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PREAMBLE
This Agreement is hereby entered by and between the Girard City Schools District Board of
Education, hereinafter referred to as the "Employer" and the Ohio Association of Public School
Employees/ AFSCME/AFL-CIO, including Local 425, hereinafter referred to as the "Union."
ARTICLE I

RECOGNITION AND BARGAINING UNIT

1.1  The Employer hereby recognizes the Union as the sole and exclusive bargaining agent
with respect to wages, hours and other terms and conditions of employment as provided
by the State Employment Relations Act, for all employees now employed or to be
employed in the following job classifications:

Series 1 Instructional Educational Assistants, One-on-One Educational Assistants,
and Clerical Assistants

Series 2 Bus Drivers/Bus Mechanic Helper

Series 3 Cafeteria Personnel includes Van Driver/Custodian

Series 4 Custodial/Maintenance Personnel includes

Maintenance/Groundskeeper — Groundskeeper/Custodian
Painter/Plumber/Skilled Maintenance
Series 5 Secretarial Personnel

All titles listed in salary schedules of included positions shall not be changed during the
term of the agreement.

Excluding there from:

Director of Food Service Secretary to the Superintendent
Director of Building and Grounds  Assistants to the Treasurer
Cafeteria Manager Seasonal Employees

Director of Transportation Substitute Employees

All other employees of the Employer as provided by law.
1.2 Recognition shall remain in effect as provided by law.
ARTICLE II

DEFINITIONS

2.1 "Employer" — shall mean the Board of Education of the Girard City School District,
the district itself, its superintendent, principals, administrators, managers, supervisors and
agents, collectively or singularly, as the context requires.

2.2 "Union' — shall mean the Ohio Association of Public School Employees, including its
Local 425, its officers, representatives, members and agents, singularly or
collectively, as the context requires.
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2.5

2.6

2.7

2.8

2.9

2.10

2.11

3.1

""Employee" — shall mean a board employee who is a member of the unit described in
Article 1 hereof. Some times such employee or employees are referred to herein
as "classified employees"” to differentiate them from other Board employees.

"Immediate Supervisor' — All employees shall be notified at the beginning of each
school year as to their immediate supervisor. The employees shall be notified during the
school year should there be a change in their immediate supervisor. Immediate
Supervisor shall be an administrator only, or his/her designee in the administrator's
absence. The supervisor is one who may direct the work force and address day to day
problems.

"Classification Series' — There shall be established, five classification series as

follows:

Series 1 Instructional Educational Assistants, One-on-One Educational Assistants,
and Clerical Assistants

Series 2 Bus Drivers/Bus Mechanic Helper

Series 3 Cafeteria Personnel includes Van Driver/Custodian

Series 4 Custodial/Maintenance Personnel including Maintenance/Groundskeeper-
Groundskeeper/Custodian, Painter/Plumber/Skilled Labor/Maintenance

Series 5 Secretarial Personnel

"Classification" — shall mean a specific job or position within a classification series as

indicated on the salary schedules.

"Day or Days" — shall mean individual day or days, not necessarily consecutive.

""Calendar Days" — shall mean consecutive days by reference to the calendar.

"Work Week' — shall mean five consecutive days beginning Monday and ending
Friday.

"Work Day" — shall mean a day or days an employee is actually scheduled to work.

"Days Actually Worked" — shall mean days an employee actually works excluding
holidays, vacations days and all leave days.

ARTICLE 111

RIGHTS OF THE PARTIES

Board Rights
Except as expressly limited by this contract, nothing herein impairs the right and
responsibility of the Board to:
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Determine matters of the inherent managerial policy which include, but are not
limited to, areas of discretion of policy such as the functions and programs of the
public employer, standards of service, its overall budget, utilization of technology,
and organizational structure;

Direct, supervise, evaluate, or hire employees;

Maintain and improve the efficiency and effectiveness of governmental
operations;

Determine the overall methods, process, means, or personnel by which
governmental operations are to be conducted;

Suspend, discipline, demote, discharge for just cause, layoff, transfer, assign,
schedule, promote, or retain employees;

Determine the adequacy of the work force;
Determine the overall mission of the Board as a unit of government;
Effectively manage the work force;

Take actions to carry out the mission of the Board as a governmental unit in
addition, the Union agrees that all of the functions, rights, powers, responsibilities
and authority of the Employer in regard to the operation of its work and business
and the direction of its work force which the Employer has not specifically
abridged, deleted, granted or modified by the express and specific written
provisions of the Agreement are, and shall remain, exclusively those of the
Employer.

Rights of the Association: Following are those rights which may be exercised by the

Association.

A.

Use of School Mail. The use of school mail shall be restricted to official union
business only. Additionally, all items distributed through school mail must have
prior approval for distribution from both the Union President and the
Superintendent.

Bulletin Boards. A Building Principal or appropriate Administrator shall
designate at least one bulletin board or portion thereof in each building for the
general use of the Association. The bulletin boards shall, where possible, be
located in areas readily accessible to and normally frequented by the employees.
The use of school bulletin boards shall be restricted to official union business
only. Additionally, all items displayed on the school bulletin board must have
prior approval for distribution from both the Union President and the
Superintendent.




Notice of Board Meetings. Notices prepared for Board Members and newspapers
for regular board meetings shall be sent through the school mail to the President
of the Association at the same time they arc sent to the newspapers. Agendas shall
be given to the President of the Association through the school mail the same time
they are sent out to the Board Members. The President shall be notified of all
special board meetings through the school mail or in emergency by phone.

Copies of Board Minutes. The Board agrees to provide the Association with
copies of the Board minutes following each Board meeting at cost (not more than
10 cents per copy).

Board Policy Books. The Board shall provide two copies of the Board Policy
Book to the Association. The Board shall also provide all changes to the Policy
Books in order that they may be kept current.

Attendance at Association Meetings. Employees shall be granted time off to
attend union meetings once per month should such meeting fall within the
employee's regular work shift.

Leave for Association Duties.

1. The Board shall grant unpaid leave to one employee who is a STATE
OAPSE OFFICER. Such leave shall be granted for the time needed provided
the Board has one week advance notice; in an emergency, notice may be
given within forty-eight hours of the meeting.

a. The Board may hire a substitute employee to work in place of the State
OAPSE officer exercising the leave provided herein.

b. OAPSE agrees to reimburse the school district for all salary and benefits
of the State OAPSE officer exercising the leave provided herein.

c. The substitute shall not acquire permanent contract status unless awarded
full-time position pursuant to Article 8, Section 8.8, and upon completion
of the probation period set forth in Article 6, Section 6.1, of this
Agreement.

d. OAPSE agrees to contribute to the hourly wage of the substitute
employee.

e. for all hours the substitute works as a custodian at Girard High School
during the school year, excluding any overtime, at the amount equal to the
applicable federal minimum wage in effect at the time worked per
hour.



2 The Board shall grant unpaid leave to one employee who is a DISTRICT
OAPSE OFFICER based upon the following conditions:

m the employee's supervisor notifies the employee of duties to be
completed prior to the beginning of the leave;

e the supervisor provides at least five work day's notice of
assignments;

W the employee completes the work to the satisfaction of the
supervisor;

® OAPSE provides at least seven (7) days advance notice to the
Superintendent.

Worksite Visitation. The Association President, Grievance Representatives or
Union Representatives shall be permitted to appear on work sites during working
hours as union representatives for the purpose of determining whether there is
compliance with the contract, or to investigate and/or resolve grievances provided
that they shall not unduly disrupt or interfere with work performance, provided
the immediate supervisor is notified and approves; and such approval shall not be
unreasonably denied.

OAPSE Conference. A maximum of four (4) authorized delegates shall be
permitted to attend the annual three day Union Conference for a maximum of
three (3) working days each without loss of pay. No other costs shall be
attributable to the Employer. The Employer shall be notified ten days in advance
of the Conference as to which employees are attending.

District Meeting. Bargaining unit members shall be permitted to attend without
loss of pay the ANNUAL OAPSE NORTHEAST DISTRICT MEETING when
held on NEOEA DAY. If NEOEA day occurs when students are in session, only
officers shall be permitted to attend.

Professional Leave of Absence. Employees shall be permitted to attend
professional meetings upon approval of the Superintendent or the Board without
loss of pay.

Labor-Management Committee. In an effort to solve problems before they
become formal grievances, the Board agrees to establish a labor-management
committee consisting of representatives of both OAPSE and the Board. Its main
function shall be to confer on all matters of mutual concern; to keep both parties
to this contract informed of changes and developments caused by conditions other
than covered by this contract and to confer over potential problems in an effort to
keep such matters from becoming major in scope. The OAPSE representatives
shall be no more than four in number. Formal notes shall be taken for
informational purposes and distributed to the members of the Committee. The
Committee shall meet as often as necessary.

Safety Committee. The Board shall be required to provide a safe and health work




site.

The Board shall recognize the President of the Association as Safety
Representative. The President shall meet with the Board Representative
regarding unsafe working conditions, equipment, etc., which may exist
and to make recommendations for correction of such conditions. The
Board further agrees to provide mandatory training when necessary on all
equipment provided such training is without cost to the Board.

All employees shall report promptly unsafe conditions to their supervisors.
If the supervisor does not abate the problem, the Superintendent and the
President of the Association shall attempt to abate the problem or will
report to the employee or his representative in fifteen working days or less
reasons why the problem cannot be abated in the expeditious manner.

All employees shall adhere to the District's Workman's Compensation
Program as outlined in Exhibit II.

3.3  Individual Rights:

A.

Personnel Files.

Personnel files shall be filed in the confidential files at the Administration
building. Each employee shall have the right to review the contents of his/her
own personnel file. A representative of the Association may, at the employee's
request, accompany the employee in such review. The review will be made in
the presence of the Superintendent.

1.

Any employee can request to see and will be permitted to examine his
personnel file, so long as the employee does not remove any article from
the file. An employee may receive copies of any information in the
personnel file except as limited herein.

Privileged information such as confidential credentials and related
personal references normally sought at the time of employment are
specifically exempted from such review. The administrator shall in the
presence of the employee's authorized representative remove such
credentials and confidential reports from the file prior to a review of the
file by the employee.

Any employee receiving a written reprimand, or notice that may be put in
his file and that may be used in any disciplinary action procedures, and is
of a disciplinary nature, shall be given a copy of said written notice or
reprimand indicating that this records will be held in his/her file.

Communications including evaluations, recommendations and derogatory
materials which are included in the personnel file, shall be called to the
employee's attention at the time of inclusion.
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Employees shall have the opportunity to read any material which may be
derogatory to the employee's conduct, service, character or personality
except as included above (i.e., confidential credentials and related personal
references.) The employee shall acknowledge that he had read the material
by affixing his signature and the date to the file copy. His/her signature
shall not indicate agreement with the content of his materials but only
indicate that the material has been inspected by the employee. He/she shall
have the opportunity to reply to such derogatory material in a written
statement attached to the file copy.

Anonymous letters and materials shall not be placed in an employee's file
nor shall they be a matter of record. Any materials placed in the
employee's file shall carry the date of enclosure and initials of the
Superintendent.

There shall be nothing in an employee's personnel file indicating that
he/she has filed a grievance, except while the grievance is pending and
unresolved.

Letters of reprimand, suspension, disciplinary actions and derogatory
material shall not be used against an employee for disciplinary actions
following a thirty month period of time provided there has been no further
occurrences requiring discipline within the thirty month period.

Scheduled leave forms shall be kept on file in the Treasurer's office.

Disciplinary Procedures.

1.

Any disciplinary action affecting an employee who has successfully
completed his initial hiring probationary period, should be administered
with the intention of improving the employee's performance. In
furtherance of that end, the Board agrees that, whenever possible, a
disciplinary problem shall be resolved between the employee an his/her
immediate supervisor.

All disciplinary actions, reviews, verbal and/or oral reprimands affecting
bargaining unit members shall be administered in private. The Union
President shall receive copies of letters sent to bargaining unit members
regarding disciplinary action. The employee shall acknowledge that he had
read the material by affixing his signature and the date to the file copy.

Employees who have successfully completed their initial hiring
probationary period shall be suspended, disciplined or terminated from
employment for just cause only. In the event that an employee is to be
disciplined, the Board shall provide the employee with written notice of
the reason(s) for the intended action, together with the date(s) for the
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4.1

4.2

4.3

4.4

implementation of the disciplinary action. The employee may, upon
receiving a disciplinary notice, challenge the proposed action through the
grievance procedure. Any violation of the Drug and Alcohol policy shall
not follow the progressive disciplinary procedures of this article.

4., An Association representative shall be permitted to attend any disciplinary
interview, meeting or hearing contemplated by this Article.

Drug and Alcohol Testing,

The parties agree to abide by all provisions of the Omnibus Transportation Employees
Testing Act of 1991. The parties agree that violations of this Act shall be grounds for
disciplinary actions up to and including termination. The parties further agree:

. Employees will be paid for all time spent in the testing process.
. Employees who first test positive, then have their conforming test results as
negative, shall be paid for all lost time without deduction from any other leave.
o All employees shall be required to complete alcohol/other drug testing for
reasonable suspicion.
ARTICLE IV
NEGOTIATION PROCEDURE

Organization Structure. Each negotiating team shall consist of up to six representatives.

Subject of Negotiations. The subjects for negotiations shall be wages, hours, benefit
provisions, and terms and conditions of employment.

Negotiation Schedule. A written request to open negotiations shall be served on either
party not less than sixty (60) calendar days prior to the expiration date of this contract.

Within ten (10) working days of the receipt of the request, both parties shall establish a
mutually agreeable site, date and time for the first meeting.

Meetings.
A. Negotiation meetings shall be held in executive session at a mutually agreed upon

location.

B. Once the meeting date, time and place has been established, the Association shall
present its proposals at the first meeting. The Board shall provide its written
proposals no later than the second meeting. Either party may present further
written proposals for discussion upon mutual consent of the parties. Subsequent
meetings will be used to negotiate the proposals until tentative agreement is
reached.

C. The date, time and place of the next meeting shall be established before the
conclusion of each meeting. Meetings shall be scheduled to interfere least with
school schedules. When it is mutually agreed that meetings take place during the
work day, the negotiating team members who are school employees shall be given
released time without loss of pay.
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4.6

4.7

4.8

4.9

D. Either group may recess for a conference during the meeting.

Exchange of Information.

A. The Board shall provide the Association, upon reasonable request, all available
and accurate information concerning the financial resources of the district and
such other reports as necessary. The Association shall incur no expense.
Information provided shall be accurate, up to date and provided in a manner that
will not mislead the Association.

B. The Association shall provide the Board, upon reasonable request, all information
pertinent to the issues under negotiations. The Board shall incur no expense.

Reporting. The Association and the Board retain the right to issue general reports to their
respective membership on the progress of negotiations.

Item Agreement. As negotiated items are agreed upon, they shall be reduced to writing
and initialed by the chief negotiator of each party. Such initialing shall be construed to
mean that item or issue is tentatively agreed upon by both parties subject to finalization
by ratification by the membership of the Association and adoption by the Board.

Agreement. When a contract is reached through negotiations, the outcome shall be
reduced to writing. Both parties shall review the contract to determine the accuracy of the
transcript. If the contract is then in proper form, it shall be submitted to the Association
for ratification and adoption. Within five working days of ratification by the Association,
the contract shall be submitted to the Board for approval and shall become part of the
official Board minutes and binding on both parties. Said contract shall be signed by the
appropriate negotiators of both parties. Within thirty (30) calendar days of adoption of the
contract, the Board shall print the contract and provide sufficient copies for each
bargaining unit member to the Association for distribution. Expenses shall be shared
equally. Any contract reached and accepted by the Association and the Board shall
supersede any rules, regulations or practices of the Board which shall be contrary to or
inconsistent with terms contained in any individual terms of employment heretofore in
effect. All future employees shall be employed expressly subject to terms of such an
agreement. No provisions of the resulting agreement shall discriminate against any
classified employee regardless of membership or non-membership in the Association.
When applicable, provisions of the contract shall be reflected in the individual salary
notices, . written Board policies, or administrative rules and regulations.

Disagreement.
A. The notice to negotiate shall be served on the other part not less than sixty (60)

days prior to the expiration of the Agreement, the parties shall meet and attempt
to reach agreement as expeditiously as practical. In the event the contract is not
reached through negotiations, either party shall have the right to declare impasse.
In any event, an impasse shall be declared upon the expiration of the above sixty
(60) day negotiation period.
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5.2

If an impasse is declared by either party or upon expiration of the sixty (60) day
negotiating period, it is with the understanding that the impasse procedure is
declared on all issues where agreement has not been reached by both parties. In
case such, the parties shall jointly prepare a request for a mediator from the
Federal Mediation and Conciliation Service.

The Mediator shall assist the parties in attempting to reach an agreement for, and
not to exceed a forty-five (45) day period, if there is no agreement, the Employer
shall have the option of continuing mediation or making a final offer to the Union.
If the Employer elects to mediate for a longer period it shall have the right to
present a final offer to the Union at any time.

Upon the Employer presenting its final offer to the Union, the Union shall present
such offer to its general membership within seven (7) days with or without a
committee recommendation as to whether the offer should be ratified.

In the event the offer is not ratified, the Union may exercise its right to strike
pursuant to O.R.C. 4117 14 (D) (2).

Both parties may mutually agree to extend any or all the time limits provided
herein writing.

ARTICLE V

GRIEVANCE PROCEDURE

Purpose. The Board recognizes that in the interest of effective personnel management, a
procedure is necessary whereby its employees can be assured of a prompt, impartial and
fair hearing on their lowest possible administrative level, equitable solutions to
grievances which may from time to time arise. Both parties agree that these proceedings
will be kept as informal and confidential as may be appropriate at any level of the

procedure.

Definitions.

A. A grievance is a complaint alleging the violation, misinterpretation, or
misapplication of this Agreement, or unreasonable changes in job descriptions.

B. A "grievant" shall be defined as a classified employee, group of classified
employees or the Association, alleging a grievance has occurred.

A "party in interest" is the person, persons or the Association making the claim
and any person who might be required to take action or against whom action
might be taken in order to resolve the claim.

D. The number of working days indicated at each level shall be considered as

maximum unless extended by mutual agreement.

10
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5.5

5.6

3.7

Direct Appeal to Level Three. In the event an issue does not pertain to the immediate
supervisor, the grievant shall proceed to Level Three of the Grievance Procedure.

Grievant's Representative. The grievant may be represented at all steps of the grievance
procedure by: either OAPSE legal counsel, OAPSE Representative, or a unit member.

Waiver of Procedure. If the grievance procedure is not initiated in thirty (30) working
days after the grievant knows or reasonably should have known of the event or condition
upon which it is based, the grievance shall be considered waived. Any grievance not
answered within the time limits shall automatically proceed to the next level of the
grievance procedure.

Non-Discrimination. An employee shall have the right to process a grievance or an
objection to a working condition and be assured freedom from restraint, interference,
coercion, discrimination or reprisal in presenting his/her appeal.

L

Procedure.
A. Level One — Informal Any employee who has a grievance shall first discuss it
with his/her appropriate supervisor/administrator.

B. Level Two — Formal

1. If the informal discussion does not resolve the issue, such employee shall
have the right to lodge a written grievance with his/her appropriate
supervisor/administrator. If the grievance is not lodged within ten (10)
working days following the discussion at Level One, the grievance shall
be waived. A copy of the grievance shall be filed with the Superintendent
and Association President.

2, The employee shall have the right to request a meeting with the
appropriate supervisor/administrator. Such meeting will be conducted
within ten (10) working days after receipt of such request. The grievant
shall be advised in writing of the time, place and date of the meeting at

" least two (2) working days in advance. The appropriate
supervisor/administrator shall take action on the written grievance within
five (5) working days of the receipt of the grievance or, if a meeting is
requested, within five (5) working days of the conclusion of the meeting.
The action taken and the reasons for the action shall be reduced to writing
and copies shall be sent to the employee, the Superintendent, the Treasurer
of the Board of Education, and the President of the Association.

£, Level Three - Formal |

1. If the action taken by the appropriate supervisor/administrator does not
resolve the grievance to the satisfaction of the grievant, the grievant may
appeal in writing, to the Superintendent. The grievant may request a
meeting, and if he/she does, it shall be conducted by the Superintendent
within ten (10) working days after the receipt of the request. The grievant
shall be advised in writing of the time, place and date of meeting at least
two (2) working days in advance.

11



The Superintendent shall take action on the grievance and prepare a
written report of such action within five (5) working days after receipt of
the grievance, or, if a meeting is held, within five (5) working days of the
conclusion of the meeting. The action taken and the reasons for the action
shall be reduced to writing and copies sent to the grievant, the Treasurer,
the appropriate supervisor/administrator, and the President of the
Association.

Level Four - Formal

L.

If the action taken by the Superintendent does not resolve the grievance to
the satisfaction of the grievant, the grievant may appeal in writing, to the
Board of Education by writing to the Treasurer. The grievant may request
a meeting five (5) days prior to the next regular scheduled Board meeting.
The grievant has the right to bring representation to the meeting. The
board shall meet with the grievant and prepare a written report of such
action ten (10) working days of the conclusion of the meeting.

If the action taken by the Board does not resolve the grievance to the
satisfaction of the grievant, the grievant may request the Association
Grievance committee to submit the issue to arbitration. This request must
be sent to the Superintendent by the Association Grievance Committee,
within fifteen (15) working days following the receipt of the decision of
the Superintendent. The arbitrator shall be chosen from not more than two
(2) lists of seven (7) names furnished by the Federal Mediation and
Conciliation Service. All other procedures relative to the hearing with the
arbitrator shall be in accordance with the rules and regulations of the
Federal Mediation and Conciliation Service.

The arbitrator shall conduct necessary hearing(s) and issue the decision
within the time limit, as agreed to by the Association, the Board, and the
arbitrator. A copy of the decision shall be sent to the grievant, the
Association President, the Treasurer, and the Superintendent.

The arbitrator shall not have the authority to add to, subtract from, modify,
change, or alter any of the provisions of the Agreement, nor add to, detract
from or modify the language therein, in arriving at a decision in regard to
the grievance. The arbitrator shall be confined to those issues which have
been presented and shall have no authority to consider other issues which
have not been presented for arbitration.

The decision of the arbitrator shall be in accordance with law and be
binding on both the Board and the Association.

The costs of the arbitrator shall be paid by the losing party.

12



5.8

6.1

. Other Procedural Matters

A.

The written grievance shall be on a standard form provided by the Board and
contain a concise statement of facts on which the grievance is based and the relief
sought. The Grievance Committee and the Superintendent shall meet and design
appropriate grievance forms for each level of the grievance procedure.

Copies of the documents, communications, and records pertaining to a grievance
which has been lodged shall be placed only in the confidential files of the
Treasurer of the Board and the President of the Association and shall not become
a part of the employee's personnel file other than action taken as a result of the
decision and award of the arbitrator. The Treasurer will make this information
available only to the Board.

No grievant may be represented by an employee organization other than the Ohio
Association of Public School Employees, Local 425, in any grievance procedure
initiated pursuant to this procedure.

A classified employee who, on behalf of the Association, is engaged in any
grievance meeting with a representative of the Board during work days, shall be
released from regular duties without loss of salary.

The parties who are directly involved in the investigation of a grievance shall
cooperate with each other, and furnish such information as requested by the other
party in order to facilitate the processing of the grievance.

Copies of all written decisions resulting from grievances shall be sent to all
parties involved, the Association President, the grievant, the Treasurer, the
Superintendent, and the appropriate administrator.

ARTICLE VI

SENIORITY

SENIORITY
A

Probationary Period

1. The probationary period for all newly hired employees or employees
transferring from one classification to another shall not exceed ninety
(90) work days unless otherwise stated. The promotional probationary
period shall not exceed sixty (60) work days. Newly hired employees
shall have no seniority during the probationary period. However, upon
the completion of the probationary period, seniority shall start from the
date of hire. Promotional probation shall only apply where there is a
change in a classification or promotion within a classification ( e.g.
assistant cook to cook, assistant custodian to building custodian),It shall
not occur in the case of additional hours within a classification or transfer

13



D.

to the same position in another building. Employees who desire to return
to their former position shall do so before the promotion probation period
is complete.

2 The Employer shall have the sole discretion to discipline or discharge
newly hired probationary employees and any such action shall not be
appeal able though any Grievance or Arbitration Procedures herein
contained, or any Civil Service Commission. The Employer shall have the
sole discretion to discipline or to reduce probationary employees to their
previous position for just cause only.

3. An Educational Assistant upon completion of his’her probationary period
shall be considered a tenured employee.

Seniority Defined

Seniority shall be defined as an employee's length of continuous service with the
Board as determined by date of hire as a regular employee. Transfers or
promotion dates shall not be construed to be "most recent” date of hire. The
employee hired after the effective date of this agreement who have identical
seniority dates shall participate in a coin toss in the presence of the
Superintendent and the OAPSE President or designee. One employee shall flip the
coin; the other shall call the toss. The employee who wins the toss shall be placed
on the seniority list ahead of the loser. Seniority shall be acquired only on the
employee's prime job when they are employed in more than one regular position
and may not be used for advancement in their second job.

Accrual - Leave of Absence
Employees shall accrue seniority while on sick leave, leave of absence, and all
other approved leaves granted by the Board.

Seniority List

The Board shall provide a seniority list, by classification to'the Association
President with one additional copy for each worksite by September 15 of
each year.

ARTICLE VII

DEPARTMENTS

7.1 Custodial/Maintenance Department

A.

When schools are not in session, all custodial/maintenance personnel shall work
the day shift, unless an event is scheduled. If the event is scheduled in an
employee's assigned area, that employee shall work his/her regular turn. On early
dismissal days, custodial/ maintenance personnel shall begin the afternoon shift
one hour earlier unless a scheduled activity prohibits such.

14



The Custodial staff shall be responsible for walking the building and
securing all doors at the end of their work shift. Doors left open due to
keys being given to everyone in sports, practices, scrimmages, play
practices, etc., including students entering without an advisor, the
custodial staff will not be held accountable for damages or theft as a result
of doors being left open.

A qualified list of Skilled Maintenance requirements will be developed.
Any member who successfully passes the test(s) will be eligible to
advance to the Skilled Maintenance position. If more than one internal
applicants applies, test(s) score(s), past job performance, attendance, and
seniority will be taken into consideration for filling the position.

The immediate supervisor shall determine the need for employees when there is
an event in the building.

1.

The immediate supervisor shall determine if additional help is necessary to
assist with science fairs, job fairs, craft shows, etc, seasonal plays and
parties, school productions, dinner parties, setting up tarps anywhere in the
school, etc. at any time.

Events shall not include athletic practices, scrimmages, band and/or play
practices, other similar events such as robotics, yearbook, student
council, unless outside spectators, excluding parents, are permitted to
attend and if food is served. Then a custodian shall be on duty if the
employer determines it is necessary.

When an outside group (a group with no affiliations with the school
district) is using a school building, a custodian shall be on duly and be
paid by such group.

Setting up tarps and taking them up from the floors in all the buildings,
shall be cleaned and have the assistance of two (2) or more custodial staff
to do the chore.

The Mid-Day custodian shall be granted the opportunity to replace the Day Turn
custodian when off on a scheduled leave (sick, personal leave/vacation, etc. This
provision shall be limited to the building in which the employees work, by
seniority. When the Mid-Day Custodian does not want to replace the Day Turn
custodian, or as in the case of an emergency, another custodian shall be assigned
from the afternoon shift to work day turn. A substitute shall be called in to work
in the vacant position that day.

All substitute employees who will be used in each department shall be trained in
those positions that they will be working to familiarize themselves with job
duties and school operations.
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E. Assignment of High School and Prospect/GIS areas shall be granted on the basis
of seniority within the building. The administration shall seek input from the
Union with regard to adjustment of work areas. The final decision with regard to
the creation of/and or adjustment of work areas shall be made by the supervisor.

F, Employees will work 8 (eight) hours and get a 1/2 hour unpaid lunch break.

Ci. Whenever there is a need to utilize additional help during the day, anywhere in
the system in the area of the custodial work, an employee scheduled to work
afternoon turn shall be given the opportunity by seniority to work day turn.
Seniority within the building shall take preference. No substitute shall start their
work shift in any building before a regular custodial employee. All extra work in
the system shall be offered to regular Girard School custodial employees first. It
shall be understood that the employee will accept these duties on a regular basis.

1. Employees currently working in Girard City Schools may be permitted to
work before substitutes in the custodial department during the summer and
breaks. Employees may be utilized at other times but may not report off
from their regular position within the system to work and shall receive
$10.00 per hour.

2. Kitchen/Custodian shall be permitted to work in the buildings summer,
holidays and other breaks before other employees from other
classifications are used. This will also allow for being asked to work at the
stadium for games and clean-up when no one in the custodial/maintenance
department wants to work but before substitutes. He/she shall be paid at
his/her rate of pay they receive on his/her regular job.

H. The maintenance classification hours will be flexible to allow for any
emergencies snow removal.

STARTING/ENDING TIMES
(According to building hours, times may change annually)

HIGH SCHOOL:

DAY TURN 7:00 AM. TO 3:30 P.M.

MID DAY 10:00 A.M. TO 6:30 P.M.

AFTERNOON TURN 2:30 P.M. TO 11:00 P.M.

MAINTENANCE 7:00 AM. TO 3:30 P.M.
PROSPECT/GIS:

DAY TURN 7:30 AM. TO 4:00 P.M.

MID DAY 10:00 A.M. to 6:30 P.M.

AFTERNOON TURN 3:00P.M. TO 11:30 P.M.
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There shall be one (1) Groundskeeper/Custodian assigned to the stadium. There
shall be one (1) Maintenance/Groundkeeper assigned to Prospect/GIS four (4)
hours daily. This Maintenance/Groundskeeper's duties beyond those four hours
shall be directed by the Superintendent or his designee, who shall be the
Immediate Supervisor of both the Maintenance/ Groundskeeper and
Groundskeeper/Custodian.

The Groundskeeper/Custodian assigned to the stadium shall assist with set-up for
activities in the high school during seasons and special events. The
Groundskeeper/Custodian shall continue to do lawn care (cutting grass) at all
buildings as needed.

CALL OUT PAY. In case of call out due to alarm or emergencies by the
administration or company, custodian shall receive ONE hour minimum at time
and one/half week days on Saturdays and double time on Sundays and Holidays.

USE OF SCHOOLS. The Superintendent or his designee shall determine if a
custodian is necessary. Schedules of all activities and use of buildings by groups
or people needing doors open shall be posted.

PUBLIC ELECTIONS. Overtime for employee working at public elections shall
be offered to employees, excluding those on vacation, on the overtime seniority
rotation list. It is understood that pay for service at an election is the responsibility
of the Board of Elections, not the Girard City School District.

BUILDING MAINTENANCE. All Custodians shall do maintenance as defined
in their job description.

Overtime will be rotation based starting with seniority with each new opportunity
going to the next person in line. Employees will be credited with the overtime
hours whether they accept or refuse the additional hours. After one time through
the seniority list, the offer will go to the employee with the lowest number of
credited overtime hours. The overtime roster will be maintained yearly. A copy
will be made available to the union president by the supervisor. If opting out of
overtime, a letter to the superintendent is needed removing a custodian from the
annual overtime roster.

Limits on Vacation- Vacation request will not be granted during the first and last
two weeks of school with a maximum of two (2) weeks being taken consecutively
during the year. Special circumstances must he pre-approved by the
superintendent.
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TRANSPORTATION DEPARTMENT

7.2

BUS DRIVERS

A.

Extra Curricular/Field Trips:

1.

The drivers shall post, maintain and assist all Extra Curricular Trips,
subject to the general direction of the Superintendent or his designee.

Bidding for extra curricular/field trips as scheduled by the employer for
the month shall be held on the first working day of the month at 9:00 a.m.
for all regular drivers. The bidding shall begin with the top senior driver
given the option first, then continue down through the seniority list.
Bidding shall continue until all trips scheduled for the month are bid or no
regular driver wants any more. All trips not bid shall then be granted to a
substitute driver. When extra runs become available during the month,
bidding shall begin with the next regular driver in the seniority list
following the last trip bid. Probationary period for new hires shall be 30
calendar days in which all rights of bidding will commence.

When a trip is canceled prior to departure time, it shall be granted to the
assigned driver when rescheduled. If the assigned driver is unavailable the
trip shall be assigned according to the seniority rotation list.

Should there be a need to transport Girard students to an athletic event,
educational field trip, etc., they shall be transported by a Girard Bus
Driver holding a current CDL LICENSE, in a Girard City school bus, van
etc., except for the following reasons:

a. That a bus is not available.

b. That a qualified substitute is not available.
c. That a number of students when transported by an advisor/coach shall
not exceed nine (9), except that parents may transport any number

students.

d. No vans shall be driven unless it is driven by a Girard bus driver with
a CDL license.

e. That for a special occasion, the Board has authorized transportation in
a "coach bus" (Example: Championship, state or regional playoff, etc.)

Should a question arise to the transportation of the event, the UNION may
request to meet with the superintendent for a final ruling.

All drivers, regular and substitute, shall remain with the event for the

entire duration of the trip except in emergencies. Courtesy should be
extended to drivers who need to use a restroom when one is not on site.
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10.

Expenses incurred on extra curricula/field trips (i.e., turnpike fees,
entrance fees, etc.) shall be borne by group sponsoring the trip in advance
of the trip.

Should an extra curricular/field trip be canceled without one (1) hour prior
notification to the driver, before the regular scheduled run, the driver be
paid a minimum of two (2) hours. Following a thirty (30) minute waiting
period for students, the driver shall return to the garage and be paid two
(2) hours.

Within the first three (3) weeks of each school year, time shall be reserved
for each driver to train his/her students on how to evacuate the bus in the
event of an emergency in accordance with state law. The immediate
supervisor shall assist with this training.

For field trips, bus drivers shall be paid an hourly rate based upon their per
diem rate on the salary schedule. A minimum of two (2) hours
compensation shall be paid for each educational trip. A minimum of three
and one-half (3.5) hours compensation shall be paid for athletic trips. For
overnight trips, bus drivers shall be paid for all hours they are transporting
to and from event, or any extra activities planned by coaches or by the
group sponsoring (including meals, etc.) Their hours shall end fifteen
minutes before leaving for the next day's events. All drivers' expenses
incurred on an overnight trip will be the responsibility of the group
sponsoring the trip.

All trips for which the distance between the pick-up point and destination
is less than 15 miles one way may be split, including trips to YSU, TCTC,
and Kent State, Trumbull Branch. In addition, wrestling and speech trips
where the duration of the trip plus event time exceeds seven (7) hours and
the distance is less than 45 miles one way may be split unless the coach
and the athletic director or advisor and the principal or superintendent
determine that it is necessary for the bus to remain. Outdoor athletic trips
will not be split without mutual consent of the parties provided that a bus
may pick-up and drop off two teams as long as the destinations are in the
same school district.

Any student remaining on a bus will be returned to the appropriate school,
place of pickup. Students shall also not be permitted in the bus garage.
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Regular Bus Routes

1.

The drivers agree that they will maintain, schedule and assign all regular
bus routes, subject to the general direction of the Superintendent or his
designee.

Once the bidding for bus routes has been completed, there shall be no
major changes made to the routes. Should any major change occur, all bus
routes shall be re-bid.

Regular drivers shall assist with bus routes in an effort to solve routine
problems. Drivers will be paid up to sixteen hours to develop routes with
schedule approved by supervisor.

In the event a new route is established which necessitates the use of
additional bus(es), or an existing route becomes vacant or is to be filled
due to a resignation, retirement, or termination of an employee, said
route(s) shall be in accordance with Section 6.5 Vacancies and Job
Posting. Such new routes shall be considered a permanent route after a
period of twenty days.

All regular bus drivers shall normally be scheduled to work not less than
four and one third (4.33) hours per day. The TCTC run shall be five and
one third (5.33) hours per day unless charter school students are
transported; in such case, the TCTC run shall be six (6) hours per day.
When the charter school is not in session or the charter school student
calls off sick, the TCTC run shall revert to five and one third (5.33) hours.
As long as the TCTC run has normally been six (6) hours, the TCTC
driver shall be paid six (6) hours for holidays, calamity days, sick days,
and personal days. Time for safety checks, pre and post inspections,
sweeping, etc., is included in this time. All bus drivers shall be required to
keep their school-provided cell phones or radios on during runs.

By the third week of each school year, the drivers shall be given the list of
students who will be riding their bus along with the notation of illness,
handicaps and allergies after their name. All drivers shall be responsible
for making seating charts.

In the event the Employer determines it necessary to utilize a driver to
coordinate transportation secretarial duties in the bus garage, such amount
of secretarial time will be posted and bid in a manner similar to the
bidding of kindergarten runs and work the following times.

Bus Drivers who normally drive or non-public trips when the Girard

Schools are not in session will be paid only for the time that they drive
with a minimum of two hours for each A.M. and P.M. run.
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Bus Maintenance and Responsibility

L.

Drivers shall not be responsible for the cleaning of the outside of the
buses, and the checking of oil/grease. Fueling of buses shall be optional
except in case of an emergency.

Drivers shall submit pre-inspection sheets daily. The driver shall keep a
copy. The immediate supervisor shall provide the driver with a signed
copy of the inspection sheet when the repairs have been made.

Bus Availability

Should a bus break down while a driver is on an extra curricular field trip, the
driver shall be paid the rate for the trip and or overtime, if applicable.

Workshops and Safety Meetings

L

All regular drivers, mechanics/helpers shall attend annual safety meetings.
Upon showing proof of attendance, an employee-shall be paid their regular
hourly rate of pay plus mileage. An employee shall not be permitted to
drive unless he/she has attended the meeting. The Board shall provide a
certificate to each driver indicating that he/she has attended the safety
meeting.

Information regarding educational workshops and/or changes in rules
and regulations shall be distributed to all drivers and mechanic helper
when known.

The Employer shall be responsible for all fees incurred resulting from the
new Commercial Motor Vehicle Act, i.e., abstracts, licenses, testing,
physicals, in-service time, and all fines and fees related to any direct order
to drive the bus in violation of any law or regulation of O.R.C. or Public
Transportation Rules and Regulations of the Department of Education
during his/her employment with the Employer. If the employee terminates
his employment within one calendar year of any such payment(s), the
employee will reimburse the Employer for all of such payment(s).

The Employer shall pay all costs associated with the mandated training
and testing as defined in the Ohio Public Transportation Operation and
Safety Rules, Chapter 330 1-83 for School Bus Drivers and Mechanics.

Driver Disqualification: Traffic Violation

Point accumulation is limited to a total of eight within a 24-month period
for Bus Drivers. The annual drivers abstract must be obtained from the
Bureau of Motor Vehicles. The employer's policy on Driver abstract
points will not be less than that currently established by the
aforementioned rules and as established in the future by Federal or State
laws and rules.
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Severe Weather

Drivers shall be notified at the earliest possible time that they are not to drive
because of severe weather conditions. A driver shall have the option of whether to
drive and shall not be disciplined in any manner should he/she refuse to drive.
Should there be any question regarding a driver driving during severe weather
conditions, the Superintendent shall make the final decision.

Emergency Phone Number
The immediate supervisor shall provide to all drivers a list of numbers of those in
administration who can be called in the event a driver has an emergency.

School Closing

Any employee required to work and working during the time of an emergency
created by an Act of God, such as a tornado, flood, snowstorm, fog, etc., or a.
public calamity, requiring a school or schools to be closed to students, shall be
compensated their rate of pay (straight time) for all hours worked during such
emergency, in addition to Calamity Day Pay. An employee shall have the option
to use compensatory time off in lieu of premium pay. Compensatory time shall be
granted at time and a half and must be taken on days when school is not in session
within one year from the calamity day. Should schools be closed after an
employee has reported to work, the above procedure will be followed. Should the
need arise to make-up days in accordance with the minimum school year
requirement, those days shall be held without regard to any additional pay since
the employees affected have already been paid for those days.

TRANSPORTATION DEPARTMENT WORKING HOURS
Bus Drivers - 4.33 hours per day 7:00 a.m. to 9:00 a.m.
2:00 p.m. to 4:15 p.m.

TCTC Route Driver - 5.33 hours perday  6:30 a.m. to 9:00 a.m.
(6 hours if charter school run) 1:30 p.m. to 4:15 p.m.

Mechanic Helper - 8 hours per day 6:30 a.m. to 3:30 p.m.

7.3  CAFETERIA PERSONNEL

A.

Cafeteria employees will be provided with "uniform/scrubs” each year chosen
jointly by the manager and the employees. Proper closed shoes shall be worn by
each employee. All employees are required to wear plastic gloves, hair nets, and
proper shoes while serving food. All employees shall be required to follow state
mandated rules for personal appearance.

When a regular employee is off on a scheduled leave (sick, personal, etc.) a short
hour employee shall replace the employee with more hours based on seniority. A
response time of 20 minutes shall be permitted before proceeding to call the next
employee provided that the employee calling off has done so by 4:30 a.m. If the

employee does not call off by 4:30 a.m., the cafeteria manager will begin calling
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to replace the employee based on seniority, but will not be required to wait for a
response before making the next call. Every effort will be made to provide a
substitute for all vacancies to include the same hours worked by the regular
employee. Upon request verification of effort will be provided.

Employees shall receive one to two additional hours of pay for work done on days
when extra cooking is done for senior citizens or other outside groups following
the regular school lunch program. One hour shall be paid for less than 50 people;
two hours shall be paid for more than 50 people provided there is no expense to
the Board.

There shall be no major custodial cleaning done at any time while there is cooking
and serving to be done in the cafeteria except in an emergency.

Lunchroom aides may be provided to assist the servers on heavy days. Extra
hours shall be given to regular employees who work short hours to assist where
needed, either earlier or during the work day.

Reporting off in the morning shall be 2 hours before the scheduled starting time.
Only in an emergency shall the two hours reporting time be waived.

A round table forum shall meet monthly to discuss methods to improve the
cafeteria's performance. The committee shall be made up of the cafeteria
supervisor, three cafeteria employees, one of whom shall be the Head Cook and
one building administrator. The committee shall meet from 1:30 p. m. to 2:30 p.
m. Menu's for the following month shall be coordinated between the Cafeteria
Supervisor and the Head Cook at that time.

When the kitchen manager is off on a scheduled leave(s), (sick, personal, etc.), the
cook shall take over the running of the kitchen and receive eight hours.

Kitchen Custodian shall have extra help on delivery days to unload commodity
trucks only. '

Kitchen Custodians hours of work shall be 6:00 a.m. to 2:30 p.m. with a half-hour
lunch.

The kitchen custodian shall be scheduled to work an additional day during the
Christmas and Spring holidays and two weeks before school begins, and one
additional day after the cafeteria staff at the end of the school year.

Hours of work for the Assistant Cooks shall be six and one half ( 6 1/2) hours per
day and shall work all days students are scheduled to be in attendance. The last
work day shall be set aside for cleaning kitchens. Cafeteria shall work 189 work
days.
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M. All classifications in the Kitchen shall be Assistant Cooks except the Kitchen
Custodian/Van Driver and Cook.

N. There shall be seven (7) 6 1/2 hour Assistant Cook positions, as long as the
breakfast programs at Prospect/GIS and the High School continue; four (4) three-
hour positions, and the Kitchen/Van Driver, which is an eight (8) hour position.
Should the breakfast program at either Prospect/GIS or the High School cease to
exist, the employee's with the lowest seniority-that have moved due to the
program, shall revert back to a five-hour employee. All 6 '/2 hour positions shall
be held by top seniority down.

0, One 6 1/2 hour Assistant Cook shall be assigned to clean cafeteria kitchen at
Prospect Campus after her regular duties and shall be given an additional one (1)
hour to clean the cafeteria kitchen at the Prospect Campus. (Single benefits apply
for this position).

P. Use of Cafeteria Kitchen:
When a group with no affiliation to the school district is using the cafeteria
kitchen, a cafeteria employee shall be on duty and paid by the group. When a
group that is school-affiliated is using the cafeteria kitchen, the Principal or
Superintendent shall determine if there is a need for a cafeteria employee to be on
duty. Any equipment repairs due to damage by any group shall not be deducted
from cafeteria funds.

Q. A substitute list shall be created and updated. The employer shall advertise for
substitutes when necessary.

R. All bargaining unit work shall be performed by bargaining unit employees.

CAFETERIA DEPARTMENT STARTING TIMES & QUITTING TIMES

Areas to be bid on annually. Areas and buildings shall be bid on annually as all other
departments using seniority as the bidding for each job and area staring at the top of seniority
list.

1. COOK 6:45 AM. TO 1:15 P.M. - 6 1/2 hours per day - Girard High School

2. ASSISTANT COOK 6:45 AM. TO 1:15 P.M. - 6 1/2 hours per day - Girard High School
(Help cook prepare food - Cashier for GHS- a la carte)

3 ASSISTANT COOK 6:45 AM. TO 1:15 P.M. - 6 1/2 hours per day - Girard High School
(Sandwiches 6:30 a.m. to 7:30 a.m. at GHS)
(Breakfast and lunch at Prospect 7:30 am. to 1:00 p.m.)
(Cashier at Prospect, breakfast and lunch)

4. ASSISTANT COOK 6:45 AM. TO 1:15 P.M. - 6 1/2 hours per day - GHS /Prospect

(Breakfast cashier at GHS - Finish cold a la carte 6:30 a.m. to 10:00 a.m.)
(Cashier at Prospect Lunch 10:00 a.m. to 1:00 p.m.)
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5. ASSISTANT COOK 6:45 AM. TO 1:15 P.M. - 6 1/2 hours per day - GHS /Prospect
(Fruit for HS 6:30 a.m. to 7:30 a.m.)
(Serve breakfast and lunch at Prospect 7:30 a.m. to 1:00 p.m.)

6. ASSISTANT COOK 6:45 AM. TO 1:15 P.M. - 6 1/2 hours per day - GHS /Prospect
(A la carte - trays all - mashed potatoes/french fries at GHS 6:30 a.m.
to 10:00 a.m.)
(Bread and butter - Wraps bagels and muffins)
(Serve lunch at Prospect 10:00 a.m. -1:00 p.m.)

7. ASSISTANT COOK 6:45 AM. TO 1:15 P.M. - 6 1/2 hours per day - GHS /Prospect
(Salads - 6:30 a.m. to 10:00 a.m.)
(Serve lunch at Prospect 10:00 a.m. - 1:00 p.m.)

8. ASSISTANT COOK 10:30 AM. TO 1:30 P.M. - 3 hours per day - Girard High School
(Serves lunch and clean-up)

9. ASSISTANT COOK 10:30 A.M. TO 1:30 P.M. - 3 hours per day - Girard High School
(Cashier - Hot Lunch/Clean-up)

10. ASSISTANT COOK 10:30 A.M. TO 1:30 P.M. - 3 hours per day - Girard High School
(Fry Cook and Clean-up)

11, ASSISTANT COOK 10:30 AM. TO 1:30 P.M. (unless coverage is needed 10:15 A.M. TO 1:15 P.M.
- 3 hours per day - Prospect (Serve lunch)

12. ASSISTANT COOK Snack shack 10:15-1:15 (high school)

Positions and assignments will be bid out by seniority when a vacancy occurs All duties
previously done in that position shall remain the same.

One (1) one hour position of cleaning the kitchen at Prospect/GIS building shall be bid on by
seniority. This adding to the regular duties shall give the position seven and one half (7.5) hours
per day (Single benefits apply). No employee shall exceed seven and one half (7.5) hours.

- Specific times, excluding starting and ending times, are subject to change if the building
principals change lunch periods.

74  SECRETARIES DEPARTMENT
A. DISPENSING MEDICATIONS AND MEDICAL PROCEDURES:
Secretaries shall not be required to or asked to dispense medication to students,
nor shall be asked to perform routine or non-routine medical or health procedures.
As a matter of routine, students are not to be sent down from the nurses office
who are ill, parents shall pick up students in nurses office except in an emergency.

B. 12 MONTH SECRETARY: For the time period that the incumbent secretary
remains employed ,the High School Principal's Secretary shall work a 12 month
schedule Monday through Friday.
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11 MONTH SECRETARY: The Secretary shall work an eleven (11) month
schedule Monday through Friday. The year shall be 222 work days including
three (3) vacation days.

TEN AND ONE HALF MONTH SECRETARIES

All other full time secretaries shall work an 8 hour day, 40 hours per week,
Monday through Friday, 212 days per year and 1696 hours per year. Such
secretaries shall work a minimum of two (2) weeks before school starts and work
two (2) weeks after school closes for the summer. The Supervisor may grant
additional hours and days as needed.

COMP TIME: Secretaries shall be permitted comp time with prior approval of
the superintendent, not to exceed forty hours per school year, unless determined
by the superintendent.

LUNCH BREAK: All secretaries shall have an unpaid uninterrupted, forty-five
minute lunch and one fifteen-minute break, either in the moming or in the
afternoon. Employees lunch-breaks shall be scheduled so that one secretary is on
duty in the main office of the building at all times.

LUNCH: Guidance Secretary  12:30
Principal Secretary  1:00

TRAININGS/SEMINARS

Two (2) days of training - 4 sessions of 1/2 days- with the option of a fifth session
upon approval of the supervisor, shall be available to all secretarial staff and
educational assistants (educational assistants hired prior to January 2006 only) of
Girard City Schools. This training will take place at NEOMIN and will include
up-to-date training of ESIS attendance and registration programs.

Secretaries and educational assistants shall receive their hourly rate of pay for all
hours spent in training(s). Fees for classes shall be paid for by the Board of
Education when applicable.

Professional leave forms for the training(s) must be submitted prior to the Girard
Board of Education monthly meeting.

SECRETARIAL STAFFING

Current staffing for secretaries at Prospect Campus (Prospect & Intermediate
School) shall be two (2) full-time (1 at Prospect, 1 at GIS) and the High School
Campus shall have three (3) secretaries (1 HS office, 1 Jr. High Office, 1
Guidance).

PARENT-CONFERENCE DAYS: Secretaries shall work scheduled Parent-
teacher Conference Days in conjunction with the operation of the school.
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7.5

5 VACATION: All ten and one-half month secretaries shall receive three days of
vacation and cannot be used before a holiday. No two secretaries shall be off at
the same time. Scheduling shall be by seniority.

SECRETARIAL DEPARTMENT STARTING & QUITTING TIMES

GIRARD HIGH /JR. HIGH SCHOOL SECRETARIES 7:15 A M. TO 3:45 P.M.

GIS SECRETARY (1) 7:45 AM. TO 4:15P.M.
PROSPECT SECRETARY (1) 8:00 A M. TO 4:30 P.M.

BREAKS SHALL NOT BE ADDED TO THE BEGINNING OR THE END OF THE
DAY.

EDUCATIONAL ASSISTANTS
A. Instructional Assistants

1. Upon successful completion of a probationary period of at least 90 days, an
instructional educational assistant shall be considered tenured, meaning that
the assistant shall be provided with the rights of this Agreement, including
transfer and bumping.

2. Instructional educational Assistants Work Schedule
Instructional educational assistants shall work a maximum of seven (7) hours
per day, 192 work days per year. The Supervisor may grant additional hours
and days as needed.

3. Instructional Educational Assistants Replacing Secretaries
Instructional educational assistants may be permitted to replace secretaries
who are off on a scheduled Ieave, at the discretion of the immediate supervisor
and shall receive the hourly wage based on their years of service on the
Secretarial Salary Schedule.

4. Instructional Educational Assistants Awarded Secretarial Positions
Instructional educational assistants shall be eligible to apply for a vacant
secretary's position and shall be interviewed. The best qualified Instructional
Education Assistant, based upon completion of training, history of work
performance, performance evaluations, attendance, the job interview, and
other demonstrated factors related to the secretarial job description, shall be
promoted to the vacant secretarial position. Seniority shall be used to select
between applicants who possess equal qualifications. An Instructional
Educational Assistant selected for the vacant secretarial position shall be
credited for all years of service in the School District for placement on the
secretarial wage scale. Outside applicants shall be considered only if it is
deemed that there are no Instructional Educational Assistant applicants
qualified for the vacant position.
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5. Training/Seminars
Trainings/seminars, workshops that may benefit the Educational Assistants
shall be offered and paid for the time spent at their hourly rate of pay for all
hours attending classes, seminar, etc. Wages and fees for classes, etc. to
improve their positions shall be paid for during the school year and during the
summer.

6. Dispensing Medications/Performing Medical Procedures
No instructional educational assistant shall be required or requested to
dispense medications to students, or asked to perform routine or non-routine
medical or health procedures. Instructional educational assistants shall not be
asked to take over the duties normally performed by a registered nurse or
school nurse.

One-on-One Educational Assistants

1. One-on-one educational assistants may be hired for special needs students. The
probationary period shall be-90 days. The employment of a one-on-one
educational assistant shall cease when the student graduates moves from the
district, no longer attends school in the district, or otherwise no longer needs
the services of a one-on-one educational assistant. The assistant shall be
provided with notice of the cessation of employment and no further Board
notice or action shall be required. The assistant, if performance has been
satisfactory, shall be placed on a recall list and shall be re-hired by seniority
when as assistant's position for which he/she is qualified arises and is posted.
During summer months, a one-on-one educational assistant may apply for any
vacancy for which he/she is qualified.

2. Special Circumstances
Special circumstances exist when a student requires that medical procedures be
performed or medical devices and apparatus be placed or removed on a daily
basis due to the student's disability. One-on- one educational assistants who
perform these tasks daily will receive an annual stipend of up to $500, to be
paid in the second pay in June, provided that documentation is provided to the
superintendent.

3. Assistants Caring for Special Needs Students
One-on-one educational assistants hired to care for students with disabilities
shall have the training necessary in the fields they work and shall be paid their
hourly rate to attend necessary trainings outside of the work day.

4. Salary Schedule Placement
Newly hired one-on-one educational assistants shall be place no higher than
Step Four (4) during Year One of this Agreement. One-on-one educational
assistants shall be placed no higher than Step Five (5) during Years Two and
Three of this Agreement. Placement shall be based on experience as an
educational assistant.
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5. Time Schedule
The time schedule for a one-on-one educational assistant shall be adjusted to
meet the needs of the individual student to whom the assistant is assigned. The
supervisor may grant additional hours and days as needed.

Clerical Assistant

1. A clerical assistant shall work in the Prospect office to assist the Prospect
secretary for six (6) hours per day. This assistant may be assigned similar
clerical duties in another office within the same complex, if a serious need
arises.

2. If it deems it necessary, the Board shall employ a four-hour clerical assistant in
the attendance office at the junior-senior high school. This assistant shall cover
the main office during the secretary's lunch period. The high school guidance
counselor secretary shall fill this position for the te<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>