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ARTICLE I – TERMINOLOGY 
 
A. Recognition 

 
1. The Greene County Vocational School District Board of Education, hereinafter 

called the “Employer” or “Board,” hereby recognizes the Greene County Career 
Center Classified Employees Association, an OEA/NEA affiliate, hereinafter called 
the “Association,” as the sole and exclusive representative for the purposes of 
Collective  Bargaining as defined in Chapter 4117 of the Ohio Revised Code. 

 
2. The bargaining unit shall include all full-time and regular part-time employees 

without certification currently employed under contract or to be employed 
under contract; excluding management level employees, certified staff, casual 
substitutes, supervisors, confidential employees, and administrators.  Employees 
in the defined unit will be referred to as bargaining unit members. 

 
B. Definitions  
 

The following definitions apply to this Agreement unless expressly provided otherwise: 
 

1. “Administrative Leave” shall mean a paid or unpaid leave for any reason that has 
been assigned by the Board. 

 
2. “Assault” shall mean an act that results in a substantiated injury to an employee 

resulting from a violent physical or verbal hostile incident, excluding sexual 
harassment, that occurred during the course of the employee’s employment 
with the Board. 

 
3. “Association” or union means the Greene County Career Center Classified 

Employees Association and its designated representatives. 
 

4. “Bargaining Unit” means the classified staff as outlined in the Recognition Article 
I(A)(2). 

 
5. “Board” means the Greene County Vocational School District Board of Education 

and its administrators and others authorized to act on its behalf. 
 
6. “Break in Continuous Service” shall mean a termination of continuous 

employment due to resignation, retirement for other than disability reasons, 
contract nonrenewal or termination, or failure to return to work at the 
expiration of any leave of absence. 

 
7. “Complainant” means a person who has a complaint against an employee. 
 



 

 2 

8. “Continuous Service” is the time period of unbroken, continuous employment in 
the district from the date of initial employment or most recent re-employment 
after a break in continuous service and shall include all time on sick leave, leave 
of absence (including military) approved by the Board and disability retirement 
up to five (5) years. 

 
9. “Date of Hire” is the date the board takes action on the initial contract or the 

date of beginning employment on the initial contract as designated in the Board 
minutes, whichever is earlier. 

 
10. “Days” means calendar days except as used in the grievance procedure. 

 
11. “District” means Greene County Vocational School District. 

 
12. “Employee” means a member of the bargaining unit. 

 
13. “Employer” means the District Board. 

 
14. “Full time” means employees working 30 or more hours per week. 
 
15. “Grievance” means a complaint by an employee or the Association involving the 

interpretation and application of the contract. 
 

16. “Grievant” means a member of the bargaining unit, a group of members of the 
bargaining unit or the Association on behalf of the membership. 

 
17. “Immediate supervisor” means the administrator assigned to evaluate the 

employee. 
 

18. “Management” means the employer, district or board. 
 

19. “Seniority” shall mean the length of an employee’s continuous service within the 
district commencing from the employee’s most recent date of hire on a regular 
contract. 

 
20. “Vacancy” shall mean an open assignment as determined by the board resulting 

from Board action to terminate or accept the resignation of any employee, the 
death, retirement, or transfer to another position of any employee, or the 
creation of a new bargaining unit position. 
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ARTICLE II – CONTRARY TO LAW 
 
A. This Agreement supersedes and prevails over all statutes of the State of Ohio 

except as specifically set forth in Ohio Revised Code Section (“O.R.C.”) 
4117.10(A), and all policies, rules, and regulations of the employer.  However, 
should any court of competent jurisdiction determine, after all appeals or times 
for appeals have been exhausted, that any provision herein is unlawful, such 
provision shall be automatically terminated.  All other provisions of the 
Agreement which are not found in conflict with any applicable federal, state or 
local law, or valid rule or regulation adopted pursuant thereto, shall continue in 
full force and effect. 

 
B. If during the term of this Agreement, there is an amendment to or new 

enactment of any federal, state, or local law, or valid rule or regulation adopted 
pursuant thereto which invalidates any provision of the Agreement, the parties 
will meet within thirty (30) days to bargain over its impact and to bring the 
Agreement into compliance.  If the parties fail to reach agreement over the 
affected provision, the statutory dispute settlement procedure shall be utilized 
to resolve the dispute. 

 



 

 4 

ARTICLE III – NEGOTIATIONS PROCEDURE 
 
A. Initiating Meetings  
 

1. Requests to open negotiations shall be in writing and either sent by 
certified mail or delivered in person to the receiving party.  Board 
requests shall be directed to the President of the Association, and 
Association requests shall be directed to the Superintendent.  A copy of 
said requests shall be filed with the State Employment Relations Board 
(SERB) by the initiating party. 

 
2. The initial request calling for negotiations shall be made by either party 

no later than ninety (90) days prior to the expiration of this agreement 
but not prior to one hundred and twenty (120) days before the expiration 
unless both parties agree. 

 
 3. Negotiations may be opened earlier in the last year of the contract by 

mutual consent of both parties. 
 
B. Scope of Negotiations  
 

The scope of negotiations includes all matters pertaining to wages, hours, terms 
and other conditions of employment and the continuation, modification or 
deletion of an existing provision of this Agreement. 

 
C. Good Faith Negotiations  
 

“Good faith negotiations” means to perform the mutual obligation of the public 
employer, by its representatives, and the representatives of its employees to 
negotiate in good faith at reasonable times and places with the intention of 
reaching an agreement or to resolve questions arising under the agreement.  
This includes executing a written contract incorporating the terms of any 
agreement reached.  The obligation to bargain collectively does not mean that 
either party is compelled to agree to a proposal nor does it require the making of 
a concession. 

 
D. Negotiations Procedure Guidelines  
 

1. Lead representatives from the Board and the Association shall hold a pre-
bargaining meeting prior to the first scheduled negotiations meeting of 
the calendar year before which the contract is due to expire.  At the pre-
bargaining meeting, the parties shall discuss the bargaining method that 
will be employed in the upcoming negotiations.  At the pre-bargaining 
meeting, they will meet to also openly commit to do what is necessary to 
make this negotiation process work.  A system of collaboration shall be 
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used in this and additional bargaining meetings.  The most important part 
of this commitment is a willingness to forego waiting until the last 
possible minute before making concessions to reach agreement. 

 
2. The parties shall agree on the bargaining method to be employed in 

negotiations on or before November 1 of the calendar year before which 
the contract is due to expire.  In the event the parties cannot agree by 
that date on a bargaining method to be employed, the bargaining 
method described herein is to be used.  If the bargaining method 
described herein is to be used, the parties shall select and finalize all 
dates and location for the three-day off-site negotiations session by 
January 10 or by mutual agreement to finalize negotiation dates. 

 
3. The first negotiations session shall be arranged by mutual agreement 

within fifteen (15) days after the initial request.  At the first session, both 
parties will exchange proposals with explanation of each issue.  No 
additional proposals may be exchanged after the initial meeting between 
the parties. 

 
4. The second negotiations session will be scheduled within twenty-one (21) 

days after the first session to agree on as many issues as possible before 
concentrated bargaining begins, unless otherwise mutually agreed by the 
parties.  If 50% of the proposals have not been resolved after the second 
negotiations session, a third negotiations session will be scheduled within 
seven (7) days. 

 
5. After the second (or third, if needed) negotiations session, each party will 

reduce their proposals to no more than fifteen (15) topics each.  This list 
must be submitted to the other party within seven (7) days after the 
second session.  No additional items may be added after this exchange. 

 
6. Each party agrees to be prepared for all negotiations sessions. 

 
7. All negotiating team members are committed to a closed session during 

the entire negotiation process.  “Closed Session” shall mean that no 
information will be released to parties outside the negotiation teams. 

 
8. At the end of the three-day session, all items not tentatively agreed to 

will be submitted to Federal Mediation and Conciliation Service (FMCS) 
for mediation, unless an additional all-day session is mutually agreed 
upon by both parties. 

 
9. Either or both parties may declare “impasse” during bargaining, at which 

point those items not already tentatively agreed upon or otherwise 
resolved by the parties will be submitted to the Federal Mediation and 
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Conciliation Service (F.M.C.S.) for mediation.  “Impasse” shall be defined 
for purposes of this agreement as the point during bargaining at which 
either or both parties believe that they have bargained in good faith 
without resolution of all items and no resolution of the remaining items is 
foreseeable by the parties. 

 
10. When all items have been tentatively agreed upon and initialed, such 

tentative agreement shall be submitted for ratification with the 
recommendation of the bargaining unit negotiating team within fifteen 
(15) calendar days.  If ratified by the Association, the tentative agreement 
shall be submitted to the Board at the next regularly scheduled Board 
meeting for a ratification vote. 

 
E. Negotiating Sessions  
 

The Association and the Board pledge that their representatives shall have the 
power and authority to make proposals, consider proposals and make 
counterproposals.  All negotiations shall be conducted exclusively between the 
officially designated representatives. 

 
F. Release of Information  
 

It is understood that the negotiating teams will maintain communication with 
their respective parties.  It is further agreed that no information will be released 
to the public prior to reaching agreement or declaring impasse without the 
mutual consent of the parties. 

 
G. Impasse  
 

In the event that either party declares negotiations to be at an impasse, the 
parties mutually agree to call upon and meet with a representative of the 
Federal Mediation and Conciliation Service for the purpose of mediation.  Any 
cost for the use of such mediation service shall be shared equally by the parties. 

 
H. Right to Strike  
 

Upon the expiration of the Negotiated Agreement, after the parties have been at 
impasse for at least thirty (30) days and settlement has not been reached, the 
Association will have the right to strike upon the filing of the statutorily required 
ten-day (10) notice.  The Board shall have the right to declare “ultimate impasse” 
and implement its last offer. 

 
I. Miscellaneous  
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1. No action to coerce, censor or penalize any negotiating participant shall 
be made or implied. 

 
2. Either party may call for a caucus at any time.  Efforts shall be made to 

limit caucus sessions to a minimum of time. 
 

3. This agreement shall be subject to amendment(s) by negotiations 
between the parties.  Any such amendment(s) shall be reduced to 
writing, state the effective date of such amendment(s) and be executed 
by the parties in the same manner as this Agreement. 

 
J. Interim Bargaining  
 

If it becomes necessary to bargain an Amendment or a Memorandum of 
Understanding due to the effects of a change in wages, hours, terms or other 
conditions of employment or the continuation or modification of terms of this 
Agreement due to severability, the parties shall meet and bargain.  If the parties 
are unable to reach agreement on any issues discussed during interim bargaining 
within thirty (30) days of the first bargaining session, the status quo shall be 
maintained and will not be subject to change during the remainder of the 
Agreement or the subject of future bargaining during the term of this 
Agreement.  This Section is intended to be consistent with Ohio law.  If Ohio law 
changes and becomes inconsistent with this Section, the law will prevail.  
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ARTICLE IV – GRIEVANCE PROCEDURE 
 
A. Purpose  
 

The purpose of the Grievance Procedure is to resolve at the lowest possible level 
any alleged violations, misinterpretations or misapplication of this Agreement. 

 
B. Definition of Days  
 

1. For the purpose of the grievance procedure, the word “days” shall mean 
the days the grievant(s) is scheduled to work. 

 
2. Any grievance filed between May 15 and the end of the school year shall 

be processed as quickly as possible to try to insure resolution by the end 
of the school year. 

 
3. Any grievance filed by an individual grievant after their last regularly 

scheduled work day but before their first regularly scheduled work day of 
the next school year shall be processed as quickly as mutually possible so 
as not to disrupt the start of the next school year.  

 
4. The timelines provided below shall be extended during this period, if 

necessary, by mutual consent upon written notification from the party 
requesting the extension. 

 
C. Steps and Procedure  
 

Whenever a grievance is filed, the following procedure shall be followed. 
 
1. Informal Step 

 
If a grievant believes there is a basis for a grievance, the grievant may 
within ten (10) days after the date of the occurrence of the fact or 
condition on which the grievance is based discuss the matter with an 
immediate supervisor in an effort to resolve the problem informally.  The 
grievant shall notify the immediate supervisor that the grievant wishes to 
invoke the informal step via completion of the Record of Informal 
Discussion and Grievance Form (Appendix H). If the grievance is not 
resolved within five (5) days after the discussion with the immediate 
supervisor, the grievant should then discuss it within the next five (5) 
days with the Director in an effort to resolve the problem informally.  The 
grievance may be resolved informally provided the resolution is not 
inconsistent with the contract.  The chairperson of the Association’s 
grievance committee must be notified prior to any grievance resolution. 
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2. First Formal Step 
 

If the grievance is not resolved at the informal step meeting, the 
grievant(s) may present a formal claim in writing on the Grievance Form 
(Appendix E) to the immediate supervisor and Director within five (5) 
days after the Director’s response at the informal step.  If the grievant 
has elected not to use the informal step procedure, the grievant may 
present a formal claim on the grievance form to the immediate 
supervisor and Director within twenty (20) days after the date of the 
occurrence of the act or condition on which the grievance is based.  
Within five (5) days after receipt of the written grievance, the immediate 
supervisor and Director shall meet with the employee to attempt to 
resolve the grievance.  The immediate supervisor and Director shall give a 
written answer to the grievant(s) within five (5) days after this meeting 
with a copy to the Association President. 

 
3. Second Formal Step 

 
If the grievance is not settled in the first formal step, the grievant may 
present the grievance to the Superintendent no later than five (5) days 
after the written decision of the immediate supervisor and Director has 
been received by the grievant(s).  Within five (5) days after receipt of the 
written grievance, the Superintendent shall meet with the grievant(s) to 
attempt to resolve the grievance.  The Superintendent shall give a written 
answer to the grievant(s) within five (5) days after this meeting with a 
copy to the Association President. 

 
4. Third Formal Step 

 
If the aggrieved is not satisfied with the disposition of the grievance at 
the second formal step, they may, within ten (10) days after receipt of 
the disposition from the second formal step, submit the grievance to 
arbitration by the Federal Mediation And Conciliation Service (FMCS) 
whose rules and regulations shall likewise govern the proceedings.  
Notification of intent to appeal a grievance to arbitration shall be 
submitted in writing to the Superintendent.  Unless contrary to law, the 
decision of the arbitrator shall be final and binding upon the Board, the 
Association, and any employee involved in the matter.  The arbitrator 
shall not add to, alter or delete from the terms of this Agreement.  In 
cases where the procedural arbitrability of an issue is questioned, the 
matter of arbitrability shall be ruled upon by the arbitrator in an 
expedited fashion prior to hearing any evidence or issuing any ruling on 
the merits of the issue.  The arbitrator shall be selected in accordance 
with rules of FMCS (see Appendix C for form).  Neither party shall have 
the authority to independently designate an arbitrator.  The cost for the 
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services of the arbitrator will be borne equally by the Board and the 
Association.  

 
D. General Provisions  
 

1. The written grievance provided for herein shall give a clear and concise 
statement of the alleged grievance including the facts upon which the 
grievance is based, the issues involved, the contract provision involved 
and the relief being sought. 

 
2. Unless the specified time limits of the grievance procedures are extended 

by mutual written consent, If the grievant or the association fail to abide 
by the timelines, then the grievance shall be deemed abandoned and the 
relief requested shall be denied.  Should a grievance not be answered by 
the administration within the allotted time period, it may be processed 
through the next step of the procedure.  Consent to extend time limits 
shall not be unreasonably withheld by either party. 

 
3. The filing and processing of grievances may be accomplished during 

normal working hours except it shall not interfere with the regular 
schedule of the grievant. 

 
4. The President of the Association and up to two (2) additional 

representatives of the grievant’s choosing shall have the right to 
accompany a grievant at any level. 

 
5. No grievance may be submitted to arbitration without the consent of the 

Association. 
 

6. If a grievance appears to arise from actions or any authority higher than 
the immediate supervisor and/or affects a group of members of the 
bargaining unit, it may be submitted at the second formal step described 
herein. 

 
7. The fact that a grievant files a grievance shall not be recorded in the 

grievant’s personnel file or in any file used in the transfer, assignment, 
promotion, demotion or dismissal process; nor shall such fact be used in 
any recommendation for re-employment or recommendation for other 
employment; nor shall the grievant be placed in jeopardy or be the 
subject of reprisal or discrimination for having followed or utilized this 
grievance procedure. 

 
8. E-mail and voice mail are not appropriate means of communication 

under the grievance procedure and shall not be used as a substitute for 
the face-to-face meetings provided for under the grievance procedure. 
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ARTICLE V – MANAGEMENT RIGHTS 
 
A. Recognition of Board Rights  
 

The Association recognizes the right of the Board and the Superintendent of 
Schools to operate and manage the affairs of the Greene County Vocational 
School District in accordance with its responsibilities under law.  The Board and 
the Superintendent shall have all powers, rights, authority, duties and 
responsibilities conferred upon them and invested in them by the laws and the 
Constitution of the State of Ohio. 

 
B. Board Functions  
 

The Board possesses the right and responsibility to operate the school system 
and all management rights, including those delineated in O.R.C. 4117.08, remain 
with the Board subject to the express provision of this Agreement.  These rights 
include the following: 

 
1. Determine matters of inherent managerial policy which include, but are 

not limited to areas of discretion or policy such as the functions and 
programs of the school district, standards of services, its overall budget, 
utilization of technology, and organizational structure. 

 
2. Determine location and use of the school(s), school system property and 

other facilities of the school system, including the right to establish new 
facilities and to relocate or close old facilities. 

 
3. Determine financial policies of the school district, including the general 

accounting procedures and inventory procedures of supplies and 
equipment. 

 
4. Direct, supervise, evaluate, and hire employees. 

 
5. Maintain and improve the efficiency and effectiveness of school 

operations. 
 

6. Determine the overall methods, processes, and or personnel by which 
school district operations are to be conducted. 

 
7. Suspend, discipline, demote, or discharge for just cause, or lay off, 

transfer, assign, schedule, promote, or retain employees. 
 

8. Determine the size of the work force and effectively manage the work 
force. 
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9. Enforce the rules and regulations now in effect and to establish, revise 
and delete rules and regulations from time to time that do not affect 
wages, hours, terms and condition of employment or that are not in 
conflict with this Agreement. 

 
10. Determine the layout and the equipment to be used and plan, direct and 

control school activities. 
 

11. Take whatever action is necessary to carry out the functions of the Board 
in situations of emergency. 

 
12. Take whatever action is necessary to comply with state or federal law. 

 
The Board is not required to bargain on subjects reserved to the management and 
direction of the school district except as affect wages, hours, terms and conditions of 
employment and the continuation, modification, or deletion of an existing provision of 
the collective bargaining agreement. 
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ARTICLE VI – ASSOCIATION RIGHTS 
 
The following sole and exclusive rights shall be granted to the Association. 
 
A. Right to Act Without Reprisals  
 

There shall be no reprisals of any kind taken against the member of the 
bargaining unit, the administration and/or Board for actions taken relative to 
negotiations.  The Board agrees not to make reprisals for actions taken relative 
to membership representation and/or holding office in the Association. 

 
B. Right to Conduct Association Business on School Premises  
 

1. Duly authorized representatives of the Association may, with the 
permission of the Director or his/her designee(s), transact Association 
business on school premises during school hours.  The conduct of such 
business shall be such as not to interfere with instruction or interrupt 
normal school operations.  The permission of the Director or his/her 
designee(s) shall not be unreasonably denied. 

 
2. The Association building representative shall have the right to address 

the bargaining unit members on the opening day of school each year and 
to make routine Association announcements at employee meetings. 

 
3. Names and addresses of newly employed bargaining unit members shall 

be available to the Association President within ten (10) days following 
Board approval of the new employees’ contracts. 

 
C. Right to Communicate Association Business  
 

1. The Association shall have the right to use the district communication 
system to conduct Association business. 
Included are: 

 
a. mailboxes 
b. electronic (computer) mail 
c. telephone, including voice mail 
d. staff lunch room bulletin board 

 
2. The Association may use employer-provided equipment including 

computers, duplicating equipment, calculators and all types of audio 
visual equipment provided such equipment is not otherwise in use. 

 
3. The Board shall allow Association representatives to make a presentation 

about the Association during any new employee orientation program.  
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The time allotted for such programs must be at least twenty (20) 
minutes. 

 
D. Right to Information  
 

The President of the Association will be provided with a Board meeting agenda 
and addendums when distributed to the Board.  During the Board’s discussion 
on any issue, the Association President shall have the right to speak, providing 
the Superintendent is notified in writing of the item by 12:00 noon on the day of 
the Board meeting.  The Association President may address any addendum item 
at the Board meeting without prior notification. 

 
E. Released Time for Advocacy Proceedings  
 

The Board shall grant an annual cumulative total of up to five (5) days of paid 
leave for the purpose of attending grievance proceedings between the parties or 
other Association business provided the Association reimburses the Board for 
the substitute’s daily rate.  The leave may be taken by the President of the 
Association and/or no more than one (1) additional designee and the grievant, if 
applicable, at one time.  In order to be eligible for such leave twenty-four (24) 
hour prior notice shall be given to the Superintendent.   
 

F. Contract Reproduction  
 

The Board shall within (30) days following ratification and adoption of the 
Agreement, post a copy of the Negotiated Agreement to a public folder on the 
district’s website.  The Board will also provide the Association with an electronic 
copy of the Agreement. 

 
G. Joint Meetings  
 

The Superintendent and/or the Superintendent’s representatives shall meet with 
representatives of the Association at the request of either party to discuss 
matters of concern to either group. 

 
H. Employee Handbook  
 

A committee of no more than four (4) members composed of three (3) 
employees appointed by the Association President and one (1) member of the 
Administration shall meet to update the Handbook for classified employees 
(current and new) in the district.  This update shall be completed by December 
15 of each school year.  The parties shall determine their meeting dates prior to 
the beginning of the school year and such dates shall be placed on the school 
master calendar.  The handbook will be posted electronically in a public folder 
accessible to all employees. 
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I. Association Leave  
 

Association leave may be granted for the President or designee for up to seven 
(7) days for Association business off site upon prior administrative approval. 
 

J. Seniority List  
 

1. The Superintendent shall prepare a seniority list for the bargaining unit 
indicating the type of contract, the job classification, position, and the 
date of hire for each employee.  The list shall begin with the most senior 
employee within each classification with a continuing contract and 
proceed to the least senior employee within each classification with a 
limited contract. 

 
2. The Association President shall be provided with a copy of the seniority 

list ten (10) days prior to December 1 of each school year.  The seniority 
list will also be posted electronically.  Any employee who objects to the 
seniority list must notify the Association President and the 
Superintendent of the objection in writing within twenty (20) days after 
the list is posted electronically; otherwise, any objection to the list as 
posted shall be waived until the seniority list is posted during the next 
school year.  The Superintendent shall investigate all reported 
inaccuracies, make such adjustments as may be in order, and post the 
updated seniority list immediately. 

 
K. Health Labor Management Committee (HLMC)  
 

The parties agree to establish a standing Health Labor Management Committee 
(hereafter referred to as the “HLMC”).  The purpose of the HLMC is to gather and 
review information related to health insurance coverage and wellness, and make 
recommendations to the negotiating teams regarding the effective management 
of health insurance costs and the improvement of employee health. 
 
The HLMC has authority to request and gather relevant public information, 
recommend the selection of a health insurance consultant/agent, evaluate the 
performance of the health insurance consultant/agent, evaluate health 
insurance policies/plans, and disseminate its recommendations to the 
negotiations teams.  All recommendations of the HLMC shall be made by 
consensus. 
 
The HLMC shall be comprised of two (2) members of GCCCEA (appointed by the 
local president), two (2) members of GCCCCEA (appointed by the local 
president), and up to two (2) members appointed by the Board, with one (1) 
being the Board Treasurer.  Should a member become incapable of fulfilling their 
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term, the appointing authority shall appoint a new member within thirty (30) 
calendar days of notification.  The HLMC will schedule a meeting within thirty 
(30) days after the Treasurer receives a request from the GCCCEA president or 
the GCCCCEA president.  The HLMC shall not meet more than quarterly unless 
the committee determines otherwise.  
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ARTICLE VII – EMPLOYEE CONTRACTS 
 
A. Probationary Period  
 

After an employee is granted an employment contract with the district in 
accordance with the applicable procedure for granting contracts, there shall be a 
probationary period of ninety (90) days after the employee’s date of hire to 
allow the Board to determine the fitness and adaptability of any new employee 
to perform the work required.  At any time during the probationary period, the 
Board may terminate the employment of the employee without specified 
reasons by providing written notice to the employee.  During the probationary 
period, such employee shall have no right to grieve or to appeal termination of 
employment.  When an employee’s probationary period has ended, the 
employee will be placed on the seniority list based on the date of hire.  
Employees who have successfully completed a probationary period and transfer 
to a new position shall not be required to serve a new probationary period in the 
new position. 

 
B. Contract Sequence  
 

1. The term of an employee’s initial employment contract shall not exceed 
one (1) year.  Except as provided in Section 2 below, subsequent 
contracts, if renewed by the Board, shall be issued in the following 
sequence:  two (2) year contract, continuing contract. 

 
2. Employees who work less than 120 days during their initial year of 

employment or whose regular work schedule is less than 120 days per 
year shall, if their contracts are renewed by the Board, be awarded 
subsequent contracts in the following sequence: one (1) year contract, 
two (2) year contract, continuing contract. 

 
C. BCII and FBI Reports  
 

In the event it is necessary for the Board to employ an employee prior to having 
received the results of the criminal records investigation, that employee’s 
employment shall be contingent upon subsequent receipt by the Board of a 
report from the Bureau of Criminal Identification and Investigation (BCII) and 
Federal Bureau Investigation (FBI) that is not inconsistent with the employee’s 
answers to questions on the job application. 

 
1. In such event, if a report is subsequently received from BCII and/or FBI 

that is inconsistent with the employee’s answers to questions on the job 
application, the employee shall be notified in writing by certified mail or 
personal service.  If the employee does not deny the accuracy of the BCII 
and/or FBI report within five (5) days, the action of the Board employing 
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such employee shall be void without any further act by any party, and 
without the necessity of proceedings under O.R.C. 3319.081 to formally 
terminate such employee’s contract of employment. 

 
2. If an employee denies the accuracy of the BCII and/or FBI report, that 

employee shall immediately be placed on leave without pay but with 
benefits for a period of up to forty-five (45) days.  If within that forty-five-
day (45) period the Board receives a corrected report from BCII and/or 
FBI that is not inconsistent with the employee’s answers to questions on 
the job application, the employee shall be returned to duty with back pay 
to resume his/her contract status in effect as of the beginning of such 
leave. 

 
3. If within the forty-five (45) day period mentioned in section (B)(2) above 

the Board does not receive a corrected report from BCII and/or FBI that is 
not inconsistent with the employee’s answers to questions on the job 
application, the action of the Board employing such employee shall be 
void without any further act by any party, and without the necessity of 
proceedings under O.R.C. 3319.081. 
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ARTICLE VIII – VACANCIES, VOLUNTARY AND INVOLUNTARY TRANSFERS 
 
A. Discontinuation of Positions  
 

The Board reserves the right not to continue a bargaining unit position that is no 
longer required.  If the Board discontinues a bargaining unit position, the 
Association President or his/her designee will be notified at least thirty (30) days 
prior to the discontinuation of the bargaining unit position. 

 
B. Posting of Vacancies  
 

The Superintendent shall electronically post for five (5) working days all 
vacancies which occur.  Posted notices shall include job title, location, pay range, 
length of work year, number of hours, and a general job description. 

 
C. Requests for Transfer  
 

All requests to be transferred to any vacancy shall be addressed to the 
Superintendent, listing the training, experience and skills possessed which 
qualify the employee for the vacancy.  All qualified employees who apply and 
meet minimum qualifications, will be interviewed except where the position has 
been filled through recall from a reduction in force.  In considering requests for 
transfer, the best applicant who is qualified will be awarded the position.  This 
section shall not prohibit the Board from considering qualified external 
applicants for vacancies.  No current employee shall be required to be tested for 
any position within their current classification. 

 
If the employee with the greatest district seniority who applies for a vacancy is 
not deemed the best qualified, the employee may ask for the reasons why with 
the emphasis on providing the employee with information so the employee can 
better his/her qualifications. 

 
After the filling of a particular vacancy, all such requests for transfer will be 
considered void. 

 
D. Involuntary Transfers  
 

If no one in the district voluntarily requests to transfer into a vacancy, the 
Superintendent may involuntarily transfer an employee for the convenience and 
necessity of the district.  The employee involuntarily transferred will be the least 
senior district employee that is qualified for the position.  The Superintendent 
shall hold a meeting with the employee in order for the Superintendent to 
explain the reasons for such transfer.  The employee may express at this meeting 
the employee’s reasons for not desiring such a transfer. 
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E. Miscellaneous  
 

1. Any vacancy, as determined by the Board, created by resignation, 
discharge, retirement, transfer or death during the school year may be 
filled by the administration for a period not to exceed sixty (60) days.  
Prior to the end of the sixty (60) days, the vacancy will be posted or the 
position abolished unless an extension of time is agreed upon by the 
Board and the Association. 

 
2. Employees temporarily transferred because of this provision shall retain 

their classification seniority in their former classification and shall not 
acquire seniority in the classification to which he/she is transferred. 

 
3. Vacancies that the Board determines to exist occurring after April 1 of 

each school year may be filled by a substitute employee for the 
remainder of the school year or posted as in Paragraph B.  If the vacancy 
is filled by a substitute, the position will be posted by the beginning of 
the next school year. 

 
F. Classifications  
 

For the purposes of defining “pay classifications,” the following job categories 
shall be recognized: 

 
 Category  Office Personnel A 
  

Level I    
 

Level II   Attendance Secretary 
Special Education/Career Assessment Secretary 
Criminal Justice Academy Secretary 

 
Level III   

 
Level IV 

 
Category   Office Personnel B 

 
 Level I 
 
 Level II 
 

Level III  Guidance Secretary 
Inventory/Purchasing Specialist 
Payable Secretary 
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Instructional Supervisors Secretary 
 

Level IV   Administrative Assistant to the Director of Secondary 
 Education 
Payroll Specialist 
Placement Specialist 

 
 Category   Maintenance Personnel  

 
Level I   

 
Level II   Maintenance A 

 
Level III  Maintenance B 

 
 Level IV  Maintenance C ** (requires a State of Ohio License or  
    successful completion of career technical center adult  
    education, full-time programming in 2 of 3 areas:  HVAC,  
    plumbing, electrical) 
  
    Movement to Level IV shall be automatic upon   
    completion of the above requirements.  Employees may  
    utilize tuition reimbursement for any of the above   
    requirements. 
 

Level V   
 

Category   Technology Personnel 
 
 Level I 
 

Level II 
 
 Level III 

 
Level IV  Software Support Specialist 

Technology Support Technician 
 

Level V   Network Specialist 
 
 Category   Laboratory/Classroom Personnel  

 
Level I 

 
Level II   Teaching Assistant 



 

 22 

 
Level III 

 
Level IV  In-School Discipline Assistant 

 
 The following positions have been eliminated: Adult Education Secretary, 
Receptionist/Secretary, Administrative Assistant to the Director of Adult Workforce 
Education, and Financial Aid Specialist.  If the Employer reinstates any of these positions 
they will return to the bargaining unit and the classification level of the position shall be 
negotiated upon receipt of written request from the Union. 
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ARTICLE IX – REDUCTION IN FORCE 
 
A. Procedure  
 

1. Whenever a reduction in work force of employees is deemed necessary 
by the Board, the Board shall proceed to suspend contracts in accordance 
with the recommendation of the superintendent of the district who shall, 
within each pay classification affected, give preference first to employees 
on continuing contracts, and then to limited contract employees on the 
basis of seniority.  On a case-by-case basis, in lieu of suspending a 
contract in whole, the Board may suspend a contract in part, so that an 
individual is required to work a percentage of the time the employee 
otherwise is required to work under the contract and receives a 
commensurate percentage of the full compensation the employee 
otherwise would receive under the contract. Notification to the affected 
employee(s) of the intent to RIF shall be made at least thirty (30) days in 
advance of the proposed reduction. 

 
2. Notification of a RIF shall be made to the Association prior to any 

notification to the employee(s) or any suspension of contract(s).  Any 
employee whose continuing contract is suspended under this section 
shall have the right of restoration to continuing service status by the 
board of education that suspended that contract in order of seniority of 
service in the district, if and when a position for which the employee is 
qualified becomes vacant or is created.  No employee whose continuing 
contract has been suspended under this section shall lose that right of 
restoration to continuing service status by reason of having declined 
recall to a position requiring fewer regularly scheduled hours of work 
than required by the position the employee last held while employed in 
the district.  The right to restoration will expire twenty-four (24) months 
from the effective date of RIF or when the employee declines recall to a 
position requiring the same or more regularly scheduled hours as the 
position the employee last held while employed in the district.  

 
3. In the event of a tie in district seniority, the tie will be broken by date of 

application for employment, next by a flip of coin by the GCCCCEA 
President, witnessed by the Superintendent, with the employee whose 
last name that comes first alphabetically calling the flip of the coin. 
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ARTICLE X – DISCIPLINE AND TERMINATION OF EMPLOYMENT 
 
A. Discipline  
 

1. An employee’s supervisor or a Director has the right to discipline the 
employee for just cause.  Such disciplinary action may include verbal or 
written warning.  The verbal warning will be private or with the employee 
and his/her representative. 

 
2. The Superintendent has the right to discipline employees for just cause.  

Disciplinary action could result in suspension without pay, up to and 
including recommendation for termination. 

 
B. Termination  
 

The Board, acting on the recommendation of the Superintendent, has the right 
to discharge/terminate the contract of an employee for just cause.  Termination 
of employment for any bargaining unit member shall be consistent with O.R.C. 
3319.081. 
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ARTICLE XI – COMPLAINTS CONCERNING EMPLOYEES 
 
A. Procedure  
 

1. If a verbal concern or signed written complaint is received alleging that 
an employee has sexually harassed a student, employee, or other person 
while in the performance of the employee’s duties, then the complaint 
shall be handled pursuant to the procedure outlined in Article XXII of this 
Agreement. 

 
2. When a verbal concern or signed written complaint concerning an 

employee is received, the person receiving the concern or complaint 
should refer the complainant to the employee involved.  All reasonable 
effort should be made to verbally resolve the concern or complaint 
within one (1) day.  The complainant may elect to have an appropriate 
school administrator and/or representative present while meeting with 
the employee to discuss the concern or complaint.  However, if the 
concern or complaint alleges a violation of board policy, local, state or 
federal law or raises an issue of safety, then the concern or complaint 
shall be submitted to the employee’s supervisor, who shall immediately 
contact the employee involved.  The Complaint procedure shall cease, 
and the Disciplinary procedure shall be followed.  

 
3. If not resolved at the initial level (Item 2, above), the complainant may 

submit the concern or complaint to the employee’s supervisor; however, 
the concern or complaint must be put in writing.  The supervisor will 
notify the employee of the written complaint and attempt to resolve the 
complaint. 

 
4. No action against an employee concerning the signed written complaint 

shall be taken without the following procedure being followed: 
 

a. If requested by the complainant or the employee, a meeting 
involving the employee, supervisor and complainant will be 
arranged at a mutually convenient time to discuss the complaint.  
This meeting is to occur within five (5) days after the complaint is 
made.  The parties, however, recognize that they cannot do 
anything to compel a complainant who is outside the jurisdiction 
of the Greene County Career Center’s Board of Education to 
attend such a meeting.  If the complainant refuses to meet, the 
complaint is considered resolved and will not become a part of 
the employee’s personnel record, unless required by law or Board 
policy. 
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b. If the complaint is unresolved to the complainant or employee’s 
satisfaction, it may be appealed to the Director and acted upon 
within seven (7) days after the Director’s receipt of the complaint. 

 
c. If the complaint is still unresolved to the complainant or 

employee’s satisfaction, it may be appealed to the 
Superintendent and shall be acted upon within ten (10) days after 
the Superintendent’s receipt of the complaint. 

 
d. If the complaint is still unresolved to the complainant or 

employee’s satisfaction, it may be appealed to the Board within 
five (5) days after the Superintendent’s response to the 
complaint.  If a hearing is granted, it is to be in executive session 
at a regular Board meeting held within ten (10) to forty (40) days 
following receipt of the complaint. 

 
e. In each of the above steps, any party may request and be 

accompanied by counsel and/or a representative of the party’s 
choice, at the party’s expense. 

 
f. If in any of the above steps, a complainant who is outside the 

jurisdiction of the Greene County Career Center’s Board of 
Education refuses to meet to discuss the complaint, the matter 
will be considered resolved, except in instances when the matter 
must be reported and/or investigated as required by law or Board 
policy. 

 
B. Privacy  
 

1. Conferences regarding such complaints shall be in private.  All notes, 
written or recorded, relating to the complaint are to be strictly 
confidential to the extent allowed by law.  The employee has the right to 
review all material and attach a written rebuttal to all items.  At no time 
shall this material be open to the public except as required by law. 

 
2 At no time shall a statement concerning the results of the conference be 

made to uninvolved parties or the news media, except through the 
Superintendent, with the consent of all parties involved except as 
required by law. 
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ARTICLE XII – HEALTH AND SAFETY 
 
A. Environment  
 

1. The Board along with all employees has the responsibility to provide a 
safe working and learning environment for all employees and students.  
Violations of Board Policy regarding drug, tobacco, and/or alcohol, 
weapons, assaults, threats (blatant or implied) or the use of abuse (verbal 
or physical) will not be tolerated. 

 
2. Complaints regarding health and safety concerns should be brought to 

the attention of the employee’s immediate supervisor.  It is the 
immediate supervisor’s responsibility to communicate the concern to the 
appropriate personnel.  Necessary action to remove the health or safety 
hazard will be initiated and the hazard corrected as soon as possible.  
Every effort will be made to communicate all actions being taken to 
remedy the situation.  A joint standing committee between the 
association and administration will be formed and shall meet quarterly to 
monitor conditions as related to health and safety of employees and 
recommend procedures to promote and help ensure a healthy and safe 
environment for all employees.  To this end, the parties shall determine 
their meeting dates prior to the beginning of the school year and such 
dates shall be placed on the school master calendar.  The joint committee 
may choose to use “Tools for Schools” or a similar program agreed upon 
by both parties. 

 
B. Medical Exams  
 

1. The Board will pay for all medical examinations that are required for 
purposes of performing employment duties.  Such medical examinations 
shall be conducted by a physician/medical provider secured by the Board. 

 
2. Pursuant to the District’s Blood borne Pathogens Policy, an employee will 

be given the opportunity to receive Hepatitis B tests/vaccine, and the 
Board will pay any deductible costs after the employee’s insurance has 
paid the amount covered.  The Board will honor the request and pay as 
stated above for any employee who believes and can substantiate he/she 
may be in danger and requests the Hepatitis B tests/vaccine. 

 
3. Employees shall have a TB test when required by the State or Greene 

County Board of Health.  The Board shall cover the cost of this test if it is 
given by a physician secured by the Board. 
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ARTICLE XIII – WORKWEEK 
 
A. Hours Worked  
 

1. All classified employees will be paid for all time worked.  Time worked 
that is less than one (1) hour will be paid and prorated based on quarter 
hour increments. 

 
2. The workweek for purposes of computation of earnings will start at 12:00 

noon each Sunday and end at 12:00 noon the following Sunday. 
 

3. Hours of work for all regular contracted employees will be based on 
contract status, job description, job classification level/responsibilities 
and the work requirements of the Board, as determined and assigned by 
the Superintendent. 

 
4. If the Board makes the decision to allow employees to work an 

alternative schedule during the summer months when school is not in 
session, any employee may choose to work a regular schedule or 
alternative hours if the immediate supervisor approves the plan. 

 
B. Overtime  
 
 Any employee intending to work any hours of overtime or any hours beyond 

his/her regularly scheduled work hours in any workweek shall obtain pre-
approval from his/her regular supervisor prior to actually working any such 
hours. 

 
Each employee is required to accurately report, as measured in units of quarter 
hours, all approved overtime hours worked and all unpaid time during the 
workday on the time sheets (Appendix M) provided by the Board.  These sheets 
will be forwarded to the employee's immediate supervisor biweekly. 

 
C. Breaks  
 

Lunch breaks or dinner breaks shall be 30 minutes in length, shall not be deemed 
work time, and shall be completely duty free.  Employees working over six (6) 
hours will be given two (2) fifteen-minute (15) breaks, which are deemed work 
time and may be scheduled appropriately to their work duties. 

 
D. Travel Time  
 

Travel time other than to and from the normal work site as part of the 
employee’s assigned duties shall be work time. 
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E. Emergency Closing/Calamity Days  
 

1. As used in this Article, "calamity day" or “calamity hour” means 
scheduled school time for students that is cancelled due to disease 
epidemic, hazardous weather conditions, law enforcement emergencies, 
inoperability of school buses or other equipment necessary to the 
school's operation, damage to a school building, or other temporary 
circumstances due to utility failure rendering the school building unfit for 
school use. 
 

2. Emergency essential employees will be determined by the 
Superintendent before the first day of the school year.  
 

3. State Excused Calamity Days/Hours.   
 
a. For the number of calamity days/hours in each school year that are 

not required by state law to be made up, bargaining unit members 
shall be paid at their regular rate of pay.   
 

b. Those employees who are not called by their immediate supervisor 
but choose to come into work will not receive additional 
compensation. 
 

c. Emergency essential employees who are required to report for work 
will be paid one and one-half (1½) times their hourly rate for those 
hours actually worked.  Emergency essential maintenance personnel 
who are required to report for work will be paid at the rate of two (2) 
times their hourly rate for those hours actually worked.  No employee 
will be required to work before or beyond his/her regular shift. 
 

i. On calamity days/hours that are state excused calamity 
days/hours, each emergency essential employee will be 
contacted via phone by his/her immediate supervisor and 
informed as to whether he/she should report to work.  If an 
emergency essential maintenance employee is required to 
report by an immediate supervisor but does not report for 
the normal work day, the employee must take a personal or 
vacation day.  However, if an emergency essential 
maintenance employee is required to report and is 
reasonably late, the employee will not be penalized.  No 
employee will be expected to report to work, or be penalized, 
while travel is prohibited by law enforcement agencies. 
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ii. If an employee cannot report and his/her task is deemed 
essential on that given day, an effort will be made to call in 
another employee to assume that task. 
 

iii. If conditions prevent the emergency essential employee from 
reporting to work or the employee reports to work 
reasonably late, the employee will not be penalized, except 
as stated in paragraph 3(c)(i) above.  An employee who is 
unable to report to work will contact his/her immediate 
supervisor through voice mail or leave a message with 
another staff member who is present at the school. 
  

4. After State Excused Calamity Days/Hours  
 

a. After the state excused calamity days/hours, all 12 month employees 
will report to work in accordance with the building calamity plan or 
supervisor's instructions and be paid at their regular rate of pay for all 
hours worked.  
 

b. Classified employees who work less than 12 months per year, are not 
required to report to work; however, the employee will be paid for all 
time lost when the schools are closed.  In the event the Board is 
required to schedule make-up days/hours (to comply with Ohio law 
on the minimum number of school days/hours), employees shall be 
required to work make-up days/hours.  The employee will not be paid 
any additional compensation for working on the make-up day/hours 
unless the employee works in excess of his/her contract days.   
 

5. Personal leave, sick leave, vacation leave or professional leave days will 
not be charged against an employee for any emergency closing/calamity 
day/hours, except as stated in paragraph 3(c)(i) above. 

 
F. Work Calendar/Schedule  
 
 1. A work calendar for 9 or 10 month employees is required to be 

completed and approved by the employee’s supervisor in June for the 
upcoming contract year (July 1 to June 30).  The calendar shall identify all 
of the employee’s contracted work days.  Scheduled work days outside 
the school calendar may be altered with prior approval of the immediate 
supervisor.  The request to alter the scheduled work days must be 
submitted to the supervisor at least seventy-two (72) hours prior to any 
change in the work calendar.  Any approved changes to the work 
calendar must be submitted to the Treasurer’s Office by the Employee. 

  



 

 31 

2. Daily work hours may be flexed to accommodate a specific job duty for 
the district.  With prior approval from an employee’s immediate 
supervisor, an employee may be paid for hours worked beyond his/her 
scheduled work day.   

 
3. Lunch and break time cannot be traded to arrive late or leave early from 

the employee’s scheduled work hours.  
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ARTICLE XIV – WORKING CONDITIONS 
 
A. Subcontracting  
 

The Board may continue to subcontract work or services that are being presently 
subcontracted.  If the Board entertains a proposal to subcontract any work or 
services which could result in the elimination of one or more bargaining unit 
positions, the Association will be notified at least sixty (60) days prior to any 
decision and be given an opportunity to present any alternative financial 
solutions and bargain members’ rights. 

 
B. Mileage  
 

Employees will be paid mileage at a rate established by the Internal Revenue 
Service when using their personal vehicle for job-related travel in the course of 
their duties.  In order to receive payment for such use, the employee must fill 
out a mileage report form (Appendix F) and submit it to the Treasurer’s office by 
the fifth (5th) day of the month.  Payment will be made by the twentieth (20th) 
day of the month. 

 
C. Supervision of Students  
 

No employee is expected to assume the role of a substitute teacher except 
where necessary for the reasonable supervision and safety of students, after 
efforts to secure a substitute teacher have failed.  An attempt will be made to 
have a certified employee present when a classified employee in this bargaining 
unit is on “student duty” in the lunchroom, hallways, restrooms and/or the 
parking lot. 

 
D. Awarding of Contract  
 

An employee who works five hundred (500) or more hours in a fiscal year will be 
given a contract with the exception of part-time adult education employees 
whose positions are contingent upon the receipt of annual grant funds and 
employees hired to replace employees on a leave of absence. 

 
E. Training  
 

Staff will be given the opportunity for in-service training (workshops, computer 
classes, seminars, etc.) in order to remain current and efficient in their positions 
as decided by the employee and the employee’s immediate supervisor. 
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F. Materials and Equipment  
 

The Board will make every attempt to provide employees with the necessary 
materials and equipment for completion of assigned work duties.  Computers 
are available for computer access within the daily schedule for employees to stay 
abreast of daily communications and responsibilities.  

 
G. Employee Information Checklist  
 

An Association representative may request to meet with the Treasurer prior to 
October 1 of each school year if there is a concern regarding the Employee 
Information Checklist.  (See Appendix C.) 

 
H. Professional Meetings  
 

The Board will pay registration fees for attendance at professional meetings that 
have been approved by the Supervisor. 
 

I. Van Transporting of Students   
 

Classified Staff with current van certification can transport students at the 
directive of Administration only after being given a completed trip ticket along 
with a copy of the student(s) Emergency Medical Form.  

 



 

 34 

ARTICLE XV – PAYROLL 
 
A. Pay Dates  
 

The first pay in September will be paid on the second Friday of September. 
Employees will receive their pay in 26 equal payments.  (A Schedule of pay 
periods is attached as Appendix G.) 

 
Nine (9)- or ten (10)-month employees may request, in writing by August 1, to 
receive twenty (20) equal payments. 

 
B. Direct Deposit  
 

Employees currently enrolled in, and employees hired after July 1, 2007, are 
required to utilize direct deposit of paychecks and payroll deductions to any ACH 
(Automatic Clearing House) financial institution.  Employees who utilize direct 
deposit will have their payroll stubs electronically mailed to their work e-mail 
and, if requested, another designated e-mail address. 
 

C. Dues Deduction  
 

1. It is agreed that Association dues of those authorizing payroll deductions 
shall be deducted in twenty-six (26) installments beginning with the first 
pay period in October and remitted within two (2) workdays following 
the pay date to the Association Treasurer along with a list of employees 
for whom the fees are being sent and amount deducted. 

 
2. Said deduction shall be continuing or for a limited period, as specified on 

the authorization form, from year to year unless written request by said 
employee to discontinue such deduction is received by the Board 
Treasurer.  The employee shall notify the Association President and the 
Ohio Education Association in writing of any withdrawal of dues 
deduction authorization.  The Association shall annually notify the Board 
Treasurer of the dues amount for each particular school year. 

 
3. Any employee requesting membership with payroll deduction of dues 

after the above date(s) will have the deduction taken starting within 
three (3) weeks after the day the authorization was given to the Board 
Treasurer.  The Board Treasurer will deduct the remaining annual 
deductions due the Association from an employee’s final pay when an 
employee leaves employment or initiates an unpaid leave of absence 
after the beginning of the work year.  The Board will not be responsible 
for dues money that the employee owes the Association if the employee 
has insufficient earned but unpaid wages. 
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D. Payroll Deductions  
 

1. The Board will authorize payroll deductions for employees participating 
in tax-sheltered plans.  It is the employee’s responsibility to comply with 
provisions of the Internal Revenue Code applicable to tax-sheltered 
annuities.  The employee is responsible for any penalty, fee, or cost 
incurred as a result of participation in a tax-sheltered annuity under this 
provision.  It is also agreed that the standard payroll deductions shall 
include retirement, federal, state and local income tax payments, health 
insurance premiums, dues, FCPE (Fund for Children and Public 
Education), and credit union deductions, if applicable. 

 
2. Participation in any payroll deduction plan will be effective within fifteen 

(15) working days after submission of completed enrollment forms. 
 

E. Payroll Notification  
 

1. The administration will provide notification as soon as possible prior to 
the paycheck to any employee who may have a change in the amount of 
his/her normal pay. 

 
2. Detailed information regarding the number of work hours (regular and 

overtime), amount of overtime pay, and number of leave hours used and 
balance will be available to employee in Kiosk or similar electronic means. 
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ARTICLE XVI – COMPENSATION 
 
A. Wage Schedules  
 

Year 1:  2% 
Year 2:  1.5% 
 
 
 
 

WAGE SCHEDULE 
FY15 

EFFECTIVE JULY 1, 2014 
 

2.00% Increase on base effective 7/1/14 
Employees receive one experience step effective 7/1/14 

 

STEP INDEX LEVEL I LEVEL II LEVEL III LEVEL IV LEVEL V 

 
1 1.000        13.68         15.57         16.32         18.66         24.95  
2 1.030        14.09         16.04         16.81         19.22         25.70  
3 1.060        14.50         16.50         17.30         19.78         26.45  
4 1.090        14.91         16.97         17.79         20.34         27.20  
5 1.120        15.32         17.44         18.28         20.90         27.94  

6 1.150        15.73         17.91         18.77         21.46         28.69  
7 1.180        16.14         18.37         19.26         22.02         29.44  
8 1.210        16.55         18.84         19.75         22.58         30.19  
9 1.240        16.96         19.31         20.24         23.14         30.94  

10 1.270        17.37         19.77         20.73         23.70         31.69  
11 1.285        17.58         20.01         20.97         23.98         32.06  
12 1.300        17.78         20.24         21.22         24.26         32.44  
13 1.315        17.99         20.47         21.46         24.54         32.81  
14 1.330        18.19         20.71         21.71         24.82         33.18  
15 1.345        18.40         20.94         21.95         25.10         33.56  
16 1.360        18.60         21.18         22.20         25.38         33.93  
17 1.375        18.81         21.41         22.44         25.66         34.31  

18 1.390        19.02         21.64         22.68         25.94         34.68  
19 1.405        19.22         21.88         22.93         26.22         35.05  
20 1.420        19.43         22.11         23.17         26.50         35.43  
21 1.435        19.63         22.34         23.42         26.78         35.80  
22 1.450        19.84         22.58         23.66         27.06         36.18  
23 1.465        20.04         22.81         23.91         27.34         36.55  
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WAGE SCHEDULE 
FY16 

EFFECTIVE JULY 1, 2015 
 

1.50% Increase on base effective 7/1/15 
Employees receive one experience step effective 7/1/15 

 

STEP INDEX LEVEL I LEVEL II LEVEL III LEVEL IV LEVEL V 

 
1 1.000        13.89         15.80         16.56         18.94         25.32  
2 1.030        14.31         16.27         17.06         19.51         26.08  
3 1.060        14.72         16.75         17.55         20.08         26.84  

4 1.090        15.14         17.22         18.05         20.64         27.60  
5 1.120        15.56         17.70         18.55         21.21         28.36  
6 1.150        15.97         18.17         19.04         21.78         29.12  
7 1.180        16.39         18.64         19.54         22.35         29.88  
8 1.210        16.81         19.12         20.04         22.92         30.64  
9 1.240        17.22         19.59         20.53         23.49         31.40  

10 1.270        17.64         20.07         21.03         24.05         32.16  
11 1.285        17.85         20.30         21.28         24.34         32.54  
12 1.300        18.06         20.54         21.53         24.62         32.92  
13 1.315        18.27         20.78         21.78         24.91         33.30  
14 1.330        18.47         21.01         22.02         25.19         33.68  
15 1.345        18.68         21.25         22.27         25.47         34.06  

16 1.360        18.89         21.49         22.52         25.76         34.44  
17 1.375        19.10         21.73         22.77         26.04         34.82  
18 1.390        19.31         21.96         23.02         26.33         35.19  
19 1.405        19.52         22.20         23.27         26.61         35.57  
20 1.420        19.72         22.44         23.52         26.89         35.95  

21 1.435        19.93         22.67         23.76         27.18         36.33  
22 1.450        20.14         22.91         24.01         27.46         36.71  
23 1.465        20.35         23.15         24.26         27.75         37.09  
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B. Overtime/Compensatory Time  
 

1. All employees shall be paid one and one-half (1½) times their regular hourly rate 
of pay for all hours worked during each workweek in excess of forty (40) hours. 

 
2. In lieu of being paid for overtime, an employee may elect to accrue up to 8 hours 

of compensatory time per pay period.  The employee must request and obtain 
approval in advance to use compensatory time from their immediate supervisor.  
All compensatory time must be used within two pay periods after the pay period 
accruing the leave.  Compensatory time may only be used in increments of ½ hour, 
up to a maximum of 8 hours.  Employees accruing or using compensatory time 
must record such accrual or use on their time sheet.  A kiosk request must be 
submitted when using compensatory time. 

 
3. Any employee intending to work any hours of overtime or any hours beyond 

his/her regularly scheduled work hours in any workweek shall obtain pre-approval 
from his/her regular supervisor prior to actually working any such hours. 

 
4. Hours worked for purpose of calculating overtime shall include all hours during 

which an employee is physically present and on duty in an assigned contracted 
work station and/or assigned contracted duty. 

 
5. Employees shall be paid one and one-half (1½) times their regular hourly rate for 

all hours required to work on Sundays (unless the employee’s normal schedule 
begins on Sunday) and shall be paid double time their hourly rate, which is 
inclusive of holiday pay, for all hours required to work on paid holidays as listed in 
Article XVIII (E) of this Agreement. 

 
C. Call-In Time 
 
 Employees on “call in” will be paid for a minimum of two (2) hours. 
 
D. Shift Differential  
 

Those employees who begin their shift between 2:00 p.m. to 6:00 a.m. will receive the 
shift differential of forty (40) cents.  Any other employee who works regularly scheduled 
hours, not flexed, from 6:00 p.m. to 6:00 a.m. will receive the differential for those hours 
worked within this time frame. 

 
E. Stipend/Release for Calling Substitutes  

 
An employee will receive a stipend of $500 per year or one and one-quarter (1¼) hours 
per week noncumulative release time and a $190 stipend per year for calling substitutes 
and keeping records of such after regular work hours.  The employee must notify the 
immediate supervisor by the start of the school year which form of stipend the employee 
elects to receive.  The Board will pay all expense for long distance charges.  The stipend 
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will be paid at the end of the school year.  If an outsourced company is no longer utilized, 
then the original stipend amount of $850.00 and $325.00, respectively, will be reinstated. 

 
F. Experience Credit  
 

1. Employees who have worked at least one hundred twenty (120) days within one 
(1) school year shall be given a year of experience credit on the Wage Schedule at 
the beginning of the following school year. 

 
2. No newly hired employee shall be placed higher than Step 8 on the salary 

schedule for prior experience in a similar position.  Partial increments on the wage 
schedule will not be granted. 

 
3. Any employee who is contracted to work less than one hundred twenty (120) days 

per year shall be given a year of experience credit on the Wage Schedule at the 
beginning of every other school year. 

 
G. Additional Compensation for Teacher Absence  
 

In the event a teacher is absent three (3) or more consecutive days on which the assigned 
teacher assistant is on assignment with the students, the teacher assistant will be 
additionally compensated for their assistance.  Beginning on the third consecutive day, 
the teacher assistant will receive an additional two (2) hours pay for each succeeding 
consecutive day that the teacher is absent on which the teacher assistant is on 
assignment with the students to a maximum of five (5) days with the same substitute 
teacher.  The additional pay will be prorated according to the percentage of the work day 
during which the teacher assistant is assigned to the absent teacher’s classroom. 

 
H. Employee Substituting  
 

Employees under contract may work as a substitute in another job within the District for 
the same wage as contracted in the employee’s regular position. 
 

I. Wage Differential 
 

1. The employee in the position of Administrative Assistant to the Executive Director 
shall be compensated an additional $1.25 per hour for the coordination and 
responsibilities related to Educational Management Information Systems. 

 
2. The employee in the position of Guidance Secretary shall be compensated an 

additional $1.25 per hour for the responsibilities related to Educational 
Management Information Systems and student scheduling. 
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ARTICLE XVII – INSURANCE 
 
A. Eligibility For Insurance  
 

1. Any regularly contracted employee who works at least thirty (30) hours per week 
shall be entitled to have the Board pay 100% of the Board’s total contribution for 
all of the types of insurance listed in the following paragraphs. 

 
2. Any regularly contracted employee who works at least twenty (20) hours per week 

but less than thirty (30) hours per week shall be entitled to have the Board pay 
50% of the Board’s total contribution as defined for any or all of the types of 
insurance listed in the following paragraphs. 

 
3. Any employee working less than twenty (20) hours per week may secure 

insurance coverage by arranging payments with the Board Treasurer at full cost to 
the employee.  Upon written request, during open enrollment or within 30 days of 
an eligible qualifying event, the employee’s insurance coverage shall be effective. 

 
4. The fact that an employee is eligible for insurance shall not require the employee 

to participate in any insurance program. 
 
5. Health insurance and other insurance coverage shall not be interrupted during the 

summer months. 
 
6. If spouses are employed by the Board, only one spouse will be enrolled for family 

coverage or each may be enrolled for single coverage. 
 
B. Separation Procedure  
 

The health benefits of any employee who leaves employment by resignation or retires at 
the end of his/her contract will remain in effect through the last day of the month 
following the departing employee’s last pay period or the effective date of retirement or 
resignation.  

 
C. Health Insurance Plan  
 

The Board will provide a High Deductible Health Savings Account (HD/HSA) insurance plan 
for eligible staff members.    The Board may accept an alternative recommendation from 
the Health Labor Management Committee (“HLMC Committee”). 
 
The Board will pay up to 10% of the health insurance premium increase over the previous 
rate.  When notification of an impending insurance increase in excess of 10% is received 
by the Board, an immediate notification will be forwarded to the association president 
and the HLMC Committee. If the rate increases more than 10%, the parties agree to meet 
and discuss methods to contain the overall health insurance costs by implementing one 
(1) or more of the following: 
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1. Change benefit level or co-pay for that benefit 
2. Carrier changes 
3. Premiums over 10% will be pay by the employee 
4. Any other viable cost reduction method 

 
If the premium does not increase to the maximum 10%, then the unused percentage will 
be carried over for use during the next year to increase the cap or to restore changes that 
were mandated due to an increase over the 10% cap in previous years. 

 
1. The Board will pay 90% of the single or 85% of the family premium. 
 
2. The Board will contribute 65% of the In-Network deductible per year (as listed 

below) to the HSA for single or family coverage for employees eligible for HSA 
contributions.  

 
Plan Type In-Network Deductible Out-of-Network Deductible 
Single   $2,000     $4,000 
Family   $4,000     $8,000  

 
3. For employees deemed ineligible for HSA contributions, by federal law, who elect 

single or family coverage, the Board shall contribute an amount equal to 65% of 
the In-Network deductible to the employee or to a Section 125 plan.  It is 
understood that the Board’s contribution under this provision, in the form of a 
payout to the employee, cannot be with pre-tax dollars and will constitute taxable 
income to the employee.  

 
4. For each employee that satisfies the following criteria by October 1 annually, 

there will be a 10% increase in the total percentage contribution listed in sections 
(2) and (3) above, for a total possible contribution of 85%: 
 
 a) The employee is a non-tobacco user, confirmed by Affidavit 
 b) The employee participates in the biometric screening and   
  health risk assessment sponsored by the Board 
 

5. The Board shall establish a Section 125 Plan for the exclusive purpose of allowing 
staff members to pay their portion of insurance premiums under this Section on a 
pre-tax basis to the full extent permitted by law, such plan to remain in effect so 
long as laws and Internal Revenue Service rules concerning same remain 
substantially unchanged.  

 
6. Employees may make additional pre-tax contributions consistent with IRS 

regulations by payroll deduction. Employees shall determine their contribution for 
the year at the time of enrollment.  Changes can be made during the open 
enrollment period. 

 
Board contributions to HSA accounts will be made in October of each year.  
Employees hired on or after October 1 shall receive a pro-rated Board 
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contribution based on the number of months employed by the District for the 
initial year. Employees who leave the insurance plan for any reason during the 
following twelve-month period will reimburse the Board at the rate of one-twelfth 
of the Board paid contribution for each month that the employee is no longer in 
the plan.  Employees planning on regular retirement may request, in writing to the 
Treasurer by September 15, that the Board only contribute a pro-rated amount 
into the HSA.  The Board will not seek recovery of any HSA contribution made on 
behalf of an employee who passes away during active employment or whose 
contract is suspended in whole or in part due to a reduction in force implemented 
by the Board of Education. 

 
7. Employees may sign up for the insurance plan during the open enrollment period 
 in September of each year. 

 
 
 
 
D. Dental Insurance  
 

The Board shall provide a dental insurance plan for the employees who are eligible and 
pay 100% of the premium for employees who work at least thirty (30) hours per week.  
The Board will pay 50% of the premium for employees who work less than thirty (30) 
hours per week. 

 
E. Term Life Insurance  
 

The Board will pay 100% of the premiums for a $50,000 term life insurance plan for all 
employees.  This policy shall include an accidental death and dismemberment provision.  
At the time of an employee’s disability or retirement, the Board, by certified mail, shall 
send a copy of the employee term life insurance booklet to the employee’s last known 
address or the deceased employee’s beneficiary, if known. 
 

F. Vision Insurance 
 
The Board will pay 75% of the premium for single and family vision insurance, with the 
Board selecting the vision plan.  Employees will not be required to participate. 
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ARTICLE XVIII – OTHER BENEFITS 
 
A. IRS Section 125  
 

An IRS Section 125 plan is offered to all employees. 
 
B. COBRA  
 

Employees who become eligible may elect to continue the employer-provided medical 
benefits as provided pursuant to federal COBRA law. 

 
C. Severance Pay  
 

1. An employee of the Board at the time of retirement from active service, defined 
as being eligible for service retirement and an application has been approved by 
the Ohio School Employees Retirement System, may make application to be paid 
in cash for twenty seven percent (27%) of the value of employee’s accrued but 
unused sick leave, not to exceed seventy (70) days.  However, all employees hired 
after July 1, 2007 are required to be employed by the Board for a minimum of ten 
(10) years before applying for such payment.  Such payment shall be based on the 
employee’s current daily rate of pay at the time of retirement.  Payment of sick 
leave on this basis shall be considered to eliminate all sick leave credit accrued by 
the employee at that time.  Such payment shall be made only once to any 
employee.  The employee may choose from two (2) payment options: 

 
a. Payment shall be made to the employee the next available pay period after 

the employee has provided to the treasurer written verification of the 
commencement of retirement, in the form of the first pay stub from SERS.  
This payment will be subject to all taxes, but no retirement contribution 
will be deducted. 

 
b. The employee may establish a tax-deferred annuity to be deducted from 

the employee’s severance payment calculation, provided the annuity 
amount falls within the maximum exclusion allowance as described by the 
IRS.  The election to defer severance pay is irrevocable after the Board 
accepts the resignation.  If the employee wishes to select this option, it is 
the employee’s responsibility to make sure that all required paperwork is 
complete according to the above requirements.  If there is remaining 
severance pay, it will be paid in a lump sum, after the employee has 
provided to the treasurer written verification of the commencement of 
retirement, in the form of the first pay stub from SERS. 

 
2. In the event of the death of an active employee under contract to the Board, such 

employee shall be deemed to have made application for severance pay or to have 
retired on the date immediately preceding the day of death. 
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D. Vacation  
 

Vacations shall be granted to employees who are employed on a full-time basis (30 or 
more hours per week) for eleven (11) or twelve (12) months per year per Section 
3319.084 of the Ohio Revised Code as follows: 

 
1. Accumulation 

 
a. The accumulation period shall be July 1 through June 30 of each fiscal year. 

 
b. Rate of accumulation: 

 
Years of Service Number of Hours Equivalent to 
0-5    12 days of the employee’s work days per year 
6   13 
7   14 
8   15 
9   16 
10   17 
11   18 
12   19 
13   20 
14   21 
15 and after  22  

 
i. A year of service is defined as one hundred twenty (120) 

contractual and paid days. 
 

ii. Less than one hundred twenty (120) contractual and paid days will 
not be counted towards years of service for vacation accumulation 
purposes.  However, vacation will be earned during any period, 
even less than one hundred twenty (120) days. 

 
iii. The rate of accumulation shall be stated in terms of “days.” 

 
c. The accumulated vacation time shall be posted into each staff member’s 

account on a monthly basis.  Vacation accumulated during a month shall 
be posted and available to the staff member during the month following 
the month of accumulation. 

 
2. Utilization 

 
a. The utilization period shall be July l through June 30 of each fiscal year. 

 
b. Vacation shall be used in full hour increments. 
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c. The utilization of available vacation shall be in units of at least one (1) 
hour. 

 
d. Notice requirements 

 
Upon seven (7) days’ notice to the employee’s supervisor, vacation shall be 
granted if the employee has vacation days available, provided that the 
immediate supervisor may deny or delay vacation leave requests if a 
vacation would disrupt or cause hardship to Career Center operations.  
However, vacation leave requests will not be unreasonably denied nor will 
this decision be arbitrary or capricious.  The employee’s immediate 
supervisor may make exceptions to the seven (7) days’ notice by granting 
the requests if less than seven (7) days’ notice is given. 

 
e. Every attempt must be made to use completely all accumulated and 

available vacation within the utilization period (July l through June 30). 
 

f. The employee can exercise one of the following options:  
 

i. Option 1:  The number of hours equivalent to up to fourteen (14) of 
the employee’s work days of unused vacation may be carried over 
into the next accumulation period.  The employee must notify the 
Treasurer in writing on or before June 30 if the employee elects this 
option; or 

 
ii. Option 2:  Up to a maximum of two (2) times in any school year, the 

employee may request in writing to be paid in cash for up to 
fourteen (14) accrued but unused vacation days at full cash value.  
The maximum number of vacation days that can be cashed in per 
request shall be seven (7).  The written request must be submitted 
to the Treasurer at least fourteen (14) calendar days in advance of 
payment.  The request may be made at any time during the fiscal 
year (July 1-June 30).  The employee’s vacation balance shall be 
decreased by the number of days cashed in. 

 
  g. It is the employee’s decision whether to carry over vacation or to receive 

pay for available vacation.  If no option is specifically exercised pursuant to 
section (f) above, up to fourteen (14) vacation days will automatically carry 
over to the next accumulation period. 

 
  h. Full-time, 12-month employees are required to take five (5) vacation days 

per year, in full-day increments. 
 

3. Upon separation from employment an employee shall be entitled to payment at 
the employee’s current rate of pay for all accrued but unused vacation leave 
remaining at the time of separation from employment.  In case of the death of an 
employee, the employee’s estate shall be paid at the employee’s rate of pay at the 
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time of death for all accrued but unused vacation leave remaining at the time of 
the employee’s death. 

 
4. Employees employed pursuant to a 260-day contract working less than 30 

hours/week, may request up to 10 unpaid days of leave per year.  Requests shall 
be made at least 7 days in advance and approved by the Employee’s supervisor.  
This unpaid leave shall not be subject to carry-over or pay-out. 

 
E. Holidays  
 

1. Employees shall receive the following paid holidays: 
 

 11- and 12-Month Employees 9- and 10-Month Employees 
 Labor Day    Labor Day 
 Thanksgiving    Thanksgiving 
 Day after Thanksgiving  Day after Thanksgiving 
 Christmas Eve    Christmas Eve 
 Christmas Day    Christmas Day 
 New Year’s Day   New Year’s Day 
 Martin Luther King Day  Martin Luther King Day 
 Memorial Day    Memorial Day 
 President’s Day   President’s Day 

**Independence Day 
 

 Key: **If occurring during employee’s work year. 
 
2. Employees whose regular schedules are limited to weekend days shall receive 

paid holidays only when the holiday falls on their scheduled work day. 
 

3. The day before Thanksgiving is a contracted day for all classified staff.  Teaching 
assistants and the in-school discipline assistant who are not requested to work 
that day must make up the required hours for that day prior to the day before 
Thanksgiving.  The Employee must document (via the Kiosk comment box or 
similar electronic means) when the hours are made up. Employees who have not 
made up the required hours prior to Thanksgiving must submit a leave request for 
those hours. 

 
4. If Christmas Eve falls on a weekend, it will be observed on the last workday before 

the actual holiday. 
 
F. Adult Education Courses  
 

Any employee may, by payment of lab fee, be permitted to enroll in one (1) Adult 
Education course per year, and the board will pay up to $250 towards the tuition for that 
course providing the class has enough paid students to run the class and the class has not 
reached the enrollment limit. 
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G. SERS Pick-Up  
 

The Board agrees to an SERS Pick-Up Plan for all School Employee Retirement System 
members.  This plan is the salary reduction annuity process.  There shall be no cost to the 
Board of Education, and total amount of annuities cannot exceed the total dollar amount 
prescribed by SERS and Internal Revenue Service rules.   

 
H. Tuition Reimbursement  
 

1. The Board shall reimburse bargaining unit member up to 60% of tuition cost not to 
exceed fifteen (15) quarter hours or ten (10) semester hours (in any school year) 
toward the cost of attending college or up to 60% of workshop fees not to exceed 
an equivalent amount. 

 
2. The college tuition reimbursement amount will be determined using 60% of the 

current Wright State University undergraduate tuition subject to the following 
provisions: 

 
  a. All tuition reimbursement requests must be submitted to the 

superintendent for approval on the designated tuition reimbursement 
request form prior to the start date for each course.  

 
  b. Employees receiving tuition reimbursement who elect to leave 

employment with the Board within one (1) calendar year of course 
completion shall repay the Board the full amount of the reimbursement.  
Employees having been employed by the Board for five (5) or more years 
are exempt from repayment to the Board.   

   
  c. To be eligible the Employee must submit evidence of grade “B” or better or 

a “P” in a preapproved pass/fail course upon completion of the said 
course(s). 

 
  d. Courses must be offered by an accredited college or university except for 

workshops offered in specialized areas. 
 
  e. Courses of equivalent training such as workshops must be job-related. 
 
  f.  Before reimbursement is made, both a receipt (attached to the tuition 

reimbursement request form) showing payment for the tuition cost and 
transcript documenting satisfactory completion of the course must be 
submitted to the Superintendent’s Administrative Assistant.  
Reimbursement will then be made within 30 days. 

 
I. Waiver of Tuition  
 

The Board shall waive the Greene County Career Center tuition payment for children of 
nonresident employees of the district. 
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J. Uniforms  
 

The Board shall provide five (5) pairs of pants, five (5) short sleeve shirts and five (5) long 
sleeve shirts for maintenance. Lab coats will be made available to teaching assistants 
assigned to career technical and science laboratories.  The Board shall also provide a 
maximum of $80.00 annually for all other garments or footwear as needed for 
maintenance.  Uniforms must be worn during scheduled work hours.  The Board shall 
provide a maximum of $80.00 annually for non-slip shoes for Food and Hospitality’s and 
Culinary Arts’ Teaching Assistants.  

 
K. Student Trips  
 

Any employee who chaperones a student trip, with the Supervisor’s pre-approval, will be 
paid their hourly rate for all hours worked up to 40 hours.  If the employee works over a 
40-hour week, they will receive time and one-half (1-1/2) pay for all hours worked in 
excess of 40 hours.  On an overnight student trip, a person who has not worked 40 hours 
will receive their hourly rate for all hours worked plus an additional $100.00 stipend.  
Employees eligible for overtime pay will receive only that pay and will not be eligible for 
the $100.00 stipend. 
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ARTICLE XIX – ABSENCE REGULATIONS 
 
A. Personal Leave  
 

Each employee will be authorized the number of hours equivalent to three (3) of the 
employee’s work days annually for personal leave.  For employees whose first day of 
work with the district is on or after the first day of classes in the second semester of the 
school year, those employees shall be authorized one and one-half (1-1/2) days in that 
school year for personal leave.  For purposes of this section, the word “day” shall be the 
equivalent of the individual employee’s normal work day.  Such leave will be granted 
upon notification, subject to the following conditions: 

 
1. The employee shall notify the supervisor at the earliest possible time prior to 

taking personal leave.  Notification shall be given to the supervisor seventy-two 
(72) hours in advance unless circumstances make it impossible to comply with this 
requirement.  A Kiosk (or similar electronic means) request must be completed for 
any day used. 

 
2. Personal leave shall be used in full hour increments. 

 
3. Personal leave for any day(s) will be limited to 10% of the bargaining unit with no 

more than two (2) persons per classification to be on personal leave on the same 
day. 

 
4. Unused personal leave will be converted to sick leave at the end of each year.   

          
B. Sick Leave  
 

1. Hours of absence authorized for sick leave shall be deducted from the sick leave 
accumulation.  The number of hours equivalent to one and one-fourth (1 ¼) of the 
employee’s work days of sick leave shall be granted to contracted employees per 
month as per state law.  Employees will receive up to the number of hours 
equivalent to fifteen (15) of the employee’s work days per year.  Contracted part-
time employees shall accumulate sick leave for contracted time.  Unused sick 
leave shall accumulate to three hundred (300) days. 

 
2. Employees who are contracted to work less than one hundred twenty (120) days 

per year, sick leave will be prorated based on the number of hours they are 
contracted to work per week divided by forty (40). 

 
3. Sick leave shall be used in full hour increments. 
 
4. Should an employee have absences due to illness of more than the total 

accumulated sick leave, such employee may be granted an advancement of sick 
leave up to the number of hours equivalent to five (5) of the employee’s work 
days. 
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5. Previously accumulated sick leave of any employee who had been separated from 
another public Ohio agency as provided in O.R.C. 3319.141 shall be accepted at 
full value up to two hundred eighty (280) days provided none of such previously 
accumulated sick leave has been converted to pay upon retirement from another 
Ohio public agency as provided by O.R.C. 124.39. 

 
6. Standard reasons acceptable for sick leave are the following: 

 
a. Personal illness 
b. Injury 
c. Exposure to contagious disease which could be communicated to others 
d. Absence due to illness, injury, or death of a member of employee’s 

immediate family; or 
e. Disability due to pregnancy 

 
7. For the purpose of absence due to illness, injury, or death in the employee’s 

immediate family, immediate family shall be defined to include bonafide members 
of the employee’s household and/or spouse, parent, child, in-laws, brother, sister, 
grandparent, grandchild, or any relative who is dependent upon the employee.  
Stepchildren, stepparents, foster children, and foster parents shall be considered 
immediate family for this purpose. 

 
8. Sick leave requests will be made using Kiosk (or similar electronic means).  It is the 

employee’s responsibility to complete and submit a leave request within three (3) 
days after the employee’s return to work from sick leave. 

 
9. a. Accrued sick leave is intended to prevent undue hardship to the employee. 
 b. Sick leave is not to be used as personal or vacation leave. 
 c. Sick leave may only be used for the purposes stated above. 
 d. Sick leave abuse, including falsification of sick leave records, shall be 

 sufficient cause for discipline. 
 e. Generally, documentation to verify sick leave or to verify that a caregiver’s 

 presence was necessary may be required for the following: 
  (i) absences of more than three consecutive workdays; 
  (ii)  any use of sick leave immediately following or preceding vacation, 

  holiday, or other approved leave. 
 f. The Board reserves the right to require proper documentation for the use 

 of sick leave by an employee or to permit an employee to return to work 
 after an extended absence.  

 
C. Perfect Attendance Bonus  
 

1. A quarterly annual bonus of $100 will be paid to each employee who has perfect 
attendance during the periods of July 1 to September 30, October 1 to December 
31, January 1 to March 31, and April 1 to June 30 for each year of this contract.  
The bonus will be paid within 30 days of the end of each quarter. 
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2. Any sick leave, personal leave, or unpaid leave usage during these time periods 
will cause the employee to be ineligible for the perfect attendance bonus for that 
time period but will not affect the employee’s eligibility for the perfect attendance 
bonus for subsequent time periods. 

 
3. The maximum perfect attendance bonus that can be earned in any fiscal year is 

$400. 
 
4. In order to be eligible, an employee must have been under contract at least one 

hundred twenty (120) days before the end of the contract year. 
 
D. Sick Leave Fund  
 

1. The purpose of a sick leave fund is to give additional days of sick leave to 
employees of the bargaining unit who experience personal serious accidental 
injury, emergency surgery or a catastrophic illness.  If the employee has used all of 
the employee’s personal and sick leave and applies (Form Appendix I) to the Sick 
Leave Fund, the employee may receive a gift of the number of hours needed.  
After the employee applies, a committee of three (3) employees appointed by the 
Association President, the Superintendent and the Treasurer shall meet and at the 
committee’s discretion, through consensus, give notice to employees that there is 
a need for sick leave donations.  No employee may give more than the number of 
hours equivalent to two (2) of the employee’s work days per year. 

 
2. The employee receiving the gift of sick leave days shall return to work as soon as 

his/her physician permits the return. 
 

3. Employees submitting donations will complete the Sick Leave Fund Donation Form 
(Appendix J). 

 
E. Child Care Leave  
 

 
1. Child care leave shall be granted to an employee to care for a newborn child, an 

adopted infant under two (2) years of age or a child for whom the adoptive agency 
requires full-time parental care for up to twelve (12) consecutive months without 
pay.  Extensions may be granted at the discretion of the Board.  Any employee 
shall submit a written request to the Superintendent not later than thirty (30) days 
prior to the anticipated leave date (except where an adoptive agency gives less 
than thirty (30) days’ notice), advising the Superintendent of the anticipated date 
of the leave and further advising the Superintendent of the approximate dates 
that the employee shall commence and end child care leave. 

 
2. If, prior to the date set for initiation of child care leave, the Superintendent 

believes that the employee is medically unable to perform adequately as a result 
of a pregnancy, the Superintendent may request the employee to submit a 
certification from her obstetrician attesting to her ability to continue working.  The 
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employee will normally return to service six (6) weeks after the end of the 
pregnancy.  Upon providing the Superintendent with a medical certification from 
her physician that she is unable to resume her duties within six (6) weeks after the 
end of the pregnancy, this period may be extended.  The Superintendent and the 
Board have discharged their responsibility under this policy by offering the 
returning employee the original or similar position held by the employee. 

 
3. The term of the employee’s contract shall not be extended by child care leave; but 

in the event that the employee’s limited contract expires while on child care leave, 
the contract will be renewed or nonrenewed in accordance with normal 
procedures for all. 

 
4. The Board recognizes that the granting of unpaid child care leave does not 

preclude an employee from also exercising statutory rights to sick leave in 
accordance with the statutory law of Ohio. 

 
5. The employee on leave may exercise the option of maintaining group insurance 

coverages at the employee’s expense during such leave and if allowable by the 
insurers.  The employee will pay to the Treasurer the full monthly premium of 
insurance charged to the school district at least fifteen (15) days in advance of the 
time the premium must be paid by the Board of Education. 

 
 
F. Family Medical Leave  
 

1. Notwithstanding other provisions of this Agreement, the Board agrees to abide by 
the provisions of the Family and Medical Leave Act (“FMLA”) of 1993 including but 
not limited to the provisions set forth in this section.  The parties to this 
agreement agree that all benefits guaranteed by the FMLA will be provided to 
employees covered by this Agreement. 

  
This Article is intended to be consistent with the FMLA, as amended.  If the FMLA 
is amended and becomes inconsistent with this Article, the federal law will 
supersede this Article.  If the federal law is amended it is the District’s 
responsibility to notify the association president of the changes and to post the 
amended FMLA changes to the negotiated agreement through an MOU that will 
become part of the contract as soon as the District is made aware of such 
amendments. 

 
2. Eligibility 

 
An employee must have worked for the district for a total of twelve (12) calendar 
months and must have worked at least 1,250 hours during the twelve (12) 
calendar month period immediately preceding the employee’s request for FMLA 
leave to be eligible for benefits under the FMLA. 

 
3. Leave Provisions 
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a. Each eligible employee is entitled to and shall be granted upon request up 

to twelve (12) weeks of unpaid leave during the twelve (12) calendar 
month period beginning on the date the employee’s first FMLA leave 
begins (i.e., the twelve (12) month period is specific to each employee) to 
care for a newborn child or for a child, parent or spouse who has a serious 
health condition or to recover from the employee’s own serious health 
condition as defined by the FMLA.  Such leave may be taken for the care of 
a newly adopted or newly placed foster child, as well as a newborn child. 

 
b. Any leave beyond twelve (12) weeks during the twelve (12) calendar 

month period for these combined purposes may be granted pursuant to 
the other leave provisions of this Agreement. 

 
c. Eligible employees may choose to use paid leave granted by other 

provisions of this Agreement before electing to take FMLA leave. 
 

d. Leave taken to care for a newborn, newly adopted, or newly placed foster 
child must conclude within twelve (12) months after birth or placement of 
the child.  The employee must give the Board at least thirty (30) days’ 
notice of the birth or placement, if possible, or as much notice as possible 
if less than thirty (30) days. 

 
e. The employee shall give at least thirty (30) days’ notice for foreseeable 

leave taken due to planned medical treatment for the employee’s own 
serious health condition or for the serious health condition of the 
employee’s child, parent, or spouse.  However, if the date of the treatment 
requires leave to begin in less than thirty (30) days, then the employee 
shall provide such notice as is practicable.  The employee shall make 
reasonable efforts to schedule such foreseeable leave for planned medical 
treatment so as to minimize any disruption to the workplace. 

 
f. Leave under the FMLA may be taken intermittently when medically 

necessary due to the employee’s own serious health condition or due to 
the serious health condition of the employee’s child, parent, or spouse.  
The employee will attempt to schedule medical procedures so as not to 
interrupt the employee’s work unnecessarily. 

 
4. Protection of Employment and Insurance 

 
a. The Board shall return the employee taking a leave under this section to 

the same or comparable position the employee occupied prior to the 
leave. 

 
b. The Board shall continue to pay the Board contribution to the current 

medical insurance policy for the employee while they are on leave under 
this Section. 
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c. The taking of a leave under this Section shall not result in the loss of any 

employment benefit and/or seniority accrued prior to the date the leave 
commenced. 

 
5. Medical Certification 

 
a. The Board will require medical certification from a licensed physician as to 

the medical necessity for a leave under this Section and the probable 
duration of the leave.  Such certification will include a statement by the 
physician that the employee is unable to perform all the duties of the 
employee’s position or that the employee’s presence is required to care 
for a seriously ill family member.  This certification will be given at least 
one (1) week before the leave, except in an emergency.  Update 
certifications must be presented every thirty (30) days. 

 
b. The Board may require an employee on FMLA Leave to submit medical 

recertifications periodically as to the employee’s or the employee’s family 
member’s current medical status and the employee’s intent to return to 
work. 

 
G. Court Leave  
 

Any employee who serves as a juror or who is subpoenaed to appear in court regarding 
school business shall continue to receive regular wages so long as the employee remits to 
the Treasurer all juror or witness compensation.  This leave shall not be available to 
employees who have initiated legal action against the Board when their absence is 
related to that cause of action. 

 
H. Military Leave  
 

Employees called to active duty in a branch of the U.S. Military will be returned to work as 
prescribed in O.R.C. 3319.085 and by federal law. 
 

I. Professional Leave 
 

1. Absence for attendance at a professional meeting must have prior approval of the 
Director.  Requests must be made using the kiosk system or similar electronic 
means. 

 
2. Each employee can apply for and may be granted professional leave for a job-

related activity.  Employees should apply for such leave at least two (2) weeks in 
advance of the leave day. 

 
3. Once a leave is approved, it will not be denied later due to difficulty in procuring a 

substitute replacement. 
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4. Expenses for such leave will be reimbursed, upon submission of appropriate 
receipts, according to the following schedule:  mileage incurred at the rate 
established by the Internal Revenue Service, registration fees, meals, required 
lodging and miscellaneous expenses up to $50.00 when they are combined with 
the program. 

 
J. Assault Leave  
 

1. Up to one hundred twenty (120) working days of assault leave shall be granted to 
an employee who is absent due to a substantiated disability resulting from a 
verbal or physical assault, as defined in Article I of this Agreement,  that occurred 
during the course of the employee’s employment with the Board.  This disability 
must be verified by a physician/licensed counselor and the Superintendent.  The 
employee shall furnish the Board with a signed statement to justify the use of 
assault leave.  If the employee requires medical attention as a result of an assault, 
a certificate from a licensed physician stating the nature of the disability and its 
duration shall be required before assault leave can be approved for payment.  The 
Board has the right to require that the employee be examined by a physician of 
the Board’s choosing at the Board’s expense in order to verify the claimed 
disability.  The employee shall receive full pay and fringe benefits while on leave.  
Assault leave shall not be charged against sick leave.  Any employee absent due to 
assault shall be obligated to provide the Board a physician’s statement relative to 
the employee’s physical ability to return to work. 

 
2. The Board acknowledges the right of any employee to file charges against any 

student, parent, guardian or other person who assaults, threatens, menaces or 
harasses the employee or who vandalized the employee’s real or personal 
property. 

 
3. An employee who has immediately reported any student who has verbally or 

physically assaulted the employee or who has vandalized or deliberately damaged 
the employee’s real or personal property will not have the student placed if at all 
possible in the employee’s activity without a parental/employee conference to 
develop a student behavior contract. 

 
4. Should an assault occur, the employee affected shall file a claim with the Ohio 

Bureau of Workers’ Compensation.  Any lost wages received from the Bureau will 
be deducted from what the Board is obligated to pay such employee. 
 

K. Administrative Leave  
 

The Board may place an employee on administrative leave. 
 
L. Limited Leave of Absence  
 

An employee with one (1) year of continuous service is eligible to request unpaid limited 
leave of absence of one (1) to five (5) days duration but not to exceed five (5) days in any 
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school year.  Such leave request(s) shall be submitted to the Superintendent/Designee no 
later than ten (10) days prior to the beginning date of the requested leave.  The 
Superintendent/Designee shall have the right to limit the number of employees 
permitted to take a limited leave of absence on any given day(s) and/or refuse to grant 
permission to take such leave. 

 
M. Extended Leave of Absence  
 

1. Extended leave is considered to be a leave of more than ten (10) days.  If time 
allows, an employee going on an extended leave will meet with the employee’s 
immediate supervisor to determine how the employee’s tasks will be 
accomplished during the leave.  A determination will be made as to whether these 
tasks can be accomplished through the use of a substitute or by distribution of 
tasks to other employees. 

 
2. In the event an employee assumes additional duties due to another employee’s 

being on an extended leave, the supervisor will meet with the affected employee 
to periodically prioritize workload and discuss the need for overtime or temporary 
help. 

 
N. Miscellaneous Leave Provisions  
 

1. Filling a Leave Position 
 

If a vacancy is created by an employee who is on an extended leave of absence 
and it is deemed necessary to fill that vacancy, the most senior employee who is 
qualified in the classification will fill the vacancy if he/she desires with the same 
contractual hours and benefits until the employee on leave returns. 

 
2. Return from Leave 

 
Any employee returning from a paid or unpaid leave of absence or SERS disability 
retirement leave shall return to the same or similar position with the same 
number of hours/days/shift if the position exists as when the employee went on 
leave.  The employee replacing the employee on leave shall be returned to the 
employee’s former position if it exists. 

 
O. Bereavement Leave 
 

In the event of a death in an employee’s immediate family, the employee may be granted 
up to one (1) day of paid bereavement leave to attend funeral/memorial services. 

 
 For the purpose of bereavement leave, the term “immediate family” shall be defined to 

include bonafide members of the employee’s household and/or spouse, parent, child, in-
laws, brother, sister, grandparent, grandchild, or any relative who is dependent upon the 
employee.  Stepchildren, stepparents, foster children, and foster parents shall be 
considered immediate family for this purpose. 
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P.  Leave Reporting Procedure 
 
 1.  All leave taken pursuant to any provision of this Article must be reported by the 

employee using the kiosk system or similar electronic means.  Anyone taking 
professional leave must also report the reimbursement of expense information 
electronically.  Leave must be entered into the electronic system and be 
submitted to the employee’s supervisor within 3 days (excluding holidays, 
calamity days and weekends) of returning from an absence.  Request for 
professional leave along with reimbursement of expense information must have 
supervisor preapproval. 

 
2. Employees may have their pay docked for absences that have not been 

substantiated by an approved leave.  Employees will be given written notification 
in advance of payday if they are to be docked.  Once the leave request is 
submitted electronically, docked pay will be issued in the next available pay 
period.  The delinquent leave request must be submitted within 60 calendar days 
from the pay date that was docked. 

 
3. Any employee who is going to be absent, late or who needs to leave early shall 

contact the director’s administrative assistant as soon as possible.  If substitute 
coverage is required for a prearranged absence, the sub request shall be entered 
electronically for supervisory approval. 
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ARTICLE XX – EVALUATION 
 
A. Purpose  
 

The purpose of an evaluation is to assess an employee’s work performance, to help the 
employee to achieve greater effectiveness in performance of the work assignment. 

 
B. Conduct of Evaluations  
  

1. The performance of each employee shall be evaluated in writing by the 
employee’s supervisor on the form included at Appendix B. 

 
2. A probationary employee shall be evaluated no earlier than ten (10) days after 

employment and re-evaluated no less than five (5) days prior to the completion of 
the probationary period. 

 
3. Each employee shall be notified at least two (2) days prior to the evaluation. 

 
4. All evaluations will be completed and delivered to the evaluated employee by 

administrative personnel no later than May 1 of each year.  The evaluation shall 
be reviewed at a post-evaluation conference with the employee, with a copy given 
to the employee at the conclusion of the review.  This post-evaluation conference 
shall take place within ten (10) days after the evaluation.  Within ten (10) days 
after receiving the written evaluation document, the evaluator and employee shall 
sign the evaluation document.  The employee’s signature does not constitute 
approval or disapproval but only that the evaluation has been reviewed with and 
retained by the employee.  All meetings and conferences relating to an 
employee’s evaluation shall be conducted in private. 

 
5. All supervisors shall submit evaluation reports for all personnel to the 

Superintendent by May 15 of each year.  The report must be signed by the 
supervisor and included in the personnel file for the employee. 
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ARTICLE XXI – PERSONNEL FILES 
 
A. Official File  
 

1. There shall be one (1) official personnel file for each employee which will have 
contents limited to items relating to work performance, discipline, and routine 
financial or personnel data.  All employees shall be entitled to the rights granted 
by O.R.C. Chapter 1347 with the following procedures to apply. 

 
2. It is recognized that the Treasurer may have need to keep copies of an employee’s 

employment contracts, certificates or licenses, and other documents specifically 
related to the Treasurer’s duties. 

 
B. Review of File  
 

1. An employee shall have the right, upon request and with reasonable notice, to 
review the contents of the employee’s personnel file and to receive one (1) copy 
of any document contained therein. 

 
2. An employee may have an Association representative present when the employee 

inspects the employee’s personnel file or may authorize in writing an Association 
representative to review the employee’s file. 

 
C. Contents of File  
 

1. All items, including written evaluations, placed in the file shall be signed and dated 
by the person placing it in the file and a copy shall be given to the employee prior 
to placing it in the file. 

 
2. Anonymous letters or materials shall not be placed in a personnel file nor shall 

they be made a matter of record. 
 

3. Employees shall have the right to submit a written commentary/rebuttal to any 
material placed in the file, and such written commentary/rebuttal shall be 
attached to the item in the file. 

 
4. Information in the personnel file that is proven inaccurate or that cannot be 

verified will be removed from the file by the Superintendent. 
 

5. Any disciplinary material, excluding written evaluations, will be removed from the 
file, upon written request by the employee, after four (4) years. 

 
6. Personnel files will be updated annually by placing written evaluations in the files. 
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ARTICLE XXII – NONDISCRIMINATION, INCLUDING SEXUAL HARASSMENT 
 
 
A. Statement of Non-Discrimination  
 

The Greene County Career Center Board of Education does not discriminate on the basis 
on race, color, creed, national origin, age, sex, religion, ancestry, disability or military 
status in its employment, programs and activities and provides equal access to the Boy 
Scouts and other designated youth groups.   
 

B. Compliance Officer 
 

The following person has been designated to investigate inquiries regarding the non-
discrimination policies and shall serve as the compliance officer for the Board in matters 
of alleged discrimination: 
 
  Dan Schroer, Superintendent 
  Greene County Career Center 
  2960 W. Enon Road 
  Xenia, Ohio 45385 
  (937) 426-6636 ext. 101 
  dschroer@greeneccc.com 

 
 For further information on notice of non-discrimination, visit     
 http://wdcrobcolp01.ed.gov/CFAPPS/OCR/contactus.cfm for the address   
 and phone number of the office that serves your area, or call 1-800-421-3481. 
 
C. Discrimination Prohibited 
 

The board opposes discrimination in any form and has developed complaint procedures 
which will be available to the alleged victims.  The board has also  identified disciplinary 
penalties that could be imposed for the alleged offenders.  Any members having 
discipline imposed upon them reserve all rights outlined in this contract. 

 
D. Sexual Harassment Defined 
 
 Sexual harassment is a form of discrimination and includes, but is not limited to, 
 unwelcome sexual advances, requests for sexual favors and other verbal, visual or 
 physical conduct of a sexual nature when: 
 

1. Submission to such conduct is made either explicitly or implicitly a term or 
condition of a person’s employment or educational development; 

 
2. Submission to or rejection of such conduct by an individual is used as the basis for 

employment or educational decisions affecting such individual; or 
 
3. Such conduct has the purpose or effect of unreasonably interfering with or having 

mailto:dschroer@greeneccc.com
http://wdcrobcolp01.ed.gov/CFAPPS/OCR/contactus.cfm
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a negative impact on the individual’s work or educational performance or creating 
an intimidating, hostile or offensive working or educational environment. 

 
4. Submission to or rejection of the conduct by the individual is used as the basis for 

any decision affecting the individual regarding benefits and services, honors, 
programs, opportunities or activities available at or through the school. 

 
E. Confidentiality 
 
 All employees should be aware that the privacy of the complainant and the person 
 accused of engaging in acts of discrimination will be kept strictly confidential, unless 
 disclosure is otherwise required by law. 
 
F. Complaint Procedure 
 

The following procedure for processing discrimination and/or harassment complaints 
shall be used: 
 
1. The compliance officer will confer with the complainant in order to obtain a clear 

understanding of the complaint. 
 
2. The compliance officer will meet with any accused person under the authority of 

the Board in order to obtain his/her response to the complaint.  A reasonable 
effort will be made to meet with any accused person who is not under the 
authority of the Board in order to obtain his/her response to the complaint. 

 
3. The compliance officer may hold as many meetings with the parties as necessary 

to gather facts. 
 
4. On the basis of the compliance officer’s perception of the situation, he/she may: 

 
a. Attempt to resolve the matter informally through conciliation or 

 
b. Decide the case and, thereafter, impose any discipline deemed appropriate 

and notify the parties by certified mail. 
 

5. Decisions of the compliance officer may be appealed to the Board or designee. 
 

G. Due Process 
 
 All persons involved shall be afforded due process proceedings and have the right to 
 have union representation present at all levels of the complaint or disciplinary procedure. 
 



ARTICLE XXlll -WAIVER OF NEGOTIATIONS; DURATION 

A. The Board and the Association agree that neither party Is obligated to negotiate any 
matter during the term of this agreement except as may be required by coinpllan.ce with 
O.R.C. Chapter 4117. . . 

B. This Agreement between the Board a11d tho Association. shall be iii effect from July·1, 
2014 throi1gh June 30, 2016, at which time It shall expire. 

Signed this 22haay of ~-"Ma~y~ _ _.,, 2014 by the parties. 

fOR TME ASSOCIATION: 

~· , ... e ?;A,Q . ~JrfV'--·-- .. ··~ 
atia Sullivan, President 

FOR'"' BOARD' ~ 

~ 
~lent 

Team Member Dan Schroer, Superintendent 

Team Member 

Williams, Labor Relations ConsuJtant 
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                                       Appendix A 
 
 

Health Insurance Summary of Benefits 

Health Plan Type 
High Deductible‐Health Savings 

Account (HSA) Plan 

Benefit Summary  Network Single/Family 

Office Copay (PCP/SPC)  $30/$60 Per Visit 

Other Copays (IP/ER/UC)  N/A/$200/$100 

Deductible  $2,000/$4,000 

Coinsurance  100% 

Out‐of‐Pocket  $,3000/$6,000 

Pharmacy  $10/30/50 

   Out of Network Single/Family 

Deductible  $4,000/8,000 

Coinsurance  80% 

Out of Pocket  $8,000/16,000 

Rates  Three Tiered Rates 

Monthly Premium 

Employee 

Employee + 1 

Employee + Family 



                                     GREENE COUNTY CAREER CENTER                   APPENDIX B             
CLASSIFIED PERSONNEL 

EVALUATION FORM 
 
 
Name of Employee:  __________________________________________________________ 
Position:  ___________________________________________________________________ 
Evaluator:  __________________________________________________________________ 
Date of Evaluation Conference:  _________________________________________________ 
 
 
Instructions:  This report allows the building administrator to rate the employee on a number of 
factors important for success.  Place an “X” on each rating scale over the descriptive phrase 
which most nearly describes the person being evaluated.  Carefully assess each of the qualities 
separately.  Please comment on items rated less than #3. 
 
 
I. PRODUCTIVITY AND EFFICIENCY OF WORK 
 

Quantity of Work 
1. 2. 3. 4. 5. 
Does not meet 
requirements 

Has difficulty 
with volume of 
workload 

Volume of work 
is satisfactory 

Very industrious; 
does more than is 
required 

Superior work 
production 

 
Quality of Work 
1. 2. 3. 4. 5. 
Unacceptable 
work 

At times, work 
must be redone 

Meets expected 
standards 

Highly accurate Superior work 

 
Knowledge of Job 
1. 2. 3. 4. 5. 
Displays 
insufficient 
knowledge about 
work duties 

Lacks knowledge 
of some phases of 
work 

Has adequate 
knowledge to get 
work done 

Understand all 
phases work 

Has complete 
mastery of all 
phases of job 

 
Organization of Work 
1. 2. 3. 4. 5. 
Requires frequent 
supervision; 
demonstrates 
misuse of time 

Work 
organization 
somewhat 
inconsistent; 
lacks in planning 

Has average 
organizational 
and decision-
making skills 

Generally well 
organized; good 
balance between 
proceeding and 
checking 

Organizes time 
very effectively 
without 
supervision; asks 
for direction 
when appropriate 

 
 
 
 



II. WORK HABITS/ PERSONAL CHARACTERISTICS                                 
 
 

Attendance 
1. 2. 3. 4. 5. 
Often absent/ late 
for work 

Sometimes 
absent/ late for 
work 

Usually present 
and on time 

Regular and  
prompt  

Very prompt and 
regular in 
attendance 

 
Dependability 
1. 2. 3. 4. 5. 
Requires close 
supervision; is 
unreliable 

Sometimes 
requires 
reminding 

Completes 
necessary tasks 
and within 
reasonable time 

Requires little 
supervision; is 
reliable 

Requires absolute 
minimum of 
supervision 

 
Initiative/Goals 
1. 2. 3. 4. 5. 
Lacks effort Puts forth little 

effort 
Has average 
goals and works 
to achieve them 

Strives hard; has 
high desire to 
achieve 

Sets high goals 
and strives 
constantly to 
achieve them 

 
Personal Appearance (dress, cleanliness, neatness and personal habits) 
1. 2. 3. 4. 5. 
Unsatisfactory 
 

Frequently 
inappropriate 

Appropriate Careful about 
personal 
appearance 

Takes pride in 
appearance 

 
Work Ethic (includes honesty, integrity)                                
1. 2. 3. 4. 5. 
Unsatisfactory 
 

Needs 
improvement 

Acceptable High standard Outstanding 

 
Attitude 
1. 2. 3. 4. 5. 
Negative 
 

Sometimes 
negative 

Acceptable 
attitude 

Generally 
positive 

Very positive 

 
Courtesy 
1. 2. 3. 4. 5. 
Displays 
rudeness 
 

Lacks skills in 
dealing with 
others 

Agreeable and 
pleasant 

Polite and acts 
with diplomacy 

Role model to 
others; willing, 
courteous and 
diplomatic 

 
 

(2)
 



 
Adaptability/Flexibility 
1. 2. 3. 4. 5. 
Unable to accept 
change 
 

Adapts with 
difficulty  

Has tolerance for 
the situation at 
hand 

Demonstrates 
adaptability/ 
flexibility 

Consistently 
handles situations 
calmly; adapts 
easily 

 
 
 

III. PROFESSIONAL QUALITIES  
 

Professional Growth 

1. 2. 3. 4. 5. 
Resists 
opportunities 
for growth 
 
 

Reluctant to 
growth 
opportunities 

Participates in 
growth 
opportunities 

Initiates in 
growth 
activities 

Embraces opportunities to 
enhance current position 

 
 Interpersonal Relationships (rate with each group) 

Negative Sometimes 
negative 

Acceptable Positive Always positive 

With Peers 
1. 

 
2. 

 
3. 

 
4. 

 
5. 

With Students 
1. 

 
2. 

 
3. 

 
4. 

 
5. 

With Public 
1. 

 
2. 

 
3. 

 
4. 

 
5. 

 
Enthusiasm for Work            

1. 2. 3. 4. 5. 
Lacks 
enthusiasm 

Sometimes 
unenthusiastic 

Positive Enjoys work 
and feels job 
has value  

Has strong enthusiasm  

 
Follows Established Responsibilities/ Procedures (as outlined in job description) 

1. 2. 3. 4. 5. 
Ignores Follows 

somewhat 
Supports  
 

Closely 
attentive 

Takes a leadership role to 
advance 

 
  
 
 
 
 
 
 

(3)
 



Area of Concern Comments 
 
 
 
 

 

 
 
 
 

 

 
 
 
 

 

 
 
 
 

 

 
 
Employee’s comments: 
 
 
 
 
 
 
 
Employee’s goals are attached. 
                                                                      

I have reviewed this evaluation with my supervisor.  Signature neither indicates agreement  
nor disagreement. 

 
  

_____________________________________________ ______________ 
 Signature of Employee                                                            Date 
 
 
 _____________________________________________ ______________ 
            Signature of Evaluator                                                            Date 
 
  
Original:  Personnel file 
Copy to:  Employee 
     Evaluator                                                 
 

(4)
 



                                         APPENDIX C  
 
 
 
EMPLOYEE INFORMATION CHECKLIST                                                               NAME_____________________________ 
I. PRE-EMPLOYMENT 
 

____ EMPLOYMENT APPLICATION DATED AND SIGNED 
____ DATE BOARD ACTION ON HIRING NEW EMPLOYEE 
____ DATE OF EMPLOYMENT 
____ CURRENT CERTIFICATION 
____ DEGREE 
____ SEMESTER HOURS 
____ SALARY COLUMN/STEP 
____ NUMBER OF EXTENDED SERVICE DAYS 
____ TOTAL YEARS OF TEACHING EXPERIENCE PRIOR TO GCCC 
____ MILITARY EXPERIENCE  
____ INDUSTRIAL EXPERIENCE 
____ TOTAL NUMBER OF DAYS IN CONTRACT - IF NOT MORE THAN 120 DAYS DOES NOT MOVE ON 

SALARY COLUMN  
____ BCII INFORMATION GIVEN TO APPLICANT  
____ CONTRACT GIVEN TO APPLICANT TO BE SIGNED 
____ SALARY NOTICE GIVEN TO APPLICANT 

 
II. EMPLOYMENT 
 

CONTRACT 
____ NUMBER OF DAYS/DAYS PER WEEK 
____ NUMBER OF HOURS PER DAY (BREAKS & LUNCH) 
____ EXTENDED DAYS 
____ MOVE ON SALARY SCHEDULE IF NOT MORE THAN 120 DAYS 
____ DISCUSSION OF PROBATIONARY PERIOD FOR CLASSIFIED STAFF 
PAYROLL CYCLE 
____ NUMBER OF PAYS 20/26 
____ PAYROLL ADJUSTMENT 
PAYROLL DEDUCTIONS 
____ FORMS FOR TAXES 
____ ADDITIONAL DEDUCTIONS AVAILABLE 
____ DIRECT DEPOSIT OPTIONS 
SERS/STRS 
INSURANCE 
____ HEALTH 
____ DENTAL 
____ LIFE 
LEAVE 
____ SICK LEAVE (ACCUMULATION, USAGE, BONUS) 
____ PERSONAL LEAVE (TRANSFER UNUSED TO SICK LEAVE) - ACCUMULATION 
____ VACATION (ACCUMULATION, USAGE) 
____ NOTHING DAY (12- MONTH CLASSIFIED STAFF) 
____ COPY OF ABSENCE REPORTING PROCEDURES 
ADDITIONAL INFORMATION 
____ COPY OF NEGOTIATED AGREEMENT GIVEN TO EMPLOYEE (Certified) 
____ COPY OF CLASSIFIED EMPLOYEE HANDBOOK GIVEN TO EMPLOYEE 
____ MILEAGE 
____ NOTIFIED OF BOARD POLICY AND WHERE COPY CAN BE FOUND 
____ PROFESSIONAL DEVELOPMENT 
____ TUITION REIMBURSEMENT 
____ COPY OF JOB DESCRIPTION GIVEN TO EMPLOYEE 
____ COPY OF FORM SSA1945 GIVEN TO EMPLOYEE 

 
III. POST EMPLOYMENT 
 
 ____ HEALTH INSURANCE ENDING DATE 
 ____ COBRA AVAILABILITY 
 ____ SEVERANCE/VACATION REQUESTS 
 
 
______________________      ___________                     ______________________          ____________ 
Employee Signature               Date                         Administrator Signature      Date  



 
                     APPENDIX D 
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          APPENDIX E 
 
 

 



          APPENDIX F 
 
                                                            Greene County Career Center 
      Mileage Report 

 



Pay Dates Pay Dates

2014‐2015 2015‐2016

7/4/2014 7/3/2015

7/18/2014 7/17/2015

7/31/2015

8/1/2014 8/14/2015

8/15/2014 8/28/2015

8/29/2014

9/12/2014 9/11/2015
9/26/2014 9/25/2015

10/10/2014 10/9/2015

10/24/2014 10/23/2015

11/7/2014 11/6/2015

11/21/2014 11/20/2015

12/5/2014 12/4/2015

12/19/2014 12/18/2015

1/2/2015 1/1/2016

1/16/2015 1/15/2016

1/30/2015 1/29/2016

2/13/2015 2/12/2016

2/27/2015 2/26/2016

3/13/2015 3/11/2016

3/27/2015 3/25/2016

4/10/2015 4/8/2016

4/24/2015 4/22/2016

5/8/2015 5/6/2016

5/22/2015 5/20/2016

6/5/2015 6/3/2016

6/19/2015 6/17/2016



          APPENDIX H                                    
                                                             

 
GREENE COUNTY CAREER CENTER  

BOARD OF EDUCATION 
 

and 
 

GREENE COUNTY CAREER CENTER CLASSIFIED  
EMPLOYEES ASSOCIATION 

 
Record of Informal Discussion of Grievance 

 
On ________________________, 200_, the undersigned met informally to discuss the 
possibility of resolving a grievance.  The grievance relates to: 
 
_____________________________________________________________________________ 
 
 
 
___________________________________   ______________________________ 
 Administrator        Grievant 
 
 
 
--------------------------------------------------- separate here ------------------------------------------------ 
 
 

GREENE COUNTY CAREER CENTER 
BOARD OF EDUCATION 

 
AND 

 
GREENE COUNTY CAREER CENTER CLASSIFEID  

EMPLOYEES ASSOCIATION 
 

Record of Informal Discussion of Grievance 
 
 

____________________________________________________________________________ 
 
 
 
 
On ________________________, 200_, the undersigned met informally to discuss the 
possibility of resolving a grievance.  The grievance relates to: 
 
___________________________________   ______________________________ 
 Administrator        Grievant 
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