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ARTICLE I 

RECOGNITION 

 

A. The Board recognizes the H.E.S.P.A., MEA/NEA as the exclusive bargaining agent for all 

full-time and regularly employed part-time custodians, bus drivers, cooks, secretaries, 

maintenance, paraprofessionals, and transportation monitors, employed by the Hillsdale 

Community Schools but excluding central office personnel, transportation supervisor, 

maintenance supervisor, custodial supervisor, food supervisor, substitutes, and all other 

employees. 

B. In the event of any legal action against Hillsdale Community Schools or its 

Board of Education; brought in a court or administrative agency because of 

its compliance with this Article, HESPA, MEA/NEA agrees to defend such 

action, at its own expense and through its own counsel, provided:  

i) Hillsdale Community Schools gives timely notice of such action to the 

Association and permits the Association intervention as a party if it so 

desires, and  

ii) Hillsdale Community Schools gives full and complete cooperation to 

the Association and its counsel in securing and giving evidence, 

obtaining witnesses, and making relevant information available at both 

trial and appellate levels.  

iii) HESPA, MEA/NEA, shall have complete authority to compromise and 

settle all claims, which it defends, under this section.  

iv) HESPA, MEA/NEA agrees that in any action so defended, it will 

indemnify and hold harmless Hillsdale Community Schools, its Board 

of Education, the individual members of the Board of Education, and 

administrators, from any liability for damages and costs imposed by a 

final judgment of a court or administrative agency as a direct 

consequence of the Hillsdale Community School’s compliance with 

Article 1. 

C. The District will provide notice to the HESPA, MEA/NEA of any public-

school academy application to the district, or an application to the I.S.D., 

Community College or Public University of which it has knowledge.  

 

D. Nothing contained herein shall be construed to prevent any individual from 

presenting grievance and having grievance adjusted without intervention of 

the Association. If the adjustment is not inconsistent with the terms of this 
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Agreement and, provided that the Association representative has been given 

an opportunity to be present at such adjustment.  

 

E. Nothing contained herein shall be construed to deny or restrict any rights 

which he/she may have under any state or federal laws and regulations.  

 

F. The Board agrees not to negotiate with or recognize any organizations other 

than the Hillsdale Educational Support Personnel Association, MEA for the 

duration of this Agreement. 

 

G. All references to the superintendent herein contained shall be understood by 

the parties to mean the superintendent or superintendent’s designee except 

for Article XIII (Grievance Procedure).  

 

ARTICLE II 

BOARD RIGHTS 

 

A. The Board, on its own behalf and on behalf of the electors of the district, 

hereby retains and reserves unto itself, without limitation, all powers, rights, 

authority, duties and responsibilities conferred upon and vested in it by the 

laws and the Constitution of the State of Michigan, and of the United States, 

including and without limiting the generality of the foregoing, the right: 

  

1. To the executive management and administrative control 

of the school system and its properties and facilities, and 

the activities of its employees;  

 

2. To hire all employees subject to the provisions of law; to 

determine their qualifications and the conditions for their 

continued employment or their dismissal or demotion; 

and to promote and transfer all such employees.  

 

B. The exercise of the foregoing powers, rights, authority, duties and 

responsibilities by the Board, the adoption of policies, rules, regulations and 

practices in furtherance thereof, and  the use of judgment and discretion in 

connection therewith, shall be limited only by the specific and express terms 

of this Agreement and then only to the extent such specific and express 

terms hereof are in conformance with the Constitution and laws of the State 

of Michigan, and the Constitution and laws of the United States.  
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ARTICLE III 

EMPLOYEE RIGHTS 

 

A. Relation to Law  

The Board and HESPA, MEA/NEA agree to abide by Act 379 of the 

Public Acts of Michigan for 1965 and all amendments thereto and all 

the applicable laws and statutes pertaining to HESPA, MEA/NEA 

personnel rights and responsibilities. The Board further agrees that it 

will not directly or indirectly discourage or deprive or coerce any 

HESPA, MEA/NEA employee in the enjoyment of their rights granted 

to them under the laws above stated.  

 

B. Facility Usage   

1. The HESPA, MEA/NEA and its members shall have the right to 

use the school building facilities before or after regular class 

hours and during lunchtime.  Such use of the building for 

HESPA, MEA/NEA meetings must be arranged with the 

building administration in advance. The administration retains 

the right of room assignment. Bus use is permitted when 

available. Transportation costs to be paid by HESPA. Bulletin 

boards and mailboxes shall be made available to the HESPA. 

2.  

MEA/NEA for the posting or placement of materials relating to 

official business of the HESPA, MEA/NEA official. All such 

materials shall be sent to the Superintendent’s office at the time 

of such posting.  

 

C. Personnel Files  

Each employee shall have the right upon request to review his/her 

personnel file. An appointment shall be made with the Superintendent’s 

office for this review. If the employee is asked to sign material placed in 

his/her file, such signature shall be understood to indicate his/her 

awareness of the material but in no instance shall said signature be 

interpreted to mean agreement with the content of the material.  

 

D. Employee Discipline   

1. A complaint which would prompt or promote disciplinary action 

made against the employee by any parent, student, or other 

person will be promptly called to the attention of the employee. 

Any complaint not called to the attention of the employee may 

not be used as the basis for any disciplinary action against the 

employee. Disciplinary actions shall be defined as including 

written reprimand, warning, suspensions paid or unpaid, 

discharge.  
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2. No employee shall be disciplined without just cause. Any such 

discipline shall be subject to the grievance procedure except in 

the case of probationary employees. The specific grounds 

forming the basis for disciplinary action will be made available 

to the employee. 

 

3. Any disciplinary action taken against an employee shall be 

appropriate to the behavior that caused the action. 

 

4. A bargaining unit member shall be entitled to have present a 

representative(s) of HESPA MEA/NEA during any meeting 

which will or may lead to disciplinary action by the employer. 

The HESPA, MEA/NEA President and/or the Classification 

Representative shall be released from their work duties and 

station, without loss of pay and benefits, in order to attend such 

meetings with the bargaining unit member and the employer 

which are held during working hours. Upon the request of the 

bargaining unit member, the MEA representative may also 

attend such meeting(s). 

 

5. Should disciplinary action be likely to occur at a given meeting, 

the bargaining unit member shall be advised immediately of said 

possibility and be advised by the employer of the right to 

representation under this provision of the agreement. When a 

request for such information is made, no action shall be taken 

with respect to the bargaining unit member until such 

representation of HESPA, MEA/NEA, is present.  However, the 

District shall not be required to unreasonably delay (more than 

two (2) business days) a meeting based upon the availability of 

the HESPA, MEA/NEA representatives.  

 

6. HESPA will be made aware of any potential disciplinary actions 

against any unit member prior to action being taken by the 

district. 

 

E. HESPA, MEA/NEA Days  

 

HESPA, MEA/NEA shall be granted the following paid working days 

for each year of this Agreement for the release of its delegates to attend 

educational conventions and/or conferences or training of the HESPA, 

MEA/NEA, upon the availability of substitute staff, authorization of the 

HESPA, MEA/NEA and subject to the approval of the 

Superintendent/Designee.  

• 5 Days for each HESPA Executive Board Members (President, 

VP, Treasurer, Secretary) 



6 
 

• 2 Days for each Classification and Building Reps 

F. Assaults by Students, Parents, Fellow Employees, or Citizens  

 

1. Employees will be advised of the provisions contained in Section 

1311a of the School Code, the Hillsdale School Board policies 

pertaining to pupil and/or any person’s physical and verbal assaults 

against employees, and any “Zero Tolerance” discipline rules 

established by the district.  

 

2. Emergency procedures shall be reviewed with the staff annually.  

 

3. First aid supplies shall be available in each building and on each 

bus.  

 

ARTICLE IV 

PROBATIONARY EMPLOYEES 

 

A. The probationary period for all classifications shall be ninety (90) workdays 

including sick or personal days. Discipline, including discharge, shall not be 

subject to the grievance procedure during the probationary period.  

 

B. All new Employees will be evaluated two (2) times during their 

probationary period.  

 

C. All new employees to the district shall be placed on the salary schedule at a 

step his/her experience and/or skill may dictate as determined by the 

District. This will be determined and documented at the time of hire.  

  

D. The President & Treasurer of the HESPA, MEA/NEA shall be notified 

within seven (7) calendar days of any new employee hired in a bargaining 

unit position.  

 

E. Within two (2) pay periods following the completion of their probationary 

period, employees shall be reimbursed for the cost of their pre-employment 

background checks following submission of a receipt for payment to the 

business office.  

 

F. Within 10 days or as soon as possible from the date of hire all new 

bargaining unit members will be offered a new employee orientation to be 

held with their classification supervisor and/or class lead position holder, 

HESPA representative, CPI Trainer, and other positions deemed relevant.  
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ARTICLE V 

SENIORITY 

 

A. SENIORITY LISTS  

A seniority list is available on request from the superintendent's office. 

The employer and appropriate HESPA, MEA/NEA representatives shall 

meet to review all proposed changes in the initial seniority list. If the 

HESPA, MEA/NEA still disagrees with the accuracy of the seniority list, a 

grievance may be filed at that time.  

 

B. SENIORITY DEFINED  

(1) Seniority will be by classification group only. The 

classification groups are those set forth in Schedules A 

through G. Seniority shall rank from the last date of hire. 

“Date of hire” shall be defined as the first day the employee 

reported to work. In case of ties, the date of the letter of offer 

of employment shall govern.   

(2) Employees transferring from one classification into another 

shall retain all seniority within classifications held prior to 

transfer. Seniority in the new classification shall rank from 

the date of transfer.  

(3) Employees transferred out of the bargaining unit into a 

supervisory position shall retain such seniority within 

classification as they had prior to promotion. Such seniority 

use shall be limited to transferring into a vacant or newly 

created position within the bargaining unit. No supervisor 

shall “bump” into a bargaining unit position currently held 

by a bargaining unit member.  

 

C. LOSS OF SENIORITY  

All seniority is lost when employment is severed by resignation, retirement, 

or discharge. Seniority will be frozen at the time of layoff or approved 

leaves and will continue to accumulate upon recall or return from leave.  

 

 

 

ARTICLE VI 

VACANCIES 

 

A. POSTING  

1. Definition of “Vacancy”. A vacancy shall be defined for the purpose of this 

Agreement as a position within the bargaining unit presently unfilled and 

including newly created positions 
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2. Notification (Posting) of vacancies and Application: Vacancies occurring 

within the bargaining unit, including newly created positions, shall be 

provided via email to each bargaining unit employee with a copy of such 

posting to the Association.  Positions as described above shall be posted at 

least seven (7) calendar days prior to being filled and will not be 

permanently filled during the posting period.  Bargaining unit employees 

may apply for such positions by submitting an email of interest to the 

administrator (or designee) identified in the posting. Said positions shall be 

filled in accordance with the procedure outlined in Section B below 

 

 

3. Internal Candidates: Internal applicants shall be interviewed with 

consideration of external applicants. 

 

 

4. Association President shall be notified by administration in advance of any 

vacancies that are to be eliminated or modified.    

 

 

5. All postings shall contain classification, location of work, hours to be 

worked, approximate starting date, and minimum qualifications. 

 

B. FILLING VACANCIES  

 

1. The vacancy shall be filled by an applicant whose seniority, experience, 

education, training, and other qualities qualify him/her for said position. 

 

2. All bargaining unit member applicants for a vacancy shall be notified of the 

outcome of the selection process within five (5) days of the filling of the 

position.  

 

C.  SHORT TERM VACANCIES 

 

When filling a temporary/short term vacancy (more than 14 calendar days – 

less than 90 calendar days) the parties agree that currently employed 

members within the classification shall be given preference to fill the 

position during the term of the vacancy based on seniority.  

 

D. INVOLUNTARY TRANSFERS  

 

The parties acknowledge that minor changes in assignments may be 

necessary due to changes in student enrollment, class size, or staffing needs. 

However, the parties agree that involuntary transfers that substantially alter 

the working conditions of the employee are disruptive and shall be avoided 

when possible.  
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Seniority within the classification shall be considered in determining any 

change in job assignment.  

 

E. CHANGES IN POSITION  

 

If an employee’s hours or position changes, wages and fringe benefits shall 

change accordingly, and the President & Treasurer of the 

HESPA/MEA/NEA shall be notified of such changes within seven (7) 

calendar days.  

 

F. ASSIGNMENT NOTIFICATION  

 

Employees shall be notified, in writing, of their tentative job assignment for 

the next school year no later than June 1. If the employee is not so notified, 

this shall be construed to mean the employee’s tentative job assignment is 

the same as his/her current job assignment.  

 

 

ARTICLE VII 

LAYOFF AND RECALL 

 

A. ORDER OF LAYOFF  

 

1. Lay-off shall be by seniority within job classification to which the employee 

is assigned at the time of lay-off. The term “Classification” shall be defined 

as schedules A-G. 

 

2. Employees with seniority in other classifications may utilize such seniority 

to displace a less senior employee within the classification. Employees thus 

displaced shall have the same right.  

 

B. NOTICE OF LAYOFF  

 

Individuals to be laid off will be given thirty (30) calendar days’ notice in 

writing prior to the effective date of layoff.  

 

C. RECALL FROM LAYOFF  

 

1. Recalled employees shall be entitled to restoration of previously accrued 

leave and salary schedule step placement.  

2. Recall shall be by inverse order of layoff provided the employee is qualified 

for the open position. 

 

(a.) Open and available is a position that exists after non-laid-off bargaining 

unit members have been able to exercise their posting, application and 

other rights provided by the Agreement. 
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3. An employee shall have the right of recall for a period of 18 months from 

the effective date of layoff. No new employees will be hired into a 

classification while employees with the right to recall are laid off within that 

same classification. The laid off employee will be responsible for providing 

the business office with a correct address at all times.  

 

4. Notification of recall shall be sent in writing to the laid off employee’s last 

known address by certified mail with a copy to the President & Treasurer of 

HESPA/MEA/NEA. Failure to respond to the notice in writing within ten 

(10) calendar days shall be considered conclusive evidence of resignation 

and waiver of all future rights to employment. 

 

 

ARTICLE VIII 

WAGES AND WORKING HOURS 

A. The wages and working hours are set forth in the schedules attached to this 

contract as follows:  

Schedule A - Custodian  

Schedule B - Bus Driver  

Schedule C - Cook  

Schedule D - Secretary  

Schedule E - Paraprofessionals 

Schedule F - Maintenance  

Schedule G - Transportation Monitor 

 

B. Experience step increments will be credited based on the employee’s new 

school year contract date following the completion of a “full year.” A full 

year is defined by working as a permanent employee for fifty-one percent 

(51%) or more of a whole year contract. If an employee is hired after the 

start of a contract year and works fifty percent (50%) or less than the 

scheduled contract, he/she remains at the base rate throughout the next full 

year.  

 

C. Employees shall be paid for all days on which they are required to work. 

Employees asked by the employer to work more than their regular 

scheduled working time at their regular job shall be compensated at their 

regular hourly rate for the extra time worked.   

 

1. Sick day and personal day compensation shall be based on the hours 

in the employee’s normal scheduled day.  

2. Overtime pay shall be granted after forty (40) hours worked in a 

week. The following provisions shall apply:  

a. The employee’s immediate supervisor will 

make the approval of overtime.  
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3. Hours worked in excess of forty (40) hours per week will be paid at 

one and one-half (1 ½) times the employee’s regular hourly rate. 

4. When an employee works at more than one type of work, at varying 

wage rates, during a single work week, the employee will be paid at 

one and one-half (1 ½) the employee’s “weighted” rate of pay for all 

hours in excess of forty (40). The formula to determine the weighted 

rate of pay is: total earnings for the week divided by the total 

number of hours worked at all jobs.  

5. Compensatory time off may be given instead of overtime pay if 

mutually agreeable to the employee and the employee’s immediate 

supervisor. Such compensatory time shall be at a rate of one and 

one-half (1 ½) times the overtime hours worked and shall be taken 

within the pay period earned or at a time mutually determined by the 

administrator and the employee. If the employee is unable to take 

compensatory time within this time period, the employee shall be 

paid the overtime rate.  

 

D. In the event a person changes classification, he/she may be assigned by the 

employer to such a level as his/her experience and/or skill level may dictate. 

The change of the salary level shall not be reduced by more than one (1) 

step.  

 

E. Beginning on the contract year following the sixth year of employment with 

the Hillsdale Community Schools, all HESPA. MEA/NEA employees will 

be granted longevity step increments as follows.   

Years 7-25 = Ten ($.10) cents per hour 

 

F. When bargaining unit members work as a substitute in a bargaining unit 

position, they will be paid the base hourly rate of that same classification of 

the subbed position. Experience & years of service in substitute positions 

may qualify for rate adjustment. 

 

G. Upon the employer’s prior approval, bargaining unit members who 

participate, outside of  their regular working hours, in training opportunities 

related to their position such as, but not limited to, CPR, Student Restraint 

Holds, classes required by the State of Michigan for all personnel, etc.; shall 

be compensated for each hour of the training at their hourly rate.  

  

H. All employees scheduled for at least four (4) hours of work per day shall be 

entitled to ten (10) minutes per day of paid break time. Break time shall not 

be taken the first or last hour of the day.  

 

I. All employees scheduled for five (5) hours or more work per day shall be 

entitled to thirty (30) minutes duty free, unpaid lunch period per day.  
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J. Break time and lunch periods shall be taken at times mutually agreed upon 

by the employee and his/her supervisor.  

 

K. In the event an employee cannot utilize his/her lunch period and/or break 

time because of unforeseen work circumstances, he/she shall report such 

incident, in writing, to his/her supervisor. Related difficulties with 

lunchtime or break time shall necessitate a conference with the supervisor, 

the employee, and HESPA, MEA/NEA to determine a mutually acceptable 

resolution to the problem. 

 

L. The HESPA shall have representatives appointed by the President to the 

District calendar committee.  

 

M. Mileage reimbursement (IRS rate) for use of personal vehicles (ex: district 

mail delivery/pick up. etc.)  

 

N. Summer and other off-schedule work will be paid at the predetermined rate 

stated on posting. Experience and time of service may qualify for increased 

rate of pay. 

 

 

ARTICLE IX 

LEAVE PRIVILEGES 

A. Each HESPA/MEA/NEA employee shall be granted a maximum of nine (9) 

days sick leave per year with full pay, with the exception of twelve-month 

employees who will be granted twelve (12) days sick leave per year with 

full pay due to:  

1. Personal illness of employee;  

 

2. Absence necessitated by exposure to contagious 

diseases in which the health of students would be 

impaired by his or her attendance on duty;  

 

3. Illness or disability in the immediate family not to 

exceed five (5) consecutive days per incident except 

with the approval of the Superintendent. Immediate 

family shall be defined as mother, father, 

grandparent, grandchild, mother-in-law, father-in-

law, spouse, child, sibling, and significant others.  

 

4. The Board reserves the right to require a doctor’s 

certification or other evidence of illness or ability to 

work.  
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B. All employees within the bargaining unit will receive three (3) personal 

business days per year. These may be used with no questions asked 

provided advance notice of 48 hours is given to the Administration, except 

in cases of provable emergencies. Advance notice shall include both verbal 

and written notification. Use of email is an acceptable means of written 

communication. Prearranged leaves are encouraged. Unused personal 

business days may accumulate to five (5) days. Unused personal days, 

beyond yearly allowable accumulation, will have a default transfer to sick 

leave after the last payroll involving June workdays has been processed, 

unless the district receives written notice from the employee. A stipend shall 

be paid for any remaining unused personal days at a rate of 100% of the 

employee’s regular hourly rate. The days will be converted into hours for 

this calculation. (This conversion addresses that support staff employees 

have varied daily hours from employee to employee.)  

 

C. Employees shall be entitled to Bereavement Leave consisting of three (3) 

days per death in the family (as defined below). The Superintendent may 

grant funeral leave, in excess of five (5) days, to be deducted from the 

employee’s sick leave. Bereavement Leave is intended to be used for the 

planning/attending services internment. Immediate family shall be defined 

as mother, father, grandparent, grandchild, mother-in-law, father-in-law, 

spouse, child, sibling, brother-in-law, sister-in-law, and or anyone of 

significance in the employee’s life. 

 

D. Unused sick leave may accumulate to a maximum of one hundred twenty 

(120) days. Each unused sick day and including unused personal days 

beyond the allowed 120 days will be purchased at a rate of fifty dollars 

($50.00) per day or put into a 403B or HSA Plan at the discretion of the 

employee. 

 

E. Employees within the bargaining unit employed by Hillsdale Community 

Schools shall be paid for their accumulated personal/sick leave days at the 

rate of $50 per day for full-time employees and $45 per day for less than 

full-time employees at the time of retirement– defined as: application to 

draw money from MPSERS. Full-time employees are those employees 

working six (6) or more hours per day or 30 hours or more per week. The 

only exception to retirement is the elimination of a classification. The 

District shall make this payment by the end of June and the employee shall 

have the choice of a cash payout or a  deposit directly into a 403B or HSA 

plan on behalf of the member.  

 

F. Immediate short-term leave of absence with pay may be approved by the 

superintendent to investigate a sensitive situation.   

 

G. A short-term leave of absence without pay may be granted for valid reasons 

upon approval of the Superintendent. If the Superintendent is not available, 
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approval should be obtained from the employee’s immediate supervisor. 

Not to exceed that allowed by Board policy.  

 

H. Military Leave-Leaves of absence will be granted to employees who are 

active in the National Guard of a branch of armed force reserves for the 

purpose of fulfilling their annual field training obligations or when called to 

active duty, provided such employees make written requests for such leave 

of absences immediately upon receiving their orders to report for such duty. 

 

I. Leave of absence without pay shall be granted to any bargaining unit 

member who shall be inducted or shall be called or shall enlist in military 

duty in any branch of the Armed Forces of the United States. Bargaining 

unit members on military leave shall be granted the benefit of any increment 

which would have been credited to them had they remained in active service 

of this school system. Sick and personal days accumulated from the date of 

enlistment or draft shall be held for said employee until his/her return or 

otherwise held in accordance with other provisions of this agreement. 

  

J. In the event of absence due to injury in the course of an employee’s 

employment for which the employee received compensation under the 

Michigan Worker’s Compensation Act, the employee shall be paid the 

difference between the employee’s salary and the benefits received from 

Worker’s Compensation provided that the additional compensation 

provided hereunder is valid by law and will not reduce the amount the 

employee receives from Worker’s Compensation insurance. This difference 

will be paid for a period of two years from the date of leave. At this time, 

the employee shall have the option of using accumulated sick days to make 

up the difference on a prorated basis.  

 

K. Jury Duty – Upon presentation of documentation of service the employee 

called for jury duty or subpoenaed to give testimony for any judicial or 

administrative tribunal shall be compensated for the difference between the 

regular pay and the pay received for the performance of such obligations. 

Upon receipt of court payment, a copy of the check needs to be provided to 

the Business office so that the difference can be correctly applied.  

 

L. In the event that a person runs out of sick leave, HESPA, MEA/NEA may 

recommend an extension to the Board. Any such grant would be on an 

individual basis and subject to action by the Board. An employee who is 

unable to work because of personal illness or disability and who has 

exhausted all sick leave available shall be granted a leave of absence 

without pay for the duration of the illness or disability up to one year. The 

leave may be renewed each year upon written request by the employee and 

approval by the Board.  
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1. The Board agrees to continue to provide the health 

and life insurance benefits provided for by this 

Agreement for the duration of said leave.  

2. 2. The Superintendent shall certify the legitimacy of a 

claim for compensation for absence.  

 

M. It is agreed that regular attendance is an essential and important component 

of each employee’s duties and responsibilities. If the Superintendent has 

reasonable belief that a specific employee may be abusing his/her sick leave 

benefits, a medical note may be requested. Abuse of sick leave by such 

employees may constitute just cause for progressive discipline up to and 

including discharge. 

 

N. Any bargaining unit member who has been granted or is on leave, including 

Article X leaves, that does not include Board paid insurance coverage is 

responsible for notifying the Hillsdale Community Schools’ business office 

to request cancellation of coverage or continuation of coverage. 

Continuation of coverage may be covered by COBRA rights or other 

employee-paid options. The Board agrees to process COBRA or other 

employee paid options to continue coverage when allowed by the insurance 

carrier.  

 

O. Upon return from any leave granted under this article, the employee shall 

have his/her unused sick leave restored. During any leave an employee, at 

his own expense, may continue his health or life insurance. Increments or 

other benefits shall not be allowed during the leave except as specified in 

Section I, Paragraph 4 above.  

 

 

ARTICLE X 

MATERNITY/CHILD CARE 

A. A leave of absence without pay will be granted for up to one year for the 

purpose of maternity/childcare. 

  

B. Any employee requesting maternity leave shall notify the school 

administration of the pregnancy no later than the fifth month of the 

condition.  

 

C. The employee may continue working as long as he/she can maintain his/her 

regularly assigned responsibilities. The employee’s physician will furnish a 

statement to this effect.  

 

D. The application for such leave shall be received by the superintendent no 

later than thirty (30) days prior to the effective date of such leave and shall 
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include a statement of the date on which the employee wishes to commence 

the leave.  

 

E. An employee on leave under the above conditions wishing to return to duty 

shall submit a written request with the Superintendent at least sixty (60) 

calendar days prior to the date the employee wishes to return to work or 

sixty (60) calendar days prior to the end of the leave.  The employee shall 

be returned to employment when there is a position open or no later than the 

beginning of the following school year, provided the employee is not 

subject to layoff.  

 

F. The employee adopting a child shall receive a similar leave which shall 

commence upon the placement of the child.  

 

G. In the event any provisions in this contract conflict with the Family Medical 

Leave Act of 1993, the provisions of the Family Medical Leave Act will 

prevail.  

 

H. If the employee is returning to employment prior to expiration of or 

immediately upon expiration of a leave under the Family and Medical 

Leave Act of 1993, the employee shall be returned to employment at that 

time, unless that employee is subject to layoff. 

 

ARTICLE XI 

EMPLOYEE EVALUATIONS 

A. The completed evaluation shall be given to the employee. An opportunity to 

discuss the evaluation with the supervisor shall be provided within ten (10) 

days of the completion of the evaluation. 

  

B. If the employee disagrees with the evaluation he/she may write a rebuttal 

which shall be attached to the evaluation and kept in the employee’s file.  

 

C. All bargaining unit members shall be evaluated a minimum of once every 

three (3) years, or more frequently if deemed necessary by the 

Superintendent or Designee. Failure to evaluate an employee at least once 

every three (3) years shall be interpreted as satisfactory work for that year.  

1. Employees shall be given “yearly targets” to establish 

goals beneficial to the District and the Employee.  

2. Each employee will be required to sign his/her 

evaluation. However, the signature will not 

necessarily indicate the employee agrees with the 

evaluation. 
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3. All employees shall be given a copy of any document 

relating to their performance which is to be placed in 

a personnel file.  All staff members have the right to 

submit a rebuttal to their evaluation which will be 

included in their personnel file and attached to the 

year-end evaluation. 

D. Employee evaluations shall not be conducted by bargaining unit members, 

however, Cook Managers, Head Custodians, and the Lead Foreman may 

provide input on bargaining unit member evaluations when asked. No 

bargaining unit member, including but not limited to, Cook Managers, Head 

Custodians, and the Lead Foreman shall be permitted to discipline another 

bargaining unit member. 

 

ARTICLE XII 

INCLEMENT WEATHER 

 

A. Twelve-month employees are expected to report for work on days when 

school is dismissed and instruction is not provided due to conditions not 

within the control of the Board such as inclement weather. If weather 

conditions on the public roads prohibit said employee from reporting for 

work on time, he/she shall notify his/her immediate supervisor or his/her 

designee by the hour when he/she normally would report for work that 

he/she will report as soon as possible. 

  

B. Employees working a full day under this section shall be granted 

compensatory time off for school days which are not rescheduled. 

Compensatory time off shall be taken at a time to be determined by the 

Superintendent or the Superintendent’s designee, on the first occurrence. If 

a second day shall occur when school is not in session and not rescheduled, 

compensatory time off shall be taken at a time when school is not in session 

and mutually agreed upon with the employee and supervisor.  

 

C. If days are rescheduled, the employee shall work said rescheduled days and 

receive no extra pay.    

 

D. All other employees who don’t report for work on days when school is not 

in session due to inclement weather shall receive pay for the days which are 

canceled. If a canceled day legally must be rescheduled, the employee shall 

work on the rescheduled day without compensation.  

 

E. All bus drivers shall be paid for Act of God days based on their average 

regular district run time per day. If the District determines that any such 

days will be made up to meet State requirements, the drivers shall be paid 

only the number of rescheduled days driven beyond those for which they 
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have already received pay. If rescheduled days of driving include runs to the 

ISD or other contracted time, the driver shall receive his/her full pay for the 

day rather than only the district runs. 

 

F. Twelve-month employees shall be given up to two (2) days compensatory 

time for school cancellation which are then to be used during the summer.  

 

G. When school is delayed, full time employees, who normally work during 

the delayed time, shall report to work during the time school is in session 

that day. Part-time employees shall work their normal work schedule, while 

and if students are present, on each delayed school day. All employees will 

receive their normal daily pay.  

 

 

 

ARTICLE XIII 

GRIEVANCE PROCEDURE 

 

A. Grievances: It is understood and agreed that should a difference arise between 

the Board and any of its employees as to the application of the provisions of 

this agreement, there shall be no stoppage or suspension of work because of 

such grievance. The employee should follow the following steps to file a 

grievance with the district. 

 

1. A HESPA, MEA/NEA employee with a complaint shall discuss it with 

his/her immediate supervisor, principal, or superintendent within five (5) 

working days after the occurrence of the alleged grievance.  

 

2. Any HESPA, MEA/NEA employee having a complaint of occurrence in the 

interpretation or application of this Agreement may present in writing 

his/her grievance individually or with the aid of his/her HESPA, MEA/NEA 

representative to his/her principal or immediate superior within ten (10) 

working days of said occurrence. The grievance form is attached as 

Appendix B. The administrator with whom the grievance has been filed 

shall within five (5) working days give an answer in writing to the 

grievance. The written grievance, as contemplated by this paragraph, shall 

be specific and contain a statement of the fact upon which the grievance is 

based and shall refer to the articles and sections of the Agreement which 

have been allegedly misinterpreted or violated and shall state the relief 

requested, and must further bear the name of and be signed by the employee 

or employees involved.  

 

3. In the event the aggrieved person is not satisfied, he/she shall transmit the 

grievance in writing to the Superintendent within ten (10) working days 

who shall have ten (10) working days from receipt to approve or disapprove 

it.  The aggrieved person has a right to a hearing with the HESPA, 



19 
 

MEA/NEA representative present. If the grievance is denied by the 

Superintendent, within ten (10) working days the grievance shall be 

transmitted to the secretary of the Board if the aggrieved person so requests 

with a statement of the reasons why it is being disapproved.  

 

4. Within twenty (20) days of the receipt of grievance, the Board or a 

committee of the Board shall consider the grievance. The aggrieved person 

has a right to a hearing with the HESPA, MEA/NEA representative present. 

The Board shall prescribe such procedures as it may deem appropriate, 

provided, however, that in no event, except with express written consent of 

the HESPA, MEA/NEA shall final determination of the grievance be made 

by the Board more than twenty (20) days after the Board first considers the 

grievance.  

5. Individual employees shall not have the right to process a grievance at Step 

five.  

(a) If the HESPA, MEA/NEA is not satisfied with the disposition of 

the grievance at Step Four, it may within ten (10) days after the 

decision of the Board, refer the matter for arbitration to the 

American Arbitration Association, in writing, and request the 

appointment of an arbitrator to hear the grievance. If the parties 

cannot agree upon an arbitrator, he/she shall be selected by the 

American Arbitration Association in accordance with its rules.  

(b) Neither party may raise a new defense group at Step Five not 

previously raised or disclosed at other written steps. Each party 

shall submit to the other party not less than one week prior to 

hearing a prehearing statement alleging facts, grounds and 

defenses which will be proven at the hearing and hold a 

conference at that time in an attempt to settle the grievance.  

(c) The decision of the arbitrator shall be final and conclusive and 

binding upon employees, the Board and the HESPA, 

MEA/NEA; subject to the right of the Board or the HESPA, 

MEA/NEA to judicial review, any lawful decision of the 

arbitrator shall be forthwith placed into effect.  

(d) Powers of the arbitrator are subject to the following limitations:  

1. He/she shall have no power to add to, subtract from, 

disregard, alter or modify any of the terms of this 

agreement.  

2. He/she shall have no power to establish salary 

schedules or to change any salary except in 

accordance with the schedules attached hereto.  

3. He/she shall have no power to change any practice, 

policy or rule of the Board nor substitute his/her 

judgment for that of the Board as to the 

reasonableness of any such practice, policy, rule or 

any action taken by the Board. 
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4. He/she shall have no power to decide any question 

which, under this agreement, is within the 

responsibility of the management to decide. In 

rendering decisions, an arbitrator shall give due 

regard to the responsibility of management and shall 

so construe the agreement that there will be no 

interference with such responsibilities, except as they 

may be specifically conditioned by this agreement.  

5. He/she shall have no power to interpret state or 

federal law.  

6. He/she shall not hear any grievance previously barred 

from the scope of the grievance procedure.  

(e) If either party disputes the arbitrability of any grievance under 

the terms of this agreement, the arbitrator shall determine the 

arbitrability issue before proceeding to the issue on the merits. In 

the event that a case is appealed to the arbitrator on which he/she 

has no power to rule, it shall be referred back to the parties 

without decision or recommendation on its merits.  

(f) More than one grievance may not be considered by the arbitrator 

at the same time except upon expressed written mutual consent 

and then only if they are of similar nature.  

(g) The cost of arbitrator shall be borne equally by the parties except 

each party shall assume its own cost for representation including 

any expense of witnesses.  

 

B. Should an employee fail to institute a grievance within the time limits 

specified, the grievance will not be processed. Should an employee fail 

to appeal a decision within the limits specified or leave the employ of 

the Board (except a claim involving a remedy directly benefiting the 

grievant regardless of his employment), all further proceedings on a 

previously instituted grievance shall be barred.  

 

C. Grievance may be initiated by HESPA, MEA/NEA.  

 

D. Where no wage loss has been caused by the action of the Board, the 

Board shall be under no obligation to make monetary adjustments, and 

the arbitrator shall have no power to order one.  

 

E. Arbitration awards or grievance settlements will not be made retroactive 

beyond the date of the occurrence or non-occurrence of the event upon 

which the grievance is based. In no event, however, shall the award be 

earlier than thirty (30) days prior to the date on which the grievance is 

filed.  
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F. If any HESPA, MEA/NEA employee for whom a grievance is sustained 

shall be found to have been unjustly discharged, he/she should be 

reinstated with full reimbursement of all professional compensation lost. 

 

G. All parties to this Agreement shall make earnest attempts to dispose of 

grievances at each level as set forth in the grievance procedure, and the 

grievance procedure as set forth herein shall be the exclusive procedure 

to be followed in the case of a grievance.  

 

H. Nothing contained herein shall be construed to prevent any individual of 

this HESPA, MEA/NEA from presenting a grievance and having the 

grievance adjusted without intervention of the HESPA, MEA/NEA if 

the adjustment is not inconsistent with the terms of this Agreement 

provided that a HESPA, MEA/NEA representative has been given 

an opportunity to be present at such adjustment.  

 

I. For purposes of this Article, the term “working day” shall be defined as 

days when the School District’s central office is open for business.  

 

 

 

ARTICLE XIV 

NEGOTIATION PROCEDURES 

 

A. When either party recognizes a concern that is addressed by or affects the terms 

of the contract, it will be brought to the attention of the appropriate parties. In 

the event the provisions contained in this Agreement are open for negotiations 

as provided in other sections of this Agreement, the parties will promptly 

negotiate for the purpose of reaching an agreement upon such provisions.  

 

B. In any negotiations described in this Agreement, neither party shall have any 

control over the selection of the negotiation or bargaining representatives of the 

other party, and each party may select its representatives within or outside the 

school district. It is recognized that no final agreement between the parties may 

be executed without ratification by the Board and HESPA, MEA/NEA. The 

parties mutually pledge that representatives selected by each shall be clothed 

with all necessary power and authority to make concessions in the course of 

negotiations and bargaining, subject only to ultimate ratification.  

 

C. If the parties fail to reach an agreement in any such negotiations, either party 

may invoke any/all remedies in compliance with State law.  

 

D. The Board shall pay for the cost associated with printing and assembling the 

contract. The HESPA, MEA/NEA shall be provided with copies of the 
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Agreement for all members when finalized. The HESPA, MEA/NEA will type 

and prepare a copy of the Agreement for printing.  

E. An employee engaged during the school day in negotiating on behalf of the 

HESPA, MEA/NEA with any representative of the Board shall be released from 

regular duties without loss of salary.  

 

F. At least sixty (60) days prior to the expiration of this Agreement, either party 

will notify the other, in writing, of their intent to open negotiations. The parties 

will then agree to a date, prior to the expiration date, to meet to open 

negotiations. 

 

 

ARTICLE XV 

SAVINGS CLAUSE 

 

If any provision of this Agreement or any application of the Agreement to any 

employee or group of employees shall be found contrary to law, then such 

provision and application shall be deemed null and void except to the extent 

permitted by law; but all other provisions or application shall continue in full force 

and effect.  

 

 

ARTICLE XVI 

DURATION OF AGREEMENT 

 

This agreement shall commence on the First Day of July 2026 and shall continue in 

full force and effect until June 30, 2028.  

 

IN WITNESS THEREOF, the parties hereto have set their hands on this 29th day of 

June 2026.  

 

Hillsdale Educational Support Personnel Association & Hillsdale Board of 

Education  

 

__________________________                ___________________________ 

HESPA President            Superintendent  

 

__________________________          ___________________________  

MEA  Negotiator                       Board of Education President 
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SCHEDULE A – CUSTODIANS 

 
 

Hourly Pay Rate 2026/27 Hourly Pay Rate 2027/28 

Step 1  17.40  17.90 

Step 2  17.97  18.47  

Step 3  18.68 19.18  

Step 4  19.29  19.79  

Step 5  19.87  20.37  

Step 6  21.75  22.25  

 

 

Each eligible staff member will move one step on the salary schedule and longevity 

effective with the first pay of the 2026/27 and 2027/28 school year.  

 

A 1% increase to the salary steps shall be implemented for the 2027/28 school year if 

the “Unassigned” Fund Balance is equal to or greater than 15% at the close of the fiscal 

year 2026/27.   

 

1. Head custodians at HHS, DMS, Gier will be paid an additional 3% per 

hour.  

 

2. Work schedules shall be adjusted prior to certain holiday periods.  

 

3. Custodians shall have these paid holidays: (1) Labor Day – 8 hours, (2) 

Thanksgiving Day – 8 hours, (3) Friday after Thanksgiving – 8 hours, (4) 

Christmas Eve – 8 hours, (5) Christmas Day – 8 hours, (6) New Year’s Eve 

– 8 hours, (7) New Year’s Day – 8 hours, (8) Friday of Spring Break – 8 

hours, (9) Memorial  Day – 8 hours, and (10) July 4 – 8 hours, providing 

there is no school in session.  

 

a. When the above holidays fall on Saturday, the preceding Friday will 

be used as the holiday; if the legal holiday falls on Sunday, the 

following Monday or preceding Friday will be used as the holiday.  
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b. If school is in session the day before Christmas or New Years, the 8 

hours for each day will be made up during Christmas vacation.  

 

4. Custodians normally work forty (40) hours per week, eight (8) hours per 

day, and a five-day week. Upon mutual agreement of the HESPA and Board 

of Education summer hours may be altered to four (4) ten (10) hour days.  

 

5. Vacation schedule for custodians: beginning July 1 of each year one (1) 

week for the 1st year*, two (2) weeks after two years, three (3) weeks after 

eight years, four (4) weeks after fifteen years. After 20 years, the employee 

shall accumulate one day per year to a maximum of twenty-five (25) days. 

No more than three (3) consecutive weeks of vacation time may be taken at 

one time.  

 

6. The first year of vacation may be prorated based on date of hire.  

 

7. With superintendent approval, up to five (5) vacation days may be rolled 

over to the next year.  

 

8. Except in the case of an emergency one week’s notice shall precede use of 

vacation time.  

 

9. Up to two (2) vacation days may be used in conjunction with personal days. 

48-hour notification.  

 

10. Custodial personnel called in for emergency purposes, outside of their 

normal work schedule, shall be paid for a minimum of one (1) hour as “call 

in” time. “Call In” time will be paid at the rate of 1 ½ times his/her hourly 

rate.  

 

11. Custodial personnel shall be permitted, but not required, to supervise 

volunteers, prisoners, and/or outside employees.  

 

12. Custodial personnel asked and expected to check the buildings outside their 

normal scheduled work hours shall be paid for the extra time spent checking 

the building.  The minimum of one (1) hour’s pay shall be paid for each 

time the building is checked. The rate of pay shall be 1 ½ times their hourly 

rate for each hour worked.  Any necessary work beyond the one (1) hour 

minimum shall be reported to the supervisor and compensated at the 1 ½ 

times their hourly rate.  

 

13. A reimbursement of $200 shall be allocated each contract year to all 

custodians for the purpose of purchasing/replacing clothing & equipment 

needed to perform their regular daily duties. Reimbursement will be made 

when the employee turns in receipts to the Business Office.  
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SCHEDULE B – BUS DRIVERS 

 
 

Hourly Pay Rate 

2026/27 

Hourly Pay 

Rate  

2027/28 

Step 1  $ 25.00 $ 25.50 

Step 2  $ 25.55  $ 26.05  

Step 3  $ 26.10 $ 26.60  

Step 4  $ 26.65  $ 27.15  

Step 5  $ 27.50  $ 28.00  

Step 6  $ 28.25  $ 28.75  

Extra 

Trips  

$ 18.00  $ 18.25  

 

Each eligible staff member will move one step on the salary schedule and longevity 

effective with  the first pay of the 2026/27 and 2027/28 school year.  

 

A 1% increase to the salary steps shall be implemented for the 2027/28 school year if 

the  “Unassigned” Fund Balance is equal to or greater than 15% at the close of the 

fiscal year 2026/27. 

 

1. Bus Drivers will be paid on an hourly rate based on the above. A time clock 

will be furnished.   

 

2. Insurance eligibility for the Single Hard Cap amount is provided to bus drivers 

averaging at least five (5) hours per day. The “lookback period” of January-

May + September will be used to determine eligibility. Eligible hours include 

regular routes, “A” trips, and “B” trips, and “C” trips.   

 

3. Bus drivers will receive one (1) hour of pay for any trips they are scheduled to 

drive that are canceled.  They will not lose their turn in the trip rotation for trips 

canceled at least 24 hours in advance of the scheduled departure time.  If a bus 

driver is scheduled for an extra trip and that trip is canceled with less than a 24-

hour notice, the district will compensate the driver at the calculated trip rate 

listed below. Events canceled by acts of God will be excluded from additional 

compensation at the calculated trip rate but not the additional one (1) hours 

pay.  For calculated trip rate hours involving 24 hours or less of notice, 

determination will be made in consideration with the driver and the 

transportation supervisor.  If there is a dispute regarding hours to be 
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compensated between the supervisor and the driver, the superintendent will 

make the final determination. 

 

4. When school is canceled or delayed for any reason and bus drivers have not 

been notified before their regularly scheduled clock in time and have arrived at 

the transportation department they will receive one additional hour “show up” 

pay to be added to the regular district paid day.   

 

5. Substituting for regularly scheduled extra runs shall be offered to bargaining 

unit member drivers on the basis of seniority. If no bargaining unit member is 

available, outside substitutes may be used.  

 

6. A regular bus driver substituting on a regularly scheduled extra run shall 

receive full route pay.  

 

7. The District will pay the expenses for up to three (3) physicals within a calendar 

year for the State-approved physical examinations for bus drivers when 

required by law. 

 

8. Summer school driving will be paid for at the individual driver’s rate. All 

summer routes shall be offered based on seniority. 

  

9. All extra trips will be offered to bus drivers on a rotation basis by seniority. 

Extra trips will be defined but not limited to athletic events, class field trips, 

shuttles between buildings, any school related transportation needs of students.  

 

10. “A” trips are defined as any trip over two (2) hours. “B” trips are defined as any 

trip less than (2) hours. “C” trips are defined as any trips scheduled for more 

than a twenty-four (24) hour period or overnight. “A” trips, and “B” trips, and 

“C” trips will maintain their own individual seniority list and will be offered on 

a rotating seniority basis.  If a driver declines one type of trip, he/she remains 

eligible, in rotation, for the other types.  

 

11. Bus routes shall be established, modified and assigned with the goal of 

minimizing student riding time, and in accordance with the following 

procedures:  

• All routes shall be established by the District at the beginning of 

each school year.  The starting time, preliminary routing, number of 

students and estimated time of the route will be provided. Knowing 

this, drivers shall select from all district routes at a bid meeting on 

the basis of seniority (the most senior driver selecting first).  

 

• The bid meeting shall take place no later than 14 days prior to the 

first day of school for students.  
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• During the period between bidding, efforts shall be made to spread 

any permanent redirections in routes proportionately among multiple 

routes. It is realized that there are temporary variations that can 

occur because of student attendance patterns. 

  

• All Extra daily scheduled bid runs will be offered and assigned by 

seniority prior to the beginning of the school year or as soon as the 

transportation department is made aware of the extra work. 

 

12. Sick and personal leave to be paid based on the regular hours per day. All bus 

drivers shall be paid for days off due to use of accumulated sick time. The 

District shall review each driver’s actual district run-time to determine the 

number of hours worked daily and shall provide a summary document of each 

driver’s hours to the individual driver & the HESPA president. The summary 

document will show each driver the actual run time for each driver and a 

column showing the average run-time. The District shall then pay each driver 

the hours of their daily district run(s) as indicated in the summary document. 

The documented hours shall remain in effect until the annual fall bid meeting. 

After the fall bid meeting, drivers’ pay for days of sick leave may be adjusted to 

match the actual district run-time bid but may not be decreased from average 

run-time in the summary document formed at the annual fall bid meeting.  

  

13. The District shall pay for State/National licensing fees which are required for 

employment as a bus driver.  

 

14. When directed, Bus Drivers will be included in IEP and Team Meetings. Bus 

Drivers shall be compensated for participation in IEP and team meetings 

outside their scheduled hours. If a Bus Driver requests to attend the IEP, the 

request will be reviewed with the immediate supervisor, and a decision will be 

made as to the appropriateness of the Bus Driver’s attendance. 

 

15. A reimbursement of $200 shall be allocated each contract year to all bus drivers 

for the purpose of purchasing/replacing clothing & equipment needed to 

perform their regular daily duties. Reimbursement will be made when the 

employee turns in receipts to the Business Office.  

 

16. Bus drivers assigned to extra trips during the regular school day shall be paid in 

thirty (30) minute increments, with all time rounded up to the next thirty (30) 

minute increment. 

 

17. The District may utilize district-owned vans for student activities and athletic 

trips when the number of participating students/athletes and equipment needs 

make van transportation practical, safe, and cost-effective. 
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In general, district-owned vans may be used for: 

• Activities involving groups that do not exceed the legal seating capacity 

of the assigned van; 

• Small-group activities and competitions as approved by the District. 

 

The following athletic programs may use district-owned vans without utilizing the 

regular extra-trip bidding process, provided the number of participants does not 

exceed the legal seating capacity of the vehicle.  

• Boys and Girls Golf 

• Boys and Girls Tennis 

• Boys and Girls Bowling 

 

The following programs may utilize district-owned vans when nine (9) or fewer 

athletes are participating, without utilizing the regular extra-trip bidding process.  

• Cross Country 

• Cheer 

• Wrestling 

• Track and Field (MHSAA State Competition) 

 

The following athletic programs shall continue to utilize the regular 

transportation extra-trip bidding process: 

• Football 

• Volleyball 

• Basketball Boys and Girls 

• Track and Field 

• Soccer Boys and Girls 

• Baseball 

• Softball 
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SCHEDULE C – COOKS 

 
 

Hourly Pay Rate 

2026/27 

Hourly Pay Rate 

2027/28 

Step 1 15.60 16.10 

Step 2 16.10 16.60 

Step 3 16.61 17.11 

Step 4 17.41 17.91 

Step 5 18.54 19.04 

Step 6 19.57 20.07 

Manager 21.14 21.64 

 

Each eligible staff member will move one step on the salary schedule and longevity 

effective with the first pay of the 2026/27 and 2026/27 school year.  

 

A 1% increase to the salary steps shall be implemented for the 2027/28 school year if 

the “Unassigned” Fund Balance is equal to or greater than 15% at the close of the fiscal 

year 2026/27.   

 

The actual number of days worked may vary from Cook Manager classification to 

Cook classification. A work schedule will be established by the supervisor of food 

service at least 14 days prior to the 1st day of school or as soon as possible of each year 

of this contract.   

 

1. The cook manager for each building shall be paid $10.00/week to personally do 

the laundry for their respective building.  

 

2. If a cook takes over in the absence of the manager who does not come in the 

second day, the cook’s pay shall be the manager’s pay from the second day the 

manager is off work.  

 

3. If a kitchen is used for outside activities during the school year, a cook shall be 

in charge of  the kitchen and shall be paid according to Schedule C above. 

When extra time/overtime is assigned to the cooks, it shall be assigned on a 

rotating basis within the building.  



30 
 

4. The cook manager or representative will meet with the supervisor monthly to 

go over menus.  

 

5. Cooks working additional hours in the breakfast program on scheduled half 

days will be compensated at their regular pay rate for the actual time worked.  

6. When cooks are required to attend special training for their job they shall be 

paid at their    regular rate of pay.  

 

7. Managers at each building shall receive an additional two hundred dollars 

($200.00) annually.  

 

8. The District shall pay State and National Cooks Certification fees for all Cook 

Managers and Cooks. If a member(s) is required to attend training/conferences 

during non-working hours, the member(s) will be paid at their regular hourly 

wage and all costs incurred (registration, mileage, meals, lodging, etc.)  

 

9. Cooks called in for emergency purposes, outside of their normal work schedule, 

shall be paid for a minimum of one (1) hour pay as “call in” time. The rate of 

pay shall be 1 ½ times their hourly rate for each hour worked.  

 

10. When directed, Cooks will be included in IEP and Team Meetings. Cooks shall 

be compensated for participation in IEP and team meetings outside their 

scheduled hours. If a Cook requests to attend the IEP, the request will be 

reviewed with the immediate supervisor, and a decision will be made as to the 

appropriateness of the Cook’s attendance 
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SCHEDULE D – SECRETARIES 

 
 

Hourly Pay Rate 2026/27 Hourly Pay Rate 2027/28 

Step 1 16.50      17.00 

Step 2 17.63 18.13 

Step 3 18.78     19.28 

Step 4 19.91     20.41 

Step 5 21.06    21.56 

Step 6 22.19    22.69 

 

Each eligible staff member will move one step on the salary schedule and longevity effective 

with  the first pay of the 2026/27 and 2027/28 school year.  

 

A 1% increase to the salary steps shall be implemented for the 2027/28 school year if 

the  “Unassigned” Fund Balance is equal to or greater than 15% at the close of the fiscal year 

2026/27. 

 

1. Secretaries shall have the following paid holidays: Labor Day, Thanksgiving Day, 

Friday after Thanksgiving, Christmas Day, New Year’s Day, Good Friday (when said 

holiday falls within the secretarial work week and school is not in session), and 

Memorial Day.  

2. Secretaries who call substitute staff outside the regular work day will be paid at a rate 

to be negotiated with the HESPA, MEA/NEA in the event such service becomes 

necessary. 

3. No secretary will be required to work beyond their regular working hours unless they 

are compensated, at their regular pay rate, for the extra work time. 

4. Additional secretarial work shall be offered to the building secretary where the work 

originates and shall be compensated under paragraph 3 above.  The parties recognize 

that sometimes additional secretarial work can only be performed during normal work 

hours. Substitutes may be used to assist with secretarial work at these times. Secretarial 

work shall not be performed by substitutes when the secretary is in attendance.   

5. The actual number of days worked may vary from one secretary to another, however, 

building secretarial positions each at the high school and at Davis shall have a 

minimum of 212 workdays including the paid holidays above. Secretarial positions at 

Gier and the transportation department shall have a minimum of 208 workdays 

including the paid holidays above. Additional secretarial positions may be established 

without regard to the minimum day requirement. A work schedule will be established 
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by the employer two weeks before the first workday of each year of this contract. The 

actual workdays may be substituted for others if the supervisor and secretary mutually 

agree to do so.  
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SCHEDULE E – PARAPROFESSIONAL  

Paraprofessionals that meet the Title I federal requirement or have Two years of 

study at an institution of higher education or an associate degree (or higher), or 

meet rigorous standards through formal state academic assessment meet the 

requirements for the PARA A schedule.  Any paraprofessional who does not meet 

these requirements will be placed on the PARA B salary schedule. 

PARAPROFESSIONAL (PARA A) 

 
 

Hourly Pay Rate  

2026/2027 

Hourly Pay Rate  

2027/2028 

Step 1 $16.00 16.50 

Step 2 16.80 17.30 

Step 3 17.64 18.14 

Step 4 18.52 19.02 

Step 5 19.45 19.95 

Step 6 20.20 20.70 

 

 PARAPROFESSIONALS (PARA B) 

 
 

Hourly Pay Rate  

2026/2027 

Hourly Pay Rate  

2027/2028 

Step 1 $15.00 15.50 

Step 2 15.50 16.00 

Step 3 16.01 16.51 

Step 4 16.81 17.31 

Step 5 17.94 18.44 

Step 6 18.97 19.47 
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Each eligible staff member will move one step on the salary schedule and 

longevity effective with  the first pay of the 2026/27 and 2027/28 school year.  

A 1% increase to the salary steps shall be implemented for the 2027/28 school year 

if the  “Unassigned” Fund Balance is equal to or greater than 15% at the close of 

the fiscal year 2026/27. 

1. Paraprofessionals will be paid on a salaried basis computed on their normal 

working hours for the duration of this agreement. Salary amount will be 

established before the start of each school year in this agreement. Adjustments 

to salaries may be made periodically throughout the school year to conform to 

actual time worked but may not be decreased from the amount established at 

the beginning of the current school year. 

 

2. When directed, Paraprofessionals will be included in IEP and Team 

Meetings.  Paraprofessionals shall be compensated for participation in IEP and 

team meetings outside their scheduled hours. If a Paraprofessionals requests to 

attend the IEP, the request will be reviewed with the immediate supervisor and 

a decision will be made as to the appropriateness of the Paraprofessionals 

attendance.  

 

3. The District shall pay registration fees for training and coursework required by the 

District. Paraprofessionals will be compensated at their current rate of pay for the 

time required to attend classes and other training required by the District whenever 

such training is scheduled outside the Paraprofessionals normal working hours.  

(a) With prior approval of the Superintendent or Designee, 

Paraprofessionals voluntarily participating in the District 

approved in-service training, may be compensated at the 

education/training rate for the actual hours of such training.  

(b) The District shall not be obligated to compensate 

Paraprofessionals for attendance at conferences or workshops 

outside their normal working hours which they are not required 

to attend or for any training not approved in advance of its 

occurrence. 

 

4. When a Paraprofessionals is required to diaper a student or assist a student 

with toileting involving exposure to the genital area, another employee will 

be present when requested by the Paraprofessionals. 

 

5. When paraprofessionals are assigned instructional or student support duties 

within a curricular area, the district shall include those paraprofessionals in 

related professional development whenever practicable. Compensation for 

participating paraprofessionals shall be provided by the district in 

accordance with item 3 above.  

 



35 
 

6. Mentor Program  

 

A. Assignment of Mentors  

When paraprofessionals are hired without 

specific experience related to the position for 

which they are hired, the district shall make 

reasonable efforts to assign a mentor within the 

same building and with similar job experience as 

the mentee. 

B. Eligibility Requirements 

Paraprofessionals serving as mentors must have a 

minimum of three (3) years’ experience within 

the district 

C. Voluntary Participation 

Participation in the mentor program shall be 

voluntary. No paraprofessional shall be required 

to serve as a mentor 

D. Training Requirements 

Paraprofessionals selected to serve as mentors 

shall complete district provided mentor training 

prior to assuming mentoring responsibilities. If 

training hours are to be completed outside of 

normal work hours compensation shall be 

provided by the district in accordance with item 3 

above. 

E. Mentor Assignments 

1. Mentors shall be assigned to support newly hired or 

assigned paraprofessionals(“mentees”) for a 

minimum period of one (1) week. 

2. Following the initial mentoring period, the mentor 

and building administrator shall confer to determine 

whether additional training or mentoring support is 

needed for the mentee. 

3. No mentor shall be assigned more than three (3) 

mentees at any one time. 

F. Compensation 

Mentors shall receive a stipend of fifty dollars 

($50.00) per mentee, not to exceed two hundred 

($200.00) per school year unless additional 

compensation is approved by the administration. 

Stipends will be paid upon mentee completion of 

program. 
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SCHEDULE F – MAINTENANCE 

 
 

Hourly Pay Rate 

2026/27 

Hourly Pay Rate 

2027/28 

Step 1 18.88 19.38 

Step 2 19.48 19.98 

Step 3 20.68 21.18 

Step 4 21.88 22.38 

Step 5 23.08 23.58 

Step 6 24.88 25.38 

 

Each eligible staff member will move one step on the salary schedule and longevity 

effective with  the first pay of the 2026/27 and 2027/28 school year.  

 

A 1% increase to the salary steps shall be implemented for the 2027/28 school year 

if the  “Unassigned” Fund Balance is equal to or greater than 15% at the close of 

the fiscal year 2026/27. 

 

1. Work schedules shall be adjusted prior to certain holiday periods.  

 

2. Maintenance personnel shall have these paid holidays: (1) Labor Day – 8 

hours; (2) Thanksgiving Day – 8 hours; (3) Friday after Thanksgiving – 8 

hours; (4) Christmas Eve – 8 hours; (5) Christmas Day – 8 hours; (6) New 

Year’s Eve – 8 hours; (7) New Year’s Day – 8 hours; (8) Friday of Spring 

Break – 8 hours; (9) Memorial Day – 8 hours; and (10) July 4 – 8 hours, 

providing there is no school in session.  

 

a. When the above holiday falls on a Saturday, the preceding Friday 

will be used as the holiday; if the legal holiday falls on Sunday, the 

following Monday or preceding Friday will be used as the holiday. 

If school is in session the day before Christmas or New Years, the 8 

hours for each day will be made up during Christmas vacation.  

 

3. Maintenance personnel normally will work forty (40) hours per week, eight 

(8) hours per day, and a five-day week. Upon mutual agreement of the 

HESPA and Board of Education summer hours may be altered to four (4) 

ten (10) hour days.  
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4. Vacation schedule for Maintenance: one (1) week for 1st year, two (2) weeks 

after two years, three (3) weeks after eight years, four (4) weeks after fifteen 

years. After twenty (20) years, the employee shall accumulate one (1) day 

per year to a maximum of twenty-five (25) days.  Except in the case of 

emergencies a week’s notice shall precede use of vacation time.   

 

a. Up to two (2) vacation days may be used in conjunction with 

personal days. 48-hour notification. 

 

b. With superintendent approval, up to five (5) vacation days may be 

rolled over to the next year.  

 

5. Any maintenance employee who possesses a Journeyman’s Card, 

equivalent experience, or 10 years’ experience in the district, shall receive 

an additional $1.00 per hour over the above schedule.  

 

6. Maintenance personnel called in for emergency purposes outside of their 

normal work schedule shall be paid for a minimum of one (1) hour as “Call-

In” time.  

 

7. When Maintenance employees are required to report to work prior to their 

normal shift, the amount of time worked prior to the beginning of their shift 

shall be deducted from the normal ending time. If it is not possible to deduct 

the time immediately, it shall be deducted from the normal ending time of a 

shift within one (1) work week.  

 

8. A clothing reimbursement of $200 shall be allocated each contract year to 

the lead foreman for the purpose of purchasing clothing for work. 

Reimbursement will be made when the employee turns in receipts to the 

Business Office.  

 

9. When overtime is assigned to the Maintenance Department, it shall be 

assigned on a rotating basis within the Maintenance Department. 

  

10. Maintenance personnel shall be permitted, but not required, to supervise 

volunteers, prisoners, and/or outside employees 
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SCHEDULE G – TRANSPORTATION MONITOR 

 
 

Hourly Pay Rate 

2026/27 

Hourly Pay Rate 

2027/28 

Step 1 $15.00 15.50 

Step 2 15.50 16.00 

Step 3 16.01 16.51 

Step 4 16.81 17.31 

Step 5 17.94 18.44 

Step 6 18.97 19.47 

 

Each eligible staff member will move one step on the salary schedule and longevity effective 

with  the first pay of the 2026/27 and 2027/28 school year.  

A 1% increase to the salary steps shall be implemented for the 2027/28 school year 

if the  “Unassigned” Fund Balance is equal to or greater than 15% at the close of 

the fiscal year 2026/27. 

 

1. Transportation Monitors will be paid on a salaried basis computed on their normal 

working hours for the duration of this agreement. Salary amount will be established 

before the start of each school year in this agreement. Adjustments to salaries may be 

made periodically throughout the school year to conform to actual time worked but may 

not be decreased from the amount established at the beginning of the current school year. 

 

2. When directed, Transportation Monitors will be included in IEP and Team 

Meetings.  Transportation Monitors shall be compensated for participation 

in IEP and team meetings outside their scheduled hours. If a Transportation 

Monitors requests to attend the IEP, the request will be reviewed with the 

immediate supervisor, and a decision will be made as to the appropriateness 

of the Transportation Monitors’ attendance.  

 

3. The District shall pay registration fees for training and coursework required 

by the District.  Transportation Monitors will be compensated at their 

current rate of pay for the time required to attend classes and other training 

required by the District whenever such training is scheduled outside the 

Transportation Monitors normal working hours.  

 

(a) With prior approval of the Superintendent or Designee, 

Transportation Monitors who voluntarily participate in the 
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District approved, in-service training, may be compensated for 

the actual hours of such training.  

(b) The District shall not be obligated to compensate Transportation 

Monitors for attendance at conferences or workshops outside 

their normal working hours which they are not required to attend 

or for any training not approved in advance of its occurrence. 

 

4. A reimbursement of $200 shall be allocated each contract year to all 

transportation monitors for the purpose of purchasing/replacing clothing & 

equipment needed to perform their regular daily duties. Reimbursement will be 

made when the employee turns in receipts to the Business Office. 
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APPENDIX A - INSURANCE 

 

 

1. The Board shall be utilizing the “hard cap” formula for purposes of compliance 

with P.A. 152 of  2011, beginning January 1, 2015. The negotiated MESSA 

benefit may not be altered without the approval of the Association and the 

Board. See Appendix D for insurance product choices for qualifying members.  

 

2. The Board shall make contributions to PAK A medical benefit plans for each 

eligible member electing health insurance based on the Department of Treasury 

maximum “hard cap” limits that are released each year.   

 

3. These annual employer contributions shall be adjusted annually to the 

maximum payment permitted by Section 3 of P.A. 152. The remaining annual 

cost for the employee’s elected PAK A medical plan premiums shall be paid by 

the employee.  

 

4. The employee’s premium contribution will be payroll deducted, in twenty-four 

(24) equal amounts from the employee’s paycheck with the exception of bus 

drivers who will pay in 20 equal payments. Employees may elect to have the 

monthly premium payroll deducted through a qualified Section 125 Plan and, as 

such, the members’ premium contribution will be made with pre-tax dollars. 

The employer’s 125 Plan shall include any/all of the provisions necessary to 

pre-tax contributions to employees’ HSA accounts administered through Health 

Equity. Employees may elect at any time to contribute, through payroll 

deduction and electronic transfer additional money to be deposited into their 

Health Equity HSA, up to the maximum amounts allowed by Federal Law.  

 

5. All bargaining unit members who meet the eligibility for PAK A, but 

voluntarily choose not to enroll, are eligible for PAK B. A premium 

contribution of twenty-five dollars ($25.00) per month shall be paid by the 

employee. Members who meet the eligibility for PAK A but voluntarily choose 

not to enroll shall receive three hundred dollars ($300.00) per month cash in 

lieu of health insurance.  

 

6. All bargaining unit members who meet the eligibility for PAK A shall receive 

PAK B fully paid by the Board.  
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HESPA – Insurance Eligibility Tables 

 

Hired Between July 1, 1994 – October 31, 2005  

Work 

Days  
Daily  
Hours 

Annual 

Hours 
Amount Paid by BoardInsurance  

 
4 ¾  

 
99% of Hard Cap for Employee 

and Dependents 
 

4 ½  
 

95% of Hard Cap for Employee 

and Dependents 
 

4 ¼  
 

91% of Hard Cap for Employee 

and Dependents 
 

4  
 

87% of Hard Cap for Employee 

and Dependents 

 

 
Hired Between November 1, 2005 – June 30, 2011  

Work 

Days  
Daily  
Hours 

Annual  
Hours 

Amount Paid by Board 

260  8  2080  100% of Hard Cap for 

Employee and Dependents 

208  8  1664  100% of Hard Cap for 

Employee and Dependents 

178  8  1424  100% of Hard Cap for 

Employee Only (or)  
89% of Hard Cap for 

Employee and Dependents 

178  6  1068  100% of Hard Cap for 

Employee Only (or)  
71% of Hard Cap for 

Employee and Dependents 

178  5  890  83% of Hard Cap for 

Employee Only (or)  
63% of Hard Cap for 

Employee and Dependents 
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Hired On/After July 1, 2011 

Work Days  Daily  
Hours 

Annual  
Hours 

Amount Paid by Board 

Year 

Round  
8  2080  100% of Hard Cap for Employee 

and Dependents 

Extended 

Year  
8  1664  100% of Hard Cap for Employee 

Only (or)  
90% of Hard Cap for Employee and 

Dependents 

School 

Year  
8  1424  100% of Hard Cap for Employee 

Only (or)  
80% of Hard Cap for Employee and 

Dependents 

School 

Year  
6  1068  100% of Hard Cap for Employee 

Only (or)  
70% of Hard Cap for Employee and 

Dependents 

School 

Year  
5  890  60% of Hard Cap for Employee 

Only (or)  
60% of Hard Cap for Employee and 

Dependents 
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HILLSDALE COMMUNITY SCHOOLS 

APPENDIX A 

 

GRIEVANCE FORM 

 

Grievance #:____________School Building_______________________________  

NameGrievant/Employee/Association:___________________________________ 

Position/Job:_____________________________  Date Filed:_________________ 

Immediate Supervisor:_________________ ____  

Distribution: • Superintendent • Association • Supervisor • Grievant  

 

STEP 2  

A. Date incident occurred:_____________________________________________ 

B. Specific article/law/rule/regulation violated:____________________________ 

C. Statement of grievance:____________________________________________ 

D.Remedyrequested:__________________________________________________

_________________________________________________________________ 

Signature Grievant/Association Rep. _______________________ Date _________ 

E.Dispositionmanagement:_____________________________________________ 

___________________________________________________________________

________________________________________________________________ 

_________________________________ _________________________________  

Signature of principal/supervisor Date  

F. Disposition: 

Grievant/Association:__________________________________________ 

___________________________________________________________________ 

___________________________________________________________________

  

__________________________________ 

_________________________________ Signature: Grievant/Association Rep. 

Date  

STEP 3  

A. Date Received by the Superintendent or Designee 

______________________________  

B. Disposition of Superintendent or Designee 

____________________________________  

___________________________________________________________________

___________ Signature Superintendent:_________________________________ 

Date:_________________  

C. Position of Grievant/Association 

_______________________________________________ 

___________________________________________________________________

___________ Signature Grievant/Association Rep. 

________________________________Date: ___________  

 

STEP 4  



44 
 

A. Date Received by the Board of Education or Designee 

_______________________________ B. Disposition by Board of Education 

______________________________________________ 

___________________________________________________________________

__________ 

___________________________________________________________________

__________  

Signature ____________________________ Date ________________________  

C. Disposition Grievant/Association 

_______________________________________________ 

___________________________________________________________________

__________ Signature Grievant/Association 

Rep._____________________________ Date ______________ STEP 5  

A. Date submitted to American Arbitration Association 

________________________________ B. Disposition & Award of Arbitrator  

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

__________ Signature _______________________________________ Date 

________________________  

NOTE: All provisions of Article 13 of the Agreement dated _______________, 

2000, will be  strictly observed in the settlement of grievances 

 

 

 

APPENDIX B  

HILLSDALE COMMUNITY SCHOOLS EVALUATION FORMS  

Head Custodian  

Custodian  

Bus Driver  

Head Cook  

Cook  

Secretary  

Paraprofessionals  

Maintenance  

Transportation Monitor 
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HILLSDALE COMMUNITY SCHOOLS 

HEAD CUSTODIAN EVALUATION FORM 

Employee Name: _______________________________________________ 

Evaluation Period: _____________________________________________ 

Evaluation Type: 

☐ Initial Probationary  ☐ Final Probationary  ☐ Special  ☐ Regular 

Evaluation Date: ___________________________ 

Rating Scale 

S = Satisfactory  C = Conditional / Needs Improvement  U = 

Unsatisfactory  N/A = Not Applicable 

 
I. JOB PERFORMANCE 

Performance 

Area 
S C U N/A 

A. Anticipates 

work and 

identifies tasks 

that need 

attention 

☐ ☐ ☐ ☐ 

B. Completes 

daily 

assignments 
☐ ☐ ☐ ☐ 

C. Completes 

special 

assignments 
☐ ☐ ☐ ☐ 

D. 

Demonstrates a 

positive and 

professional 

attitude 

☐ ☐ ☐ ☐ 

E. Accepts and 

follows 

instructions and 

directions 

☐ ☐ ☐ ☐ 

F. Interacts 

appropriately 

and 

professionally 

with the public 

☐ ☐ ☐ ☐ 

G. Interacts 

appropriately 

and 

professionally 

with students 

☐ ☐ ☐ ☐ 
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Performance 

Area 
S C U N/A 

H. Maintains 

accurate 

records 
☐ ☐ ☐ ☐ 

I. Regularly 

checks and 

monitors the 

building 

☐ ☐ ☐ ☐ 

J. Effectively 

supervises 

custodial staff 
☐ ☐ ☐ ☐ 

K. Maintains 

appropriate 

inventory 

control 

☐ ☐ ☐ ☐ 

L. 

Demonstrates 

good judgment 

and sound 

decision-

making 

☐ ☐ ☐ ☐ 

M. Checks and 

monitors fire 

alarm systems 

as required 

☐ ☐ ☐ ☐ 

N. Follows 

applicable 

OSHA rules 

and safety 

procedures 

☐ ☐ ☐ ☐ 

O. Completes 

other duties as 

assigned 
☐ ☐ ☐ ☐ 

Recommendations and/or Comments: 

 

 

 

 

 
II. PERSONAL CHARACTERISTICS 
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Characteristic S C U N/A 

A. Works 

effectively with 

others 
☐ ☐ ☐ ☐ 

B. Carries out 

assigned 

responsibilities 
☐ ☐ ☐ ☐ 

C. 

Demonstrates 

initiative 
☐ ☐ ☐ ☐ 

D. Maintains 

appropriate 

personal 

neatness and 

appearance 

☐ ☐ ☐ ☐ 

E. 

Demonstrates 

satisfactory 

punctuality and 

attendance 

☐ ☐ ☐ ☐ 

F. Serves as a 

positive 

ambassador for 

the district 

☐ ☐ ☐ ☐ 

Recommendations and/or Comments: 

 

 

 

 

 
III. CONCLUSIONS AND RECOMMENDATIONS 

A. Overall Appraisal 

☐ Satisfactory  ☐ Conditional / Needs Improvement  ☐ Unsatisfactory 

B. Recommendations for Improvement and/or Professional Growth: 

 

 

 

 
Evaluator Signature: ______________________________________ 

Date: ___________________________ 

 
EMPLOYEE ACKNOWLEDGMENT 

I understand that my signature does not indicate agreement with this evaluation. 

My signature indicates that I have received, read, and discussed this evaluation with 
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my supervisor. I understand that I have the right to submit written comments or a 

response to be attached to this evaluation. 

Employee Signature: _______________________________________ 

Date: ___________________________ 

 

HILLSDALE COMMUNITY SCHOOLS 

CUSTODIAN EVALUATION FORM 

Employee Name: _________________________________________________ 

Evaluation Period: _______________________________________________ 

Evaluation Type: 

☐ Initial Probationary  ☐ Final Probationary  ☐ Special  ☐ 

Regular 

Evaluation Date: ______________________________ 

Rating Scale 

S = Satisfactory  C = Conditional / Needs Improvement  U = 

Unsatisfactory  N/A = Not Applicable 

 
I. JOB PERFORMANCE 

Performance 

Area 
S C U N/A 

A. Anticipates 

work and 

identifies tasks 

needing 

attention 

☐ ☐ ☐ ☐ 

B. Completes 

daily 

assignments 
☐ ☐ ☐ ☐ 

C. Completes 

special 

assignments 
☐ ☐ ☐ ☐ 

D. 

Demonstrates 

a positive and 

professional 

attitude 

☐ ☐ ☐ ☐ 

E. Accepts and 

follows 

instructions 

and directions 

☐ ☐ ☐ ☐ 

F. Interacts 

appropriately 

and 

professionally 

with the public 

☐ ☐ ☐ ☐ 
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Performance 

Area 
S C U N/A 

G. Interacts 

appropriately 

and 

professionally 

with students 

☐ ☐ ☐ ☐ 

H. Maintains 

clean and 

sanitary 

restrooms 

☐ ☐ ☐ ☐ 

I. Performs 

special 

cleaning 

assignments 

thoroughly 

☐ ☐ ☐ ☐ 

J. Completes 

dusting and 

routine 

surface 

cleaning 

☐ ☐ ☐ ☐ 

K. Properly 

collects and 

disposes of 

rubbish 

☐ ☐ ☐ ☐ 

L. Completes 

minor repairs 

and reports 

maintenance 

concerns 

☐ ☐ ☐ ☐ 

M. Maintains 

assigned 

grounds and 

exterior areas 

☐ ☐ ☐ ☐ 

N. Responds 

appropriately 

and promptly 

to special 

requests 

☐ ☐ ☐ ☐ 

O. Completes 

required 

paperwork 

accurately and 

promptly 

☐ ☐ ☐ ☐ 
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Performance 

Area 
S C U N/A 

P. Performs 

other duties as 

assigned 
☐ ☐ ☐ ☐ 

Recommendations and/or Comments 

 

 

 

 

 
II. PERSONAL CHARACTERISTICS 

Characteristic S C U N/A 

A. Works 

effectively and 

cooperatively 

with others 

☐ ☐ ☐ ☐ 

B. Carries out 

assigned 

responsibilities 

reliably 

☐ ☐ ☐ ☐ 

C. 

Demonstrates 

initiative 
☐ ☐ ☐ ☐ 

D. Maintains 

appropriate 

personal 

neatness and 

appearance 

☐ ☐ ☐ ☐ 

E. 

Demonstrates 

satisfactory 

punctuality 

and 

attendance 

☐ ☐ ☐ ☐ 

F. Serves as a 

positive 

ambassador 

for the district 

☐ ☐ ☐ ☐ 

Recommendations and/or Comments 
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III. CONCLUSIONS AND RECOMMENDATIONS 

A. Overall Appraisal 

☐ Satisfactory  ☐ Conditional / Needs Improvement  ☐ Unsatisfactory 

B. Recommendations for Improvement and/or Professional Growth 

 

 

 

 
Evaluator 

Evaluator Name/Title: 

_________________________________________________ 

Evaluator Signature: 

_________________________________________________ 

Date: ______________________________ 

 
EMPLOYEE ACKNOWLEDGMENT 

I understand that my signature does not indicate agreement with this 

evaluation. My signature indicates that I have received, read, and discussed 

this evaluation with my supervisor. I understand that I have the right to 

submit written comments or a response to be attached to this evaluation. 

Employee Signature: 

_________________________________________________ 

Date: ______________________________ 

Employee Comments Attached: ☐ Yes  ☐ No 

 

HILLSDALE COMMUNITY SCHOOLS 

BUS DRIVER EVALUATION FORM 

Employee Name: _________________________________________________ 

Evaluation Period: _______________________________________________ 

Evaluation Type: 

☐ Initial Probationary  ☐ Final Probationary  ☐ Special  ☐ 

Regular 

Evaluation Date: ______________________________ 

Rating Scale 

S = Satisfactory  C = Conditional / Needs Improvement  U = 

Unsatisfactory  N/A = Not Applicable 

 
I. JOB PERFORMANCE 

Performance 

Area 
S C U N/A 

A. Completes 

required pre-

trip inspection 

of the bus 

☐ ☐ ☐ ☐ 
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Performance 

Area 
S C U N/A 

B. Maintains a 

satisfactory 

driving record 
☐ ☐ ☐ ☐ 

C. Maintains 

appropriate 

student 

behavior while 

driving 

☐ ☐ ☐ ☐ 

D. 

Demonstrates 

a positive and 

professional 

attitude 

☐ ☐ ☐ ☐ 

E. Accepts and 

follows 

instructions 

and directions 

☐ ☐ ☐ ☐ 

F. Interacts 

appropriately 

and 

professionally 

with the public 

☐ ☐ ☐ ☐ 

G. Interacts 

appropriately 

and 

professionally 

with students 

☐ ☐ ☐ ☐ 

H. Properly 

uses warning 

lights and 

safety 

equipment 

☐ ☐ ☐ ☐ 

I. Follows 

proper 

procedures at 

railroad 

crossings 

☐ ☐ ☐ ☐ 

J. Follows safe 

loading and 

unloading 

procedures 

☐ ☐ ☐ ☐ 
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Performance 

Area 
S C U N/A 

K. Observes 

posted speed 

limits and 

traffic laws 

☐ ☐ ☐ ☐ 

L. 

Demonstrates 

patience and 

good judgment 

while driving 

☐ ☐ ☐ ☐ 

M. Maintains 

safe and 

effective 

control of the 

bus 

☐ ☐ ☐ ☐ 

N. Maintains 

appropriate 

care and 

cleanliness of 

the bus 

☐ ☐ ☐ ☐ 

O. Completes 

required 

records and 

paperwork 

accurately and 

promptly 

☐ ☐ ☐ ☐ 

P. Performs 

other duties as 

assigned 
☐ ☐ ☐ ☐ 

Recommendations and/or Comments 

 

 

 

 

 
II. PERSONAL CHARACTERISTICS 

Characteristic S C U N/A 

A. Works 

effectively and 

cooperatively 

with others 

☐ ☐ ☐ ☐ 

B. Carries out 

assigned 
☐ ☐ ☐ ☐ 



54 
 

Characteristic S C U N/A 

responsibilities 

reliably 

C. 

Demonstrates 

initiative 
☐ ☐ ☐ ☐ 

D. Maintains 

appropriate 

personal 

neatness and 

appearance 

☐ ☐ ☐ ☐ 

E. 

Demonstrates 

satisfactory 

punctuality 

and 

attendance 

☐ ☐ ☐ ☐ 

F. Serves as a 

positive 

ambassador 

for the district 

☐ ☐ ☐ ☐ 

Recommendations and/or Comments 

 

 

 

 

 
III. CONCLUSIONS AND RECOMMENDATIONS 

A. Overall Appraisal 

☐ Satisfactory  ☐ Conditional / Needs Improvement  ☐ Unsatisfactory 

B. Recommendations for Improvement and/or Professional Growth 

 

 

 

 
Evaluator 

Evaluator Name/Title: 

_________________________________________________ 

Evaluator Signature: 

_________________________________________________ 

Date: ______________________________ 

 
EMPLOYEE ACKNOWLEDGMENT 

I understand that my signature does not indicate agreement with this 

evaluation. My signature indicates that I have received, read, and discussed 
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this evaluation with my supervisor. I understand that I have the right to 

submit written comments or a response to be attached to this evaluation. 

Employee Signature: 

_________________________________________________ 

Date: ______________________________ 

Employee Comments Attached: ☐ Yes  ☐ No 

  

 

HILLSDALE COMMUNITY SCHOOLS 

HEAD COOK EVALUATION FORM 

Employee Name: _________________________________________________ 

Evaluation Period: _______________________________________________ 

Evaluation Type: 

☐ Initial Probationary  ☐ Final Probationary  ☐ Special  ☐ 

Regular 

Evaluation Date: ______________________________ 

Rating Scale 

S = Satisfactory  C = Conditional / Needs Improvement  U = 

Unsatisfactory  N/A = Not Applicable 

 
I. JOB PERFORMANCE 

Performance 

Area 
S C U N/A 

A. Anticipates 

work and 

identifies tasks 

needing 

attention 

☐ ☐ ☐ ☐ 

B. Completes 

daily 

assignments 

accurately and 

efficiently 

☐ ☐ ☐ ☐ 

C. Completes 

special 

assignments as 

directed 

☐ ☐ ☐ ☐ 

D. 

Demonstrates 

a positive and 

professional 

attitude 

☐ ☐ ☐ ☐ 

E. Accepts and 

follows 
☐ ☐ ☐ ☐ 
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Performance 

Area 
S C U N/A 

instructions 

and directions 

F. Interacts 

appropriately 

and 

professionally 

with the public 

☐ ☐ ☐ ☐ 

G. Interacts 

appropriately 

and 

professionally 

with students 

☐ ☐ ☐ ☐ 

H. Maintains 

accurate and 

timely records 
☐ ☐ ☐ ☐ 

I. Maintains 

appropriate 

inventory 

levels and 

controls 

☐ ☐ ☐ ☐ 

J. 

Demonstrates 

good judgment 

and sound 

decision-

making 

☐ ☐ ☐ ☐ 

K. Effectively 

manages 

employee 

schedules and 

work 

assignments 

☐ ☐ ☐ ☐ 

L. Performs 

other duties as 

assigned 
☐ ☐ ☐ ☐ 

Recommendations and/or Comments 

 

 

 

 

 
II. PERSONAL CHARACTERISTICS 
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Characteristic S C U N/A 

A. Works 

effectively and 

cooperatively 

with others 

☐ ☐ ☐ ☐ 

B. Carries out 

assigned 

responsibilities 

reliably 

☐ ☐ ☐ ☐ 

C. 

Demonstrates 

initiative 
☐ ☐ ☐ ☐ 

D. Maintains 

appropriate 

personal 

neatness and 

appearance 

☐ ☐ ☐ ☐ 

E. 

Demonstrates 

satisfactory 

punctuality 

and 

attendance 

☐ ☐ ☐ ☐ 

F. Serves as a 

positive 

ambassador 

for the district 

☐ ☐ ☐ ☐ 

Recommendations and/or Comments 

 

 

 

 

 
III. CONCLUSIONS AND RECOMMENDATIONS 

A. Overall Appraisal 

☐ Satisfactory  ☐ Conditional / Needs Improvement  ☐ Unsatisfactory 

B. Recommendations for Improvement and/or Professional Growth 

 

 

 

 
Evaluator 

Evaluator Name/Title: 

_________________________________________________ 
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Evaluator Signature: 

_________________________________________________ 

Date: ______________________________ 

 
EMPLOYEE ACKNOWLEDGMENT 

I understand that my signature does not indicate agreement with this 

evaluation. My signature indicates that I have received, read, and discussed 

this evaluation with my supervisor. I understand that I have the right to 

submit written comments or a response to be attached to this evaluation. 

Employee Signature: 

_________________________________________________ 

Date: ______________________________ 

Employee Comments Attached: ☐ Yes  ☐ No 

 

 

HILLSDALE COMMUNITY SCHOOLS 

COOK EVALUATION FORM 

Employee Name: _________________________________________________ 

Evaluation Period: _______________________________________________ 

Evaluation Type: 

☐ Initial Probationary  ☐ Final Probationary  ☐ Special  ☐ 

Regular 

Evaluation Date: ______________________________ 

Rating Scale 

S = Satisfactory  C = Conditional / Needs Improvement  U = 

Unsatisfactory  N/A = Not Applicable 

 
I. JOB PERFORMANCE 

Performance 

Area 
S C U N/A 

A. Anticipates 

work and 

identifies tasks 

needing 

attention 

☐ ☐ ☐ ☐ 

B. Completes 

daily 

assignments 

accurately and 

efficiently 

☐ ☐ ☐ ☐ 

C. Completes 

special 

assignments as 

directed 

☐ ☐ ☐ ☐ 



59 
 

Performance 

Area 
S C U N/A 

D. 

Demonstrates 

a positive and 

professional 

attitude 

☐ ☐ ☐ ☐ 

E. Accepts and 

follows 

instructions 

and directions 

☐ ☐ ☐ ☐ 

F. Interacts 

appropriately 

and 

professionally 

with the public 

☐ ☐ ☐ ☐ 

G. Interacts 

appropriately 

and 

professionally 

with students 

☐ ☐ ☐ ☐ 

H. Maintains 

appropriate 

inventory 

levels and 

controls 

☐ ☐ ☐ ☐ 

I. 

Demonstrates 

good judgment 

and sound 

decision-

making 

☐ ☐ ☐ ☐ 

J. Performs 

other duties as 

assigned 
☐ ☐ ☐ ☐ 

Recommendations and/or Comments 

 

 

 

 

 
II. PERSONAL CHARACTERISTICS 
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Characteristic S C U N/A 

A. Works 

effectively and 

cooperatively 

with others 

☐ ☐ ☐ ☐ 

B. Carries out 

assigned 

responsibilities 

reliably 

☐ ☐ ☐ ☐ 

C. 

Demonstrates 

initiative 
☐ ☐ ☐ ☐ 

D. Maintains 

appropriate 

personal 

neatness and 

appearance 

☐ ☐ ☐ ☐ 

E. 

Demonstrates 

satisfactory 

punctuality 

and 

attendance 

☐ ☐ ☐ ☐ 

F. Serves as a 

positive 

ambassador 

for the district 

☐ ☐ ☐ ☐ 

Recommendations and/or Comments 

 

 

 

 

 
III. CONCLUSIONS AND RECOMMENDATIONS 

A. Overall Appraisal 

☐ Satisfactory  ☐ Conditional / Needs Improvement  ☐ Unsatisfactory 

B. Recommendations for Improvement and/or Professional Growth 

 

 

 

 
Evaluator 

Evaluator Name/Title: 

_________________________________________________ 
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Evaluator Signature: 

_________________________________________________ 

Date: ______________________________ 

 
EMPLOYEE ACKNOWLEDGMENT 

I understand that my signature does not indicate agreement with this 

evaluation. My signature indicates that I have received, read, and discussed 

this evaluation with my supervisor. I understand that I have the right to 

submit written comments or a response to be attached to this evaluation. 

Employee Signature: 

_________________________________________________ 

Date: ______________________________ 

Employee Comments Attached: ☐ Yes  ☐ No 

 

 

HILLSDALE COMMUNITY SCHOOLS 

SECRETARY EVALUATION FORM 

Employee Name: _________________________________________________ 

Evaluation Period: _______________________________________________ 

Evaluation Type: 

☐ Initial Probationary  ☐ Final Probationary  ☐ Special  ☐ 

Regular 

Evaluation Date: ______________________________ 

Rating Scale 

S = Satisfactory  C = Conditional / Needs Improvement  U = 

Unsatisfactory  N/A = Not Applicable 

 
I. JOB PERFORMANCE 

Performance 

Area 
S C U 

N/

A 

A. Organizes 

and manages 

daily office 

routines 

effectively 

☐ ☐ ☐ ☐ 

B. 

Demonstrates 

accurate 

dictation and 

transcription 

skills 

☐ ☐ ☐ ☐ 

C. Prepares 

and handles 

correspondence 
☐ ☐ ☐ ☐ 
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Performance 

Area 
S C U 

N/

A 

accurately and 

professionally 

D. 

Demonstrates a 

positive and 

professional 

attitude 

☐ ☐ ☐ ☐ 

E. Accepts and 

follows 

instructions 

and directions 

☐ ☐ ☐ ☐ 

F. Interacts 

appropriately 

and 

professionally 

with the public 

☐ ☐ ☐ ☐ 

G. Interacts 

appropriately 

and 

professionally 

with students 

☐ ☐ ☐ ☐ 

H. Manages 

schedules and 

assignments 

accurately and 

efficiently 

☐ ☐ ☐ ☐ 

I. Handles 

telephone 

communication

s professionally 

and effectively 

☐ ☐ ☐ ☐ 

J. Maintains 

accurate and 

organized files 

and records 

☐ ☐ ☐ ☐ 

K. Prepares 

and processes 

required 

records and 

reports 

accurately and 

promptly 

☐ ☐ ☐ ☐ 
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Performance 

Area 
S C U 

N/

A 

L. Uses office 

equipment, 

technology, and 

business 

systems 

effectively 

☐ ☐ ☐ ☐ 

M. 

Demonstrates a 

commitment to 

professional 

growth and 

self-

improvement 

☐ ☐ ☐ ☐ 

Recommendations and/or Comments 

 

 

 

 

 
II. PERSONAL CHARACTERISTICS 

Characteristic S C U N/A 

A. Works 

effectively and 

cooperatively 

with others 

☐ ☐ ☐ ☐ 

B. Carries out 

assigned 

responsibilities 

reliably 

☐ ☐ ☐ ☐ 

C. 

Demonstrates 

initiative 
☐ ☐ ☐ ☐ 

D. Maintains 

an appropriate 

and 

professional 

appearance 

☐ ☐ ☐ ☐ 

E. 

Demonstrates 

satisfactory 

punctuality 

☐ ☐ ☐ ☐ 
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Characteristic S C U N/A 

and 

attendance 

F. Serves as a 

positive 

ambassador 

for the district 

☐ ☐ ☐ ☐ 

Recommendations and/or Comments 

 

 

 

 

 
III. CONCLUSIONS AND RECOMMENDATIONS 

A. Overall Appraisal 

☐ Satisfactory  ☐ Conditional / Needs Improvement  ☐ Unsatisfactory 

B. Recommendations for Improvement and/or Professional Growth 

 

 

 

 
Evaluator 

Evaluator Name/Title: 

_________________________________________________ 

Evaluator Signature: 

_________________________________________________ 

Date: ______________________________ 

 
EMPLOYEE ACKNOWLEDGMENT 

I understand that my signature does not indicate agreement with this 

evaluation. My signature indicates that I have received, read, and discussed 

this evaluation with my supervisor. I understand that I have the right to 

submit written comments or a response to be attached to this evaluation. 

Employee Signature: 

_________________________________________________ 

Date: ______________________________ 

Employee Comments Attached: ☐ Yes  ☐ No 

 

 

HILLSDALE COMMUNITY SCHOOLS 

PARAPROFESSIONAL – PARA A EVALUATION FORM 

Employee Name: _________________________________________________ 

Evaluation Period: _______________________________________________ 
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Evaluation Type: 

☐ Initial Probationary  ☐ Final Probationary  ☐ Special  ☐ 

Regular 

Evaluation Date: ______________________________ 

Rating Scale 

S = Satisfactory  C = Conditional / Needs Improvement  U = 

Unsatisfactory  N/A = Not Applicable 

 
I. JOB PERFORMANCE 

Performance 

Area 
S C U N/A 

A. Works 

effectively 

with small 

groups and/or 

individual 

students 

☐ ☐ ☐ ☐ 

B. Completes 

daily 

assignments 

accurately and 

efficiently 

☐ ☐ ☐ ☐ 

C. Completes 

special 

assignments as 

directed 

☐ ☐ ☐ ☐ 

D. 

Demonstrates 

a positive and 

professional 

attitude 

☐ ☐ ☐ ☐ 

E. Accepts and 

follows 

instructions 

and directions 

☐ ☐ ☐ ☐ 

F. Interacts 

appropriately 

and 

professionally 

with the public 

☐ ☐ ☐ ☐ 

G. Interacts 

appropriately 

and 

professionally 

with students 

☐ ☐ ☐ ☐ 
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Performance 

Area 
S C U N/A 

H. Provides 

appropriate 

supervision of 

students and 

activities 

☐ ☐ ☐ ☐ 

I. Completes 

written work 

accurately and 

appropriately 

☐ ☐ ☐ ☐ 

J. 

Demonstrates 

a commitment 

to professional 

growth and 

self-

improvement 

☐ ☐ ☐ ☐ 

Recommendations and/or Comments 

 

 

 

 

 
II. PERSONAL CHARACTERISTICS 

Characteristic S C U N/A 

A. Works 

effectively and 

cooperatively 

with others 

☐ ☐ ☐ ☐ 

B. Carries out 

assigned 

responsibilities 

reliably 

☐ ☐ ☐ ☐ 

C. 

Demonstrates 

initiative 
☐ ☐ ☐ ☐ 

D. Maintains 

an appropriate 

and 

professional 

appearance 

☐ ☐ ☐ ☐ 

E. 

Demonstrates 
☐ ☐ ☐ ☐ 
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Characteristic S C U N/A 

satisfactory 

punctuality 

and 

attendance 

F. Serves as a 

positive 

ambassador 

for the district 

☐ ☐ ☐ ☐ 

Recommendations and/or Comments 

 

 

 

 

 
III. CONCLUSIONS AND RECOMMENDATIONS 

A. Overall Appraisal 

☐ Satisfactory  ☐ Conditional / Needs Improvement  ☐ Unsatisfactory 

B. Recommendations for Improvement and/or Professional Growth 

 

 

 

 
Evaluator 

Evaluator Name/Title: 

_________________________________________________ 

Evaluator Signature: 

_________________________________________________ 

Date: ______________________________ 

 
EMPLOYEE ACKNOWLEDGMENT 

I understand that my signature does not indicate agreement with this 

evaluation. My signature indicates that I have received, read, and discussed 

this evaluation with my supervisor. I understand that I have the right to 

submit written comments or a response to be attached to this evaluation. 

Employee Signature: 

_________________________________________________ 

Date: ______________________________ 

Employee Comments Attached: ☐ Yes  ☐ No 
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HILLSDALE COMMUNITY SCHOOLS 

PARAPROFESSIONAL – PARA B EVALUATION FORM 

Employee Name: _________________________________________________ 

Evaluation Period: _______________________________________________ 

Evaluation Type: 

☐ Initial Probationary  ☐ Final Probationary  ☐ Special  ☐ 

Regular 

Evaluation Date: ______________________________ 

Rating Scale 

S = Satisfactory  C = Conditional / Needs Improvement  U = 

Unsatisfactory  N/A = Not Applicable 

 
I. JOB PERFORMANCE 

Performance 

Area 
S C U N/A 

A. Works 

effectively 

with small 

groups and/or 

individual 

students 

☐ ☐ ☐ ☐ 

B. Completes 

daily 

assignments 

accurately and 

efficiently 

☐ ☐ ☐ ☐ 

C. Completes 

special 

assignments as 

directed 

☐ ☐ ☐ ☐ 

D. 

Demonstrates 

a positive and 

professional 

attitude 

☐ ☐ ☐ ☐ 

E. Accepts and 

follows 

instructions 

and directions 

☐ ☐ ☐ ☐ 

F. Interacts 

appropriately 

and 

professionally 

with the public 

☐ ☐ ☐ ☐ 
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Performance 

Area 
S C U N/A 

G. Interacts 

appropriately 

and 

professionally 

with students 

☐ ☐ ☐ ☐ 

H. Provides 

appropriate 

supervision of 

students and 

activities 

☐ ☐ ☐ ☐ 

I. Completes 

written work 

accurately and 

appropriately 

☐ ☐ ☐ ☐ 

J. 

Demonstrates 

a commitment 

to professional 

growth and 

self-

improvement 

☐ ☐ ☐ ☐ 

Recommendations and/or Comments 

 

 

 

 

 
II. PERSONAL CHARACTERISTICS 

Characteristic S C U N/A 

A. Works 

effectively and 

cooperatively 

with others 

☐ ☐ ☐ ☐ 

B. Carries out 

assigned 

responsibilities 

reliably 

☐ ☐ ☐ ☐ 

C. 

Demonstrates 

initiative 
☐ ☐ ☐ ☐ 

D. Maintains 

an appropriate 
☐ ☐ ☐ ☐ 
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Characteristic S C U N/A 

and 

professional 

appearance 

E. 

Demonstrates 

satisfactory 

punctuality 

and 

attendance 

☐ ☐ ☐ ☐ 

F. Serves as a 

positive 

ambassador 

for the district 

☐ ☐ ☐ ☐ 

Recommendations and/or Comments 

 

 

 

 

 
III. CONCLUSIONS AND RECOMMENDATIONS 

A. Overall Appraisal 

☐ Satisfactory  ☐ Conditional / Needs Improvement  ☐ Unsatisfactory 

B. Recommendations for Improvement and/or Professional Growth 

 

 

 

 
Evaluator 

Evaluator Name/Title: 

_________________________________________________ 

Evaluator Signature: 

_________________________________________________ 

Date: ______________________________ 

 
EMPLOYEE ACKNOWLEDGMENT 

I understand that my signature does not indicate agreement with this 

evaluation. My signature indicates that I have received, read, and discussed 

this evaluation with my supervisor. I understand that I have the right to 

submit written comments or a response to be attached to this evaluation. 

Employee Signature: 

_________________________________________________ 

Date: ______________________________ 

Employee Comments Attached: ☐ Yes  ☐ No 
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HILLSDALE COMMUNITY SCHOOLS 

MAINTENANCE EVALUATION FORM 

Employee Name: _________________________________________________ 

Evaluation Period: _______________________________________________ 

Evaluation Type: 

☐ Initial Probationary  ☐ Final Probationary  ☐ Special  ☐ 

Regular 

Evaluation Date: ______________________________ 

Rating Scale 

S = Satisfactory  C = Conditional / Needs Improvement  U = 

Unsatisfactory  N/A = Not Applicable 

 
I. JOB PERFORMANCE 

Performance 

Area 
S C U N/A 

A. Anticipates 

work and 

identifies 

maintenance 

needs 

☐ ☐ ☐ ☐ 

B. Completes 

daily 

assignments 

accurately and 

efficiently 

☐ ☐ ☐ ☐ 

C. Completes 

special 

assignments as 

directed 

☐ ☐ ☐ ☐ 

D. 

Demonstrates 

a positive and 

professional 

attitude 

☐ ☐ ☐ ☐ 

E. Accepts and 

follows 

instructions 

and directions 

☐ ☐ ☐ ☐ 

F. Interacts 

appropriately 

and 

professionally 

with the public 

☐ ☐ ☐ ☐ 
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Performance 

Area 
S C U N/A 

G. Interacts 

appropriately 

and 

professionally 

with students 

☐ ☐ ☐ ☐ 

H. Maintains 

accurate and 

timely records 
☐ ☐ ☐ ☐ 

I. Maintains 

appropriate 

inventory 

levels and 

controls 

☐ ☐ ☐ ☐ 

J. 

Demonstrates 

good judgment 

and sound 

decision-

making 

☐ ☐ ☐ ☐ 

K. Follows 

applicable 

OSHA 

requirements 

and district 

safety 

procedures 

☐ ☐ ☐ ☐ 

L. Performs 

other duties as 

assigned 
☐ ☐ ☐ ☐ 

Recommendations and/or Comments 

 

 

 

 

 
II. PERSONAL CHARACTERISTICS 

Characteristic S C U N/A 

A. Works 

effectively and 

cooperatively 

with others 

☐ ☐ ☐ ☐ 
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Characteristic S C U N/A 

B. Carries out 

assigned 

responsibilities 

reliably 

☐ ☐ ☐ ☐ 

C. 

Demonstrates 

initiative 
☐ ☐ ☐ ☐ 

D. Maintains 

an appropriate 

and 

professional 

appearance 

☐ ☐ ☐ ☐ 

E. 

Demonstrates 

satisfactory 

punctuality 

and 

attendance 

☐ ☐ ☐ ☐ 

F. Serves as a 

positive 

ambassador 

for the district 

☐ ☐ ☐ ☐ 

Recommendations and/or Comments 

 

 

 

 

 
III. CONCLUSIONS AND RECOMMENDATIONS 

A. Overall Appraisal 

☐ Satisfactory  ☐ Conditional / Needs Improvement  ☐ Unsatisfactory 

B. Recommendations for Improvement and/or Professional Growth 

 

 

 

 
Evaluator 

Evaluator Name/Title: 

_________________________________________________ 

Evaluator Signature: 

_________________________________________________ 

Date: ______________________________ 

 
EMPLOYEE ACKNOWLEDGMENT 
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I understand that my signature does not indicate agreement with this 

evaluation. My signature indicates that I have received, read, and discussed 

this evaluation with my supervisor. I understand that I have the right to 

submit written comments or a response to be attached to this evaluation. 

Employee Signature: 

_________________________________________________ 

Date: ______________________________ 

Employee Comments Attached: ☐ Yes  ☐ No 

 

HILLSDALE COMMUNITY SCHOOLS 

TRANSPORTATION MONITOR EVALUATION FORM 

Employee Name: _________________________________________________ 

Evaluation Period: _______________________________________________ 

Evaluation Type: 

☐ Initial Probationary  ☐ Final Probationary  ☐ Special  ☐ 

Regular 

Evaluation Date: ______________________________ 

Rating Scale 

S = Satisfactory  C = Conditional / Needs Improvement  U = 

Unsatisfactory  N/A = Not Applicable 

 
I. JOB PERFORMANCE 

Performance 

Area 
S C U 

N/

A 

A. Works 

effectively with 

groups of 

students 

☐ ☐ ☐ ☐ 

B. Completes 

daily 

assignments 

accurately and 

efficiently 

☐ ☐ ☐ ☐ 

C. Completes 

special 

assignments as 

directed 

☐ ☐ ☐ ☐ 

D. 

Demonstrates 

a positive and 

professional 

attitude 

☐ ☐ ☐ ☐ 

E. Accepts and 

follows 
☐ ☐ ☐ ☐ 
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Performance 

Area 
S C U 

N/

A 

instructions 

and directions 

F. Interacts 

appropriately 

and 

professionally 

with the public 

☐ ☐ ☐ ☐ 

G. Interacts 

appropriately 

and 

professionally 

with students 

☐ ☐ ☐ ☐ 

H. Provides 

appropriate 

supervision of 

students and 

transportation

-related 

activities 

☐ ☐ ☐ ☐ 

I. Completes 

written work 

and required 

documentation 

accurately 

☐ ☐ ☐ ☐ 

J. 

Demonstrates 

a commitment 

to professional 

growth and 

self-

improvement 

☐ ☐ ☐ ☐ 

Recommendations and/or Comments 

 

 

 

 

 
II. PERSONAL CHARACTERISTICS 

Characteristic S C U N/A 

A. Works 

effectively and 
☐ ☐ ☐ ☐ 



76 
 

Characteristic S C U N/A 

cooperatively 

with others 

B. Carries out 

assigned 

responsibilities 

reliably 

☐ ☐ ☐ ☐ 

C. 

Demonstrates 

initiative 
☐ ☐ ☐ ☐ 

D. Maintains 

an appropriate 

and 

professional 

appearance 

☐ ☐ ☐ ☐ 

E. 

Demonstrates 

satisfactory 

punctuality 

and 

attendance 

☐ ☐ ☐ ☐ 

F. Serves as a 

positive 

ambassador 

for the district 

☐ ☐ ☐ ☐ 

Recommendations and/or Comments 

 

 

 

 

 
III. CONCLUSIONS AND RECOMMENDATIONS 

A. Overall Appraisal 

☐ Satisfactory  ☐ Conditional / Needs Improvement  ☐ Unsatisfactory 

B. Recommendations for Improvement and/or Professional Growth 

 

 

 

 
Evaluator 

Evaluator Name/Title: 

_________________________________________________ 

Evaluator Signature: 

_________________________________________________ 

Date: ______________________________ 
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EMPLOYEE ACKNOWLEDGMENT 

I understand that my signature does not indicate agreement with this 

evaluation. My signature indicates that I have received, read, and discussed 

this evaluation with my supervisor. I understand that I have the right to 

submit written comments or a response to be attached to this evaluation. 

Employee Signature: 

_________________________________________________ 

Date: ______________________________ 

Employee Comments Attached: ☐ Yes  ☐ No 

 

 

APPENDIX C – School Calendar 

 

APPENDIX D – Insurance Options  

The Board will make available the health/medical insurance programs, 

dental insurance programs, term life insurance programs, vision insurance programs, 

and long-term disability programs, through the Lenawee/Hillsdale County 

Consortium A. 

All insurance coverages are based upon the consortium plans and contingent on 

consortium rates. Should the Board leave the consortium plan, insurance coverages and 

employee cost shares will continue as listed below unless a different agreement is 

negotiated. 

The Board will provide, selected by the member during open enrollment, any of the 

MESSA plans included in the Lenawee/Hillsdale County Consortium A plan. 

Current Lenawee/Hillsdale County Consortium A MESSA will be provided by request from 

the administrative offices. 

 


