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GBC
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GBE
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GC
GCA
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GCBC
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GCBE
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GCD
GCE

Personnel Policies Goals
Personnel Policies Priority Objectives

General Personnel Policies
Equal Opportunity Employment
Staff Involvement in Decision Making (Also ABB
Staff Ethics
Staff Conflict of Interest
Staff Conduct
Board-Staff Communications (Also BG)
Staff Health and Safety
HIV/AIDS (Human Immunodeficiency Virus/Acqed Immune
Deficiency Syndrome) (Also JHCCA)
Chemical Dependency
Staff Participation in Community Activities Igo KE)
Staff Participation in Political Activities
Staff-Student Relations (Also JM)
Staff Gifts and Solicitations
Staff Funds Management
Smoking on Center Premises by Staff Members
Personnel Records
Staff Complaints and Grievances
Extended Group Health Coverage
Verification of Employment Eligibility
Drug-Free Workplace
Criminal Record Check
Family and Medical Leave

Certified Staff
Certified Staff Positions
Certified Staff Contracts and Compensatiom®la
Certified Staff Salary Schedules
Certified Staff Merit System
Certified Staff Supplemental Contracts
Certified Staff Fringe Benefits
Certified Staff Leaves and Absences
Certified Staff Assault Leave
Certified Staff Vacations and Holidays
Certified Staff Recruiting
Posting of Certified Staff Vacancies
Certified Staff Hiring
Part-Time and Substitute Certified Staff Emgpient



GCEA Arrangements for Certified Staff Substitutes

GCF Certified Staff Orientation

GCG Certified Staff Probation and Tenure
GCH Certified Staff Seniority

GClI Certified Staff Assignments and Transfers
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GCJ
GCK
GCKA
GCKB
GCL
GCLA
GCM
GCN
GCO
GCP
GCPA
GCPB
GCPC
GCPCA
GCPD
GCQ
GCQA
GCQAA
GCQAB
GCQB
GCQC
GCQD

GD
GDA
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GDBA
GDBAA
GDBB
GDBC
GDBD
GDBE
GDC
GDCA
GDD
GDE
GDEA
GDF
GDG
GDH
GDI
GDJ
GDK
GDKA

Certified Staff Time Schedules
Certified Staff Work Load
Certified Staff Extra Duty
Certified Staff Meetings
Certified Staff Development Opportunities
Certified Staff Visitations and Conferences
Supervision of Certified Staff
Evaluation of Certified Staff (Also AFC)
Certified Staff Promotions
Certified Staff Termination of Employment
Reduction in Certified Staff Work Force
Resignation of Certified Staff Members
Retirement of Certified Staff Members
Certified Staff Severance Pay
Suspension and Termination of Certifiedf3te#mbers
Miscellaneous Certified Staff Policies
Nonschool Employment by Certified Staff Mesrd
Certified Staff Consulting Activities
Tutoring for Pay
Certified Research and Publishing
Exchange Teaching
Certified Organizations

Classified Staff

Classified Staff Positions
Classified Staff Contracts and Compensati@m®|
Classified Staff Salary Schedules
Classified Staff Merit System
Classified Staff Supplemental Contracts
Classified Staff Fringe Benefits
Classified Staff Leaves and Absences
Classified Staff Vacations and Holidays
Classified Staff Recruiting
Posting of Classified Staff Vacancies
Classified Staff Hiring
Part-Time, Temporary and Substitute Class8&ff Employment
Arrangements for Classified Staff Substisute
Classified Staff Orientation
Classified Staff Probation and Tenure
Classified Staff Seniority
Classified Staff Assignments and Transfers
Classified Staff Time Schedules
Classified Staff Work Load
Classified Staff Extra Duty



GDKB Classified Staff Meetings

GDL Classified Staff Development Opportunities
GDLA Classified Staff Visitations and Conferences
GDM Supervision of Classified Staff

GDN Evaluation of Classified Staff (Also AFD)
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GDO Classified Staff Promotions

GDP Classified Staff Termination of Employment

GDPA Reduction in Classified Staff Work Force

GDPB Resignation of Classified Staff Members

GDPC Retirement of Classified Staff Members

GDPCA Classified Staff Severance Pay

GDPD Suspension, Demotion and Termination of Sifi@sl Staff Members
GDQ Miscellaneous Classified Staff Policies

GDQA Nonschool Employment by Classified Staffrivieers
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PERSONNEL POLICIES GOALS

The personnel employed by the ESC are a very irapbresource for effectively conducting a
quality program. The ESC's program functions ldstn it employs highly qualified personnel,
conducts appropriate staff development activigssablishes policies and working conditions
which are conducive to high morale and enables stfhmember to make the fullest
contribution to ESC programs and services.

The goals of the ESC’s personnel program will idelthe following:

1. to develop and implement those strategies amcedures for personnel recruitment,
screening and selection which will result in empigythe best available candidates:
those with the highest capabilities, strongest cament to quality education and
greatest probability of effectively implementingeteducational program;

2. to develop a general assignment strategy whigkes the greatest contribution to the
educational program, and to use it as the primasystfor determining staff
assignments;

3. to provide positive programs of staff developtgesigned to contribute both to
improvement of the educational program and to stafh member’s career
development aspirations;

4. to provide for a genuine team approach to g@ducancluding staff involvement in
planning, decision making and evaluation;

5. to develop and use for personnel evaluatiortipegprocesses which contribute to the
improvement of staff capabilities and assist in mglemployment decisions and

6. to encourage all employees to be cognizaritef toles in instilling ethical principles
and democratic ideals.

[Adoption date: January 7, 2003]

LEGAL REF.: ORC 3313.602
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EQUAL OPPORTUNITY EMPLOYMENT

The Board guarantees fair treatment of applicamtseamployees in all categories of employment
and in all aspects of personnel administrationnadigas of race, color, sex, religion, national
origin, economic status, citizenship status, aggisability.

In order to achieve the goal, the Board directsStperintendent to continually evaluate
employment practices to ensure that equal oppdiegrare available to everyone in the
operations of the ESC. It shall also be the dfithe® Superintendent to conduct a job analysis to
include the following:

to study continually all existing job descriptgmequired job qualifications,
characteristics of employees filling said positioasd salary guides for any
discrimination, inadvertent or otherwise, that ntigkist.

The Superintendent may be assisted in these cytitse Board attorney.

The Superintendent shall report to the Board ognass made in the affirmative action program
for employment/contract practices.

[Adoption date: January 7, 2003]

LEGAL REFS.: Civil Rights Act, Title VI; 42 USC 20ad
Executive Order 11246, as amended by ExecutiveiQrti375
Equal Employment Opportunity Act, Title VII; 42 @S000e et seq
Education Amendments of 1972, Title IX; 20 USC 168
Rehabilitation Act; 29 USC 794
Age Discrimination in Employment Act; 29 USC 623
Immigration Reform and Control Act; 8 USC 1324seq.
Americans with Disabilities Act; 42 USC 12101 egs
ORC 4112.02

CROSS REFS.: AC, Nondiscrimination
ACA, Nondiscrimination on the Basis of Sex
ACAA, Sexual Harassment
ACB, Nondiscrimination on the Basis of Disability
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File GBB (Also ABB)

STAFF INVOLVEMENT IN DECISION MAKING

The ESC involves the efforts of many people andtions best when all personnel are informed
of the major activities and concerns.

There should be an exchange of ideas and pertim@ntation among all elements of a school
district. Problems and unfavorable attitudes dgvethen employees are denied information
essential for the performance of their respectssganments or when they feel that their ideas
and concerns are not heard. Morale is enhanced ain@loyees are assured that their voices are
heard by those in positions of administrative atitiio

A pattern of decision making and problem solvingsel to the task also contributes to efficiency
and high morale.

While all employees have the opportunity to bringit ideas or grievances to the Board, they are
expected to proceed through the recognized admatiist channels. Final authority for all
decisions rests with the Board.

[Adoption date: January 7, 2003]

LEGAL REF.: OAC 3301-35-03

CROSS REFS.: BCE, Board Committees
BF, Board Policy Development and Adoption
CCB, Staff Relations and Lines of Authority
CE, Administrative Councils, Cabinets and Comrette
DBD, Budget Planning
GCD, Certified Staff Hiring
GDD, Classified Staff Hiring
IF, Curriculum Development
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STAFF CONFLICT OF INTEREST

Employees shall not engage in, nor have a finanti@test in, any activity which conflicts with
their duties and responsibilities in the ESC.

Employees shall not engage in work of any type lnctv information concerning a customer,
client or employer originates from any informatiawvailable to them through ESC sources.

Employees shall not sell textbooks, instructiongdies, equipment, reference books or any
other products to the ESC. They shall not furtighnames of students or parents to anyone
selling these materials.

In order that there is no conflict of interestle tsupervision and evaluation of employees, at no
time shall any administrator responsible for thpesuision and/or evaluation of an employee be
directly related to that employee.

[Adoption date: January 7, 2003]

LEGAL REFS.: ORC 2921.42
3313.811
3319.21
3329.10
4117.20

CROSS REFS.: GBL, Personnel Records
JO, Student Records
KBA, Public’s Right to Know
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STAFF CONDUCT

All staff members have a responsibility to makanbkelves familiar with, and to abide by, the
laws of the state of Ohio and the negotiated agee¢nthe policies of the Board and the
administrative regulations designed to implemeatrth

The Board expects staff members to conduct thersétva manner which not only reflects
credit to the ESC, but also presents a model wartlemulation by students.

All staff members are expected to carry out thesigned responsibilities. Essential to the
success of ongoing operations and the instructiormgram are the following specific
responsibilities which are required of all persdnne

1.

2.

faithfulness and promptness in attendance &t;wo

support and enforcement of policies of the Baard regulations of the administration;
diligence in submitting required reports proiypt the times specified;

care and protection of ESC property and

concern and attention toward their own ancdB8€'’s legal responsibility for the safety

and welfare of students, including the need to enthat students are under supervision
at all times.

[Adoption date: January 7, 2003]

LEGAL REFS.: ORC 124.34

3319.081; 3319.16; 3319.31; 3319.36
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File GBD (Also BG)

BOARD-STAFF COMMUNICATIONS

The Board wishes to maintain open channels of conmcation with the staff. The basic line of
communication is through the Superintendent.

Staff Communications to the Board

All communications to the Board or any of its sutncoittees from staff members is submitted
through the Superintendent. Staff members areralsinded that Board meetings are public
meetings and that they provide an excellent oppdsttio observe, firsthand, the Board’s
deliberations.

Board Communications to Staff

All official communications, policies and directwef staff interest and concern will be
communicated to staff members through the Supewiatet. The Superintendent develops
appropriate methods to keep staff members fullgrimed of the Board’s problems, concerns and
actions.

[Adoption date: January 7, 2003]

LEGAL REF.: ORC 3313.20

CROSS REFS.: GBM, Staff Complaints and Grievances
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STAFF HEALTH AND SAFETY

Through its overall safety program and variousqes pertaining to school personnel, the Board
attempts to ensure the safety of employees duiniig working hours and assist them in the
maintenance of good health.

All employees are expected to observe commonlygmized practices which promote the health
and safety of school personnel.

The Board may require an individual examinatiomofemployee whenever, in its judgment, it is
necessary to protect the health and safety of stade other employees. Whenever the Board
requires an employee to submit to a physical exanain other than those required by law, the
Board assumes the cost of the examination. Alklh@xaminations required of employees are
made by one of the physicians approved for thipges by the Board.

Workers’ Compensation

In case of injury while pursuing duties in keepwigh the employee’s contract, the employee may
be eligible for payment of medical expenses unideMorkers’ Compensation Act of Ohio.

Any employee who is injured while at work shouldwediately report such injury to their
supervisor and request the necessary forms to agkleation for payment under this act.

The injured employee may be requested to undergmidal testing, as established by law and
administrative regulation, in order to prove thad injury was not proximately caused by the
employee being intoxicated or under the influerica controlled substance not prescribed by a
physician. The results of, or the employee’s rafftrs submit to, any of the requested chemical
tests may affect the employee’s eligibility to neeeworkers’ compensation benefits.

[Adoption date: January 7, 2003]

LEGAL REFS.: ORC 3313.643; 3313.71; 3313.711
3327.10
4113.23
4123.01 et seq.
4123.54
Asbestos School Hazard Abatement Act; 20 USC 405&g.
Asbestos Hazard Emergency Response Act; 15 USC @tzeq.
Comprehensive Environmental Response, Compensatidhiability Act;
42 USC 9601 et seq.
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CROSS REFS.: EB, Safety Program
EBBC, Bloodborne Pathogens
EBD, Crisis Management
GBP, Drug-Free Workplace
GBQ, Criminal Record Check
GCBC, Certified Staff Fringe Benefits
GDBC, Classified Staff Fringe Benefits
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ile GBE-R

STAFF HEALTH AND SAFETY

Workers’ Compensation Benefits Eligibility — Chemlid esting

Under Ohio’s Workers’ Compensation Law, every eme®who is injured in the course of
employment is entitled to benefits, if necessarycdmpensate him/her for lost work time,
payment for medical, nursing and hospital servioesgicines and funeral expenses, unless the
injury was proximately caused by the employee beitaxicated or under the influence of a
controlled substance not prescribed by a physician.

Testing Procedures

An injury is deemed to have been proximately calmetthe employee being intoxicated or under
the influence of a controlled substance not prbsdrby a physician if any of the following

apply.

1. Within eight hours of the injury, the employgélood alcohol level tests equal to or
greater than .10%*.

2. Within eight hours of the injury, the employgéreath alcohol level tests equal to or
greater than .10g/210L*.

3. Within eight hours of the injury, the employgetine alcohol level tests equal to or
greater than .14g/100 ml*.

4. Within 32 hours of the injury, the employedadesbove both the following levels
established for an enzyme multiplied immunoasselyrtigue screening test (EMIT)
and above the following levels established for ada@omatography/mass spectrometry
test, or in the alternative, above the levels distadd for a gas chromatography/mass
spectrometry test (GC/MS) alone as follows, forssabces not prescribed by a
physician:

A. for amphetamines, 1000ng/ml of urine for thelENEst and 500 ng/ml of urine
for the GC/MS test;

B. for cannabinoids, 50 ng/ml of urine for the BMést and 15 ng/ml of urine for
the GC/MS test;

C. for cocaine, including crack cocaine, 300 ngdflirine for the EMIT test and 150
ng/ml of urine for the GC/MS test;

D. for opiates, 2000 ng/ml of urine for the EMBSt and 2000 ng/ml of urine for the
GC/MS test and



B. for phencyclidine, 25 ng/ml of urine for the EMiest and 25 ng/ml of urine for
the GC/MS test.
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File GBE-R

5. The employee, through a chemical test admmadteithin 32 hours of the injury, is
determined to have barbiturates, benzodiazepinethadone or propoxyphene in the
employee’s system that tests above levels establisiz laboratories certified by the
U.S. Department of Health and Human Services.

6. The employee refuses to submit to a requestechical test.

Legal Protections

All testing will be conducted by a qualified, fedby certified testing laboratory selected by the
Board, and any positive test result will be congdvby a medical review officer.

Confidentiality

All test results will remain confidential as betwe@e employee, the Board and the Bureau of
Workers’ Compensation.

*This represents the minimum testing level useddi@blish intoxication under current State law
prohibiting the operation of a motor vehicle whitkoxicated, otherwise known as the State

“‘OMVI” law.

(Approval date: January 7, 2003)
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File GBEA (Also JHCCA)

HIV/AIDS
(Human Immunodeficiency Virus/
Acquired Immune Deficiency Syndrome)

General Principles

The Board recognizes that the human immunodefigigitas (HIV) and the condition of

acquired immune deficiency syndrome (AIDS), whisltausedby the HIV infection, are
significant medical, legal, educational and sosalies. The Board desires to protect the rights
of all students and employees and does not distaitmiagainst students and employees who are
HIV-infected. The Board works cooperatively witlate and local health organizations in
assessing the needs of HIV-infected students tirastd keeping updated on current educational
information to be included in the ESC’s educatiguiah.

Current medical information available indicates tH/ cannot be transmitted from one
individual to another by casual contact, i.e.,tifpe of contact that occurs in the school setting,
such as shaking hands, sharing an office or arolass coughing, sneezing or the use of
drinking fountains. Students who are infected Wit are entitled to all rights, privileges and
services accorded to other students. Decisiongtamy changes in the educational program of
an HIV-infected student shall be made on a caseasg-basis, relying on the best available
scientific evidence and medical advice.

There shall be no discrimination against employeles are HIV-infected. The ESC provides
equal opportunities for employment, retention athdaamcement for all staff members.
Employees who are unable to perform their dutiestduan illness, such as those related to HIV,
shall retain eligibility for all benefits that apeovided for other employees with long-term
diseases or disabling conditions, utilizing themiation/rights in any negotiated agreements or
Board policies as appropriate. Changes in emplaystatus or location due to HIV
complications are made on a case-by-case basis.

Evaluating Students and Staff Who Are Infected Wit

The Superintendent is the designee regarding &likttidences. When an individual is found to
be infected with HIV, the Superintendent shall e to ascertain, in consultation with the
infected individual, whether he/she has a secondé&egtion such as tuberculosis that constitutes
a recognized risk of transmission in the schodlrggt This is a medical question that can only
be determined by the infected person's physicidre Superintendent shall also attempt to
determine ways that the ESC may help anticipatenaeet the needs of the student or staff
member infected with HIV.

If there is no secondary infection that constitwtesedically recognized risk of transmission in
the school setting, the Superintendent shall riet #ie education program or job assignment of
the infected person. The Superintendent shalbdeally review the case with the infected
person (and the parent(s) of the student) andtw&hmedical advisors described above.
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File GBEA (Also JHCCA)

If there is a secondary infection that constitatesedically recognized risk of transmission in the
school setting, the Superintendent shall consuh thie physician, public health official and the
infected person (and the parent(s) of the studdhitjecessary, they will develop an individually
tailored plan for the student or staff member. ifiddal persons may be consulted, if this is
essential for gaining additional information, wille consent of the infected staff member or the
student’s parent(s). The Superintendent shouldubwith the school attorney to make sure
that any official action is consistent with Stateldederal laws. When the Superintendent
makes a decision about the case, there shall&ie @nid confidential process for appealing the
decision.

If an individually tailored plan is necessary,hiai have a minimal impact on either education or
employment. It must be medically, legally, edumadilly and ethically sound. The
Superintendent periodically reviews individual saaaed oversees implementation of the plan in
accordance with local, State and Federal laws.

Confidentiality

Information regarding a student or staff membeected with HIV is classified, by law, as
confidential. Those individuals who have acceghéoproceedings, discussions or documents
must treat such information as confidential. Omith the written consent of the staff member or
the student’s parent(s) shall other school perdpmuviduals and agencies be informed of the
situation/condition. All information pertaining tbhe case shall be kept by the Superintendent in
a locked file; access to this file is granted dolyhose people who have the written consent of
the infected staff member or the infected studeguaient(s).

HIV Education Program

The Board directs the administration to develogdincational plan to inform employees about
HIV-related issues and safety. In developing qucgrams, it is expected that information from
sources such as the National Centers for Diseastdl,ahe Ohio Department of Health and the
Ohio Department of Education is utilized.

The educational program should ensure that, anamim, students and staff are informed in a
consistent manner about:

1. the nature of HIV infection, including how & and is not transmitted according to
current scientific evidence;

2. ESC guidelines related to students and empsoyeté diseases such as HIV infection;

3. resources within the ESC and the surroundimgneonity for obtaining additional
information or assistance and

4. procedures to prevent the spread of all comoalnhe diseases at school.
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[Adoption date: January 7, 2003]

LEGAL REFS.: Family and Medical Leave Act; 29 USE12 et seq.
ORC 3313.67; 3313.68; 3313.71
3319.13; 3319.141; 3319.321
3701.13; 3701.14
3707.06; 3707.08; 3707.20; 3707.21; 3707.26
3709.20; 3709.21
OAC 3301-35-02

CROSS REFS.: AC, Nondiscrimination
ACB, Nondiscrimination on the Basis of Disability
EBBC, Bloodborne Pathogens
GBA, Equal Opportunity Employment
GBE, Staff Health and Safety
GBL, Personnel Records
JB, Equal Educational Opportunities
JO, Student Records
Staff and Student Handbooks

Fairfield County Educational Service Center, LateaOhio
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STAFF PARTICIPATION IN POLITICAL ACTIVITIES

Employees have the same fundamental civic respiiisgand privileges as other citizens.
Among these are campaigning for an elective pudiffice and holding an elective or appointive
public office.

The terms and conditions under which the employag continue employment as he/she seeks or
holds such office is determined by the Board amd la

Employees are not permitted to use ESC time, morfagtities, equipment or supplies to
campaign nor are the employees to actively campalgie on duty.

[Adoption date: January 7, 2003]

LEGAL REFS.: Intergovernmental Personnel Act; 420)4&701 et seq.
ORC 12457
3315.07
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STAFF PARTICIPATION IN POLITICAL ACTIVITIES

The Board recognizes and encourages the righs ehiiployees, as citizens, to engage in
political activity; however, the Board also recargs that ESC property and time, paid for by all
the people, should not be used for political puegos

The Board adopts the following guidelines for thetsdf members who intend to engage in
political activities.

1. No employees shall engage in political acegtupon property under the jurisdiction of
the Board.

2. Political circulars or petitions may not be f@olor distributed in the ESC.

3. The collection of and/or the solicitation f@nepaign funds or campaign workers is
prohibited, on ESC property.

4. In connection with campaigning, no employed use ESC time, moneys, facilities,
equipment or supplies nor will the employee disechescampaign with personnel
during the working day.

Board employees who hold an elective or appoirtifiee are not entitled to time off from their
school duties for reasons incidental to such ofceept as such time may qualify under the
leave policies of the Board. Employees who abderhselves from assigned duties without
permission may be deemed insubordinate and pedalizeordingly.

Violations of any of the foregoing rules shalltta¢ discretion of the Board, constitute cause for
reprimand, penalty or dismissal.

(Approval date: January 7, 2003)
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STAFF GIFTS AND SOLICITATIONS

Gifts

The Board authorizes the expenditure of public futtdpurchase meals, refreshments and favors
for employees and Board members in the completidhedr responsibilities. The Board believes
that such expenditures are necessary, on occasiturther a public purpose in the general
operation of the ESC. Such public purpose includesmay not be limited to, employee
development activities, employee recognition atigiand certain routine meetings that may be
enhanced by such amenities.

Such expenditures shall be consistent with the Bsgurchasing policy and within the
appropriation limits established by the Board.

Presentation of gifts to and the arrangement agtaffairs for, employees leaving the system are
governed by the following.

1. Employees may volunteer for, a small social mittee to plan social affairs such as teas
and luncheons.

2. Any gifts to be presented to departing empley®etheir respective groups are at the
discretion of the group involved.

Travel Vendor Compensation

Any compensation paid by a private travel vendartd&SC official or employee, after the
official or employee has participated in selecting vendor to provide a field trip, is considered
“public money” and must be returned to the ESC.

All travel arrangements must be in compliance \BE8C field trip regulations and approved by
the Superintendent or his/her designee.

Employees may not engage in the sale of produdtsetechools, even if the proceeds of such
sales are intended for charitable or civic purpodés staff member is to collect any money or
distribute any fund-raising literature without ttxepressed approval of the Superintendent.

[Adoption date: January 7, 2003]

LEGAL REFS.: ORC 117.10
3313.81; 3313.811
3315.15
3329.10

Fairfield County Educational Service Center, LateaOhio
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SMOKING ON CENTER PREMISES BY STAFF MEMBERS
The Board recognizes that smoking presents a hieathrd which can have serious
consequences both for the smoker and the nonsraokias, therefore, of concern to the Board.

For purposes of this policy, “smoking” shall medlruges of tobacco, including cigar, cigarette
and pipe.

In order to protect the staff and public who chooeseto smoke from an environment noxious to
them, and because the Board cannot, even by itidinecondone the use of tobacco, the Board
prohibits smoking by staff members while they agefgrming their duties.

[Adoption date: January 7, 2003]

LEGAL REFS.: ORC 3313.20; 3313.47
3791.031
Goals 2000: Educate America Act; 20 USC Sectioil66084

CROSS REF.: KGC, Smoking on Center Property
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PERSONNEL RECORDS

The Superintendent develops and implements a cdérapse/e and efficient system of personnel
records. The Superintendent is designated agnpéogee directly responsible for the personnel
records system. The following guidelines goverchstecords.

1.

Personnel files contain records and informatedative to compensation, payroll
deductions, evaluations and such information aslmeagquired by the state or federal
government or considered pertinent by the Superitget. Anonymous material or
material from an unidentified source are not placeal staff member’s file.

A personnel file for each employee is accuyateintained in the ESC office in
accordance with administrative regulations incospiag the requirements set forth
under the Ohio Privacy Act for the protection ofpgayees. Employees will be notified
whenever personal information concerning themaseyd in their file.

State law requires that all public records tmeptly prepared and made available for
inspection to any member of the general publidlaeasonable times during regular
business hours. Upon request, the person dinegponsible for the personnel records
is required to make copies available at cost, withreasonable period of time.

The public has access to all records in thequerel file with the following exceptions:

medical records;

records pertaining to adoption, probation aojeproceedings;
trial preparation records;

confidential law enforcement investigatory nets)

social security number and

records of which the release is prohibited tateSor Federal law.

Tmoow>

Each employee has the right, upon written rstjte review the contents of his/her own
personnel file. If a document is not discloseth®employee because it is determined
by a physician, psychiatrist or psychologist tdikely to have an adverse effect upon
the employee, the document will be released talésggnated medical authority.
Requests are made to the Superintendent and seldddula time convenient for the
parties involved.

Employees may make written objections to afiyrmation contained in the file. Any
written objection must be signed by the staff menamel becomes part of the
employee’s personnel file after the appeal procedutlined in the Ohio Revised Code.
The appeal procedure permits any employee who @isfbe accuracy, relevance,
timeliness or completeness of information maintdimehis/her file to compel the ESC
to investigate the current status of the infornratio



7. Personnel records should be reviewed only wite confines of the Superintendent’s
office or the Board'’s office.
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[Adoption date: January 7, 2003]

LEGAL REFS.: ORC 9.01;9.35
149.41; 149.43
1347.01 et seq.
3317.061
4113.23
OAC 3301-35-03(A)(10)

CROSS REF.: KBA, Public’s Right to Know

Fairfield County Educational Service Center, LateaOhio
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PERSONNEL RECORDS

1. There is established and maintained one offfi@esonnel file on all staff members.
This file is maintained in the Fairfield County Edtional Service Center.

2. If the Fairfield County Governing Board rece\gerequest to view a personnel file, the
Fairfield County Governing Board shall attempt émtact the staff member about the
request and shall attempt to secure the name, sgjdred phone number of the person
making the request and of his/her attorney. Ta# stember shall be given a
reasonable opportunity to be present when thesfibgened or to arrange for a
representative to be present. However, the Fairi@unty Governing Board shall not
be precluded from following applicable law regagithe release of "public
information”.

3. Any change in employee-related status shath@de part of this record (change of
residence, marital status, degrees, hours of ¢ceddi). Each staff member may submit
letter(s) of merit which may be placed in his/hergonnel file.

4. All correspondence placed in the file mustigeed by the staff member. This
indicates only that the staff member has seen titennal and does not indicate
agreement or disagreement with the content. Irtdeat the staff member refuses to
initial the materials, the administrator shall ntite refusal on the document and place
the item in the file. Such material shall be mdrthe official file.

5. The staff member may write a statement on theenal to be filed and in all cases shall
have the opportunity to reply to such material imnrdten statement to be attached to
the copy. Any material to be filed will be markgskrsonnel file."

6. Each staff member may request, in writing.eidew the contents of his/her personnel
file. Viewings shall be arranged at a time mutualjreeable to the staff member and
the Fairfield County ESC Superintendent/designiee review shall be made in the
presence of the Fairfield County ESC Superinteridesignee. The staff member shall
have the right to be accompanied by a represeatatinen reviewing his/her file.

If and when a staff member and the Fairfield QprSC Superintendent or his/her
designee agree that certain material in the stafhbrer's official file is irrelevant,
inappropriate, or false, such material shall beawsd from the file or corrected.

7. Anonymous materials shall not be placed iraff stember's file nor be made a matter
of record.

(Approval date: January 7, 2003)
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STAFF COMPLAINTS AND GRIEVANCES

It is the policy of the Board to develop and preetieasonable and effective means of resolving
difficulties that may arise among employees, taioedpotential areas of grievances, and to
establish and maintain recognized two-way chansfet®mmunication between certified
employees.

The Board intends, in this grievance policy, toedipe the process for all parties concerned. The
policy, therefore, has as its goal the following.

1. The policy is designed to secure proper andtagla solutions to grievances at the
lowest appropriate level and to facilitate an ogdsuccession of procedures within
which solutions may be pursued.

For the purposes of this policy, the terms usediheshall be the following listed definitions.

1. Grievance A grievance is an alleged violation of Statedaw regulations; the
policies, rules or regulations of the Board, ortign administrative procedures.

2. Problem A problem is a complaint relating to the corah or circumstances under
which an employee works.

3. Conferee A conferee is a fellow employee, department heagdervisor, administrator
or legal counsel.

4. Grievant A grievant is a single certified or classifien@oyee of the ESC.
5. A day- A day is any day that the ESC administrativecef are open for business.

Alleged grievances should be discussed in privatermal conferences with the grievant's
immediate supervisor or administrator and withariferees. At lease two such private
meetings should take place between the partieséd#fe grievance is invoked.

The time limits provided for in this policy may b&tended by mutual written agreement of the
parties. Any decision not appealed within the tgrfitom one level to the next level in the
grievance policy shall be considered settled orbtses of the last decision and not subject to
further appeal.

Level One

1. Within 10 days after the occurrence of theoa@mission giving rise to the grievance,
the grievant must present his/her grievance iningito the administrator with
immediate administrative responsibilities for tlwsiion to which the complainant is
assigned.



This statement shall be a clear, concise stateai¢he grievance, the circumstances on
which the grievance is based, the person(s) ingblthee decision rendered at the
private conference, and the remedy sought.
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2.

File GBM

Within 10 days of receiving the written grieeanthe administrator shall communicate
his/her decision to the employee in writing.

Level Two

1.

Within 10 days after receiving the decisiorthe administrator in Level One, the
grievant may appeal the decision of Level One &Shperintendent. If the immediate
supervisor was the Superintendent, then Level ThWikée the next step and Level
Two will be eliminated. The appeal shall be intimg and shall be accompanied by a
copy of the decision of Level One.

Within 10 days after the delivery of the app#a Superintendent shall investigate the
grievance, giving all persons who participated @vél One a reasonable opportunity to

be heard.

Within 10 days after delivery of the appeag 8uperintendent shall submit his/her
decision in writing, together with supporting reasoto the grievant and other
administrators involved.

Level Three

1.

Within 10 days after receiving the decisioriha Superintendent, the grievant may
appeal the decision in writing to the Board.

The Board shall schedule the matter for a hgat an executive session to be held at
the next meeting following receipt of the appebhe grievant shall be present at the

hearing.

Within 10 days following the hearing, the Boardl submit its decision in writing,
together with supporting reasons, to the grievantopy shall be furnished to the
administrators involved and the Superintendente décision of the Board is final.

[Adoption date: January 7, 2003]
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DRUG-FREE WORKPLACE

The Superintendent shall notify employees thatpbigy exists and offer employees an
opportunity to review the policy and discuss itiésired.

Testing/Screening Procedures

Drug or alcohol testing/screening may be requireémwone of the following conditions exists:

1. When there is probable cause to suspect tegalldrug or alcohol use has occurred at
the workplace, or if there is probable cause t@scisthat illegal drug or alcohol use is
impairing an employee's ability to perform his/hesponsibilities, drug or alcohol
testing may be required. Such tests are diregtedebSuperintendent or his/her
designee. Such tests may be required of the Suipedent or Treasurer at the direction
of the Board.

2. An employee may be required to undergo sucmtesnmediately when the
Superintendent or his/her designee determinegttbeg are objective indications of
impairment of behavior, demeanor, speech, appearaéneath, or job performance.
The objective indicators constitute probable cdahaethe employee may be impaired
by drugs or alcohol while at a work site.

3.  When an employee is involved in a work-relaedident for which drug or alcohol
impairment may reasonably have been a contribddécigr, drug testing may be
required.

For the purposes of this policy, drug and alcobstd include blood, urine, breath or other
chemical tests performed by physicians and/or gexdmal testing laboratories.

When the Superintendent directs such tests, tleegitahe expense of the ESC; any further in-
depth or long-term assessments are the respotsdiihe employee, except that which health
insurance may provide.

The results of the tests are treated confidentiallyployees may receive a copy of the results.
Any employee who refuses to cooperate fully and itmely manner with the requirement to
undergo drug or alcohol testing shall be considersdbordinate and subject to disciplinary
action.

Use of Test Results

1. |Ifatestreveals, orif an employee acknowdsdipat there is, a work-related drug or
alcohol problem, the employee shall be given arodppity to challenge or explain
his/her particular situation.
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File: GBP

2. Such employees are subject to disciplinarpag¢including required counseling,
suspension, or termination. Such disciplinaryacshall include due process
proceedings, such as a statement of the chargesatiee employee and an opportunity
to respond to the charges. The Superintendeasmonsible for coordinating any due
process proceedings/hearings.

3. Employees who are not terminated as a resaltdofig or alcohol violation will be
given a reasonable opportunity to participate pnagram of counseling or treatment as
a part of their disciplinary action. Such prograshall be at the employee’'s expense,
except that which health insurance may provideurSeling may be in conjunction
with other disciplinary action.

4. Any program of treatment shall be approvedngySuperintendent or his/her designee.

5. A second violation will result in terminatioh @nployment with the ESC.

6. As a condition of employment, each employed slagify his/her supervisor of any

conviction involving a criminal drug statute notdathan five days after such
conviction. Failure to notify will result in termation of the employee's contract.

[Adoption date: January 7, 2003]
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CRIMINAL RECORD CHECK

To more adequately safeguard the students ando$tafir schools, the Fairfield County ESC
Governing Board shall require that a criminal lgaokind investigation be completed on all new
employees of the ESC and on all new substitutehexaccertified by the Fairfield County ESC
Office to work in the local school districts of $htounty.

This records investigation shall be completed fon@w substitute teachers prior to them being
certified to work in our schools.

This records investigation shall be completed w®employees of the Fairfield County ESC
prior to employment action. If, due to time coasits, it is not possible to complete the records
investigation prior to employment action, a contrait! be issued contingent upon the results of
the criminal records investigation.

Conviction of any felony, or any misdemeanor whiatuld be a felony on the second offense,
shall cause the contract with the employee to lleand void. Further, conviction of any sex
offense, any offense of violence, any theft offemgeany drug abuse offense may cause the
contract with the employee to be null and void.

Conviction of any of the above offenses shall hesedor the ESC Superintendent not to certify
a substitute teacher to work in the Fairfield Cgusthools.

If a person has been certified to substitute inRhiefield County Schools or has been employed
by the Fairfield County ESC and is later conviabéany felony, any misdemeanor that would be
a felony on the second offense, any sex offenseotiense of violence, any theft offense, or any
drug abuse offense, such conviction may resultsgualification from, or termination of,
employment. No person shall be employed or sloaticue to be employed who, by virtue of
his/her criminal records, is a danger to pupilstaff or is an inappropriate role model for
students.

The ESC Superintendent shall include a sectiomerapplication forms for substitute teachers
and for employees in which applicants must listwictions for offenses as outlined in this
policy. Falsification of any information on an plmyment application shall result in
disqualification from or termination of employment.

The cost of the criminal records investigationgersons recommended for employment by the
Fairfield County Governing Board shall be paid bg Board.

The cost of the criminal records investigationgotential substitute teachers shall be paid by the
applicant in the form of a money order payablenwTreasurer, state of Ohio.



Any criminal records investigation of persons ottiam substitute teachers and employees of the
Fairfield County Board shall be at the discretiod ander the jurisdiction of the local school
districts within the Fairfield County ESC.
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Volunteers

Current and prospective volunteers who have orhaille unsupervised access to children on a
regular basis may, at any time, be subject toraigal record check (BCII).

Any and all information obtained by the Board orge®s under this policy is confidential and
shall not be released or disseminated. Any apmlicat hired because of information received

from the record check shall be assured that adirdscpertaining to such information are
destroyed.

[Adoption date: January 7, 2003]
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FAMILY AND MEDICAL LEAVE

The ESC provides leave to eligible employees ctersisvith the Family and Medical Leave Act
(FMLA). Eligible employees are entitled to up t® work weeks of unpaid family and medical
leave in a 12-month period beginning with the dagefirst day of family and medical leave is
taken and ending 364 days later. The ESC willinoetto pay the employer's share of the
employee's health benefits during the leave. thteah, the ESC will restore the employee to the
same or a similar position after the terminatiohef leave in accordance with its policy.

In complying with the FMLA, the ESC adheres to teguirements of applicable Federal and
State laws.

Additional information is contained in the regutats which follow this policy.

[Adoption date: January 7, 2003]

LEGAL REFS.: Family and Medical Leave Act; 29 USE12 et seq.
ORC 124.38
3313.20;
3319.08; 3319.09; 3319.13; 3319.131; 3319.141

CROSS REFS.: GCBD, Certified Staff Leaves and Absgn
GDBD, Classified Staff Leaves and Absences
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FAMILY AND MEDICAL LEAVE

An employee who has worked for the ESC for at 1&8sthonths is eligible for 12 work weeks of
FMLA leave during a 12-month period beginning wile date the first day of family and
medical leave is taken and ending 364 days latarged the employee worked at least 1,250
hours in the 12 months preceding the beginning®i¢ave.

Types of Leave

An eligible employee may take FMLA leave for:
1. the birth and first-year care of a child;
2. the adoption or foster placement of a child;
3. the serious iliness of an employee's spousenpar child or

4. the employee's own serious health conditiohkbaps the employee from performing
the essential functions of his/her job.

An employee may elect, or the employer may reqaremployee, to use accrued paid vacation,
personal or sick leave for purposes of a familydealf paid or unpaid leave is designated as
family and medical leave, the leave will count ast pf the employee's 12-week entitlement. An
employer cannot compel an employee to use accreelical/sick leave in any situation for

which the leave could not normally be used.

Spouses Employed by the ESC

If a husband and wife eligible for leave are emptbpy the ESC, their combined amount of
leave for birth, adoption, foster care placemeut garental illness may be limited to 12 weeks.
When family and medical leave is needed to cara &eriously ill child of parents employed by
the ESC, each employee is entitled to use the Eksvef family and medical leave. An
employee may not take FMLA leave to care for a ipianelaw.

Intermittent and Reduced Leave

Intermittent leave is leave taken in separate [dafkime due to a single illness or injury.

Reduced leave is a leave schedule that reducesitployee's usual number of hours per work
week or hours per workday.

Intermittent or reduced leave is available onlytfe employee's own serious health condition or
to care for a seriously ill spouse, child or pareBtich leave may not be used for the birth or
adoption/placement of a child.



The employee who wishes to use intermittent orecedueave must have the prior approval of
the employer. Although the employer and employeg agree to an intermittent or reduced
leave plan, the employee who uses family leavetisatomatically entitled to use such leave on
an intermittent or reduced leave schedule.
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The employer may provide such leave for medicappses, but the employer may transfer the
employee to a position which is equivalent in pag Benefits, but more suitable for intermittent
periods of leave. The employee must furnish thpleyer with the expected dates of the
planned medical treatment and the duration ofrémegttent in advance of the leave. The
employer must authorize such leave in writing.

Benefits

The employer maintains the employee's health cgeenader the group health insurance plan
during the period of FMLA leave. The employee ddaounake arrangements with the Treasurer
to pay the employee's share of health insurange {amily coverage) prior to the beginning of
the FMLA leave.

The employee will not lose any other employmentefiéaccrued prior to the date on which
leave began but is not entitled to accrue senioriggmployment benefits during the leave period.
Employment benefits could include group life ingw®, sick leave, annual leave, educational
benefits and pensions.

Notice

When the FMLA leave is foreseeable, the employestmatify the Superintendent of his/her
request for leave at least 30 days prior to the dduen the leave is to begin. If the leave is not
foreseeable, the employee must give notice as aaiily practical. When the employee requests
medical leave, the employee must make reasonablaatls to scheduled treatment so as not to
disrupt the ESC's operations.

The employer may deny the leave if the employes do¢ meet the notice requirements.
Certification

The employer may require the employee to providgfioation from a health care provider
containing specific information required under ki if he/she requests a medical leave (i.e.,
leave based on a serious health condition of th@@me's spouse, parent or child or the for the
employee's own serious health condition.

). If there is a question concerning the validiftysuch certification, a second and, if necessary,
third opinion can be required, both at the exparisbe ESC.

Upon the employee's return to work, the ESC requhrat the employee present a fitness
statement from the employee's health care prodeieifying that the employee is able to return
to work.

Restoration



When the employee returns from leave, the emplaylerestore the employee to the same or an
equivalent position with equivalent benefits, payms and conditions of employment in
accordance with its policy.
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Under certain circumstances, the employer may destpration to a key employee. The
employer complies with the notice requirementshefEMLA in denying restoration. A key
employee is one who is among the highest paid i€epeof the employees and whose absence
would cause the ESC to experience a substantiajjiébus economic injury.

Instructional Employees

Special leave rules apply to instructional emplgyekstructional employees are those
employees whose principal function is to teachiasttuct students in a small group, or in an
individual setting. This term includes teacherd apecial education assistants such as signers
for the hearing impaired. It does not include kesi@ssistants or aides who do not have as their
principal job actual teaching or instructing, noed it include auxiliary personnel such as
counselors, psychologists or curriculum specialifitglso does not include cafeteria workers,
maintenance workers or bus drivers.

Limitations apply to instructional employees whkeaantermittent or reduced leave. If the leave
requested is:

1. to care for a family member or for the emplay@svn serious health condition;
2. foreseeable based on planned medical treataneint

3. such that the employee would be on leave faertttan 20 percent of the total number
of working days over the period the leave wouldeaxit

The employer then may require the employee to ahedker to:

1. take the leave for a period or periods of ai@aar duration, not greater than the
planned treatment or

2. transfer temporarily to an available altermajposition for which the employee is
gualified, which has equivalent pay and benefitsl which better accommodates
recurring periods of leave than does the employegldar position.

Limitations also apply to instructional employedsonake leave near the end of a semester.

When an instructional employee begins leave mame five weeks before the end of a semester,

the employer may require the employee to contiakeg leave until the end of the semester if:
1. the leave will last at least three weeks and

2. the employee would return to work during thee¢hweek period before the end of the
semester.



When an instructional employee begins leave fanrpgse other than the employee's own
serious health condition during the five-week petefore the end of the semester, the employer
may require the employee to continue taking leaué the end of the semester if:

1. the leave will last more than two weeks and
2. the employee would return to work during the-tweek period before the end of the

semester.
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When an instructional employee begins leave fanrpgse other than the employee's own
serious health condition during the three-weekqukbefore the end of a semester and the leave
lasts more than five working days, the employer negyiire the employee to continue taking
leave until the end of the semester.

Failure to Return

The employer is entitled to recover health carenens paid during the leave if the employee
fails to return from leave. Recovery cannot odtthie employee fails to return because of the
continuation, recurrence or onset of a serioustheaindition or due to circumstances beyond
the control of the employee.

(Approval date: January 7, 2003)
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CERTIFIED STAFF POSITIONS
All certified staff positions are created only witke approval of the Board. It is the Board’s
intent to maintain a sufficient number of positidasaccomplish its goals and objectives.

Before any new position is established, the Suparaent presents for the Board’s approval a job
description for the position.

Although a position may remain temporarily vacanth@ number of persons holding the same
type of position may be reduced in the event df stauctions, only the Board may abolish a
position which it has created.

The Superintendent keeps all job descriptions atilard presents recommended changes to the
Board for approval.

[Adoption date: January 7, 2003]

LEGAL REFS.: ORC 3319.02; 3319.03; 3319.09; 33193819.22
4117.01
OAC 3301-35-01; 3301-35-03
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The Board believes that a fair teacher compensataom which includes an adequate base salary,

CERTIFIED STAFF CONTRACTS AND COMPENSATION PLANS
(Teachers)

increments and employee benefits, is necessatyrémiaand hold highly qualified men and
women to provide the quality educational progranesires in its schools.

As required by law, notice of annual salary is gite each certified/licensed employee by

July 1.

Teacher Contracts

Written contracts of employment shall be issuedltaertified teaching personnel. Contracts are
by and between the staff member and the Board.

The basic types of contracts are as follows:

1.

Limited Contract

A limited contract of one to five years in lengghgiven to a teacher new to the ESC.

Extended Limited Contract

An extended limited contract of one or two yaarkength is given to a teacher who is
eligible for consideration for a continuing conttac

Continuing Contract

When a teacher employed under a limited contgaistsued a teaching certificate of a
higher grade (professional or permanent) or aymea*- license and has taught three of
the last five years in the ESC, he/she is elidibleconsideration for a continuing
contract at the expiration of his/her limited catr

A teacher who has obtained continuing contrattistelsewhere in Ohio becomes
eligible for a continuing contract upon employmbat must be considered for tenure
after two years’ service in the ESC.

A teacher who meets all legal qualifications faoatinuing contract, but who is not
recommended by the Superintendent and approveaelgdard for a continuing
contract, is offered an extended limited contragsmonrenewed. The teacher must be
notified of the Board’s action to not re-employwnting by the Treasurer, on or before
April 30.



The Superintendent may recommend re-employmesuaf teacher if continuing service
status has not been attained in another distncteuan extended limited contract not to
exceed two years, with the reasons directed aegsainal improvement of the teacher.
This option is available only after the Board firsfects the Superintendent’s
recommendation for tenure. The Superintendentmayecommend an extended limited
contract as an initial recommendation.
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Written notification of the Superintendent’s recoendation as well as the Board’s
action to issue a one- or two-year extended limitmatract must be received by the
teacher on or before April 30 of the year in whité/her contract expires. If the teacher
accepts the extended limited contract, a subseqoattact, if granted, must be a
continuing contract.

4. Supplemental Contracts

Supplemental contracts are entered into with ézather who performs assigned
supplemental duties for which compensation is augbd. Such contracts are issued for
one year and are separate from teaching contr&ditmination or creation of
assignments for extra duties are made at the disicref the Superintendent, subject to
approval by the Board.

The Superintendent’s recommendation is consideratl contracts pertaining to
certified/licensed individuals.

[Adoption date: January 7, 2003]

LEGAL REFS.: ORC 3313.53
3317.13; 3317.14
3319.07; 3319.08; 3319.09; 3319.10; 3319.11; 3319 3319.12,;
3319.22; 3319.24; 3319.25; 3319.26

CROSS REF.: GCB, all subcodes
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CERTIFIED STAFF CONTRACTS AND COMPENSATION PLANS
(Administrators)

Fair compensation plans are necessary in ordetraiaand hold highly qualified administrators
to provide and manage a quality educational program

The Board may establish a salary schedule fodnsiristrators, with the exception that the salary
of the Superintendent is usually determined byetin@loyee contract. Notice of annual salary is
given to each administrator by July 1.

All administrators shall be issued written limiteohtracts. The contract specifies the
administrative position and duties, the salary atér compensation to be paid for performance
of such duties, the number of days to be workegea$3oard policy.

The term of the administrator’s contract will nateed three years, except that an individual who
has been employed as an administrator for threes yeanore shall be entitled to receive a
contract of not fewer than two nor more than fieans. The Superintendent may recommend
employment of an individual who has served as anigidtrator in the ESC for three years or
more under a one-year administrative contract oiaceng such individual’s administrative career
in the ESC.

An administrator who has earned teacher tenureaieSC retains such status while serving as
administrator. Any administrator who previouslytaibed teacher tenure in another district
achieves teacher tenure in the ESC after re-emmoymith two or more years’ experience as an
administrator in the ESC.

The Superintendent’s recommendation is consideradl contract renewals. All administrators
are evaluated annually. In the year an admingtsatontract does not expire, the evaluation is
completed by July 31 and a copy is given to theiatnator. In the year an administrator’s
contract does expire, two evaluations are completee preliminary and one final. The
preliminary evaluation is conducted at least 6Gsdayor to March 31 and prior to any Board
action on the employee’s contract.

The final evaluation includes the Superintendeintended recommendation for the contract of
the employee. A written copy of the final evaloatmust be provided to the employee at least
five days prior to the Board’s action to renew onrenew the employee’s contract. If the Board
fails to take action on the expiring contract, thie®m administrator is renewed. If the
administrator has been in the ESC for two yeatess, he/she will receive a one-year contract.
If the administrator has been in the ESC threesyeamore, he/she will receive a two-year
contract.

Before March 31, any administrator whose contrapires at the end of the school year is
notified by the Board of the date on which the cacitexpires and of the individual’s right to
request a meeting with the Board in executive sess discuss the reasons for considering



renewal or nonrenewal of his/her contract. Alsomio March 31 of the year in which the
contract of employment expires, any administratbom the Board intends to nonrenew receives
written notification of the Board’s intent not te-employ.
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The Board may request a one-year temporary eduleegose valid for employing a
superintendent or any other administrator, confoghwith State law.

[Adoption date: January 7, 2003]

LEGAL REFS.: ORC 3319.01; 3319.02; 3319.11; 33193B19.225
4117.01
OAC 3301-35-03(A)(8)
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CERTIFIED STAFF CONTRACTS AND COMPENSATION PLANS
(Administrators)

The Board may request the State Board of Educéticssue a one-year temporary educator
license valid for employing a superintendent or atiner administrator as specified by the Board.

The State Board of Education may issue the tempeducator license if the Board has
determined that the individual:

1. is of good moral character and
2. holds at least a baccalaureate degree fromaadited institution of higher education
in a field related to finance or administrationhais five years of recent work experience

in education, management or administration.

A one-year temporary educator license is valid amithis ESC. The State Board of Education
may renew the license annually upon request oBtieerd.

(Approval date: January 7, 2003)

Fairfield County Educational Service Center, LateaOhio



CERTIFIED STAFF SALARY SCHEDULES
The Board adopts a salary schedule for its rega&ohing personnel and places each teacher on
the salary schedule in accordance with trainingexekrience.
Placement on the salary schedule is in accordaitheegulations developed by the
administration and approved by the Board and thegphent is in compliance with the Board-

approved salary schedule.

Retired administrators, who are subsequently engoldny the Board or its designee, are granted
credit on the salary schedule as determined btiaed on a case-by-case basis.

[Adoption date: January 7, 2003]

LEGAL REFS.: ORC 3317.13; 3317.14
3319.12
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CERTIFIED STAFF FRINGE BENEFITS

In addition to basic salary, benefits are recoghizgthe Board as an integral part of the total
compensation plan for staff members. The benefitsnded to staff members are designed to
promote their present and future economic security.

Eligible Employees

All regularly contracted or salaried employees \@h® employed for at least .50 FTE (full time
equivalency) will be eligible for insurance bengfilnless coverage is provided by another agency
by contractual agreement. Temporary or as-neeagdbgees will not be eligible for insurance
benefits. FTE is defined as 185 days. All empésy@ho are contracted for 185 days or more

will receive the maximum ESC Governing Board cdnittion to each individual premium.

Those employed for less than 185 days, but more.&of 185 days, will receive premium
contributions on a prorated basis equal to thegm¢age of time employed multiplied by the
maximum benefit.

Re-hired retirees are not eligible for any insuesnihirough the Fairfield County ESC that are
offered through their retirement system.

All Governing Board members are eligible for insura benefits at their own expense.

[Adoption date: January 7, 2003]
Revised: August 2, 2005

LEGAL REFS.: ORC 9.83;9.90
3313.20—3313.203; 3313.38
3319.141
3917.04
Chapter 4117
4123.01
Chapter 4141

CROSS REF.: El, Insurance Management
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CERTIFIED STAFF FRINGE BENEFITS/CLASSIFIED STAFF NRGE BENEFITS

Employee Insurance Benefits Policy

The Fairfield County Educational Service Centet imlplement a program to provide such
benefits will be at the discretion of the Fairfi€@dunty Educational Service Center Governing
Board. The determination of the carrier(s) to mtevsuch benefits will be at the discretion of the
Board. Determination of the amount of Fairfielduity ESC Governing Board paid premiums
for provided benefits will be at the discretiontloé Fairfield County ESC Governing Board.

Insurance coverages will include:

1.

Hospitalization and Major Medical

Each eligible employee will be afforded the ogpoity to elect to be included in the
group health program with either single or famibwerage. Coverage will be provided
by a suitable carrier of the Fairfield County ESGv&rning Board's choice.

If a husband and wife are both eligible employéas Fairfield County ESC Governing
Board will contribute the sum of the adopted FaldiCounty ESC Governing Board
amount for a family plan, plus an additional amoemal to the lesser of the Fairfield
County ESC Governing Board's share of a single ptahe employee's share of a
family plan.

Life Insurance

The Fairfield County ESC Governing Board will gag full amount of the premium
for group term life insurance for all eligible erapées. Coverage amount is at the
discretion of the Fairfield County ESC Governingaiih

Dental Insurance

Dental insurance will be provided at the Faidi€ounty ESC Governing Board's cost
to eligible employees, as per the guidelines figilde employees.

Vision Insurance

Vision Insurance will be provided at the Fairfi€lounty ESC Governing Board's cost
to eligible employees as per the guidelines fajilele employees.

(Approval date: January 7, 2003)

Fairfield County Educational Service Center, LateaOhio



Fairfield County Educational Service Center, LateaOhio



CERTIFIED STAFF LEAVES AND ABSENCES

A leave of absence is a period of extended abdemeeduty by a staff member for which written
request has been made and formal approval haggjoaeted by the Board. The Board provides a
plan for considering leaves and absences foraf§ siembers in accordance with State and
Federal laws and Board policies.

Compensation, if any, during leaves of absencerdipepon the type of leave. Deductions are
made in salaries for absence in accordance witllaggns developed by the administration and
approved by the Board.

Depending on the type of leave and when the grosyrance policy permits, an employee may
continue to participate in Board-approved insurgmrogirams, provided that the employee pays
the entire premium for these benefits, unless thar@agrees to other arrangements.

A staff member terminates his/her affiliation witte Board if, at the expiration of the specified
period of leave, he/she declines the positionithaffered to him/her. Assuming his/her contract
has not expired during a leave of absence, an g@@loolds the same contract status upon
returning to duty as was held on the date on wthieHeave began.

[Adoption date: January 7, 2003]

LEGAL REFS.: Family and Medical Leave Act; 29 USE12 et seq.
ORC 124.38
3313.20; 3313.202; 3313.211
3319.08; 3319.081; 3319.09; 3319.13; 3319.1319331; 3319.141;
3319.143; 3319.16

CROSS REF.: GBR, Family and Medical Leave
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CERTIFIED STAFF LEAVES AND ABSENCES/
CLASSIFIED STAFF LEAVES AND ABSENCES

Personal/Emergency Leave Policy

The Fairfield County Educational Service Center &aoing Board believes that there are
situations which arise where an employee needs tuffwork for a legitimate reason but that
reason may not fall into the realm of sick leaB®cause of this belief, the Fairfield County ESC
Governing Board has established this personal/eaneygeave policy.

Personal/Emergency leave is not designed to bed'dsalys of vacation" but is to be used
primarily for business matters or other circumséahat cannot be scheduled outside of the
school day or handled by making alternate arrang&sneReasons for planned
personal/emergency leave need not be given if stg@ee submitted in accordance with item #2.
If the requests are in accordance with #3, reasbal be given.

It is the employee's responsibility to ensure #iigprofessional obligations are covered or
accounted for on any day that he/she takes a parsorergency leave day.

1. Each full-time employee of the Fairfield Cout$C shall be entitled to
personal/emergency leave not to exceed three dagath year, July 1 through June
30. Less than full-time employees and employeeitafter the beginning of the
contract year shall be entitled to personal leavegped to the time actually worked
based on the rate of .25 personal days per ma@kgmeeded, hourly employees are not
eligible for personal days.

2. All requests for personal/emergency leave rhash writing and in the hands of the
Superintendent or an administrative employee dessghby him/her, at least 48 hours
before the time requested for such leave (excemrfergency personal leave as
defined in #3 below).

3. The Superintendent may orally grant emergeecygnal leave for accidents, road
conditions or transportation problems, death @lative or friend, or home problems
such as utility malfunctions, fires, etc. In energy situations, the absence form shall
be filled out after the employee returns to wofkhe reason for the emergency leave,
and any arrangements needed to cover work-reldtigghtions for the time of the
emergency leave, shall be communicated to the Bueedent at the time of the
request.

4. Personal/Emergency leave will not be cumulatidewever, any unused
personal/emergency leave days will be convertesictoleave days at the end of each
contract year, with the maximum number of sick dagsto exceed the maximum
accumulated sick days allowed by Board policy.
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Personal/Emergency leave days shall not beebagainst sick leave earned.

Personal/Emergency leave days may be usedkadasis only when all accumulated
sick leave days have been exhausted.

Classroom personnel may not use a persona dmythe day before or the day after a
scheduled holiday break.

The Superintendent of the Fairfield County E&Can administrative employee
designated by him/her, shall be the final authantthe granting of personal/emergency
leave.

Sick Leave Policy

1.

There shall be 15 days of sick leave per scheal for each employee of the Fairfield
County Educational Service Center Governing Bo&thployees who render part-
time, seasonal, intermittent, per diem, or houelywge shall be entitled to sick leave
for the time actually worked at the same rate asdhanted to full-time employees.

The basis for determining the number of days & kave shall be 1.25 days per month
for 12 months. The sick leave shall be cumulativa maximum set by Board action
(200 days).

At any time an employee has no accumulated sigkd and has need of such, five days
will be advanced to that employee. Sick leave Wwiscadvanced will be charged to any
subsequent accumulation.

If a person is employed during the school yeefsline shall be credited with days of
sick leave in proportion to the fractional parthig/her term which remains at the rate
of 1.25 days per month.

Proof of iliness or of absence for other reasonst be established with the Fairfield
County ESC Superintendent.

Each absence must be explained on a form provided

Each employee absent more than five consecusiye ihay be required to furnish a
satisfactory written, signed statement listingrilaene and address of the attending
physician and the dates when he/she was consolfedtify the use of sick leave. This
is to be interpreted to also include absence asudtrof personal iliness or injury in the
immediate family, and filing of such absence refpgran employee shall be a
certification by him/her that the facts and stateta€ontained in said report are true
and correct. Falsification of a statement is gosufor suspension or termination of
employment under the Ohio Revised Code.
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3.  An employee may use a part or all of the acdated leave before 200 days. After any
period of acceptable absence as described inithisemve plan, the leave can again be
built up to the maximum of 200 days by regularradence. Employees, upon approval
of the responsible administrative officer of therfi@d County ESC, may use sick
leave for pregnancy, injury, exposure to contagatigease which could be
communicated to others, and for absence due &s8lnnjury, or death in the
employee's immediate family. Immediate family sbalinterpreted to include parents,
brothers, sisters, children, grandchildren, graneita, spouse, father-in-law, mother-
in-law, sister-in-law, brother-in-law, daughterfaw, son-in-law or anyone living in the
same household.

4. An employee planning to request a leave ofraiesbecause of disability resulting from
iliness, injury or pregnancy shall make his/heuesi in writing, accompanied with a
statement from his/her doctor indicating the naturé expected duration of the
disability. This request should be made as earlyassible. For the purpose of this
provision, disability resulting from iliness, injuor pregnancy is the period during
which the employee is not physically and/or emalbncapable to perform all the
duties and functions of his/her position. Thisibamg date of disability and the
termination of disability shall be established hytien statement of the employee’s
doctor. Verification of continuing disability mdoe required by the Fairfield County
ESC Superintendent, upon written notice to the eygd.

5. An employee who transfers from a public agdnadye Fairfield County ESC shall be
credited with the unused balance of his/her accatiou up to 200 days, provided that
such reemployment takes place within 10 yearsefitite of the last termination from
public service.

6. Any employee who uses all his/her accumulaigdieave may substitute unused
personal, emergency, or other form of leave praVvide under the Ohio Revised Code.

7. According to the Ohio Revised Code, the Fdidfléounty ESC Governing Board shall
continue to carry, on payroll records, all schanpdoyees whose sick leave has been
exhausted, or who are on disability leave of abseocwho are on an approved leave
of absence, for the purpose of group term lifepitazation, surgical and major
medical insurance coverage. The Board may pay g@éart of such coverage except
when employees are on an approved leave of absemrea disability leave of absence
for a period exceeding two years.

8. Any employee absent from work in excess ofniln@ber of sick leave or other
authorized leave days accumulated by the empldyaéreceive a salary deduction

calculated by dividing the number of days in thepkapee’s duty year into the gross
annual salary, thus arriving at the per day deducti
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Leave of Absence Policy

Upon written request to the Fairfield County Eduaal Service Center Superintendent, the
Fairfield County Educational Service Center GovwegriBoard may grant a leave of absence for
educational, professional, personal, or other meppand shall grant such leaves where illness
or other disability is the reason for the requeiit.leaves of absence will be without pay.

Leaves of absence for any purpose, other thanamyilgervice, may be granted for not more than
two years. If the leave commences during the eft@alendar year, the normal duration of the
leave will be until the end of the same office yebr unusual circumstances, the leave may be
extended to the maximum of two full years.

The Fairfield County ESC Governing Board cannotrgaotee the return of the employee to the
assignment held prior to the leave; however, effaitl be made to return the employee to a
comparable position.

If a leave expires at the end of the fiscal yearemployee on leave of absence shall notify the
Fairfield County ESC Superintendent by May 1 ath@&r intent to return, or if the leave expires
at any other time, the employee shall notify thefleédd County ESC Superintendent at least 30
days prior to the expiration as to their intentdturn.

Upon the return of an employee from leave, the egmpént of any person hired to fill the
position of the employee on leave will be termidatgthout further action by the Fairfield
County ESC Governing Board. The expected termmgdleyment of all such substitute
employees will be clearly identified in written dooentation provided to the substitute, with a
clear statement that with the return of the regetaployee, the substitute's employment will end.

An employee returning from a leave of absence $tgafilaced on the same pay step that he/she
left on the existing pay scale. Employees retytitom leave granted for iliness or disability
may be required to submit evidence of ability tof@en the normal duties of employment.

(Approval date: January 7, 2003)
Revised: July 2, 2007 Sick Leave Policy
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CERTIFIED STAFF VACATIONS AND HOLIDAYS

Vacations

Administrative personnel employed on an 11 and b2mbasis receive vacations during the
contract year.

The Superintendent gives final approval of vacasicmedules for the administrative staff. It is
his/her responsibility to see that vacations aheduled so that the least interference with the

operation of the schools results. A written reqé@svacation is submitted to the Superintendent
for approval.

Holidays

The school calendar, as adopted by the Board,les$tab the ESC recess periods and holidays for
all administrators employed on a school-year basis.

[Adoption date: January 7, 2003]

LEGAL REFS.: ORC 2113.04
3313.20; 3313.63
3319.02
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CERTIFIED STAFF VACATIONS AND HOLIDAYS/
CLASSIFIED STAFF VACATIONS AND HOLIDAYS

Vacation

1.

It is the belief of the Fairfield County Educaial Service Center Governing Board that
vacation is an important factor in assisting fulk¢ employees to perform their
assigned duties. Vacation gives the full-time eoyeé the opportunity to renew
themselves, and thus, do a better job.

The Fairfield County ESC Governing Board, therefarges employees to use their
accumulated vacation time each year, if at all jpbess

Vacation days will be earned in accordance with policy.

Vacation days as described in this policy agsdhat an employee is entitled to be
away from work and are in addition to the regulanwork days or holidays as
established by the Fairfield County ESC Governiogid.

Experience for calculating the number of vacatiags due to an employee will be
based on the recognized accumulated experiencdl@s:

Number of years employed by any chartered sattistrict in the state of Ohio, or
employed by the state or other political subdivisio

Twelve-month full-time employees will earn vaca days as follows:

A. Ten workdays of paid vacation shall be accutedaach contract year for the
first five years of recognized accumulated emplaytne

B. Fifteen workdays of paid vacation shall be awglated for each contract year for
the sixth through the iyear of recognized accumulated employment.

C. Twenty workdays of paid vacation shall be acglated for each contract year
after the 18 year.

Eleven-month, full-time employees will earn &aon days in accordance with their
recognized accumulated experience.

For the purpose of calculating years of expegamnuder this section (section 4), only
experience under an 11 or more month contracthgilised in determining years of
service. Such service must have been with the stainother political subdivision and
must have immediately preceded service to this mavg board.
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Ten workdays of paid vacation shall be accuteaaach contract year for the
first 10 years of recognized accumulated employment

Fifteen workdays of paid vacation shall be aeglated for each contract year for
the 11" through the 20 year of recognized accumulated employment.

Twenty workdays of paid vacation shall be acalated for each contract year
after the 28 year.

Accumulation and Carryover Provisions

An employee may accumulate up to a maximum ofdé&@ent, or 1 1/2 times the
number of vacation days that he/she is eligibledfarng his/her current contract year.

Any unused vacation days will be carried ovenfrone year to the next within the
above 150 percent restriction.

Any vacation days earned in excess of the maxirpamitted accumulation will be
forfeited.

Payment for Unused Vacation Time at Separafdemployment

A.

Certified Employees

No payment shall be made to any certified stadimber for accumulated but
unused vacation days at the point of separati@mgfloyment from the Fairfield
County ESC. Any accumulated but unused vacatigs dae to an employee at
the time of separation shall be forfeited.

Classified Employees

In accordance with ORC, full-time, non-certifiechployees shall be paid for
accrued but unused vacation leave accumulatedgitienlast two years of
employment immediately preceding separation, physpsiorated days earned
during the contract year in which separation tgkase.

Use of Vacation Time

A.

Any employee may use earned vacation time giproval in advance by the
Fairfield County ESC Superintendent.

The Fairfield County ESC Superintendent andfieddl County ESC Treasurer
may use earned vacation time at their discretion.
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8. Payment of Accrued and Unused Vacation Timeaduhe Death of an Employee

Payments of accrued, unused vacation time upodehth of an employee under
contract to the Fairfield County ESC Governing Bbaill be as follows:

A. Certified Employees

Upon the death of any certified employee, anywext and unused vacation leave
accumulated during the current contract year irctvithe death takes place shall
be paid to the surviving spouse or other family raemn accordance with the

law.

B. Classified Employees
Upon the death of a classified employee, anyusgctand unused vacation leave
accumulated for the two years immediately precethegemployee's death, plus
any prorated days earned during the contract yeahich the death takes place,

must be paid to the surviving spouse or other famgmber in accordance with
the law.

(Approval date: January 7, 2003)
Revised: August 2, 2005
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CERTIFIED STAFF RECRUITING/POSTING OF CERTIFIED SFA VACANCIES

Because the quality of the staff hired by the Baaithe major component of an effective,
productive educational program, the Board and timeiistration of the ESC make efforts to
attract and retain qualified personnel.

The Board expects the Superintendent, with thetassie of the administrative staff, to determine
the personnel needs of the ESC and the individihedas and to recruit the best qualified
candidates to recommend for employment.

Recruitment procedures include posting all opengtgthat the talents and potential of
individuals already employed by the school systeemat overlooked. Any current employee
may apply for any position for which he/she hagifteation and meets other stated requirements.
All candidates shall be considered on the basikef merits, qualifications and the needs of the
ESC.

The appropriate building administrator is expedtede involved in recruiting and interviewing.

The Superintendent’s recommendation reflects, afhaoot necessarily concurs with, that
administrator’s appraisal of the candidate’s qucifons.

[Adoption date: January 7, 2003]

LEGAL REF.: OAC 3301-35-03

CROSS REFS.: AC, Nondiscrimination
ACA, Nondiscrimination on the Basis of Sex
ACB, Nondiscrimination on the Basis of Disability
GBA, Equal Opportunity Employment
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D

POSTING OF CERTIFIED STAFF VACANCIES
Teachers interested in changing positions withe county should notify the ESC
Superintendent of their desire in writing. Thigwest should include the following:
A. name, address and phone number of teacher
B. building and school district where presentlypéoged
C. grade or subjects appearing on certificate
D. district or districts desiring to teach in
E. reasons for seeking transfer

The local superintendents involved should beamied by the ESC Superintendent
regarding the request for transfer when and if suofove seems likely.

There should be a mutual agreement among riepanvolved before a transfer is
approved.

Certified personnel within the county shouldynesn consideration for vacancies
before going outside the county.

If the services of a teacher, who has not atét a desire to change positions, is
desired by a local superintendent, the ESC Supedient and present local
superintendent should be contacted before overtarestransfer are made to the
teacher. The above action may also be initiatethéyounty superintendent.

All requests for transfer should be made aetiiéiest possible date.

(Approval date: January 7, 2003)
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CERTIFIED STAFF HIRING

The Superintendent determines the ESC's persoradsrand recommends to the Board suitable
candidates for employment. Through recruiting emaluation procedures, the Superintendent
recruits and recommends to the Board the employarahtetention of personnel.

It is the duty of the Superintendent to see thaedqres nominated for employment in the schools
meet all certification/licensure requirements amelrequirements of the Board for the type of
position for which the nomination is made.

The following guidelines are used in the selecbbpersonnel.

1. There is no unlawful discrimination in the hgiprocess.

2. The quality of instruction is enhanced by df sté&th widely varied backgrounds,
educational preparation and previous experiena@cé€rted efforts are made to
maintain a variation in the staff.

3. Interviewing and selection procedures ensuwakttite administrator who is directly
responsible for the work of a staff member hasgwodunity to aid in the selection
process. The final recommendation to the Boardade by the Superintendent.

4. No candidate is hired without an interview anctiminal record check.

5. All candidates are considered on the basikaif terits, qualifications and the needs of
the ESC. In each instance, the Superintendendéails having a role in the selection
process seek to recommend the best qualified applfor the job.

While the Board may accept or reject a nominatnappointment is valid only if made with the
recommendation of the Superintendent. In the chaaejection, it is the duty of the

Superintendent to make another nomination.

Employment of Retired Administrators

The Board recognizes that recruiting and retaihigiply qualified administrative personnel has
become increasingly difficult in Ohio’s competitinearketplace. Therefore the Board will, under
appropriate circumstances, offer to enter into adstriative employment agreements with
qualified retired administrators whenever practarad when such action appears to be in the best
interests of the ESC. Retired administrators negrnployed as administrators on a part-time or
full-time basis.

For purposes of this policy, a “retired adminigtrais an individual who has retired pursuant to
STRS or SERS rules and regulations.
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A gualified and licensed administrator/supervisbiovihas retired from public school service and
who is receiving retirement benefits from the Stachers Retirement System or State
Employees Retirement System may be hired as améatrator/supervisor at the Fairfield County
Educational Service Center under the following ¢bowis:

a.

Per Ohio Revised Code Sections 3307.353 and 339u8#n administrators and
supervisors retire and seek to be rehired by theddistrict into the same position, a
public notice will be given 60 days prior to thaelee-employment is to begin. This
notice must state that the administrator/superwsbibe retiring and is seeking
employment in the district. The notice will inckithe time, date and location of a
public meeting, which will take place 15 to 30 day®r to employment.

Retired administrators and supervisors seekingir@tmployment with the school
district are not subject to the public notices andsequent deadlines.

The retired administrator/supervisor shall be giftéhcredit for each year of service as
a regular public school administrator up to a tofakn (10) years. The retired
administrator/supervisor will be advanced on (Bryen the administrative salary
schedule upon the completion of each year of seasca retired administrator/
supervisor.

The retired administrator/supervisor shall, asradden of employment and by
contract in a form approved by the Board, agresatth of the following provisions
governing the terms of employment and shall agyeesatve all rights to other or
different terms or conditions of employment as othge provided by law:

1. The retired administrator/supervisor shall be erygdiounder a contract that is
good for a maximum of one year and shall have giat tio a multi-year
employment contract,

2. The employment contract extended to the retirediadtrator/supervisor
automatically expires at the end of the one-yeatract, and no formal notice of
non-renewal by the Board shall be required,

3. The retired administrator/supervisor shall not lgitde for and shall waive any
claim to employment under a continuing contrack &ésacher.

4. The retired administrator/supervisor will be eligilior Board-paid health/medical
insurance only if she/he is not eligible for coyggainder a public or private
retirement system. She/he will be eligible forestmsurances offered by the
Board, which are not available through his/her udit private retirement system.
A retired administrator/supervisor who is not ddigifor Board-paid insurance
may purchase such insurance by payment of thedstl of such insurance. He/she
will be eligible for other benefits as listed in&d Policy GCB and GCBE.
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5. The retired administrator/supervisor shall not lgilde to participate in any
retirement incentive plans that may be offeredistridt administrators and shall
not be eligible for severance pay upon leaving eyrpent.

[Adoption date: January 7, 2003]
Revised: May 3, 2005

LEGAL REFS.: Fair Credit Reporting Act; 15 USC 1681seq.
ORC 3307.353; 3309.345
3313.53
3319.02; 3319.07; 3319.11; 3319.21; 3319.22-FA1,B319.39
3323.06
OAC 3301-35-03(A)

CROSS REFS.: AC, Nondiscrimination
ACA, Nondiscrimination on the Basis of Sex
ACB, Nondiscrimination on the Basis of Disability
GBA, Equal Opportunity Employment
GBQ, Criminal Record Check
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PART-TIME AND SUBSTITUTE CERTIFIED STAFF EMPLOYMENT

All certified personnel serving as substitute teastor in part-time positions are recommended by
the ESC Superintendent for appointment by the Bodiee rates of pay for such employment are
recommended by the Superintendent and establishdeBoard.

The employment of substitute teachers is centmliaethe ESC in the office of the ESC
Superintendent. Candidates selected are recommhéndee Board for placement on the list of
approved substitutes. Assigned supervisor asstespsnsibility for the scheduling of substitutes
from the approved list as needed.

Assigned supervisor develops regulations for stulistteachers to guide them in the performance
of their duties. The regulations are approvedhgySuperintendent.

[Adoption date: January 7, 2003]

LEGAL REFS.: ORC 3317.13
3319.08; 3319.10; 3319.13

CROSS REF.: GBQ, Criminal Record Check
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CERTIFIED STAFF TIME SCHEDULES/CLASSIFIED STAFF TIMSCHEDULES

Staff Working Hours/Calendar Policy

The Fairfield County Educational Service Center &aing Board believes that the established
hours of operation for the ESC and our employeesldhoe such that they meet the needs of our
constituents, the students, teachers, adminissrataat parents of our schools. We further believe
that as a public body we need to have accountahilth our constituents. To assist in meeting
these ends, we are establishing the listed howrpearfation. While establishing these
parameters, we realize that the administration nagé the flexibility to modify these hours
when needed.

1. The ESC will have normal operating hours o80m. until 4:00 p.m.

2. All certified employees, except those assigiwetlassroom units, shall adhere to a
normal workday of seven hours of work and up to lomer for lunch. Certified
employees assigned to classroom units shall adbeéhe hours of operation as
established by the building to which they are assilg

3. Classified employees employed in the Fairflétinty ESC office shall adhere to a
normal workday of 8:00 a.m. until 4:00 p.m. Thé&ydhall consist of seven hours of
work and up to one hour for lunch. Classified emgpks assigned to classroom units
shall adhere to the hours of operation as estaaligbr the unit to which they are
assigned.

4. Variances from the established schedule muappeoved by the Fairfield County ESC
Superintendent or his/her designee in advance.

Employees who wish to vary their schedule ongaleg basis (e.g., 7:00 a.m. to 3:00
p.m. daily or for an extended number of days) shalimit a request in writing along
with the reason(s) for the request. Such requiishevgranted only if the alternate
schedule will not have an adverse effect on theleyep's job requirements. Such
requests must be resubmitted each year if thetparentinue from one year to the next.

5. The Fairfield County ESC Superintendent may #ae work schedule during the
summer, during periods when the schools are closaten need warrants it. Any
such alternative work schedules shall equal thenabnumber of hours of work per day
or week as indicated above.

6. Lunch for office employees shall not exceedr@utes in length per day. If lunch does

exceed 60 minutes during a given day, the emplskea# adjust his/her schedule to
make up the excess time.
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7. All classroom employees will adhere to theillding calendar, and all office
employees will adhere to the Fairfield County ES@&/&ning Board-adopted calendar.

[Adoption date: January 7, 2003]

Fairfield County Educational Service Center, LateaOhio



CERTIFIED STAFF DEVELOPMENT OPPORTUNITIES

Staff Development Policy

The Fairfield County ESC Board of Education shaithin its financial means, provide
opportunities for county office staff members toelep and improve their skills beyond that
which may be attained through their assigned dutisch opportunities include the following:

1.

2.

Leaves of absence for study.
Visits to other school districts to observegseams in action.
Local, area, and state meetings of professiamggnizations.

Various workshops and conferences designedpoave or develop skills and/or
understandings in the area of education.

National conferences or conventions designachpoove or develop skills and/or
understandings in the area of education.

Contingent upon the availability of funds, #hehall be a limit annually for each staff
member to use in attending approved professionatings. An additional sum for out-
of-state meetings may be used if approved, butddiece at out-of-state meetings will
be on an every three year basis.

The ESC Superintendent has the authority, vileéshe considers the meeting to be of
sufficient importance, to request representatiomfthe staff to attend a meeting.

Expenditures of the meeting shall be itemizegh as registration, travel, meals and
room costs. Room costs must be accompanied biptecd his statement, along with
the report of activities, should be presented &oTtreasurer within one week after the
professional leave.

The Superintendent or his/her designee shall ponsible for approving expenditures for staff
development activities within the limits of the appriation.

Requests for attendance at conferences which iavbleonferences out of state; 2) multiple
overnight lodging; 3) expenses exceeding $300 sleairesented to the County Board of
Education by the Superintendent for final approval.

[Adoption date: January 7, 2003]
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CERTIFIED STAFF DEVELOPMENT OPPORTUNITIES

Tuition Reimbursement Policy

The Fairfield County Educational Service Center &aing Board believes that it is vital that its
employees continue to improve their knowledge ailtsghrough continual education.

To assist employees in upgrading job-related kndggeand skills, the Fairfield County ESC
Governing Board will reimburse employees for a maxmn per contract year of four semester
hours or six quarter hours. The reimbursement bleadt a rate of $30 per quarter hour or $45
per semester hour of undergraduate credit and &ad§yarter hour or $60 per semester hour of
graduate credit.

Temporary, substitute, as-needed or summer emE®fed! not be entitled to receive tuition
reimbursement.

The employee must have the "Request for TuitiomfRarsement” form approved by the
Superintendent and obtain a purchase order befoodiraent in the course. Grade slips
indicating credit received must be submitted toTheasurer after the course is completed. A
grade of "C" or higher must be obtained for reinsiemnent to be granted. In courses that do not
carry a letter grade, passing or credit must baioétl for reimbursement.

In the event an employee attends a workshop fochwhiere is a fee, and college credits are
offered as a part of the workshop at an additiéealtuition charge), the employee may elect to
either have the ESC reimburse the workshop feer¢apd amount per year) or request tuition
reimbursement for the tuition charge. The ESC moll reimburse both the workshop fee and
tuition fee.

When a Fairfield County ESC employee resigns, aerwd Fairfield County ESC employee is
notified that he/she will not be re-employed, orewtan employee's contract is terminated by the
Fairfield County ESC Governing Board, he/she shailbe eligible to receive payment for

tuition reimbursement for any courses taken dutivag quarter or semester in which the
resignation, nonrenewal or termination is effective

The Fairfield County ESC Superintendent will detiexenwhether the course is job related. If the
course is determined to be job related, the Fadrfimunty ESC Superintendent shall approve the
request for tuition reimbursement. If the coussdetermined not to be job related, the Fairfield
County ESC Superintendent will not approve the esgtor tuition reimbursement.

If an employee does not agree with the decisiagh®fairfield County ESC Superintendent
concerning a course being job related or not, leefiséty appeal to the Fairfield County ESC
Governing Board. The decision of the Fairfield @yuESC Governing Board is final.
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Professional Leave

The following procedures and regulations shall beeoved in administering the Fairfield County
Educational Service Center Governing Board policystaff Development.

1. Criteria for Attendance at Professional Meeting

A. Wil the Fairfield County Schools benefit?

B. Is the meeting or conference appropriate fergarson making the request?
C. How much time would be lost from work?

D. Are funds available in the appropriation?

E. How many persons are requesting attendantesanteting or conference?
F. How many meetings or conferences has this pextended?

G. Can suitable arrangements be made for the gegdoschool responsibilities?

H. If out of state, how long has it been sincegheson making the request has
attended an out-of-state or national meeting?

2. Conferences

Employees desiring to attend a conference sbaliptete the form "Request for
Permission to Attend Professional Meetings or Canfees and Reimbursement for
Such" and submit it to the Fairfield County ESC &umptendent or his/her designee at
least two weeks prior to the conference. The e fCounty ESC Superintendent or
his/her designee may reject the request, appr@veetfuest or conditionally approve
the request. The Fairfield County ESC Superintehdeall use the guidelines in item
#1 in considering the request.

Requests which require Board approval must bengtédd no later than the last
Fairfield County ESC Governing Board meeting whaclcurs immediately prior to the
requested conference or meeting.
Reimbursement for expenses to conferences shathloulated as follows:
A. Transportation:

Actual cost of the ticket for airline coach clasther public transportation shall

be covered. Travel by private automobile shalidmbursable at the mileage
rate established by the Fairfield County ESC GangrBoard. If an employee is



able to choose between several modes of transiportéte least expensive
method shall be used after considering such fae®tsne, lodging, meals and
safety. If significant additional costs are in@atribecause of the employee’s
preference, such additional costs must be paitidgiployee.
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Meals

Meals which fall at times outside of the confeetime line, such as breakfast or
dinner while traveling to or from a conference, ge@erally the expense of the
employee. Exceptions to this are when the requreact!| time would be in
excess of two hours before or after the normal dayl(8:00 a.m. - 4:00 p.m.) of
the Fairfield County ESC. Lunch cost will not le@mbursed for meetings lasting
one day or less, unless the lunch cost is patefegistration fee.

All meals that are not part of the registratiea &re reimbursable only with an
accompanying receipt using the Fairfield County ESfverning Board-adopted
allowances. Banquets or luncheon meals that atepthe conference program
will be paid by the Fairfield County ESC Governidgard.

Lodging

Generally, lodging for attendance at meetingsamily be paid by the Fairfield
County ESC Governing Board for meetings which aaiel lat locations that are at
least 75 or more miles away from Lancaster. Thei€la County ESC
Superintendent may, at his/her discretion, apptbggayment of lodging for
meetings that are less than 75 miles away, if oustances warrant it.

The Fairfield County ESC Governing Board will day the cost of the single
room rates.

Registration

The registration fee for approved conferencemid by the Fairfield County ESC
Governing Board.

Expenses must be itemized for such costs &ggameals, tolls, local
transportation, etc., and submitted with receiptthe Fairfield County ESC
Treasurer upon the employee's return. Tips arahalcare not reimbursable.

Fairfield County ESC Governing Board reimbursatwill only be for actual
expenses of the Fairfield County ESC Governing B@snployees.

Professional Meeting Purchase Order AdministnaGuidelines apply to this
policy.

Travel Regulations Policy

Staff personnel who official duties require triesfeall be reimbursed according to the
following regulations:



A. The Board-approved rate of travel shall remaiaffect until such time as
modified by the Fairfield County Educational Seevicenter Governing Board.
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B. Travel expenses are limited to miles traveletiieen office and school and
between school and school.

C. Travel expenses shall also include miles teeh official business within the
county or districts served or to official meetir@gside the county.

D. Travel reimbursement shall be on a monthlys$astording to those miles
traveled as reported on the travel form providedhieyFairfield County ESC
Governing Board and presented to the Fairfield @oESC Treasurer for
payment by the last day of the month.

3. Other

A. Workshops, seminars, classes, conferencesyediired for certification, or
purely for personal gain, shall be the responsybdf the individual.

B. Alisting of conferences and persons who agenshall be made available to staff
members. Any staff member wishing specific infotima about a particular
conference may contact the person or persons viodsd a particular
conference and request information about that cené= and/or topic. Staff
members are also encouraged to share informatistafitmeetings when
appropriate.

(Approval date: January 7, 2003)
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SUPERVISION OF CERTIFIED STAFF

The Fairfield County ESC provides professional suig@n services to local systems and other

systems and/or agencies on a contract basis aveksas a supervisory liaison agency for the
state.

The Board employs specialists and other persoretagsary for the improvement of
instructional operations of the local school system

[Adoption date: January 7, 2003]
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EVALUATION OF CERTIFIED STAFF
(Teachers)

Certified Personnel Housed in ESC Office

Educational Service Center personnel undergo arapphisal in accordance with procedures
established by the Superintendent.

Personnel in Cooperative Programs

Personnel in cooperative, federal, fiscal agenoyepts or local districts undergo annual
appraisal in accordance with procedures establisiidde Superintendent.

[Adoption date: January 7, 2003]

LEGAL REFS.: ORC Chapter 4117
3319.01; 3319.11; 3319.111; 3319.16; 3319.161
OAC 3301-35-03(A)(8)

Fairfield County Educational Service Center, LateaOhio



File: GCN-2 (Also AFC-2)

EVALUATION OF CERTIFIED STAFF
(Administrators Both Certified and Classified)

The Superintendent institutes and maintains a cehgmsive program for the evaluation of
administrative personnel. Administrative persorarel all persons issued contracts in
accordance with the Ohio Revised Code, includirgftiiowing: assistant superintendents,
principals, assistant principals and all other pengl required to maintain certificates/licenses in
order to be employed as pupil-personnel workerseudational administrative specialists
(provided that such person spends less than 50%s/bier time teaching or working with
students) and any other employee whose dutiesehahlher to be considered either a
“supervisor” or “management-level employee” excldidi@m all of the employee bargaining
units. In addition, evaluations should assist amtriators in developing their professional
abilities in order to increase the effectiveneseC management.

The purpose of administrator evaluations is tosstee performance of administrators, to
provide information upon which to base employmertt personnel decisions and to comply with
the requirements of State law. All administrataes evaluated annually. In the year an
administrator’s contract does not expire, the eatadmn is completed by the end of the contract
year, and a copy is given to the administratorthéyear an administrator’s contract does expire,
two evaluations are completed, one preliminary@melfinal. The preliminary evaluation is
conducted at least 60 days prior to March 31 arat fw any Board action on the employee’s
contract. Evaluations are considered by the Baadktermining whether to re-employ
administrators.

The final evaluation includes the Superintendeintended recommendation for the contract of
the employee. A written copy of the final evaloatmust be provided to the employee at least
five days prior to the Board’s action to renew onrenew the employee’s contract. The
employee may request a meeting with the Board poiany Board action on his/her contract.
The employee may have a representative of hishwce at the meeting.

The evaluation measures the administrator’s effengss in performing the duties included in
his/her written job description and the specifigeghives and plans developed in consultation
with the Superintendent. The evaluations are coteduannually by the Superintendent/
designee.

Evaluation criteria for each position are in wintf®erm and are made available to the
administrator. The results of the evaluationskay@ in personnel records maintained in the
central office. The evaluated administrator hasright to attach a memorandum to the written
evaluation. Evaluation documents, as well as médron relating thereto, are accessible to each
evaluatee and/or his/her representative.

[Adoption date: January 7, 2003]
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EVALUATION OF CERTIFIED STAFF
(Administrators Both Certified and Classified)

To assist administrators in the development ofr thfessional abilities, to provide information
for employment decisions and to comply with manslateState law, the following procedures
are employed by the Superintendent/designee iuatragy administrative personnel.

1. Aninitial meeting is held by the Superintendgror to the school year with the
administrators to discuss specific measurable tibgscand plans for their
achievement. A statement of these objectives &tsps submitted by each
administrator to the Superintendent/designee iad@s$pecified. These objectives and
plans are written and maintained in each admiritsapersonnel file.

2. The evaluator employs the evaluation critefgctv are designed to measure the
administrator’s effectiveness in performing theiesiset forth in his/her written job
description. All administrators will be evaluatador to the end of their contract year.
The evaluator will also assess the administrafmogress in meeting plans and
objectives set for that school year. Areas oftaniding, satisfactory and poor
performance will be noted. The Superintendent mvglet with each administrator to
discuss the written evaluation. The evaluatedévisnga copy of the evaluation and has
an opportunity to discuss it with the evaluatothed second meeting.

3. An ongoing dialogue concerning the administtatobjectives will continue and the
evaluator and evaluatee will meet as needed oested.

4. For those employees whose contracts are egptithe end of the current school year,
two evaluations must be completed. A preliminargleation must be received by the
employee at least 60 days prior to any Board aaiothe employee’s contract. A final
evaluation must include the Superintendent’s indelngecommendation for the contract
of the employee. A written copy of the final ewation must be provided to the
employee at least five days prior to the Boardigoado renew or nonrenew the
employee’s contract.

5. The employee may request a meeting with thedpaor to any Board action on
his/her contract. The employee may have a reptasen of his/her choice at the
meeting.

6. Administrators are automatically re-employethdy are not evaluated according to
State law or provided a meeting, if requested touss their renewal or nonrenewal.

7. All evaluation criteria, procedures and writjeh descriptions are reviewed annually by
the Superintendent/designee and revised as negessar

Fairfield County Educational Service Center, LateaOhio
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REDUCTION IN CERTIFIED STAFF WORK FORCE

The Board may reduce the number of teachers umoretbrn to duty of regular teachers after
leaves of absence, suspension of schools, tealitwranges affecting the ESC or reduction in the
total number of students the Board is requiredrtwipe with service or reduction in the total
level of service the Board is required to provideler all interdistrict contracts as a result of the
termination or nonrenewal of one or more of thes#racts.

The Board may reduce the number of administratpos ihe return to duty of administrators
after leaves of absence, suspension of schoalgoter changes affecting the ESC, financial
reasons or reduction in the total number of stusltre Board is required to provide with service
or reduction in the total level of service the Bber required to provide under all interdistrict
contracts as a result of the termination or norwahef one or more of these contracts.

Reduction in force may occur if a local districtbenes a city district.

[Adoption date: January 7, 2003]

LEGAL REF.: ORC 3319.17
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REDUCTION IN CERTIFIED STAFF WORK FORCE

When the Board determines that it is necessargdoae the number of certified staff positions,
the following procedures shall apply.

1.

To the extent possible, the number of staff lmens affected by a reduction in force will
be minimized by not employing replacements forfstefmbers who retire, resign or
whose contracts are not renewed for reasons dthrrreduction in force.

Reductions needed beyond those resulting fttmitian are made by suspending or
nonrenewing contracts. Those contracts to be sdgoeare chosen as follows.

A.

All staff members are placed on seniority lis&eniority is defined as the length
of continuous service in the ESC. Seniority isintgrrupted by authorized
leaves of absence.

Reductions shall be made with preference bgiwen first to staff members with
continuing contracts and secondly to seniority.

If two or more staff members have the sametkeafjcontinuous service,
seniority will be determined by:

1) the date of the Board meeting at which th# stamber was hired,;

2) next, by the date on which the staff membgmel his/her initial contract in
the ESC (in the event two or more staff memberew@ed on the same
date) and

3) then, the date on which the staff member stibththe first completed job
application within the two-year period preceding #ffective date of the staff
member’s first contract with the Board, if the det&nown.

If a tie remains after steps 1, 2 and 3, the Baf@mdent decides which contract is
suspended.

The names of staff members whose contractsusggended in a reduction-in-force
action are placed on a recall list for up to 12 therirom the date of the reduction.
Staff members on the recall list have the followiggnts.

A.

No new staff members will be employed by theRbwhile there are staff
members on the recall list who are certified/lichso fill the vacancy.

Staff members on the recall list are recaltedrder of seniority for vacancies in
areas for which they are certified/licensed.
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C. If avacancy occurs, the Board will send amoaimcement via certified mail to the
first known address of all staff members on thaltdist who are qualified
according to these provisions. It is the staff rherts responsibility to keep the
Board informed of his/her current address. Alffsteembers are required to
respond in writing to the ESC office within sevetendar days. The most senior of
those responding is offered the vacant positiony gtaff member who fails to
accept the position within seven calendar day®israll recall rights.

D. A staff member on the recall list, upon acaeepe of the notification to resume
active employment status, returns to active empestatus with the same
seniority, accumulation of sick leave and salahesitile placement as he/she held
at the time of layoff. A staff member on the rédiat who is unemployed and does
not otherwise have group insurance coverage availahy continue to participate
for up to 18 months in those benefits which arevigied to staff members in active
employment, provided that the staff member pay®2d @& such benefits.

(Approval date: January 7, 2003)
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RESIGNATION OF CERTIFIED STAFF MEMBERS

Any certified staff member who has a contract @ffecfor the next school year is permitted to
resign prior to July 10, preceding that year. Aftat time, the consent of the Board must be
given before a staff member may resign his/hertjposi A teacher or administrator who resigns
after July 10 is subject to certification sanctiamposed by the State Board of Education.
Resignations are submitted to the Superintendemrésentation to the Board.

[Adoption date: January 7, 2003]

LEGAL REFS.: ORC 3319.02; 3319.15
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CERTIFIED STAFF SEVERANCE PAY

All employees covered by the Revised Code, sta@hid, who present evidence of disability or
service retirement from the State Teachers Retine®@gstem or the School Employees
Retirement System, shall at the time of disabditygervice retirement be eligible for severance
pay for unused, accrued sick leave according tdal@ving provisions:

1.

10.

11.

To be eligible, the employee must retire frastive service with the Fairfield County
Educational Service Center. Retirement is defexedither disability or service
retirement.

The employee must have a minimum of 10 yeasgofice in education in the state of
Ohio.

To be eligible for severance pay, the emplagest apply in writing, using the form
"Application for Payment of Severance Pay," norlgitean 60 days after the last paid
date of service with the Fairfield County ESC.

The application for severance pay must be apeoied by an appropriate document
from the retirement system indicating the numbeyeafrs of retirement credit allowed
by that system.

Contributions to the retirement systems foesance pay will not be made by either the
Board or the employee.

Severance pay will be paid in one installmerade within 60 days after the employee
has complied with the procedures listed in numideoflthis policy.

Payment shall be made only upon disabilityspvise retirement and is not authorized
in the event of death of the employee prior to odpproval of the application for
retirement by the appropriate retirement system.

In the event of death of an employee who hdshisher application for retirement
approved by the appropriate retirement system dralivas filed the appropriate
application for severance pay with the Treasurayment will be made to the legal
heir(s).

Payment shall be subject to all legal dedustion

Payment of severance pay for unused accrakdesive shall eliminate all accrued but
unused sick leave of the employee.

Severance pay shall be one-fourth (1/4) okthployee's accrued but unused sick leave
credit or shall not exceed a maximum of 40 days.



12. Payment shall be based upon the employedyshdaie rate of pay at the time of
retirement. This rate will be calculated by divigithe employee's annual salary by the
number of contract days.
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13. This policy does not offer retroactive berseftt employees who have retired prior to its
effective date.

14. Procedures:

A.

B.

Complete the form " Application for Payment3d#verance Pay."

Submit the above completed form, along witkttel of resignation confirming
intent to retire, to the Treasurer.

Complete the appropriate forms for retiremdattimed from the appropriate
retirement system.

When obtained, submit verification of approfalretirement by the appropriate
state retirement system.

Upon receipt of all required forms and verificas, the Treasurer will present the
request for payment of severance pay to the Fairieunty ESC Governing
Board.

The payment will be made within 60 days aftemis 14-A through 140-E have
been completed.

[Adoption date: January 7, 2003]

Fairfield County Educational Service Center, LateaOhio
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SUSPENSION AND TERMINATION OF CERTIFIED STAFF MEMBES

Suspension

The Board may suspend a certified staff memberipgrfthal action to terminate his/her contract
if, in its judgment, the character of the chargesrants such action.

Termination

The contract of a certified staff member may benteated for gross inefficiency or immorality,

for willful and persistent violations of reasonabégulations of the Board or for other good and
just cause. Before terminating any contract, tbarB furnishes the certified staff member a
written notice signed by the Treasurer of its ititemto consider termination of his/her contract
and specification of the grounds for such consittama The Board informs the certified staff
member of his/her right to request a hearing byBibard or by an independent referee. At such a
hearing, both parties may be represented by coansigbresent and cross-examine witnesses. A
stenographic record of the proceedings is madé¢er Alie hearing, the Board makes its
determination by majority vote. Any order of tenmaiion of a contract states the grounds for
termination.

If the suspension or termination is based in wioole part on the results of a consumer report (as
that term is used in the Fair Credit Reporting Attt Board furnishes the certified staff member
with pre-adverse action and adverse action notegsired by the Fair Credit Reporting Act.
Teachers may only be suspended or terminated tineléerms of the collective bargaining
agreement and/or State law.

[Adoption date: January 7, 2003]

LEGAL REFS.: Fair Credit Reporting Act; 15 USC 168&1seq.
ORC 124.36
3319.02; 3319.11; 3319.16; 3319.161; 3319.17

CROSS REF.: GBQ, Criminal Record Check
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CLASSIFIED STAFF POSITIONS
All classified staff positions are created onlywilhe approval of the Board. It is the Board’s
intent to maintain a sufficient number of positidasaccomplish its goals and objectives.

Before any new position is established, the Suparaent presents for the Board’s approval a job
description for the position.

Although positions may remain temporarily vacamtth@ number of persons holding the same
type of position may be reduced in the event ofiregl staff reduction, only the Board abolishes
a position which it has created.

The Superintendent keeps all job descriptions atilaed presents recommended changes to the
Board for approval.

[Adoption date: January 7, 2003]

LEGAL REFS.: ORC 124.11; 124.18; 124.34
3319.081
OAC 3301-35-03
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CLASSIFIED STAFF CONTRACTS AND COMPENSATION PLANS

Contracts

All newly hired, regular classified staff employeg®luding regular hourly rate and per diem
employees, enter into written contracts for theipyment, which are for a period of not more
than one year. If such employees are rehiredeagiid of their first contracts, their subsequent
contracts are for periods of two years.

After the expiration of the two-year contract,hietcontract of an employee is renewed, the
employee receives a continuing contract. The galavided in the contract may be increased
but not reduced unless such reduction is a patuwfiform plan affecting the classified staff
employees of the entire ESC.

Compensation Plans

In determining and developing salary scheduleslfssified staff other than administrators, the
Board considers the responsibilities of the posijttbe qualifications needed, past experience of
the individual and years of service credit.

Salaries for classified staff are reviewed andistaed by the Board upon the recommendation
of the Superintendent.

In compliance with State law, employees are natifrewriting by July 1 of their salary for the
following school year.
[Adoption date: January 7, 2003]
LEGAL REFS.: ORC Chapter 124
3317.12
3319.081-3319.083; 3319.088

CROSS REF.: GDB, all subcodes (relating to compersa

Fairfield County Educational Service Center, LateaOhio



CLASSIFIED STAFF SALARY SCHEDULES

The Board develops salary schedules which:

1. adequately provide for the retention of thdsssified staff employees who are
rendering satisfactory and efficient service ingbkool system and

2. provide employees with a financial projectignifdicating the salary which may be
provided by a salary schedule.

Such schedules take into account the qualificatiegsired, the responsibilities of the position
and work experience. Initial placement on the dakeemay take into consideration the
employee’s previous experience.

An employee must serve two-thirds of his/her patacwork year in order to qualify for the
yearly increment on a salary schedule.

In compliance with law, employees are notified intiwg by July 1 of their salaries for the
ensuing year.

[Adoption date: January 7, 2003]

LEGAL REFS.: ORC 3317.12
3319.081; 3319.082; 3319.083; 3319.088
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CLASSIFIED STAFF FRINGE BENEFITS

In addition to basic salary, benefits are recoghizgthe Board as an integral part of the total
compensation plan for staff members. The benefitsnded to eligible classified staff employees
are designed to promote their present and futuwweauic security.

Eligible Employees

All regularly contracted or salaried employees \@h® employed for at least .50 FTE (full time
equivalency) will be eligible for insurance bengfilnless coverage is provided by another agency
by contractual agreement. Temporary or as-neeagdbgees will not be eligible for insurance
benefits. FTE is defined as 185 days. All empésy@ho are contracted for 185 days or more

will receive the maximum Governing Board contriloatito each individual premium. Those
employed for less than 185 days, but more thaf3@5 days, will receive premium

contributions on a prorated basis equal to thegm¢age of time employed multiplied by the
maximum benefit.

Re-hired retirees are not eligible for any insuesnihirough the Fairfield County ESC that are
offered through their retirement system.

All Governing Board members are eligible for insura benefits at their own expense.

[Adoption date: January 7, 2003]
Revised: August 2, 2005

LEGAL REFS.: ORC 9.83; 9.90
3313.20-3313.211
3319.084-3319.087; 3319.141; 3319.142
3917.04
4123.01
4141.29; 4141.291

CROSS REF.: El, Insurance Management
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CLASSIFIED STAFF FRINGE BENEFITS/CERTIFIED STAFF NRGE BENEFITS

The Fairfield County Educational Service Centet imlplement a program to provide such
benefits will be at the discretion of the Fairfi€@dunty Educational Service Center Governing
Board. The determination of the carrier(s) to mtewvsuch benefits will be at the discretion of the
Board. Determination of the amount of Fairfielduity ESC Governing Board paid premiums
for provided benefits will be at the discretiontloé Fairfield County ESC Governing Board.

Insurance coverages will include:

1.

Hospitalization and Major Medical

Each eligible employee will be afforded the ogpoity to elect to be included in the
group health program with either single or famibwerage. Coverage will be provided
by a suitable carrier of the Fairfield County ESGv&rning Board's choice.

If a husband and wife are both eligible employéas Fairfield County ESC Governing
Board will contribute the sum of the adopted FaldiCounty ESC Governing Board
amount for a family plan, plus an additional amoemal to the lesser of the Fairfield
County ESC Governing Board's share of a single ptahe employee's share of a
family plan.

Life Insurance

The Fairfield County ESC Governing Board will gag full amount of the premium
for group term life insurance for all eligible erapées. Coverage amount is at the
discretion of the Fairfield County ESC Governingaiih

Dental Insurance

Dental insurance will be provided at the Faidi€ounty ESC Governing Board's cost
to eligible employees, as per the guidelines figilde employees.

Vision Insurance

Vision insurance will be provided at the Fairdi€@ounty ESC Governing Board's cost
to eligible employees, as per the guidelines fgilde employees.

(Approval date: January 7, 2003)
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CLASSIFIED STAFF LEAVES AND ABSENCES

Leaves and absences granted to the classifiedaséafbr the purposes of helping them maintain
their physical health, taking care of family andeatpersonal emergencies and discharging
important and necessary obligations.

All requests for long-term leaves of absence abestied by the Superintendent, together with
his/her recommendations, to the Board for its actio

[Adoption date: January 7, 2003]

LEGAL REFS.: Family and Medical Leave Act; 29 USE12 et seq.
ORC 124.38-124.39
3313.20; 3313.211
3319.13; 3319.141,; 3319.143

CROSS REF.: GBR, Family and Medical Leave
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CLASSIFIED STAFF LEAVES AND ABSENCES/
CERTIFIED STAFF LEAVES AND ABSENCES

Personal/Emergency Leave Policy

The Fairfield County Educational Service Center &aoing Board believes that there are
situations which arise where an employee needs tuffwork for a legitimate reason but that
reason may not fall into the realm of sick leaB®cause of this belief, the Fairfield County ESC
Governing Board has established this personal/eaneygeave policy.

Personal/Emergency leave is not designed to bed'dsalys of vacation" but is to be used
primarily for business matters or other circumséahat cannot be scheduled outside of the
school day or handled by making alternate arrang&sneReasons for planned
personal/emergency leave need not be given if stg@ee submitted in accordance with item #2.
If the requests are in accordance with #3, reasbal be given.

It is the employee's responsibility to ensure #iigprofessional obligations are covered or
accounted for on any day that he/she takes a parsorergency leave day.

1. Each full-time employee of the Fairfield Cout$C shall be entitled to
personal/emergency leave not to exceed three dagath year, July 1 through June
30. Less than full-time employees and employeeitafter the beginning of the
contract year shall be entitled to personal leavegped to the time actually worked
based on the rate of .25 personal days per ma@kgmeeded, hourly employees are not
eligible for personal days.

2. All requests for personal/emergency leave rhash writing and in the hands of the
Superintendent or an administrative employee dessghby him/her, at least 48 hours
before the time requested for such leave (excemrfergency personal leave as
defined in #3 below).

3. The Superintendent may orally grant emergeecygnal leave for accidents, road
conditions or transportation problems, death @lative or friend, or home problems
such as utility malfunctions, fires, etc. In energy situations, the absence form shall
be filled out after the employee returns to wofkhe reason for the emergency leave,
and any arrangements needed to cover work-reldtigghtions for the time of the
emergency leave, shall be communicated to the Bueedent at the time of the
request.

4. Personal/Emergency leave will not be cumulatidewever, any unused
personal/emergency leave days will be convertesictoleave days at the end of each
contract year, with the maximum number of sick dagsto exceed the maximum
accumulated sick days allowed by Board policy.
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Personal/Emergency leave days shall not beebagainst sick leave earned.

Personal/Emergency leave days may be usedkadasis only when all accumulated
sick leave days have been exhausted.

Classroom personnel may not use a persona dmythe day before or the day after a
scheduled holiday break.

The Superintendent of the Fairfield County E&Can administrative employee
designated by him/her, shall be the final authantthe granting of personal/emergency
leave.

Sick Leave Policy

1.

There shall be 15 days of sick leave per scheal for each employee of the Fairfield
County Educational Service Center Governing Bo&thployees who render part-
time, seasonal, intermittent, per diem, or houelywge shall be entitled to sick leave
for the time actually worked at the same rate asdhanted to full-time employees.

The basis for determining the number of days & kave shall be 1.25 days per month
for 12 months. The sick leave shall be cumulativa maximum set by Board action
(200 days).

At any time an employee has no accumulated sigkd and has need of such, five days
will be advanced to that employee. Sick leave Wwiscadvanced will be charged to any
subsequent accumulation.

If a person is employed during the school yeefsline shall be credited with days of
sick leave in proportion to the fractional parthig/her term which remains at the rate
of 1.25 days per month.

Proof of iliness or of absence for other reasonst be established with the Fairfield
County ESC Superintendent.

Each absence must be explained on a form provided

Each employee absent more than five consecusiye ihay be required to furnish a
satisfactory written, signed statement listingrlaene and address of the attending
physician and the dates when he/she was consolfedtify the use of sick leave. This
is to be interpreted to also include absence asudtrof personal iliness or injury in the
immediate family, and filing of such absence refpgran employee shall be a
certification by him/her that the facts and stateta€ontained in said report are true
and correct. Falsification of a statement is gosufor suspension or termination of
employment under the Ohio Revised Code.
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3.  An employee may use a part or all of the acdated leave before 200 days. After any
period of acceptable absence as described inithisemve plan, the leave can again be
built up to the maximum of 200 days by regularradence. Employees, upon approval
of the responsible administrative officer of therfi@d County ESC, may use sick
leave for pregnancy, injury, exposure to contagetigease which could be
communicated to others, and for absence due &s8lnnjury, or death in the
employee's immediate family. Immediate family sbalinterpreted to include parents,
brothers, sisters, children, grandchildren, graneita, spouse, father-in-law, mother-
in-law, sister-in-law, brother-in-law, daughterfaw, son-in-law or anyone living in the
same household.

4. An employee planning to request a leave ofraiesbecause of disability resulting from
iliness, injury or pregnancy shall make his/heuesi in writing, accompanied with a
statement from his/her doctor indicating the naturé expected duration of the
disability. This request should be made as earlyassible. For the purpose of this
provision, disability resulting from iliness, injuor pregnancy is the period during
which the employee is not physically and/or emalbncapable to perform all the
duties and functions of his/her position. Thisibamg date of disability and the
termination of disability shall be established hytien statement of the employee’s
doctor. Verification of continuing disability mdoe required by the Fairfield County
ESC Superintendent, upon written notice to the eygd.

5. An employee who transfers from a public agdnadye Fairfield County ESC shall be
credited with the unused balance of his/her accatioul up to 200 days, provided that
such reemployment takes place within 10 yearsefitite of the last termination from
public service.

6. Any employee who uses all his/her accumulaigdieave may substitute unused
personal, emergency, or other form of leave praVvide under the Ohio Revised Code.

7. According to the Ohio Revised Code, the Fdidfléounty ESC Governing Board shall
continue to carry, on payroll records, all schanpéoyees whose sick leave has been
exhausted, or who are on disability leave of abseocwho are on an approved leave
of absence, for the purpose of group term lifepitazation, surgical and major
medical insurance coverage. The Board may pay g@éart of such coverage except
when employees are on an approved leave of absemrea disability leave of absence
for a period exceeding two years.

8. Any employee absent from work in excess ofniln@ber of sick leave or other
authorized leave days accumulated by the empldyaéreceive a salary deduction

calculated by dividing the number of days in thepkapee’s duty year into the gross
annual salary, thus arriving at the per day deducti
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Leave of Absence Policy

Upon written request to the Fairfield County Eduaal Service Center Superintendent, the
Fairfield County Educational Service Center GovwegriBoard may grant a leave of absence for
educational, professional, personal, or other meppand shall grant such leaves where illness
or other disability is the reason for the requeiit.leaves of absence will be without pay.

Leaves of absence for any purpose, other thanamyilgervice, may be granted for not more than
two years. If the leave commences during the eft@alendar year, the normal duration of the
leave will be until the end of the same office yebr unusual circumstances, the leave may be
extended to the maximum of two full years.

The Fairfield County ESC Governing Board cannotrgotee the return of the employee to the
assignment held prior to the leave; however, effaitl be made to return the employee to a
comparable position.

If a leave expires at the end of the fiscal yeare@ployee on leave of absence shall notify the
Fairfield County ESC Superintendent by May 1 ath@&r intent to return, or if the leave expires
at any other time, the employee shall notify thefleédd County ESC Superintendent at least 30
days prior to the expiration as to their intentdturn.

Upon the return of an employee from leave, the egmpént of any person hired to fill the
position of the employee on leave will be termidatgthout further action by the Fairfield
County ESC Governing Board. The expected termmgdleyment of all such substitute
employees will be clearly identified in written dooentation provided to the substitute, with a
clear statement that with the return of the regetaployee, the substitute's employment will end.

An employee returning from a leave of absence $tgafilaced on the same pay step that he/she
left on the existing pay scale. Employees retytitom leave granted for iliness or disability
may be required to submit evidence of ability tof@en the normal duties of employment.

(Approval date: January 7, 2003)
Revised: July 2, 2007 Sick Leave Policy
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CLASSIFIED STAFF VACATIONS AND HOLIDAYS

Vacations

Certain classified staff personnel employed on arll2 month basis receive vacation during the
contract year.

The Superintendent gives final approval of vacasicmedules for the classified staff. It is his/her
responsibility to see that vacations are schedsietthat the least interference with the operation

of the schools results. A written request for vacais submitted to the Superintendent for
approval.

Holidays
The school calendar, as adopted by the Board,les$tab the ESC recess periods and holidays for
all classified staff employed on a school-year fasi

[Adoption date: January 7, 2003]

LEGAL REFS.: ORC 1.14
3319.084; 3319.086; 3319.087
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CLASSIFIED STAFF VACATIONS AND HOLIDAYS/
CERTIFIED STAFF VACATIONS AND HOLIDAYS

Vacation

1.

It is the belief of the Fairfield County Educatal Service Center Governing Board that
vacation is an important factor in assisting fulk¢ employees to perform their
assigned duties. Vacation gives the full-time eoyeé the opportunity to renew
themselves, and thus, do a better job.

The Fairfield County ESC Governing Board, therefarges employees to use their
accumulated vacation time each year, if at all jpbess

Vacation days will be earned in accordance with policy.

Vacation days as described in this policy agsdhat an employee is entitled to be
away from work and are in addition to the regulanwork days or holidays as
established by the Fairfield County ESC Governiogid.

Experience for calculating the number of vacatiags due to an employee will be
based on the recognized accumulated experiencdl@s:

Number of years employed by any chartered sattistrict in the state of Ohio, or
employed by the state or other political subdivisio

Twelve-month full-time employees will earn vaca days as follows:

A. Ten workdays of paid vacation shall be accutedaach contract year for the
first five years of recognized accumulated emplaytne

B. Fifteen workdays of paid vacation shall be awglated for each contract year for
the sixth through the iyear of recognized accumulated employment.

C. Twenty workdays of paid vacation shall be acglated for each contract year
after the 18 year.

Eleven-month, full-time employees will earn &aon days in accordance with their
recognized accumulated experience.

For the purpose of calculating years of expegamnuder this section (section 4), only
experience under an 11 or more month contracthgilised in determining years of
service. Such service must have been with the stainother political subdivision and
must have immediately preceded service to this mavg board
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Ten workdays of paid vacation shall be accuteaaach contract year for the
first 10 years of recognized accumulated employment

Fifteen workdays of paid vacation shall be aeglated for each contract year for
the 11" through the 20 year of recognized accumulated employment.

Twenty workdays of paid vacation shall be acalated for each contract year
after the 28 year.

Accumulation and Carryover Provisions

An employee may accumulate up to a maximum ofdé&@ent, or 1 1/2 times the
number of vacation days that he/she is eligibledfarng his/her current contract year.

Any unused vacation days will be carried ovenfrone year to the next within the
above 150 percent restriction.

Any vacation days earned in excess of the maxirpamitted accumulation will be
forfeited.

Payment for Unused Vacation Time at Separafdemployment

A.

Certified Employees

No payment shall be made to any certified stadimber for accumulated but
unused vacation days at the point of separati@mgfloyment from the Fairfield
County ESC. Any accumulated but unused vacatigs dae to an employee at
the time of separation shall be forfeited.

Classified Employees

In accordance with ORC, full-time, non-certifiechployees shall be paid for
accrued but unused vacation leave accumulatedgitienlast two years of
employment immediately preceding separation, physpsiorated days earned
during the contract year in which separation tgkase.

Use of Vacation Time

A.

Any employee may use earned vacation time giproval in advance by the
Fairfield County ESC Superintendent.

The Fairfield County ESC Superintendent andfieddl County ESC Treasurer
may use earned vacation time at their discretion.
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8. Payment of Accrued and Unused Vacation Timeaduhe Death of an Employee

Payments of accrued, unused vacation time upodehth of an employee under
contract to the Fairfield County ESC Governing Bbaill be as follows:

A. Certified Employees

Upon the death of any certified employee, anywext and unused vacation leave
accumulated during the current contract year irctvithe death takes place shall
be paid to the surviving spouse or other family raemn accordance with the

law.

B. Classified Employees
Upon the death of a classified employee, anyusctand unused vacation leave
accumulated for the two years immediately precethegemployee's death, plus
any prorated days earned during the contract yeahich the death takes place,

must be paid to the surviving spouse or other famgmber in accordance with
the law.

(Approval date: January 7, 2003)
Revised: August 2, 2005
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CLASSIFIED STAFF RECRUITING/POSTING OF VACANCIES

The recruitment and selection of suitable cand&l&depositions is the responsibility of the
Superintendent, who confers with principals anetpsupervisors before making a selection. An
employee may apply for any vacancy for which heistgualified.

All appointments to the classified staff are mageéhe Superintendent, subject to confirmation by
the Board. In making these appointments, the Supadent carefully observes all pertinent laws
as well as any regulations which may be approvea fime to time by the Board.

The Board fixes conditions of employment as welvages, hours and other benefits for
classified staff members upon the recommendatigheoSuperintendent or as determined by the
negotiated agreement.

[Adoption date: January 7, 2003]

LEGAL REFS.: Fair Credit Reporting Act; 15 USC 168&1seq.
ORC Chapter 124
3319.04; 3319.081 et seq.
3327.10
4141.29
OAC 3301-35-03(A)

CROSS REFS.: AC, Nondiscrimination
GBA, Equal Opportunity Employment
GBQ, Criminal Record Check
GCC, Certified Staff Recruiting
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CLASSIFIED STAFF HIRING

The Board shall approve the employment, fix the pensation and establish the term of
employment for each person employed by this ES@:h&pproval shall be given only to those
candidates for employment recommended by the Supadent. When any recommended
candidate has been rejected by the Board, the @Btgraatent shall make an alternate
recommendation.

The Board staff will process all applications fonoyment in the manner specified hereinafter.

Relatives of Board members may be employed by treedB provided the member of the Board
involved does not participate in any way in thecdssion or vote.

Any employee's misstatement of fact, material talijgations for employment or the
determination of salary, shall be considered by Board to constitute grounds for dismissal.

The employment of classified employees prior torapal by the Board is authorized when their
employment is required to maintain continuity afvéees in the ESC. Retroactive employment
shall be recommended to the Board at the next ntgeti

The administration may administer such screenists t@s may bear upon the candidate's ability
to perform the tasks for which he/she is being cersd.

The administration shall seek such recommendafrons former employers and others as may
be of assistance in assessing the candidate'sicatadins. Such records shall be retained
confidentially and for official use only.

All candidates shall be recruited specifically floe position of intent, with equal opportunity
given to all in compliance with all State and Fediéaws.

1. Newly hired regular employees shall be givenmore than a one-year limited
contract. Such contract shall be written to expmehe succeeding July 31.

2. If the employee is re-employed, the limitedtcact shall be for a period of two years.
3. At the termination of the two-year contractsuich contract is renewed, the employee
shall be employed on a continuing contract.

[Adoption date: January 7, 2003]

CROSS REFS.: AC, Nondiscrimination/Harassment
GBA, Equal Opportunity Employment
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PART-TIME, TEMPORARY AND SUBSTITUTE CLASSIFIED STAFEMPLOYMENT
The names of potential substitute personnel angak#ions in which they may substitute shall
be maintained in the office of the Superintendent.

Relatives of Board members may be employed by treedB provided the member of the Board
involved does not participate in any way in thecdssion or vote.

The initial employment of substitute employees ptoapproval by the Board is authorized when
their employment is required to maintain continaifyservices in the ESC. Retroactive
employment shall be recommended to the Board atékemeeting.

[Adoption date: January 7, 2003]

LEGAL REFS.: ORC 124.27
3319.081; 3319.141
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CLASSIFIED STAFF ORIENTATION
Administrators of the ESC are responsible for thentation of new classified staff personnel so
that they may clearly understand:
1. the responsibilities of the position to whibtley have been assigned;
2. the person or persons to whom they are diregfigonsible;
3. the objectives of the department to which theyassigned and

4. how to acquire professional and technical tesi® when needed.

[Adoption date: January 7, 2003]
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CLASSIFIED STAFF ASSIGNMENTS AND TRANSFERS
Responsibility for the assignment and transfedadsified employees shall be vested in the
Superintendent.
The Superintendent provides for a system of volyrttansfers.

[Adoption date: January 7, 2003]

LEGAL REFS.: ORC 124.32
OAC 3301-35-03(A)
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CLASSIFIED STAFF TIME SCHEDULES

Staff Working Hours/Calendar Policy

The Fairfield County Educational Service Center &aing Board believes that the established
hours of operation for the Fairfield County Educaél Service Center and our employees should
be such that they meet the needs of our constguttg students, teachers, administrators and
parents of our schools. We further believe tha pablic body we need to have accountability
with our constituents. To assist in meeting theysds, we are establishing the listed hours of
operation. While establishing these parameterggaize that the administration must have the
flexibility to modify these hours when needed.

1. The Fairfield County ESC will have normal ogerg hours of 8:00 a.m. until 4:00 p.m.

2. All certified employees, except those assigiwetlassroom units, shall adhere to a
normal workday of seven hours of work and up to lomer for lunch. Certified
employees assigned to classroom units shall adbeéhe hours of operation as
established by the building to which they are assilg

3. Classified employees employed in the Fairflétinty ESC office shall adhere to a
normal workday of 8:00 a.m. until 4:00 p.m. Thé&ydhall consist of seven hours of
work and up to one hour for lunch. Classified emgpks assigned to classroom units
shall adhere to the hours of operation as estaaligbr the unit to which they are
assigned.

4. Variances from the established schedule muappeoved by the Fairfield County ESC
Superintendent or his/her designee in advance.

Employees who wish to vary their schedule ongaleg basis (e.g., 7:00 a.m. to 3:00
p.m. daily or for an extended number of days) shalimit a request in writing along
with the reason(s) for the request. Such requiishevgranted only if the alternate
schedule will not have an adverse effect on theleyep's job requirements. Such
requests must be resubmitted each year if thetparentinue from one year to the next.

5. The Fairfield County ESC Superintendent may #ae work schedule during the
summer, during periods when the schools are closaten need warrants it. Any
such alternative work schedules shall equal thenabnumber of hours of work per day
or week as indicated above.

6. Lunch for office employees shall not exceedr@utes in length per day. If lunch does

exceed 60 minutes during a given day, the emplska# adjust his/her schedule to
make up the excess time.
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7. All classroom employees will adhere to theillding calendar, and all office
employees will adhere to the Fairfield County ES@&/&ning Board-adopted calendar.

[Adoption date: January 7, 2003]
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CLASSIFIED STAFF EXTRA DUTY

Compensatory Time

Time that is to be worked and accrued as compenysttae is to be approved by the
Superintendent at least 48 hours in advance dfrtieeto be worked, except in an emergency
situation.

Accumulation of compensatory time will be limite@l240 hours. Compensatory time will be
accumulated at time-and-a-half. Employees willm®paid for unused compensatory time upon
separation of employment.

Compensatory time may be accrued when an employsework more than their contractual
work week for any given week; 35 hours in the aafse full-time employee. Time for which an
employee is compensated for sick, vacation andmsgmal leave, but does not actually work, will
not be computed as “hours worked” for purposesetéminining eligibility for compensatory time
off.

If an employee chooses to work on a scheduled nkdmy, as per the office calendar,
compensatory time may be earned following preamdroegardless of the number of hours
worked in that week.

[Adoption date: January 7, 2003]
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CLASSIFIED STAFF DEVELOPMENT OPPORTUNITIES
Classified staff training and development is edaktu the efficient and economical operation of
the schools.
All classified staff employees are encouraged tavgn job skills and to take additional training
which improves their skills on the job. Supervsassist in the training of classified staff
assigned to their respective buildings.
The Superintendent may grant absences to attenghg®econventions, conferences or

workshops of local, state or national associatiwhgh serve to advance the welfare of the ESC
through the upgrading and strengthening of the sugervice.

[Adoption date: January 7, 2003]

LEGAL REF.: OAC 3301-35-03
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CLASSIFIED STAFF DEVELOPMENT OPPORTUNITIES

Tuition Reimbursement Policy

The Fairfield County Educational Service Center &aing Board believes that it is vital that its
employees continue to improve their knowledge ailtsghrough continual education.

To assist employees in upgrading job-related kndggeand skills, the Fairfield County ESC
Governing Board will reimburse employees for a maxmn per contract year of four semester
hours or six quarter hours. The reimbursement bleadt a rate of $30 per quarter hour or $45
per semester hour of undergraduate credit and &ad§yarter hour or $60 per semester hour of
graduate credit.

Temporary, substitute, as-needed or summer emE®fed! not be entitled to receive tuition
reimbursement.

The employee must have the "Request for TuitiomfRarsement” form approved by the
Superintendent and obtain a purchase order befoodiraent in the course. Grade slips
indicating credit received must be submitted toTtheasurer after the course is completed. A
grade of "C" or higher must be obtained for reinsiemnent to be granted. In courses that do not
carry a letter grade, passing or credit must baioétl for reimbursement.

In the event an employee attends a workshop fochwhiere is a fee, and college credits are
offered as a part of the workshop at an additiéealtuition charge), the employee may elect to
either have the ESC reimburse the workshop feer¢apd amount per year) or request tuition
reimbursement for the tuition charge. The ESC moll reimburse both the workshop fee and
tuition fee.

When a Fairfield County ESC employee resigns, aerwd Fairfield County ESC employee is
notified that he/she will not be re-employed, orewtan employee's contract is terminated by the
Fairfield County ESC Governing Board, he/she shailbe eligible to receive payment for

tuition reimbursement for any courses taken dutivag quarter or semester in which the
resignation, nonrenewal or termination is effective

The Fairfield County ESC Superintendent will detiexenwhether the course is job related. If the
course is determined to be job related, the Fadrfimunty ESC Superintendent shall approve the
request for tuition reimbursement. If the coussdetermined not to be job related, the Fairfield
County ESC Superintendent will not approve the esgtor tuition reimbursement.

If an employee does not agree with the decisiagh®fairfield County ESC Superintendent
concerning a course being job related or not, leefiséty appeal to the Fairfield County ESC
Governing Board. The decision of the Fairfield @yuESC Governing Board is final.
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Professional Leave

The following procedures and regulations shall bgeoved in administering the Fairfield County
Educational Service Center Governing Board policystaff Development.

1. Criteria for Attendance at Professional Meeting

A. Wil the Fairfield County Schools benefit?

B. Is the meeting or conference appropriate fergarson making the request?
C. How much time would be lost from work?

D. Are funds available in the appropriation?

E. How many persons are requesting attendantesanteting or conference?
F. How many meetings or conferences has this pextended?

G. Can suitable arrangements be made for the gegdoschool responsibilities?

H. If out of state, how long has it been sincegheson making the request has
attended an out-of-state or national meeting?

2. Conferences

Employees desiring to attend a conference sbaliptete the form "Request for
Permission to Attend Professional Meetings or Canfees and Reimbursement for
Such" and submit it to the Fairfield County ESC &umptendent or his/her designee at
least two weeks prior to the conference. The e fCounty ESC Superintendent or
his/her designee may reject the request, appr@veetfuest or conditionally approve
the request. The Fairfield County ESC Superintehdeall use the guidelines in item
#1 in considering the request.

Requests which require Board approval must bengtédd no later than the last
Fairfield County ESC Governing Board meeting whaclcurs immediately prior to the
requested conference or meeting.
Reimbursement for expenses to conferences shathloulated as follows:
A. Transportation:

Actual cost of the ticket for airline coach clasther public transportation shall

be covered. Travel by private automobile shalidmbursable at the mileage
rate established by the Fairfield County ESC GangrBoard. If an employee is



able to choose between several modes of transiportéte least expensive
method shall be used after considering such fae®tsne, lodging, meals and
safety. If significant additional costs are in@afribecause of the employee’s
preference, such additional costs must be paitidgiployee.
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Meals

Meals which fall at times outside of the confeetime line, such as breakfast or
dinner while traveling to or from a conference, ge@erally the expense of the
employee. Exceptions to this are when the requreact!| time would be in
excess of two hours before or after the normal dayl(8:00 a.m. - 4:00 p.m.) of
the Fairfield County ESC. Lunch cost will not le@mbursed for meetings lasting
one day or less, unless the lunch cost is patefegistration fee.

All meals that are not part of the registratiea &re reimbursable only with an
accompanying receipt using the Fairfield County ESfverning Board-adopted
allowances. Banquets or luncheon meals that atepthe conference program
will be paid by the Fairfield County ESC Governidgard.

Lodging

Generally, lodging for attendance at meetingsamily be paid by the Fairfield
County ESC Governing Board for meetings which aaiel lat locations that are at
least 75 or more miles away from Lancaster. Thei€éla County ESC
Superintendent may, at his/her discretion, apptbggayment of lodging for
meetings that are less than 75 miles away, if oustances warrant it.

The Fairfield County ESC Governing Board will fay the cost of the single
room rates.

Registration

The registration fee for approved conferencemid by the Fairfield County ESC
Governing Board.

Expenses must be itemized for such costs &sgameals, tolls, local
transportation, etc., and submitted with receiptthe Fairfield County ESC
Treasurer upon the employee's return. Tips arahalcare not reimbursable.

Fairfield County ESC Governing Board reimbursatwill only be for actual
expenses of the Fairfield County ESC Governing B@snployees.

Professional Meeting Purchase Order AdministnaGuidelines apply to this
policy.

Travel Regulations Policy

Staff personnel who official duties require triesfeall be reimbursed according to the
following regulations:



A. The Board-approved rate of travel shall remaiaffect until such time as
modified by the Fairfield County Educational Seevicenter Governing Board.
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B. Travel expenses are limited to miles traveletiieen office and school and
between school and school.

C. Travel expenses shall also include miles teeh official business within the
county or districts served or to official meetirmgside the county.

D. Travel reimbursement shall be on a monthlys$astording to those miles
traveled as reported on the travel form providedhieyFairfield County ESC
Governing Board and presented to the Fairfield @oESC Treasurer for
payment by the last day of the month.

3. Other

A. Workshops, seminars, classes, conferencesyediired for certification, or
purely for personal gain, shall be the responsybdf the individual.

B. Alisting of conferences and persons who agenshall be made available to staff
members. Any staff member wishing specific infotima about a particular
conference may contact the person or persons viodsd a particular
conference and request information about that cené= and/or topic. Staff
members are also encouraged to share informatistafitmeetings when
appropriate.

(Approval date: January 7, 2003)
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EVALUATION OF CLASSIFIED STAFF

The Board recognizes the importance of implemerdipgogram of classified employee
evaluations for the purpose of promoting individjedl performance and improving services to
students, local districts and the public.

The goals of the Board’s evaluation plan for cligadipersonnel are to identify and remediate
weaknesses that prevent an employee from achi¢vengoals of assigned duties.

The structure of the evaluation plan shall proxageocedure for identifying and commending
effective performance and counseling and assistngloyees where improvement is desired.

The Superintendent shall prepare regulations ®ictnduct of employee evaluations, which
shall include the following information.

1.

The setting of specific job objectives by thalaator and evaluatee in mutual
agreement.

The identification of constraints hindering estement of the employee’s objectives as
determined by the evaluator and evaluatee in maiyr@ement.

The conducting of evaluations will be done aliyu

A method of making records that ensures aredas observable and verifiable facts,
note is taken of an employee’s strengths as wellesdnesses, the same recording
system will be used for all employees similarlyiated, and all materials will be held
confidential.

The provisions for remediating unsatisfactayf@grmance by recommending how
improvement can be effected and scheduling follpweonferences to assess change.

[Adoption date: January 7, 2003]

LEGAL REFS.: ORC Chapter 124

Chapter 4117
3319.081
OAC 3301-35-03(A)(8)
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File GDP/GDPB

CLASSIFIED STAFF TERMINATION OF EMPLOYEES/RESIGNADN

An employment contract may be suspended or tereufat violation of the policies of the
Board or for the reasons set forth in law upon gontg vote of the Board.
An employee under contract may resign by filingraten resignation with the Treasurer or the

Superintendent at least 30 days prior to the effectate of resignation. Normally, any
employee who desires to take another position reagleased by the Board.

[Adoption date: January 7, 2003]

LEGAL REFS.: ORC 2921.42; 2921.43
3319.081
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File: GDPCA/GCPCA

CLASSIFIED STAFF SEVERANCE PAY

All employees covered by the Revised Code, sta@hid, who present evidence of disability or
service retirement from the State Teachers Retine®@gstem or the School Employees
Retirement System, shall at the time of disabditgervice retirement be eligible for severance
pay for unused, accrued sick leave according tdall@ving provisions:

1.

10.

11.

To be eligible, the employee must retire fraztive service with the Fairfield County
Educational Service Center. Retirement is defexedither disability or service
retirement.

The employee must have minimum of 10 yeareonfise in education in the state of
Ohio.

To be eligible for severance pay, the emplagest apply in writing, using the form
"Application for Payment of Severance Pay," norl@itean 60 days after the last paid
date of service with the Fairfield County ESC.

The application for severance pay must be apeoied by an appropriate document
from the retirement system indicating the numbeyeafrs of retirement credit allowed
by that system.

Contributions to the retirement systems foesance pay will not be made by either the
Board or the employee.

Severance pay will be paid in one installmerade within 60 days after the employee
has complied with the procedures listed in numideoflthis policy.

Payment shall be made only upon disabilityspvise retirement and is not authorized
in the event of death of the employee prior to odpproval of the application for
retirement by the appropriate retirement system.

In the event of death of an employee who hdshislher application for retirement
approved by the appropriate retirement system dralivas filed the appropriate
application for severance pay with the Treasurayment will be made to the legal
heir(s).

Payment shall be subject to all legal dedustion

Payment of severance pay for unused accrakdesive shall eliminate all accrued but
unused sick leave of the employee.

Severance pay shall be one-fourth (1/4) oktheloyee's accrued but unused sick leave
credit or shall not exceed a maximum of 40 days.
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File: GDPCA/GCPCA

12. Payment shall be based upon the employedyshdaie rate of pay at the time of
retirement. This rate will be calculated by divigithe employee's annual salary by the
number of contract days.

13. This policy does not offer retroactive berseftt employees who have retired prior to its
effective date.

14. Procedures
A. Complete the form "Application for Payment eh&rance Pay"

B. Submit the above completed form, along witkttel of resignation confirming
intent to retire, to the Treasurer.

C. Complete the appropriate forms for retiremdastamed from the appropriate
retirement system.

D. When obtained, submit verification of approfalretirement by the appropriate
state retirement system.

E. Upon receipt of all required forms and verificas, the Treasurer will present the
request for payment of severance pay to the Fairieunty ESC Governing
Board.

F.  The payment will be made within 60 days aftemis 14-A through 14-E have
been completed.

(Adoption date: January 7, 2003)

Fairfield County Educational Service Center, LateaOhio
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SUSPENSION, DEMOTION AND TERMINATION OF CLASSIFIEBTAFF MEMBERS

The employment of classified staff members mayebminated for violation of written policies
and regulations as set forth by the Board or foompetency, inefficiency, dishonesty,
drunkenness, immoral conduct, insubordination,aliseous treatment of the public, neglect of
duty, sexual battery, certain ethics violations)ftict of interest or any other acts of misfeasance
malfeasance or nonfeasance.

The Board may also suspend an employee for a teefieriod of time or demote, with or without
pay, an employee for these same reasons.

The action of the Board to terminate the contréetny employee or to suspend or demote
him/her is done in compliance with all statutorglaonstitutionally mandated procedures,

including the opportunity for a hearing prior tettermination and if a hearing is required, prior
to the suspension or demotion.

[Adoption date: January 7, 2003]

LEGAL REFS.: Fair Credit Reporting Act; 15 USC 16&1seq.
ORC 124.32; 124.33; 124.34; 124.36
3319.04; 3319.081; 3319.083

CROSS REF.: GBQ, Criminal Record Check
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