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ARTICLE 1-RECOGNITION 

1.00 RECOGNITION - The Board of Education of the Indian Lake Local School 
District, hereafter "Board", recognizes the Indian Lake Association of Classified 
Employees, hereafter "Association", an affiliate of the Ohio Education 
Association and the National Education Association, as the sole and exclusive 
representative of the bargaining unit as defined in 1.01. 

1.01 BARGAINING UNIT - The bargaining unit shall consist of the following 
classifications and any new classification not excluded below: 

Included: All full-time and part-time classified employees including: Bus 
Drivers, Custodians, Head Cooks, Cooks-Dishwashers-Cashiers, 
Bus Assistants, Media Assistants, and Educational Assistants. 

Exclusions: All administrators, supervisory, and confidential employees 
including the Treasurer, Treasurer's Secretary, Superintendent's 
Secretary, Bus Mechanics, and all Building Secretaries. 

The term "bargaining unit" or "unit" wherever used herein, refers collectively to 
the employee employed in the job classifications listed in Section 1.01 of the 
Article. 

1.02 New Classifications 

If job classifications other than those listed in Section 1.01 of this Article are 
established after the date of this Agreement and by reason of the nature of the 
position are not excluded from the bargaining unit as set forth in Section 1.01, 
those classifications shall be included in the bargaining unit unless excluded by 
law. 

1.03 Educational Aides Assigned to Specific Students 

1.04 
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Educational Assistants or Bus Assistants (aides) assigned to specific students 
shall be employed on an as-needed basis and the Board may suspend their 
contracts of employment. This provision is intended to supersede any state 
statutes and/or case law to the contrary. The posting for the position shall state 
that: (1) the employment is on an as-needed basis for a specified special needs 
student, and (2) the contract of employment may be suspended by the Board. 

ANTI-DISCRIMINATION - The Board and the Association reaffirm their mutually 
held responsibility, under federal and state laws and executive orders relating to 
fair employment practices, that no individual shall be unlawfully discriminated 
against on the basis of race, creed, color, sex, age, national origin, physical 
handicap, marital status, or membership in the Association. 
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ARTICLE 2-NEGOTIATION PROCEDURE 

2.00 NEGOTIATIONS 

2.01 Bargaining Team - The bargaining procedure shall be conducted between 
representatives of the Board and the Association. These representatives shall 
be known as the bargaining teams. Each team may consist of no more than six 
(6) members in addition to its designated spokesperson, unless by mutual 
agreement. Each party represented in the bargaining procedure shall determine 
who will be its bargaining team representatives, but shall not select members of 
the other party involved in the bargaining procedure. Bargaining team members 
shall be authorized to bargain in good faith. 

2.02 Bargaining in Executive Session - All bargaining sessions shall be in executive 
sessions (meaning only members of the bargaining teams, consultants as 
provided for in this procedure, and others as mutually agreed to between the 
bargaining teams) shall be in the room in which the bargaining session is being 
held. No report regarding the sessions may be made to the press. To the extent 
practical, negotiation sessions shall be scheduled to avoid conflict with employee 
work schedules. When a session is scheduled by mutual agreement during work 
time, team members shall not be docked. 

2.03 Consultants - Either bargaining team may utilize the assistance of consultants at 
any session to assist in the process. Cost of such consultants shall be borne by 
the party utilizing such consultants. 

2.04 Notification - Negotiations for a successor agreement may be initiated by notice 
from one party to the other of intent to negotiate a successor agreement. Such 
notice shall be given no sooner than one hundred fifty (150) days and no later 
than one hundred twenty (120) days prior to the expiration date of this 
Agreement. 

2.05 Upon receipt of the letter to initiate negotiations, the receiving party shall respond 
within ten (10) calendar days, shall acknowledge receipt of the letter to initiate 
the bargaining procedure and shall name the representative to contact 
concerning arrangements for establishing the initial bargaining session. 

2.06 Bargaining: 
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A. Initial Bargaining Session 

1. The initial bargaining session shall be arranged within fourteen (14) 
calendar days of the date of receipt of the letter to initiate negotiations. 
The initial bargaining session shall be held no later than one hundred 
twenty (120) days prior to the expiration of this Agreement or two (2) 
weeks after receipt of notice -- whichever comes later -- unless the parties 
otherwise mutually agree. 
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2. Items for negotiation, together with proposals thereon, shall be 
presented at the initial bargaining session. No items shall be added unless 
mutually agreed to by both parties. 

3. The initial session and all future sessions shall not adjourn until a 
time, place, and date have been established for the next bargaining 
session, until all matters submitted for bargaining have been agreed to or 
otherwise resolved. 

B. Caucus - Either bargaining team may call for a caucus during a 
bargaining session. If a caucus extends beyond thirty (30) minutes, the 
calling party shall inform the other party of the expected duration. 

1. Exchange of Information - The Board and the Association agree to 
provide the other upon request pertinent information to areas that may be 
discussed during the bargaining period. (This does not require the 
administration to specifically organize and prepare information in a 
different form than it currently exists unless it has been or is being 
prepared for themselves.) 

2. Tentative Agreement - As items are discussed and agreement 
reached, said items shall be reduced to writing and initialed by members 
of each team. This shall denote tentative agreement only. 

3. All issues submitted to the bargaining procedure shall be agreed to 
or otherwise resolved prior to the submission of issues for ratification by 
the Association and the Board. 

2.07 DISPUTE RESOLUTION 

A The Indian Lake Board of Education and the Indian Lake Association of 
Classified Employees agree to resolve an impasse in negotiations by 
utilizing the service of a mediator provided by the FMCS. 

B. In the event that issues cannot be resolved through mediation, the parties 
further agree to enlist an arbitrator from the American Arbitration 
Association to serve as a fact finder. The fact finder shall issue a non
binding recommendation to both parties at his/her earliest convenience. 
The cost of the fact finder shall be shared equally by both parties. In the 
event either party rejects the fact finder's recommendation, the mediator 
shall be so advised and the Association shall have the rights listed in R.C. 
4117.140(2). 

2.08 Ratification 

A 
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Preparing issues for Presentation to the Association and the Board 
for Approval--When agreement has been resolved, each issue shall be 
reduced to writing, be signed by the members of the bargaining teams, 
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and presented to the Association within five (5) calendar days of the final 
session for its approval. 

B. Each issue shall include the following provisions in writing: 

1 . Provisions of the agreement. 

2. Date that said provisions are to be implemented. 

C. Once the issues have been approved by the Association, they shall be 
submitted to the Board for approval at its next regular or special Board 
meeting within fourteen (14) days of final session -- whichever comes 
sooner. 

D. When approved by both parties, the Agreement shall be signed by the 
President of the Association and the President of the Board and a properly 
executed copy shall be sent to SERB within thirty (30) days. 

2.09 Distribution of Contracts--Within thirty (30) days after the execution of this 
contract, the Board shall provide, without charge, a copy of this contract to every 
employee in the bargaining unit. Any employee who becomes a member of the 
bargaining unit after the execution of this Agreement shall be provided with a 
copy of this Agreement by the Board without charge at the time of employment. 

2.1 O Board policy books shall be available in the reserve section in each building 
library at all job locations courtesy of !LACE. 

2.11 The negotiations policy and negotiated agreements will remain the same unless 
altered during this negotiation. Items negotiated at this session supersede 
similar items negotiated in the past. 

ARTICLE 3-ASSOCIATION RIGHTS 

3.00 The Association shall be granted the following exclusive rights: 

3.01 Use of a designated bulletin board in each building, which shall be the same 
bulletin board as used by the teacher organization, if any, if such teacher 
organization is a part of the Ohio Education Association, and the school mail, 
provided, however, that material placed on the designated bulletin board or in the 
school mail shall be identified as having been authorized by the Association. 
Use of bulletin boards or the school mail by any employees' organization (as that 
term is defined in 4117.01 (D) O.R.C.) other than the Association shall be 
brought to the attention of the Principal or Chief Administrator of the building 
where such use occurs and thereafter, the Administrators and the Association 
shall take reasonable steps to cause the discontinuation of such use. 
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3.02 Use of school facilities for Association meetings that do not conflict with 
previously set meetings of the district, use of the facilities, and upon approval of 
the appropriate administrator. Such approval shall not be unreasonably denied. 

3.03 Making brief announcements at staff meetings, upon prior notification to the 
supervisor in charge. 

3.04 One copy of the regular Board meeting agenda and one copy of other Board 
agendas, if available within twenty-four (24) hours prior to any other Board 
meeting, shall be made available to the Association at the same time as provided 
to members of the Board. A copy of the approved Board minutes shall be 
available at the Board office for the Association President. The Association 
President shall also receive a copy of the Board Policy book along with any 
revisions to that policy. 

3.05 Upon request, all regularly and routinely prepared information concerning the 
financial condition of the district shall be made available to the Association. 

3.06 Payroll deduction of regular Association dues and fees as individually authorized 
by employees covered hereunder. 

3.07 Use of copying equipment provided supplies used in connection with the use of 
copying equipment will be furnished or paid for by the Association. 

3.08 The Association shall be granted paid leave in the amount of five (5) days to be 
used to represent employee interests. The Association President shall notify the 
Superintendent three (3) days in advance of the person/s who will be using 
Association Leave and the date/s on which it will be taken. 

3.09 Two (2) duly elected delegates or alternate delegates shall be allowed to attend 
the Annual Academy convention for three (3) days without loss of pay and 
without additional expenses to the Board. 

3.1 O Indian Lake A.C.E. officers and department representatives (stewards) shall be 
entitled to one (1) hour per month of paid release time to attend Indian Lake 
Association of Classified Employees Executive Committee meetings. However, 
before said representatives receive pay for attendance at the meeting, available 
compensation time per employee shall be taken by said persons. Therefore, 
payment for such time shall be required only if there is no available 
compensation time of an employee to deplete. 

3.11 Representation: 

A. 
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A member of the bargaining unit shall be accompanied by an Association 
representative at any investigatory interview when the bargaining unit 
member believes the interview may lead to disciplinary action. 
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B. A member of the bargaining unit may, on request, be accompanied by an 
Association representative at a conference where disciplinary action is 
being administered. Further, before any serious disciplinary action is put 
into effect, the bargaining unit member will be given written notice of the 
charge, a summary of the evidence against him, and an opportunity to 
respond. 

3.12 The Indian Lake A.C.E. President shall be granted 2 1/2 hours of release time 
per month to conduct Association business, to assist in the settlement of disputes 
or to implement the provisions of this agreement. Such release time shall 
accumulate up to eight (8) hours. 

3.13 Association representatives may consult with unit members during the work day 
when it shall not interfere with the work assignment. Representatives shall be 
permitted access to work areas to assist in adjusting grievances, settlement of 
disputes, to attest to implementation of the provisions of this contract. 

3.14 Representatives entering the work sites shall notify the building administrator of 
his/her presence. The Indian Lake Association of Classified Employees shall 
supply the Board with a list of authorized representatives. The list will be kept 
current by the Association. 

3.15 Each employee shall be issued a single school event pass to all school 
sponsored events, with the exception of the high school musical. 

3.16 Union Meetings - Any employees working on the second (2nd) shift may attend 
union meetings once a month provided his/her work is completed and lost time 
made up at the beginning or the end of their work shift, also providing that there 
is no extra activity going on at that particular school. 

ARTICLE 4-MANAGEMENT RIGHTS 

4.00 The Board retains the sole right and responsibility to: 

4.01 Determine matters of inherent managerial policy which include, but are not 
limited to, areas of discretion of policy such as the functions and programs of the 
public employer, standards of seivices, its overall budget, utilization of 
technology, and organizational structure; 

4.02 Direct, supeivise, evaluate, or hire employees; 

4.03 Maintain and improve the efficiency and effectiveness of governmental 
operations; 

4.04 Determine the overall methods, process, means, or personnel by which 
governmental operations are to be conducted; 
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4.05 Suspend, discipline, demote, or discharge for just cause, or layoff; transfer, 
assign, schedule, promote, or retain employees (Provisions of just cause shall 
apply to classified employees when they obtain continuing contract status by law 
- three (3) years.); 

4.06 Determine the adequacy of the work force; 

4.07 Determine the overall mission of the employer as a unit of government; 

4.08 Effectively manage the work force; 

4.09 Take actions to carry out the mission of the public employer as a governmental 
unit. 

4.10 These rights are subject to and affected by the terms and conditions of this 
Agreement. 

ARTICLE 5-NON-DISCRIMINATION 

5.00 The parties hereto agree that neither the Board nor the Association shall 
discriminate against an employee covered hereunder because of his/her 
activities herein prescribed and all provisions of this Agreement and Board and 
Building policies shall be uniformly applied and administered for all employees of 
the bargaining unit. 

5.01 Additionally, the Board, the Association, and each employee will cooperate fully 
with all applicable laws forbidding discrimination on account of race, color, creed, 
religion, sex, marital status, or political affiliation. 

ARTICLE 6-NO STRIKE PROVISION 

6.00 The members of the bargaining unit will neither cause nor sponsor any strike, 
slow down, or other work stoppage during the term of this agreement. 

6.01 The Association does not waive its right to protected activity under unsafe 
working conditions where the health, safety, and welfare of its members may be 
in jeopardy. 

ARTICLE 7-IN-SERVICE AND CERTIFICATION 

7.00 Employees, except bus drivers, shall attend a minimum of two (2) in-service 
meetings per year when such meetings, designed to improve the efficiency or 
ease of work are offered in either the field of present classification or in a 
classification to which the employee might reasonably aspire. Such meetings 
may be scheduled during the regular working hours of the employee, but it will 
not be a requirement that such meetings be held during the employee's assigned 
work hours. No employee shall be required to attend an in-service meeting 
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during his/her vacation or holiday. Any employee required to attend an in-service 
meeting shall be paid his/her regular rate of pay for that meeting. 

7.01 Any "in-service" or "professional meeting" which food service personnel are 
directed to attend by the food service director, the building principal, the director 
of support services, or the Superintendent will be entered by computer on the 
appropriate check stub and will be entered by hand into the employee's 
permanent record. 

7.02 IN-SERVICE REIMBURSEMENT 

6!9193vll 

A. Any full-time classified employee who obtains advanced approval from the 
Superintendent for, properly registers for, and attends an in-state seminar 
or a workshop related directly to the employee's current assignment or 
area of service shall receive 100% reimbursement for the workshop fee, 
mileage, motel (if necessary, limited to $50 per person up to $100 per 
room per night) and required supplies. 

B. The Board shall reimburse the employee at a 50% rate for approved 
tuition expenses. The Board will appropriate a pool of $3,000 annually for 
the classified bargaining unit. Total requests that exceed the pool will be 
reimbursed at a prorated amount. 

C. Payment will be made once a year on the first regular pay in December 
following the particular eligibility year. Reimbursement will be made for 
seminars or workshops approved and completed during the previous 
eligibility year of June 1-May 31. Payment will only be made to those 
classified employees who return to work in the district the year following 
the seminar or workshop. 

D. Reimbursement may not be sought for a seminar or workshop for which 
reimbursement has or would be paid through any other professional leave 
or by grant or fellowship. Proof of payment by the employee will be 
required in completing the request for reimbursement. 

E. Application Process: To be eligible for reimbursement the application 
must be completed in the manner prescribed below. 

1. Professional workshop reimbursement forms will be available in the 
central office or principal's office. 

2. The employee must submit the reimbursement form in writing to the 
office of the Superintendent prior to attending the seminar or workshop for 
which reimbursement is sought, indicating the nature of the seminar or 
workshop being taken and other information pertinent to the approval 
decision. 
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3. Once reviewed and acted upon, the application will be returned to 
the individual employee indicating Superintendent's approval or denial of 
the request. 

4. The Superintendent's decision is final and not grievable. 

5. Following approval, and upon completion of the seminar or 
workshop, the employee will complete the second part of the form and 
attach documentation showing: (1) payment for the course, and (2) 
attendance verification. The completed application and documentation 
must then be returned to the Superintendent within sixty (60) days of the 
completion of the course. 

7.03 BUS DRIVERS' IN-SERVICE AND MISCELLANEOUS PROVISIONS 

A 

B. 

C. 

D. 

E. 

F. 
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Bus Drivers shall attend a maximum of nine (9) meetings called by the 
Superintendent without pay during the course of the school year. The 
meetings shall not exceed one (1) hour in length. 

Bus Drivers will be required to attend two (2) in-service meetings prior to 
the start of school. Any employee who attends the two (2) in-service 
meetings prior to the start of school shall be paid. 

Bus Drivers will receive pay at the applicable minimum wage (state or 
federal) established by law and reimbursement for prior approved and 
documented expenses for requirements to obtain re-certification. The 
Board of Education will reimburse for CDL renewal within ninety (90) days 
of receiving a copy of the receipt and a copy of renewed driver's license 
by the Treasurer's office. 

Annually, Bus Drivers will receive an extra 5 hours of regular pay in 
addition to the 10 hours of trade time for teacher in-services to 
accommodate for parental meetings, student referrals, paperwork, in
services, etc. 

In years offered by the Board, bus drivers will be reimbursed for prior 
approved and documented expenses plus 8 hours per day of pay at sit 
rate for advanced training. 

Drivers who compete in the regional bus rodeo and place in the top twenty 
(20) shall receive a $100.00 US Savings Bond. Drivers who compete in 
the state bus rodeo and place in the top ten (10) shall receive a $200.00 
US Savings Bond. Cash equivalent of the purchase price of the bonds 
may be given in lieu of the savings bonds. 
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7.04 EDUCATIONAL ASSISTANTS 

A. Educational Assistants who either voluntarily, or by requirement are to 
obtain or maintain certification as required by the Elementary & Secondary 
Education Act (ESEA (Rev. 2002]) and successfully obtain the required 
certificate shall be advanced to the Media Assistant/Educational II column 
on the salary schedules, Article 32. 

B. The Board of Education will assume the testing fee, currently $40.00 per 
administration, no more than once per academic year, for the electronic 
testing, if taken on the Indian Lake site. If the employee wishes to take a 
written paper/pencil test, all cost associated with the test will be at the 
employee's cost. 

C. An Educational Assistant, who fails to obtain the required certificate within 
the prescribed period of time under ESEA, will automatically have his/her 
contract terminated. 

D. The Board shall reimburse educational assistants for the cost of renewing 
the permit required to hold his/her position. Such reimbursement shall be 
made within ninety (90) days of receiving a copy of the receipt and a copy 
of renewed permit by the Treasurer's office. 

7 .05 The Board shall pay to the Educational Service Center up to Eighty Dollars ($80) 
for each bargaining unit member for the cost of state and federal background 
checks required by Ohio law. 

ARTICLE 8-SENIORITY 

8.00 System seniority is the length of employment with the Board computed from the 
most recent date of employment. The Board may allow previous similar work 
experience to determine placement on the salary schedule up to and including 
ten (10) years. 

8.01 Classification seniority is the length of employment in a particular classification 
computed from the most recent date of entry into such classification. For 
purposes of this provision, the following classifications exist: Educational 
Assistants, Bus Transportation, Food Service, and Custodial. Seniority in Food 
Service shall be determined by the following categories: Head Cooks, Cooks
Dishwashers-Cashiers. 

8.02 Job classification seniority is the length of service in a specific job classification 
computed from the most recent date of entry into such classification as in 
recognition. 

8.03 Building seniority is the length of service at a particular work site as computed 
from the most recent date of assignment to that location. 
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8.04 There shall be an initial probationary period of one hundred twenty (120) 
scheduled work days to allow the Board to determine the fitness and ability of 
any new employee to perform the work required. During such probationary 
period, an employee shall not have access to the grievance process with respect 
to his/her layoff or discharge. An employee retained beyond this probationary 
period shall have his/her seniority computed from the date of employment, as 
specified above, and shall have the full rights and privileges as set forth in this 
agreement. 

8.05 A. Employees who transfer, or are transferred, to a new department, new job 
classification, or new job duties shall serve a ninety (90) calendar day 
probationary period to allow the Board to determine their fitness and ability 
to perform the work required. 

B. 

C. 

During the probationary period, the employee may be evaluated at 30, 60, 
and 85 days or at other intervals as necessary. During this probationary 
period, the employee shall retain all prior seniority and other rights and 
privileges of employment, except that he/she may not grieve a Board or 
administrative decision to return him/her to the previous position if found 
unfit or unable to perform the work required. In such instance, the employee 
shall retain all prior seniority and rights. 

Upon completion of the probationary period, the employee shall acquire 
seniority in the new department and classification computed from the date of 
entry. The employee shall not lose other accumulated seniority in previous 
classifications and categories, but shall not accumulate further seniority in 
any category or classification in which they are not currently working. 

8.06 A Seniority List shall be posted each September and sent to the Association 
President; should changes be made during the year, a new list shall be sent to 
the Association President. 
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A. The names of employees on the seniority list shall appear in seniority rank 
order within areas of classification (most senior at top), their first day 
worked, their hire-in date, and contract status. 

B. Classified employees qualified in more than one area shall be listed in all 
the areas of qualification. 

C. Part time employees shall be listed separately. 

D. Ties in seniority shall be broken by the following method to determine the 
most senior: 

1. 

2. 

Employee with first day worked. 

Employee with earliest date of hire. 
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3. By lottery with an Association Representative present. 

8.07 Each employee shall have a period of thirty (30) days after posting of the 
seniority list in which to advise the Board of inaccuracies which affect his/her 
seniority. Should a new list be required, the Board shall make the adjustments 
and re-post the list. No protests shall be considered after thirty (30) days of the 
posting of the seniority list and the list shall be considered as final until the next 
posting. 

ARTICLE 9-ASSIGNMENTS, VACANCIES, AND TRANSFERS 

9.00 Vacancies - A vacancy shall exist as a result of a resignation, retirement, 
termination, promotion, or transfer, or the creation of a new position. 

9.01 When a vacancy occurs in any job classification, the Board shall cause an 
announcement to be made specifying the job classification, location, pay, job 
description, immediate supervisor, and location of the position. Such announce
ment shall be posted on an appropriate bulletin board in each work location in the 
district for five (5) days, and a copy of said announcement shall be sent to the 
Association. 

9.02 When the Board decides to fill a vacancy, the Board will proceed accordingly: 

A. The Board shall afford the most senior employees in the job classification 
an opportunity to transfer. If the job classification seniority is identical, 
district seniority will prevail. 

B. A vacancy shall be given to (1) the most senior applicant in the job 
classification who is qualified in the discretion of the Superintendent. If 
that person does not accept the vacancy within three (3) work days, or is 
not qualified in the discretion of the Superintendent, then (2) the most 
senior employee who is qualified in the discretion of the Superintendent 
and who timely files an application will be given next consideration. 
Neither (1) nor (2) is guaranteed the position. 

C. When the Board decides to fill a vacancy, it shall be filled within forty-five 
(45) calendar days. 

9.03 Not later than three (3) work days after the last day of posting the announcement, 
any current employee of the Board may apply for the position by making 
application for a transfer or promotion to the Superintendent. 

9.04 A transfer shall be defined as an employee moving from one position to another 
in the same classification. A transfer shall be based upon system seniority. A 
promotion shall be defined as an employee changing job classification. 

9.05 An employee who transfers or is promoted under the above procedures, may not 
request another transfer or promotion for at least one (1) year from the date of 
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10.06 Disciplinary materials in the personnel file shall be removed twenty-four (24) 
months after posting unless the employee receives any further written discipline 
within the twenty-four (24) month period. 

If the employee receives any further written discipline within the twenty-four (24) 
month period, the disciplined employee must work for an additional period of 
twenty-four (24) months from the date of any written discipline in order for the 
oldest written discipline to be removed from the file. 

ARTICLE 11-SICK LEAVE 

11.00 Fifteen (15) days of sick leave shall be credited annually to each employee at the 
rate of one and one-quarter (1 1/4) days per month. Each employee is entitled to 
an advance of five (5) days of sick leave as of the first day of school, which must 
be earned before any further days are granted. 

11.01 The total unused portion of annual sick leave allowance shall be permitted to 
accumulate to an unlimited number of days. No employee shall forfeit 
accumulated days during an approved leave of absence. 

11.02 Sick Leave Use - Sick leave days may be used for: 

A. Absence due to personal illness 

B. Disability due to pregnancy 

C. Injury 

D. Exposure to contagious diseases, which could be communicated to others 

E. Absence due to illness or injury in the employee's immediate family shall 
be interpreted to mean parent, spouse, child, step-child, grandchild, or a 
person living in the same household. (Grandchild must live in employee's 
household.) 

11.03 An employee who finds it necessary to be absent should notify the administration 
the evening before, if possible, and no later than one (1) hour prior to the arrival 
time for employees. The day before the employee is to return to work, he/she 
shall call the principal's office before school is out. Substitutes will be obtained 
for all absences if available. 

11.04 The transportation director will secure substitute bus drivers for drivers who must 
miss work due to personal illness, illness in the family, or personal leave. 

11.05 Drivers must notify the supervisor prior to 8:00 p.m. the evening before an 
absence, or by no later than 5:00 a.m. the day of the absence, unless an 
emergency is involved. Each driver must inform his/her supervisor of the 
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projected amount of days (or Y:z days) he/she is to be absent. Drivers must call 
transportation director to indicate when they will return to work by 3:00 p.m. 

11.06 Any employee whose personal illness extends beyond the amount of his/her 
accumulated sick leave shall, at his/her written request, be granted a leave of 
absence without pay for the duration of the illness, but not to exceed two (2) 
years. Under no circumstances may the leave of absence extend beyond the 
expiration date of the contract. 

11.07 An employee who is absent for any reason shall sign the sick leave form 
presented by the principal's office upon return to duty. An employee whose 
absence because of an illness extends beyond five (5) days, must present a 
doctor's statement upon return to work. An employee whose absence because 
of illness extends beyond three (3) consecutive days for a second time in a 
contract year, must present a doctor's statement within two (2) days of returning 
to work and must present a doctor's statement for each three (3) consecutive 
days of absence for the remainder of the contract year. 

11.08 An employee who has been absent should notify the principal of his/her intent to 
return to work prior to dismissal time on the afternoon of the last day of absence, 
or as he/she can determine the time of return to work. 

11.09 If an emergency day or holiday occurs during a sick leave period, the employee 
will not be charged with a sick leave day, unless the employee has not followed 
the procedure for notifying the administration, in which case the employee will be 
charged with sick leave. 

11.10 The Board will continue to carry on payroll records the name of any employee 
who is on approved leave of absence. The employee may elect to maintain their 
existing insurance coverage according to COBRA regulations. The employee 
must make the monthly payments in the amount of the total monthly premium by 
the first day of that month. 

11.11 The employee has the right to donate maximum of four (4) days of his/her sick 
leave to an employee who has exhausted his/her sick leave due to an extended 
illness. The donor may donate a cumulative total of four (4) days of his/her sick 
leave per year. 

11.12 Jn the case of death in the family, sick leave may be used. The following 
schedule is suggested: 

A 
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Death in the immediate family, three to five (3-5) days. (Immediate family 
is interpreted to mean father, mother, sister, brother, husband, wife, 
children, step-parent, step-child, father-in-law, mother-in-law, brother-in
law, sister-in-law, daughter-in-law, son-in-law, grandparents, 
grandchildren, or a person living in the same household.) 
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B. Employees attending the funeral of a relative not in the immediate family, 
and not living in the same household, shall be allowed absence for the day 
of the funeral with no deduction in pay. 

C. At his/her discretion, the Superintendent may grant additional sick leave. 

ARTICLE 12-JURY DUTY 

12.00 Such leave shall not be deducted from sick leave. Appropriate proof of such 
service must be submitted prior to receiving said payments. 

12.01 In the event that the jury compensation is higher than the regular pay, the person 
may choose to keep the check and take the days deducts. 

12.02 In the event that the jury compensation is lower, the employee shall sign the jury 
check over to the Board of Education and shall receive his/her regular rate of pay 
for the day(s) served on jury duty. 

ARTICLE 13-ASSAULT LEAVE 

13.00 If an employee is assaulted, he/she shall report to his/her supervisor, or shall 
report immediately to the emergency room, if the situation warrants it. 

13.01 The Board shall be responsible for determining the applicant's eligibility for 
assault leave. Such determination shall be based upon the information 
evidenced by the request form and the physician's report of the need for such 
assault leave. The bargaining unit member, if requested, shall consent to an 
examination at Board expense by a Board designated physician at a reasonable 
time and place. If the employee is not covered by insurance, the Board will pay 
for emergency room treatment. 

13.02 The bargaining unit member shall agree to cooperate fully in pursuing any legal 
or policy action by the Board on behalf of the bargaining unit member and/or the 
Board. An employee who must appear in court, pursuant to this article, will not 
have sick leave deducted. 

13.03 Assault leave will be limited to a maximum of fifteen (15) working days per 
occurrence, not chargeable to sick leave or personal leave, and shall be non
accumulative from year to year. 

13.04 If upon the exhaustion of the allowed fifteen (15) assault leave days, the 
individual is unable to perform his/her contracted duties, he/she may apply for 
sick leave, workman's compensation (if eligible), and unpaid leave of absence, or 
disability retirement. Should the individual qualify for workman's compensation, 
he/she shall receive the difference in pay between his/her regular rate of pay and 
the worker's compensation benefit until such time as the benefit terminates. The 
Board may require a Doctor's verification of the employee's fitness to return to 
duty. 
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13.05 If permanently disabled, the employee must apply for disability retirement and no 
assault leave shall be granted after such retirement has been approved. The 
period of such absence, as defined in this provision, shall be termed "assault 
leave." 

13.06 Falsification of either the signed statement of the events or circumstances 
surrounding the assault or the physical statement shall be grounds for 
disciplinary action. 

13.07 Provisions of this article apply in all cases of rape and physical assault and must 
not be a direct result of provocation by the employee. 

13.08 Assault leave will be granted only if the employee is involved in his/her official 
school duties. 

ARTICLE 14-MILITARY LEAVE 

14.00 A classified staff employee who is a member of reserve component of the armed 
forces of the United States or the Ohio National Guard shall be granted leave of 
absence without loss of pay for such time as the employee is in the military 
service or field training or active duty for periods, not to exceed thirty-one (31) 
days in any-calendar year, provided that the compensation paid to the classified 
employee shall be the difference between his/her regular compensation and the 
remuneration received by the employee for such military services. 

14.01 In the event military pay would be more than regular pay, the employee shall 
request an unpaid leave of absence but not lose seniority and upon return, shall 
be advanced upon the salary schedule up to and including (but not to exceed) 
five (5) years. 

ARTICLE 15-PERSONAL LEAVE 

15.00 All employees shall be granted three (3) days of personal leave per school year 
at the employee's regular compensation. 

15.01 A personal leave form will be completed three (3) days prior to use of personal 
leave and submitted to the immediate supervisor for approval or disapproval, 
except in the case of an emergency situation, when written reasons shall be 
submitted after the day's leave, for approval or disapproval. Personal leave 
cannot be used the day preceding or following a holiday, vacation day or a non
school day excluding summer work hours unless it is an emergency approved by 
his/her immediate supervisor. Personal leave may be approved for unusual or 
unique situations that fall on prohibited days by seeking approval of the 
Superintendent through the immediate supervisor. If the Superintendent is not 
available, the immediate supervisor may grant the request for personal leave. 

15.02 An employee will be permitted to carry over one (1) unused personal day to the 
next school year. However, in no event will an employee be granted more than 
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four (4) personal days in a school year. Personal leave shall be granted for half 
a day, if requested. 

15.03 Employees shall not be intimidated in the use of personal leave. 

15.04 If a calamity day occurs at the work site of the employee who is on personal 
leave, the employee will not be charged with a personal leave day. 

ARTICLE 16-MILEAGE 

16.00 Any employee who is required by his/her supervisor to use his/her own vehicle in 
the performance of any assigned duty, shall be reimbursed at the rate 
established by the IRS in effect August 1 of any year for the forthcoming school 
year. 

ARTICLE 17-SUBCONTRACTING WORK 

17.00 The Board agrees that any work performed by bargaining unit members (or any 
similar work) shall not be subcontracted to an outside organization which results 
in the layoff of unit members during the duration of this agreement. 

ARTICLE 18-WORKERS' COMPENSATION 

18.00 All unit members shall have full rights to workers' compensation benefits per 
injuries incurred on the job. 

18.01 Unit members shall not be required to exhaust sick leave to claim workers' 
compensation benefits. 

ARTICLE 19-REDUCTION IN FORCE 

19.00 A reasonable reduction may be made when a position(s) has been abolished, 
when there is lack of work, financial reasons, or when there is a lack of funds. 

19.01 When it becomes necessary to reduce the number of employees in the 
bargaining unit, probationary workers shall be laid off first. Regular employees 
shall be laid off in the inverse order of system seniority. 

19.02 An employee shall have the right to bump (displace) those with less seniority in 
his/her department or classification, if qualified. 

19.03 Employees shall be recalled in reverse order of layoff. All RIF employees shall 
maintain recall rights for a period of two (2) years from the date of the layoff. 

ARTICLE 20-DISCIPLINARY ACTION 

20.00 No employee shall be disciplined, reduced in rank or compensation, demoted, 
non-renewed, terminated, or otherwise deprived of any contractual rights without 
"just cause" and compliance with applicable provisions of this contract. 
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20.01 An employee may only be disciplined for just cause and in a progressive nature. 
Discipline shall be corrective in nature and shall progress on the disciplinary 
levels below unless the Superintendent determines that the severity of the matter 
merits a more severe level of discipline. The levels of progressive discipline are: 

A Verbal reprimand 

B. Written reprimand 

C. Suspension of three (3) days or less without pay 

D. Suspension of more than three (3) days without pay (not to exceed ten 
(10) days) except in cases of termination. 

20.02 Immediate corrective action, including suspension or dismissal, may be taken in 
cases of extremely serious actions. 

20.03 Any objections to the basis or severity of the corrective action shall be pursued 
through the grievances procedure, except that no verbal reprimand may be 
grieved. 

ARTICLE 21-PAYCHECKS/DEDUCTIONS 

21.00 Paychecks/Distribution - All members of the bargaining unit shall receive twenty
four (24) paychecks during the contract year. 

21.01 Electronic Deposit: Mandatory Pilot Program and Opt-Out 

A 

B. 

C. 

D. 
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During the pilot period, the first pay in December 2001 to the first pay in 
June 2002, all employees will have all wages (taxable income reported to 
the IRS) electronically deposited. An employee may be exempt from this 
requirement if: (1) the employee's banking or financial institution does not 
participate in electronic deposits; or (2) the employee does not participate 
in banking or financial institutions. The employee desiring to opt out of the 
electronic deposit must submit in writing one of the above-listed 
justifications of non-participation. 

Routing information will be submitted to the Treasurer's office by 
September 30, 2001 for implementation with the first pay in December 
2001. 

Employees hired before June 30, 2001 may opt out of the electronic 
deposit program following the mandatory trial period. An employee 
desiring to opt out must submit a written notice to the Treasurer's office. 

Without exception, all employees hired after July 1, 2001 must participate 
in electronic deposit. All new hires must submit routing information no later 
than 30 days after date of hire. 
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E. For those employees opting out of electronic deposit, paychecks will be 
delivered to the building to which the employee is normally assigned. 
(The transportation Director will make arrangements to deliver paychecks 
to those bus drivers opting out of electronic deposit.) 

F. During summer months, employees with electronic check deposit will 
receive check stub information such as accumulated sick leave, etc. by 
mail. For all other employees, summer paychecks shall be mailed. All 
employees are responsible for maintaining a current address with the 
Board's Treasurer. 

G. Those who wish to pick up summer checks at the Treasurer's office must 
notify the Treasurer (or assistant) five (5) working days prior to payday 
and may pickup the check at a mutually agreeable time. 

21.02 The following deductions from paychecks shall be made without prior written 
authorization of the employee: 

A. Federal, State, School, and City Income Taxes 

B. Retirement 

C. Court Ordered Deductions 

D. Agency Fees 

21.03 Upon a signed, written authorization, the following deductions from paychecks 
will be made: 
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A. Personal Group Insurance 

B. Employee's Cost for Hospitalization 

C. Tax Sheltered Annuities 

D. Association Membership Dues and annual monthly political deductions 

E. Credit Union - the following provisions apply: 

1. A minimum membership of ten (10) people is required 

2. A deduction will be made to a total of one (1) credit union chosen 
by the Association. A deduction will not be made to an individual's credit 
union, if it is different from the credit union chosen by the Association. 
Voluntary credit union deductions may be deducted each pay period if the 
employee gives written notification of this preference to the Treasurer's 
office. 

3. There will be only one (1) deduction per month 
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4. Any administrative expenses incurred as a result of implementation 
and continuing operation of the credit union shall be borne solely and 
equally by those members of the credit union. This charge may be 
deducted without prior authorization of the credit union member. 

ARTICLE 22-T AX SHEL TERI NG EMPLOYEE SERS CONTRIBUTIONS 

22.00 The Board of the Indian Lake School District herewith agrees with the Indian 
Lake Classified Employees Association to pick-up (assume and pay) 
contributions to the School Employee Retirement System upon behalf of the 
employees in the bargaining unit on the following terms and conditions: 

22.01 The amount to be picked-up and paid on behalf of each employee shall be the 
percentage which is required to be paid to SERS by the employee as established 
by law. The employee's annual compensation shall be reduced by an amount 
equal to the amount picked-up and paid by the Board, but at no cost to the 
Board. 

22.02 The pick-up percentage shall apply uniformly to all members of the bargaining 
unit. 

22.03 No employee covered by this provision shall have the option to elect a wage 
increase or other benefit in lieu of the employer pick-up. 

22.04 The pick-up shall become effective with the new wage rates schedule and shall 
apply to all compensation including overtime. 

22.05 Each bargaining unit member will be responsible for compliance with Internal 
Revenue Salary exclusion allowance regulations with respect to the "pick-up" in 
combination with other tax-deferred compensation plans. 

22.06 If the foregoing "pick-up" provisions are nullified by subsequent Internal Revenue 
Rulings, Ohio Attorney General Opinions, or the governing regulations, the Board 
will be held harmless and this article of the agreement shall be declared null and 
void. 

22.07 The amount designated as "picked-up" by the Board shall be included in 
computing the employee's daily rate for the purpose of sick leave conversion for 
severance. 

ARTICLE 23-ANNUAL WAGE NOTICE 

23.00 Each employee shall receive an annual wage notice in accord with the provisions 
of the Ohio Revised Code. The wage notice shall identify the years of experience 
(current step on salary schedule), the number of days or hours of the employee 
and the total salary to be paid. 
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ARTICLE 24-PAID HOLIDAYS 

24.00 Paid Holidays - The Board will pay all employees for holidays that fall within the 
contract period. The holidays are: 

Christmas, Memorial Day, Thanksgiving, Labor Day, New Year's Day, Martin 
Luther King Day, and President's Day; twelve (12) month employees will also be 
paid for the Fourth of July. 

24.01 When a holiday falls on a Saturday or Sunday, the days shall be honored on the 
Friday before or the Monday following the calendar holiday: 

Example: 4th of July on Saturday 
Holiday - 3rd of July on Friday or 6th of July on Monday 

24.02 Holiday Pay 

A. Bus drivers shall be paid at the established rate of pay for trips taken 
during non-school and/or vacation days unless the trip results in more 
than forty (40) hours/week. 

B. The Board will pay an employee at twice the regular hourly rate for all 
hours worked on an officially recognized holiday in addition to the paid 
holiday. 

C. In order for an employee to be paid for a holiday, the employee must work 
the day prior to or the day following the holiday. Excused leave being the 
exception. 

ARTICLE 25-0VERTIME/BREAKS/CALAMITY/INVENTORY/ATTENDANCE 
BONUS 

25.00 Some bus routes are such that the drivers put in more hours than they are paid 
to drive. Any driver in this position may turn in a time sheet to be paid for his/her 
time. 

25.01 The standard work week for all bargaining unit employees shall be Monday 
through Friday. The Board may establish a work schedule other than Monday 
through Friday providing the appropriate rate of pay is paid for Saturday and 
Sunday. All hours including holiday and paid leave shall be calculated as hours 
worked for purpose of overtime. 

25.02 The Board will pay an employee at the rate of one and one-half (1 1/2) times the 
regular rate for all hours worked on Saturday and Sunday. All Saturday and 
Sunday work must be authorized by a supervisor. 

61919lvl 1 22 



transfer to a new position. A request for transfer shall expire upon the filling of 
the announced position. 

9.06 The Board shall notify the Association of a transfer of bargaining unit personnel 
within ten (10) days of the effective date of such transfer. 

9.07 The Association President shall be notified of all persons who apply for a 
classified position at least five (5) days before the Board takes any action on said 
position. 

9.08 Second (2nd) shift custodial employees may opt to transfer/fill in for day 
employees who are gone depending on the schedule of all evening building 
activities. 

9.09 Assignments - Nothing in this or any other section shall be construed as 
restricting the power of assignment from the Superintendent as set forth in state 
statute. 

ARTICLE 10-PERSONNEL FILE 

10.00 The only official personnel file for each employee shall be maintained in the office 
of the Board of Education. The contents of such files shall be limited to items 
relating to work performance, discipline, and routine financial and personnel data. 

10.01 All material placed in the file shall be signed and dated by the person directing its 
placement in the file. The employee shall receive a copy of the material prior to 
such placement and shall be requested to sign the document that is to be placed 
in the file. If the employee refuses to sign, such fact shall be noted. 

10.02 An employee shall be entitled to make a copy without charge of material in 
his/her personnel file, except for material supplied prior to employment. 

10.03 An employee may request to review his/her personnel file and may request a 
meeting with the Superintendent to discuss removal of materials from his/her 
personnel file. The employee and Superintendent may mutually agree to remove 
materials from the file. Absent agreement. the employee has all rights pursuant 
to Chapter 1347 of the Ohio Revised Code. 

10.04 An employee file for bus drivers will be maintained in the office of the Director of 
Transportation. This file will not constitute or be part of an official personnel file. 
The file will contain required employee signed state forms and employee signed 
in-service documents. This file will not contain disciplinary information. An 
employee may request to view this file. 

10.05 Nothing anonymous may be placed in the file or used against the employee. 
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25.03 Any employee assigned to work, or who performs work in a higher classification 
shall be paid, during the assignment, at the rate of pay for the higher job 
classification. 

25.04 The Board will pay an employee at twice the regular hourly rate for all hours 
worked on recognized unpaid holiday. 

25.05 BREAK TIME - All employees, excluding bus drivers and bus assistants, in the 
bargaining unit who are scheduled to work more than two (2) hours but up to and 
including six (6) hours per day shall be entitled to one (1) fifteen (15) minute 
break. Employees in the unit scheduled to work more than six (6) hours per day 
shall be entitled to two (2) fifteen (15) minute breaks per day. No break may be 
taken in the first hour of the workday or last hour and shall, likewise, not be taken 
in the hour preceding or following a lunch break unless it is approved by the 
appropriate supervisor. 

25. 06 CALAMITY DAYS 
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A. In the event it becomes necessary for the Superintendent to close schools 
for an epidemic or other public calamity as defined in Ohio Revised Code, 
members of the bargaining unit will be informed of such closing through 
established channels of communication. Those employees in the 
bargaining unit who are not expressly required by the Superintendent or 
his/her designee to report for work shall have the day off with regular pay, 
if the days are not subject to make-up (currently, the first five snow days). 
However, the number of days with regular pay (currently five days) will 
change if state law on calamity days changes. 

B. 

Custodians shall work on calamity days. If custodians are not able to 
travel to their worksite due to unsafe roads, they may report instead for 
work for second shift. Those employees who are expressly required to 
report for work and do report shall be paid for an additional one-quarter 
(1/4) of their regular pay for all hours actually worked during the first five 
calamity days. However, if state law changes on calamity days, and some 
or all of the first five calamity days ARE required to be made up, then, 
calamity days will be made up as required by law. Custodians shall be 
paid the additional one-quarter (1/4) of their regular pay hours worked 
during the first five calamity days of any school year, but not for any 
calamity days thereafter. However, if the number of school days that are 
not required to be made up is reduced, then the number of days 
custodians are paid at the additional one-quarter (1/4) of their pay will also 
be reduced. 

Because severe weather may cause difficulties for employees traveling to 
work, custodians or employees required to work on calamity days, may 
with approval of their supervisor adjust their hours. If less than eight hours 
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are worked on the calamity day, those hours will be made up during the 
next few days upon approval of the supervisor. 

C. If an employee is called into work on a calamity day, the employee shall 
be guaranteed not less than two (2) hours pay. 

D. Employees who are already at work prior to the cancellation shall be 
granted two (2) hours of overtime pay and may be released for the 
balance of the day. 

E. If drivers are not notified of a delay or cancellation by 6:00 a.m., they will 
be paid one (1) hour of overtime at their rate of pay. If drivers are notified 
in a timely fashion (as stated above), there is no overtime pay. If an 
additional delay or cancellation occurs after the timely notification, there is 
no overtime pay. 

F. Under normal circumstances, when school is closed due to a calamity 
day, all other staff members other than custodians will be excused from 
reporting for duty; however, the administration shall reserve the right to 
require attendance of staff members when such attendance could be 
productive. 

25.07 PAY FOR ELECTRICITY--Bus drivers who keep diesel buses at their homes 
shall receive $100.00 per school year to compensate for the electricity used to 
heat the diesel engines. 

25.08 The Director of Food Services may hold one (1) meeting per month, not to 
exceed one (1) hour in length. Such meeting shall be held immediately following 
completion of duties and responsibilities at the employees' respective building(s). 
A list of tentative meeting dates and times shall be posted or distributed by the 
week of September 15 each school year, which shall be subject to change if 
exigent circumstances arise. Also, final notice of the meeting will be posted in 
each cafeteria at least three (3) work days in advance. Attendance will be 
mandatory, with only the Director of Food Services approving non-attendance. 
The Director of Food Services may meet with all food service personnel or elect 
to meet with individual employee classifications (cook, dishwasher, cashier). The 
food service employee will be reimbursed at his/her regular rate of pay or if the 
meeting is in excess of forty (40) hours per week, at the appropriate overtime 
rate. 

25.09 Drivers will be paid for two (2) hours at their route rate when sent for alcohol or 
drug testing. Drivers will be paid for one (1) hour at the applicable minimum 
wage (state or federal) established by law once each year for their annual 
mandatory physical. 

25.1 O Custodial overtime opportunities will be offered on a seniority basis to custodians 
working in the building where the overtime opportunity exists. 
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25. 11 CATERING SERVICE 

A. The catering shall be related to the Indian Lake Local Schools or held at 
the Indian Lake Local Schools. 

B. Minimum participation shall be established by the Board, in the range of 
100 participants per event. 

C. Bidding for event services shall be offered to individuals in the following 
priority: 

1. food services personnel in the bargaining unit with training and 
experience necessary to perform the services on the basis of seniority; 

2. food services personnel in the bargaining unit who can perform the 
services without incurring overtime wages on the basis of seniority; 

3. any other food services personnel, including substitutes, on the 
basis of seniority; 

4. other bargaining unit members who can perform the services 
without incurring overtime wages, on the basis of seniority; 

5. any other bargaining unit members on the basis of seniority. 

Employees outside of the food service classification (cook/cashier/dishwasher/ 
head cook) shall be paid at step O on the food service category of 
cook/cashier/dishwasher for hours worked. 

25.12 Time clocks will be implemented with at least one time clock placed in each 
building. There will be a four-week transition period during which no employee 
will be disciplined for failure to use a time clock properly. The Superintendent 
shall prepare a written instruction sheet that shall be posted regarding time clock 
procedures. Bus drivers will continue to complete pre-trip inspection sheets and 
radio notifications to the transportation supervisor. 

ARTICLE 26-HOURS & CONTRACT DAYS & VACATIONS 

26.00 As listed below, employees will work the hours of day and the days per year as 
provided by their current contract: 
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Classification 
Head Cooks 
Cashiers-Cooks-Dishwashers 
Bus Drivers - Regular Route 
Media & Educational Assistants 
Custodians 
JVS Bus Drivers 
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Days in Contract 
182 
182 
180 
180 
253 
180 

Hours Per Day 
8 
8,6,5,4 
4 
8, 7,4 
8 
As needed 



+Additional JVS days, if needed. 
Bus Assistants As Needed 

26.01 VACATIONS FOR CUSTODIANS - The employee is entitled to vacation days 
following the year/s hired in date. (Example: Hired in 10-8-96, receive vacation 
days on 10-8-97) 

A. Years of Service Number of Vacation Days 

At the end of: 1 to 3 10 
15 
17 
20 
25 
30 

4 to 6 
7 to 10 
11to15 
16 to 24 
25 years or more 

B. Vacations may be taken any time of the year providing a request for use of 
the vacation days be made five (5) days prior to the starting date of the 
requested vacation; except in an emergency situation with approval of the 
immediate supervisor or building principal. Restricting three (3) weeks for 
five (5) years or more service in summer. 

C. Vacation time for Christmas has to be approved by the Superintendent 
and/or Supervisor. 

26.02 Calendar--Any changes to the school calendar after its adoption by the Board 
which requires a change in the regular days of the members of this bargaining 
unit must be approved by ILACE prior to implementation. 

ARTICLE 27-NON-SCHOOL WORK DAY 

27.00 The work day for all custodial employees for all days school is not in session 
(during the school year) will be as assigned by the supervisor. During the 
summer months, generally custodial employees will work during the first shift with 
specific hours as assigned by the supervisor. 

ARTICLE 28-FIELD TRIPS 

28.00 On July 1 of each year we will start at the top of the seniority list. Field trip 
assignments for bus drivers shall be made strictly on a seniority basis, starting at 
the top of the seniority list each month at the monthly meeting, i.e., the bus 
drivers with the most seniority shall be able to choose any date/trip on the 
proposed list and shall not be restricted by the chronological presentation of the 
trips. Extra trips will be assigned at a monthly meeting. Drivers who are unable 
to attend due to school related business shall be considered for extra trips. Any 
trips added after the monthly meeting will be given to the next name on the 
seniority list where trips stopped. 

619193vll 26 



When a field trip or extracurricular trip is taken, if ten (10) or more students will 
be traveling by school transportation, a school bus will be used. If nine (9) or 
fewer students will be traveling by school transportation, then the school van or 
other transportation will be used and whether a driver is needed for such trip is in 
the sole discretion of the Superintendent, which cannot be grieved. 

28.01 Regular drivers assigned to sub for another driver shall receive their regular 
hourly rate. 

28.02 Only those regular drivers whose regular route assignments do not conflict with 
the field trip will be considered. All drivers will be paid at an hourly rate of $13.50 
for weekday trips and time and one-half ($20.25) for Saturday and Sunday trips. 

28.03 Field trips or extra trip drivers may not leave the event to which they have driven 
until the event has concluded for the day. All trips shall be paid a minimum of 
two (2) hours driving time. 

28.04 The applicable minimum wage (state or federal) established by law shall be paid 
while drivers wait for their return trip. 

28.05 For field trips not canceled within two (2) hours of the pickup time, the driver shall 
be paid two (2) hours at his/her driving rate. 

28.06 All drivers shall be paid their regular driving rate during any breakdown. Clock 
out time shall occur when the trip is completed or the driver is relieved of 
responsibility for the bus. 

28.07 Employees who cannot fulfill their trips assigned at the monthly meeting shall 
notify the Transportation Supervisor who will assign the trip to another driver in 
accordance with the seniority list. 

28.08 The employee has a right to refuse to drive a bus that they feel is unsafe; without 
being reprimanded. 

ARTICLE 29-DUES FOR JOB-RELATED ORGANIZATIONS 

29.00 A. 

B. 
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The Board of Education will appropriate a pool of $500 annually to 
reimburse bargaining unit members one hundred percent (100%) for 
membership in professional organizations, other than the Ohio Education 
Association. If any total membership cost is more than $100, then the 
employee must contribute twenty percent (20%) of the cost. Total 
requests that exceed the pool will be reimbursed at a pro-rated amount. 

Reimbursement will be made once each year on the first regular pay in 
December following the particular year of eligibility. Reimbursement will 
be made for applications completed during the previous eligibility year of 
June 1 - May 31. Reimbursement will only be made to those classified 
employees who return to work in the district the year following application. 
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C. Application Process: To be eligible for reimbursement, the application 
must be completed as follows: 

1. Professional organization membership reimbursement forms will be 
available in the central office. 

2. The employee must submit the reimbursement form in writing to the 
office of the Superintendent prior to joining the organization and/or 
renewing his/her membership, indicating the nature of the professional 
organization and other information pertinent to the approval decision. 

3. Once reviewed and acted upon, the application will be returned to 
the individual employee indicating Superintendent's approval or denial of 
the request. 

4. The Superintendent's decision is final and not grievable. 

5. Following approval, and upon verification of the membership, the 
employee will complete the second part of the form and attach 
documentation showing payment for the membership dues. 

ARTICLE 30-INSURANCE 

30.00 For the term of this contract, the Board will contribute the following amount 
toward the purchase of insurance coverage (health, dental, and vision), effective 
July 1, 2013: 
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Employee Board 
Full-time family 15% 85% 

Full-time single 15% 85% 

Part-time family 50%* 50% 

Part-time single 50%* 50% 

*Part-time employees' benefits are governed by Article 30.03 K. below. 

Bus drivers employed on May 15, 2013 and who were enrolled in the Board's 
health insurance plan on May 15, 2013 ("Grandfathered Bus Drivers"), will be 
offered Board health insurance benefits from July 1, 2013 to December 31, 2013 
at the 15% Employee's share and 85% Board's share. From January 1, 2014 to 
December 31, 2014 the Grandfathered Bus Drivers will be offered health 
insurance at the split of 30% Employee's share and 70% Board's share. For 
January 1, 2014 to December 31, 2014, HSA contributions by the Board for the 
Grandfathered Bus Drivers will be made at the same 70% split. For January 1, 
2015 to June 30, 2015, the Grandfathered Bus Drivers will be at the same 
employee/Board cost sharing split for health insurance premiums and HSA 
contributions as other four hour employees (50% I 50%) as provided in Article 
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30.00 and 30.03 K. below. Reasonable efforts will be made to allow qualified 
Grandfathered Bus Drivers to obtain additional regular work hours, in order that 
they may qualify for health insurance at the full-time employee rate. 

30.01 Should there be any change in the monthly premiums during the life of this 
contract, any increase or decrease of premium will be divided on the same 
percentage. However, the Board's share shall not increase more than ten 
percent (10%) each insurance plan year. 

30.02 Coverage established under this plan are: 

A. Medical and Hospitalization 
B. Major Medical 
C. $20,000 Life Insurance Paid up life insurance with 3-year vesting. 
D. Dental 
E. Prescription Drugs 
F. VSP Well Vision Standard Plan B with $20 Co-Pay 

30.03 The following restrictions shall apply: 

A. 

B. 

c. 
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An employee must work at least five (5) hours a day to be considered full
time. 

An employee who has a spouse who is eligible for healthcare 
benefits/insurance through another entity may not have healthcare 
benefits coverage extended to the employee's spouse through the 
healthcare benefits offered by the Board, unless the employee pays an 
additional $85.00, which shall increase to $125 per month effective 
January 1, 2014. (Although the term "another entity" would normally 
include Medicare, for this bargaining unit, the term "another entity" shall 
not include Medicare.) The member must sign a statement verifying that 
he/she carries no other medical or hospitalization insurance. If he/she is 
covered by another carrier and the circumstances change, he/she will be 
allowed to join the medical/hospitalization group. 

If the Board employs both spouses on a full-time basis and the couple 
does not have dependent children, both husband and wife must enroll in 
the single health care plan offered by the Board. If the Board employs 
both spouses on a full-time basis and the couple does have dependent 
children, the employees must enroll in one family health care plan, and the 
Board will contribute only to one Health Savings Account for the couple in 
the amount of $3,400 per year through calendar year 2014; for calendar 
year 2015, the Board will contribute to only one Health Savings Account 
for the couple at 80% instead of the 2014 rate of 85%. If the Board 
employs both spouses, one on a full-time basis and one on a part-time 
basis, only the employee employed on a full-time basis is ·eligible for the 
Board's health insurance. 
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D. 

E. 

F. 

G. 

H. 

I. 

J. 

K. 
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Employees may be required to enroll in health insurance in the most cost
effective manner possible. (For example, an employee and spouse with 
no dependents may be required to enroll in 2 single plans rather than a 
family plan.) 

An employee must join the medical/hospitalization group plan during the 
one-month enrollment period, or within thirty (30) calendar days of their 
date of hire. An employee who fails to meet these requirements will be 
required to wait for enrollment until the next sign-up date unless a 
qualifying event occurs. Enrollment information will be given to each 
employee at the time of employment. 

The Board shall reserve the right to choose the insurance carrier as long 
as coverage is equal to, or better than, that in effect on the effective date 
of this Agreement. 

Employees who sever employment with the district for whatever reason, 
including retirement will not be eligible for Board funded healthcare 
benefits the first day of the next month. Example: an employee who 
retires effective May 31 would not be eligible for Board funded healthcare 
benefits beginning June 1. 

Effective January 1, 2012, the Board will pay 85% toward the monthly 
premium for single and family coverage of an HSA Plan offered through 
the consortium of which the district is a member. (However, see 
limitations upon part-time employees in this Article.) 

For the calendar years 2013 and 2014, the Board will deposit $141.67 
monthly for single coverage ($1,700 annual total) and $283.33 monthly for 
family coverage ($3,400 annual total) into the employee's Health Savings 
Account (HSA). (However, see limitations upon married couples in D. 
above and limitations upon part-time employees in this Article.) For 
calendar year 2015, the Board's contributions will be at 80% instead of the 
2014 rate of 85%. 

When an employee joins or drops coverage, the amount contributed by 
the Board to the employee's HSA account is prorated based on the 
Treasurer's calculations. In the event an employee drops coverage, he or 
she may be liable for any over-payment of the prorated amount and shall 
re-pay the district based on the Treasurer's calculations. 

Overriding Rules for Part-Time Employees: Any employee who regularly 
works less than full-time (less than five hours per day) but at least four 
hours per day, shall receive employer-provided contributions to his/her 
HSA account at the rate of 50% of the employer contribution for full-time 
employees. Any employee who works less than four hours per day is not 
eligible for any Board-provided health insurance or Board-provided HSA 
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contribution. The provisions of this paragraph override and supersede any 
other paragraphs in this Article (Article 30 Insurance) that describe 
benefits provided only to full-time employees. 

L. Any employee who is eligible to enroll in the Board's health insurance, but 
who cannot contribute to a Health Savings Account, will be enrolled in 
HSA Plan. The Board will contribute to a Flexible Spending Account 
(FSA), the amounts that would have been contributed on behalf of the 
employee to a Health Savings Account (HSA). 

M. No HSA or FSA payments will be made by the Board for or to bargaining 
unit members who are not enrolled in the Board's health insurance plan 
because he/she (1) is not eligible for health insurance, or (2) has opted out 
of health insurance. 

N. The ILACE leadership will work with the Board to explore options and cost 
containment for health insurance for the duration of this agreement. 

30.04 Bargaining unit members who retire will be eligible to purchase life insurance 
directly through the Life Insurance Company so long as the Life Insurance 
Company so permits in accordance with terms set by the Life Insurance. 

30.05 Opt-Out Payment 
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A Bargaining unit members eligible for an insurance opt-out payment include 
all current and new full-time employees who are eligible to enroll in the 
Board's health insurance plan. However, if an employee and his spouse 
are employed by the District, neither the employee nor the spouse shall be 
eligible for any opt-out payment. 

B. Each eligible employee must notify the Board Treasurer in writing of 
his/her intent to opt-out of the Board's insurance plan by July 1 of each 
year to receive the full amount of the opt-out payment, if triggered. Each 
such employee must maintain a copy of the opt-out notice provided to the 
Treasurer. To opt-out of the Board's health insurance plan, the employee 
must obtain health insurance elsewhere. 

C. The "Base Number'' shall be the number of total full-time employees of the 
district who were eligible for the Board's health insurance plan and did not 
enroll in the Board's health insurance plan for the 2010-11 school year. If 
the following ADDITIONAL employees opt out of the Board's family 
insurance plan (over and above the Base Number) for a full school year, 
then an Opt-Out Amount shall be paid to each employee opting out of the 
Board's health insurance plan as follows: 

2-5 additional employees opting out - payment shall be $1,000 per 
employee; 
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6-1 O additional employees opting out - payment shall be $1,500 
per employee; 

11 or more additional employees opting out - payment shall be 
$2,000 per employee. 

Each eligible member opting out of the Board's health insurance 
plan shall be paid the Opt-Out Amount, if triggered, in June 
following the school year in which the member provided advance 
notice to the Treasurer of the decision to opt-out. 

D. Any employee who elected to opt-out of the Board's heath insurance plan 
who involuntarily loses other insurance coverage will be permitted to re
enroll in the Board's health insurance plan subject to the provisions of the 
contract with the health insurance carrier. 

E. Any employee who opted-out of the Board's health insurance plan and 
who re-enrolls under the provisions of this Article, shall receive a pro rata 
amount for a partial year of opting-out of health insurance coverage, if the 
opt-out payment is triggered. Employees may opt-out mid year by 
providing written notice to the Treasurer and shall be paid a pro rata 
portion of the Opt-Out Amount, if the opt-out payment is triggered. 

F. The Opt-Out Payment provisions of this Article shall automatically expire 
on June 30, 2015. 

30.06 The Board of Education agrees to provide a supplier for Section 125 benefits. 

30.07 Insurance Advisory Committee 

The Insurance Advisory Committee shall consist of three (3) representatives 
chosen by the Board and three (3) from the Association, and shall meet as 
necessary for the purposes of sharing information and concerns. Dates and 
times of the meetings are to be mutually agreed upon by the Superintendent and 
the ILACE President. 

ARTICLE 31-SEVERANCE PAY 

31.00 The Board will grant severance pay for those employees who terminate their 
employment through retirement. Severance pay will be granted upon the 
retirement of the employee. In the event an employee begins work again with 
the Board, additional severance pay will only be made on unused accumulated 
sick leave accrued from the most recent date of employment. Eligibility for 
receipt of the severance allowance and determination of the amount shall be as 
follows: 

31.01 Employees who retire with less than ten (10) years of service to the Indian Lake 
Schools as verified by the Treasurer will be granted severance pay based upon 
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twenty-five percent (25%) of the accumulated sick leave, one hundred ninety-five 
(195) days maximum. 

31.02 Employees who retire with ten (10) to fourteen (14) years of service to the Indian 
Lake Schools as verified by the Treasurer will be granted severance pay based 
upon thirty-three percent (33%) of the accumulated sick leave, one-hundred 
ninety-five (195) days maximum. 

31.03 Employees who retire with fifteen (15) to twenty (20) years of service to the 
Indian Lake Schools as verified by the Treasurer will be granted severance pay 
based upon forty percent (40%) of the accumulated sick leave, one-hundred 
ninety-five (195) days maximum. 

31.04 Employees who retire with more than twenty (20) years of service to the Indian 
Lake Schools as verified by the Treasurer will be granted severance pay based 
upon fifty percent (50%) of the accumulated sick leave, one-hundred ninety-five 
(195) days maximum. 

A "year of service" shall mean a school year consisting of at least 120 work days. 

31.05 If an employee eligible for severance pay dies, severance pay will be made to the 
employee's estate as though the employee had left employment in accordance 
with the above formula. 

31.06 The estate of an employee who is eligible for retirement pursuant to the 
regulations of the School Employees Retirement System and who dies while on 
active pay status with the Board will be paid severance pay according to the 
above schedule. Payment will be paid upon the request from the executor(trix) of 
the estate. 

31.07 An employee will be considered as retired when within one-hundred twenty (120) 
days after the termination of employment he/she begins collecting a monthly 
retirement payment from one (1) of the State Retirement Systems. 

31.08 Following receipt by the Treasurer's office of proof of retirement and a letter from 
the retiree requesting severance pay, severance shall be paid in one installment 
as follows: (1) if the employee is 55 years of age or older, paid into an 
accumulated leave plan administered by ING Life Insurance & Annuity Company 
by the end of September in the year of retirement; or (2) if the employee is not 
yet 55 years of age, paid to the employee in January of the calendar year 
following the year of retirement. 

ARTICLE 32-SALARY SCHEDULES 

32.00 Effective July 1, 2013: 0.0% 

July 1, 2014: 0.0% 
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Effective July 1. 2013 !Index multiplies by base salarv. Base salary increase of 0.0%) 

Steps shall be unfrozen as of July 1, 2013. Each employee will be placed at the step on 
the salary schedule based on their actual years of experience, such that the maximum 
movement on the salary schedule for the contract year beginning July 1, 2013 will be two 
years. (For example: Employee on Step 1for2011-12, stayed on step 1 for 2012-2013, will 
move to step 3 for 2013-14.) There will be no pack pay adjustment. 

Years of 
Exp. 

Salary 
Index 

Educ. 
Assist. 

Media 
Assist. 

Paraprofessional 
Assist. 

Media Assist. 
with 

Paraprofessional 
Bus 

Driver 
Cook/Cashier 
Dishwasher 

Head Cook 
Hired After 

1999 

0 
1 

2 
3 

4 

5 
6 

7 

8 

9 

10 

11 

12 

13 

14 

15 
16 
17 

18 
19 

20 
25 

1.000 
1.025 

1.050 
1.075 
1.100 
1.125 

1.150 

1.175 
1.200 

1.225 
1.250 

1.270 
1.277 

1.285 

1.300 
1.315 

1.330 
1.345 

1.360 
1.367 

1.375 

1.390 

$10.13 
10.38 

10.64 

10.89 
11.14 
11.40 

11.65 
11.90 

12.16 

12.41 
12.66 

12.87 
12.94 

13.02 

13.17 
13.32 

13.47 
13.62 

13.78 
13.85 

13.93 
14.08 

$10.28 
10.54 

10.79 
11.05 

11.31 
11.57 

11.82 
12.08 

12.34 
12.59 

12.85 
13.06 

13.13 

13.21 

13.36 
13.52 

13.67 
13.83 

13.98 
14.05 

14.14 
14.29 

Notes for salary schedules: 

$10.65 
10.92 

11.18 
11.45 

11.72 
11.98 

12.25 
12.51 

12.78 
13.05 

13.31 
13.53 

13.60 
13.69 

13.85 
14.00 

14.16 
14.32 

14.48 
14.56 

14.64 

14.80 

$10.80 

11.07 

11.34 
11.61 
11.88 

12.15 
12.42 

12.69 

12.96 
13.23 

13.50 
13.72 

13.79 
13.88 

14.04 

14.20 
14.36 

14.53 
14.69 

14.76 

14.85 
15.01 

$13.47 
13.81 

14.14 

14.48 
14.82 

15.15 
15.49 

15.83 
16.16 

16.50 
16.84 

17.11 
17.20 

17.31 

17.51 

17.71 
17.92 

18.12 
18.32 

18.41 

18.52 
18.72 

$10.28 
10.54 

10.79 
11.05 

11.31 
11.57 

11.82 

12.08 
12.34 
12.59 

12.85 
13.06 

13.13 

13.21 

13.36 

13.52 
13.67 
13.83 

13.98 
14.05 

14.14 
14.29 

$11.82 
12.12 

12.41 

12.71 

13.00 

13.30 
13.59 

13.89 

14.18 
14.48 

14.78 
15.01 

15.09 
15.19 

15.37 
15.54 
15.72 

15.90 

16.08 
16.16 

16.25 

16.43 

Educational Assistants and Media Assistants must provide proof of passing the 
Paraprofessional examination by September 15 to advance to the respective salary 
column for that school year. 

A. Educational Assistants only holding a teacher's aide permit. 

B. Media Assistants hired after July 1, 2007 who have not passed the 
paraprofessional examination will be paid the same as an educational assistant 
who has not passed the paraprofessional examination. Media Assistants hired 
before July 1, 2007, who have not passed the paraprofessional examination shall 
be paid at a base rate of $9.98 for the 2011-13 school years. 
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Custodian 

$13.63 
13.97 

14.31 
14.65 

14.99 
15.33 

15.67 

16.02 
16.36 

16.70 
17.04 

17.31 
17.41 

17.51 

17.72 

17.92 
18.13 

18.33 
18.54 

18.63 

18.74 
18.95 



C. Educational Assistants holding a teacher's aide permit and have passed the 
paraprofessional examination. Proof of passing paraprofessional examination 
must be provided to the School District Treasurer by September 15 to advance to 
the respective salary column for that school year. 

D. Media Assistants passing the paraprofessional examination. Proof of passing 
paraprofessional examination must be provided to the School District Treasurer 
by September 15 to advance to the respective salary column for that school year. 

ARTICLE 33-GRIEVANCE PROCEDURE 

33.00 A grievance is defined as an allegation by a classified employee, or group of 
classified employees, or the Association that there has been a violation, 
misinterpretation, or misapplication of any term of this written contract or the 
discipline or discharge of any employee. To resolve differences, the Board and 
the Association shall utilize the following procedure: 

33.01 Informal Procedure--The grievant may first discuss the grievance informally with 
the immediate administrator who has the authority to bring about a solution to the 
grievance. Said discussion shall be confidential and conducted personally. 

33.02 Formal Procedure-

Step 1: 

Step 2: 

Step 3: 

61919Jvll 

Not later than fourteen (14) calendar days after the grievant could 
reasonably be expected to know about the occurrence of the alleged 
violation giving rise to the grievance, the grievant may submit his/her 
immediate administrative authority a completed grievance form. A 
copy of the completed form shall be given to the grievant and to the 
Association. Within seven (7) calendar days, the administrator shall 
meet with the grievant in an effort to resolve the grievance. Within 
seven (7) calendar days of said meeting, the administrator shall 
indicate in writing his/her disposition of the grievance. Copies of said 
disposition shall be given to the grievant and to the Association. 

If the grievant is not satisfied, or if no disposition of the grievance has 
been made within the time limits set forth in Step 1 (above), the 
grievant and/or his/her representative may, within fourteen (14) 
calendar days submit a copy of the grievance, along with the 
administrator's written disposition, if one was given, to the 
Superintendent. Within fourteen (14) calendar days of said meeting, 
the Superintendent shall indicate in writing his/her disposition of the 
grievance. Copies of said disposition shall be given to the grievant 
and to the Association. 

If the grievant is not satisfied, or if no disposition of the grievance has 
been made within the time limits set forth in Step 2 (above), the 
grievant and/or his/her representative may, within fourteen (14) 
calendar days, submit a copy of the grievance, along with the 

35 



Step 4: 

administrator's disposition(s), if one(s) were given to the Board. 
Within twenty-one (21) calendar days, the Board shall meet with the 
grievant in an effort to resolve the grievance. Within fourteen (14) 
days of said meeting, the Board shall indicate, in writing, the 
disposition of the grievance. Copies of said disposition shall be 
given to the grievant and to the Association. 

Arbitration--ln the event that the grievance is not satisfactorily 
adjusted at Step 3, OEA may submit a request in writing that the 
grievance be submitted to arbitration. The request shall be made 
within ten (10) school days of the receipt of the response at Step 3 or 
the failure of the Board to timely respond. The parties shall 
immediately attempt to select a mutually acceptable arbitrator either 
from lists to be developed by the parties or developed by the AAA. If 
the parties are unable to agree upon an arbitrator within ten (10) 
school days of the request for arbitration, the grievance may be 
submitted for arbitration to the American Arbitration Association. The 
conduct of the arbitration shall be governed by the voluntary labor 
arbitration rules of the American Arbitration Association. The 
arbitrator's ruling shall be binding on both parties. The expenses of 
the arbitrator shall be borne equally between the parties. 

33.03 Times indicated in each step shall be maximum but may be extended by mutual 
agreement. Failure of the grievant to comply with the timelines shall result in the 
grievance being dismissed. Failure of the employer to abide by the timelines 
shall result in the grievance going forward to the next level automatically. 

33.04 A grievance may be withdrawn at any level without prejudice and no record of the 
grievance made. 

33.05 A grievance shall not be made a part of a grievant's personnel file and the filing 
of a grievance shall not be the cause for any reprisal against the grievant. 

33.06 Grievances could be filed at Level 2 if Administrator at Level 1 doesn't have 
authority to grant the relief in question. 

33.07 The grievant has the right to Association representation at all meetings involving 
the grievance and has the exclusive right to process grievances and be present 
at the adjustment of all grievances as well as receiving copies of all documents 
related to the grievance. 

ARTICLE 34-FAIR SHARE FEE 

34.00 Payroll Deduction of Fair Share Fee - The Board shall deduct from the pay of 
members of the bargaining unit who elect not to become or to remain members 
of the Indian Lake Association of Classified Employees, a fair share fee for the 
Association's representation of such non-members during the term of this 
contract. No non-member filing a timely demand shall be required to subsidize 
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partisan political or ideological causes not germane to the Association's work in 
the realm of collective bargaining. 

34.01 Notification of the Amount of Fair Share Fee - Notice of the amount of the 
annual fair share fee, which shall not be more than 100% of the unified dues of 
the Association, shall be transmitted by the Association to the Treasurer of the 
Board on or about January 1 of each year during the term of this contract for the 
purpose of determining amounts to be payroll-deducted, and the Board agrees to 
promptly transmit all amounts deducted to the Association. 

34.02 Schedule of Fair Share Fee Deductions 

A. All Fair Share Fee Payers--Payroll deductions of such fair share fees shall 
begin January 15. Except that no fair share fee deductions shall be made 
for bargaining unit members employed until after one hundred twenty 
(120) scheduled work days, which period shall be the required 
probationary period of newly employed bargaining unit members. 

B. Upon Termination of Membership During the Membership Year--The 
Treasurer of the Board shall, upon notification from the Association that a 
member has terminated membership, commence the deduction of the fair 
share fee with respect to the former member, and the amount of the fee 
yet to be deducted shall be the annual fair share fee less the amount 
previously paid through payroll deductions. 

34.03 Transmittal of Deductions - The Board further agrees to accompany each such 
transmittal with a list of the names of the bargaining unit members for whom all 
such fair share fee deductions were made, the period covered, and the amount 
deducted for each. 

34.04 Procedure for Rebate - The Association represents to the Board that an internal 
rebate procedure has been established in accordance with Section 4417.09(C) of 
the Revised Code and that a procedure for challenging the amount of the 
representation fee has been established and will be given to each member of the 
bargaining unit who does not join the Association and that such procedure and 
notice shall be in compliance with all applicable state and federal laws and the 
Constitution of the United States and the State of Ohio. 

34.05 Entitlement to Rebate - Upon timely demand, non-members may apply to the 
Association for an advance reduction/rebate of the fair share fee pursuant to the 
internal procedure adopted by the Association. 

34.06 Indemnification of Employer - The Association on behalf of itself and the OEA 
and NEA agrees to indemnify the Board for any cost or liability incurred as a 
result of the implementation and enforcement of this provision provided that: 
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A. The Board shall give a ten (10) day written notice of any claim made or 
action filed against the employer by a non-member for which 
indemnification may be claimed; 

B. The Association shall reserve the right to designate counsel to represent 
and defend the employer; 

C. The Board agrees to (1) give full and complete cooperation and 
assistance to the Association and its counsel at all levels of the 
proceeding, (2) permit the Association or its affiliates to intervene as a 
party if it so desires; and/or (3) to not oppose the Association or its 
affiliates' application to file briefs amicus curiae in the action; 

D. The Board acted in good faith compliance with the fair share fee provision 
of this Agreement; however, there shall be no indemnification of the Board 
if the Board intentionally or willfully fails to apply (except due to court 
order) or misapplies such fair share fee provisions herein. 

ARTICLE 35-PROVISIONS CONTRARY TO LAW 

35.00 If any provision of this contract shall be found to be contrary to law in a court of 
competent jurisdiction, then such provision shall be deemed invalid except to the 
extent permitted by law. All other provisions of the contract shall continue in full 
force and effect. 

35.01 The parties agree that should any section of this contract be declared invalid or 
unenforceable, representatives of the Board and of the Association shall meet to 
negotiate under the terms of this Agreement new language relating directly to the 
section declared invalid or unenforceable. 

35.02 If either the ILACE or the Board serves the other with a written notice to negotiate 
regarding provisions of the ESEA (No Child Left Behind Act), the parties shall 
enter into negotiations. If the parties are unable to reach agreement, the parties 
shall resolve the dispute by using the mutually agreed upon dispute resolution 
procedure set forth in this Agreement. 

ARTICLE 36-LABOR MANAGEMENT COMMITTEE 

36.00 As a means to provide ongoing communication between the Association and the 
Administration, a LMC shall meet every other month of the school year. 

36.01 The ILACE President, the ILEA President and the Superintendent and their 
representatives, nominated by the Association's Presidents and the 
Superintendent respectively, shall meet during the scheduled school day and 
discuss issues on an agenda. 

A. 
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Items on the Agenda shall not pertain to grievances or the settlement 
thereof or deal with items that will require collective bargaining. 
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36.02 Responsibility for "chairing" the meeting, taking minutes of the meeting, and 
distributing the minutes of the meeting shall be alternated between the 
Association Presidents and the Superintendent. 

36.03 Meetings may be waived upon mutual agreement, and in the event a regular 
member of the Committee is unable to attend due to illness, he/she may be 
replaced with a substitute named by the Superintendent or the Association 
Presidents, respectively. 

36.04 The parties agree that the participation and concurrence with actions taken by 
this Committee do not waive the contractual provisions of the Master Agreement 
and that no contractual provisions will be waived to allow this Committee to 
function. Furthermore, participation in and discussion of issues within this 
Committee does not constitute a waiver of the right to bargain under O.R.C. 4117 
by the Association any issue it deems bargainable under the negotiations 
provisions of the state law and the negotiated Agreement. 

36.05 Other Committee Work 

The following topics shall be addressed by a committee comprised of eight (8) 
members: (3) administrators or supervisors and one (1) board member (or four 
(4) administrators or supervisors) and four (4) ILACE representatives, including 
the ILACE President and representation from the other classifications. 

A. Classified evaluation instrument 

B. Classified job descriptions 

C. Clean up of Insurance Committee language for consistency. 

The committee shall develop written recommendations on each of the above 
topics. The committee's recommendation shall be submitted first to the 
Association for approval. Upon approval of the Association, the recommendation 
shall be submitted to the Board for approval and implementation by January 1, 
2009. The committee shall work diligently to complete its work earlier than the 
stated deadline. If the Association or the Board fails to approve the committee's 
recommendations, the committee shall develop recommendations. If no set of 
recommendations is approved by the deadline by both the Association and the 
Board, then no changes shall be implemented. 

ARTICLE 37-COMPLAINTS AGAINST EMPLOYEES 

37.00 In the event a complaint or question concerning an employee is received, the 
following procedure shall be used: 

A. 
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The complaint will be addressed to the concerned employee, who shall 
meet with the complainant to discuss the complaint, etc. 
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1. Child talk to staff member 
2. Parent talk to staff member or 
3. Administrator talk to staff member 

If a parent refuses or fails to follow the above guidelines, then the principal 
shall schedule a meeting between the parent and staff member and the 
principal shall act as facilitator/mediator during such meeting. 

B. If the matter is not resolved at Level A, the administrator may schedule a 
conference with both parties and the administrator present. 

C. If the matter is not resolved at Level B, a meeting may be sought with the 
Superintendent. The Superintendent shall schedule a meeting to discuss 
the complaint at a mutually agreeable time for the complainant, the 
affected employee and his/her representative. 

D. Should the issue fail to be resolved by level C, and a meeting is sought 
with the Board, the employee and his/her representative shall be notified 
of the meeting and have an opportunity of addressing the Board prior to 
their meeting with the complainant. 

37.01 This procedure shall be applied equally to all complaints--either verbal or written. 

37.02 Any complaint which is not brought to the attention of the employee within ten 
(10) days after the complaint is made, shall not be made the basis for disciplinary 
action against the employee, or affect the employee's continued employment. 

ARTICLE 38-DURATION 

All conditions of employment shall be maintained at the levels which exist at the time 
this Agreement is signed. This contract shall become effective at 12:01 a.m. upon 
ratification of the Association and upon approval of the Board and shall remain in full 
force and effect through midnight June 30, 2015. 

For the Indian Lake Association 
Of Classified Employees 

lw_ ocJJ2 ~- \'\-B 
Date 

~Ji:;, 9-1~-/3 
Date 

6wtrua_.. n11~ 61'-18'-13_ 
n. fl 

1 
Date 

~ q-1'0-13 
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For the Indian Lake Board of 
Education 



Date Date 

Date Date 

Date Date 

Date Date 

Date Date 

Date Date 

Date Date 

Date Date 
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SAMPLE GRIEVANCE FORM 

Date of Grievance Occurred: -------------------
Facts upon which grievance is based, and specification of provisions of alleged 
violation, misinterpretation, or misapplication of the agreement. 

Remedy sought: 

Name of person with whom this grievance form is being filed: ______ _ 

Signature of Grievant: ---------------------

Date Filed: -------------------------

Disposition of Grievance: 

Signature of Administrator/Board: ----------------
Date: 

619193vll 42 



SAMPLE INITIAL INJURY REPORT 

Name ------------- Social Security No. _______ _ 
Date of Injury Date Reported And To Whom _______ _ 
Age _ Sex _ Occupation Dept. _____ _ 

Where Did Injury Occur? ---------------------
Describe Injury in Detail ----------------------

What Caused Injury? -----------------------

Was First Aid Required? ---------------------
Was Hospital/Doctor Treatment Required? ----------------
Will Injury Cause Loss of Time? _________ For How Long? ____ _ 
When Is Employee Expected To Return To Work? ------------
Name of Person Giving Initial Treatment ----------------
Name(s) Of Any Witnesses --------------------
What Has Been Done To Prevent A Reoccurrence -------------

Date Prepared _______ _ By Whom ______ Title ____ _ 

Manager's Appraisal and Recommendations 

Date 
---------~ Manager -------------
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SAMPLE 

TIME SHEET 

INDIAN LAKE LOCAL SCHOOLS 
LEWISTOWN, OHIO 

NAME ------------

DATE 

1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 

10. 
11. 
12. 
13. 
14. 
15. 
16. 
17. 
18. 
19. 
20. 
21. 
22. 
23. 
24. 
25. 
26. 
27. 
28. 
29. 
30. 
31. 
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HOURS 
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FOR CLERKS USE ONLY 
Total Hours: ___ _ 
Per/Hour 
Deductions: ---

Check: 

Total Hours: ----



• 

SAMPLE REQUEST FOR TRANSFER 
OF SICK DAYS 

I, ---------------' authorize the Treasurer to transfer 

days of my sick leave to-------------' as stated in 

the negotiated agreement between the Indian Lake Board of Education and the Indian 

Lake Association of Classified Employees. 

Signature 

******Maximum of 4 days a year****** 

TREASURER'S VERIFICATION 

___________ has ______ days of accumulated sick leave. 

After transferring days to 

employee will have _______ remaining sick days. 

Treasurer 

Date 
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SAMPLE INDIAN LAKE LOCAL SCHOOL DISTRICT 
6210 STATE ROUTE 235 NORTH 

LEWISTOWN, OHIO 

DATE OF VACATION LEAVE USED ---------------

NUMBER OF DAYS CHARGED TO VACATION LEAVE ----------

Signature/Employee Signature/Supervisor 

Date Signature/Superintendent 
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SAMPLE TEACHER-EMPLOYEE REASON 
FOR ABSENCE 

Date(s) of Absence __________ _ 
No. of days absent 

I hereby request the following: 
Type of Leave Requested: 

Sick Leave 
Personal Leave 
Professional Leave 
Deduct 

---

Reason for Absence: 

Date _____ _ Signed -------------------
Teacher and/or Employee 

Approved by: -----------------
Principal 

Employee and substitute are to sign, Principal will approve or disapprove; and at a 
designated time, send the original copy to the Central office. One copy will be kept on 
file in the Principal's office. 

Substitute's Report 

Name of Substitute: Address: ---------- ----------
Name of Regular Employee: _______ Position: ----------

Grade or Subject ___________ School: _________ _ 

Total Number of Days Substituted _____ Dates Substituted -------

Graduate __ Non-Graduate __ Signed: --------------

Approved by: ________ Social Security Number: ---------

619193vll 47 



SAMPLE INDIAN LAKE LOCAL SCHOOLS 

REQUEST FOR PERSONAL LEAVE DAYS 

(Submit in duplicate) 

Name of Employee: ------------
School: ------------------

Name of days requested: _______ _ 
Dates Requested: ----------

Reason for request: 

1. Personal business that cannot be conducted on a non-workday 
2. Personal emergency 
3. Other 

It is recommended that personal leave be used for personal business or for emergency. 

Signed --------------
Employee 

Approved: ________ _ 
Date Principal 

Days charged to personal leave: 

Personal leave days remaining: 
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SAMPLE INDIAN LAKE LOCAL SCHOOLS 

MILEAGE REPORT 

Travel between buildings: _________ and---------

Date 
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 

10. 
11. 
12. 
13. 
14. 
15. 
16. 
17. 
18. 
19. 
20. 
21. 
22. 
23. 
24. 
25. 
26. 
27. 
28. 
29. 
30. 
31. 

_________ and ________ _ 

FOR TREASURER'S USE ONLY 

Total miles: __ _ 
Per mile: 

Check: 

Superintendent's approval for payment: 

Total miles for the month: -----

This report is to be submitted to the Superintendent's office by the 3rd day of the 
following month. 
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BUS CONDUCT REPORT 
&TlEENJ'S tw.li l Cl.ASS-GRADE 

DATE OF INODENT 

INDIAN LAKE LO.CAL SCHOOLS D 1STNOTICE 02NDNOTICE 03RDNOTICE 

BUSllO. TP.IPNO. I DRIVE.A'S NAME 

NOTICE TO PARENTS 
1. The purpoae Of this report Is to lnlonn you ol a disciplinary lnclderit lnvolvlng the student on the school bus. 
2. You are urged lo both appreciate the acUon .laken by the driver and to cooperal• with th• corrective action Initiated today. 

DRIVER'S REPORT: 

0 VIOLATION OF SAFETY PROCEDURES 0 EXCESSIVE MISCHIEF D EATING-ORINK!NG-LITTERING 

0 DESTRUCTION OF PROPERTY OWRrrtNG 0 RUDE-DISCOURTEOUS-ANNOYING 

0 FIGHTING-PUSHING-TRIPPING 0SMOKlNG 0 UNACCEPTABLE LANGUAGE 

0 

PRELIMINARY ACTION: PRESENT ACTION AND RECOMMENDATIONS: 
0 CHECKED STUDENl'S FOi.DER 0 STUDENT REGRETFUL. COOPERATIVE 0 PLACED ON PROBATION 
0 HELO CONFERENCE WITH STUDENT 0 RECURRENCES WILL BE REPORTED QSUSPENDED 
000NSULTED COUNSELOR 0 DENIED BUS PRMLEGE UNTIL 0 REFERRED TO: 
0 TELEPHONED PARENT 0 
D 

(DRIVER'S SIGNATURE) (ADMINISTRATOR'S SIGNATURE) (DATE) 

PARENTS' COPY· WHITE OFFICE COPY - PINK DRIVER'S COPY - YELLOW 

0 
LO 



SAMPLE FOOD SERVICE ABSENCE REPORT 

BUILDING: LAKEVIEW ELEMENTARY 

NAME -------------------------

TYPE OF ABSENCE ILLNESS PTO. FUNERAL 

DATE(S) OF ABSENCE------------------

TOTAL NUMBER DAYS ABSENT ---------------

NAME OF SUBSTITUTE -------------------

SIGNATURE ----------------------

SUPERVISOR ----------------------

SAMPLE FOOD SERVICE SUBSTITUTE REPORT 

NAME -------------------------

SUBSTITUTE FOR ---------------------

DATE(S) WORKED -------------------

TOTAL NUMBER OF DAYS WORKED ---------------

SIGNATURE ----------------------

SUPERVISOR 
---------------------~ 
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SAMPLE PROFESSIONAL MEETINGNISITATION 
REQUEST FORM 

Date --------
Date(s) of meeting/visitation: ---------------------

Location of meeting/visitation: --------------------

Nature of conference, professional meeting or visitation day. Briefly describe: 

Estimated Expenses 

Mileage miles @ per mile 
Plane, bus, train, and/or taxi fares 
Registration fees 
Meals (not to exceed $ per day) 
Parking 
Lodging (only for locations beyond miles from the District. 

The Superintendent may approve exceptions) 

TOTAL ESTIMATED EXPENSES 

Employee's Signature 

Principal's Recommendation 

Superintendent's Approval 

$ ____ _ 
$ ____ _ 
$ ___ _ 
$ ___ _ 
$ ____ _ 

$ ___ _ 

$ ___ _ 

Date 

Date 

Date 

The applicant must pay all expenses and submit the receipts along with the 
Professional Meeting Reimbursement Request Form for reimbursement. 

Please accompany this application with a purchase order for all expenses. 
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SAMPLE INDIAN LAKE LOCAL BOARD 
OF EDUCATION 

JOB DESCRIPTION 

Title: ----------------

Employee: ---------------------

My signature below signifies that I have reviewed the contents of my job description and 
that I am aware of the requirements of my position. This signed form will be placed in 
my personnel file. 

Signature Date 
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FEDTAX 

STATETAX 

LWILLTX 

FEDTYTD 

STATYTD 

LWIYTD 

INSURANCE 

MEDMANWH 

SERSANPK 

EPAC 

AFLAC 

A.C.E. 

ILACE 

ILACE 

NEA 

OEA 

NEA-R 

OEA-R 

AAA 

Arbitrator 

AR 
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Glossary of Terms 

Check Stub 

Federal Income Tax 

State Income Tax 

Lakeview Income Tax 

Federal Income Tax - year to date 

State Income Tax - year to date 

Lakeview Income Tax - year to date 

School insurance premium 

Medicare deduction 

School Employee Retirement System deduction 

Educator's Political Action Committee 

Cancer Insurance Company deduction 

OEA/NEA Union Dues 

Indian Lake Association of Classified Employees local union 
dues 

UNION TERMS 

Indian lake Association of Classified Employees 

National Education Association 

Ohio Education Association 

National Education Association - Retired 

Ohio Education Association - Retired 

American Arbitration Association 

A neutral third party 

Association Representative or Building Representative 
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COD 

District 

ESP 

IPD 

Paraprofessional -

PSU 

RA 

SERB 

SERS 

SSP 

Umbrella Unit 

UniServ 

UniServ Council -

Wall-To-Wall 
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Commission on Organizational Development 

There are 9 districts in Ohio. - We are in CENTRAL 

Education Service Personnel (Extra Special Person) 

Instruction and Professional Development committee 

Non-certificated person - teachers aides - Educational 
Assistants 

Professional Staff Union (our LRC or UniServ staff belonging 
to this) 

Representative Assembly 

State Employment Relations Board 

School Employees Retirement System 

School Support Personnel 

A local for both Teachers and SSP which may or may not be 
covered by one contract. 

Stands for "unified service" - a cooperative effort by which 
local associations, the Ohio Education Association and the 
National Education Association provide members with 
professional staff and services at the local level. 

A UniServ Council is formed for each UniServ unit in Ohio. 
The council is made up of at least one representative from 
each local association within the unit. The council establishes 
written guidelines for governance of the council and develops, 
coordinates, and evaluates a program of service, training, and 
membership promotion for individual members and local 
associations in conjunction with its UniServ Consultant. 

A unit incorporating all professionals and all SSP's in the same 
local, the same bargaining unit, and the same contract. 
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INDIAN LAKE LOCAL SCHOOLS 
CLASSIFIED EMPLOYEE EVALUATION FORM 

COOKS 

EMPLOYEE -----------

CODE: U=UNSATISFACTORY, S=SATISFACTORY, V=VERY GOOD, 
E=EXCEEDS EXPECTATIONS 

1. The employee adheres to Local Policy as set by the Board 
of Education. 

2. The employee adheres to Federal and State regulations that 
apply to School Food Service. 

3. The employee performs duties as stated in job description and 
as assigned by the supervisor. 

4. The employee maintains a positive attitude and relates well with 
co-workers. 

5. The employee follows directions - written and oral. 

6. The employee works well without direct supervision. 

7. The employee presents a neat and clean appearance in 
approved uniform dress. 

8. The employee practices approved procedures found in food 
handling and sanitation. 

9. The employee accurately follows standardized recipes. 

10. The employee consistently prepares food products of 
acceptable quality. 

11. The employee accepts suggestions and/or changes; uses 
them to the best advantage. 

12. The employee is helpful to, yet in control of, student workers 
in her charge. 

13. The employee submits required reports accurately and timely. 

14. The employee's inventories and kept current and accurate. 
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15. The employee cooperates and maintains positive relationships u s v E 
with administrators, faculty, students, staff and the public. 

16. The employee learns the proper operation of machines involved u s v E 
in his/her job and operates them safely and properly. 

17. The employee sees what needs to be done and exhibits the u s v E 
initiative to complete new tasks. 

18. The employee keeps work area neat and clean. u s v E 

19. The employee is regular in attendance and is on time to work. u s v E 

20. The employee attends clinics and workshops to improve job u s v E 
skills. 

21. The employee remains on task during his/her assigned hours. u s v E 

22. The employee follows the proper chain of command. u s v E 

HEAD COOKS 

1. The employee constantly monitors the quality, quantity, and u s v E 
safety of food preparation; discards any unacceptable product. 

2. The employee responds to Student Advisory Group. u s v E 

3. The employee cooperates with supervisor. u s v E 

4. The employee promotes and carries out sanitation directives u s v E 
as formulated by the Health Department. 

Supervisor's Additional Comments: 

Employee's Comments on This Evaluation: 

I hereby certify that I have reviewed the above rating of each item with the employee. 

Date Supervisor's Signature 

My signature does not necessarily mean that I agree with this evaluation. 

Date Employee's Signature 
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INDIAN LAKE LOCAL SCHOOLS 
CLASSIFIED EMPLOYEE EVALUATION FORM 

BUS DRIVERS 

CODE: U=UNSATISFACTORY, S=SATISFACTORY, V=VERY GOOD, 
E=EXCEEDS EXPECTATIONS 

1. The employee is regular in attendance. 

2. The employee is on time to work. 

3. The employee is well groomed and dresses appropriately 
for work. 

4. The employee follows written and oral directives. 

5. The employee seeks assistance when necessary. 

6. The employee adheres to and is punctual in following the time 
schedule for all stops. 

7. The employee attends local meetings and county-wide 
in-services to improve job skills. 

8. The employee keeps accurate records and is on time with 
required paper work. 

9. The employee carries out the duties and responsibilities assigned 
by the administration and/or the transportation supervisor. 

10. The employee takes proper care of the bus as specified in the 
job description. 

11. The employee enforces all board of education and administrative 
policies. 

12. The employee is pleasant and courteous when working with 
the public. 

13. The employee has a good rapport with the students. 

14. The employee maintains proper discipline with the students 
under his/her direction. 
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15. The employee remains at his/her job station during assigned u s v E 
hours. 

16. The employee works cooperatively with the administration, u s v E 
fellow drivers and the teaching staff. 

17. The employee refrains from discussing personnel and u s v E 
student problems in the community. 

18. The employee learns and practices proper safety and u s v E 
emergency procedures. 

19. The employee is physically and emotionally able to perform u s v E 
assigned job. 

20. The employee accepts constructive criticism and attempts u s v E 
graciously to profit from it. 

21. The employee maintains a positive attitude. u s v E 

22. The employee interacts well and is well accepted by fellow u s v E 
bus drivers. 

23. The employee is flexible enough to meet the challenge of u s v E 
varied experiences each day. 

24. The employee follows proper chain of command. u s v E 

Supervisor's Additional Comments: 

Employee's Comments on This Evaluation: 

I hereby certify that I have reviewed the above rating of each item with the employee. 

Date Supervisor's Signature 

My signature does not necessarily mean that I agree with this evaluation. 

Date Employee's Signature 
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INDIAN LAKE LOCAL SCHOOLS 
CLASSIFIED EMPLOYEE EVALUATION FORM 

CUSTODIANS 

EMPLOYEE DATE 
~~~~~~~~~ 

CODE: U=UNSATISFACTORY, S=SATISFACTORY, 
E=EXCEEDS EXPECTATIONS 

1. The employee is regular in attendance. 

2. The employee is on time to work. 

3. The employee is well groomed and dresses appropriately 
for work. 

4. The employee maintains storage areas properly. 

5. The employee keeps work area neat and orderly. 

6. The employee takes proper care of equipment. 

7. The employee cleans all areas thoroughly as specified in the 
job description. 

V=VERY 

u 

u 

u 

u 

u 

u 

u 

GOOD, 

s v E 

s v E 

s v E 

s v E 

s v E 

s v E 

s v E 

8. The employee attends clinics and workshops to improve job 
skills. 

U S V E 

9. The employee remains on task during his/her assigned hours. u s v E 

10. The employee works well without direct supervision. u s v E 

11. The employee keeps accurate records and maintains current u s v E 
inventories. 

12. The employee carries out the duties and responsibilities assigned u s v E 
by the administration and/or maintenance supervisor. 

13. The employee follows written and oral directives. U S V E 

14. The employee learns the proper operation of machines involved U S V E 
in his/her job and operates them safely and properly. 

15. The employee has a good rapport with the students. U S V E 
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16. The employee is pleasant and courteous when working with u s v E 
the public. 

17. The employee cooperates well with the administration, fellow u s v E 
custodians and teachers. 

18. The employee accepts constructive criticism and attempts u s v E 
graciously to profit from them. 

19. The employee refrains from discussing personnel and student u s v E 
problems in the community. 

20. The employee maintains proper discipline with student(s) under u s v E 
his/her direction. 

21. The employee performs mechanical tasks as scheduled. u s v E 

22. The employee see what needs to be done and exhibits the u s v E 
initiative to complete new tasks. 

23. The employee maintains a positive altitude. u s v E 

24. The employee follows the proper chain of command. u s v E 

25. The employee is physically and emotionally able to perform u s v E 
assigned job. 

Supervisor's Additional Comments: 

Employee's Comments on This Evaluation: 

I hereby certify that I have reviewed the above rating of each item with the employee. 

Date Supervisor's Signature 

My signature does not necessarily mean that I agree with this evaluation. 

Date Employee's Signature 
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INDIAN LAKE LOCAL SCHOOLS 
CLASSIFIED EMPLOYEE EVALUATION FORM 

EDUCATIONAL ASSISTANT 

EMPLOYEE DATE 

CODE: U=UNSATISFACTORY, S=SATISFACTORY, V=VERY GOOD, 
E=EXCEEDS EXPECTATIONS 

1. The employee is regular in attendance. 

2. The employee is on time to work. 

3. The employee is well groomed and dresses appropriately 
for work. 

4. The employee remains on tasks during assigned hours. 

5. The employee works well without direct supervision. 

6. The employee completes tasks assigned by supervising 
teacher(s) accurately and thoroughly. 

7. The employee plans and organizes his/her work schedule 
for best efficiency. 

8. The employee uses emotions in positive ways. 

9. The employee cooperates well with supervising teacher(s). 

10. The employee shows genuine initiative on the job. 

11. The employee follows written and oral directions. 

12. The employee refrains from discussing personnel and 
student problems in the community. 

13. The employee maintains proper discipline with student(s) 
under his/her direction. 

14. The employee cooperates well with the administration, teaching 
staff, secretaries, and other classified personnel. 

15. The employee carries out the duties and responsibilities 
assigned by the administration. 
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16. The employee is pleasant and courteous when working with u s v E 
the public. 

17. The employee is able to operate a variety of instructional u s v E 
media, office machines and equipment. 

18. The employee maintains a positive attitude. u s v E 

19. The employee is flexible enough to meet the challenge of u s v E 
varied experiences each day. 

20. The employee is physically and emotionally able to perform u s v E 
assigned duties. 

21. The employee displays a knowledge of adequate communication u s v E 
skills (i.e., English usage, punctuation, spelling and grammar). 

22. The employee has a good rapport with students. u s v E 

23. The employee is discreet in handling confidential information. u s v E 

24. The employee accepts constructive criticism and attempts u s v E 
graciously to profit from them. 

25. The employee seeks proper assistance when necessary. u s v E 

Supervisor's Additional Comments: 

Employee's Comments on This Evaluation: 

I hereby certify that I have reviewed the above rating of each item with the employee. 

Date Supervisor's Signature 

My signature does not necessarily mean that I agree with this evaluation. 

Date Employee's Signature 
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INDIAN LAKE LOCAL BOARD OF EDUCATION 
JOB DESCRIPTION 

Title: Head Cook 

Reports To: Director of Food Service/Principal 

Employment Status: Full-time 

FLSA Status: Non-Exempt 

Qualifications: 

1. Completion of secondary education or its equivalent. 

2. Must pass criminal background check. 

3. Training and/or experience which evidences a knowledge of mass food 
preparation; sanitary regulations; federal and state regulations; and management 
skills. 

General Description: 

Under general direction, supervises the building lunch program and directs and 
supervises lunchroom staff. 

Essential Functions: 

1. Prepares food daily in sufficient quantity using standard food safety preparations. 

2. Assures that prescribed rules of sanitation are followed by the kitchen staff (e.g., 
each kitchen has a copy of OOH Regulations.) 

3. Assures that standardized recipes and accepted methods of preparations are 
followed by staff in the preparation of food. 

4. Orders sufficient food supplies to follow published menus or menus for special 
functions. 

5. Orders supplies necessary to the operation of the kitchen (e.g, ware wash, 
housekeeping chemicals, paper goods, etc.) 

6. Operates equipment (e.g., dishwasher, food mixer, electric fry pan, steam table, 
ovens, meat slicer, steam cooker, etc.) and trains kitchen employees in the 
proper use of said equipment. 
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7. Maintains a perpetual inventory and submits inventory to the Director of Food 
Services at the end of each month. 

8. Submits an equipment inventory at the end of each school year. 

9. Reports accidents, equipment failures and illness to the Director of Food Service 
and maintains records of said reports. 

10. Instructs and assigns student kitchen workers. 

11. Maintains discipline for student kitchen workers and follows the student discipline 
code and Kitchen Code of Conduct. 

12. Assigns various kitchen duties to assigned kitchen staff. 

13. Assures that food and supplies are stored properly. 

14. Maintains records as required by the State of Ohio and the Local Board of 
Education. 

15. Assures that all meals served are wholesome and meet "pattern" requirements. 

16. Demonstrates regular and predictable attendance. 

Other Duties and Responsibilities: 

1. Attends at least two (2) continuing education workshops each school term. 

2. Maintains a positive attitude and good rapport with students, staff, and 
community. 

3. Cooperates with Director of Food Services and associates. 

4. Performs any other duties related to the duties listed in this classification. 

Knowledge, Abilities and Skills: 

Knowledge of: Building policies and procedures; standard food safety preparations; 
sanitation rules; standardized recipes; food supplies; ordering procedures; training; 
supervision; student discipline code; inventories; state, federal and local recordkeeping; 
wholesome meals. 

Ability to: interpret policies, rules and regulations; follow instructions; follow safety 
requirements and rules of sanitation; utilize recipes; order food supplies and equipment; 
train; supervise; discipline; maintain records; communicate effectively. 
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Skill in: use of ovens, food mixer, meat slicer, electric fry pan, dishwasher, steam table, 
and steam cooker. 

Additional Working Conditions: 

1. Frequent exposure to fumes. 

2. Periodic exposure to irritating and hazardous chemicals. 

3. Occasional exposure to blood, bodily fluids and tissue. 

Terms of Employment: 

One hundred eighty-two (182) day annual contract plus seven (7) paid holidays. 

Performance Evaluation: 

The Indian Lake School Policy 4220 requires Administrative Guidelines which state that 
each classified employee shall be evaluated once annually prior to the end of each 
school year. 

a) Classified employees may be evaluated more than once each year if the Building 
Principal and/or immediate supervisor believes that more than one evaluation is 
necessary. 
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INDIAN LAKE LOCAL BOARD OF EDUCATION 
JOB DESCRIPTION 

Title: Cook 

Reports To: Head Cook 

Employment Status: Full-time or part-time 

FLSA Status: Non-Exempt 

qualifications: 

1. Completion of secondary education or its equivalent. 

2. Must pass criminal background check. 

3. Training and/or experience which evidences a knowledge of food preparation. 

General Description: 

Under general supervision prepares foods as assigned by the following standardized 
recipes and follows safety and sanitation procedures. 

Essential Functions: 

1. Prepares foods as assigned by following standardized recipes and assuring 
sufficient quantity. 

2. Follows prescribed rules of sanitation in the preparation of food. 

3. Assures the food and supplies are stored properly. 

4. Follows required food preparation safety standards. 

5. Operates equipment (e.g., meat slicer, food mixer, steam tables, ovens, steam 
cooker, dishwasher, electric fry pan, etc.) and provides proper care. 

6. Serves prepared meals to students participating in the school lunch program. 

7. Washes and cleans equipment, utensils and assigned area(s). 

8. Plans assigned work (e.g., sequence of preparation of food products making 
most efficient use of time/labor; etc.) 

9. Sweeps and/or mops kitchen floors. 

10. Demonstrates regular and predictable attendance. 
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Other Duties and Responsibilities: 

1. Assists co-workers with their duties whenever possible. 

2. Maintains a positive attitude and good rapport with students and staff. 

3. Performs any other duties related to the duties listed in this classification. 

Knowledge, Abilities and Skills: 

Knowledge of: Building policies and procedures; food service - area policies and 
procedures; standard food safety preparations; sanitation rules; standardized recipes; 
proper food storage methods; Federal and State regulations. 

Ability to: interpret policies, rules and regulations; follow instructions; follow safety 
requirements and the rules of sanitation; utilize recipes; store food supplies. 

Skill in: use of meat slicer, food mixer, steam tables, ovens, steam cooker, dishwasher, 
electric fry pan. 

Additional Working Conditions: 

1. Frequent exposure to fumes. 

2. Periodic exposure to irritating and hazardous chemicals. 

3. Occasional exposure to blood, bodily fluids and tissue. 

Terms of Employment: 

One hundred eighty-two (182) day annual contract plus seven (7) paid holidays. 

Performance Evaluation: 

The Indian Lake School Policy 4220 requires Administrative Guidelines which state that 
each classified employee shall be evaluated once annually prior to the end of each 
school year. 

a) Classified employees may be evaluated more than once each year if the Building 
Principal and/or immediate supervisor believes that more than one evaluation is 
necessary. 
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INDIAN LAKE LOCAL BOARD OF EDUCATION 
JOB DESCRIPTION 

Title: Dishwasher 

Reports To: Head Cook 

Employment Status: Part-time 

FLSA Status: Non-Exempt 

qualifications: 

1. Completion of secondary education or its equivalent. 

2. Must pass criminal background check. 

3. Training and/or experience which evidences an ability to wash, clean and store 
eating and cooking utensils and to prepare same for serving lunches. 

General Description: 

Under general supervision washes, cleans, stores eating and cooking utensils and 
prepares same for serving lunches. 

Essential Functions: 

1. Puts the required number of serving trays on the serving line. 

2. Prepares and places utensil cups, small bowls, etc. for daily serving line and 
maintains same during the lunch serving period. 

3. Scrapes, washes, stacks and puts away clean tray. 

4. Washes and puts away all pans and utensils. 

5. Drains the dishwasher daily and sweeps and/or mops area. 

6. Washes utensil cups, delimes and cleans dishwasher on the last working day of 
each school week. 

7. Helps prepare salad bar. 

8. Follows all safety and sanitary requirements of the lunch room area. 

9. Operates equipment (e.g., dishwasher, etc.) 
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10. Demonstrates regular and predictable attendance. 

11. High/Middle Schools - Assembles large and/or small pans of ice to serve boxed 
juices. 

12. High/Middle Schools - Prepares sanitized water and towels for cleaning of lunch 
room tables. 

Other Duties and Responsibilities: 

1. Assists co-workers with preparation on the ala carte line and other preparation 
whenever possible. 

2. Maintains a positive attitude and good rapport with students and staff. 

3. Performs any other duties related to the duties listed in this classification. 

Knowledge. Abilities and Skills: 

Knowledge of: Building policies and procedures; lunch room and kitchen sanitation and 
safety requirements. 

Ability to: interpret policies, rules and regulations; clean, sanitize and store eating and 
cooking utensils; follow instructions. 

Skill in: dishwashing 

Additional Working Conditions: 

1. Frequent exposure to fumes. 

2. Periodic exposure to irritating and hazardous chemicals. 

3. Occasional exposure to blood, bodily fluids and tissue. 

Terms of Employment: 

One hundred eighty-two (182) day annual contract plus seven (7) paid holidays. 

Performance Evaluation: 

The Indian Lake School Policy 4220 requires Administrative Guidelines which state that 
each classified em.ployee shall be evaluated once annually prior to the end of each school 
year. 

a) Classified employees may be evaluated more than once each year if the Building 
Principal and/or immediate supervisor believes that more than one evaluation is 
necessary. 
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INDIAN LAKE LOCAL BOARD OF EDUCATION 
JOB DESCRIPTION 

Title: Cashier 

Reports To: Director of Food Service 

Employment Status: Full-time/part-time 4 hrs. 

FLSA Status: Non-Exempt 

Qualifications: 

1. Completion of secondary education or its equivalent. 

2. Must pass criminal background check. 

3. Training and/or experience which evidences a general accounting and 
bookkeeping knowledge and the ability to calculate numbers. 

General Description: 

Under general supervision, receives, tabulates, documents and deposits all school food 
service monies; maintains accurate records regarding receipts of the food service 
program. 

Essential Functions: 

1. Receives, tabulates, documents and deposits all funds received by school food 
service at the depository bank. 

2. Obtains a deposit validation slip from the bank and forwards it to the School 
Treasurer. 

3. Maintains accurate records of student/staff lunch charges. 

4. Retrieves and records accurate daily and monthly participation and receipt data. 

5. Prepares and submits required periodic reports (e.g., deposit recaps; monthly data 
for State report; etc.) to the Director of Food Services 

6. Operates equipment (e.g., cash register, calculator, etc.) 

7. Keeps an adequate supply of straws and napkins at the serving line. 

8. Maintains silverware rack during serving hours. 
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9. Counts milk cartons, cleans milk coolers, and makes sure there is an adequate 
supply of milk and ice cream. 

10. Demonstrates regular and predictable attendance. 

Other Duties and Responsibilities: 

1. Assists co-workers in the kitchen as needed. 

2. Maintains a positive attitude and good rapport with students and staff. 

3. Performs any other duties related to the duties listed in this classification. 

Knowledge, Abilities and Skills: 

Knowledge of: Building policies and procedures; accounting; lunch program reporting; 
recordkeeping; public relations. 

Ability to: interpret policies, rules and regulations; calculate; maintain records; gather 
data; communicate effectively; follow instructions 

Skill in: cash register, calculator. 

Additional Working Conditions: 

1. Occasional exposure to unruly children/adults. 

2. Occasional exposure to blood, bodily fluids and tissue. 

3. Occasional exposure to irritating and hazardous chemicals. 

Terms of Employment: 

One hundred eighty-two (182) day annual contract plus seven (7) paid holidays. 

Performance Evaluation: 

The Indian Lake School Policy 4220 requires Administrative Guidelines which state that 
each classified employee shall be evaluated once annually prior to the end of each school 
year. 

a) Classified employees may be evaluated more than once each year if the Building 
Principal and/or immediate supervisor believes that more than one evaluation is 
necessary. 
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INDIAN LAKE LOCAL BOARD OF EDUCATION 
JOB DESCRIPTION 

Title: Bus Driver 

Reports To: Director of Transportation, Support Services 

Employment Status: Full-time 

FLSA Status: Non-Exempt 

Qualifications: 

1. Completion of secondary education or its equivalent. 

2. Must pass criminal background check. 

3. Experience and/or training which evidences a thorough knowledge of School Bus 
Driving Regulations. 

4. Valid Commercial Driver's License with the appropriate class and appropriate 
endorsement(s). 

5. Annual physical examination. 

6. Must pass Drug/Alcohol test. 

7. Must present selves in a clean neat appearance. 

General Description: 

Transports/supervises students to and from school or other points assigned in as safe a 
manner as possible. 

Essential Functions: 

1. Operates bus in accordance with State law, regulations of the State and Local 
Board of Education and regulations established by the Superintendent (e.g., 
speed, railroad tracks, etc.) 

2. Maintains qualifications of a bus driver, i.e, obtaining training, Commercial Driver's 
License (school bus endorsement), abstract, annual physical examination, first 
aid/CPR certificate, use of fire extinguisher, attends local/county bus drivers safety 
meetings and attends applicable training sessions. 

6!9193vll 73 



3. Within two weeks after the beginning of the school year, establishes a time 
schedule for all stops (schedule will be reduced to writing and include names of 
riders and time of arrival in morning and evening) and produce a map of all routes 
driven (map will include all scheduled stops, turn-arounds, etc.) Time schedule 
and map will be copied in the office and made available in the bus at all times. 
Changes in the route, made after map and time schedule are provided, must be 
reported to the Supervisor's office. 

4. Responsible for the daily walk around inspection and care of the bus (e.g., fill gas 
tank, check oil, check lights, check first aid kit and emergency equipment, check 
tires, check brakes and other safety devices, reports repairs needed, deliver bus to 
garage for servicing, etc.) 

5. Sweeps out bus as needed 

6. Washes bus outside as needed. 

7. Keeps windows clean, front and back. 

8. Runs route as assigned daily and sticks closely to the time schedule as 
established. 

9. Responsible for holding at least one emergency unloading drill each year with 
each group of students. 

10. Must possess the proper school bus trip permits for all extra curricular and regular 
classroom trips. 

11. Maintains discipline and reports discipline problems to principal or assistant 
principal. 

12. Must utilize the student discipline forms to notify principals or assistant principals of 
a student's behavior. 

13. Keeps an updated emergency assistance phone number list. 

14. Demonstrates regular and predictable attendance. 

Other Duties and Responsibilities: 

1. Performs any other duties related to the duties listed in this classification. 

Knowledge, Abilities and Skills: 

Knowledge of: Ohio Department of Education Pupil Transportation regulations; safety 
practices and procedures; public relations; developing bus schedules; local geographical 
area; daily walk-around inspection; required reports; emergency unloading procedures. 
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Ability to: interpret policies, rules and regulations; communicate effectively; recognize 
unsafe and hazardous conditions; maintain records, remain calm. 

Skill in: bus driving, use of fire extinguisher 

Additional Working Conditions: 

1. Occasional exposure to unruly children/adults. 

2. Occasional exposure to blood, bodily fluids and tissue. 

3. Occasional exposure to fumes. 

Terms of Employment: 

One hundred eighty (180) day annual contract plus seven (7) paid holidays. 

Performance Evaluation: 

The Indian Lake School Policy 4220 requires Administrative Guidelines which state that 
each classified employee shall be evaluated once annually prior to the end of each school 
year. 

a) Classified employees may be evaluated more than once each year if the Building 
Principal and/or immediate supervisor believes that more than one evaluation is 
necessary. 
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INDIAN LAKE LOCAL BOARD OF EDUCATION 
JOB DESCRIPTION 

Title: Custodian (Elementary) 

Reports To: Building Principal/Maintenance Supervisor 

Employment Status: Full-time 

FLSA Status: Non-Exempt 

Qualifications: 

1. Completion of secondary education or its equivalent. 

2. Must pass criminal background check. 

3. Demonstrates the ability to perform moderate to heavy physical labor. 

4. Demonstrates the ability to interpret and use cleaning solutions. 

General Description: 

Performs a variety of unskilled and semi-skilled tasks to ensure the cleanliness and safety 
of the facility and grounds. 

Essential Functions: 

1. Performs a variety of tasks to ensure cleanliness of buildings (e.g., scrubs, dusts, 
wet mops, vacuums, strips, sweeps, waxes floors, empties trash, washes walls 
and windows. Summer only - mops and waxes kitchen floor). 

2. Cleans/mops rest rooms (e.g., scrubs, disinfects, empties trash, etc.) and 
replenishes toilet paper, paper towels and soap dispensers. 

3. Makes minor repairs to (e.g., plumbing, electrical and mechanical systems; 
replaces light bulbs; classroom furniture; etc.). 

4. Operates necessary equipment (e.g., vacuum cleaner, buffer, scrubber, etc.). 

5. Keeps current inventory of supplies and notifies supervisor of supply needs. 

6. Responsible for securing (unlocking or locking) entrance doors and classroom 
doors. 

7. Responsible for turning lights on or off and locking all windows. 
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8. Checks heating system to see if it is operating properly. 

9. Performs a variety of tasks to the grounds surrounding the building (e.g., trims 
shrubbery, removes snow and ice from sidewalks and steps, keeps trash picked 
up, etc.). 

10. Helps supervisor check oil in motors within the assigned building. 

11. Demonstrates regular and predictable attendance. 

Other Duties and Responsibilities: 

1. On call on calamity days as deemed necessary by supervisor. 

2. Assists building cooks (e.g., with food storage; exhaust filter removal, etc.) 

3. Performs any other duties related to the duties listed in this classification. 

Knowledge, Abilities and Skills: 

Knowledge of: Building policies and procedures; cleaning techniques and procedures; 
cleaning agents; inventory methods; building systems; staff and public relations; proper 
and safety use of cleaning materials. 

Ability to: interpret cleaning labels; follow directions; operate equipment; perform 
moderate physical labor; use cleaning materials properly. 

Skill in: vacuum cleaner, buffer, scrubber. 

Additional Working Conditions: 

1. Frequent exposure to blood, bodily fluids and tissue. 

2. Frequent exposure to irritating and hazardous chemicals. 

3. Frequent exposure to dust. 

4. Frequent exposure to fumes. 

5. Occasional exposure to electrical hazards. 

6. Occasional exposure to severe weather. 

7. Occasional exposure to unruly children/adults. 
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Terms of Employment: 

Two hundred fifty-three (253) day annual contract plus eight (8) paid holidays. 

Performance Evaluation: 

The Indian Lake School Policy 4220 requires Administrative Guidelines which state that 
each classified employee shall be evaluated once annually prior to the end of each school 
year. 

a) Classified employees may be evaluated more than once each year if the Building 
Principal and/or immediate supervisor believes that more than one evaluation is 
necessary. 
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INDIAN LAKE LOCAL BOARD OF EDUCATION 
JOB DESCRIPTION 

Title: Custodian (H.S. or M.S.) 

Reports To: Building Principal/Maintenance Supervisor 

Employment Status: Full-time 

FLSA Status: Non-Exempt 

Qualifications: 

1. Completion of secondary education or its equivalent. 

2. Must pass criminal background check. 

3. Demonstrates the ability to perform moderate to heavy physical labor. 

4. Demonstrates the ability to interpret and use cleaning solutions. 

General Description: 

Performs a variety of unskilled and semi-skilled tasks to ensure the cleanliness and 
safety of the facility and grounds. 

Essential Functions: 

1. Performs a variety of tasks to ensure cleanliness of buildings (e.g., scrubs, dusts, 
wet mops, vacuums, strips, sweeps, waxes floors, empties trash, washes walls 
and windows; cleans chalkboards). 

2. Cleans/mops rest rooms and locker rooms daily (e.g., scrubs, disinfects, empties 
trash, etc.) and replenishes toilet paper, paper towels and soap dispensers, and 
personal pad dispenser. 

3. Makes minor repairs to (e.g., plumbing, electrical and mechanical systems; 
replaces light bulbs; classroom furniture; etc.). 

4. Operates necessary equipment (e.g., vacuum cleaner, buffer, scrubber, etc.). 

5. Keeps current inventory of supplies and notifies supervisor of supply needs. 

6. Responsible for securing (unlocking or locking) entrance doors and classroom 
doors. 
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7. Responsible for turning lights on or off and locking all windows. 

8. Checks heating system to see if it is operating properly. 

9. Day shift - Performs a variety of tasks to the grounds surrounding the building 
(e.g., mows yard, trims shrubbery, removes snow and ice from sidewalks and 
steps, keeps trash picked up and emptied from football field and baseball 
diamond, etc.). 

10. Day shift - Helps supervisor check oil and keep a record of when all motors are 
oiled within the assigned buildings. 

11. Demonstrates regular and predictable attendance. 

Other Duties and Responsibilities: 

1. On call on calamity days as deemed necessary by supervisor. 

2. Assists building cooks (e.g., with food storage; exhaust filter removal, unloading 
supplies.) 

3. Performs any other duties related to the duties listed in this classification. 

Knowledge, Abilities and Skills: 

Knowledge of: Building policies and procedures; cleaning techniques and procedures; 
cleaning agents; inventory methods; record keeping; building systems; staff and public 
relations; proper and safety use of cleaning materials. 

Ability to: interpret cleaning labels; follow directions; operate equipment; perform 
moderate physical labor; use cleaning materials properly. 

Skill in: vacuum cleaner, buffer, scrubber. 

Additional Working Conditions: 

1. Frequent exposure to blood, bodily fluids and tissue. 

2. Frequent exposure to irritating and hazardous chemicals. 

3. Frequent exposure to dust. 

4. Frequent exposure to fumes. 

5. Occasional exposure to electrical hazards. 
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6. Occasional exposure to severe weather. 

7. Occasional exposure to unruly children/adults. 

Terms of Employment: 

Two hundred fifty-three (253) day annual contract plus eight (8) paid holidays. 

Performance Evaluation: 

The Indian Lake School Policy 4220 requires Administrative Guidelines which state that 
each classified employee shall be evaluated once annually prior to the end of each 
school year. 

a) Classified employees may be evaluated more than once each year if the Building 
Principal and/or immediate supervisor believes that more than one evaluation is 
necessary. 
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INDIAN LAKE LOCAL BOARD OF EDUCATION 
JOB DESCRIPTION 

Title: Teacher's Education Assistant 

Reports To: Building Principal 

Employment Status: Full-time 

FLSA Status: Non-Exempt 

qualifications: 

1. Completion of secondary education or its equivalent. 

2. Must pass criminal background check. 

3. Maintain/possess a valid Ohio Educational Aide's Certificate. 

General Description: 

Works with students in a one-on-one situation or small group situation providing 
instruction or the use of instructional aids; assists the preparation of activities and 
projects; supervises recess/playground and cafeteria. 

Essential Functions: 

1. Assists daily with students as instructed by classroom teacher(s) in one-on-one 
or small group situations (e.g., reading, spelling, mathematics, missed 
assignments, etc.). 

2. Assists daily the classroom teacher(s) with activities and projects (e.g., visual/ 
auditory screening, laminate, grade papers, copy materials, bulletin boards, 
assisting in selling lunch tickets, pencils/paper, etc.). 

3. Operates equipment (e.g., copier, typewriter, computer, laminator, etc.). 

4. Demonstrates regular and predictable attendance. 

Other Duties and Responsibilities: 

1. Participates in in-service training. 

2. Performs any other duties related to the duties listed in this classification. 
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Knowledge. Abilities and Skills: 

Knowledge of: Building policies and procedures; student discipline code; teaching 
techniques and methods; courses of study; teaching materials, supplies and aids; staff 
and student relations; playground and cafeteria rules. 

Ability to: interpret teaching materials and instructions; administer student discipline; 
follow instructions; instruct one-on-one or small groups; communicate effectively; 
supervise recess/playground and cafeteria. 

Skill in: use of copier, typewriter, computer, laminator 

Additional Working Conditions: 

1. Periodic exposure to blood, bodily fluids and tissue. 

2. Occasional exposure to irritating and hazardous chemicals. 

3. Occasional exposure to unruly children/adults. 

Terms of Employment: 

One hundred eighty (180) day annual contract plus seven (7) paid holidays. 

Performance Evaluation: 

The Indian Lake School Policy 4220 requires Administrative Guidelines which state that 
each classified employee shall be evaluated once annually prior to the end of each 
school year. 

a) Classified employees may be evaluated more than once each year if the Building 
Principal and/or immediate supervisor believes that more than one evaluation is 
necessary. 

61919Jvll 83 



INDIAN LAKE LOCAL BOARD OF EDUCATION 
JOB DESCRIPTION 

Title: Library Educational Assistant 

Reports To: Building Principal 

Employment Status: Part-time 

FLSA Status: Non-Exempt 

Qualifications: 

1. Completion of secondary education or its equivalent. 

2. Must pass criminal background check. 

3. Maintain/possess a valid Ohio Educational Aide's Certificate. 

General Description: 

Oversees and coordinates the functions of the building library; catalogs materials; 
checks books and materials in and out of the library; and provides resource help to 
students and teachers. 

Essential Functions: 

1. Checks in and catalogs new books. 

2. Issues library cards to students as they visit the library. 

3. Signs out books to students. 

4. Checks in and catalogs other materials such as posters, film strips, records, 
tapes, etc. 

5. Teaches library skills unit to all students. 

6. Pulls and checks out resource materials for teachers. 

7. Recommends library materials and resources to students and teachers regarding 
research projects. 

8. Gets AV. equipment ready for classroom distribution. 

9. Repairs and shelves books. 
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10. Prepares daily reports. 

11. Maintains an inventory and orders materials. 

12. Manages and disciplines students while attending the library. 

13. Copies materials for students or teachers. 

14. Rounds up overdue materials. 

15. Operates equipment (e.g., copier, VCR, TV, laminator, typewriter, computer, 
etc.). 

16. Demonstrates regular and predictable attendance. 

Other Duties and Responsibilities: 

1. Is helpful and cheerful with students who visit the media center. 

2. Puts lunch menu on TV. 

3. Plays Channel One when requested by teacher(s). 

4. Reads to students and provides book talks. 

5. Provides special activities for Children's Book Week and Right-to-Read Week. 

6. Tape channel access programs or Public TV programs. 

7. Creates exciting contest(s) etc., to lure students to the library. 

8. Participates in in-service training. 

9. Performs any other duties related to the duties listed in this classification. 

Knowledge. Abilities and Skills: 

Knowledge of: Building policies and procedures; student discipline code; record 
keeping; library teaching aids and materials; library cataloging; library procedures and 
techniques; supplemental aids and materials; library skills; required reports; library 
inventory; staff and public relations. 

Ability to: interpret policies, rules and regulations; discipline students; maintain records; 
catalog library materials; manage the library; complete required reports; inventory; 
repair books; communicate effectively. 
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Skill in: use of copier, VCR, TV, laminator, typewriter, computer 

Additional Working Conditions: 

1. Periodic exposure to blood, bodily fluids and tissue. 

2. Occasional exposure to unruly children/adults. 

Terms of Employment: 

One hundred eighty (180) day annual contract plus seven (7) paid holidays. 

Performance Evaluation: 

The Indian Lake School Policy 4220 requires Administrative Guidelines which state that 
each classified employee shall be evaluated once annually prior to the end of each 
school year. 

a) Classified employees may be evaluated more than once each year if the Building 
Principal and/or immediate supervisor believes that more than one evaluation is 
necessary. 
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INDIAN LAKE LOCAL BOARD OF EDUCATION 
JOB DESCRIPTION 

Title: LO/DH Education Assistant 

Reports To: Building Principal 

Employment Status: Full-time/Part-time 

FLSA Status: Non-Exempt 

qualifications: 

1. Completion of secondary education or its equivalent. 

2. Must pass criminal background check. 

3. Maintain/possess a valid Ohio Educational Aide's Certificate. 

General Description: 

Works with LO and DH students on a one-on-one or small group situation, providing 
instruction or the use of instructional aides; assists LO or DH teachers in the preparation 
of materials or learning aids. 

Essential Functions: 

1. Works with individual students as instructed by the LO or DH teacher(s) (e.g., 
practice spelling words, give tests, etc.) following individualized educational 
plans. 

2. Follows instructions provided by LO or DH teacher. 

3. Grades papers and records grades. 

4. Prepares and keeps bulletin boards current. 

5. Copies papers for student use. 

6. Operates equipment (e.g., copier, laminator, typewriter, computer, etc.) 

7. Prepares supplemental materials for the classroom. 

8. Assists in planning field trip and makes related calls. 

9. Demonstrates regular and predictable attendance. 
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Other Duties and Responsibilities: 

1. Assists the Guidance Office with in-classroom duties. 

2. Assists the teachers throughout the building on an as needed basis. 

3. Participates in in-service training. 

4. Performs any other duties related to the duties listed in this classification. 

Knowledge. Abilities and Skills: 

Knowledge of: Building policies and procedures; student discipline code; teaching 
techniques and methods; individualized educational plans; teaching materials; supplies 
and aids; staff and student relations; student grading system. 

Ability to: interpret teaching materials and instructions; administer student discipline; 
instruct one-on-one or small groups; grade papers; maintain records; communicate 
effectively; plan field trips. 

Skill in: use of copier, typewriter, computer, laminator 

Additional Working Conditions: 

1. Periodic exposure to blood, bodily fluids and tissue. 

2. Occasional exposure to irritating and hazardous chemicals. 

3. Occasional exposure to unruly children/adults. 

Terms of Employment: 

One hundred eighty (180) day annual contract plus seven (7) paid holidays. 

Performance Evaluation: 

The Indian Lake School Policy 4220 requires Administrative Guidelines which state that 
each classified employee shall be evaluated once annually prior to the end of each 
school year. 

a) Classified employees may be evaluated more than once each year if the 
Building Principal and/or immediate supervisor believes that more than one 
evaluation is necessary. 
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INDIAN LAKE LOCAL BOARD OF EDUCATION 
JOB DESCRIPTION 

Title: DPPF Education Assistant 

Reports To: Building Principal 

Employment Status: Part-time 

FLSA Status: Non-Exempt 

qualifications: 

1. Completion of secondary education or its equivalent. 

2. Must pass criminal background check. 

3. Maintain/possess a valid Ohio Educational Aide's Certificate. 

General Description: 

Works with educationally disadvantaged students providing supplemental instruction 
and materials in a one-on-one in a small group atmosphere. 

Essential Functions: 

1. Provides assistance to the educationally disadvantaged students by working with 
the regular classroom teacher. 

2. Follows the instructional plans set forth by the classroom teacher. 

3. Provides needed books and materials and develops a study table. 

4. Obtains assignments, books and materials for students who are absent for a day 
or more. 

5. Provides one-on-one and small group instruction. 

6. Compiles grades of study table students for State tests and reports. 

7. Operates equipment (e.g., computer, etc.). 

8. Demonstrates regular and predictable attendance. 

Other Duties and Responsibilities: 

1. Participates in in-service training. 

2. Performs any other duties related to the duties listed in this classification. 
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Knowledge. Abilities and Skills: 

Knowledge of: Building policies and procedures; student discipline code; teaching 
techniques and methods; teaching materials, supplies and aids; staff and student 
relations; study table. 

Ability to: administer student discipline; follow instructions; communicate effectively; 
maintain records; prepare reports. 

Skill in: use of computer 

Additional Working Conditions: 

1. Occasional exposure to blood, bodily fluids and tissue. 

2. Occasional exposure to unruly children/adults. 

Terms of Employment: 

One hundred eighty (180) day annual contract plus seven (7) paid holidays. 

Performance Evaluation: 

The Indian Lake School Policy 4220 requires Administrat.ive Guidelines which state that 
each classified employee shall be evaluated once annually prior to the end of each 
school year. 

a) Classified employees may be evaluated more than once each year if the Building 
Principal and/or immediate supervisor believes that more than one evaluation is 
necessary. 
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INDIAN LAKE LOCAL BOARD OF EDUCATION 
JOB DESCRIPTION 

Title: Chapter I Education Assistant 

Reports To: Building Principal 

Employment Status: Full-time 

FLSA Status: Non-Exempt 

Qualifications: 

1. Completion of secondary education or its equivalent. 

2. Must pass criminal background check. 

3. Maintain/possess a valid Ohio Educational Aide's Certificate. 

General Description: 

Works with Chapter I students in a one-on-one situation or small groups, providing 
instruction or the use of instructional aids; assists Chapter I teacher(s) with students or 
preparation materials. 

Essential Functions: 

1. Works with individual students as instructed by Chapter I teacher(s) (e.g., oral 
reading, Dolch words, math skills, question and answer, etc.). 

2. Follows instructions given by Chapter I teacher. 

3. Keeps accurate records of time spent with individual students and group of 
students and the type of aid given in each session. 

4. Assists teacher(s) with special projects (e.g., bulletin boards, Right-To-Read 
Week, special Fire Prevention Week, Chapter I Programs, etc.). Assists with 
selling lunch tickets, pencils/paper. 

5. Copies papers for student use. 

6. Operates equipment (e.g., copier, computer, laminator, etc.). 

7. Assists students with breakfast duty. 

8. Demonstrates regular and predictable attendance. 
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Other Duties and Responsibilities: 

1. Participates in in-service training. 

2. Performs any other duties related to the duties listed in this classification. 

Knowledge, Abilities and Skills: 

Knowledge of: student discipline code; teaching techniques and methods; record 
keeping; courses of study; teaching materials, supplies and aids. 

Ability to: interpret teaching materials and instructions; administer student discipline; 
instruct one-on-one or small groups; maintain records; communicate effectively. 

Skill in: use of copier, computer, laminator 

Additional Working Conditions: 

1. Periodic exposure to blood, bodily fluids and tissue. 

2. Occasional exposure to irritating and hazardous chemicals. 

3. Occasional exposure to unruly children/adults. 

Terms of Employment: 

One hundred eighty (180) day annual contract plus seven (7) paid holidays. 

Performance Evaluation: 

The Indian Lake School Policy 4220 requires Administrative Guidelines which state that 
each classified employee shall be evaluated once annually prior to the end of each school 
year. 

a) Classified employees may be evaluated more than once each year if the Building 
Principal and/or immediate supervisor believes that more than one evaluation is 
necessary. 
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INDIAN LAKE LOCAL BOARD OF EDUCATION 
JOB DESCRIPTION 

Title: Kindergarten Aide 

Reports To: Building Principal 

Employment Status: Full-time 

FLSA Status: Non-Exempt 

Qualifications: 

1. Completion of secondary education or its equivalent. 

2. Must pass criminal background check. 

3. Maintain/possess a valid Ohio Educational Aide's Certificate. 

General Description: 

Works with kindergarten students in a one-on-one situation, providing instruction or the 
use of instructional aids. Assists with playground and classroom. Assists with snacks. 

Essential Functions: 

1. Prepares and assists with daily activities and projects (e.g., copying, activity 
materials, preparation and clean-up for art projects, laminating, etc.). 

2. Prepares and assists at snack time. 

3. Work with students as instructed by kindergarten teacher in a one-on-one situation 
giving additional instruction. 

4. Prepares and keeps bulletin board current. 

5. Operates equipment (e.g., copier, laminator, duplicating machines, etc.). 

6. Demonstrates regular and predictable attendance. 

Other Duties and Responsibilities: 

1. Participates in in-service training. 

2. Performs any other duties related to the duties listed in this classification. 
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Knowledge, Abilities and Skills: 

Knowledge of: building policies and procedures; student discipline code; teaching 
techniques and methods; courses of study; teaching materials, supplies and aids; staff 
and student relations; playground rules. 

Ability to: interpret teaching materials and instructions; administer student discipline; 
instruct one-on-one or small groups; communicate effectively; prepare snacks; 
supervise playground and classroom; follow instructions. 

Skill in: use of copier, laminator, duplicating machine, etc. 

Additional Working Conditions: 

1. Periodic exposure to blood, bodily fluids and tissue. 

2. Occasional exposure to irritating and hazardous chemicals. 

3. Occasional exposure to unruly children/adults. 

Terms of Employment: 

One hundred eighty (180) day annual contract plus seven (7) paid holidays. 

Performance Evaluation: 

The Indian Lake School Policy 4220 requires Administrative Guidelines which state that 
each classified employee shall be evaluated once annually prior to the end of each 
school year. 

a) Classified employees may be evaluated more than once each year if the Building 
Principal and/or immediate supervisor believes that more than one evaluation is 
necessary. 
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INDIAN LAKE LOCAL BOARD OF EDUCATION 
JOB DESCRIPTION 

Title: Bus Assistant 

Reports To: Director of Transportation, Support Services 

Employment Status: Full-time/part-time 

FLSA Status: Non-Exempt 

Qualifications: 

1. Completion of secondary education or its equivalent. 

2. Must pass criminal background check. 

3. Must present self in a clean neat appearance. 

General Description: 

Supervises the behavior of students in and around the bus. 

Essential Functions: 

1. Provides assistance to students in loading/unloading to/from the bus. 

2. Assists students into seats as needed. 

3. Monitors students while they are on the bus (making sure they remain in seat 
restraints, watch for behavior problems, watch for medical problems - seizures, 
etc.) 

4. Provide assistance or maintain control of students whichever or whenever a 
situation arises. 

5. Maintains discipline and reports discipline problem to Bus Driver who reports 
problem to Principal or Assistant Principal. 

6. Demonstrates regular and predictable attendance. 

Other Duties and Responsibilities: 

1. Participates in in-service training. 

2. Employee will be responsible for lifting of students and/or handicap equipment. 

3. Performs any other duties related to the duties listed in this classification. 
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Knowledge. Abilities and Skills: 

Knowledge of: Ohio Department of Education Pupil Transportation regulations; safety 
practices and procedures; public relations. 

Ability to: interpret policies, rules and regulations; communicate effectively; recognize 
unsafe and hazardous conditions; administer student discipline; remain calm. 

Skill in: 

Additional Working Conditions: 

1. Exposure to unruly children/adults. 

2. Occasional exposure to blood, bodily fluids and tissue. 

3. Occasional exposure to fumes. 

Terms of Employment: 

As needed. 

Performance Evaluation: 

The Indian Lake School Policy 4220 requires Administrative Guidelines which state that 
each classified employee shall be evaluated once annually prior to the end of each 
school year. 

a) Classified employees may be evaluated more than once each year if the Building 
Principal and/or immediate supervisor believes that more than one evaluation is 
necessary. 
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