continuing treatment includes, for example, a cews prescription medication
(e.g, an antibiotic) or therapy requiring special equgnt to resolve or alleviate
the health conditione(g, oxygen). A regimen of continuing treatment that
includes the taking of over-the-counter medicatiogssch as aspirin,
antihistamines, or salves; or, bed-rest, drinkingd$, exercise and other similar
activities that can be initiated without a visitachealth care provider, is not, by
itself, sufficient to constitute a regimen of coniing treatment for purposes of
FMLA leave.

Conditions for which cosmetic treatments are iathtered (such as most
treatments for acne or plastic surgery) are natidae health conditions” unless
inpatient hospital care is required or unless cacapbns develop. Ordinarily,
unless complications arise, the common cold, thedhr aches, upset stomach,
minor ulcers, headaches other than migraine, reutiental or orthodontia
problems, periodontal disease, etc., are examglesralitions that do not meet
the definition of a serious health condition andra qualify for FMLA leave.
Restorative dental or plastic surgery after anrinjar removal of cancerous
growths are serious health conditions providedtfal other conditions of this
regulation are met. Mental illness resulting fratness or allergies may be
serious health conditions, but only if all the cihioths of this Section are met.
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Substance abuse may be a serious health conditithe conditions of this
Section are met. However, FMLA leave may only bkeh for treatment for
substance abuse by a health care provider or bgwader of health care services
on referral by a health care provider. On the ottend, absence because of the
employee’s use of the substance, rather than éatrtrent, does not qualify for
FMLA leave.

Absences attributable to incapacity under payaes B.1.b.(2) and (3) qualify for
FMLA leave even though the employee or the immediamily member does not
receive treatment from a health care provider dutie absence, and even if the
absence does not last more than three days. Fonp®, an employee with
asthma may be unable to report for work due tootinget of an asthma attack or
because the employee’s health care provider haseatithe employee to stay
home when the pollen count exceeds a certain lev&h employee who is
pregnant may be unable to report to work becausevdre morning sickness.

C. HEALTH CARE PROVIDER - DEFINED

1.

The Act defines “health care provider” as:

€) A doctor of medicine or osteopathy who is atittea to practice medicine
or surgery (as appropriate) by the State in whiehdoctor practices; or

(b) Any other person determined by the Secretadyet@apable of providing
health care services.

Others “capable of providing health care ses/igeclude only:

€)) Podiatrists, dentists, clinical psychologistgtometrists, and chiropractors
(limited to treatment consisting of manual manipola of the spine to
correct a subluxation as demonstrated by X-rayxisteauthorized to
practice in the State and performing within thepgcof their practice as
defined under State law;

(b) Nurse practitioners, nurse-midwives, and chhisocial workers who are
authorized to practice under State law and whgparéorming within the
scope of their practice as defined under State law;

(c) Christian Science practitioners listed with tRest Church of Christ,
Scientist in Boston, Massachusetts. Where an egreploor family
member is receiving treatment from a Christian s@éepractitioner, an
employee may not object to any requirement fromeaployer that the
employee or family member submit to examinatioo(tyh not treatment)
to obtain a second or third certification from altie care provider other
than a Christian Science practitioner except asratise provided under
applicable State or local law or collective bargagragreement.
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D.

(d) Any health care provider from whom an emplogeei the employee’s
group health plan’s benefits manager will acceptifeceation of the
existence of a serious health condition to subist@né claim for benefits;
and

(e) A health care provider listed above who pragti;y a country other than
the United States, who is authorized to practicedénordance with the
laws of that country, and who is performing withine scope of his or her
practice as defined under such law.

The phrase “authorized to practice in the Statelised in this Section means that
the provider must be authorized to diagnose arat fvhysical or mental health
conditions without supervision by a doctor or othealth care provider.

NOTICE

1.

The employee shall provide the Superintendesifdee with written notice no
fewer than thirty (30) days prior to taking unp&MLA leave for the birth or
placement of a child when the employee’s needdavé is foreseeable.

Whenever unpaid FMLA leave is necessitated lyserious health condition of
the employee or her/his family member and is farabte based upon planned
medical treatment, the employee shall provide thpe8ntendent/Designee, not
fewer than thirty (30) days prior to the requedestle commencing, with written
certification (Attachments 5 or 6) issued by a trealare provider to support
her/his request for leave.

If an employee requires intermittent leave or auced work schedule as set forth
below, the employee shall provide the Superintetibesignee, not fewer than
thirty (30) days prior to commencing the modifiedrw schedule, with written
certification (Attachment 5) issued by a healthecprovider to support his/her
request for leave so long as the need for leafgréseeable.

If the employee’s need for leave is not forebeganotice must be given as soon
as both possible and practical, taking into accoalit of the facts and
circumstances in the individual case. It is expedhat the employee will give
notice to the Superintendent/Designee within oneofltwo (2) working days of
learning of the need for leave, except in extrawdi circumstances. The
employee should provide notice to the SuperintetiDesignee either in person
or by phone, telegraph, facsimile (“fax”) machine aher electronic means.
Notice may be given by the employee’s represergavg, a spouse, family
member, or other responsible party) if the emplagasable to do so personally.
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E. CALCULATION OF TOTAL UNPAID/PAID EMLA LEAVE

1.

The Board shall require that paid sick leaveetakinder Section 27 of the
Agreement shall be counted as FMLA leave if (1) rideesons for taking it qualify
as FMLA reasons and (2) if the employee had beetifietb by the
Superintendent/Designee while on paid sick leava this leave would be
counted as FMLA leave.

Where an employee has earned paid sick leave, dhig paid leave shall be
substituted, at the employee’s request, for ajpant of any unpaid FMLA leave
taken to care for an immediate family member ortli@r employee’s own serious
health condition.

When an employee utilizes sick leave for a nedbat the Board believes to be a
“serious health condition” (that of the employee air an immediate family
member), or if the employee requests FMLA, the eypd will be notified in
writing by the Board that said sick leave days ¢daward his/her annual FMLA
leave entitlement. (Attachment 8, Designation diti If the employee does not
believe his/her leave meets the criteria of a tseyi health condition,” the
employee must notify in writing the SuperintendBeignee within fourteen (14)
calendar days of receiving the notice and shallaxpvhy his/her sick leave use
does not meet the criteria of a “serious healthdtaim.” Unless the employee
again hears from the Superintendent/Designee o gpecific situation, the
Superintendent/Designee will correct the persofifes to reflect that said sick
leave use shall not also be considered to be FMiakd. If the employee does
not notify in writing the Superintendent/Designeghin fourteen (14) calendar
days, the correction will not be made.

F. INTERMITTENT LEAVE AND REDUCED-WORK SCHEDULE

1.

Intermittent leave means leave taken in sepgrati®ds of time due to a single
illness or injury, rather than for one continuowsipd of time, and may include

leave of periods from an hour or more to severakse Reduced-work schedule
means a leave schedule that reduces the usual nofmbeurs per work week, or

hours per work day of the employee. Examples térmittent leave and/or

reduced-work schedule leave would include leavertalh an occasional basis for
medical appointments related to a serious healtiditon of the employee’s or

that of an immediate family member’s, or leave talseveral days at a time
spread over a period of six (6) months, such astiemotherapy.

When medically necessary, an employee may tatkenittent FMLA leave or a
reduced-work schedule to care for a spouse, cbilgharent who has a serious
health condition, or if the employee has a serlwesth condition. The employee
shall make reasonable efforts to schedule treatseeas not to unduly disrupt the
regular operations of the Board.
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Where FMLA leave is taken because of birth @cpment for adoption or foster
care, an employee may take leave intermittentlprola reduced leave schedule
only if the Board agrees.

Where an employee who is principally employedam instructional capacity
requests intermittent FMLA leave or FMLA leave omealuced work schedule,
and where the employee would be on FMLA leave forerthan twenty percent
(20%) of the total number of working days over feriod during which the
FMLA leave would extend, such employee must elgbte

a. to take FMLA leave for a period or periods gbaticular duration, not
greater than the duration of the planned medieattnent; or

b. to transfer temporarily to an available alterreaiposition offered by the
Board for which the employee is qualified, as lasghe alternate position
has equivalent pay and benefits and the Board bteymdined that this
alternate position better accommodates recurrimigge of leave than the
regular employment position of the employee.

G. MEDICAL OPINION

1.

Additional Certifications: For unpaid FMLA leathe Board retains the right, at
its own expense, to require the employee to oliteropinion of a second health
care provider designated by the Board. If the séampinion is in conflict with
the initial certification provided by the origin&kalth care provider, the Board
may request, at the Board’'s expense, the emplayseda a mutually agreed upon
health care provider to give a final and bindingnam regarding eligibility for
unpaid FMLA leave. The employee and Board mushesat in good faith to
attempt to reach agreement on whom to select fthind opinion provider. If
the Board does not attempt in good faith to reagpteement, the Board will be
bound by the first certification. If the employdees not attempt in good faith to
reach agreement, the employee will be bound bgelsend certification.

Subsequent Recertification: The Board may rsiquecertification, at its own
expense, at any reasonable interval but not maes dhan every thirty (30) days
unless

a. The employee requests an extension of leave.

b. Circumstances described by the original cediftm have changed
significantly (duration of illness, nature of illeg complications).

C. The Board receives information that casts daytin the continuing
validity of the certification.

d. When the employee is unable to return to workrdfMLA leave because
of the continuation, recurrence, or onset of aosesrhealth condition.
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BENEFITS

The Board shall maintain coverage under the grcegitih plan for the duration of the

unpaid FMLA leave at the level and under the coon# that would have been provided
if the employee had continued to work and not taleave. These group health plans
include hospitalization, major medical, dental, @nelscription drug. The employee may
opt to continue the life insurance coverage, bytmEnt of the life insurance premium

will be at the employee’s own expense. Paymetii@Employee’s required contribution

toward the premium (if any) is due the first dayeath month. Failure to make payment
within thirty (30) days will result in terminatioof coverage during the unpaid FMLA

leave. The employee shall not accrue senioritgk &ave or any other employment
benefits during the unpaid FMLA leave.

RETURN TO WORK

1. When an employee is medically able to returnrwtwk after a serious health
condition for unpaid FMLA leave, she/he shall pdeithe Board with a
statement from her/his health care provider (Attaeht 11) that the employee is
able to resume the job functions for her/his positi

2. Upon return from unpaid FMLA leave, the Boardilkinestore the employee to
the position he/she held when the leave commerarei, an equivalent position
with equal employment benefits, pay and other teramsl conditions of
employment.

3. An employee has no greater right to reinstaténoento other benefits and
conditions of employment than if he/she had beentigoously employed during
the FMLA leave period. (In other words, if the Bdaonducts a layoff during
the employee’s leave period, the Board may denyethployee reinstatement if
his/her position was one of the ones affected bydkoff.)

4. Should an employee not return to work at the @nithe unpaid FMLA leave or
contractual leave that is adjacent to the FMLA &&w reasons other than the
continuation, recurrence, or onset of the seriaath condition that gave rise to
the leave or for circumstances beyond the emplsyeantrol, the employee shall
reimburse the Board for the health insurance premipaid by the Board during
the unpaid FMLA leave period. An employee shalfréguired to support her/his
claim of inability to return to work because of tbentinuation, recurrence, or
onset of the serious health condition by submitting Certification of Health
Care Provider for Employee’s Serious Health Coandit{Attachment 5). The
certification shall be provided in a timely mannand no later than thirty (30)
days after the claimed inability to return. Ifgtgertification is not provided in a
timely manner, the Board may recover the healtrefiepremiums it paid during
the period of unpaid FMLA leave. In order to avdidving to reimburse the
Board for premiums, the employee must return tokwor thirty (30) days unless
precluded from doing so by Board action.
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J.

PENALTIES FOR MISUSE

An employee who fraudulently obtains FMLA leavenfraghe Board is not protected by
the terms of these provisionge( job restoration or maintenance of health benefits
provisions may be denied).

INCONSISTENCIES BETWEEN THE AGREEMENT AND FMLA

1. All terms which are not defined specifically this Agreement shall have the
same meaning as those terms defined in the FamdyMedical Leave Act of
1993, as amended in 2009 and its implementing a¢iguk. If there are any
inconsistencies between this Section and the Faamty Medical Leave Act of
1993, as amended in 2009 the Family and Medicavédeact of 1993, as
amended in 2009 shall prevail.

2. FMLA does not limit or enlarge entitlement tdgar unpaid leave for which the
employee is otherwise eligible under the Agreement.

SECTION 34. - COMMUNICABLE DISEASES

The Board recognizes that communicable diseasessignificant medical and social
problems. The Board desires to protect the righitsndividual students or employees
who may be infected with communicable diseaseswell as protect non-infected
students, staff and the public.

The purpose of these procedures is to desdnbeniethod of handling the issues raised
when an employee is potentially infectious with ameunicable disease. A
communicable disease is defined as a long-termasiéseapable of being transmitted
from one person to another and that is dangerotisetpublic. Communicable diseases
include, but are not limited to, tuberculosis, hggaand Acquired Immune Deficiency
Syndrome, AIDS-related complex or the presence wigh Immunodeficiency Virus
(HIV).

There will be no mass testing to determine if employee is infected with a
communicable disease.

Any employee who is diagnosed as having a concabte disease is required to report
immediately such diagnosis to the Superintendesifipee.

All employees shall be required to carry ouirthermal duties and responsibilities to an
infected student or work with an infected employd®ere the determination has been
made to permit the infected individual to remairthia school setting.

Decisions about each employee with a commurgcdisiease are to be made on a case-
by-case basis.
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When there is reason to believe that an empldyeea communicable disease, then
he/she is required to submit to a medical evaladbyp a public health physician and/or a
physician or medical facility selected by the Bqaatl Board expense. “Reason to
believe” shall be defined as:

1. The employee discloses his/her diagnosis;

2. Knowledge that a member of the employee’s hanldehas a communicable
disease;

3. Evidence of impairment in job performance;

4. Other information brought to the attention of tBoard. Said information shall

promptly be brought to the attention of the emptye

If there is reason to believe that an employesdcommunicable disease, he/she will be
permitted to remain in his/her assignment or placedn alternate assignment with no
loss in salary, benefits or other emoluments.

When there is reason to believe that an empldye® a communicable disease, an
evaluation team shall convene within seven (7)rcide days of the employee/student
identification.

1. The evaluation team shall be comprised of: etfiiployee’s physician, the school
physician and a physician specializing in infectialiseases.

2. The school physician shall be chairperson oktleduation team.

The evaluation team shall review the employde&gnosis, treatment and prognosis and
shall submit a written report of its findings andeteminations to the
Superintendent/Designee within five (5) calendaysdiom when the evaluation team
convened.

The Superintendent/Designee will make a decisi@sed on medical information
concerning an employee’s status/assignment withan(R) calendar days after receiving
the report from the evaluation team. An employesy e (1) kept in his/her original
assignment, (2) placed in a different assignmetit wo loss of salary, benefits or other
emoluments, (3) requested to utilize sick leave wndld be entitled to unpaid leave of
absence for up to two [2] years after paid sickéehas expired, (4) entitled to apply for
disability retirement benefits under the State Eoyplent Retirement System, or (5)
placed on a leave of absence under Ohio Revised @819.13. An employee shall not
be terminated or otherwise separated from employmhea to having been diagnosed as
having a communicable disease.
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Information about the identity and condition @n employee infected with a
communicable disease shall not be disclosed by ewauation team or by the
Superintendent/Designee to anyone other than thebes of the Board, administrators
in the buildings in which the employee is assigrssthool nurse and any other persons to
whom disclosure is recommended by the evaluatiamte

The evaluation team shall maintain an active ial monitoring the employee’s medical

condition. The employee’s physician shall workhtite employee regarding any change
in health status and shall notify the school phgsicof any change. If any new

information is brought to the attention of the sahphysician, the procedures outlined
above shall be followed.

Those employees to whom disclosure is recomnteibgethe evaluation team shall be
notified of the identity and other relevant infortina regarding students identified as
having a communicable disease. Employees will mieseomplete confidentiality as to
such information.

Employees who may be required to clean up badgsf shall be provided appropriate
protective covering and adequate training.

The administration of student medication shallirb accordance with the Ohio Revised
Code and its regulations. The performance of nediocal procedures, such as
bandaging cuts/abrasions and gastrostomy tube nigedinay be required of some
employees provided that the employees receive éeessary instruction, training, and
equipment. The Board shall indemnify employeeshim good faith exercise of these
functions.

The Administration will implement and enforce @d policies and the Ohio Revised
Code in dealing with student communicable diseases.

SECTION 35. — DRUG AND ALCOHOL TESTING

Prohibited Conduct Regarding AlcohoNo employee shall:

1. Use alcohol while at work.

2. Perform a safety-sensitive function (SSF) witfonr hours after using alcohol
(pre-duty use).

3. Report to duty or perform an SSF with an alcatwicentration of 0.04 BAC or
greater.

4. Use alcohol eight (8) hours after an accidenairdil tested when required to be
tested following an accident.
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6.

Refuse to submit to a required alcohol testuttiog failure to provide adequate
breath for initial testing when required or engagin other conduct that clearly

obstructs the testing process, or failure to shgnalcohol testing form.

Possess alcohol at work.

Controlled Substances (Drugd)o employee shall:

1.

Report for or remain on duty when the employsesuany controlled substance
except where an employee is using such substansagni to the instruction of a
physician consistent with the provisions of ParpgrB.4. below.

Test positive for a controlled substance aftandatory testing for an employee in
a safety-sensitive function position or if theradsting after reasonable suspicion
for any employee pursuant to Section D., 2., Howe

Refuse to submit to a required drug test, inalgdailure to provide an adequate
and unaltered sample for testing when requiredhgaging in other conduct that
clearly obstructs the testing process.

Fail to notify his/her supervisor of the useao€tontrolled substance pursuant to
the instruction of a physician and fail to proviae/her supervisor with necessary
information for his/her physician that the contedllsubstance will not affect the
performance of the employee’s work.

Possess a controlled substance at work other thacontrolled substance
prescribed by a physician where notification hagnbgrovided to his/her
supervisor.

Conseqguences of Engaging in Prohibited Conduct

1.

Alcohol Concentration of 0.04 or greater

An employee tested under this Section who is fowmdhave an alcohol
concentration of 0.04 or greater shall be immetliadespended without pay and
may be terminated.

Alcohol Concentration of Greater than 0.02 lesklthan 0.04

a. An employee tested under this Section who isidoww have an alcohol
concentration of greater than 0.02 but less th@d thay not perform an
SSF until at least twenty-four (24) hours after test was administered
and only after performance of a Return to Duty teat shows an alcohol
concentration of 0.02 or less

b. Said employee may be suspended with or witheyt fpr that period,
subject to the provisions of the Agreement.
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3. Verified Positive Controlled Substance Test

An employee who has a verified positive controllegbstance test or who
otherwise engages in prohibited conduct may beesugal or terminated subject
to provisions of the Agreement.

D. Testing
1. General

a. Such testing shall not be a means for harassment

b. Random testing is to be conducted, wheneveribieasso as not to
interrupt an employee’s free or off-shift time.

C. At the time of testing, there shall be only dast each for alcohol and
controlled substances, except where additionaintpss required because
of testing protocols.

d. No employee shall have to submit to blood sampé&ng drawn.

e. The Board shall pay for any mandated drug tgstimd a minimum of one
(1) hour at the employee’s normal hourly rate.

2. Testing for Employees not Required to Hold a @wrcial Driver’'s License

(C.D.L.)

a. Post-Accident Testing
If an employee is involved in a work-related acaidessulting in property
damage estimated in excess of $100 or personayjrthe employee may
be required to undergo testing as provided in Bvel

b. Reasonable Suspicion Testing
If there is suspicion to believe, based on spedbjective facts, that an
employee has engaged in prohibited conduct undsvdve, the employee
may be required to undergo medical testing as geavin E below.

C. Return to Duty Testing

If an employee has violated any of the prohibitedduct under A above
or tests positive under B above, such employee oomplete a Return to
Duty test.
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3. Testing for Employees Required to Hold a C.D.L.

a.

Pre-performance Testing

The Board must receive a controlled substanceadsstt for each covered
employee from a Medical Review Officer (MRO) indicg a verified
negative result prior to the first time the empleyerforms an SSF for the
Board.

Post-accident Testing

1) An employee who is involved in an accident iwog a
commercial motor vehicle while on duty must undegggost-
accident controlled substance test if:

a) the employee was performing an SSF with resfethe
vehicle and the accident involved the loss of huiifapor

b) the employee receives a citation under statecai law for
a moving traffic violation arising out of the aceid.

2) The test will be administered as soon as prasiecfollowing the
accident, normally within two (2) hours of the atamt, but under
no circumstances later than eight (8) hours aftieh saccident in
the case of alcohol testing or thirty-two (32) howfter such
accident in the case of controlled substance tgstin

3) Failure to remain available after the accidemtduch testing will
be deemed to be a refusal to submit to testing.avibg the
accident scene to obtain assistance or necessaligah&eatment
for anyone involved in the accident will be excudesin testing
for such time as is reasonably necessary to otath assistance
or treatment, including the C.D.L. employee.

4) The results of a post-accident breath or bleesd for alcohol or
urine test for the use of controlled substancesdected by a
federal, state, or local office having independanthority to
conduct such test may be used by the Board in gihite own test
as long as the test conforms to applicable fedstate, or local
requirements and the test results are obtainetieoBoard.

5) The Board will provide each covered employeehwikcessary

post-accident information, procedures, and insioastprior to the
first time the employee performs an SSF.
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E.

C. Random Testing

1) Employees will be subject to random, unannouncentrolled
substance and alcohol testing throughout the year.

2) Employees must proceed to the designated tesitegnmediately
after notification of selection for testing.

3) Each employee will have an equal chance of bigsiged each time
selections are made. The number of employees tedldor
controlled substance testing will equal to at lefifty percent
(50%) of the average number of covered positionthénrandom
group and at least twenty-five percent (25%) of theerage
number of covered positions in the random group dtmohol
testing each year.

d. Reasonable Suspicion Testing

1) The Board will test an employee for controlledbstance and
alcohol when it has reasonable suspicion to belibgebargaining
unit member has engaged in prohibited conduct udetion A.

2) A determination that reasonable suspicion exst®quire testing
must be based upon specific, contemporaneous, ulattie
observations concerning the appearance, behapeech, or body
odors of the employee. The observations may imcladications
of the chronic and withdrawal effect of controlleabstances.

3) The test may not be administered more than €Rjhhours after
the reasonable suspicion determination and docwatentfor the
basis for such testing shall be within twenty-f¢24) hours of the
decision to require such testing.

e. Return to Duty Testing

If an employee has violated any of the prohibitedduct under Section A
or tests positive under D.3, such employee mustptete a Return to
Duty Test.

Administering Tests

1.

Testing Procedures

Testing procedures at outside approved laboratgrigsuant to Section E.5.
below for alcohol and controlled substance tessingll all be done in a manner
consistent with the requirements of the Departnoéfiransportation and Federal
Highway Administration regulations governing tegtior C.D.L. personnel.
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Controlled Substances to be Tested

The Board will test for five controlled substancesiarijuana, cocaine, opiates,
amphetamines, and phencyclidine.

Notification to Employees of Substance Test Rgsu

An employee who has a verified positive controbetbstance test will be notified
of the result and the substance for which the eyg@dested positive.

Employee’s Right to Testing of Split Specimen

a. An employee with a verified positive result hias right, within seventy-
two (72) hours of notification of the verified ptige result, to request the
MRO to send the split specimen to another DHHSfm=ttlaboratory.

b. Such review will not stay any action taken bg Board as a result of the
verified positive test.

C. Should the split sample fail to confirm the mmse of a controlled
substance, the MRO will notify the Board and thepkryee that the entire
test has been cancelled and the reason(s) foatieektation.

d. The cost of testing the split sample must benéddry the employee if
testing the split sample verified a positive restilttesting the split sample
did not verify a positive result, the cost of tagtithe split sample must be
borne by the Board.

Positive Results

a. The testing will be conducted by a physician/anthboratory selected by
the Board, at Board cost, provided the analysiheftest results are done
by a laboratory that is N.I.D.A. certified or puasu to Section D.3.b (4).

b. If the testing shows the presence of alcohogroillegal drug, or abuse of
a legal drug, the Board will request a confirmati@st to insure the
accuracy of the test results.

C. All positive test results will be reviewed byethpproved MRO for further
confirmation.

d. If the test results are positive, the Board Ishalange for a medical
assessment.
e. After receipt of the medical assessment, thea#l be a determination of

an appropriate remediation program for first offersd
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f. The returning employee will also be requiredstiomit to medical testing
for the first year following the employee’s retum employment or for
such longer period as recommended by a substanse @bofessional.

Confidentiality and Privacy

The Board will attempt to ensure that all aspeétthe testing process are as private as
and confidential as reasonably practical. As subk, Board shall maintain records
related to its substance abuse programs includmglayee test results in a secure
location with controlled access. Actual test resswill be provided to supervisors and
managers who have a need to know such informatmrihe person tested; and any
person permitted or required by law or regulatimmetceive such information including a
subsequent employer. Except as required by latrésults will not be disclosed to co-
workers, an employee’s family, uninvolved superiss@r law enforcement authorities
without the specific permission of the person tste

The Board will, however, inform the police of tiaiing in illegal drugs by employees
or other criminal activity and will turn over anylegal drugs confiscated on Board
property to the police.

Voluntary Rehabilitation

The Board and Organization are concerned aboutames who are victims of alcohol
or drug abuse and will facilitate correction ofstiprocess through programs and services
that are available in the community. Any employd® believes he/she is in need of
help shall notify the Superintendent/Designee whualls treat this information
confidentially. Any employee who voluntarily ughss paragraph shall be permitted “in-
patient” treatment without repercussion for attera#aor notification pursuant to this
paragraph. Upon return, the employee will alsodupiired to submit to medical testing
for the first year following the employee’s returm employment or for such longer
period as recommended by a substance abuse poofalssi

SECTION 36. — TOBACCO-FREE ENVIRONMENT

The use of tobacco inside school buildings, istoffices, non-instructional facilities,
Board-owned vehicles, and anywhere on school ptpigexcept in personal vehicles) is
prohibited.

The “use of tobacco” shall mean all use of t@adncluding a cigarette, cigar, pipe,
snuff, or any other matter or substances that aotdéacco.

The C.A.P.A. Coordinator shall assist in pronglismoking cessation workshops and
information on alternative support systems for simgkessation.
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SECTION 37. — OCCUPATIONAL SAFETY AND HEALTH

Internal Reporting

The Board and the Organization desire to deal gilfiety and health complaints
internally first to attempt to correct any healthsafety allegations. Accordingly, neither
the Organization nor any employee may file a comphaith the Ohio Department of

Industrial Relations, or any other appropriate gomeental agency, until after the Board
and Administration have been notified of the conmlan writing and have had at least a
five (5) working day opportunity to resolve the qaaint.

Notification of Condition

Before exercising his/her right to refuse to womder Ohio Revised Code 4167.06
because of a condition which the employee, actimgadod faith, reasonably believes
presents an imminent danger of death or seriousigdlyharm to the employee, the
employee will immediately notify his/her supervisdrthe condition.

Failure to Act in Good Faith

1. An employee acting in good faith has the rightefuse to work under conditions
that the employee reasonably believes present amniemt danger of death or
serious harm to the employee, provided that suciditons are not such as
normally exist for or reasonably might be expedtedccur in the occupation of
the employee. The Board shall not discriminaterejaan employee for a good
faith refusal to perform assigned tasks if the exypé has requested that the
Board correct the hazardous conditions but the iiond remain uncorrected,
there was insufficient time to eliminate the danggresorting to the enforcement
methods provided in Chapter 4167 of the Ohio RevSede, and the danger was
one that a reasonable person under the circumstatie® confronting the
employee would conclude is in imminent danger ohtdeor serious physical
harm to the employee. An employee who has refusegbod faith to perform
assigned tasks and who has not been reassignéaetotasks by the Board shall,
in addition to retaining a right to continued emptent, receive full
compensation for the tasks that would have beefoipeed. If the Board
reassigns the employee, the Board shall pay hintfiséner full compensation as
if he/she were not reassigned.

2. An employee who exercises his/her right to refisswork under C1 (above) shall
notify by a written statement that is signed by thployee, as soon as
practicable after exercising that right, the adstnaitor of the Bureau of
Employment Services of the condition that presantémminent danger of death
or serious harm to the employee.

3. An employee who refuses to perform assignedstaskler C1 (above) and fails to
meet all of the conditions set forth in C1 (aboig}ubject to any disciplinary
action provided by the Agreement and according He provisions of the
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Agreement between the Board and the employee flefuaal to work, including,
but not limited to, suspension, nonpayment of wafgesthe duration of the
refusal to work, and discharge

Grievance Procedure for Discrimination Claims

An employee who wishes to assert a claim of diso@ton as defined in Chapter 4167
of the Ohio Revised Code shall use the grievanoeeuture in this Agreement as the
means for asserting such a claim.

SECTION 38. — HOLIDAYS

Any employee who works on a twelve (12) montkibahall receive the following paid
holidays:

1. New Years Day and one additional day*
Martin Luther King Day
President’'s Day
Good Friday (only if there is no school)
Memorial Day
Independence Day
Labor Day
Thanksgiving Day and the Friday following
Christmas Day and one additional day*

*The days to be taken as holidays will be desighatby the
Superintendent/Designee.

2. Twelve (12) month employees who work fewer tfiga (5) days a week will
only receive holiday pay for those days on whiokythre otherwise scheduled to
work.

Subject to the school calendar, should a holiddyon a Saturday, it shall be celebrated
on the work day preceding the weekend. Shouldliddyfall on a Sunday, it shall be
celebrated on the workday following the weekend.

Any employee who works on a school year bagisfewer than twelve (12) months shall
receive the following paid holidays if he/she wokkslays a week. Any employee who
works on a school year basis fewer than twelve fi@)ths, and fewer than five (5) days
a week shall receive the following paid holidaysh&t holiday falls on the day of the
week that the employee is normally scheduled tckwor

New Years Day

Martin Luther King Day

President’s Day

Good Friday (only if there is no school)
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Memorial Day

Labor Day

Thanksgiving Day and the Friday following
Christmas Day

Should a holiday fall on a Saturday or Sunddyeafployees shall be paid for that
holiday. When a holiday falls on a normal weekaay employee must be regularly
scheduled to work the same day as the holidaydardo be paid.

Religious Holidays A maximum of two (2) days with pay may be grahtliring any
one (1) year for religious holidays which are netagnized in the school calendar and
which prohibit the employee from working on thoseysl Religious holidays are not
deducted from sick leave or personal leave.

Wednesday Before Thanksgiving

1. Each employee who is scheduled to work on thdn&sday before Thanksgiving
may have that day off if he/she puts in the hoetseduled for that Wednesday
before Thanksgiving between the beginning of théost year and the
Wednesday before Thanksgiving.

2. These make-up hours must be approved in aduantiee immediate supervisor
and a log kept by the employee and initialed byhldbe immediate supervisor
and the employee. The hour calculation shall lsetb@n straight time hours and
these make-up hours must be worked in the build)ng(here the employee
normally works.

SECTION 39. — VACATIONS

Throughout this Section, an employee is defiasdh twelve-month employee in active
pay status at least 260 days.

Amount of Vacation An employee will be granted vacation time aofok:

2 weeks -- at the completion of one (1) year ofiser

3 weeks -- at the completion of five (5) yearservice

3 weeks- and 2 days -- at the completion of ten y&@rs of service

3 weeks and 4 days -- at the completion of twel\®) years of service
4 weeks and 1 day -- at the completion of fifteEs) (years of service

4 weeks and 2 days -- at the completion of eigh(@8hyears of service
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4 weeks and 3 days -- at the completion of twep@y years of service

4 weeks and 4 days -- at the completion of twemwmty{22) years of service

5 weeks -- at the completion of twenty-four (24asgeof service

6 weeks — at the completion of thirty (30) yearseaivice

Vacation on Non-Student Days

1.

An employee who has earned vacation days shaiivien the opportunity to use
them on any non-student day during the school geaept the following non-
student days: (1) the five (5) days before thet fteacher report day at the
beginning of the school year; (2) the two (2) teaaleport days at the beginning
of the school year; and (3) the two (2) days affer last student day. These
restrictions do not apply to employees who do rmobhrally require substitutes.

On each non-student day, there must be at least employee from the
maintenance classification working and there muestab least one person per
building from the custodian classification working.

Vacation on Student Days

1.

An employee who has earned vacation days sbajiven the opportunity to use
them on any fifteen (15) student days during theost year subject to the
following restrictions:

a. Vacation cannot be used on: (1) the first tH®estudent days of the
school year; (2) the five (5) student days befomrgev break; and, (3) the
last five (5) student days of the school year.

b. When vacation is requested on a student dayleser of thirty percent
(30%) of the classification or three (3) persongnfr the same
classification can take vacation on the same day.

Employees who do not normally require a sulistitwe exempt from Section D 1
a (above).

Calculation of Vacation for New Employees

1.

An employee is not granted any vacation days hetshe completes his/her first
year of employment with the school District.

After an employee completes his/her first yearemployment in the school

District, his/her vacation shall be prorated foe time between the employee’s
first year employment anniversary date and thevatg July £ From that July
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1% on, vacation will be granted on a Jufythrough June 3basis in accordance
with paragraph A, above.

3. To prorate the employee’s vacation amount, ormiladv take the days the
employee is scheduled to work between his/her éimgbloyment anniversary date
and July 1! divide those days by 260 days, and multiply thanber by 10 days.
To receive any prorated vacation days, the employest have accrued at least
one-half (1/2) vacation day using the formula iis fraragraph. Also when using
this formula, any part of a day will be roundedtaghe nearest half day.

a. Example 1. The employee is scheduled to wotkd&'s between his/her
employment anniversary date and Juf; 1To determine the prorated
vacation days, one uses the formula 120 days/2¢6 time 10 days or
4.615 days. This would be rounded up to 5 days.

b. Example 2: The employee is scheduled to workl®@ between his/her
employment anniversary date and Juf; 1To determine the prorated
vacation days, one uses the formula 30 days/266 tlanes 10 days or
1.15 days. This would be rounded up to 1.5 days.

C. Example 3: The employee is scheduled to workldys between his/her
employment anniversary date and Juf 1To determine the prorated
vacation days, one uses the formula 12 days/266 tlanes 10 days or
45 days. Since using this formula the employeg dot earn the
minimum .5 days of prorated vacation, he/she widt be granted any
prorated vacation days.

F. Calculation of Vacation for Employees Who Wenelinpaid Leave Status

1. If an employee is on Unpaid Leave status for gany of the year (July*ithrough
June 38), his/her vacation accrual for the next year maylbcreased depending
upon the number of days he/she was on Unpaid Letates.

2. To determine whether or not the vacation accisiaffected by the period of

Unpaid Leave status, one would take the days ofeaphy status of the employee
for the year, divide those days by 260 days, anttiphuthat number by the
number of days the employee was entitled to hadhkeehot been on Unpaid
Leave status. When using this formula, any par day will be rounded up to
the nearest half day.

a. Example 1: An employee who has completed hidittle year of service
was on Unpaid Leave status for 60 days. Theretbre employee was in
active pay status for 200 days. To determine theust of vacation days,
one uses the formula 200 days/260 days times 1$aay1.53 days. This
would be rounded up to 12 days.
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b. Example 2: An employee who has completed higikenty-second year
of service was on Unpaid Leave status for 10 day$erefore, this
employee was in active pay status for 250 daysdétermine the amount
of vacation days, one uses the formula 250 daysda§8 times 24 days or
23.07 days. This would be rounded up to 23.5 days.

Vacation Time Period

The vacation time period is from July through June 30 At the employee’s choice,
each employee may carry over ten (10) days or fawehe following year (July *1
through June 30).

Vacation Requests

Each employee must give at least two (2) weeks pvidten notice of his/her intent to
use vacation. Requests that are received on orebélay £' for the upcoming school
year (beginning July®iand extending through June™0will be given priority. All
requests for use of vacation leave must be subindte the Vacation Leave Request
Form (Attachment 12) and submitted to the employasimediate supervisor. The
employee will be notified of approved vacation asrsas practicable. If an employee
cancels any of his/her approved vacation days,cimpioyee must notify the employee’s
supervisor, in writing, two (2) days before theedhled vacation commences. If there is
a conflict because more than one (1) request sived on the same day for the same
vacation day(s), the most senior employee (usingtridt seniority) will be given
preference.

SECTION 40. — MERIT INCENTIVE FOR ATTENDANCE

Any employee shall be entitled to a merit incenfimeattendance. For 11/12 month employees
it shall be paid in the second payroll in July. r B other employees it shall be paid the first
payroll in July. Eligible employees must submié thlerit Incentive Form (Attachment 19 or
20). Beginning July 1, 2011, any merit incentiaerned from July 1 (or from the first report day
of the school year for employees working less tiwaive months) through December 31 will be
paid in the second payroll in February. Any mamntentive earned from January 1 through
June 30 (or from the last report day of the schyealr for employees working less than twelve
months) will be paid in the second payroll in Jidy 11/12 month employees and for all others it
will be paid the first payroll in July. It will bpaid as follows for the duration of this Agreement

A twelve (12) month employee working thirty (3&) more hours per week:
1. Less than one (1) day sick or personal leavd dseing the period of January 1

through June 30- $500. Less than one (1) day sick leave usetgltine period
of July ' through December 8% $500.

105



At least one (1), but fewer than two (2) dayk sr personal leave used during
the period of January*through June 30- $400. At least one (1) but fewer than
two (2) days sick leave used during the periodubf I° through December 5%
$400.

At least two (2), but fewer than three (3) daik or personal leave used during
the period of January'through June 30- $200. At least two (2) but fewer than
three (3) days sick leave used during the periadLibf ' through December 81

- $200.

A twelve (12) month employee working fewer thidairty (30) hours per week; or an
employee working fewer than twelve (12) months dukeast 203 days and twenty-five
(25) hours or more per week:

1.

Less than one (1) day sick or personal leave dseing the period of January 1
through June 30- $400. Less than one (1) day sick leave usetgltine period
of July ' through the period of December’31$400.

At least one (1), but fewer than two (2) dayk $r personal leave used during
the period of January*through June 30- $250. At least one (1) but fewer than
two (2) days sick leave used during the perioduty 1* through the period of
December 31- $250.

At least two (2), but fewer than three (3) daik or personal leave used during
the period of January*through June 30- $150. At least two (2) but fewer than
three (3) days sick leave used during the periodubf T through the period of
December 31- $150.

An employee working fewer than 203 days who wdrkenty-five (25) hours or more
per week:

1.

Less than one (1) day sick or personal leavd dseing the period from the first
employee report day of the school year through algn@f!' - $350. Less than
one (1) day sick leave used during the period dirkary £' through the
employee’s last report day of the school year 0835

At least one (1), but fewer than two (2) dayk ir personal leave used during
the period from the first employee report day @& Hthool year through January
31°' - $200. At least one (1), but fewer than two days sick leave used during
the period of February®ithrough the employee’s last report day of the stho
year - $200.

At least two (2), but fewer than three (3) daik or personal leave used during
the period from the first employee report day @& Hthool year through January
31°'- $100. At least two (2) but fewer than three qays sick leave used during
the period of February®ithrough the employee’s last report day of the stho
year - $100.
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D. An employee working fewer than 203 days who wddwer than twenty-five (25) hours
per week:

1. Less than one (1) day sick or personal leavd dseing the period from the first
employee report day of the school year through algn@f"' - $100. Less than
one (1) day sick leave used during the period dirkary £' through the
employee’s last report day of the school year 0510

2. At least one (1), but fewer than two (2) dayk ir personal leave used during
the period from the first employee report day @& Hthool year through January
31°'- $75. At least one (1), but fewer than two (aysisick leave used during the
period of February*ithrough the employee’s last report day of the stlyear -
$75.

3. At least two (2), but fewer than three (3) daik or personal leave used during
the period from the first employee report day @& #thool year through January
31°% - $50. At least two (2) but fewer than three gays sick leave used during
the period of February®lthrough the employee’s last report day of the stho
year - $50.

The amounts set forth above will not carry oveatsuccessor agreement unless negotiated by
the parties. Absent a negotiated agreement toincentwith the above amounts, the merit
incentive formula in the 2008-2010 Agreement widlvgrn merit incentive payments beginning
July 1, 2012.

E. To be eligible for the merit incentive, an enygle must have a balance of sick leave
and/or personal leave at the close of each paypend (December 31 and June 30).
Employees in a dock pay status or who have borrosigdleave or who are receiving
donated sick leave are not eligible.

F. Donated sick leave shall be considered as sekel used for purposes of merit incentive
for attendance payments. Sick leave used becdube death of an immediate family
member shall not be considered as sick leave useduirposes of merit incentive for
attendance payments. “Immediate family” shall fireed as spouse, child, parent,
sibling, grandparent, or person living in the samesehold as the employee, and who
clearly has stood in the same relationship to thpleyee as a spouse, child, or parent
although not related to the employee by law.

G. If an employee has more than one position inDiedrict, for the purpose of Merit
Incentive for Attendance, those positions are atereid to be one position. (Example, if
an employee is a Food Service Worker for half thg ahd a Bus Aide for the other half
of the day, if that employee used sick leave oanlytlie Bus Aide portion of his/her day,
he/she has used one-half (1/2) day of sick leaveat employee does not get merit
incentive for attendance payments for zero (0) adysck leave for the food service part
of his/her job.)
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SECTION 41. — EDUCATION STIPENDS

A. Training, workshops, seminars, and in-servidgévdies will be conducted for employees
as determined, upon prior written approval, by Superintendent/Designee. Employees
shall be paid for attendance at all required aotisi For those training/educational
workshops held outside the regular workday, for cwhattendance is required by a
supervisor to fulfill the duties of the job des¢igm, the employee will be paid his/her
regular hourly rate; if said attendance puts th@legee in an overtime situation, he/she
shall be paid the overtime rate. For those trgif@ducational workshops held outside the
regular workday that are two (2) hours or moreangth, and that are sponsored or
endorsed by the District, but not required, the leyge will be paid a stipend of $10.50
per hour. The employee will be notified, in advanaf the anticipated number of hours
for which the employee will be paid.

B. Employees who may desire to attend additionassgs, adult education classes, GED
classes, or other workshops will submit their resgsiein writing to the
Superintendent/Designee for suitability and consitien. The classes or other
workshops for which the employee is seeking reirmboment must relate to the
employee’s current position in the school DistricEor purposes of suitability and
consideration for reimbursement, GED classes weél d¢onsidered related to the
employee’s current position in the school Distriéiny employee who, with the approval
of the Superintendent/Designee, attends such clagfigeceive reimbursement for class
fee. The employee must complete Attachment 21r poiattending classes in order to
receive approval for reimbursement by the Superteat/Designee.

C. Any training, workshops, seminars, and in-servactivities discussed in any other

Section(s) of this Agreement shall be compensatéuearate and hours as defined in the
other Section(s).

SECTION 42. — LIFE INSURANCE

The Board shall provide each employee who is relyutanployed a minimum of thirty (30) hours
per week for the school year a $50,000 term lifuiance policy. Each employee who works
twenty (20) hours or more but fewer than thirty)(80urs per week shall be provided a $20,000
term life policy.

SECTION 43. — DENTAL INSURANCE

A. The Board shall provide a Dental Plan compardbléhe current Coresource program
(comparable to the former Oasis Trust Dental Pl&2897), with $1,500 annual
maximum, $1,000 lifetime maximum for orthodonticser p person, individual
deductibility - $25, and family deductibility - $5€r each employee regularly working
thirty (30) or more hours per week. The Board iy the current percentage until
November 1, 2012, then eighty-five percent (85%hefdental coverage.
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For each employee working twenty (20) hours arernbut fewer than thirty (30) hours
per week, the employee may enroll in dental instegaand shall pay a pro-rated amount
based on a forty (40) hour week. Those hired obefore May 1, 1998, shall not be
required to pay more than forty-five percent (4586y the Board shall pay fifty-five
percent (55%) of the monthly premium costs. Fopleyees working fewer than twenty
(20) hours per week, no coverage is available.

An employee may discontinue coverage at any; timwever, the employee may not re-
enroll until the next open enrollment period.

Payroll deduction authorizations of the employeshare of the premium shall be the
method of payment.

SECTION 44. — PRESCRIPTION DRUG COVERAGE

The Board shall provide a prescription drug plomparable to the current Medco
program - $5 generic/$10 formulary/ $18 non-formyl@r 10/20/36 mail order) for each
employee regularly working thirty (30) or more heyrer week. The Board will pay the
current percentage until November 1, 2012, therhtgifive percent (85%) of the
premium.

For each employee working twenty (20) hours arerbut fewer than thirty (30) hours

per week, the employee may enroll in prescriptiosurance and shall pay a pro-rated
premium based on a forty (40) hour week. Thosedhom or before May 1, 1998, shall

not be required to pay more than forty-five per¢dbeso) and the Board shall pay fifty-five

percent (55%) of the monthly premium costs. Fopleyees working fewer than twenty

(20) hours per week, no coverage is available.

An employee may discontinue coverage at any,tiae/ever, the employee may not re-
enroll until the next open enrollment period.

Payroll deduction authorizations of the empldyeshare of the premium shall be the
method of payment.

SECTION 45. — MEDICAL INSURANCE

Hospitalization and Medical

1. The Board shall provide hospitalization and roaldinsurance coverage in the
Consortium 1(A) Plan (see attached).

2. Premiums for coverage shall be as follows:
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a.

Employees working thirty (30) hours or more week:

Current percentage until November 1, 2012, therhtgifive percent
(85%) Board-paid.

Employees working fewer than thirty (30) houes week, but twenty (20)
hours or more per week:

1)

2)

Single

Current percentage until November 1, 2012, therhtgifive
percent (85%) Board-paid.

Family

a)

b)

If the employee is hired before May 1, 1998, Bward
shall pay fifty-seven percent (57%) of the diffezen
between the cost of the single and family coverage
premiums. The employee shall pay forty-three pdrce
(43%). Effective January 1, 2011, the Board wall gifty-

five percent (55%) of the difference in premium &hé
employee will be forty-five percent (45%).

If the employee is hired after May 1, 1998, #mployee
shall pay a pro-rated amount of the difference betwthe
cost of single and family premiums based upon the
employee’s regularly scheduled hours per weekras@to
forty (40) hours per week and will additionally peight
percent (8%) of the Board’'s premium amount. Effect
January 1, 2011, the employee will pay and additiden
percent (10%) of the hospitalization and medicakcage.

The monthly insurance premium will be deductednfthe employee’s paychecks
using the Section 125 Plan.

In the case of a layoff of employees, the Boaill pay one (1) month of the
Board’s premium for the coverage described in $asti42, 43, 44, and 45

following the layoff.

In the event of an injury at work compensabldairthe Worker's Compensation
statutes, the Board will pay up to twelve (12) wseek the Board’s premium for
the coverages described in Sections 42, 43, 44 ,4&nidl the employee cannot
return to work.
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Statement Verification

Each employee, upon receipt of any statement frohealth care provider which is
submitted for payment under any insurance provlgethe Board under this Agreement,
shall have the obligation to review such statenfi@naccuracy and to satisfy him/herself
that all services charged were actually receiviéén employee identifies an overcharge
and/or inappropriate charge, which is subsequeetigted or deleted by the health care
provider, that employee shall receive a reward ketpane-half (1/2) the dollar amount
recovered, up to a maximum of $500 per line error.

Spousal Enroliment

If an employee’s spouse is eligible to participats,a current employee or retiree in
group health insurance and/or prescription drugrersce sponsored by his/her employer
or any public retirement plan, the spouse must Iemmosuch employer (or public
retirement plan) sponsored group insurance covésage

This requirement does not apply to any spouse wiriksMess than thirty (30) hours per
week AND is required to pay more than fifty perc€d®%) of the single premium to
participate in his/her employer’'s group health nasige coverage and/or prescription
drug insurance coverage. This requirement alse doé apply to any spouse who is a
retiree under a public retirement plan and enrdleldledicare coverage

Upon the spouse’s enrollment in any such emplayepyblic retirement plan) sponsored
group insurance coverage, that coverage will bectbmerimary payor of benefits, and
the coverage sponsored by the Board of Educatiinrboecome the secondary payor of
benefits.

Any spouse who fails to enroll in any group inswertoverage sponsored by his/her
employer or any public retirement plan, as requivgdhis Section, shall be ineligible for
benefits under such group insurance coverage spahby the ‘Board of Education.

Every employee whose spouse participates in thedBo& Education’s group health
insurance coverage and/or prescription drug ing@racoverage shall complete and
submit to the Board of Education, upon requestritem certification verifying whether
his/her spouse is eligible to participate in grougalth insurance coverage and/or
prescription drug insurance coverage sponsoredépouse’s employer or any public
retirement plan. If any employee fails to complatel submit the certification form buy
the required date, such employee’s spouse willebgowed immediately from all health
and prescription drug insurance coverages sponsbyedhe Board of Education.
Additional documentation may be required.

If the employee submits false information or fadgimely advise the Plan of a change in
his/her spouse’s eligibility for employer (or publietirement plan) sponsored group
health insurance and/or prescription drug insuraand such false information or such
failure by the employee results in the Plan prowdbenefits to which the employee’s
spouse is not entitled, the employee will be peafignliable to the Plan for
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reimbursement of benefits and expenses, includitagreeys’ fees and costs, incurred by
the Plan. Any amount to be reimbursed by the eyg@omay be deducted from the
benefits to which the employee would otherwise tigled. In addition, the employee’s

spouse will be terminated immediately from groupltieinsurance and/or prescription
drug insurance coverage under the Plan. If thelemap submits false information, the
employee may be subject to disciplinary action bg Board, up to and including

termination of employment.

Reimbursement of Spousal Premium

For employee spouses who are enrolled their empoiesurance plan, the Board agrees
to reimburse employees up to One Hundred Twentg-Biwllars ($125.00) per month of
actual documented premium costs paid by the emeplsypouse to his/her employer for
single medical and prescription coverage. Sucimbarsement shall be tax free.
Requests for reimbursement with attached documentatemonstrating that such
premium contributions were made shall be submitbeitie Treasurer’s office.

Insurance Study Committee

An Insurance Study Committee shall be formed whscldvisory to the Organization

and the Administration. The purpose of this conemitis to “troubleshoot” concerns

with present insurance coverages along with dewsdppost-saving alternatives to the
present insurance plan. This committee shall mepesed of representatives appointed
by the Superintendent and representatives appobyetie Organization President and
shall meet on a quarterly basis or as otherwiseeemlyr The number of persons
comprising this committee shall be by mutual agreetm The parties agree that this
committee may meet in conjunction with other Ddtrnsurance committees in order to
develop uniform and District-wide recommendations.

Payment in Lieu of Insurance Coverage

1. An employee regularly working thirty (30) or nednours per week may elect not
to receive the Medical/Hospitalization insurancesezage provided above and
instead elect to receive additional compensatiodla00 per year, less applicable
payroll deductions, to be paid the first pay in@b&r the following year.

2. Effective with the 2005-06 school year, if fiiye (55) or more employees
participate in the waiver of insurance, the lummsuayment will be $2,000 for
such year. In the event sixty-five (65) or morepkyees participate in the
waiver of insurance, the lump sum payment will 2580 for each such year.
The actual amounts in any given year will be debeech based upon the number
of employees seeking payment in lieu of insuranoweage during the
enrollment period.

3. In order to elect this option and receive thddigaonal compensation, the
employee must, during the month of September iivangyear, complete, sign
and file with the Board Treasurer a form indicatmg/her election or forfeit this
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benefit. Except as provided below, once this &acs made, it shall remain in
effect and the employee shall not be entitled teike coverage provided above
for the duration of the one-year period.

Notwithstanding the foregoing, during the yearemployee may revoke his or
her prior election of no coverage and prospectiedet to receive the insurance
coverage if there is a change in the employeetupistancese(g, divorce, death
of spouse, employee or spouse loses insurance ag®/emarriage, birth or
adoption of a child, placement for the adoptiom@hild, a child losing eligibility
for coverage, a court order requiring coverageafahild, or certain enrollment
rights required by ERISA and/or other federal lawJhere shall be no pre-
existing condition exclusion for any employee wheenters the insurance
program provided above after originally electingt rto participate in said
program. If an employee elects to receive therarste coverage after first opting
for the payment in lieu of insurance coverage, ee/shall receive a pro-rata
dollar amount of the payment in lieu of insuranogerage for the months he/she
was not receiving insurance coverage. The proamtaunt is based on a twelve-
month period.

In approving this Agreement, the Board shalldeemed to have established a
“cafeteria plan” that is consistent with the foregpunder paragraph 3, above,
and intended to meet the requirements of InterealeRue Code Section 125 and
applicable regulations and rulings thereunder.

SECTION 46. — PAYROLL PRACTICES

A. Placement

1.

A promotion is defined as either (1) when an lelyge moves to a different job
classification where the highest step of the joassification in the different
classification series is higher than the highesp stf the employee’s present job
classification or, (2) when an employee stays endame classification series but
moves into a job classification in that classificatseries where the highest step
of that job classification pays more than the hgghstep of the employee’s
present job classification.

A higher job classification is one where theheagt step pays more than the
highest step of the employee’s current job clasaiion.

A lower job classification is one where the laghstep pays less than the highest
step of the employee’s current job classification.

Each employee who is promoted into a job clas#ifin in a different job
classification series will be placed at Step 1 o towest step on the higher
classification schedule that provides the employéh a wage increase of not
less than twenty-five cents ($.25) per hour.
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Each employee who is promoted from one clasgitio into another within the
same job classification series will be moved ldlgrto the same step on the
classification schedule.

An employee who vacates a current position apndsginto a lower job
classification within the same classification senéll be placed on the same step.
However, if the employee had previously been onighédr step in the lower
classification, he/she shall be placed on thatdigtep.

An employee who vacates a current position aeb gnto a lower classification
in a different job classification series will beapéd on Step 2 of that
classification. However, if the employee had poergiy been on a higher step in
his/her new classification, he/she shall be plaw@d that higher step.

Number of Annual Pays

1.

Normally, an employee’s base pay shall be dividgwenly based upon the
employee’s hourly rate times the number of howiseduled annually, as follows.
With the exception of Bus Drivers and Bus Aidesaif entire classification of
employees working fewer than twelve (12) monthgnimously votes to be paid
over 26 pays, they shall be paid over 26 pays. Bbard Treasurer shall be
notified no later than June "I ®f any change in the number of annual pays for a
classification.

a. An employee working fewer than 12 months 21spay
b. A twelve month employee 26 pays

A notification sheet from the Board Treasurallshccompany the first paycheck
after July ' of each year which will explain the amount of bpag.

Extra Hour Documentation

Time slips, for all hours, and absence reportsl gigaturned in regularly and acted upon
in the appropriate paychecks. Whenever an emplaogesubstituting in a higher
classification, the name of the person for whonsihe/substituted muse given on the
form, or the employee shall not be paid the hights.

Paychecks

1)

Total hours worked, including base pay houngllsbe shown on each pay stub.
Additionally, each pay stub will show accumulateidksleave, accumulated
personal leave, and accumulated vacation days.
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(2) If a paycheck must be re-issued for any redean the employee never received
the paycheck, the paycheck is lost or stolen, #nelpeck is damaged and not
negotiable, etc.) the employee must pay a seveveyabllar ($75) fee prior to re-
issuance of the paycheck.

3) If there is a calamity day on pay day, the eypé will receive his/her paycheck
the following business day.

Direct Deposit of Paychecks

Each employee may elect to have paychecks depdtdiitectly into the bank of his/her

choice, on or before the date of payday, if suchkbaas that option available. Any
employee paid on an hourly basis will forfeit hayidirect deposit if such person fails to
have his/her time sheet filed by the scheduled ldteadEach employee hired on or after
July 1, 2001, will be required to have direct depo&n employee must pay a seventy-
five dollar ($75) fee for failure to timely notifthe Treasurer’s office of any change in
bank information, where the failure results in tleed to issue an actual paycheck.

Payroll Deduction for Buying Service Credit

Each employee will have the option of payroll dedhre for buying additional service
credit if that employee is buying additional seevaredit from SERS.

Step Advancement

Step advancement shall be done yearly on Jlly 1

Compensation for severance pay, and any clotinmfgrm/shoes allowance shall be paid
to the employee in a check separate from the paiche

Any employee who is paid incorrectly shall carttéhe Board Treasurer and the pay
adjustment shall be made as soon as possible.

Time Sheets
1. Time sheets shall be provided to each employee.
2. Each employee shall complete his/her own tineesavery two weeks.

3. Completed time sheets shall be for the periothairsday through Wednesday, in
a two week cycle. Completed time sheets are nat wuthe employee’s
supervisor until the end of the day on the last Wésday of the time sheet period.
In the case of holidays occurring on the last Wedag of the time sheet period,
the completed time sheets are due to the emplogepe@arvisor the last day before
the holiday.
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K. Section 125 Plan (“Cafeteria Plan”)

1.

The Board shall establish a “Cafeteria Plan’t tlea designed to (a) allow
employees who must make employee contributionshé&alth care coverage to
elect to do so on a pre-tax basis, (b) allow emgasyto elect to receive additional
cash in lieu of Board-paid health care coveragemeed to by the Board and the
Organization), and (c) allow employees to elecpaanticipate in the dependent
care and medical care flexible spending accountsSAS”) described in
paragraph 3 below. In accordance with the foregothe Payment in Lieu of
Insurance Coverage (Section 45.E.) provisions isf Agreement shall be made
through the Cafeteria Plan.

The Cafeteria Plan will be designed to meetdggirements of Internal Revenue
Code (“IRC") Section 125 and applicable regulationsAccordingly, each
employee will have an opportunity on an annual d&sienroll in the Cafeteria
Plan. The election to participate must be subnhittering the enrollment period
which must be completed at least ten (10) busidags before the beginning of
the plan year (Octoberlthrough September 30 Any employee employed
after September 5may enroll in the Section 125 Plan using the stmelines
as enrolling for insurance coverage and, for thst fyear of employment, the
Section 125 Plan year shall be from the first efitionth after enroliment through
September 30 The enroliment in the Section 125 Plan may retrévoked
during the current plan year unless there is a gham the employee’s
circumstances that, in accordance with IRC Sed®, permits the employee to
change his/her election under the plan (e.g., dejodeath of spouse, change in
employment status including employment status &ffga spouse or dependent,
birth or adoption of a child, a child losing eligity for coverage, a court order
requiring coverage, or other enrollment rights cstest with federal law). If
revoked, any account balance will be governed magraph 3.c. Details of the
Cafeteria Plan will be provided on an annual basithe time of enrollment and
will also be available through the Board Treasweffice.

Dependent Care FSA

a. Under the Cafeteria Plan, each employee wilhlbmved to make a pre-
tax “salary reduction” election up to the maximumnaunt allowable
under IRC Section 129 (currently $5,000 per yeamd receive a
corresponding credit under a dependent care FSAdetJthe dependent
care FSA, reimbursement may be received for depgnchire expenses
described in IRC Section 129.

b. The salary reduction and corresponding creditso& made and issued in
eighteen (18) equal installments, beginning witnfitst pay in October.

C. No employee may be entitled to reimbursemennftbe dependent care
account in excess of the amount credited to theuattc
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4, Health Care FSA

a. Under the Cafeteria Plan, each employee willabewed to make a
separate pre-tax “salary reduction” election u@tmaximum amount of
$4,000 (exclusive of employee contributions forltreeoverage) per year,
and receive a corresponding credit under a healtt ESA. Under the
health care FSA, reimbursement may be receivedriedical expenses
(under IRC Section 213) that are not otherwise beirsable by the health
care plans of the Board or of another employer.

b. The salary reduction shall be made in eightdeéd) équal installments
beginning with the first pay in October.

5. Forfeiture of Unused Allocations

To comply with the requirement of IRC Section 1@Bjounts remaining in either
the dependent care or health care FSA at the enebhdh plan year will be
forfeited. In the event an employee separates feomployment during a plan
year with a remaining balance in the FSA account{® employee may continue
to receive reimbursements from the account(s) giradbe end of that plan year.

6. Administration Fee

The Board shall be the administrator of the Cafet®an, but may delegate
administration to the Board Treasurer’s office and{ third-party administrator.
Any administrative costs associated with a thirdypadministrator will be offset

by a service fee of $1 per pay per participatingleyee.

Ohio Deferred Compensation Plan

Employees may contribute to the Ohio Deferred Carmeaton Plan (an Internal Revenue
Code Section 457 Plan) via payroll deductions. abfdition, the Board and the
Organization shall explore and consider implemémadf at least one other Section 457
Plan.

Payment and Deferral of Severance Pay

1. Notwithstanding anything in this Agreement oraBb policy to the contrary, the
Board shall adopt the “Valic Tax Deferred 403(b)naiity Plan for Government
Employees” Document [the “Valic 403(b) Plan”] witte terms that comply with
the requirements of this Paragraph N.

2. The terms of the Valic 403(b) Plan shall incldide following:

a. Participation in the Valic 403(b) Plan shall bsandatory for any
employee actively employed on or after July 1, 20&4h0 would be
entitled to severance pay under Section 51, amdisisr will be age 55 or

117



older in the calendar year in which the employdige® or, in the case of
a retired/rehired employee, resigns.

If a retiring employee or a resigning retiretdired employee is a
participant in the Valic 403(b) Plan, an employenttibution shall be
made on his/her behalf under the Valic 403(b) Ftaan amount equal to
the total amount that otherwise would be payableéhto Participant as
severance pay under Section 51. The required ibohon to the
Valic 403(b) Plan shall be made within the timefeardescribed in
Section 51A provided, however, that if the amouaygble to the Valic
403(b) Plan in the calendar year of retirement waxceed the maximum
amount that is permitted under the applicable f@d@come tax law for
that year, the remaining amount that is permitteden the applicable
federal income tax law for that year shall be dboted to the
Valic 403(b) Plan after the first payroll date imandiary of the next
calendar year. If there are any remaining amouinése amounts shall be
contributed to the Valic 403(b) Plan, after thetfipayroll date in January
of the following four (4) calendar years, in eacltls year not to exceed
the maximum permitted under the applicable feder@me tax law for
each year.

An employee who is a participant in the Vali@d) Plan shall complete
a Valic 403(b) Plan sponsor enrollment packagergooretirement; and
unless and until an employee does so, no contobuti severance pay
shall be made to Valic 403(b) Plan on behalf ofeah®ployee.

If an employee retires or resigns in the casa w@tired/rehired employee,
and is entitled to have a contribution paid to Yadic 403(b) Plan, and
dies prior to such contribution being paid to thali¥¥ 403(b) Plan, the
contribution shall be paid to the Valic 403(b) Pkamd then paid by the
plan to a Beneficiary of the employee in accordanitk the terms of the
Valic 403(b) Plan.

The Plan year of the Valic 403(b) Plan shalth®e calendar year starting
with January, 2005.

The Board shall attempt to find a reputable campproviding a 403(b)
Plan like the Valic plan that does not charge adyniaistrative fees.
However, if no such company can be found, any athtn@ttive fees shall
be borne by the Valic 403(b) Plan participants.

If an employee is entitled to severance payiambt an eligible participant in the
Valic 403(b) Plan, that employee will continue te bligible for any and all

severance payments payable in accordance withoBeBfi of this Agreement.
The employee may elect to defer such paymentstd@-aheltered annuity that is
tax qualified under Internal Revenue Code Sect@d(d) (a “TSA”) as permitted

by law and Board policy.
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All contributions to the Valic 403(b) Plan, aéferrals to a TSA, and all check
payments to employees, shall be subject to redudtioany tax withholding or

other withholding that the Treasurer, in his/hetesdiscretion, determines is
required by law. Neither the Board nor the Orgafdmn guarantees any tax
results associated with the Valic 403(b) Plan, wafe to a TSA, or check

payments made to an employee.

SECTION 47. — ORGANIZATION DUES DEDUCTIONS

The Organization shall have the sole and exetuprivilege of payroll deductions for its
UEP dues: (O.E.A.,, N.E.O.E.A,, .N.E.A,, B.O.S.8d&niServ).

1.

On or before Septembet af each school year the Organization Treasurdt sha
provide the Board Treasurer with a list of all Qrgation members and the total
amount of dues to be deducted.

Dues deductions shall be on a continuing basisvdathout cost to the employee
or the Organization. Each employee shall submiwrdaten dues deduction
authorization form. Thereafter, only new employskall submit a written dues
deduction authorization form. For all school yefaéowing the submission of
the dues deduction authorization, dues shall coatimithout the need to resubmit
additional authorization forms, unless between AtglE" and September 15
the employee discontinues membership by providingtem notice to the
Organization Treasurer and the Board Treasurer.

Dues deductions shall be in essentially ninet@8hequal installments beginning
with the second pay in September and continuingy wdach paycheck through
June. Beginning in October, dues shall only bernasut twice per month. The
Organization Treasurer shall inform the Board Tueasof the total amount to be
deducted for each employee employed after SeptefiibeA single check shall
be issued to the Organization Treasurer at theoéadch month.

Each employee employed after Septembémflany school year who elects
payroll deduction shall have his/her dues dedustesl/en installments from the
remaining paychecks through the last paycheck imeJu The Organization

Treasurer shall inform the Board Treasurer of dialtamount to be deducted for
each employee employed after SeptemBer 1

The Board Treasurer shall submit a check in ttal amount of employee
deductions per month to the Organization Treasuooelater than three (3) days
following the issuance of payroll checks. Suchoheill be made payable to the
Organization. The Board Treasurer shall also stulaminonthly listing of the

names and amounts deducted for each employee @rtfamization Treasurer.
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6. The Organization agrees to indemnify, defendd dmwld the Board and
Administration, including each individual Board mieen, harmless for any cost
or liability incurred as a result of the implemdidga and enforcement of Section
A. 2. (above). The Organization reserves the rigldesignate the attorneys for
the purpose of responding to any claims, demandis ar other forms of action
hereunder. The Board shall give the Organizatiafttem notice of any claim or
demand arising out of or in any way related toithplementation of Section A.
2. (above) within ten (10) working days after r@tedf such demand or claim.
The Board will cooperate with the Organization latewvels of any proceedings.

B. Payroll deductions for O.E.A. Fund for Childramnd Public Education

1. Each employee may elect to contribute througyrglladeductions to political
organizations and parties and nonpartisan issuascordance with Ohio Revised
Code 3313.262.

2. Deductions shall be in ten (10) equal installteeand shall begin within two (2)
pay periods following the delivery of the writtenthorization forms from the
Organization Treasurer to the Board Treasurer.

SECTION 48. — PICK-UP OF RETIREMENT CONTRIBUTION
THROUGH SALARY REDUCTION

To the extent permitted by SERS and the InternakRee Service, the Board will adopt a policy
for the automatic pick-up of the employee’s portiohthe retirement contribution from the
employee’s salary. With the implementation of thggocedures and the acceptance of said
procedures by the State Employees Retirement Bdad3oard will not deduct state or federal
taxes on the amount of the employee’s total requientribution to the SERS with appropriate
notations made on the individual employee’s W-2rfer

SECTION 49. — SALARY SCHEDULES

Effective July 1, 2012, employees will be paidfa tates shown on the following schedules at
their step placement for the 2012-2013 contract.y&&ep zero is deleted.

For the 2013-2014 and 2014-2015 contract years|oye@s will be paid at the rates shown on
the following schedules and step advancement foicgeis frozen at the applicable step held in
the 2012-2013 contract year, and shall not be miade the future.

At the Board’s option, to be exercised not latantldune 15, 2015, the Board may extend the
term of the Agreement an additional year, untile@0, 2016. In such event employees will be
paid for the additional year at the rates showihenfollowing schedules and step advancement
is frozen at the applicable step held in the 200232contract year, and shall not be made up in
the future.
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Step advancement will resume upon the expiratioth@fterm of this Agreement in 2015, or in
2016 if extended.
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CLASSIFIED SALARY SCHEDULES July 1, 2012
. | | | |

- Secretary/SIS Secretary/
Administrative Assistants/EMIS Coordinator BOE Secretary/Receptionist

Jul-12 Jul-12

14.63 14.63
1 1.350 19.75 1 1.160 16.97
2 1.370 20.04 2 1.180 17.26
3 1.390 20.34 3 1.200 17.56
4 1.410 20.63 4 1.220 17.85
5 1.430 20.92 5 1.240 18.14
6 1.450 21.21 6 1.260 18.43
7 1.470 21.51 7 1.280 18.73
8 1.490 21.80 8 1.300 19.02
9 1.510 22.09 9 1.320 19.31
10 1.520 22.24 10 1.330 19.46
Education Assistants/Media pecial Education Assi

Jul-12 Jul-12

14.63 14.63
1 1.025 15.00 1 1.065 15.58
2 1.045 15.29 2 1.085 15.87
3 1.065 15.58 3 1.105 16.17
4 1.085 15.87 4 1.125 16.46
5 1.105 16.17 5 1.145 16.75
6 1.125 16.46 6 1.165 17.04
7 1.145 16.75 7 1.185 17.34
8 1.165 17.04 8 1.205 17.63
9 1.185 17.34 9 1.225 17.92
10 1.195 17.48 10 1.235 18.07

Health Aides - Bus Aides

Jul-12 Jul-12

14.63 14.63
1 1.056 15.45 1 1.045 15.29
2 1.076 15.74 2 1.065 15.58
3 1.096 16.03 3 1.085 15.87
4 1.116 16.33 4 1.105 16.17
5 1.136 16.62 5 1.125 16.46
6 1.156 16.91 6 1.145 16.75
7 1.176 17.20 7 1.165 17.04
8 1.196 17.50 8 1.185 17.34
9 1.216 17.79 9 1.205 17.63
10 1.226 17.94 10 1.215 17.78
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CLASSIFIED SALARY SCHEDULES July 1, 2012

Head Custodian - High School - Custodian Foreman - High School/Maintenance Il

Jul-12 Jul-12

14.63 14.63
1 1.570 22.97 1 1.550 22.68
2 1.590 23.26 2 1.570 22.97
3 1.610 23.55 3 1.590 23.26
4 1.630 23.85 4 1.610 23.55
5 1.650 24.14 5 1.630 23.85
6 1.670 24.43 6 1.650 24.14
7 1.690 24.72 7 1.670 24.43
8 1.710 25.02 8 1.690 24.72
9 1.730 25.31 9 1.710 25.02
10 1.740 25.46 10 1.720 25.16

Head Custodian - Middle School Custodian | - High School/Middle Sc

Jul-12 Jul-12

14.63 14.63
1 1.530 22.38 1 1.325 19.38
2 1.550 22.68 2 1.345 19.68
3 1.570 22.97 3 1.365 19.97
4 1.590 23.26 4 1.385 20.26
5 1.610 23.55 5 1.405 20.56
6 1.630 23.85 6 1.425 20.85
7 1.650 24.14 7 1.445 21.14
8 1.670 24.43 8 1.465 21.43
9 1.690 24.72 9 1.485 21.73
10 1.700 24.87 10 1.495 21.87

Head Custodian - Elementary Custodian | - Elementary/Maintenance Il

Jul-12 Jul-12

14.63 14.63
1 1.495 21.87 1 1.295 18.95
2 1.515 22.16 2 1.315 19.24
3 1.535 22.46 3 1.335 19.53
4 1.555 22.75 4 1.355 19.82
5 1.575 23.04 5 1.375 20.12
6 1.595 23.33 6 1.395 20.41
7 1.615 23.63 7 1.415 20.70
8 1.635 23.92 8 1.435 20.99
9 1.655 24.21 9 1.455 21.29
10 1.665 24.36 10 1.465 21.43

Custodian - Central Custodian ll/Maintenanc

Jul-12 Jul-12

14.63 14.63
1 1.510 22.09 1 0.870 12.73
2 1.530 22.38 2 0.890 13.02
3 1.550 22.68 3 0.910 13.31
4 1.570 22.97 4 0.930 13.61
5 1.590 23.26 5 0.950 13.90
6 1.610 23.55 6 0.970 14.19
7 1.630 23.85 7 0.990 14.48
8 1.650 24.14 8 1.010 14.78
9 1.670 24.43 9 1.030 15.07
10 1.680 24.58 10 1.040 15.22
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CLASSIFIED SALARY SCHEDULES July 1, 2012

Vehicle Maintenance & Maintenance Foreman Maintenance I/Mechanic
Jul-12 Jul-12
14.63 14.63
1 1.755 25.68 1 1.695 24.80
2 1.775 25.97 2 1.715 25.09
3 1.795 26.26 3 1.735 25.38
4 1.815 26.55 4 1.755 25.68
5 1.835 26.85 5 1.775 25.97
6 1.855 27.14 6 1.795 26.26
7 1.875 27.43 7 1.815 26.55
8 1.895 27.72 8 1.835 26.85
9 1.915 28.02 9 1.855 27.14
10 1.925 28.16 10 1.865 27.28

Bus Drivers/Instructor
Jul-12 Jul-12
14.63 14.63
1 1.355 19.82 1 18.82
2 1.375 20.12 2 19.12
3 1.395 20.41 3 19.41
4 1.415 20.70 4 19.70
5 1.435 20.99 5 19.99
6 1.455 21.29 6 20.29
7 1.475 21.58 7 20.58
8 1.495 21.87 8 20.87
9 1.515 22.16 9 21.16
10 1.525 22.31 10 21.31
Print Shop Operator - Computer Technician

Jul-12 Jul-12
14.63 14.63
1 1.085 15.87 1 1.180 17.26
2 1.105 16.17 2 1.200 17.56
3 1.125 16.46 3 1.220 17.85
4 1.145 16.75 4 1.240 18.14
5 1.165 17.04 5 1.260 18.43
6 1.185 17.34 6 1.280 18.73
7 1.205 17.63 7 1.300 19.02
8 1.225 17.92 8 1.320 19.31
9 1.245 18.21 9 1.340 19.60
10 1.255 18.36 10 1.350 19.75
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CLASSIFIED SALARY SCHEDULES July 1, 2012

N N A N [ Y A N N
Head Cook - High School Head Cooks
Jul-12 Jul-12
14.63 14.63
1 1.180 17.26 1 1.140 16.68
2 1.200 17.56 2 1.160 16.97
3 1.220 17.85 3 1.180 17.26
4 1.240 18.14 4 1.200 17.56
5 1.260 18.43 5 1.220 17.85
6 1.280 18.73 6 1.240 18.14
7 1.300 19.02 7 1.260 18.43
8 1.320 19.31 8 1.280 18.73
9 1.340 19.60 9 1.300 19.02
10 1.350 19.75 10 1.310 19.17
Assistant Head Cook - High School Cook |
Jul-12 Jul-12
14.63 14.63
1 1.025 15.00 1 0.960 14.04
2 1.045 15.29 2 0.980 14.34
3 1.065 15.58 3 1.000 14.63
4 1.085 15.87 4 1.020 14.92
5 1.105 16.17 5 1.040 15.22
6 1.125 16.46 6 1.060 15.51
7 1.145 16.75 7 1.080 15.80
8 1.165 17.04 8 1.100 16.09
9 1.185 17.34 9 1.120 16.39
10 1.195 17.48 10 1.130 16.53
Jul-12
14.63
1 0.830 12.14
2 0.850 12.44
3 0.870 12.73
4 0.890 13.02
5 0.910 13.31
6 0.930 13.61
7 0.950 13.90
8 0.970 14.19
9 0.990 14.48
10 1.000 14.63

125



SECTION 50. — LONGEVITY

Any employee shall receive the following amoumiés continuous service with the
District:

1. After the completion of ten (10) years - $550aily

2. After the completion of fifteen (15) years - @iohal $550 annually (total of
$1100)

3. After the completion of twenty (20) years - adunial $275 annually (total of
$1375)

In 2011-2012, longevity steps will be frozen fooske employees otherwise eligible for a
new longevity stepi. those completing Steps 10, 15, and 20 as of JOn203.1).

Any employee shall be paid longevity in two éjual installments. The first installment
shall follow the employee’s anniversary date of/tes effective date of hire. If the
anniversary date falls between Januafyad June 3Dinclusive, the first payment shall
be in June and the second payment the followingeDéer. If the employee’s
anniversary date falls between Jufy dnd December 87 inclusive, the first payment
shall be in December and the second payment tlteniolg June. Payments shall be by
separate check, if possible, and delivered withfitlse paychecks of June and December.
At the option of the employee, the payment maydttango an annuity.

SECTION 51. — SEVERANCE PAY UPON RETIREMENT

Any employee who elects to retire and meets rrgpiirements of SERS shall, upon
retirement, be paid a sum based upon his/her atdrueunused sick leave credit. The
sum to be paid shall be 28% of all unused sickde@ava maximum of ninety-five (95)

days. Effective January 1, 2011 the maximum nunobelays will be one hundred-one
(101).

Payment of the sum determined above shall bedoapon the employee’s daily rate of
pay at the time of retirement. Acceptance of savee pay shall be considered to
eliminate all sick leave credit accrued by the eyee.

Additionally, each employee shall receive $1,680a lump sum payment or in the form
of a tax-sheltered annuity at the election of tpleyee.

Any employee who dies prior to severing emplogtmegho would otherwise have been
entitled to such payment shall be deemed to hawereg employment the day preceding
his/her death. Said payments for such accruedlsake shall then be paid to his/her
surviving spouse and/or to his/her estate in theneeaprovided by law.
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E. If an employee has retired into SERS and, ateh retirement, is hired by the Board,
he/she shall receive severance pay upon resigrong the District. Said employee shall
be paid a lump sum equal to twenty-eight perceBfqRof the value of accrued but
unused sick leave days to a maximum of ninety-f@& days. Effective January 1, 2011
the maximum number of days will be one hundred{@84). The number of unused sick
leave days to be used in this calculation are tsadeleave days accrued in the District
after the employee retired and then was hired byptistrict.

SECTION 52. — NON-DISCRIMINATION

The Board and the Association agree that there lv@lino discrimination or preference with
respect to hiring, compensation, terms, conditiongrivileges of employment based on age,
race, creed, color, religion, national origin, gendlisability, veteran status, membership or non-
membership in the Association or based on genetarmation. Nor will there be retaliation
against an employee for engaging in protected ictivth respect to complaints or participation
in an investigation of any claim of discriminatiomviolation of this section.

SECTION 53. — CONTRARY TO LAW

If any provision of this Agreement between the @igation and the Board is found to be contrary
to law in a court of competent jurisdiction or byutuwal agreement of the parties, then such
provision shall be deemed invalid to the extenhguovision is contrary to law, then that Section
shall be altered to comply with the law if possjlidet all other provisions shall continue in full
force and effect.

SECTION 54. — TERM OF AGREEMENT

A. Unless otherwise specified herein or extendesyant to Section 49, this Agreement
shall be effective from July 1, 2012 and remairiulh force and effect through June 30,
2015. This Agreement supersedes and cancels allioois Agreements, verbal or
written, or based on alleged past practices, betwee Board and the Organization and
constitutes the entire Agreement between the parfiée parties agree that all negotiable
items have been discussed during the negotiatieadirlg to this Agreement and,
therefore, agree that neither party shall be otddjdo negotiate with respect to any
subject or matter referred to or covered in thiat@xt or with respect to any subject
matter not specifically referred to or coveredhistcontract, unless otherwise mutually
agreed. Changes on forms in the Attachments mayduske with the mutual approval of
the Superintendent/Designee and the Organizatiesidant/designee.

B. There shall be no reprisals of any kind agaamst student, parent, community member,
OEA and BOSS, or members of the bargaining unit,they Board of Education or
Administration because of support for, or partitipa in, strike-threat activities during
the negotiations process.
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C. There shall be no reprisals by OEA and BOS3némbers or members of the bargaining
unit against the Board of Education, Board Membadsninistration, students, teachers,
parents, or community members who attended schwotked, and/or supported the
Board of Education during the negotiations process.

BRECKSVILLE-BROADVIEW HEIGHTS ORGANIZATION OF SUPPRT STAFF

Curtis Bailey, President

BRECKSVILLE-BROADVIEW HEIGHTS BOARD OF EDUCATION

David C. Tryon, President

NEGOTIATING TEAM MEMBERS

BRECKSVILLE-BROADVIEW HEIGHTS BRECKSVILLE-BROADVIEW HEIGHTS
ORGANIZATION OF SUPPORT STAFF BOARD OF EDUCATION

Jane Zippay Mike Ziegler

Becky Parianos Pat Farrell

Dale Vonderau Kasey Spirakus

Joni Robinson Glenn D. Waggoner, Esq.

Patricia Hageman
Robert Wagner
Kathryn Gonter
Janet Rymut
Curtis Bailey

Tad M. Colbeck (OEA/NEA)
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ATTACHMENT 1
BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT

Complaint by the Aggrieved

(To be completed within twenty (20) working dayteathe grievant knew or should have known
of the events or conditions, or absence thereofytuoh it is based.)

Grievant DatalmhiSsion

School(s) Otasisin

Date and place grievance occurred

Statement of GrievanceState the specific Section of the Agreementciis being violated, and
detail in full the event or conditions constitutiting violation.)

Action Requested

Signature of Grievant
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Brecksville-Broadview Heights City School District
Benefit Comparison of Current to 1A

Benefits

Current Benefits

Non-Network
Facility Charges

Network

1A Benefits

Non-Network
Facility Charges

Network

Benefit Period

January 1% through December 31

January 1% through December 31

Dependent Age Limit

26; Removal upon Birthdate

26; Removal upon Birthdate

Working Spouse Language

Does Not Apply

Applies to Medical & Prescription Drug

Pre-Existing Condition Waiting Period None None
Blood Pint Deductible 0 pints 0 pints
Lifetime Maximum Unlimited Unlimited

Benefit Period Deductible - Single / Family*

None $200 / $400 $100 / $200 $200 / $400
Coinsurance 100% 80% 90% 70%
Coinsurance Out-of-Pocket Maximum (Excluding
Deductible) - Single / Family None $500 / $1,000 $250 / $500 $500 / $1,000
Maximum Out-of-Pocket Including Deductible -

None $700 / $1,400 $350/ $700 $700 / $1,400

Single / Family

Physician/Office Services

Office Visit (lliness/Injury)?

$10 copay, then 100% | 80% after deductible

$10 copay, then 100% | 70% after deductible

Urgent Care Office Visit®

$10 copay, then 100% | 80% after deductible

$10 copay, then 100% | 70% after deductible

All Immunizations

100% 80% after deductible

100% 70% after deductible
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Preventative Services

OlgfiC(;Visit/ Routine Physical Exam (Age 21 and $10 copay, then 100% | 80% after deductible 100% 70% after deductible
older

Well Child Care Services including Exam and $10 copay, then 100% | 80% after deductible 100% 70% after deductible
Immunizations (To age 21)?

Well Child Care Laboratory Tests (To age 21) 100% 80% after deductible 100% 70% after deductible
Routine Mammogram (One per benefit period) 100% 80% after deductible 100% 70% after deductible
Routine Pap Test (One per benefit period) 100% 80% after deductible 100% 70% after deductible
Routine Lab, X-rays and Medical Tests (All ages) 100% 80% after deductible 100% 70% after deductible
Routine Colonoscopy and Sigmoidoscopy 100% 80% after deductible 100% 70% after deductible
Services (All ages)

Outpatient Services

Surgical Services 100% 80% after deductible 90% after deductible 70% after deductible
Diagnostic Services 100% 80% after deductible 90% after deductible 70% after deductible

Physical Therapy, Occupational Therapy and
Chiropractic Therapy - Facility and Professional
(Professional subject to medical review after 20
visits per benefit period)

$10 copay, then 100%

80% after deductible

90% after deductible

70% after deductible

Speech Therapy - Facility and Professional
(Professional subject to medical review after 10
visits per benefit period)

$10 copay, then 100%

80% after deductible

90% after deductible

70% after deductible

Cardiac Rehabilitation

100%

80% after deductible

90% after deductible

70% after deductible

Emergency use of an Emergency Room

100%

$50 copay, then 100%

Non-Emergency use of an Emergency Room®

$25 copay, then 100%

80% after deductible

$50 copay, then 100%

$50 copay, then
70%
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Inpatient Facility

Semi-Private Room and Board 100% 80% after deductible 90% after deductible 70% after deductible
Maternity 100% 80% after deductible 90% after deductible 70% after deductible
Skilled Nursing Facility 100% 80% after deductible 90% after deductible 70% after deductible

Additional Services

Ambulance

$25 copay, then 100%

80% after deductible

90% after deductible

70% after deductible

Durable Medical Equipment including Prosthetics
Appliances and Orthotic Devices

100%

80% after deductible

90% after deductible

70% after deductible

Home Healthcare

100%

80% after deductible

90% after deductible

70% after deductible

Hospice

100%

80% after deductible

90% after deductible

70% after deductible

Organ Transplants

100%

80% after deductible

90% after deductible

70% after deductible

Private Duty Nursing

100%

80% after deductible

90% after deductible

70% after deductible

Mental Health and Substance Abuse - Federal Mental Health Parity

Inpatient Mental Health and Substance Abuse
Services

Outpatient Mental Health and Substance Abuse
Services

Benefits paid are based on corresponding
medical benefits

Benefits paid are based on corresponding
medical benefits

Prescription Drug

Retail Program without Oral Contraceptive
Coverage (Additional Covered Benefits:
Anorexiants (Weight Loss Medications);
Exclusions: Immunization Agents)- 34 Day

Supply

$5 Generic / $10 Formulary Brand / $18 Non
Formulary Brand
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Mail Order Program without Oral Contraceptive
Coverage (Additional Covered Benefits:
Anorexiants (Weight Loss Medications);
Exclusions: Immunization Agents) - 90 Day

Supply

$10 Generic / $20 Formulary Brand / $36 Non
Formulary Brand

$10 Generic / $20 Formulary Brand / $36 Non
Formulary Brand

Non-Contracting and Facility Other Providers will pay the same as Non-Network.

Benefits will be determined based on Medical Mutual's medical and administrative policies and procedures.

This document is only a partial listing of benefits. This is not a contract of insurance. No person other than an officer of Medical Mutual may agree, orally or in
writing, to change the benefits listed here. The contract or certification will contain the complete listing of covered services.

In certain instances, Medical Mutual's payment may not equal the percentage listed above. However, the covered person's coinsurance will always be based on the
lesser of the provider's billed charges or Medical Mutual's negotiated rate with the provider.

"Maximum family deductible. Member deductible is the same as single deductible.

*The office visit copay applies to the cost of the office visit only.

*Copay waived if admitted. The copay applies to room charges only.
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ATTACHMENT 2-A
BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT
REQUEST FOR PERSONAL LEAVE

Employee Name Bldg./Dept.
Today’s Date
Month Day Year
Day(s) Requested
Month Day Year
AM.
P.M.
All Day
Other

Personal leave may be used with five days prioification to the Superintendent/Designee
(except in an emergencyjPersonal leave shall not be used for recreationglurposes.)

| certify that the personal business leave reqdestéo transact necessary business or to attend
to affairs of a personal nature that cannot be gotedl outside the regular school day.

Employee’s Signature Date
Approved
Not Approved
Principal’s or Supervisor’'s Signature Date
Approved
Not approved
Education Center Administrator’s Signature Date
White - Payroll Yellow - Supervisor Pink Fitipal Gold - Originator
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Name (print)

ATTACHMENT 2-B

BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT

PERSONAL LEAVE CARRY OVER

Classification

In order to carry over one (1) unused personaldeday, this form must be turned into the
District Treasurer’s office by June 30 or the bénisfforfeited and all unused personal leave
days will be converted to sick leave days.

Complete any applicable section.

Conversion of Personal Leave to Sick Leave

Completeone of the following:

A.

Personal Leave Conversion to Sick Leave

| am requesting that all of my unused personaldedays be converted to sick
leave days and then added to my sick leave acctiolper Section 32.E.4. of
the Agreement.

According to my records, during the osthear | had
days of unused personal leave. number

-OR -

Personal Leave Carryover

| want to carryover one personal day to nexsrywith the balance of my
unused personal leave days converting to sick letayes per Section
32.E.5. of the Agreement.

Date

Name
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ATTACHMENT 3
Brecksville-Broadview Heights School District
Application to Use Sick Leave Pool

I wish to afgply days of sick leave
from the Brecksville-Broadview Heights Schools Sigave Pool.

I have reviewed the criteria found in Section 26fGhe Agreement between the Brecksville-
Broadview Heights Board of Education and the BreitlkesBroadview Heights Organization of
Support Staff.

I will need days from the sick leave pool because

| understand that all accumulated sick leave maséxhausted before | can receive days from
the Sick Leave Pool. | additionally understand #niay sick leave that accumulates during my
absence will be deducted before days from the [Seelve Pool will be used.

Signature and Date

This form must be forwarded to the Superintendezgi@nee who will review the application
with the Organization President.

Number of Sick Leave Pool days approved

Superintendent/Designee Signature and Date
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ATTACHMENT 4

Brecksville-Broadview Heights School District
Sick Leave Donation Form

I, , Wish to éonat day(s) of sick leave to

the Sick Leave Pool to be used by

(employee needing the sick leave)

| understand that | will be notified of the dedoctiwhen it is made.

Signature and date

This form should be sent directly to the Board Erear.
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ATTACHMENT 5

Certification of Health Care Provider folJ.S. Department of Labor WH D
Employee’s Serious Health Condition Employment Standards Administration

X K Wage and Hour Division U.S. Wage and Hour Division
(Family and Medical Leave Act)

OMB Control Number: 1215-0181
Expires: 12/31/2011

SECTION I: For Completion by the EMPLOYER

INSTRUCTIONS to the EMPLOYER: The Family and Medical Leave Act (FMLA) provides that an employer may
require an employee seeking FMLA protections because of a need for leave due to a serious health condition to submit a
medical certification issued by the employee’s health care provider. Please complete Section I before giving this form to
your employee. Your response is voluntary. While you are not required to use this form, you may not ask the employee to
provide more information than allowed under the FMLA regulations, 29 C.F.R. §§ 825.306-825.308. Employers must
generally maintain records and documents relating to medical certifications, recertifications, or medical histories of employees
created for FMLA purposes as confidential medical records in separate files/records from the usual personnel files and in
accordance with 29 C.F.R. § 1630.14(c)(l), if the Americans with Disabilities Act applies.

Employer name and contact:

Employee’s job title: egurar work schedule:

Employee’s essential job functions:

Check if job description is attached:

SECTION II: For Completion by the EMPLOYEE

INSTRUCTIONS to the EMPLOYEE: Please complete Section 11 before giving this form to your medical provider. The
FMLA permits an employer to require that you submit a timely, complete, and sufficient medical certification to support a
request for FMLA leave due to your own serious health condition. If requested by your employer, your response is required
to obtain or retain the benefit of FMLA protections. 29 U.S.C. §§ 2613, 2614(c)(3). Failure to provide a complete and
sufficient medical certification may result in a denial of your FMLA request. 20 C.F.R. § 25.313. Your employer must give
you at least 15 calendar days to return this form. 29 C.F.R. § 825.305(b).

Your name:

First Middle Last

SECTION III: For Completion by the HEALTH CARE PROVIDER

INSTRUCTIONS to the HEALTH CARE PROVIDER: Your patient has requested leave under the FMLA.
Answer, fully and completely, all applicable parts. Several questions seek a response as to the frequency or duration of a
condition, treatment, etc. Your answer should be your best estimate based upon your medical knowledge, experience, and
examination of the patient. Be as specific as you can; terms such as “lifetime,” “unknown,” or “indeterminate” may not be
sufficient to determine FMLA coverage. Limit your responses to the condition for which the employee is seeking leave.
Please be sure to sign the form on the last page.

Provider's name and business address:

Type of practice / Medical specialty:

Telephone: ( ) x: (Fa )

CONTINUED ON NEXT PAGE Form WH-380-E Revised Jary2009
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PART A: MEDICAL FACTS
1. Approximate date condition commenced:

Probable duration of condition:

Mark below as applicable:
Was the patient admitted for an overnight stay lmspital, hospice, or residential medical cardifge
No Yes. If so, dates of admission:

Date(s) you treated the patient for condition:

Will the patient need to have treatment visitseaist twice per year due to the condition? NoYes.
Was medication, other than over-the-counter meidicaprescribed? No  Yes.

Was the patient referred to other health care piergs) for evaluation or treatment (e physical therapist)?
No __ Yes. Ifso, state the nature of suchrtreats and expected duration of treatment:

2. Is the medical condition pregnancy? No Yes. If so, expected delivery date:

3. Use the information provided by the employerSection | to answer this question. If the emplofalts to
provide a list of the employee’s essential functiam a job description, answer these questionsdoapen the
employee’s own description of his/her job functions
Is the employee unable to perform any of his/hbrfimctions due to the condition: No Yes.

If so, identify the job functions the employee mmable to perform:

4. Describe other relevant medical facts, if amjared to the condition for which the employee selelave (such
medical facts may include symptoms, diagnosis, my eegimen of continuing treatment such as the afse

specialized equipment

CONTINUED ON NEXT PAGE Form WH-380-E Revised Jary2009
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PART B: AMOUNT OF LEAVE NEEDED
5. Will the employee be incapacitated for a sirglatinuous period of time due to his/her medicaldition, including
any time for treatment and recovery? __ No ___Yes

If so, estimate the beginning and ending datethf@period of incapacity:

6. Will the employee need to attend follow-up treamt appointments or work part-time or on a reduseltedule
because of the employee’s medical condition? No Yes.

If so, are the treatments or the reduced numbkouwifs of work medically necessary?
No Yes.

Estimate treatment schedule, if any, includingdhtes of any scheduled appointments and the timeresl for
each appointment, including any recovery period:

Estimate the part-time or reduced work schedulethployee needs, if any:

hour(s) per day; daysvpek from through

7. Will the condition cause episodic flare-ups pedically preventing the employee from performing/hér job
functions? __ No ___ Yes.

Is it medically necessary for the employee to beeabfrom work during the flare-ups?
~__No __ Yes.Ifso, explain:

Based upon the patient’'s medical history and ymavkedge of the medical condition, estimate theuency of
flare-ups and the duration of related incapacitt the patient may have over the next 6 months, (2.gpisode
every 3 months lasting 1-2 days):

Frequency: times per week(s) onthts)

Duration: hours or day(s) per episode

ADDITIONAL INFORMATION: IDENTIFY QUESTION NUMBER WITH YOUR ADDITIONAL ANSWER.

CONTINUED ON NEXT PAGE Form WH-380-E Revised Jary2009
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Signature of Health Care Provider Date

PAPERWORK REDUCTION ACT NOTICE AND PUBLIC BURDEN ST ATEMENT

If submitted, it is mandatory for employers to retain a copy of this disclosure in their records for three years. 29 U.S.C. § 2616; 29
C.F.R. § 825.500. Persons are not required to respond to this collection of information unless it displays a currently valid OMB control
number. The Department of Labor estimates that it will take an average of 20 minutes for respondents to complete this collection of
information, including the time for reviewing instructions, searching existing data soutces, gathering and maintaining the data needed, and
completing and reviewing the collection of information. If you have any comments regarding this burden estimate or any other aspect of
this collection information, including suggestions for reducing this burden, send them to the Administrator, Wage and Hour Division, U.S.
Department of Labor, Room §-3502, 200 Constitution Ave., NW, Washington, DC 20210. DO NOT SEND THE COMPLETED
FORM TO THE DEPARTMENT OF LABOR; RETURN TO THE PATIENT.

Form WH-380-E Revised January 2009
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ATTACHMENT 6

Certification of Health Care Provider for U.S. Department of Labor WH D

Family Member's Serious Health Condition ~ Employment Standards Administration

Wage and Hour Division U.S. Wage and Hour Division

OMB Control Number: 1215-0181
Expires: 12/31/2011

(Family and Medical Leave Act)

SECTION I: For Completion by the EMPLOYER

INSTRUCTIONS to the EMPLOYER: The Family and Medical Leave Act (FMLA) provides that an employer may
require an employee seeking FMLA protections because of a need for leave to care for a covered family member with a serious
health condition to submit a medical certification issued by the health care provider of the covered family member. Please
complete Section I before giving this form to your employee. Your response is voluntary. While you are not required to use
this form, you may not ask the employee to provide more information than allowed under the FMLA regulations, 29 C.F.R.
§§ 825.306-825.308.  Employers must generally maintain records and documents relating to medical certifications,
recertifications, or medical histories of employees; family members, created for FMLA purposes as confidential medical
records in separate files/records from the usual personnel files and in accordance with 29 C.FR. § 1630.14(c)(1), if the
Americans with Disabilities Act applies.

Employer name and contact:

SECTION II: For Completion by the EMPLOYEE

INSTRUCTIONS to the EMPLOYEE: Please complete Section II before giving this form to your family member or
his/her medical provider. The FMLA permits an employer to requite that you submit a timely, complete, and sufficient
medical certification to support a request for FMLA leave to care for a covered family member with a serious health condition.
If requested by your employer, your response is required to obtain or retain the benefit of FMLA protections. 29 U.S.C. §§
2613, 2614(c)(3). Failure to provide a complete and sufficient medical certification may result in a denial of your FMLA
request. 29 C.F.R. § 825.313. Your employer must give you at least 15 calendar days to return this form to your employer. 29
C.F.R. § 825.305.

Your name:

First Middle Last

Name of family member for whom you will provide care:

First Middle Last

Relationship of family member to you:

If family member is your son or daughter, date iahb

Describe care you will provide to your family memlaad estimate leave needed to provide care:

Employee Signature Date
CONTINUED ON NEXT PAGE Form WH-380-F Revised Janu2009
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SECTION III: For Completion by the HEALTH CARE PROVIDER

INSTRUCTIONS to the HEALTH CARE PROVIDER: The employee listed above has requested leave under the
FMLA to care for your patient. Answer, fully and completely, all applicable parts below. Several questions seek a response as
to the frequency or duration of a condition, treatment, etc. Your answer should be your best estimate based upon your
medical knowledge, experience, and examination of the patient. Be as specific as you can; terms such as “lifetime,”
“unknown,” or “indeterminate” may not be sufficient to determine FMLA coverage. Limit your responses to the condition
for which the patient needs leave. Page 3 provides space for additional information, should you need it. Please be sute to sign
the form on the last page.

Provider's name and business address:

Type of practice / Medical specialty:

Telephone: ( ) Fax: ( )

PART A: MEDICAL FACTS
1. Approximate date condition commenced:

Probable duration of condition:

Was the patient admitted for an overnight stay lmspital, hospice, or residential medical cardifge
No Yes. If so, dates of admission:

Date(s) you treated the patient for condition:

Was medication, other than over-the-counter medication, prescribed? No Yes.

Will the patient need to have treatment visits at least twice per year due to the condition?
No Yes.
Was the patient referred to other health care gey($) for evaluation or treatment (e pgfaysical therapist)?
No Yes. If so, state the nature of sigetments and expected duration of treatment:

2. Is the medical condition pregnancy? No Yes. If so, expected delivery date:

3. Describe other relevant medical facts, if agjated to the condition for which the patient neeale (such medical

facts may include symptoms, diagnosis, or any regirof continuing treatment such as the use of afieed
equipment):

CONTINUED ON NEXT PAGE Form WH-380-F Revised Jary2009
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PART B: AMOUNT OF CARE NEEDED: When answering these questions, keep in mind that your patient’s need for care
by the employee seeking leave may include assistance with basic medical, hygienic, nutritional, safety, or transportation needs,
or the provision of physical or psychological care:

4. Will the patient be incapacitated for a singb@tinuous period of time, including any time fogdtment and recovery?
No Yes.

Estimate the beginning and ending dates for the period of incapacity:

During this time, will the patient need care? No Yes.

Explain the care needed by the patient and why such care is medically necessary:

5. Will the patient require follow-up treatmentscluding any time for recovery? No .Yes

Estimate treatment schedule, if any, including the dates of any scheduled appointments and the time required for each
appointment, including any recovery period:

Explain the care needed by the patient, and whiy sate is medically necessary:

6. Will the patient require care on an intermittenteduced schedule basis, including any timedoovery?
No Yes.

Estimate the hours the patient needs care on an intermittent basis, if any:

hour(s) per day; days per wedtom through

Explain the care needed by the patient, and whiy sate is medically necessary:

CONTINUED ON NEXT PAGE Form WH-380-F Revised Jary2009
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7. Will the condition cause episodic flare-ups peéigally preventing the patient from participatiimg normal daily
activities? No Yes.

Based upon the patient’s medical history and yomowkedge of the medical condition, estimate thguency of
flare-ups and the duration of related incapacit the patient may have over the next 6 months, (b gpisode every
3 months lasting 1-2 days):

Frequency: times per week(s) month(s)
Duration: hours or day(sgpiode
Does the patient need care during these flare-ups? _No Yes.

Explain the care needed by the patient, and whiy sare is medically necessary:

ADDITIONAL INFORMATION: IDENTIFY QUESTION NUMBER WITH YOUR ADDITIONAL ANSWER.

Signature of Health Care Provider Date

PAPERWORK REDUCTION ACT NOTICE AND PUBLIC BURDEN ST ATEMENT

If submitted, it is mandatory for employers to neta copy of this disclosure in their records faree years. 29 U.S.C. § 2616; 29 C.P.R. § 825.500.
Persons are not required to respond to this callecf information unless it displays a currentblid OMB control number. The Department of
Labor estimates that it will take an average ofr#utes for respondents to complete this colleatibimformation, including the time for reviewing
instructions, searching existing data sources agaty and maintaining the data needed, and compled reviewing the collection of information.

If you have any comments regarding this burdemmeg# or any other aspect of this collection infaforg including suggestions for reducing this
burden, send them to the Administrator, Wage anar livision, U.S. Department of Labor, Room S-3582) Constitution Ave., NW,

Washington, DC 20210DO NOT SEND COMPLETED FORM TO THE DEPARTMENT OF LAB OR; RETURN TO THE PATIENT.

Form WH-380-F Revised January 2009
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ATTACHMENT 7

Notice of Eligibility and Rights & U.S. Department of Labor WH D
Responsibilities Employment Standards Administration
Wage and Hour Division U.S. Wage and Hour Division

(Family and Medical Leave Act)

OMB Control Number: 1215-0181
Expires: 12/31/2011
In general, to be eligible an employee must havekea for an employer for at least 12 months, haeeked at least 1,250 hours in the 12
months preceding the leave, and work at a site aiitleast 50 employees within 75 miles. While ab¢his form by employers is optional, a
fully completed Form WH-381 provides employees with information required by 29 C.F.R. § 825.300()ich must he provided within five
business days of the employee notifying the emplayfethe need for FMLA leave. Part B provides emmes with information
regarding their rights and responsibilities foritakFMLA leave, as required by 29 C.F.R. § 825.800(c).

[Part A— NOTICE OF ELIGIBILITY]

TO:
Employee
FROM:
Employer Representative
DATE:
On , you informed us that yodeéave beginning on for:

The birth of a child, or placement of a chiith you for adoption or foster care;

Your own serious health condition;

Because you are needed to care for your spouse; child; parent due to his/heogsffealth condition.

Because of a qualifying exigency arisingafuhe fact that your SpousE; son or daugh parent is on active duty or call to
active duty status in support of a contingency apen as a member of the National Guard or Reserves

Because you are the spouse; staughter; parent; next of kin of aeped service member with a serious injury
or illness.

This Notice is to inform you that you:
Are eligible for FMLA leave (See Part B below foigRts and Responsibilities)
Are not eligible for FMLA leave, because (only one reaserd be checked, although you may not be eligdslether reasons):

You have not met the FMLA'’s 12-month lengtiservice requirement. As of the first date afuested leave, you will have
worked approximately __ months towards this rezjuent.

You have not met the FMLA's 1,250-hours-vearkequirement.
You do not work and/or report to a site BiBhor more employees within 75-miles.

If you have any questions, contact vievothe FMLA poster located
in

[PART B-RIGHTS AND RESPONSIBILITIES FOR TAKING FMLA LEAVE]

As explained in Part A, you meet the eligibilitygterements for taking FMLA leave and still have FMLeave available in the applicable
12-month period.However, in order for us to determine whether yourabsence qualifies as FMLA leave, you must return

the following information to us by . (If a certificationrisquested, employers
must allow at least 15 calendar days from receiphis notice; additional time may be required ame circumstances.) If sufficient
information is not provided in a timely manner, yéeave may be denied.

Sulfficient certification to support your request FMLA leave. A certification form that sets fottitne information necessary to support your
request __is/ is notenclosed.

Sulfficient documentation to establish the requietationship between you and your family member.

Other information needed:

No additional information requested
CONTINUED ON NEXT PAGE Form WH-381 Revised Janu2op9
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If your leave does qualifyas FMLA leave you will have the followingsponsibilitieswhile on FMLA leave (only checked blanks apply):

Contact at to make arramgenmecontinue to make your share of the
premium payments on your health insurance to mairttealth benefits while you are on leave. Youéavminimum 30-day _(or, indicate longer
period, if applicablg grace period in which to make premium paymenifspayment is not made timely, your group healtsurance may be
cancelled, provided we notify you in writing at #d5 days before the date that your health coeevél lapse, or, at our option, we may pay your
share of the premiums during FMLA leave, and rectivese payments from you upon your return to work.

You will be required to use your availabledpa sick, vacation, and/or other leaveduring your FMLA absence. This means
that you will receive your paid leave and the leavidl also be considered protected FMLA leave aralrted against your FMLA leave
entitlement.

Due to your status within the company, yoe eonsidered a “key employee” as defined in the AMLAs a “key employee,” restoration to
employment may be denied following FMLA leave o tirounds that such restoration will cause subisthand grievous economic injury to us.
We __have/__ have notdetermined that restoring you to employment at ¢baclusion of FMLA leave will cause substantialdagrievous
economic harm to us.

While on leave you will he required to fulmigs with periodic reports of your status and intenreturn to work every

(Indicate interval of periodic reports, as apprafgrifor the particular leave situatjon

If the circumstances of your leave change, and you are able to return to work earlier than the date indicated on the
reverse side of this form, you will be required to notify us at least two workdays prior to the date you intend to report for
work.

If your leave does qualifyas FMLA leave you will have the followimights while on FMLA leave:
. You have a right under the FMLA for up to 12 weeksinpaid leave in a 12-month period calculated as:
the calendar year (January - December).

a fixed leave year based on

the 12-month period measured forward fradtite of your first FMLA leave usage.

a “rolling” 12-month period measured bacldvaom the date of any FMLA leave usage.

*  You have a right under the FMLA for up to 26 weeks of unpaid leave in a single 12-month period to care for a covered service
member with a serious injury or illness. This single 12-month period coenced on

*  Your health benefits must be maintained during any period of unpaid leave under the same conditions as if you continued to work.

. You must be reinstated to the same or an equiv@déntvith the same pay, benefits, and terms andlitons of employment on your return from FMLA-
protected leave. (If your leave extends beyondetiteof your FMLA entitiement, you do not have rattights under FMLA.)

. If you do not return to work following FMLA leaveff a reason other than: 1) the continuation, retwe, or onset of a serious health condition whiohld
entitle you to FMLA leave; 2) the continuation, ueence, or onset of a covered service memberiewgeinjury or iliness which would entitle you to/EA
leave; or 3) other circumstances beyond your cgnyau may be required to reimburse us for our shadrhealth insurance premiums paid on your behalf
during your FMLA leave.

. If we have not informed you above that you must asgrued paid leave while taking your unpaid FMIg&ve entitlement, you have the right to have
sick, ___vacation, and/or other leaverun concurrently with your unpaid leave entitlejgmovided you meet any applicable requirementhefleave
policy. Applicable conditions related to the sutiogion of paid leave are referenced or set fortlotv. If you do not meet the requirements for nakpaid
leave, you remain entitled to take unpaid FMLA leav

For a copy of conditions applicable to sickAtion/other leave usage please refer to available at:

Applicable conditions for use of paid leave:

Once we obtain the information from you as specifig above, we will inform you, within 5 business dayswhether your leave will be designated as
FMLA leave and count towards your FMLA leave entitement. If you have any questions, please do notdiimte to contact:

at

PAPERWORK REDUCTION ACT NOTICE AND PUBLIC BURDEN ST ATEMENT

It is mandatory for employers to provide employees with notice of their eligibility for FMLA protection and their rights and
responsibilities. 29 U.S.C. § 2617; 29 C.F.R. § 825.300(b), (c). It is mandatory for employers to retain a copy of this disclosure in their
records for three years. 29 U.S.C. § 2616; 29 C.F.R. § 825.500. Persons are not required to respond to this collection of information unless
it displays a currently valid OMB control number. The Department of Labor estimates that it will take an average of 10 minutes for
respondents to complete this collection of information, including the time for reviewing instructions, searching existing data sources, gathering
and maintaining the data needed, and completing and reviewing the collection of information. If you have any comments regarding this
burden estimate or any other aspect of this collection information, including suggestions for reducing this burden, send them to the
Administrator, Wage and Hour Division, U.S. Department of Labor, Room $-3502, 200 Constitution Ave., NW, Washington, DC 20210.
DO NOT SEND THE COMPLETED FORM TO THE WAGE AND HOUR DIVISION.

Form WH-381 Revised January 2009
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ATTACHMENT 8
Designation Notice U.S. Department of Labor WHD
(Family and Medical Leave Act)  Wage and Hour Division

U.S. Wage and Hour Division

OMB Control Number: 1215-0181
Expires: 12/31/2011

Leave covered under the Family and Medical Leave A{FMLA) must be designated as FMLA-protected and he employer must inform
the employee of the amount of leave that will be coted against the employee’s FMLA leave entitlementIn order to determine whether
leave is covered under the FMLA, the employer mayequest that the leave be supported by a certificath. If the certification is
incomplete or insufficient, the employer must statén writing what additional information is necessary to make the certification complete
and sufficient. While use of this form by employes is optional, a fully completed Form WH-382 proviégs an easy method of providing
employees with the written information required by29 C.F.R 8§ 825.300(c), 825,301, and 825.305(c).

To:

Date:

We have reviewed your request for leave under MeA-and any supporting documentation that you harevided.
We received your most recent information on and decided:

Your FMLA leave request is approved. All leave takn for this reason will be designated as FMLA leave

The FMLA requires that you notify us a soon as praticable if dates of scheduled leave change or argtended, or were initially unknown.
Based on the information you have provided to datewe are providing the following information about the amount of time that will be
counted against your leave entitlement:

Provided there is no deviation from your@péted leave schedule, the following number ofrepdays, or weeks will be counted against
your leave entitlement: .

Because the leave you will need will be uedaled, it is not possible to provide the hourg;sd@r weeks that will be counted against
your FMLA entitlement at this time. You have thght to request this information once in a 30-dayiqd (if leave was taken in the 30-
day period).

Please be advised (check if applicable):

You have requested to use paid leave duongFMLA leave. Any paid leave taken for this r@asvill count against your FMLA leave

entitlement.

We are requiring you to substitute or usd feive during your FMLA leave.

You will be required to present a fitnessefaty certificate to be restored to employmentsuéh certification is not timely received, your
return to work may be delayed until certificatienprovided. A list of the essential functions ofiy position __is___is not attached. If
attached, the fitness-for-duty certification mudtlieess your ability to perform these functions.

Additional information is needed to determine if yair FMLA leave request can be approved:

The certification you have provided is not compkate sufficient to determine whether the FMLA aegplio your leave request. You

must provide the following information no later tha , uthliessat practicable under
(Provide at least seven calendar days)

the particular circumstances despite your diliggrad faith efforts, or your leave may be denied.

(Specify information needed to make the certifmattomplete and sufficient)

We are exercising our right to have you iobéasecond or third opinion medical certificatiahour expense, and we will provide
further details at a later time.

Your FMLA Leave request is Not Approved
The FMLA does not apply to your leave regues
You have exhausted your FMLA leave entitlemethe applicable 12-month period.

PAPERWORK REDUCTION ACT NOTICE AND PUBLIC BURDEN ST ATEMENT

It is mandatory for employers to provide employees with notice of their eligibility for FMLA protection and their rights and
responsibilities. 29 U.S.C. § 2617; 29 C.F.R. § 825.300(b), (c). It is mandatory for employers to retain a copy of this disclosure in their
records for three years. 29 U.S.C. § 2616; 29 C.F.R. § 825.500. Persons are not required to respond to this collection of information unless
it displays a curtently valid OMB control number. The Department of Labor estimates that it will take an average of 10 minutes for
respondents to complete this collection of information, including the time for reviewing instructions, searching existing data sources, gathering
and maintaining the data needed, and completing and reviewing the collection of information. If you have any comments regarding this
burden estimate or any other aspect of this collection information, including suggestions for reducing this burden, send them to the
Administrator, Wage and Hour Division, U.S. Department of Labor, Room S-3502, 200 Constitution Ave., NW, Washington, DC 20210.
DO NOT SEND THE COMPLETED FORM TO THE WAGE AND HOUR DIVISION.

Form WH-381 Revised January 2009
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ATTACHMENT 9
Certification for Serious Injury  U.S. Department of Labor WH D
or lliness of Covered Service Employment Standards Administration
. . Wage and Hour Division U.S. Wage and Hour Division
member -- for Military Family
Leave (Fam”y and Medical OMB Control Number: 1215-0181
Leave ACt) Expires: 12/31/2011

Notice to the EMPLOYER INSTRUCTIONS to the EMPLOYER: The Family and Medical Leave
Act (FMLA) provides that an employer may requireeanployee seeking FMLA leave due to a serious
injury or iliness of a covered service member torsit a certification providing sufficient facts soipport
the request for leave. Your response is voluntadhile you are not required to use this form, yoay
not ask the employee to provide more informaticanthllowed under the FMLA regulations, 29 C.F.R.
§ 825.310. Employers must generally maintain e@nd documents relating to medical certifications
recertifications, or medical histories of employegsemployees’ family members, created for FMLA
purposes as confidential medical records in sepdilats/records from the usual personnel files and
accordance with 29 C.F.R. § 1630.14(c)(1), if tireekicans with Disabilities Act applies.

SECTION I: For Completion by the EMPLOYEE and/or the COVERED SERVICEMEMBER for
whom the Employee is Requesting Leave INSTRUCTION$o the EMPLOYEE or COVERED
SERVICEMEMBER: Please complete Section | before having Sectiocothpleted. The FMLA
permits an employer to require that an employeen#tud timely, complete, and sufficient certificatito
support a request for FMLA leave due to a seriojisry or illness of a covered service member. If
requested by the employer, your response is ratjtir@btain or retain the benefit of FMLA-protected
leave. 29 U.S.C. 88 2613, 26134(c)(3). Failurddesso may result in a denial of an employee’s FMLA
request. 29 C/F/R. § 825.310(f). The employertrgive an employee at least 15 calendar days torret
this form to the employer.

SECTION II: For Completion by a UNITED STATES DEPARTMENT OF DEFENSE (“DOD”)
HEALTH CARE PROVIDER or a HEALTH CARE PROVIDER who is either: (1) a United States
Department of Veterans Affairs (“VA”") health care provider; (2) a DOD TRICARE network
authorized private health care provider; or (3) a BDOD non-network TRICARE authorized private
health care provider INSTRUCTIONS to the HEALTH CARE PROVIDER: The employee listed
on Page 2 has requested leave under the FMLA t® foara family member who is a member of the
Regular Armed Forces, the National Guard, or theeR&s who is undergoing medical treatment,
recuperation, or therapy, is otherwise in outpatiatus, or is otherwise on the temporary didabili
retired list for a serious injury or illness. Haurposes of FMLA leave, a serious injury or illnés®ne
that was incurred in the line of duty on activeydiliat may render the service member medicallyt dofi
perform the duties of his or her office, grade krar rating.

A complete and sufficient certification to suppartrequest for FMLA leave due to a covered service
member’s serious injury or illness includes writ@mcumentation confirming that the covered service
member’s injury or illness was incurred in the lioleduty on active duty and that the covered servic
member is undergoing treatment for such injuryloess by a health care provider listed above. wans

fully and completely, all applicable parts. SeVeayaestions seek a response as to the frequency or
duration of a condition, treatment, etc. Your amswhould be your best estimate based upon your
medical knowledge, experience, and examinatiomefpatient. Be as specific as you can; terms aach
“lifetime,” “unknown,” or “indeterminate” may notesufficient to determine FMLA coverage. Limit
your responses to the condition for which the eygdos seeking leave.

CONTINUED ON NEXT PAGE Form WH-385 January 2009
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Certification for Serious Injury  U.S. Department of Labor WH D
or lllness of Covered Service Employment Standards Administration "
member -- for Military family ~ ¥age and Hour Division 75 Wage and vour bision
Leave (Family and Medical

Leave Act)

SECTION |: For Completion by the EMPLOYEE and/or the COVERED SERVICEMEMBER
fore whom the Employee Is Requesting Leave(This section must be completed first before ainthe
below sections can be completed by a health canadar.)

Part A: EMPLOYEE INFORMATION

Name and Address of Employer (this is the emplaylethe employee requesting leave to care for
covered service member):

Name of Employee Requesting Leave to Care for Gal/8ervice member:

First Middle Last
Name of Covered Service member (for whom emplogeedquesting leave to care):

First Middle Last
Relationship of Employee to Covered Service merRaguesting Leave to care:
] Spouse 0 Parent 0 Son [0 Daughter [0 Next of Kin

Part B: COVERED SERVICEMEMBER INFORMATION

(1) Is the Covered Service member a Current Menalbehe Regular Armed Forces, the National
Guard or Reserves? [ Yes O No

If yes, please provide the covered service mermbmiilitary branch, rank and unit currently
assigned to;

Is the covered service member assigned to a myiliteedical treatment facility as an outpatient or
to a unit established for the purpose of providiogymand and control of members of the armed
Forces receiving medical care as outpatients (aa@medical hold or warrior transition unit)?

O Yes O No. If yes, please provide the name of the médlieatment facility or unit:

(2) Isthe Covered Service member on the Tempdagbility Retired List (TDRL)? Yes[d No

Part C: CARE TO BE PROVIDED TO THE COVERED
SERVICEMEMBER

Described the Care to Be Provided to the Covered@emember and an Estimate of the Leave Needed
to Provide the Care:

Form WH-385 January 2009
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SECTION II: For Completion by a United States Depatment of Defense (“DOD”) Health Care
Provider or a Health Care Provider who is either: (I) a United States Department of Veterans
Affairs (“WA”) health care provider; (2) a DOD TRIC ARE network authorized private health care
provider; or (3) a DOD non-network TRICARE authoriz ed private health care provider If you
are able to make certain of the military-related déerminations contained below in Part B, you are
permitted to rely upon determinations from an authaized DOD representative (such as a DOD
recovery care coordinator). (Please ensure that Section | above has been amohftlefore completing
this section.) Please be sure to sign the forherast page.

Part A: HEALTH CARE PROVIDER INFORMATION
Health Care Provider’'s Name and Business Address:

Type of Practice/Medical Specialty:

Please state whether you are either. (1) a DOMDMeare provider; (2) a VA health care provide) &
DOD TRICARE network authorized private health carevider; or (4) a DOD non-network TRICARE
authorized private health care provider:

Telephone: () Fax: () Email:

PART B: MEDICAL STATUS

@ Covered Service member's medical condition is diassas (Check One f the Appropriate
Boxes):

O (VSI) Very Seriously lli/Injured - lliness/injury is of such a severity that life i
imminently endangered. Family members are reqdestbedside immediately. (Please
note this is an internal DOD casualty assistancggdation used by DOD healthcare
providers.)

O (SI) Seriously Hl/Injured - lliness/injury is of such severity that therecsuse for
immediate concern, but there is no imminent dartgetife. Family members are
requested at bedside. (Please note this is amaht®OD casualty assistance designation
used by DOD healthcare providers.)

0 OTHER lll/Injured - a serious injury or illness that may render ¢shevice member
medically unfit to perform the duties of the membeiffice, grade, rank, or rating.

LI NONE OF THE ABOVE (Note to Employee: If this box is checked, yowrstll be
eligible to take leave to care for a covered famihgmber with a “serious health
condition” under 8§ 825.113 of the FMLA. If suchale is requested, you may be
required to complete DOL FORM WH-380 or an empleymvided form seeking the
same information.)

(2) Was the condition for which the Covered Service ipenis being treated incurred in line of duty
on active duty in the armed force&? Yes 0 No

3) Approximate date condition commenced:

(4) Probably duration of condition and/or need for care

Form WH-385 January 2009
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(5) Is the covered service member undergoing medicedtrivent, recuperation, or therapy?
0 Yes [ No. If yes, please describe medical treatmentperation or therapy:

PART C: COVERED SERVICEMEMBER'S NEED FOR CARE BY FAMILY
MEMBER

(1) Will the covered service member need care for glsinontinuous period of time, including any
time for treatment and recoveryd Yes [ No
If yes, estimate the beginning and ending datethferperiod of time:

(2) Will the covered service member require periodidiofe-up treatment appointments?
O Yes [ No. If yes, estimate the treatment schedule:

3) Is there a medical necessity for the covered sermember to have periodic care for these
follow-up treatment appointmentd? Yes 0 No
4) Is there a medical necessity for the covered semiember to have periodic care for other than

scheduled follow-up treatment appointments (e.gisalic flare-ups of medical condition)?
O Yes 0O No. If yes, please estimate the frequency andatdur of the periodic care:

Signature of Health Care Provider: Date:

PAPERWORK REDUCTION ACT NOTICE AND PUBLIC
BURDEN STATEMENT

If submitted, it is mandatory for employers to neta copy of this disclosure in their records foree years, in
accordance with 29 U.S.C. § 2616; 29 C.F.R. § &&b.Persons are not required to respond to thieatmn of
information unless it displays a currently valid @Montrol number. The Department of Labor estim#tasit will
take an average of 20 minutes for respondents naplkate this collection of information, includingethime for
reviewing instructions, searching existing datarses, gathering and maintaining the data needeticampleting
and reviewing the collection of information. If ytmave any comments regarding this burden estinradé@y other
aspect of this collection information, includingggiestions for reducing this burden, send themeaAttiministrator,
Wage and Hour Division, U.S. Department of LaboopR S-3502, 200 Constitution AV, NW, Washington, DC
20210. DO NOT SEND THE COMPLETED FORM TO THE WAGE AND HO%JR
DIVISION; RETURN IT TO THE PATIENT .

Form WH-385 January 2009
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ATTACHMENT 10
Certification of Qualifying Exigency U.S. Department of Labor WHD
For Military Family Leave Employment Standards Administration

. . ivisi U.S. Wage and Hour Division
(Family and Medical Leave Act) Wage and Hour Division

OMB Control Number: 1215-0181
Expires: 12/31/2011

SECTION I: For Completion by the EMPLOYER

INSTRUCTIONS to the EMPLOYER: The Family and Medical Leave Act (FMLA) providdggt an
employer may require an employee seeking FMLA ledue to a qualifying exigency to submit a
certification. Please complete Section | beforndngj this form to your employee. Your response is
voluntary, and while you are not required to use tbrm, you may not ask the employee to provideano
information than allowed under the FMLA regulatip®8 C.F.R. § 825.309.

Employer name:

Contact Information:

SECTION II: For Completion by the EMPLOYEE

INSTRUCTIONS to the EMPLOYEE: Please complete Section Il fully and completelihe FMLA
permits an employer to require that you submitreely, complete, and sufficient certification to popt a
request for FMLA leave due to a qualifying exigen&everal questions in this section seek a regpass

to the frequency or duration of the qualifying estigy. Be as specific as you can; terms such as
“unknown,” or “indeterminate” may not be sufficietd determine FMLA coverage. Your response is
required to obtain a benefit. 29 C.F.R. § 825.3hile you are not required to provide this infation,
failure to do so may result in a denial of youruest for FMLA leave. Your employer must give ydu a
least 15 calendar days to return this form to yaployer.

Your Name;

First Middle Last

Name of covered military member on active dutyalt o active duty status in support of a contirgen
operation:

First Middle Last

Relationship of covered military member to you:

Period of covered military member’s active duty:

A complete and sufficient certification to suppantequest for FMLA leave due to a qualifying exiggn
includes written documentation confirming a covemdtitary member’s active duty or call to activetgu
status in support of a contingency operation. $&dledneck one of the following:

A copy of the covered military member’s activeydatders is attached.

Other documentation from the military certifyinigat the covered military member is on
active duty (or has been notified of an impendirdl o active duty) in support of a
contingency operation is attached.

| have previously provided my employer with suffiat written documentation confirming
the covered military member’'s active duty or calldctive duty status in support of a
contingency operation.

| =
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ATTACHMENT 10
PART A: QUALIFYING REASON FOR LEAVE
1. Describe the reason you are requesting FMLAdedwe to a qualifying exigency (including the
specific reason you are requesting leave):

2. A complete and sufficient certification to suppa request for FMLA leave due to a qualifying
exigency includes any available written documeatativhich supports the need for leave; such
documentation may include a copy of a meeting anocmmnent for informational briefings sponsored
by the military, a document confirming an appointin&ith a counselor or school official, or a copy
of a bill for services for the handling of legal fimancial affairs. Available written documentatio
supporting this request for leave is attachedyesJ No ] None Available

PART B: AMOUNT OF LEAVE NEEDED
1. Approximate date exigency commenced:

Probable duration of exigency:

2. Will you need to be absent from work for a singbntinuous period of time due to the qualifying
exigency?] No [ Yes.

If so, estimate the beginning and ending datethfoperiod of absence:

3. Will you need to be absent from work periodigadl address this qualifying exigency?No [ Yes.

Estimate schedule of leave, including the datemgfscheduled meetings or appointments:

Estimate the frequency and duration of each apmpeint, meeting, or leave event, including any
travel time (i.e. | deployment-related meeting every month lastirigpurs):

Frequency: times per week(s) ment

Duration: hours day(s) per event.
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ATTACHMENT 10
PART C:

If leave is requested to meet with a third partycfsas to arrange for childcare, to attend coumgeto
attend meetings with school or childcare provideysnake financial or legal arrangements, to adhas
covered military member’'s representative beforeedefal, state, or local agency for purposes of
obtaining, arranging or appealing military servioenefits, or to attend any event sponsored by the
military or military service organizations), a colete and sufficient certification includes the name
address, and appropriate contact information ofrtividual or entity with whom you are meetinge(i.
either the telephone or fax number or email addoédise individual or entity). This information mae
used by your employer to verify that the informataontained on this form is accurate.

Name of Individual; Title:

Organization;

Address:;

Telephone: ( ) Fax: ( )

Email:

Describe nature of meeting:

PART D:

| certify that the information | provided abovetise and correct.

Signature of Employee Date

PAPERWORK REDUCTION ACT NOTICE AND PUBLIC BURDEN ST ATEMENT
If submitted, it is mandatory for employers to neta copy of this disclosure in their records foree years. 29 U.S.C. § 2616;
29 C.P.R. 8 825.500. Persons are not requireéspond to this collection of information unlessligplays a currently valid
OMB control number. The Department of Labor esteaahat it will take an average of 20 minutesrémpondents to complete
this collection of information, including the timfer reviewing instructions, searching existing dataurces, gathering and
maintaining the data needed, and completing aniéwévg the collection of information. If you haagy comments regarding
this burden estimate or any other aspect of thlea@n information, including suggestions for vethg this burden, send them
to the Administrator, Wage and Hour Division, UBepartment of Labor, Room S-3502, 200 Constitutbore., NW,
Washington, DC 20210.DO NOT SEND THE COMPLETED FORM TO THE WAGE AND HOUR DIVISION;
RETURN IT TO THE EMPLOYER.
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ATTACHMENT 11

HEALTH CARE PROVIDER'’S CERTIFICATION FOR RETURN TO WORK

| hereby certify that | have physically examined (Employee) and have
determined that she/he is able to resume all thenéal job functions of her/his position and so is

eligible to return to work in the Brecksville-Broaew Heights School District.

The following limits exist or accommodations arecemsary to resume her/his essential job

functions:
Health Care Provider (Please print or type.) Retiois form to
Superintenden
Signature Brecksville-Broadview Hts.
Board of Education
6638 Mill Road
Telephone Number Date Brecksville, OH 44131
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ATTACHMENT 12
BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT

VACATION LEAVE REQUEST FORM

Employee Name@int or type) Building or Department

On , | request use of vacation day(s).
(today's date) (# of days)

List requested day(s):

Month Day Year Full/Half Month Day Year Full/Half
Employee’s Signature Date
Approved
Principal’s or Supervisor’'s Signature Date
Not Approved
Approved
Education Center Administrator’s Date
Signature Not Approved

(Approval required at building level and Education Center prior to vacation leave)
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ATTACHMENT 13
BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT

WRITTEN NOTICE PRIOR TO DISCIPLINARY HEARING

Is being provided this written notice

Name of Employee

prior to a Step disciplinary hearing based on the following facticerns:

Step disciplinary hearing will be held on at _m.
Date Time

at

Location

Supervisor Employee

B.0O.S.S. Official (if applicable) Date Employeedeived Notice

The employee’s signature is merely an acknowledgémkreceipt of notice of a disciplinary
hearing. It does not indicate agreement or disagent with the contents of the notice.

cc: Superintendent/Designee
B.O.S.S. President
Personnel File (only if imposed discipline is &[52-5)

158



ATTACHMENT 14

PROGRESSIVE DISCIPLINE — VERBAL REPRIMAND RECORD

STEP |

On , | verbally reprimanded

(employee)
at regarding the faligwoncern (problem):

(location)

Example: Arriving to work late

Supervisor

Employee

Organization Representative (if applicable)

The employee’s signature is merely acknowledgerti&tta reprimand was given. It does not
indicate agreement or disagreement. This formmallbe placed in the employee’s personnel file.

Copies: Superintendent/Designee
B.O.S.S. President
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ATTACHMENT 15
BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT
PERFORMANCE ASSISTANCE PLAN FOR EMPLOYEE RECEIVING
A “NEEDS IMPROVEMENT” OR “UNSATISFACTORY”

A. Targets for Improvement for Employee on Perfano®Assistance Plan

B. Plans for Achieving Improvement in Areas IndezhAbove

Comments:

Employee’s Signature Date

Signature is to acknowledge receipt — not necdgsagieement/disagreement with content.

Evaluator’'s Signature Title Date
Distribution: Original to Employee
Building

Central Office
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ATTACHMENT 16
Brecksville-Broadview Heights City School District
Support Staff Evaluation Form

Name Job Classificatiol

Date of Hire Building Location
Observation Date(s) and Times

Evaluation Conference Date Evaluator's Name

PLACE CHECK IN PROPER COLUMN

Performance Factors

Commendable Satisfactory

Needs
Improvement

Unsatisfactory

1. QUALITY OF WORK, —i.e., Accuracy, completengssatness
of work.

COMMENTS:

2. QUANTITY OF WORK —i.e., Amount of work done.

COMMENTS:

3. KNOWLEDGE - i.e., Knowledge of methods, matstia
objectives, and other fundamental information skill

COMMENTS:

4. LEARNING ABILITY -i.e., Learns quickly, learnsew duties as
needed, adapts to change easily.

COMMENTS:

5. WORK HABITS —i.e., Organization of work, carBequipment,
safety, industry.

COMMENTS:

6. RELATIONSHIPS - i.e., Ability to get along andoperate with
the public, other employees, students, and supervis

COMMENTS:

7. DEPENDABILITY —i.e., Degree to which employean be relied

upon to do the job without close supervision.

COMMENTS:
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BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT

Support Staff Evaluation Form Page 2

Performance Factors

PLACE CHECK IN PROPER COLUMN

Needs

Commendable Satisfactory| Improvement Unsatisfactory
8. ATTENDANCE - i.e., Frequency and nature of alogs and
tardiness.
COMMENTS:
9. ATTITUDE - i.e., Initiative, interest in the wq willingness to
meet job requirements and accept suggestions,direteato conduct
as deemed to be ethical in nature.
COMMENTS:
10. PERSONAL APPEARANCE —i.e., Appropriate attineatness.
COMMENTS:
11. JUDGMENT —i.e., Soundness of decisions, comsanse.
COMMENTS:
Specific Recommendations for Improvement:
*Employee’s Signature Date
Signature is to acknowledge receipt — not necelysari
Agreement/disagreement with content.
Evaluator’s Signature Title Date
*Employee’s comments on back of sheet (optional).
Distribution: Original to Employee
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BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT
Support Staff Evaluation Form Page 3

Employee’s Comments:
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ATTACHMENT 17
Brecksville-Broadview Heights City School District
Merit Incentive for Attendance FOR 12-MONTH EMPLOYE ES or
EMPLOYEES WORKING 203 DAYS AND 25 HOURS OR MORE PER WEEK
From July 1 to December 31

Employee Name: (Please print clearly)

| am a Twelve-month employee working THIRTY (30) orMORE hours per week.
Check ONE of the following in this section:

and have used LESS THAN ONE (1) sick orgekleave day from July 1 to December
31. ($500)

and have used at least ONE (1), but FEWERN HWO (2) sick or personal leave days
from July 1 to December 31$400)

and have used at least TWO (2), but FEWERN HHREE (3) sick or personal leave
days from July 1 to December 3(@$200)

Check ONLY ONE:
| am a Twelve-month employee working FEWER THAN thity (30) hours per week.

| am an employee working 203 DAY S and 25 HOURS OR MRE per week

Check ONE of the following in this section:

and have used LESS THAN ONE (1) sick orgekleave day from July 1 to December
31. ($400)

and have used at least ONE (1), but FEWERN AHWO (2) sick or personal leave days
from July 1 to December 3{$250)

and have used at least TWO (2), but FEWERN HHREE (3) sick or personal leave
days from July 1 to December 3$150)

Date:

Employee Signature Last 4 digits of SSN

Be sure to sign, date and include the last 4 digitd Social Security Number and send this form to
the TREASURER’S OFFICE BY JANUARY 12.

Merit incentive will be paid the second payroll inFebruary.
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Brecksville-Broadview Heights City School District
Merit Incentive for Attendance FOR 12-MONTH EMPLOYE ES or
EMPLOYEES WORKING 203 DAYS AND 25 HOURS OR MORE PER WEEK
From January 1 to June 30

Employee Name: (Please print clearly)

| am a Twelve-month employee working THIRTY (30) orMORE hours per week.

Check ONE of the following in this section:

and have used LESS THAN ONE (1) sick orgreakleave day from January 1 to June 30.
($500)

and have used at least ONE (1), but FEWERN AHWO (2) sick or personal leave days
from January 1 to June 3(@$400)

and have used at least TWO (2), but FEWERN HHREE (3) sick or personal leave
days from January 1 to June 3$200)

Check ONLY ONE:
| am a Twelve-month employee working FEWER THAN thity (30) hours per week.

I am an employee working 203 DAYS and 25 HOURS OR MRE per week

Check ONE of the following in this section:

and have used LESS THAN ONE (1) sick orgreakleave day from January 1 to June 30.
($400)

and have used at least ONE (1), but FEWERN AHWO (2) sick or personal leave days
from January 1 to June 3@$250)

and have used at least TWO (2), but FEWERN HHREE (3) sick or personal leave
days from January 1 to June 3$150)

Date:

Employee Signature Last 4 digits of SSN

Be sure to sign, date and include the last 4 digitsf Social Security Number and send this form tohe
TREASURER'’S OFFICE BY JUNE 15 for 203-day employees or by JULY 5or 12-Month employees

Merit incentive will be paid the first payroll in J uly for 203 day employees.
Merit incentive will be paid the second payroll InJuly for 12-Month employees.
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ATTACHMENT 18
Brecksville-Broadview Heights City School District
Merit Incentive for Attendance

FOR EMPLOYEES WORKING FEWER THAN 203 DAYS
From first employee report day of the school yearttrough January 31

Employee Name: (Please print clearly)

I am an employee working TWENTY-FIVE (25) or MORE hours per week

Check ONE of the following in this section:

and have used LESS THAN ONE (1) sick orgekleave day from the first employee
report day of the school year through January($850)

and have used at least ONE (1), but FEWERN HWO (2) sick or personal leave days
from the first employee report day of the schoanthrough January 31$200)

and have used at least TWO (2), but FEWERN HHREE (3) sick or personal leave
days from the first employee report day of the stlyear through January 31$100)

I am an employee working FEWER THAN twenty-five (29 hours per week

Check ONE of the following in this section:

and have used LESS THAN ONE (1) sick or@wakleave day from the first employee
report day of the school year through January($100)

and have used at least ONE (1), but FEWERN'HWO (2) sick or personal leave days
from the first employee report day of the schoanthrough January 3X$75)

and have used at least TWO (2), but FEWERN HHREE (3) sick or personal leave
days from the first employee report day of the stlyear through January 31$50)

Date:

Employee Signature Last 4 digits of SSN

Be sure to sign, date and include the last 4 digitd Social Security Number and send this form to
the TREASURER’S OFFICE BY FEBRUARY 9.

Merit incentive will be paid the second payroll inFebruary.
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Brecksville-Broadview Heights City School District
Merit Incentive for Attendance

FOR EMPLOYEES WORKING FEWER THAN 203 DAYS
From February 1 through the last report day of theschool year

Employee Name: (Please print clearly)

| am an employee working TWENTY-FIVE (25) or MORE hours perweek.

Check ONE of the following in this section:

and have used LESS THAN ONE (1) sick or gpeakleave day from February 15th
through the last report day of the school yg#850)

and have used at least ONE (1), but FEWERN'HWO (2) sick or personal leave days
from February 15th through the last report dayhefschool year($200)

and have used at least TWO (2), but FEWERN HHREE (3) sick or personal leave
days from February 1st through the last reportafajie school year($100)

I am an employee working FEWER THAN twenty-five (25 hours per week.

Check ONE of the following in this section:

and have used LESS THAN ONE (1) sick orqreakleave day from February 1't through
the last report day of the school yeé&$100)

and have used at least ONE (1), but FEWERN'HWO (2) sick or personal leave days
from February 1st through the last report day efdbhool year($75)

and have used at least TWO (2), but FEWERN HHREE (3) sick or personal leave
days from February 15" through the last reportafape school year($50)

Date:

Employee Signature Last 4 digits of SSN

Be sure to sign, date and Include the last 4 digitsf Social Security Number and send this form
to the TREASURER’S OFFICE BY JUNE 15

Merit incentive will be paid the first payroll in J uly.
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ATTACHMENT 19

Brecksville-Broadview Heights City School District

Education Stipend Request

(Date)

Employee: Bgildin
Request Reimbursement for:
$ for the semester/quarter at

(Name of College, University or Orgatiaa Sponsoring Workshop/Course)
during the school year.
Courses to be taken:
TITLE HOURS TUITION

Totals:

(Signature of Employee)

Upon completion of course work, employee must stitr@nscript or original documentation indicatitgt course
work has been satisfactorily completed (i.e. a $pagp grade, having met the class requirementgdoeipt of a
certificate/credit, etc.) along with proof of payme

Accepted/Approved by:

Superintendent’s/Designee’s Signature Date

COMMENT:
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