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ARTICLE 1 -- RECOGNITION 

The Board of Education of the Sandusky City School District (hereinafter referred to as the 
"Board") recognize the Sandusky Non-Teaching Employees Association (hereinafter referred to 
as the "Association") as the sole and exclusive bargaining agent for members of the bargaining 
unit (hereinafter "employee" or "employees") which shall consist of all regular full-time and 
regular part-time non-teaching public and non-public auxiliary personnel employed by the 
Board, by way of illustration only, but not limited to, secretaries, clerical, transportation, 
maintenance, mechanic, custodial, food service, classroom paraprofessionals including MD 
classroom paraprofessionals and one-on-one paraprofessionals, exclusive of casual and seasonal 
employees, substitutes, confidential and fiduciary employees as determined by the 
Superintendent [not to exceed nine (9) positions which shall be identified in writing to the 
Association President on or before September 15th of each year], superintendents, assistant 
superintendents, directors, assistant directors, administrative assistants, supervisors, coordinators, 
principals, assistant principals, and all other employees falling within any of the exceptions listed 
in O.R.C. Section 4117.01. 

Recognition of the Association as the exclusive representative of members of the above-defined 
bargaining unit shall be for the term of this written contract without challenge as provided for in 
Ohio Revised Code 4117; and will continue, thereafter, until a challenging employee 
organization is legally successful in gaining exclusive representation rights as provided for and 
in strict compliance with provisions set forth in O.R.C. 4117. 

Unless otherwise indicated, use of the term "Employee"/"Bargaining Unit Member" when used 
hereinafter in this Agreement shall refer to all members of the above defined bargaining unit. 
Within the various classifications of bargaining unit members covered herein there shall be the 
following categories: 

A) 

B) 

Full-time: 
week. 

Part-time: 
week. 

A bargaining unit member who is employed at least thirty (30) hours per 

A bargaining unit member who is employed less than thirty (30) hours per 

C) Probationary: A bargaining unit member who is employed to fill in a full or part-time 
position for a trial period of sixty (60) workdays. For a bargaining unit member hired 
after April 1, the probationary period shall extend until October 31 . 

D) School year bargaining unit members/employees: Bargaining unit members employed to 
work at least the number of days in the school calendar. 

E) Full-year bargaining unit members/employees: Bargaining unit members who are 
employed to work on a twelve (12) month basis. 
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Section 1. 

Section 2. 

Section 3. 

ARTICLE 2 --NEGOTIATIONS 

Initiating Negotiations. 

A. Either party may initiate negotiations by letter of submission forwarded to 
the other party by April 1 of the year in which this Agreement expires, 
outlining their intent to bargain as defined in Chapter 4117 O.R.C. The 
parties shall hold their first negotiating session by April 15. The date, 
time, and place of the session shall be arranged in advance by the Board's 
and Association's spokespersons. 

B. At the first meeting, the parties shall exchange their complete proposals. 
Thereafter, neither party may submit new proposals. 

Negotiating Teams. 

A. Negotiations shall be conducted between representatives of the Board and 
Association. These representatives shall be known as the negotiating 
teams. Each team may consist of no more than five (5) members, but 
three (3) additional persons may be designated by each team as an 
alternate member of the team. 

B. The Board shall determine its team representatives. The Association shall 
determine its team representatives. 

Negotiation Meetings. 

A. All negotiation sessions shall be in executive session, and will not be 
scheduled during normal school hours, unless otherwise mutually agreed. 

B. Reports on the status of negotiations may be made to the Association by 
its team and to the Board by its team. 

C. While the initial phase of negotiations is in progress, there will be no 
releases made to the news media. After the time when either party 
requests the Federal Mediation and Conciliation Service to mediate an 
agreement under Section 7 below, then both parties are free to make such 
releases as each deems necessary. 

D. Either team may caucus during a negotiations session. A caucus shall be 
for a period of no more than thirty (30) minutes unless otherwise mutually 
agreed. 
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Section 4. 

Section 5. 

Section 6. 

Section 7. 

Section 8. 

Assistance. 

By mutual consent, the parties may call upon competent professional and lay 
representatives to consider matters under discussion and to make suggestions. 
Such consultants may be used during a negotiations meeting. 

Exchange of Information. 

Prior to and during the period of the negotiations sessions, the Board and the 
Association agree to furnish each other, upon written request and in a reasonable 
time period, with information essential to the respective Negotiations Teams. 

Agreement. 

A. As negotiation items receive tentative agreement by the parties, each item 
shall be reduced to writing and initialed by the representatives of each 
party. 

B. Upon reaching tentative agreement on the entire contract, said contract 
shall be presented first to the Association and then the Board for 
ratification. 

C. The Board shall pay the cost of printing a copy of this Agreement for each 
bargaining unit member. 

Disagreement. 

If within sixty ( 60) calendar days of the day on which the first proposal packages 
are exchanged, or a later date mutually agreed upon, tentative agreement on all 
items is not reached, both parties shall utilize the services of the Federal 
Mediation and Conciliation Service for the purpose of mediating an agreement on 
unresolved items. 

Effect of the Negotiations Procedural Agreement. 

Pursuant to Section 411 7.14 of the Ohio Revised Code, the parties intend that this 
procedure shall supersede the procedures in said Revised Code section. 
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ARTICLE 3 --MANAGEMENT RIGHTS 

The Board reserves unto itself, and management personnel employed for and on its behalf, all of 
the rights of management included in Section 4117.08 of the Ohio Revised Code. Such rights of 
management include but are not limited to the right to: (1) determine the educational goals and 
the policies of the school district; (2) allocate school district financing and personnel resources; 
(3) select and determine the number and type of employees required; (4) direct, and assign work 
to employees according to the needs of the school district including controlling services to be 
performed and establishing and changing work schedules and assignments; (5) transfer, promote 
or demote employees; (6) layoff, terminate or otherwise relieve employees from duties for lack 
of work or other legitimate reasons; (7) make and enforce rules and regulations for the 
maintenance of discipline; (8) suspend, discharge or otherwise discipline employees for cause; 
(9) determine the efficiency and competency of employees; (10) expand, establish, terminate or 
otherwise modify any existing or new operations of the school district; and (11) to take such 
measures as management may determine to be necessary for the safe, orderly, efficient, and 
economical operation of the school district. 

The aforementioned management rights shall be limited only by the specific and express terms of 
this contract. 

ARTICLE 4- ASSOCIATION RIGHTS 

The Association shall have the following rights as the sole organization representing the 
bargaining unit. 

A. To use the facilities of any building for meetings, without fee, upon notification and prior 
approval of the administrator in charge of such building. Permission to use such facilities 
shall be given as long as it does not interfere with school or school business and any 
previously authorized activity in said building. 

B. To use the inter-school mail system in the school's office to distribute Association 
bulletins, newsletters, or other circulars, consistent with building and school district 
procedures, providing such mails is designated as S.N.T.E.A. mail. 

C. To use bulletin boards in employee lounges or workrooms to disseminate information to 
members, providing the materials posted are identified as Association postings. 

D. To use telephones in any building to carry out Association business. Any fees or toll call 
charges shall be reimbursed to the Board by the Association. These calls are not to be 
made at a time that interferes with duties assigned by the Board and Administration. 

E. The Board will provide the Association with the Board agenda and all pertinent reports 
within one day of when they are mailed or delivered to the members of the Board. All 
vacancies shall be e-mailed to "Everyone" and posted in each building on the bulletin 
boards cited in Part C of this Article. 
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F. Upon request the Association will be placed on the agenda to address the Board at Board 
meetings. 

G. To allow the President of the Association or his/her designated official to visit schools. 
Upon his/her arrival he/she shall notify the Principal of his/her presence. Visits that are 
made to discuss special concerns of employees must be arranged mutually in advance 
with the Principal. The visits to the schools must not interfere with duties assigned by the 
Board and Administration. 

H. The Board shall provide adequate lunch, rest room, lounge, work, storage, telephone, and 
duplicating facilities for use by employees of each building. 

I. School telephones may not be used for long distance calls except in the case of an 
emergency or for school business purposes, and official S.N.T.E.A. business providing 
such phone calls do not interfere with school business and/or student employee activities. 
Employees shall pay any toll charges incurred for personal or S.N.T.E.A. business long 
distance calls. 

J. All educational paraprofessionals will be required to dispense medication and/or perform 
medical procedures. Except in cases of emergency, no other members of the Bargaining 
Unit will be required to dispense medication and/or perform medical procedures. 

K. Employees required to deal with the clean up of bodily fluids shall be trained by an 
instructor certified in blood-borne pathogen clean up and provided with the proper and 
necessary materials. Employees required to be trained outside of their regular working 
hours shall be compensated for such training at their regular rate of pay. 

L. The SNTEA shall be provided a secure place to keep the SNTEA Filing Cabinet. 

M. A copy of the SNTEA Contract, negotiated Job Descriptions, the Board Policy Manual, 
and any classification manual or policy shall be accessible on the Sandusky City Schools 
District Network. 

ARTICLE 5- JURISDICTION OF CIVIL SERVICE COMMISSION 

The Sandusky City Civil Service Commission has declined, under Ohio law, to exercise 
jurisdiction of the Sandusky City School District under O.R.C. Chapter 124 et seq. The parties 
hereby pursuant to O.R.C. 4117.10, hereby acknowledge that the Sandusky City Civil Service 
Commission exercises no jurisdiction over the School District and that the provisions and 
statutes found in O.R.C. Chapter 124, et seq. do not have any application to members of the 
bargaining unit and that said state statutes and regulations are specifically superseded by this 
Negotiated Agreement, including original appointments. 
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Section 1. 

Section 2. 

Section 3. 

Section 4. 

ARTICLE 6- PAYROLL AND DUES DEDUCTIONS 

Any member of the Association may have his/her periodic dues, initiation fees, 
and assessments of membership deducted from his/her pay twice each month 
(starting with the first pay in October) for a period of eight (8) months upon 
presentation of a written deduction authorization signed by the employee on or 
before September 15 of any year the employee begins payroll deductions under 
this Agreement. Such authorization will remain in effect until written notice of 
discontinuation has been filed by the employee with the Board's Treasurer. 

Any employee may have his/her contribution to a tax-deferred annuity, the Credit 
Union, FCPE, the United Way, and the College Advantage Tuition Trust deducted 
from his/her pay upon presentation of a written deduction authorization signed by 
the employee, in accordance with the rules and regulations approved by the 
Board. Employees shall be limited to one (1) deduction change per month. 

The Association agrees to indemnify and hold the Board harmless against any and 
all claims that arise out of members' deductions. 

Fair Share. 

A. The Board shall deduct from the pay of members of the bargaining unit 
who elect not to become or to remain members of the Sandusky Non
Teaching Employees Association, a fair share fee for the Association's 
representation of such non-members during the term of this Contract. No 
non-member filing a timely demand shall be required to subsidize partisan 
political or ideological causes not germane to the Association's work in 
the realm of collective bargaining. 

B. Notice ofthe amount of the annual fair share fee, which shall not be more 
than 100% of the unified dues of the Association, shall be transmitted by 
the Association to the Treasurer of the Board on or about September 15 of 
each year during the term of this Contract for the purpose of determining 
amounts to be payroll-deducted, and the Board agrees to promptly 
transmit all amounts deducted to the Association. 

C. Payroll deduction of such fair share fees shall begin at the first payroll on 
or after January 15th. 

D. The Superintendent or designee of the Board shall notify the Association 
Treasurer within five (5) calendar days of any bargaining unit member's 
termination, non-renewal, leave of absence, or any other change in the 
employment relationship between the bargaining unit member and the 
Board. 
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E. The Board further agrees to accompany each such transmittal with a list of 
the names of the bargaining unit members for whom all such fair share fee 
deductions were made, the period covered, and the amounts deducted for 
each. 

F. The Association represents to the Board that an internal rebate procedure 
has been established in accordance with Section 4117.09(C) of the 
Revised Code and that a procedure for challenging the amount of the 
representation fee has been established and will be given to each member 
of the bargaining unit who does not join the Association and that such 
procedure and notice shall be in compliance with all applicable state and 
federal laws and the Constitutions of the United States and the State of 
Ohio. 

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

H. The Association on behalf of itself and the OEA and NEA agrees to 
indemnify the Board for any cost or liability incurred as a result of the 
implementation and enforcement of this provision provided that: 

1. The Board shall give a ten (1 0) day written notice of any claim 
made or action filed against the employer by a non-member for 
which indemnification may be claimed: 

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

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

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

5. Fee payers shall not be entitled to use the grievance procedure or 
bring action against the Board for collecting the fair share fee. 
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Section 5. 

Section 1. 

Section 2. 

Direct Deposit. 

A. All employees hired after July 1, 2009, shall be paid by direct deposit. 
Notification of direct deposit shall be by e-mail only, except for food 
service and transportation employees, who will be given a paper pay stub 
upon written request to the Treasurer. 

ARTICLE 7- GRIEVANCE PROCEDURE 

Definitions. 

A. A "grievance" is a claim by a member of the bargaining unit, a group of 
members of the bargaining unit, or the Association, that there has been a 
violation, misapplication or misinterpretation of one (1) or more of the 
provisions of this Agreement. 

B. A "day" in this section shall mean a school day. 

The number of days indicated at each level shall be considered as 
maximum and should be adhered to in expediting the procedures, unless 
otherwise extended by mutual agreement of the parties. 

When it is specified in the procedure that an action shall be accomplished 
within a specified number of days, the first day of the time period shall be 
the first day immediately following the day of the event which causes the 
time period to begin. 

During the months school is not in session, grievances will be processed 
by using calendar days at all levels. 

Any grievance process initiated during the school year, yet incomplete 
prior to the end of the current school year, will continue into the summer 
months unless undue hardship is shown by either party. 

Purpose. 

The purpose of this procedure shall be to obtain at lowest level and in the shortest 
period of time, equitable solutions to grievances which may arise from time to 
time. 
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Section 3. 

Section 4. 

General Provisions. 

A. Both parties agree that grievance proceedings should be handled in as 
confidential manner as may be appropriate to any level of the procedure. 

B. Nothing contained herein shall be construed as limiting the individual 
rights of an employee having a complaint or problem to discuss the matter 
informally with members of the administration through normal channels 
of communication, without intervention and/or consultation of the 
Association, provided the adjustment is not inconsistent with terms of this 
Agreement. 

C. Record of the grievance proceedings shall be confidential information, and 
shall be filed separately from the personnel files of the participants. 

D. Representation of choice may be used by any party involved in the 
grievance procedure at any level. The Association also has a right to have 
a representative of its choice present to observe as well. 

E. Written copies of all dispositions shall be sent to the grievant(s) and the 
Association President. 

F. A grievance may be withdrawn at any level without prejudice to other 
grievances, but the specific grievance which is withdrawn may not be 
reopened. 

G. Forms for processing grievances shall be made available through all 
administrative offices in each building, the central administration office, 
and designated officials of the Association, including Building 
Representatives and members of the Association Grievance Committee. 

Procedure. 

The grievant(s) shall initiate action within fifteen (15) days of the event or 
condition upon which the grievance is based. The grievant(s) may institute or 
establish his/her grievance with the appropriate administrator and/or their 
representative. The appropriate administrator and/or their representative shall be 
interpreted as the individual whom the grievance is filed against or with the filed 
against administrator who has the authority and/or capacity to grant relief sought. 
Lack of adherence to the time limits by the administration will result in the 
grievance being processed to the next level. Time limits may be extended only by 
mutual agreement of all parties concerned. 
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LEVEL ONE- INFORMAL 

Within fifteen (15) days of an event or condition that an individual considers a 
grievance, he/she shall discuss the problem with his/her immediate supervisor, 
and/or their representative, or with the Principal to resolve the problem without 
filing a formal grievance. 

LEVEL TWO- FORMAL 

In the event the grievant(s) is not satisfied with the disposition at Level One, or no 
decision has been rendered within five (5) days after the informal meeting, he/she 
may initiate the formal proceedings. 

In all levels of the formal proceedings, official Grievance Report Forms, Exhibit 
A, shall be made in triplicate; one (1) for the grievant(s); one (1) for the 
administration; one (1) for the Association. 

Within five (5) days of the filing of a formal Grievant Report Form at Level Two, 
the appropriate administrator shall meet with the grievant to discuss the issues 
stated in the grievance. The disposition by the administrator shall be added to the 
Grievance Report Form in triplicate within five (5) days after such meeting. 

LEVEL THREE 

If the grievant(s) IS not satisfied by the disposition of the appropriate 
administrator at Level Two, the grievant(s) may request a hearing with the 
Superintendent or his/her designee within five (5) days after the written 
disposition in Level Two, by completing Level Three of the Grievance Report 
Form in triplicate and submitting it to the Superintendent. Within the next five 
(5) days a hearing shall be arranged between the grievant(s) and the 
Superintendent or his/her designee. The disposition of the Superintendent or 
his/her designee will be completed within five (5) days of this meeting. 

LEVEL FOUR 

If the grievant(s) and the Association are not satisfied with the disposition in 
Level Three, he/she may demand that the issue be submitted to arbitration within 
five (5) days after the Level Three disposition. No grievance shall proceed to 
arbitration without approval of the Association. 

The arbitration shall be conducted in compliance with the American Arbitration 
Association's voluntary rules and regulations. 
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Section 1. 

The grievant's request for arbitration shall be sent to the Treasurer of the Board of 
Education. Within five (5) days following receipt of the grievant's request for 
arbitration by the Treasurer, the Board or its designated representative and the 
grievant(s) or his/her designated representative shall mutually petition the 
American Arbitration Association to provide both parties with a list of nine (9) 
names from which an arbitrator will be selected and notified in accordance with 
the rules of the American Arbitration Association. 

The arbitrator will render the written decision and award as soon as possible 
following the closing of the record on the case. His/her decision shall be final and 
binding on the Association, its members, the employee or employees involved, 
the Board of Education, the Superintendent and all other agents of the Board of 
Education. All meetings held by the parties pursuant to the provision of this 
section shall be scheduled to commence at a time agreeable. 

The arbitrator shall not have the authority to add to, subtract from, modify, 
change, or alter any of the provisions of this collective bargaining contract, nor 
add to, detract from, or modify the language therein in arriving at his/her decision 
concerning any issue presented that is proper within the limitations expressed 
herein. Nor shall the arbitrator have any authority to rule to the contrary to the 
law of the State of Ohio. The arbitrator shall expressly confine himself/herself to 
the precise issue(s) submitted for arbitration and shall have no authority to decide 
any other issue(s) not so submitted to him/her or to submit observations or 
declarations of opinion which are not directly essential in reaching his/her 
decision. The costs of arbitration shall be borne by the losing party. 

ARTICLE 8- LEAVES OF ABSENCE 

Sick Leave. 

A. All full-time employees shall accumulate sick leave credit at the rate of 
one and one-quarter (1-1/4) days per month under contract (including 
summer months.) 

B. All new full-time employees will be advanced a total of seven (7) days of 
their sick leave credit upon their initial employment if they do not have 
transferable accumulated sick leave from prior employment. If an 
employee's employment ends prior to the repayment of sick leave 
advanced, he/she will have the per diem amount deducted for said 
unearned sick leave from the last salary check issued by the Board's 
Treasurer. 

C. A total of fifteen (15) days of sick leave may be earned in any twelve (12) 
month period. The accumulation will be unlimited. 
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Section 2. 

D. Regular part-time employees hired before July 1, 2012, shall accumulate 
sick leave credit equal to the time actually worked at the same rate as that 
granted full-time employees. New regular part-time employees hired on 
or after July 1, 2012, shall accumulate sick leave credit equal to the time 
actually worked at the same rate as the granted full-time employees, 
calculated in the same manner as the ratio of sick leave granted to hours of 
service stablished by O.R.C. §124.38. 

E. Sick leave may be used for any absence of the employee due to personal 
illness, injury, medical appointments, physical disability, including 
pregnancy, exposure to a contagious disease which could be 
communicated to others, and for absence due to illness, injury, or death in 
the employee's immediate family. 

F. For purposes of this Article "immediate family" includes father, mother, 
sister, brother, husband, wife, child, father-in-law, mother-in-law, 
daughter-in-law, and son-in-law, stepmother, stepfather, grandchild, and 
grandparents, foster children, foster parents, and other legal dependents. 

G. Upon returning from sick leave, the employee shall complete a Sick Leave 
Form electronically. 

H. The Superintendent or designee may request medical documentation for 
employee use of extended sick leave when the Superintendent or designee 
determines that reasonable cause for such a request exists. If an employee 
is going to have surgery causing an absence of three (3) or more 
consecutive work days, then slhe will give advance notice of the 
impending absence to his/her Supervisor. 

I. Unless an employee chooses to do so, an employee shall not be required to 
find their own substitutes in order to take their sick leave. All supervisors 
shall be required to find substitutes for employees who apply for any 
leaves under Article 8. 

Bereavement Leave. 

A. In the case of death in the immediate family or a person who stands in the 
same relationship as an immediate family member, the employee may 
have up to three (3) days paid leave annually. At the discretion of the 
Superintendent, this period may be extended. 

B. Absence for the first three (3) days of bereavement leave shall not be 
deducted from sick leave. 

C. In the event the bereavement leave period is extended for more than three 
(3) days annually, the ensuing days absent will be deducted from sick 
leave. 
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Section 3. 

D. At the discretion of the Superintendent, an employee may be granted sick 
day(s) for the death of a close friend not in the immediate family. 

Child Care Leave. 

A. An employee in the Sandusky City Schools shall be granted an unpaid 
child care leave to care for a natural or adopted child in accordance with 
the following specifications: 

1. The employee shall apply in writing to the Superintendent or 
his/her designated representative not later than thirty (30) calendar 
days prior to the beginning date of the requested leave of absence. 
The written application shall specify the proposed dates the leave 
is to commence and terminate, but in each case the dates approved 
by the Superintendent shall be those least disruptive to the 
educational process. 

2. A child care leave shall not be granted beyond the balance of the 
school year, however, the child care leave may be renewed for one 
(1) additional contract year, upon the recommendation of the 
Superintendent and with the approval of the Board. An employee 
requesting reinstatement from a child care leave shall submit such 
request in writing not later than April 1 of the contract year 
preceding the anticipated return to work. Failure to provide the 
written request to return from child care leave prior to April 1, will 
result in termination of the employee's contract. 

3. Once the leave is approved by the Superintendent and the Board, it 
may be altered or cancelled with the approval of the 
Superintendent, the Board, and the applicant. 

B. An employee on child care leave shall not be entitled to advancement on 
the salary schedule for the period of absence, nor shall any sick leave 
accrue during that time. 

C. Upon returning from leave, every reasonable effort to return the employee 
to an assignment comparable to that held prior to the leave will be made. 

D. If the insurance carriers permit, employees may continue any and all group 
insurance coverage at their own expense by reimbursing the Board for 
premium costs during the period of absence. Failure of the employee to 
forward premium payments to the Board at the stipulated times will 
terminate this option. If an employee is on leave the last working day of 
the school year, continuation of insurance coverage during the summer 
recess shall be at the employee's expense. Board payments for insurance 
shall resume effective the first day the employee returns from leave. 
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Section 4. 

Section 5. 

Family and Medical Unpaid Leave. 

The Board will comply with Federal Law regarding FMLA. Federal law can be 
accessed by employees at www.dol.gov/esa/whd/fmla. 

Personal Leave. 

A. Personal leave may be granted to employees without loss of pay for the 
reasons enumerated below. Requests for personal leave shall be presented 
on personal leave application forms to the building principal and 
immediate supervisor as far in advance of the leave as is possible and shall 
define the reason for the request. The building principal and immediate 
supervisor shall have the initial responsibility to grant or refuse a request 
for personal leave. However, questionable requests shall be decided after 
discussion with the Superintendent or his/her designee. Employees will 
receive notice from their building principals and immediate supervisors of 
the action taken on their requests in writing. Every effort will be made to 
provide timely response to the employee request and said response shall 
be prior to the day requested. A copy of the written request and decision 
will be forwarded to the Superintendent for filing in the personnel file. 

B. Personal leave may not be taken for: extending vacations, absence due to 
inclement weather, accompanying a spouse or member of the family on 
trips, occasions of social or recreational nature, or requests of a similar 
nature that can be scheduled other than when school is in session. No 
personal leave will be granted except for emergencies, on a school day 
preceding or following a school vacation/holiday period, during the first or 
the last week of the school year, or in cases where the services of a 
substitute employee are not available. Occasions of a "social nature" do 
not include transporting a family member to or from public transportation. 

Personal leave shall not be taken to earn money or seek employment nor 
shall such leave be used by an employee for financial benefit. 

1. Three (3) personal leave days per contract year will be granted in 
accordance with the restrictions set forth above if leave is for one 
of the following activities which cannot be conducted outside the 
regular work day: 

a. Compulsory court appearance, settling of a will or an 
estate, real estate closings or similar personal legal 
business. 

b. Weddings of employee or immediate family members. 
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Section 6. 

c. Award ceremonies or graduation ceremonies of employee 
or immediate family members. 

d. Meeting U.S. Military obligations of employee or member 
of immediate family for which no compensation is 
received. 

e. Observing religious holidays. 

f. Attending to emergency home repairs of employee due to 
calamity or natural disaster. 

g. For any other personal business that cannot be conducted 
outside the school day. Personal business does not include 
leisure or recreation activities nor working another job, 
including self-employment. 

2. Regular part-time employees shall be entitled to personal leave 
equivalent to the number of hours actually worked per day for each 
day of personal leave. 

3. For employees who worked an entire school year, all unused 
personal leave days shall be converted to sick leave in July after 
the end of the school year and, if elected by the employee, one of 
the unused personal leave days can be carried over to the next 
school year for use as an additional personal leave day in lieu of 
that unused day being converted to sick leave. 

Assault Leave. 

A. Any employee who is assaulted while performing assigned duties shall be 
granted a paid Leave of Absence for the period designated by the 
employee's physician up to ninety (90) workdays, and said days shall not 
be deducted from Sick Leave. 

B. For receipt of Assault Leave, the employee must file an Incident Report 
with the District and/or a Police Report and cooperate with the legal 
authorities in any prosecution. An employee may either receive Workers' 
Compensation temporary disability payments or Assault Leave for the 
days of absence. 

C. If the employee receives any payment for lost wages for a Court suit, the 
Board shall be reimbursed for any Assault Leave payments that are 
specifically granted in the Court suit. 
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Section 7. 

Section 8. 

Section 9. 

Court Leave. 

A. Employees required to be absent from duty in response to a subpoena or 
jury summons in a court case, or an administrative hearing in which the 
employee is not a party, shall be paid the difference between their regular 
compensation and the remuneration for serving as a juror or witness, 
excluding reimbursement for expenses incurred by reason of such 
subpoena or summons. The employee will endorse and forward any 
compensation to the Board Treasurer. 

B. Employees required to be absent from duty for any court proceedings or 
administrative hearing in which the employee is a party, will not be paid 
for the period of absence, unless the absence is authorized by the 
Superintendent or his/her designee. 

Military Leave. 

Military leave shall be granted to employees pursuant to Ohio Revised Code and 
Federal Law. 

Professional Leave. 

Attendance at Professional Meetings. Employees will be entitled to consideration 
for attendance at professional meetings or conferences relating to their assigned 
position in the school upon submission of the proper application to the building 
principal or immediate supervisor and upon approval by the appropriate division 
administrator and Superintendent or designee, based upon the following 
guidelines: 

A. Priority shall be given to attendance at meetings designated for 
improvement of the professional competence of the employee in the 
assigned position in the schools. 

B. Leave for professional meetings or conferences will not be charged against 
personal leave provided it is approved, in advance, by the principal, 
division administrator and Superintendent or designee. 

C. Authorized expenditures for professional meetings shall be limited to 
those amounts appropriated for this purpose during any one (1) fiscal year. 

D. When limited finances make it impossible for the Board to reimburse an 
employee for a professional meeting, leave may be granted with the 
understanding that the applicant is responsible for all expenditures 
connected with the leave. 
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E. The completed expense voucher attached to each professional meeting 
application form shall be completed and submitted with itemized bills as 
appropriate pursuant to Board of Education Policy upon return from the 
professional meeting. 

Section 10. Association Leave. 

Section 1. 

Section 2. 

A. The Association will be granted fifteen (15) days leave to conduct 
Association business. 

B. Members of the Association shall be granted one (1) hour release time 
without loss of pay to attend up to four ( 4) Association Membership 
Meetings which occur outside of the regular school day. Employees that 
stay for the entire meeting (beyond the one (1) hour) will make up time 
before or after their normal shift. In addition, Officers or Executive 
Committee members of SNTEA shall be granted an additional one (1) 
hour release time without loss of pay to attend up to four ( 4) Executive 
Committee Meetings which occur outside of the regular school day. 

C. Such leave shall be taken at the sole discretion of the Association 
President for Association business and shall be taken in quarter-day 
increments with at least twenty-four (24) hour prior notice to the 
Superintendent or designee. 

ARTICLE 9- EXPENSE REIMBURSEMENT 

Employees who incur expenses in carrying out their authorized duties shall be 
reimbursed upon submission of a properly filled out and approved voucher and 
such supporting receipts as are required by the Treasurer. The Board will pay full 
cost of tuition and fees for approved courses, workshops, seminars, in-service 
training sessions, or other programs which an employee is required to take by the 
administration. 

Employees taking courses required for maintaining certification/licensing in 
assigned areas shall be fully reimbursed at 100% costs within the amounts 
allocated in the Professional Improvement Fund as provided in Article 15, Fringe 
Benefits. 

Expense reimbursements as listed above shall be paid to the employee within 
thirty (30) days of the submission of documentation to the required supervisor. 
Documentation of expenses shall be submitted to the required supervisor within 
thirty (30) days following the month in which the expenses are incurred. 

In order to be reimbursed, such expenses will be approved if incurred in line with 
budgetary allocations for the specific type of expense. 
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Section 3. 

Section 4. 

Section 5. 

Section 6. 

Section 7. 

Section 1. 

Section 2. 

When official travel by a personally owned vehicle has been authorized by the 
Superintendent, mileage payment shall be made at the rate currently authorized by 
the Board. 

The rate of reimbursement for mileage payments shall be adjusted annually to the 
then current rate allowed by the U.S. Internal Revenue Service to be effective on 
the first of the month after the announcement date or effective date of the change, 
whichever is later. 

All employees required to drive a school vehicle must prove insurability and 
maintain insurability. If an employee is required to use his/her vehicle to conduct 
district business, then the district shall provide liability insurance coverage on 
both the employee and the vehicle. If liability insurance coverage becomes 
unavailable or unattainable for whatever reason then an employee shall not utilize 
his/her vehicle to conduct district business. 

The Sandusky Board of Education shall take no action to comply with The Every 
Student Succeeds Act of December 2015 that affects the terms and conditions of 
the employment of bargaining unit members without negotiating those actions. 

If an employee is required to take a drug test or physical examination, the Board 
will reimburse employees, excluding mileage, for any documented expenses 
directly associated with such drug test or physical examination. 

ARTICLE 10 -- RETIREMENT 

Retirement System. 

All employees shall be participants in the State Employees Retirement System. 

Retirement Severance Pay. 

A. Eligibility. 

The Board shall pay, upon retirement or death, severance pay to each 
employee who qualified for age and service retirement under the School 
Employees Retirement System or to the employee's estate. Retirement 
severance pay shall be paid only for those individuals who at the time of 
retirement or death are/were employed by the Sandusky City Schools for a 
minimum of five (5) years at the time of retirement or death and (1) who 
have completed twenty-five (25) or more years of service under the state 
retirement system, or (2) who have attained age sixty (60). 
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B. Computation. 

Retirement severance pay shall be paid on the basis of retirements at the 
rate of twenty-five percent (25%) of accrued but unused sick leave up to a 
maximum of seventy-five (75) days. Also, such employee shall receive an 
additional severance benefit of ten percent (1 0%) of all unused sick leave 
over three hundred (300) days. Said retirement severance pay shall be 
computed on the basis of the number of days in the employee's contract 
year for the last full year prior to retirement or death and shall not include 
overtime or other supplemental pay. 

C. First Opportunity Retirement Incentive. 

In addition to the severance payment provided in Subsections A and B 
above, individuals who attain the SERS retirement eligibility qualification 
of thirty (3 0) years of service or sixty ( 60) years of age with a minimum of 
five (5) years in district employment, and who submit their retirement 
resignation (disability retirement does not qualify) by April 15th and retire 
by July 1st shall receive a lump sum payment equaling twelve percent 
(12%) ofthe unused sick leave of that employee at the time of retirement, 
with computation of the employee's per diem rate of pay as in "B" above 
or thirty (30) days, whichever is larger. Those bargaining unit members 
who qualify for the retirement incentive must notify the Treasurer not later 
than April 15th in their last year of employment eligibility to receive the 
first opportunity retirement incentive. Failure to notify the Treasurer by 
April 15th shall disqualify the bargaining unit member from the first 
opportunity retirement benefit. 

D. Application and Payment. 

This retirement severance payment and the first opportunity retirement 
incentive payment shall be paid on one installment(s) to any employee 
eligible by reason of retirement. The payment shall be made during the 
first month of January following the employee's effective date of 
retirement. Requests for retirement severance pay shall be made in 
writing to the Treasurer of the Board at the time of retirement. Prior to 
making such payment the Treasurer shall have evidence that the employee 
to receive payments is in a status of retirement. Payment of retirement 
severance pay shall be considered to eliminate all sick leave credit accrued 
by the employee at the time of retirement. In the event of the death of an 
eligible employee, severance pay as outlined in "A" above shall be issued 
with the final payment of accrued wages. 
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E. Severance Pay Upon Death 

Even if a member of the bargaining unit is not eligible for retirement, but 
s/he dies while employed by the Sandusky City Schools, then twenty-five 
percent (25%) of his/her accrued but unused sick leave, up to a maximum 
of seventy-five (75) days, shall be paid to his/her estate. 

ARTICLE 11 -PERFORMANCE EVALUATION PROCEDURE 

A. A written summative evaluation will occur annually for all employees and 
shall include the evaluation of the employee's total performance in his/her 
assigned position. After two (2) consecutive years of satisfactory 
performance, the evaluator will only be required to conduct evaluations 
for the employee once every two (2) years. 

B. All summative evaluations shall be documented on evaluation forms 
jointly developed by the District and SNTEA. 

C. Evaluation of employees shall be based upon the supervisor's assessment 
of a bargaining unit member's work and/or work product. 

D. Each bargaining unit member, upon his/her employment or at the 
beginning of the school year in which the employee will be evaluated, 
whichever is later, shall be apprised in writing of the general criteria upon 
which he/she will be evaluated. 

E. All evaluations shall be reduced to writing, and a copy shall be given to 
the bargaining unit member. If the bargaining unit member disagrees with 
the evaluation, he/she may submit a written response which shall be 
attached to the file copy of the evaluation in question. 

F. If a supervisor believes a bargaining unit member is doing unacceptable 
work, the reasons therefore shall be set forth in writing within a reasonable 
time after the deficiencies are noted. The supervisor will suggest means of 
improvement in writing within ten (10) workdays. 

G. Following each written summative evaluation, which shall include a 
conference with the evaluator, the bargaining unit member shall sign and 
be given a copy of the evaluation report form prepared by the evaluator. 
In no case shall the bargaining unit member's signature be construed to 
mean that he/she necessarily agrees with the contents of the evaluation. 
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Section 1. 

Section 2. 

H. All written evaluation documents are to be placed in the bargaining unit 
member's personnel file. The evaluation form may be revised by the 
Administration and SNTEA to be consistent with job classification duties. 
The Association President will be provided with a copy of the forms and 
will be given thirty (30) workdays for input prior to implementation. 
Employees will be given copies of the evaluation form at the time of the 
evaluation conference. 

I. In no event shall a teacher, nurse, or librarian assess an employee other 
than offering the supervisor written comments. 

J. All evaluations shall be completed by May 301
h and a copy of the 

evaluation form given to the employee within a reasonable time after the 
conference. 

K. The employee's signature does not necessarily indicate agreement with the 
evaluation but indicates that the evaluation has been read and discussed 
with the evaluator. The evaluation form shall indicate the prior statement. 

L. Employees shall have a right to file a rebuttal to the evaluation which must 
be filed within ten ( 1 0) calendar days after receipt of the evaluation, which 
statement shall be attached to the evaluation. 

M. Bargaining Unit Members shall not evaluate other Bargaining Unit 
Members. 

ARTICLE 12- ASSIGNMENTS AND TRANSFERS 

Staff members will be assigned on the basis of a collective analysis of seniority, 
employee assessments, qualifications, the needs of the district as determined by 
the Superintendent of Schools, and staff member expressed desires, pursuant to 
the following guidelines: 

General Procedure. 

A. Nothing herein shall be construed as limiting the district's ability to 
advertise, interview, and employ, for any position, individuals currently 
not holding a position within the Sandusky City Schools. Bargaining unit 
members who have applied for a vacancy shall be considered prior to 
hiring an outside candidate. 

B. Annually, the Superintendent or designees, in consultation with the 
Building Principals, shall assign paraprofessionals to specific building and 
grade-level assignments by August 1st. Such written notifications shall be 
sent to the individual paraprofessional and the SNTEA President by 
August pt. 
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C. By May 1, each staff member will receive and complete an employment 
questionnaire that requests information concerning the staff member's 
objectives for the forthcoming school year in such areas as continuation in 
present position, transfer to a new position, resignation from the school 
district, retirement, or indefinite plans, and an opportunity to request an 
individual interview where appropriate. The Superintendent or designee 
shall be required to notify in writing all employees who apply for an 
opening as to the outcome ofthejob bid process, as well as the S.N.T.E.A. 
President. 

D. The following classifications shall be used for the purpose of defining 
classification seniority in the event of reduction: 

• Department: Administrative Assistants 
1. Administrative Assistant 

Department: Custodial 
1. Maintenance 
2. Head Custodian 
3. Custodial Class II 
4. Custodial/Housekeeping Class I 

Department: Cafeteria 
1. Cafeteria Managers 
2. Cafeteria Workers 

Department: Transportation 
1. Bus Drivers 
2. Bus Mechanics 
3. Transportation Aides 

• Department: Paraprofessionals 
1. Library Paraprofessionals 
2. Classroom Paraprofessionals 
3. One-on-One Paraprofessionals 

Department: Van Drivers/Paraprofessionals 

Department: Graphics Specialist 

• Department: Courier 
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Section 3. 

Section 4. 

Principal/ Administrator-Initiated Transfers. 

A. The principal/administrator will hold a conference with the staff member 
involved and an Association representative (if requested by the employee) 
to explain why the transfer or reassignment is necessary. 

B. If means attempted to remedy the situation are ineffective, a transfer may 
be initiated by the principal/administrator through the Superintendent or 
designee with the knowledge of the staff member involved. Bargaining 
unit members subsequently assigned will not be placed on a lower step 
(salary schedule, wage scale) due to an involuntary transfer. 

C. In the event the staff member disagrees on the assignment or transfer, a 
conference of the staff member and the appropriate central office 
administrator will be held. If the administrative decision is not 
satisfactory to the staff member, he/she may then elect to pursue remedy 
up through but not beyond Level IV of the Grievance Procedure of Article 
VII of this Agreement. 

Central Office-Initiated Transfer for School Organizational Purposes. 

A. In the event a transfer becomes necessary, the Superintendent or designee 
will hold a conference with the affected staff member and an Association 
Representative (if requested by the employee) to inform the staff member 
why the transfer or reassignment is necessary. 

B. The affected staff member shall be given an opportunity to discuss 
available positions for which the staff member may qualify. 

C. Seniority shall control who shall be transferred out of a 
building/classification when such transfer is necessitated by enrollment 
changes and/or other student population shifts and/or re-definition of 
facility utilization. 

D. The transfer of a staff member is executed by the affected individual 
selecting one (1) of the following options: 

1. To stay in the currently assigned building, in concert with Section 
2 C, and be assigned to an equivalent position within the currently 
held classification which will be maintained at that building. The 
assignment of staff members will consider staff preference. If two 
(2) or more staff members have the same position preference, 
seniority will determine the assignment. 

23 



Section 5. 

2. To be assigned to a building where the staff member can continue 
in their current assignment, thereby waiVmg seniority 
considerations as outlined in Section 4, C. The assignment of staff 
members to a new building will consider staff preference. If two 
(2) or more staff members have the same position preference, 
seniority will determine the assignment. 

E. Staff members affected by Section 4 provisions will not be involuntarily 
transferred for a period of one (1) school year, except for the purpose of 
racial balance or to recall staff members from the Reduction-in-Force List. 

Staff Member-Initiated Transfers. 

A. Staff members transferred or reduced-in-force due to program funding 
considerations, return from leaves/RIF, enrollment changes, student 
population shifts, and/or re-definition of facility utilization, shall be 
reassigned to the position if the position is reinstated, (or any position that 
may become available or vacant in the same building for which said staff 
member is qualified) in accordance with Article 13. 

B. A vacancy will be defined as a newly created position or a present position 
that is not filled and anticipated to be filled. Except where the 
Administration determines that a position is under consideration to be 
reduced or reorganized, all vacancies shall be attempted to be posted 
within two (2) weeks and filled within sixty (60) days of the initial 
posting. 

All vacancies will be posted in conspicuous place in each building of the 
district, as well as e-mailed to each member of the bargaining unit, for a 
period of five (5) workdays. Said posting will contain the following 
information: 

1. Type of assignment/classification 

2. Location of initial placement of assignment 

3. Anticipated starting date 

4. Projected rate of pay and anticipated hours to be worked 

5. Minimum requirements and qualifications 

C. Interested bargaining unit members may apply in writing to the 
Superintendent or designee within the five (5) day posting period. 
Bargaining unit members will be notified of vacancies occurring during 
the summer months through established posting communications inserted 
in scheduled paycheck envelopes. 
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D. From within the affected classification, seniority, employee assessments, 
attendance, licensing, past experience, and progressive discipline status 
will collectively determine the filling of vacancies. Should no bargaining 
unit member from the affected classification apply, the vacancy may then 
be filled by a qualified applicant from other classifications. Filling of 
vacancies will be based upon the lowest numeric ranking of factors as 
follows: 

1. The most senior staff member in the classification will be awarded 
a ranking value of one (1); second most senior staff member in the 
classification will be awarded a ranking value of two (2); etc. 

2. The most senior staff member in the department will be awarded a 
ranking value of one (1 ); second most senior staff member in the 
department will be awarded a ranking value of two (2); etc. 

3. The highest rating on an assessment shall receive a ranking of one 
(1); the second highest rating on an assessment shall receive a 
ranking value of two (2) etc. 

4. Possession of appropriate current licensing will result in the award 
of a ranking value of one (1 ); non-possession will result in a 
ranking value of three (3). 

5. Possession of no record of progressive discipline within eighteen 
(18) months of vacancy consideration will result in the award of a 
ranking value of one (1); the application of progressive discipline 
within eighteen (18) months of vacancy consideration will result in 
the tallying of ranking values per incident as follows: two (2) -
discipline below the level of suspension without pay; three (3) -
discipline at or above the level of suspension without pay. 

6. The staff member with the best attendance record in the past three 
(3) years shall receive a ranking of one (1 ); the second-best record 
of attendance in the past three (3) years shall receive a ranking 
value of two (2) etc. 

The staff member with the lowest total ranking value will be assigned the 
position. 

If the final numeric ranking of two (2) candidates is identical, seniority 
will be the determining factor. 
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E. Appropriate tests may be administered to applicants based upon software 
programs currently used in the buildings, tools, or skills of the position 
posted. Results shall be shared with the employee and with the Building 
Principal/Supervisor conducting the interviews. 

Once the posting period is ended, Building Principals and/or Supervisors 
shall interview current bargaining unit member applicants using the 
numeric ranking of factors from Part D above. Based on those factors, a 
recommendation shall be given to the Superintendent or his designee, who 
will then make his/her own recommendation to the Board for employment. 

F. Within a reasonable period after the expiration of the posting, all 
applicants will be notified in writing of the personnel decision(s) with a 
copy provided to the Association. 

Elementary School Reconfiguration Committee. 

The parties agree to form a committee of six (6) persons, three (3) appointed by 
the Superintendent and three (3) appointed by the SNTEA President, to meet and 
confer on the effects of the reconfiguration of elementary schools with regard to 
the non-teaching employees. The committee will issue its recommendations to 
the Superintendent at least ninety (90) days prior to the effective date of the 
reconfiguration. Nothing in the committee's recommendations shall alter or 
reduce the Superintendent's authority to assign employees in accordance with this 
Agreement and law. 

ARTICLE 13- REDUCTION IN WORK FORCE, LAYOFF, AND RECALL 

Section 1. 

Section 2. 

Employees may be laid off as a result of lack of funds, lack of work, abolishment 
of position, reorganization for an efficient operation, for reasons of economy, and 
for return of senior employees from leaves of absence. 

The Board agrees not to sub-contract work assignments for the purpose and intent 
of the elimination of a current and in-place classification of employment, as 
identified in the listing of classifications, Article 12, Section 2, D, for the duration 
of this contract. 

Layoff. 

Whenever it becomes necessary to reduce employees by reasons stated above 
affected employees shall be reduced, within the classification according to 
seniority, with the least senior employee laid off first. Seniority shall be defined 
as the uninterrupted length of continuous service with the Board, computed from 
the latest date of hire. Authorized leaves of absences do not constitute an 
interruption in continuous service. In cases of identical seniority, the birthdate 
shall be the deciding factor. 
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The following classifications shall be used for the purpose of defining 
classification seniority in the event of reduction: 

• Department: Administrative Assistants 
1. Administrative Assistant 

Department: Custodial 
1. Maintenance 
2. Head Custodian 
3. Custodial Class II 
4. Custodial/Housekeeping Class I 

• Department: Cafeteria 
1. Cafeteria Managers 
2. Cafeteria Workers 

• Department: Transportation 
1. Bus Drivers 
2. Bus Mechanics 
3. Transportation Aides 

• Department: Paraprofessionals 
1. Library Paraprofessionals 
2. Classroom Paraprofessionals 
3. One-on-One Paraprofessionals 

• Department: Van Drivers/Paraprofessionals 

• Department: Graphics Specialist 

• Department: Courier 

The Board shall determine in which classification(s) the reduction(s) should occur and the 
number of employees to be reduced. Not less than twenty (20) days before the Board acts to 
implement a reduction in force under this procedure, the Superintendent shall notify the 
Association President of the reduction. At the request of the Association President, and prior to 
Board action to implement a reduction, a meeting shall be held between the Board and 
Association representatives to discuss the effects of the reduction. At least ten ( 1 0) working days 
prior to the effective date of reductions, the Board shall prepare and post for inspection in a 
conspicuous place a list containing the name, seniority dates and classifications and indicate 
which employees are to be reduced. Each employee to be reduced shall be given advance 
written notice of the reduction. Each notice of the reduction shall state the following: (1) 
reasons for the reduction, and (2) the effective date of the reduction. At least ten (1 0) days prior 
to Board action implementing a reduction in force, each affected employee shall be notified 
jointly by the Superintendent or designee and the Association President or designee. 
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Section 3. 

Layoffs shall be in accordance with the following sequence. An employee 
scheduled to be laid off or bumped shall: 

A. Displace the least senior employee according to the classification seniority 
in his/her classification with equal to or less than the employee's current 
hours and days providing said employee is qualified. 

B. Displace the least senior employee according to department seniority in a 
"lower" classification within his/her department in which the employee 
had previously worked with equal to or less than the employee's current 
hours and days, if qualified. 

C. Displace the least senior employee from a previously worked 
classification in another department working equal to or less than the 
employee's current hours and days where the employee has more 
classification seniority and is qualified. 

D. Displace the least senior employee with less department seniority in a 
previously worked "lower" classification within previously worked 
department with equal to or less than the employee's current hours and 
days, if qualified. 

E. If the employee would suffer more than a two (2) hour reduction, the 
employee may elect to be laid off. 

Reinstatement 

A. For the classification in which the reduction occurs the Board shall 
prepare a reinstatement list in the reverse order of the reduction. 
Reinstatement shall be made from this list before any new employees are 
hired in the District or any employee is reinstated from the probationary 
list. Vacancies which occur in the classification or reduction shall be 
offered to or declined in writing by the employees standing highest on the 
reduction list before the next person on the list may be considered. Any 
employee who declines reinstatement shall be removed from the 
reinstatement name list. 

B. The employee's name shall remain on the appropriate list for a period of 
twenty four (24) months from the effective date of reduction. If reinstated 
from reduction during this period, such employee shall retain all previous 
accumulated seniority and a notice of reinstatement shall be made by 
certified mail. 
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Section 4. 

C. The reinstatement notice shall be sent by certified mail to the last known 
address of the employee. The employee must respond, in writing, within 
five (5) working days of receipt of reinstatement notice as determined by 
the date on the return receipt or the employee shall be removed from the 
reinstatement name list. The employee is responsible for keeping the 
Board advised of the current address. The Board notification of 
reinstatement to the last known address meets the Board's responsibility. 

D. Employees who work as a substitute or in a job with fewer hours from the 
job held at the time of layoff will not have their recall rights to a 
comparable job held at the time of layoff altered due to the substitute or 
part-time work. 

Seniority List. 

The Association President shall be furnished the seniority list of all bargaining 
unit employees by March 1st of each school year. The seniority list shall specify 
the hiring date in the most recent classification, the overall department(s) seniority 
and hiring date(s) in any previous classification(s). The list shall also be posted in 
conspicuous places for individual employees to review and a copy provided to 
each building representative and the Association President. Any employee who 
believes the list is inaccurate shall notify the Association of the alleged error. The 
alleged error will be investigated by the Association and the Administration, and 
if valid, the appropriate change will be made. 

ARTICLE 14- EMPLOYEE DISCIPLINE/DISCHARGE/TERMINATION 

Section 1. General Disciplinary Procedures. 

A. Discipline shall be imposed on employees only for just cause. Discipline 
may include oral or written reprimand, suspension, disciplinary reduction, 
and termination. 

B. Disciplinary action shall be for incompetency, inefficiency, dishonesty, 
immoral conduct, insubordination, discourteous treatment of the public, 
neglect of duty, violation of reasonable rules and regulations of the Board 
of Education, violations of federal, municipal, and state laws, any other 
failure of good behavior, and any other acts that may be construed as 
misfeasance, malfeasance, or nonfeasance. 

C. A written or verbal reprimand shall only be imposed following a 
conference within five (5) working days of the event or discovery of the 
event. An employee may be accompanied to any such conference by a 
representative of his/her choice. 
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Section 2. 

D. The meeting may be with the immediate supervisor or his/her designee. 
Such employee may be accompanied by a member of the Association. 

E. The Board agrees that no employee will be reprimanded in the presence of 
any other employee, students, or parents of students, except in cases of 
emergency situations. 

Guidelines. 

The following are guidelines for progressive disciplinary action needed to correct 
employee job performance deficiencies in accordance with the negotiated job 
descriptions. 

These are only guidelines and, depending upon the severity of the 
offense/violation for which discipline is deemed necessary, disciplinary action 
may be initiated at any step. 

Step 1 -Verbal. 

Written notification of a warning to the employee and a copy to the employee's 
personnel file. 

Step 2 -Reprimand. 

Written reprimand to the employee with a copy to the employee's personnel file. 

Step 3- One (1) to Fifteen (15) Day Suspension. 

Penalty from one (1) to fifteen (15) days suspension with loss of pay may be 
given; all suspension and/or loss of pay must be with the Superintendent's 
approval. Written copy to the immediate supervisor, personnel file, and the 
employee. 

Step 4- Termination. 

Written copy to the immediate supervisor, personnel file, Board, and to the 
employee. 
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Section 3. Due Process Procedure. 

Before an employee may be suspended without pay, terminated, transferred, or 
reduced for disciplinary reasons, the following procedure shall be followed: 

A. The employee shall have the right to a preliminary hearing to be 
conducted by the Superintendent or his/her designee. This preliminary 
hearing shall be informal and shall not be an evidentiary hearing. The 
employee may be accompanied at the hearing by a representative of 
his/her choice. The employee shall have not less than two (2) days notice 
of the time and place of the preliminary hearing. Failure of the employee 
to attend at the time and place indicated in the notice shall be deemed to 
be a waiver of his/her right to such hearing. 

B. At the preliminary hearing, the employee shall be advised by the 
Superintendent or his/her designee of the nature of the charges against 
him/her and shall be given the opportunity to respond by way of 
explanation or defense. 

C. Following this hearing, the Superintendent or his/her designee may 
conduct a further investigation concerning any matters which may have 
been raised during the hearing or have otherwise come to the attention of 
the Superintendent or his/her designee, after which the Superintendent or 
his/her designee shall take such action or make such recommendation as 
he/she deems appropriate. The employee shall be notified in writing of 
any action taken. 

D. Following the preliminary hearing in any case wherein the Superintendent 
or his/her designee imposes a suspension of more than three (3) working 
days or termination, the Superintendent or his/her designee shall furnish 
such employee with a copy of the order of suspension or recommendation 
of termination, which order shall state the reasons therefore. 

E. If the Superintendent or his/her designee recommends a suspension of 
more than three (3) working days or if the employee has been terminated, 
the employee shall have the right to meet with the Board at the next 
scheduled Board meeting to present his/her case prior to Board action on 
the recommendation. The employee shall have the right to representation 
at this meeting. The decision of the Board shall be in writing and given to 
the employee. 

F. Any notices or other documents required by this Article shall be served on 
the employee in person or by certified mail. In the event of certified mail, 
service shall be deemed complete seventy-two (72) hours after mailing. 

G. The provisions of this Article do not apply to the removal of an employee 
during his/her probationary period. 
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Section 5. 

Section 6. 

Section 1. 

H. Only procedural compliance with this article may be grieved. 

The Board shall have the authority to dock the pay of any employee for misuse, 
abuse, and misrepresentation of any leave provision and/or the failure to report 
timely for work. 

It is expressly understood that the Civil Service Commission shall have no 
authority or jurisdiction as it relates to the discipline of bargaining unit personnel. 

Employees are subject to special reporting requirements for violations of the 
motor vehicle laws as outlined in O.R.C. 3327.10(D)(l). Employees must report 
in writing convictions of traffic violations and suspensions and revocations of 
his/her commercial driver's license with the Superintendent or designee. No 
employee may drive a school bus or vehicle for the District after conviction, 
suspension, or revocation until he/she files the notice with the appropriate 
administrator. Failure to report such violation will result in appropriate discipline. 

ARTICLE 15- FRINGE BENEFITS 

Insurance. 

A. The current, established and in-place self-insurance health plan of the 
Sandusky City Schools shall be identified as the Sandusky City Schools 
Health Plan (known as Health Plan). The Health Plan shall be governed 
by a Health Benefits Board consisting of three administrators and three 
members appointed by the President of S.N.T.E.A., who may meet as 
needed. The votes of this Health Benefits Board will be equally divided 
between the administrators, who will represent the interests of the Board 
of Education, and the Association members, who will represent the 
interests of their membership. After ratification, the Health Benefits 
Board is empowered by the Board of Education and the Association to 
take such actions necessary as a Health Benefits Board to provide medical, 
dental, prescription drug and vision insurance to representative employees 
at funding levels determined by the Health Benefits Board. A vote of two
thirds of all identified Board Members will be required to approve the 
actions of the Health Benefits Board in the interest of driving the Health 
Benefits Board to reach consensus. 

B. The Health Benefits Board will determine additional courses of action that 
will be necessary to provide health benefits including competitive bidding 
for health insurance services and address the increased cost of employee 
usage ofhealth benefits. 
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C. The Health Benefits Board will be responsible for maintaining a positive 
Health Insurance Account Balance under the agreed upon balance funding 
levels for each year. 

D. The S.N.T.E.A. further agrees that any other bargaining unit working in 
the Sandusky City Schools who enters into a similar agreement with the 
Board may become part of the Health Benefits Board. If and when this 
happens, the total number of votes on the Health Benefits Board will 
remain equally divided between the Administration and the Associations 
such that the total number of Association votes equal the total number of 
votes held by the Administration. 

E. The Health Benefits Board shall hold at least one (1) annual open meeting 
for all the employees of the district to attend and ask questions about their 
health coverages. 

F. Insurance coverage for new employees shall become effective on the first 
of the month following the date of commencement of duty or on 
September 1, if duty commences at the beginning of a school year. 

1. Health. 

The Board will provide each employee with comprehensive 
hospitalization and surgical-medical insurance, including major 
medical and a scheduled dental insurance program as follows: The 
Health Benefits Board will determine the percentages that the 
employees and the Board will pay towards single and family 
contracts covering comprehensive hospitalization, surgical-medical 
insurance, major medical coverage, and a scheduled dental 
insurance program. The full premium will be paid by the Board in 
instances where two full-time employees (spouses) are on the same 
family contract. The Board shall pay its full Board percentage for 
all bargaining unit members working seven (7) or more hours. 
Employees working less than seven (7) hours, but at least four ( 4) 
hours, shall be eligible for a prorated portion [based on a 
percentage of seven (7) hours worked] of the Board's contribution. 
All other employees who work less than the above hours will be 
entitled to insurance coverage under the program provided the cost 
is covered by the employee through payroll deductions. 

The following cost containment programs are components of the 
Health Package. 

a. Hospital Pre-Admission Certification Requirement with 
procedure adherence without penalty. 
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b. Addition of the availability of Mail Order Drugs to take 
advantage of generics and prescriptions filled for 
maintenance drug use (deductible waived.) 

c. For employees hired on or after July 1, 2012, the Board 
shall pay its full Board percentage for all bargaining unit 
members working seven (7) or more hours. Such 
employees working less than seven (7) hours shall be 
eligible for a prorated portion based on a percentage of 
seven (7) hours worked of the Board's contribution. 
Employees hired prior to July 1, 2012 will retain benefits as 
per the current practice. 

2. Life Insurance. 

The Board shall provide each regular full-time employee with a 
$30,000 term life insurance policy. Part-time employees shall 
have the life insurance in the amount of Fifteen Thousand Dollars 
($15,000). 

Employees will have the option of purchasing additional life 
insurance at employees' expense which, if exercised, will be 
deducted from the employees' payrolls under guidelines 
established by the insurance carrier. A rider shall be provided at 
employee's expense for $5,000 life insurance each for the 
employee's spouse and any dependent children. 

3. Liability Insurance: 

The Board will provide each employee with $100,000 professional 
liability insurance coverage, except that employees who carry 
liability insurance with OEA shall have that insurance carrier 
designated as the primary insurer. 

Tax-Deferred Annuities. 

Employees shall have the opportunity to purchase tax-deferred annuities, subject 
to the rules and regulations developed by the Administration and as approved by 
the Board. 
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Section 6. 

Professional Improvement Fund. 

The Board shall annually appropriate $12,000 towards a Professional 
Improvement Fund which shall be used for the partial reimbursement of tuition 
costs incurred by members of the bargaining unit who engage in advanced study 
which will be of benefit to the school system. Awards from the fund shall be 
granted in accordance with rules and regulations approved by the Board, at the 
rate of one hundred fifty dollars ($150.00) per quarter hour or the actual cost, 
whichever is less, not to exceed eight (8) quarter hours or twelve hundred dollars 
($1 ,200.00), whichever is less. 

SERS Contributions. 

The Board shall designate each employee's contributions to the State Employees 
Retirement System of Ohio as "picked up as a salary reduction." 

Employee Attendance Award Program. 

Bargaining unit members using no sick leave or personal leave days in a complete 
contract year shall be compensated at the end of the individual's contract year. 

Less than four hour/day employees 
Four but less than eight hour/day employees 
Eight hour/day employees (9-10 months) 
Eight hour/day employees (11-12 months) 

$100.00 
200.00 
300.00 
350.00 

Bargaining unit members using an accumulation of one sick leave or personal 
leave day in a complete contract year shall be compensated at the end of the 
individual's contract year. 

Less than four hour/day employees 
Four but less than eight hour/day employees 
Eight hour/day employees (9-10 months) 
Eight hour/day employees (11-12 months) 

$ 75.00 
150.00 
200.00 
250.00 

Tuition Free Enrollment for Children of Full-time Employees. 

Under Ohio Revised Code provisions, the Board of Education agrees to allow 
children of full-time employees to attend the school district tuition free subject to 
the following stipulations: 

A. That said child's enrollment shall not violate the district's class size policy 
outlined in the negotiated agreement. If said child's enrollment impacts 
the class size policy, the parent of the student agrees to pay the class size 
stipend to the Board of Education. 
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Section 2. 

B. The employee must indicate to the Sandusky Board of Education prior to 
July 1st of any given year that their child and/or children will be attending 
the Sandusky Schools the following year. 

C. Once the child has been accepted and enrolled, the Board of Education 
agrees to retain said child until he withdraws or graduates. 

D. The Board agrees to waive the July 1st notice if by doing so they can add 
to their ADM count prior to October 1oth of any given year. 

E. The Board of Education agrees to accept all applicants as outlined above, 
unless such acceptance on their part would require them to alter a facility 
or hire an additional staff person. 

ARTICLE 16- SALARY SCHEDULE AND PAYROLL 

Payroll. 

All employees shall be paid the amount stipulated in their contracts in twenty-six 
(26) bi-weekly installments per contractual school year on Wednesdays. The only 
exception to the twenty-six (26) bi-weekly pays will be for Bus Drivers receiving 
pay for extra trips, who will be paid in twenty-one (21) timecard initiated pays. 
Whenever a regular pay date within the school year falls within an extended 
school recess, pay checks shall be mailed in a timely fashion so as to assure 
receipt on the scheduled pay date. Compensation for services rendered to the 
school district will not be paid prior to the service having been rendered. Due to 
the nature of a five or six year cyclical calendar phenomenon the payroll 
scheduled could exceed the stipulated twenty-six (26) bi-weekly installments per 
contractual school year. When this situation arises, Administration will modify 
installment disbursement to cause a realignment of balanced installments per 
contractual school year. 

Overtime Pay. 

Overtime pay shall be paid at the rate of time and one half for all hours actually 
worked in excess of forty ( 40) hours per week. Time for which an employee is 
compensated for holidays but does not actually work shall be computed as "hours 
worked" for the purpose of determining eligibility for overtime pay. Up to two 
(2) calamity days per school year shall be computed as hours worked for 
maintenance employees only. All overtime work shall require the advance 
approval of the employee's immediate supervisor. Overtime or extra duty 
assignments shall be divided and rotated as equally as possible among employees 
within each building or classification. Non-emergency overtime assignment 
beyond the forty ( 40) hour work week shall be voluntary and the employee may 
choose either compensatory time or payment in accordance with the appropriate 
rate of pay. Compensatory time shall only be scheduled with approval of the 
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Section 4. 

Section 5. 

immediate supervisor and shall not be taken on the day before or the day after a 
school break or holiday, and an employee cannot bank more than five (5) days. 

If the Head Custodian is absent, the Class II Custodian in the building shall have 
the option of working the day shift. Then, except in the case of an emergency or 
if no substitute is available, a casual day-to-day substitute will be called to work 
the vacated shift. 

All bus drivers and bus aides will be paid their contractual time, and any time 
worked over or field trips will be paid as documented. 

Premium Pay. 

Premium pay is defined as overtime pay unless said premium pay is warranted as 
a result of work performed on a holiday due to an emergency, at which time the 
definition is altered to mean double time compensation, may it be either monetary 
compensation or compensatory time, at the discretion of the employee. 

Rates for Supplemental Services. 

Employees who work extra hours to supervise and/or serve community groups 
using school facilities, shall be paid at the overtime rate if such services involve 
working beyond the regular forty ( 40) hour week; otherwise, said employees shall 
be paid at their regular hourly rate. Employees assigned to such supplementary 
duty shall be paid through the payroll department of the Treasurer's office. 

Salary Schedules. 

Initial placement on the employee salary schedule shall be determined by the 
Superintendent or designee. Such placement may take into consideration the 
employee's specialized training and previous experience. Whether employed for 
the school year or for a full twelve-month calendar year, the employee shall have 
served two-thirds of his/her particular working year to qualify for a yearly 
increment on the salary schedule. 

If an employee is working at the direction of the employee' s immediate 
supervisor to cover work in another classification with a higher pay rate for a 
period of ten (1 0) consecutive school days, and is duly qualified to do the work, 
he/she shall be paid the higher pay rate for all hours worked in that pay period 
beginning with the eleventh day. 

For the 2018-2019 and 2019-2020 school years, wages shall be increased two 
percent (2%) each year. For the 2020-2021 school year, the increase shall be the 
same as the percentage increase on the teacher BA-0 base salary. All retroactivity 
shall be based upon the regular salary only and shall be paid in a separate payroll. 
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Section 6. Miscellaneous Salary Provisions. 

The salary of a new licensee may be adjusted at the beginning of the month 
following licensing. 

Maintenance Staff will be provided with a $150 annual clothing allowance for the 
purpose of purchasing uniforms and $50 annual tool allowance. Class II 
Custodians shall be entitled to utilize Professional Leave for their first attempt at 
obtaining a Boiler's License. 

Any employee who is assigned to do work for the After School Activity Program 
shall receive an annual stipend of$750. 

ARTICLE 17- COMPLAINTS AGAINST BARGAINING UNIT MEMBERS 

If a parent or other member of the community makes an oral or written complaint about an 
employee, no record of such complaint may be placed in the employee's files unless the 
Superintendent or building principal has first (1) notified the employee of the complaint; (2) 
encouraged the community member to meet with the employee and the Administration to resolve 
the complaint; and (3) has met with the employee to discuss the complaint and the employee's 
response. An anonymous complaint shall not be placed in an employee's personnel file unless it 
has been investigated by the appropriate administrator. The employee may place a written 
response in his/her file if any community member's complaint is recorded in his/her file. 

Section 1. 

Section 2. 

ARTICLE 18 - EQUAL RIGHTS CLAUSE 

Equal Opportunity. 

The Board is an equal opportunity employer and will continue to abide by all state 
and federal equal employment laws. Likewise, the Association will continue to 
abide by all state and federal equal employment laws. 

Equal Rights. 

The parties to this Agreement jointly pledge that provisions of this Agreement 
shall be applied uniformly to all members of the bargaining unit without regard to 
race, color, religion, sex, age, national origin, disability, or union or non-union 
membership. 
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Section 1. 

Section 2. 

Section 3. 

ARTICLE 19- SEXUAL HARASSMENT 

It is the policy of the School District to ensure that the workplace is free of any 
form of sexual harassment. This policy is intended to make all bargaining unit 
members aware of this matter, to advise them of their behavioral obligations, and 
to inform them of their equal employment rights. 

Under the Equal Employment Opportunity Commission's guidelines, unwelcome 
sexual advances, requests for sexual favors, and other verbal or physical conduct 
of a sexual nature are unlawful in the following instances: 

A. When submission to such conduct is made with explicity or implicity a 
term or condition of employment. 

B. When submission to, or rejection of, such conduct by an individual is used 
as the basis for employment decisions affecting such individual. 

C. When such conduct has the purpose or effect of substantially interfering 
with an individual's work performance or creates an intimidating, hostile 
or offensive working environment. 

Sexual harassment of employees is unwelcome conduct of a sexual nature. Such 
conduct can include unwelcome sexual advances, requests for sexual favors, and 
verbal, nonverbal or physical contacts of a sexual nature when submission to such 
conduct is made a condition of employment or a basis of an employment decision. 
Sexual harassment also may be found to have occurred when the above
mentioned conduct has the purpose or effect of unreasonably interfering with 
work performance or creating an intimidating, hostile, or offensive working 
environment. 

A. Sexual Harassment may include but is not limited to the following: 

1. Basing an evaluation, recommendation, transfer, etc. on an 
employee's refusal or submission to sexual advances. 

2. Jokes, stories, cartoons, or pictures that convey a sexual message, 
and/or place the opposite sex in demeaning roles, thereby creating 
a hostile working environment for the sex which is the subject of 
the jokes, stories, cartoons, or pictures. 

3. Unwelcome touching. 

4. All types of verbal harassment and abuse of a sexual nature. 

5. Pressure for sexual activity. 
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Section 4. 

6. Any other remarks or actions to a person, with sexually demeaning 
implications. 

Unwelcome: Conduct is unwelcome if the employee did not request or 
invite it and regarded the conduct as undesirable or offensive. 
Acquiescence in the conduct or failure to complain does not always mean 
the conduct was welcome. 

B. Engaging in any form of sexual harassment will be considered cause for 
disciplinary action, including possible termination. Any disciplinary 
action that is a result of claim of sexual harassment will follow the 
procedures listed in Article 14. 

Under Title VII of the Civil Rights Act, employees have the right to raise the 
issue of sexual harassment without fear of reprisal. It is strongly recommended 
that bargaining unit members who believe that they may be subject to sexual 
harassment take the following steps, if possible: 

A. Document the occurrence(s). 

B. Make clear to the alleged harasser that the conduct is unwelcome. 

C. Document any reprisal. 

D. Notify the School District's designated Civil Rights Coordinator for 
Investigation. Should the Civil Rights Coordinator be the alleged 
harasser, report the matter to the Superintendent or Assistant 
Superintendent. 

E. Participate in the investigation by the Civil Rights Coordinator. 

ARTICLE 20- DRUG-FREE WORKPLACE 

The Sandusky City Board of Education will maintain a drug-free workplace in full compliance 
with all applicable federal and state, and local laws. 

The following regulations apply: 

A. No employee of the Sandusky City Schools while on school premises or as part of any of 
his/her workplace activities shall unlawfully possess, use, or distribute illicit drugs, 
controlled substances, or alcohol. 
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B. This regulation does not replace the requirement to report child endangering (O.R.C. 
2151.421) and any employee who admits to, pleads guilty, or is convicted of child 
endangering acts or sale or dispensing drugs or alcohol to minors shall be exempt from 
this article and shall waive rights under all applicable articles of the negotiated 
agreement, enabling personnel action to be taken within the limits of the law. 

C. "Workplace" is defined to mean the site for the performance of work done in connection 
with employment. The workplace includes any school building, school property, school
owned vehicles, or school-approved vehicle used to transport students to and from school 
or school activities; off school property during any school-sponsored or school-related 
activity, event or function, such as a field trip or athletic event where students are under 
the jurisdiction of the school district. 

D. Any employee who admits to, pleads guilty, or is convicted in any court of law of a first 
alcohol or drug abuse offense which is less than a first degree misdemeanor and which 
involves use in the workplace shall be referred to and satisfactorily complete a 
drug/alcohol rehabilitation and intervention program. Rehabilitation and intervention 
shall be at the employee's expense, except as may covered by applicable group health 
plan terms, sick leave policies, and other leaves of absence policies. The employee shall 
not return to his/her employment assignment and shall waive all rights under all 
applicable articles of the negotiated agreement, should the employee fail to comply with 
the provisions of this section. 

E. Any employee who admits to, plead guilty, or is convicted in any court of law for a 
second alcohol or drug abuse offense which is less than a first degree misdemeanor and 
which involves use in the workplace shall be suspended for one (1) to five (5) days 
unpaid and shall be referred to and satisfactorily complete a drug/alcohol rehabilitation 
and intervention program. Rehabilitation and intervention shall be at the employee's 
expense and may not be covered by applicable group health plan terms, sick leave 
policies, and other leaves of absence policies. The employee shall not return to his/her 
employment assignment until intervention or treatment is completed as deemed necessary 
by a physician who consults with the Superintendent. The employee shall not return to 
his/her employment assignment and shall waive all rights under all applicable articles of 
the negotiated agreement, should the employee fail to comply with the provisions of this 
section. 

F. Any employee who admits to, pleads guilty, or is convicted in any court oflaw for a third 
alcohol or drug offense which is less than a first degree misdemeanor and which involves 
use in the workplace shall waive all rights under all applicable articles of the negotiated 
agreement and the Board shall take such personnel action it deems necessary within the 
limits of the law. 

G. Any employee who pleads guilty, or is convicted in any court oflaw for a alcohol or drug 
abuse offense which is a felony, or a first degree misdemeanor, or any other misdemeanor 
resulting in withdrawal of proper certification, shall waive all rights under all applicable 
articles of the negotiated agreement and the Board shall take such personnel action it 
deems necessary within the limits of the law. 
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H. Any Employee convicted of violating any federal, state, or local criminal drug/alcohol 
statute, where the violation occurred within the "workplace" definition of Section C., 
must report the conviction to the Superintendent within five (5) working days of the 
conviction. 

I. Alcohol and Other Drug Awareness Programs. 

Employees will be provided with information concerning alcohol and· other drug abuse, 
as follows: 

1. All employees will be provided with a copy of this policy. 

2. The Superintendent or his designee will maintain information on community 
resources and employee benefits available to employees for assistance in dealing 
with chemical dependency problems. 

3. Every year there will be available, for each employee, at least one 
educational/learning opportunity addressing the physical, mental, and emotional 
dangers of alcohol and other drug abuse, as well as rehabilitation assistance 
resources available to employees. (Such educational opportunities may include: 
inservice programs, print materials, discussions or presentations at employee 
meetings, or other seminars.) 

4. The Sandusky City Schools' publications, especially those distributed among 
employees, will from time to time contain articles on the dangers of substance 
abuse and rehabilitation. 

J. Confidentiality. 

Information provided to administrative personnel as to any problem related to alcohol and 
other drug abuse or chemical dependency shall be considered part of the employee's 
medical record, and shall be CONFIDENTIAL. Except as may be required by law, no 
person may discuss or otherwise divulge any information concerning such matters. 

ARTICLE 21 -SMOKE-FREE ENVIRONMENT 

The Board and Association believe that tobacco smoke in the school and work environment is 
not conducive to good health. As an educational organization, the Sandusky City Schools must 
provide both effective educational programs and positive examples of students concerning the 
use of tobacco. 

Recognizing the negative impact on non-smokers, the Board and Association declare all public 
buildings and facilities operated by the Board to be officially designated smoke-free 
environments effective upon the ratification of said provision by all Associations within the 
district. 
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Section 1. 

Section 2. 

Section 3. 

ARTICLE 22- PROVISIONS CONTRARY TO LAW 

If a Contract provision is invalidated by any law all other provisions of this 
contract shall continue in full force and effect in accordance with their terms. The 
parties will meet to negotiate any necessary change in the Contract relative to the 
affected provision within sixty (60) days by demand of either party. 

If, during the term of this Contract, there is a change in O.R.C. 4117.10(a) or 
federal law or valid rule or regulation adopted by federal agency pursuant thereto, 
which would invalidate any provisions of this contract, as determined by a court 
of competent jurisdiction, the parties will meet to negotiate any necessary change 
in the contract relative to the affected provision within sixty ( 60) days by demand 
of either party. 

If, during the term of this Contract, there is a change in any applicable state or 
federal law or valid rule or regulation adopted by a federal agency or a state 
agency pursuant thereto, which requires the Board of Education to develop 
policies that change the term(s), condition(s) of employment, or working 
condition(s), which are subject to bargaining as provided in O.R.C. 4117.08, then 
the parties will meet to negotiate the additional term(s), condition(s) of 
employment, or working condition(s) within sixty (60) days by demand of either 
party. 

ARTICLE 23 -- SENIORITY 

System seniority shall be defined as the length of employment by an employee with the Board as 
computed from the employee's most recent date ofhire. 

Job classification seniority shall be defined as the length of employment by an employee in a 
particular job classification computed from the employee's total service in such job 
classification. Job classification shall correspond with the job classification set forth on the 
salary schedule as published by the Board. 

Department seniority shall be defined as the length of employment by an employee in a 
particular department as computed from the employee's total service in such department. 
Department shall correspond with departments set forth in Article 13, Section 2. 

Substitute employees shall not accumulate seniority and are not considered as either regular full
time or regular part-time employees. Only regular full-time or regular part-time employees shall 
accumulate seniority. 

If two (2) or more employees have the same length of continuous service, then seniority will be 
determined by the earlier birthday in the calendar year. 
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ARTICLE 24- PHYSICAL EXAMINATION REQUIREMENTS 

Newly-employed school employees in the Sandusky City Schools shall present documented 
evidence of having a negative tuberculin test within ninety (90) days before the first work day, or 
if a known positive reactor have a chest x-ray or other appropriate examination revealing the 
absence of tuberculosis in the communicable state within ninety (90) days before the first day of 
work. 

Prior to employment, all applicants for custodial, food service, maintenance, transportation, and 
supply support staff positions shall be required to submit a statement of employability from a 
licensed physician relative to the performance of the function and activities involved in the 
position for which the applicant is being hired. The required physical examination shall include 
such tests as found desirable for all employees or classification of employees, by the District
contracted physician. 

If an employee is required by state law to take a random drug test, then the employer shall pay 
for the test and for the time of the employee to report and take the test. The Board also agrees to 
pay for the cost of a physical examination. 

Whenever an employee's health appears to be a hazard to children or others in the school system, 
the Superintendent may require a physical examination by the District-contracted physician. All 
required examinations shall be made at no cost to the employee, provided the services of the 
District-contracted physician are used. The school health service shall provide the chest x-rays, 
flu vaccine, and Hepatitis B vaccine for employees as routinely scheduled as long as it is 
available from the Erie County Health Department. 

Section 1. 

ARTICLE 25- VACATION DAYS 

All personnel employed for eleven or more months of the year shall be entitled to 
an annual vacation with pay. July 1st of any year shall be the employment 
anniversary date used to calculate paid vacation allowance. 

Vacation time shall accrue at the following rates: 

A. During the first year of employment, an employee shall earn vacation at 
the rate of ten (1 0) days per contract year. Vacation will accrue monthly 
beginning in the first day of the month following the employee's hire date. 
Employees may use accrued vacation after the first three (3) full months of 
employment. 

B. Employees with one (1) through six (6) completed years of service FROM 
THE JULY 1sT FOLLOWING THE EMPLOYEE'S DATE OF HIRE 
shall be entitled to two (2) weeks [ten (10) working days] of paid vacation. 
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Section 2. 

C. Employees with seven (7) through thirteen (13) years of completed service 
FROM THE JULY 1sT FOLLOWING THE EMPLOYEE'S DATE OF 
HIRE shall be entitled to three (3) weeks [fifteen (15) working days] of 
paid vacation. 

D. Employees with fourteen (14) through nineteen (19) years of completed 
service FROM THE JULY 1sT FOLLOWING THE EMPLOYEE'S 
DATE OF HIRE shall be entitled to four (4) weeks [twenty (20) working 
days] of paid vacation. 

E. Employees with twenty (20) or more completed years of service FROM 
THE JULY 1sT FOLLOWING THE EMPLOYEE'S DATE OF HIRE 
shall be entitled to five ( 5) weeks [twenty-five (25) working days] of paid 
vacation. 

F. In accordance with Section 3319.084 of the Ohio Revised Code, vacation 
time may accrue from two (2) previous years plus the current year. 
However, employees are encouraged to use their vacatio~ time annually. 
The Board of Education, through its administrators, reserves the right to 
insist that an employee use a portion of vacation time if twelve (12) 
months have lapsed since he/she was last off for vacation. 

Scheduling ofVacations. 

A. Vacations may be scheduled at times requested by the employee as far as 
possible within the Board's work requirements. 

B. If there is any conflict between· employees who are working on the same 
or similar operations regarding when vacation may be taken, the employee 
with the greatest seniority will be given preference. 

C. Those employees who are entitled to over three (3) weeks vacation may 
take a portion of their time during the school term upon advance approval 
of the responsible supervisor or administrator. 

D. Employees who have completed eleven (11) months of work during the 
contract year by June 1st, may request vacation time during June prior to 
the July 1st anniversary date. 

E. Unless an employee chooses to do so, an employee shall not be required to 
find their own substitutes in order to take their earned vacation time. All 
supervisors shall be required to find substitutes for employees who are on 
vacation leave. 

F. For vacations lasting less than one week, custodial department employees 
shall give at least three (3) days advance notice, except in the event of an 
unanticipated circumstance which the employee may have to document. 
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Section 3. 

G. Every effort will be made to provide timely response to the employee 
request and said response shall be prior to the day requested. 

Vacation Conversion. 

Effective July 1, 2001, bargaining unit members who receive positions with 
vacation benefits and were newly assigned to those positions after July 1, 2000, 
will be eligible for vacation credit for past service time for vacation calculation 
purposes under the existing contract language by calculating a ratio of their nine 
(9) month full-time positions against their new twelve (12) month full-time 
assignments (i.e., working 12 years in a 9-month position equal 9 years credit 
toward vacation after July 1 81

). 

ARTICLE 26 -- HOLIDAYS 

Paid holidays for support staff shall be established when the Board approves the calendars for the 
employees and shall include the following holidays established by law: 

- New Year's Day 
- Martin Luther King Day 

President's Day 
Good Friday 
Memorial Day 
Independence Day 

(12 month worker only) 

- Labor Day 
Columbus Day 
Veterans Day 

- Thanksgiving Day 
- Christmas Day 

Unless excused by the Superintendent or designee, an employee must work the last working day 
prior to and the first working day after a holiday to receive holiday pay. 

Schools are usually in session on Columbus and Veterans Day which requires that support staff 
personnel be on duty. Twelve (12) month employees will be provided compensatory days off 
and nine (9) month employees will be given premium pay for these two holidays. 

Whenever other major holidays fall on a Saturday, the previous Friday shall be observed as the 
holiday for work schedules. Major holidays falling on Sunday will be observed on the following 
Monday. 

If an employee is required to work on a holiday, except for extra trips, then he/she shall receive 
holiday pay in addition to pay for the time worked on the holiday. 

For employees hired on or after July 1, 2012, Columbus Day and Veterans Day shall not be 
considered a holiday. 
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ARTICLE 27- CALAMITY DAYS 

Most support staff school employees shall not be required to report for work when all schools are 
closed because of inclement weather or other calamity. 

Occasionally there will be exceptions to the general no work rule to ensure that all properties are 
protected and that buildings, buses, walks, parking areas, etc. are prepared for school reopening 
at the end of the calamity. The Treasurer, Facilities Manager, and Supervisors of Maintenance, 
Food Service, and Transportation, have the authority to require some classifications of 
employees to work as they deem necessary. The following persollllel would ordinarily be 
required to work on calamity days (full, partial, or extra hours): 

A. Maintenance Staff and Receptionist 

B. One Boiler Operator per Building 

C. Others as Requested 

The Superintendent, Central Office Administrators, High School Principal and the Vocational 
Director may require their assigned office workers to work to meet high priority deadlines such 
as board agendas, payroll, etc. · 

Employees who are required to perform services on calamity days shall be granted compensatory 
time, at the appropriate rate, as first priority compensation. Administrators and Supervisors shall 
attempt to grant compensatory time off that is convenient to both the employer and employee. 
Compensatory time may not accrue beyond June 30 in any year. If compensatory time off is 
impractical, the Superintendent or Treasurer may authorize premium pay at the appropriate 
hourly or per diem rate. 

Hours worked on calamity days and compensatory time off granted must be reported to the 
payroll department on the appropriate time cards to ensure accountability. Such cards must be 
approved by the administrator or supervisor responsible. 

Support staff employees are required to report for work when an individual building is closed for 
an emergency such as a broken water line, unless they are specifically instructed to stay at home. 
They may be reassigned to a different work station for the duration of the emergency by their 
usual supervisor. 

Two hour delays equal a normal work day. 

The Superintendent or designee shall call for a two hour delay or a calamity day at his/her 
earliest convenience, such as 5:00a.m. or the night before. 
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ARTICLE 28- EMPLOYEE MEETINGS 

Employee meetings shall be conducted during working hours whenever possible and the Board's 
facilities shall be used for such purposes. Employees involved in such meetings during their 
working hours shall suffer no loss or reduction in pay. Whenever it is not possible to hold these 
meetings during working hours the employer may extend the employee's work schedule one (1) 
hour beyond the regularly scheduled day, provided each employee is compensated for the 
duration of the meeting. 

ARTICLE 29- JOB DESCRIPTIONS AND CLASSIFICATION 

Job descriptions shall be reviewed and revised by a committee consisting of six (6) persons, three 
(3) of whom shall be appointed by the Association President and three (3) of whom shall be 
appointed by the Superintendent. Job descriptions shall be included in the Master Contract as 
new Exhibit G. Said descriptions shall follow the same ratification process of the entire contract. 
Thereafter, job descriptions shall be reviewed and revised by a committee consisting of six (6) 
persons, three (3) of whom shall be appointed by the Association President and three (3) of 
whom shall be appointed by the Superintendent, during regular contract bargaining under Article 
2 at the expiration of each Master Contract. The descriptions shall be distributed to all current 
bargaining unit members and all new employees. The descriptions will include at a minimum: 

A. Job Title and Description 

B. Minimum requirements 

C. A specific statement of required tasks and responsibilities 

If new positions are created by the Board, then the Administration and the Association shall meet 
to negotiate a new job description at that time. Such job description shall be subject to 
ratification by the Association and the Board. 

Section 1. 

Section 2. 

Section 3. 

ARTICLE 30- WORK YEAR WORK WEEK, WORKDAY 

The normal work year for school year bargaining unit members shall align itself 
with the adopted school year calendar. 

The normal work year for all other (full year) bargaining unit members shall be 
twelve (12) months, July 1, through June 30. 

The normal work week for all bargaining unit members is typically Monday 
through Friday. 
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Section 4. 

Section 5. 

Section 6. 

Section 7. 

Section 8. 

Section 9. 

The normal workday for full time employees may include a non-compensated 
lunch period of at least thirty (30) minutes duration. The minimum call-in shall 
be two (2) hours. The employee shall be paid for a minimum of two (2) hours, 
but shall not be required to be at work longer than the time necessary to finish the 
job for which called in. 

Bargaining unit members will dress in a modest and professional manner and 
wear apparel appropriate to their particular assignment during work hours. Such 
provision shall be administered in a uniform and consistent manner by all 
Supervisors. 

Library Paraprofessionals: 

Library Paraprofessionals shall work in the library of their assigned building the 
day before the first student day, the day after the last student day. Library 
Paraprofessional extra duties shall be limited to a maximum of forty-five (45) 
minutes per day. 

Educational Paraprofessionals: 

The educational paraprofessionals shall work in their assigned classrooms the day 
before the first student day and shall not work the day after the last student day. 
Paraprofessionals shall not be scheduled to work on the Semester Grades Day. 

The work year of administrative assistants may be changed to be up to the same 
number of days worked each year by the administrative assistants' building 
principal. 

The work year for all employees will be communicated to the Association 
President, and any discrepancies shall be jointly resolved by the Superintendent 
and the Association President. 

School Calendar. 

The SNTEA President shall poll all SNTEA employees of the District regarding 
the alternative constructions of school calendars, with the SNTEA President 
tallying the results. The alternative receiving the most votes will be 
recommended to the Superintendent for consideration. 
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Section 1. 

Section 2. 

Section 3. 

Section 4. 

Section 5. 

Section 6. 

Section 7. 

Section 8. 

ARTICLE 31- TRANSPORTATION DEPARTMENT 

All field trips will be assigned in a rotating manner using the SNTEA Seniority 
List. By every Monday during the school year, the Supervisor of Transportation 
will provide the Association with a list of trips that are to be filled for the 
following week. The trips shall be filled in chronological order. By Thursday of 
that week, the Association will provide the supervisor of transportation a list of 
the drivers assigned to the requested trips. Last minute scheduling may occur due 
to unforeseen circumstances; these trips will be added and assigned in the order 
they are received by the Transportation Supervisor and the Association. All noon 
runs, including substitute noon runs, will be assigned in a non-rotating manner, 
using the SNTEA Seniority List. 

If, for any reason, an emergency, special need or driver cancellation occurs on 
short notice, the next driver on the rotation list will be called for assignment if 
possible. If this is not possible, the supervisor of transportation may assign a 
driver on the rotation list employed by the Board to fill this need. If no regular 
full-time driver can be reached, or if time constraints do not permit, only then can 
the supervisor call a substitute driver. Two (2) hours or less notice shall be 
considered as an emergency trip and drivers of such trips shall not be taken out of 
the rotation. 

All trips shall be a minimum of two (2) hours pay. 

All summer work that requires the assignment of bus drivers will be posted in 
accordance to the negotiated posting procedure. No outside employment will take 
place until after the members of the bargaining unit have had an opportunity to 
bid on said work. 

Bus runs shall be as close to two (2) hours in length as possible, including pre-trip 
and warm-up time. All runs should be made as equal in length as possible. If 
though no fault of the driver, his/her run ends in less than two (2) hours, the driver 
shall be paid for two (2) hours. 

In the event that Sandusky City Schools are scheduled off but Parochial schools 
are in session, or in the case of Early Release; the driver will drive his/her regular 
run as scheduled. If the driver does not wish to drive his/her run that day, the 
Supervisor may consolidate the route for efficiency. In the event that Sandusky 
City Schools are scheduled off, but Parochial schools are in session and the 
weather has permitted for cancellation, drivers will be paid for the calamity day; 
the same as if Sandusky City Schools had a calamity day. 

During the lunch times, the Transportation Supervisor or designee shall be 
available by telephone or radio to assist drivers. 

Transportation employees must abide by the provisiOns of the Driver/ Aide 
Handbook, which shall be made available on the District intranet website. 
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Section 9. The field trip rotation shall start new at the beginning of the SNTEA 
seniority list on July 1st of each year. 

Section 10. Vehicles other than school buses. 

Vehicles originally designed and constructed at the factory for nine (9) or fewer 
passengers, not including the driver, to be used when school bus transportation 
cannot be reasonably provided. These vehicles shall not be routinely used for 
service to and from regularly-scheduled school sessions except for preschool 
children, special needs children, homeless children, children inaccessible to 
school buses, or students placed in alternative schools. 

This section does not apply to parental transportation of children when not 
scheduled, arranged, managed, reimbursed, or contracted for by a board of 
education, school, or county board of developmental disabilities. 

Section 11. Van Driver/Paraprofessional Position 

A new position will be created to be named Van Driver/Paraprofessional. 

This position will be considered a bargaining unit position and will be paid on the 
salary schedule the same as the current Library Paraprofessional column. 

A job description will be prepared prior to posting the position and will be given 
to the Association prior to posting. 

Section 12. Transportation/Van Driver 

Section 13 . 

The Board shall have the right to purchase and use vans and/or minibuses to 
accomplish District goals and to operate in an efficient manner. 

Field trips will be bid through the normal process for bidding and will be offered 
to regular bus drivers. The type of vehicle to be used on the field trip will be 
posted with the trip. Bus drivers who drive vans on field trips will be paid at their 
regular hourly rate. 

Field trips which have historically been driven by coaches, student activity 
advisors, and others where vans were rented for such trips will continue as in the 
past, based upon historical data available in the District with Board-owned vans 
and/or minibuses used. 

Custodial services will be provided to clean the bus garage and Transportation 
Office. 
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ARTICLE 32- WORK RULES 

The Board agrees to give advance written notice to employees of significant changes to work 
rules that materially affect the employee's working conditions. 

Section 1. 

Section 2. 

Section 3. 

Section 4. 

Section 5. 

Section 6. 

Section 7. 

Section 8. 

ARTICLE 33 -PERSONNEL FILES 

The official personnel file of each employee shall be confidential to the extent 
provided by law and shall be maintained in the office of the Superintendent. 

An employee shall have access to his/her personnel file upon request. A 
representative of an employee shall have access to said employee's personnel file 
when said employee requests such access in writing to the Superintendent or 
his/her designee. 

Access to the personnel file of an employee by others shall be consistent with 
Ohio law. 

An employee shall be notified immediately of any request(s) to view the contents 
of the employee's personnel file and the time and place of the scheduled review. 
When possible, the employee may review his/her file prior to this time and shall 
be given the opportunity to be present when his/her file is viewed. Nothing in this 
procedure shall be construed to waive any rights conferred under O.R.C. Chapter 
134 7. If an employee is not available to be present during another person's 
review of his/her personnel file, the employee's Association representative can 
serve in the employee's place. If neither the employee nor the Association 
representative is available, nothing in this Article shall prevent the Administration 
from complying with a public records request. 

An employee shall be entitled to a copy of any specific material(s) in his/her file 
upon written request. 

Letters or materials anonymous to the employee or reports partially or entirely 
based on sources anonymous to the employee shall not be placed in an 
employee's personnel file. 

Each employee shall have the right to indicate those documents and/or materials 
in his/her personnel file which he/she believes to be irrelevant, untimely, 
incomplete, and/or inaccurate. The employee shall have the right to request that 
the irrelevant, untimely, incomplete, and/or inaccurate materials be removed from 
the file and destroyed. Such request shall be reviewed by the Superintendent. If 
the Superintendent does not agree to remove the materials, the employee shall 
have the right to attach a response to the document setting forth why he/she 
believes the material to be irrelevant, untimely, incomplete and/or inaccurate. 

The employee shall receive a copy of all materials placed in his/her file. 
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ARTICLE 34 --EMPLOYMENT CONTRACTS 

Pursuant to O.R.C. §3319.082, employees hired after the ratification of this contract shall enter 
into written contracts for their employment which shall be for a period of not more than one (1) 
year. If such employees are rehired, three (3) subsequent contracts shall be for a period of two 
(2) years each. At the conclusion of the third two (2) year contract, if the contract of a 
nonteaching employee is renewed, the employee shall receive continuing contract status. 

Employees hired prior to the ratification of this contract shall be granted continuing contract 
status, so long as the employee has been employed by the District for at least three (3) years. 
Employees that have been employed less than three (3) years shall be eligible to obtain 
continuing contract status once the employee has been employed by the District for three (3) 
years. 

Section 1. 

Section 2. 

Section 3. 

Section 4. 

Section 5. 

Section 6. 

ARTICLE 35 -RETIRE/REHIRE PROVISION 

Definition of a Retiree - A Retiree is an individual who has attained service 
retirement status with the School Employees Retirement System. 

Where a non-teaching vacancy exists which the Board may fill by hiring a 
properly skilled person, who is not already employed by the Board, and after 
following the provisions of Article 12 of the Agreement, the board may consider 
and employ retirees for any such vacancy upon the recommendation of the 
Superintendent. 

A Retiree shall be paid in accordance with the negotiated salary schedule and will 
receive up to a maximum of ten ( 1 0) years. 

A Retiree shall receive an annual commitment which shall expire automatically at 
the end of the stated term. No notice of non-renewal or Board action is required. 
Continuation of the employment of a Retiree through offering an additional year 
of employment which automatically expire shall be at the election of the Board 
and upon recommendation of the Superintendent. 

A Retiree shall accumulate and may use sick leave in accordance with the 
provisions of the Negotiated Agreement, but shall not be entitled to severance pay 
under the provisions of the Negotiated Agreement or under law upon conclusion 
of employment as a Retiree. 

A Retiree's vacation for 260-day employees will be a minimum of two (2) weeks 
to a maximum of four ( 4) weeks and determined by the Superintendent. 
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Section 7. A Retiree shall not accumulate seniority in the bargaining unit for any purpose 
under the Negotiated Agreement (i.e., RIP, bidding on vacancies, etc.) and has no 
right of recall in the event of a reduction in force pursuant to the provisions of the 
Negotiated Agreement. 

ARTICLE 36 -DURATION 

This contract will become effective upon the signatures of the parties and the ratification by the 
Sandusky Non-Teaching Employees Association and the Sandusky Board of Education; and will 
remain in effect through June 30, 2021. 

The Association and employees covered by this contract agree that they will not strike during the 
life of this contract. The Board agrees that Federal Mediation shall supersede the dispute 
resolution procedures of Section 4117.14 of the Ohio Revised Code. The Board further 
acknowledges that the members of the bargaining unit have the right to strike under law, 
provided that the Association has given a ten-day prior written notice of an intent to the Board 
and the State Employment Relations Board. 

~'T' - - -\-
Executed as of the a\ -day of_{Y\. __ ~ ____ _ , 2019. 

~a~ Assistant Superintend~ 
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EXHIBIT A 

SANDUSKY CITY SCHOOLS 

GRIEVANCE REPORT FORM 

LEVEL ____ _ 

Name ________________________________ __ Build in!:>--------------------

Alleged violations, misapplications, or misinterpretations, of the Agreement 

Statement of Grievance: (Include pertinent provisions of Agreement and date cause of grievance 
occurred) 

Relief Sought: 

Signature of Grievant. __________ ___________ _ Date Filed ------------
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Disposition Rendered: _____ ______________________ _ 

Signature of Person Rendering Disposition Date 

(Attach Additional pages, if needed, for completion of any Section.) 
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SANDUSKY CITY SCHOOLS 
SNTEA-ARTICLE 14 

EMPLOYEE DISCIPLINE/DISCHARGE/TERMINATION 
REPORT FORM 

EXHIBIT B 

STEP #1- Verbal WARNING: "Written notification of a warning to the employee and a copy to 
the employee's personnel file." 

Date: -----------------
Name. _ ______________________ Buildinb-------- --

Assignment _ _ _____________ _________________ __ 

Deficient Job Description Violation: (state specific job description item number(s) & date of 
violation) ____ ____________ ________________ _ 

Action Plan for Correction of Job Deficiency (in accordance with the negotiated job 
description): _____________________________ _ 

Supervisor's Signature 

Employee's Signature ofReceipt 

Copy: Supervisor 
Employee 
Personnel File 
Association President 

Date 

Date 
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SANDUSKY CITY SCHOOLS 
SNTEA- ARTICLE 14 

EMPLOYEE DISCIPLINE/DISCHARGE/TERMINATION 
REPORT FORM 

EXHIBITB 

STEP #2- REPRIMAND: "Written reprimand to the employee with a copy to the employee's 
personnel file." 

Date: _ _______ _ 

Name _ ____________________ Buildill=----------

Assigmnent. ________________ _______________________ __ 

Deficient Job Description Violation: (state specific job description item number(s) & date of past 
& current violation) ________________________________ _______ _ 

Action Plan for Correction of Job Deficiency (in accordance with the negotiated job 
description): _ ___________________ ___________________________ _ 

Supervisor's Signature 

Employee's Signature of Receipt 

Copy: Supervisor 
Employee 
Personnel File 
Association President 

Date 

Date 
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SANDUSKY CITY SCHOOLS 
SNTEA- ARTICLE 14 

EMPLOYEE DISCIPLINE/DISCHARGE/TERMINATION 
REPORT FORM 

EXHIBITB 

STEP #3 -SUSPENSION: "Penalty from one (1) to fifteen (15) days suspension with loss of 
pay may be given; all suspension and/or loss of pay must be with the Superintendent's approval. 
Written copy to the immediate supervisor, personnel file, and the employee." 

Date: ________ _ 

Name. ________ _ ___ _ _______ Buildin.::.,._ ________ _ 

Assignment _ ___ ____ ______ _ _______________ _ 

Deficient Job Description Violation: (state specific job description item number(s) & dates of 
past & current violation) _ ___ ____ ____ ______ ______ _ _ 

Preliminary Hearing with Superintendent or Designee Date: _____ _______ _ 
(Two days notice, employee may be accompanied by representative of his/her choice) 

Time _ ____ and Place of Preliminary Hearing, ________ _______ _ 
A.M./P.M. (Superintendent's Office, Board Room, etc.) 

Supervisor's Signature Date 

Employee's Signature of Receipt Date 

Superintendent's/Designee's determination regarding the imposition of any disciplinary action: 

Superintendent' s/Designee' s Signature 

Employee's Signature of Receipt 

Copy: Supervisor 
Employee 
Personnel File 
Association President 

Date 

Date 
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SANDUSKY CITY SCHOOLS 
SNTEA- ARTICLE 14 

EMPLOYEE DISCIPLINE/DISCHARGE/TERMINATION 
REPORT FORM 

EXHIBIT B 

STEP #4- TERMINATION: "Written copy to the immediate supervisor, personnel file, Board 
and to the employee." 

Date: _ _ _____ _ _ 

Name _ _ ______________ ____ BuildinO--------- -

Assigrument _ ___ __________ ________________ __ 

Deficient Job Description Violation: (state specific job description item number(s) & dates of 
past & current violation) _ _______________________ _ _ 

Preliminary Hearing with Superintendent or Designee Date: ____________ _ 
(Two days notice, employee may be accompanied by representative of his/her choice) 

Time _ ____ and Place of Preliminary Hearing, _______________ _ 
A.M./P.M. (Superintendent's Office, Board Room, etc.) 

Supervisor's Signature Date 

Employee's Signature of Receipt Date 

Superintendent' s/Designee' s determination regarding the imposition of any disciplinary action: 

Board of Education Meeting Date: ______ Time: _____ Place:. _________ _ 

Superintendent' s/Designee' s Signature 

Employee's Signature of Receipt 

Copy: Supervisor 
Employee 

Personnel File 
Association President 

Date 

Date 
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EXHIBIT C 

SANDUSKY CITY SCHOOLS 

ADMINISTRATIVE ASSISTANTS 

Administrative Assistants 

Administrative Assistant Student Services 

Administration Office Receptionist/ 
Administrative Assistant 
Athletic Office Administrative Assistant 

Career Tech & Adult Education 
Administrative Assistant 
District Information & Web Communication 
Administrative Assistant 
Elementary Administrative Assistant 

SMS Administrative Assistant 

SHS Administrative Assistant 

SHS Guidance Office Administrative Assistant 

Transportation Administrative Assistant 

For the duration of this Agreement, annual salary increases for administrative assistants 
negatively affected by placement into one of the above categories shall be no less than the base 
pay increase for that year. 

If an employee was hired prior to 2012, they could submit a proposal of how many years of 
experience they had and what level they should have been brought in under at the time of 
employment. Their proposal would be submitted to the Chief of Staff and then forwarded to the 
Superintendent of Schools for consideration. If a decision was made to move the salary 
placement, it would be made for the present moment and begin from there without retro pay. 
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EXHIBIT D 

HOLIDAY COMPENSATION 

METHOD OF COMPENSATION 
ANNUAL FOR WORKING HOLIDAYS * 

JOB TITLE HOLIDAYS (Veterans Day & Columbus Day) 

WORK NO WORK TOTAL 

Custodian 
Maintenance 2 9 11 Compensatory days (2 holidays @ time 
Fireman and one half= 3 compensatory days) 

Full Year 2 9 11 Compensatory days (2 holidays @ time 
Office Worker and one half= 3 compensatory days) 

School Year 2 8 10 Premium pay (2 holidays @ time and one 
Office Worker half= 3 days pay) 

Paraprofessional 2 8 10 Premium pay (2 holidays @ time and one 
half= 3 days pay) 

Bus 2 8 10 Premium pay (2 holidays @ time and one 
Driver half= 3 days pay) 

Cafeteria 2 8 10 Premium pay (2 holidays @ time and one 
Worker half= 3 days pay) 

Library 2 8 10 Premium pay (2 holidays @ time and one 
Paraprofessional half= 3 days pay) 

Unless excused, an employee must work the last day prior to and the first day after a holiday to 
receive holiday pay. 

*This provision shall not apply to employees hired on or after July 1, 2012. 
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EXHIBITE 

EXHIBIT E 

I 

FY 2018-2019 
2.00% increase 

Custodian 
Custodian Fireman 

Van D1ivcrl Class II Skilled Cafeteria HS Comier/ 
Administrative Educational Para./Libr<uy Custodian Custodian w/Boiler Custodian Maintenance Bus Cafetelia Cafetelia Manager Bus Swing Custodian 

Step Assistant Aide Para. Class I Class II Lie Fireman I Mechanic D1iver Worker Manager HS Aide (+7%) 10-Month 
0 16.34 13 .51 14.19 12.02 16.50 17.12 17.75 20.27 19.69 12.02 13 .95 15.15 13.52 18.99 12.02 
I 17.47 14.55 15 .28 12.76 17.56 18.22 18.88 21.54 20.83 12.76 14.80 16.08 14.55 20.20 12.76 

2 17.89 15.06 15.81 13 .08 17.95 18.65 19.36 22.07 21.20 13.08 15.17 16.48 15.06 20.71 13.08 

3 18.37 15.52 16.30 13.37 18.41 19.09 19.77 22.50 21.51 13.37 15.51 16.84 15.52 21.15 13.37 

4 18.79 16.04 16.84 13.60 18.83 19.53 20.22 23.02 21.90 13.60 15.78 17.14 16.04 21.64 13.60 

5 19.23 16.53 17.36 13.90 19.23 19.95 20.67 23.50 22.23 13.90 16.12 17.51 16.53 22.12 13.90 
6 19.70 17.02 17.87 14.15 19.65 20.36 21.07 23.95 22.57 14.15 16.42 17.84 17.02 22.54 14.15 

7 20.11 17.54 18.42 14.46 20.08 20.79 21.49 24.39 22.94 14.46 16.77 18.22 17.54 22.99 14.46 

8 20.54 17.79 18.68 14.63 20.26 21.11 21.97 24.93 23.13 14.63 16.98 18.44 17.79 23.51 14.63 

9 20.95 18.00 18.90 14.95 20.46 21.44 22.41 25.40 23.30 14.95 17.33 18.84 18.00 23.98 14.95 

10 20.95 18.00 18.90 14.95 20.46 21.44 22.41 25.40 23.30 14.95 17.33 18 .84 18.00 23.98 14.95 

11 21.55 18.70 19.64 15.55 21.02 21.96 22.91 25.96 23.97 15.55 18.04 19.59 18.70 24.51 15.55 

12 21.55 18.70 19.64 15.55 21.02 21.96 22.91 25.96 23.97 15.55 18.04 19.59 18.70 24.51 15.55 

13 21.94 18.99 19.94 16.60 21.36 22.32 23.28 26.36 24.37 16.60 19.26 20.92 18.99 24.91 16.60 

14 21.94 18.99 19.94 16.60 21.36 22.32 23.28 26.36 24.37 16.60 19.26 20.92 18.99 24.91 16.60 

15 21.94 18.99 19.94 16.60 21.36 22.32 23.28 26.36 24.37 16.60 19.26 20.92 18.99 24.91 16.60 
16 22.06 19.13 20.09 16.73 21.49 22.45 23.41 26.50 24.49 16.73 19.41 21.08 19.13 25.05 16.73 
17 22.06 19.13 20.09 16.73 21.49 22.45 23.41 26.50 24.49 16.73 19.41 21.08 19.13 25.05 16.73 
18 22.06 19.13 20.09 16.73 21.49 22.45 23.41 26.50 24.49 16.73 19.41 21.08 19.13 25.05 16.73 
19 22.06 19. 13 20.09 16.73 21.49 22.45 23.41 26.50 24.49 16.73 19.41 21.08 19.13 25.05 16.73 
20 22.36 19.31 20.28 17.74 21.72 22.68 23.63 26.74 24.75 17.74 20.58 22.35 19.31 25.29 17.74 
21 22.36 19.31 20.28 17.74 21.72 22.68 23.63 26.74 24.75 17.74 20.58 22.35 19.31 25.29 17.74 
22 22.36 19.31 20.28 17.74 21.72 22.68 23.63 26.74 24.75 17.74 20.58 22.35 19.31 25.29 17.74 
23 22.47 19.43 20.40 17.87 21.85 22.80 23.75 26.87 24.86 17.87 20.73 22.51 19.43 25.41 17.87 
24 22.47 19.43 20.40 17.87 21.85 22.80 23.75 26.87 24.86 17.87 20.73 22.51 19.43 25.41 17.87 
25 22.47 19.43 20.40 17.87 21.85 22.80 23.75 26.87 24.86 17.87 20.73 22.51 19.43 25.41 17.87 
26 22.47 19.43 20.40 17.87 21.85 22.80 23.75 26.87 24.86 17.87 20.73 22.51 19.43 25.41 17.87 
27 22.59 19.54 20.52 17.99 21.97 22.92 23.87 27.00 24.98 17.98 20.86 22.66 19.54 25.54 17.99 
28 22.71 19.66 20.64 18.10 22.09 23.04 23.98 27.13 25.10 18.10 21.00 22.81 19.66 25 .66 18.10 
29 22.82 19.78 20.77 18.22 22.20 23.15 24.10 27.26 25.21 18.22 21.13 22.96 19.78 25.79 18.22 
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EXHIBITE 

EXHIBIT E 
FY 2019-2020 
2.00% increase 

Custodian 
Custodian Fireman 

Van Driver/ Class ll Skilled Cafete1ia HS Comier/ 

I 
Administrative Educationa 1 Para/Librmy Custodian Custodian w/Boiler Custodian Maintenance Bus Cafete1ia Cafete1ia Manager Bus Swing Custodian 

I Step Assistant Aide Para. Class l Class ll Lie Fireman I Mechanic D1iver Worker Manager HS Aide (+7%) 10-Month 
0 16.67 13.78 14.47 12.26 16.83 17.46 18.11 20.68 20.08 12.26 14.23 15.45 13.79 19.37 12.26 

1 17.82 14.84 15.59 13 .02 17.91 18.58 19.26 21.97 21.25 13.02 15.10 16.40 14.84 20.60 13 .02 

2 18.25 15.36 16.13 13.34 18.31 19.02 19.75 22.51 21.62 13.34 15.47 16.81 15.36 21.12 13.34 

3 18.74 15.83 16.63 13.64 18.78 19.47 20.17 22.95 21.94 13.64 15.82 17.18 15.83 21.57 13.64 

4 19.17 16.36 17.18 13.87 19.21 19.92 20.62 23.48 22.34 13.87 16.10 17.48 16.36 22.07 13.87 

5 19.61 16.86 17.71 14.18 19.61 20.35 21.08 23.97 22.67 14.18 16.44 17.86 16.86 22.56 14.18 

6 20.09 17.36 18.23 14.43 20.04 20.77 21.49 24.43 23.02 14.43 16.75 18.20 17.36 22.99 14.43 

7 20.51 17.89 18.79 14.75 20.48 21.21 21.92 24.88 23.40 14.75 17.11 18.58 17.89 23.45 14.75 

8 20.95 18.15 19.05 14.92 20.67 21.53 22.41 25.43 23.59 14.92 17.32 18.81 18.15 23.98 14.92 

9 21.37 18.36 19.28 15.25 20.87 21.87 22.86 25.91 23.77 15.25 17.68 19.22 18.36 24.46 15.25 

10 21.37 18.36 19.28 15.25 20.87 21.87 22.86 25.91 23.77 15.25 17.68 19.22 18.36 24.46 15.25 

II 21.98 19.07 20.03 15.86 21.44 22.40 23.37 26.48 24.45 15.86 18.40 19.98 19.07 25.00 15.86 

12 21.98 19.07 20.03 15.86 21.44 22.40 23.37 26.48 24.45 15.86 18.40 19.98 19.07 25.00 15.86 

13 22.38 19.37 20.34 16.93 21.79 22.77 23.75 26.89 24.86 16.93 19.65 21.34 19.37 25.41 16.93 
14 22.38 19.37 20.34 16.93 21.79 22.77 23.75 26.89 24.86 16.93 19.65 21.34 19.37 25.41 16.93 
15 22.38 19.37 20.34 16.93 21.79 22.77 23.75 26.89 24.86 16.93 19.65 21.34 19.37 25.41 16.93 

16 22.50 19.51 20.49 17.06 21.92 22.90 23.88 27.03 24.98 17.06 19.80 21.50 19.51 25.55 17.06 
17 22.50 19.51 20.49 17.06 21.92 22.90 23.88 27.03 24.98 17.06 19.80 21.50 19.51 25.55 17.06 
18 22.50 19.51 20.49 17.06 21.92 22.90 23.88 27.03 24.98 17.06 19.80 21.50 19.51 25.55 17.06 
19 22.50 19.51 20.49 17.06 21.92 22.90 23.88 27.03 24.98 17.06 19.80 21.50 19.51 25.55 17.06 
20 22.81 19.70 20.69 18.09 22.15 23.13 24.10 27.27 25.25 18.09 20.99 22.80 19.70 25.80 18.09 
21 22.81 19.70 20.69 18.09 22.15 23.13 24.10 27.27 25.25 18.09 20.99 22.80 19.70 25.80 18.09 

22 22.81 19.70 20.69 18.09 22.15 23.13 24.10 27.27 25.25 18.09 20.99 22.80 19.70 25.80 18 .09 
23 22.92 19.82 20.81 18.23 22.29 23.26 24.23 27.41 25.36 18.23 21.14 22.96 19.82 25.92 18.23 
24 22.92 19.82 20.81 18.23 22.29 23.26 24.23 27.41 25.36 18.23 21.14 22.96 19.82 25.92 18 .23 
25 22.92 19.82 20.81 18.23 22.29 23.26 24.23 27.41 25.36 18.23 21.14 22.96 19.82 25.92 18.23 
26 22.92 19.82 20.81 18.23 22.29 23.26 24.23 27.41 25.36 18.23 21.14 22.96 19.82 25.92 18.23 
27 23.04 19.93 20.93 18.35 22.41 23.38 24.35 27.54 25.48 18.34 21.28 23.11 19.93 26.05 18.35 
28 23.16 20.05 21.05 18.46 22.53 23 50 24.46 27.67 25.60 18.46 21.42 23.27 20.05 26.17 18.46 
29 23.28 20.18 21.19 18.58 22.64 23.61 24.58 27.81 25.71 18.58 21.55 23.42 20.18 26.31 18.58 
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Title: 

Class: 

Qualifications: 

Reports To: 

Responsibility: 

SANDUSKY CITY SCHOOLS 
Classified Personnel 

JOB DESCRIPTION 

Administrative Assistant - Adult Education 

Administrative Assistant 

General: exhibits mature judgment, sense of responsibility, pleasant personality, 
respect for confidentiality and strong focus on customer service. 

Skill: high school diploma, completion of business-related course in high school, 
business college, or vocational school, clerical and secretarial experience in 
business or previous secretarial experience in Sandusky City Schools, a 
familiarity with/or ability to learn computer and word processing functions. 

Physical: good health and clean, neat appearance. 

Adult Education/Career Technical Director 

Responsible for initiating and coordinating the clerical and secretarial functions 
required for the effective implementation ofthe Adult Education programs for the 
Sandusky City Schools in adherence with local, state and federal rules and 
regulations. 

CRITICAL AND ESSENTIAL FUNCTIONS 

1. Maintain Adult Education full and part-time records. Receive, receipt, deposit, and record all 
registration fees . 

2. Maintain records for attendance, grades, high school credit, and apprenticeship hours to be 
submitted to appropriate persons, schools, and/or companies. 

3. Maintain records to complete vocational opening and closing reports, adult summary reports. 
4. Record and maintain budgets and expenditure records for full-time, hourly, federal and state, and 

special grant programs. 
5. Maintain records and submit invoices to participating companies and agencies for services and 

materials provided. 
6. Calculate, record, and submit payroll for instructors. 
7. Provide general office services: type correspondence and related material, file, prepare mailings, 

answer phones, handle counter contacts, sort mail , receive supplies, etc. 
8. Requisition books and supplies for adult classes. Check in, stamp and/or price and distribute. 
9. Develop and maintain database for various office procedures and files. 
10. Such additional reasonable duties and responsibilities as collaboratively determined between the 

administrator and individual staff member. 

Administrative Assistant - Adult Education 1 of 1 
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SANDUSKY CITY SCHOOLS 
Classified Personnel 

JOB DESCRIPTION 

Title: Administrative Assistant - Advanced Academic Studies & Learning Supports 

Class: Administrative Assistant 

Qualifications: General: exhibits mature judgment, sense of responsibility, pleasant personality, 
respect for confidentiality and strong focus on customer service. 

Skill: high school diploma, completion of business-related course in high school, 
business college, or vocational school, clerical and secretarial experience in 
business or previous secretarial experience in Sandusky City Schools, a 
familiarity with/or ability to learn computer and word processing functions. 

Physical: good health and clean, neat appearance. 

Reports To: Building Principal 

Job Responsibility: Responsible for initiating and coordinating the clerical and secretarial functions 
required in the efficient management of the principal's office in adherence with 
local, state and federal rules and regulations. 

CRITICAL AND ESSENTIAL FUNCTIONS 

1. Perform computer processing duties as required. 
2. Maintain required student records using school software programs. 
3. Prepare and print mid-term interim reports and report cards. 
4. Draft reports, forms, compose form letters, newsletters as requested. 
5. Answer telephone and serve as receptionist for principal and record calls from parents reporting 

absences. 
6. Sign on behalf of principal, as delegated, his/her name to letters and other forms of 

correspondence. 
7. Maintain accurate and complete files and records necessary for the effective functions of the 

office. 
8. Maintain daily students' attendance records; telephone parents/send post card, monthly 

attendance report, Report 5, 7 and 12 day absence letters and tardy letters. 
9. Assist enrolling and withdrawing students. 
10. File letters, reports, records, etc. 
11. Enroll, withdraw, request records from previous school for students. 
12. Make appointments for principal exercising judgment concerning priority. 
13. Complete duplication work as directed by the principal. 
14. Serve as a bookkeeper for school fees and outstanding fines. 
15. Maintain accounting records for fees and pay-ins, prepare deposit for courier. 
16. Maintain accurate sub reports for staff absences. 
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17. Sort and distribute incoming mail and prepare outgoing mail for delivery. 
18. Gifted Program Responsibilities: 

a. Maintain the district gifted computer database and file folders. 
b. Review district MAP data in fall, winter and spring for qualified gifted students and those 

to retest. 
c. Organize and schedule gifted testing with test provider, school and students/parents. 
d. Correspond with parents/guardians for permission for gifted testing. 
e. Record all gifted testing results and mail to parents/guardians. 
f. Keep track of stock and order gifted testing materials. 
g. Update and maintain student gifted records in DASL. 
h. Keep records and schedule for DORN field trips. 
1. Organize and keep records for summer DORN week. 
J. Assist Gifted Coordinator as needed. 

19. Such additional reasonable duties and responsibilities as collaboratively determined between the 
administrator and individual staff member. 
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Title: 

Class: 

SANDUSKY CITY SCHOOLS 
Classified Personnel 

JOB DESCRIPTION 

Administrative Assistant - Athletics & Activities 

Administrative Assistant 

Qualifications: General : exhibits mature judgment, sense of responsibility, pleasant personality, 
respect for confidentiality and strong focus on customer service. 

Skill: high school diploma, completion of business-related course in high school, 
business college, or vocational school, clerical and secretarial experience in 
business or previous secretarial experience in Sandusky City Schools, a 
familiarity with/or ability to learn computer and word processing functions. 

Physical: good health and clean, neat appearance. 

Reports To: Athletics & Activities Director 

Job Responsibility: Responsible to perform all clerical and secretarial duties for the efficient 
operating of the Athletics & Activities office in adherence with local, state and 
federal rules and regulations. 

CRITICAL AND ESSENTIAL FUNCTIONS 

1. Maintain scheduling of sporting events, bus schedules, master schedules, opponents' database, 
students' accomplishments/awards, coaching staffw/CPR & Sports Medicine information, 
officials' database and team rosters. 

2. Coordinator/scheduler for facilities usage during school hours. 
3. Organize the school calendar, with all involved, for the upcoming school year. 
4. Assist the Athletics & Activities Director in organizing athletic banquets, including the Hall of 

Fame Program. 
5. Create banquet and Hall of Fame program booklets. 
6. Assist the Athletics & Activities Director in preparing requisitions and department pay-ins. 

After counting money and making pay-ins, prepare deposit for courier. 
7. Create & process the Ohio High School Athletic Association eligibility form for each team. 
8. Assist the Athletics & Activities Director by processing supplemental coaching applications, 

which includes verification with the head coach, obtaining required background checks, entering 
application into the database, typing a letter of recommendation and sending all required 
information to Accounts Payable. 

9. Assist SHS Trainer with coordinating required CPR and Sports Medicine classes. 
10. Create and maintain the database for officials and opponents contracts. 
11. Organize "Parents' Night" for all sports. 
12. Work with contracted photographer, establish team picture dates and dates for athletic action 

pictures to be taken. 
13. Write officials checks for Sandusky Middle School and Sandusky High School from athletic 

petty cash account 
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14. Balance petty cash account monthly. 
15. Assist the Administrator in checking eligibility each nine week grading period for students 

participating in athletics, clubs, activities and organizations. 
16. Order awards and maintain awards inventory. 
17. Type announcements for football and basketball games. 
18. Make hotel reservations for State competitors and coaches. 
19. Maintain an athletic key inventory for coaches' use. 
20. Handle Emergency Medical Forms, Nurse Health History Forms and Parental Consent Forms for 

student athletes. 
21. Working with the school nurse, maintain current physical card file for student athletes. 
22. Process insurance forms for injured athletes. 
23. Accountability for ticket sales of sports awards banquets, program sales, etc. 
24. Assist head coaches before, during and after their seasons. 
25. Solicit program ads for the athletic programs. 
26. Assist with the layout and organization of the athletic programs and banquets. 
27. Perform typing ofletters, memos, etc. as needed. 
28. Create bi-weekly athletic calendars for board members, administrators and faculty. 
29. Create and submit daily morning announcements. 
30. Handle daily filing, including the catalog file. 
31. Process daily mail. 
32. Answer the phones serving as receptionist for the office. 
33. Such additional reasonable duties and responsibilities as collaboratively determined between the 

administrator and individual staff member. 
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Title: 

Class: 

SANDUSKY CITY SCHOOLS 
Classified Personnel 

JOB DESCRIPTION 

Administrative Assistaq~ - Bus Garage 

Administrative Assistant 

Qualifications: General: exhibits mature judgment, sense of responsibility, pleasant personality, 
respect for confidentiality and strong focus on customer service. Greets public 
courteously and patiently. 

Skills: high school diploma, completion of business-related courses in high 
school, business college, or vocational school, clerical and secretarial experience 
in business or previous secretarial experience in Sandusky City Schools, computer 
and word processing experience. 

Physical: good health and clean, neat appearance. 

Reports To: Transportation Supervisor 

Job Responsibility: Responsible for initiating and coordinating the clerical and secretarial functions 
required in the efficient management of the Bus Garage in adherence with local, 
state and federal rules and regulations. 

CRITICAL AND ESSENTIAL FUNCTIONS 

1. Maintain accurate and complete files and records necessary for the effective function of the 
transportation department. 

2. Maintain inventory records for office supplies, bus parts, forms, etc. 
3. Prepare monthly invoices for work orders, field trips, bus repair, fuel, fleet sheets and 

maintenance equipment. 
4. Prepare state and federal reports, annual specifications for bus bids and substitute reports. 
5. Assign trips and substitutes when supervisor is not available as per instructions. 
6. Fulfill necessary steps for student transfers per instructions. 
7. Maintain daily student records for all public, parochial, and county schools. 
8. File letters, reports, supply requisitions, records, etc., as per instructions. 
9. Sort incoming mail, and prepare outgoing mail for delivery. 
10. Instruct and in-service, new employees and substitutes, per instruction. 
11. Schedule field trips/programs as requested per instructions 
12. Prepare and maintain bus runs as directed by supervisor. 
13. Answer incoming phone calls exercising judgment in same. 
14. Such additional reasonable duties and responsibilities as collaboratively determined between the 

administrator and individual staff member. 
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Title: 

Class: 

Qualifications: 

Reports To: 

Responsibility: 

SANDUSKY CITY SCHOOLS 
Classified Personnel 

JOB DESCRIPTION 

Administrative Assistant - Career Technical 

Administrative Assistant 

General: exhibits mature judgment, sense of responsibility, pleasant personality, 
respect for confidentiality and strong focus on customer service. 

Skill: high school graduation, completion ofbusiness related coursed beyond 
high school or clerical and secretarial experience in the business field or previous 
secretarial experience in the Sandusky City Schools, mastery of office and 
supervisory skills, ability to make decisions within the scope of assigned 
authority. 

Physical: good health and clean, neat appearance. 

Adult Education/Career Technical Director 

Responsible for planning, organizing, coordinating, and controlling the clerical 
and secretarial functions needed for effectively managing the varied functions of 
the Career Technical and Adult Education Office in accordance with local, state 
and federal rules and regulations. 

CRITICAL AND ESSENTIAL FUNCTIONS 

1. Perform functions of cashier for all career technical/industrial secondary receipts through the 
office. Prepare deposits to take to the bank and pay-ins for central office. 

2. Handle counter contacts: students, teachers, registrants, visitors. 
3. Assist teachers with understanding career technical policy regulations and/or interpretations; 

student activity fund procedures; reports, requisitioning procedures. 
4. Collect data and compile a variety of reports throughout the year as required by local and/or state 

needs. 
5. Supervise effective daily office management schedule and requisition supplies for office 

operations. 
6. Develop new office procedures as needed streamline outmoded procedures, save time, utilize 

changes brought about by new technology and accommodate increased responsibilities due to 
program changes. 

7. Build computer databases as needed to maintain computerized records for departments and 
programs. 

8. Monitor quarterly purchase orders and process monthly invoices for payment by the central 
office for supplies/materials used in the career technical and adult programs. 
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9. Maintain textbook inventory records, equipment inventory records, and requisitions/ account 
records. 

10. Prepare drafts of needed correspondence, reports, etc., for the director's review and action. 
11. Provide general office services; typing, duplication, answering phones, sort incoming mail, file, 

receive in-coming supplies and related tasks. 
12. Collect and maintain advisory committee membership lists, records, and minutes for all career 

technical and adult education programs. 
13. Collect and input student, staff and program data for EMIS Coordinator and prepare yearly 

student Comparative Study Reports. 
14. Enter data into the Adult Workforce Education Reporting System for reimbursement of part-time 

and full-time adult education classes. Print reports based on the data entered. 
15. Such additional reasonable duties and responsibilities as collaboratively determined between the 

administrator and individual staff member. 
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Title: 

Class: 

Qualifications: 

SANDUSKY CITY SCHOOLS 
Classified Personnel 

JOB DESCRIPTION 

Administrative Assistant - Dining Services 

Administrative Assistant 

General: exhibits mature judgment, sense of responsibility, pleasant personality, 
respect for confidentiality and strong focus on customer service. 

Skill: high school diploma, completion of food service or business related courses 
beyond high school or clerical and secretarial experience in the business field or 
previous secretarial experience in the Sandusky City Schools. Previous 
supervisory experience in institutional feeding (cooking and baking), food 
service/banquet experience, possess ability in the following areas: quantity and 
quality buying, facility layouts, food service bookkeeping and fundamental math 
skills, central feeding, menu planning and recipe construction for K-8, High 
School, Summer Feeding, and sponsorship locations with breakfast, lunch and 
catering, instruction of baking and cooking skills, instruction in operation of all 
kitchen equipment, Serve Safe Certified (Food Safety and Sanitations) or 
equivalent of State approval. 

Physical: good health and clean, neat appearance. 

Reports to: Dining Services Supervisor 

Job Responsibility: Responsible for initiating and coordinating the administrative assistance functions 
required for the effective implementation of the Dining Services of the Sandusky 
City Schools in adherence with local, state and federal rules and regulations. 

CRITICAL AND ESSENTIAL FUNCTIONS 
1. Ensure safety of students. 
2. Type lunch menus, transmit government reports and commodity information. 
3. Assist the Dining Services Supervisor with the coordination of the National School Breakfast 

and Lunch Program along with any other programs Sandusky City Schools may be eligible for, 
Breakfast, Lunch, Snack, Farm to School and Summer Feeding. 

4. Responsible for scheduling Serve Safe and CPR Classes. 
5. Assist with assigning catering duties to buildings and routinely checking delivered items. 
6. Assist in kitchens when needed. 
7. Help with ordering food and supplies weekly. 
8. Assist in making menus for Breakfast, Lunch, Snack, After School Supper and Summer Feeding 

menus. 
9. Totaling inventory and entering into CRRS. 
1 0. Keeping track of monthly invoices. 
11 . Such additional duties and responsibilities as collaboratively determined between the 

administrator and individual staff member subsequently. 
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Title: 

Class: 

SANDUSKY CITY SCHOOLS 
Classified Personnel 

JOB DESCRIPTION 

Administrative Assistant - Elementary 

Administrative Assistant 

Qualifications: General: exhibits mature judgment, sense of responsibility, pleasant personality, 
respect for confidentiality and strong focus on customer service. 

Skill: high school diploma, completion ofbusiness-related course in high school, 
business college, or vocational school, clerical and secretarial experience in 
business or previous secretarial experience in Sandusky City Schools, a 
familiarity with/or ability to learn computer and word processing functions. 

Physical: good health and clean, neat appearance. 

Reports To: Building Principal 

Job Responsibility: Responsible for initiating and coordinating the clerical and secretarial functions 
required in the efficient management of the principal's office in adherence with 
local, state and federal rules and regulations. 

CRITICAL AND ESSENTIAL FUNCTIONS 

1. Perform computer processing duties as required. 
2. Maintain required student records using school software programs. 
3. Prepare and print mid-term interim reports and report cards. 
4. Draft reports, forms, compose form letters, newsletters as requested. 
5. Answer telephone and serve as receptionist for principal and record calls from parents reporting 

absences. 
6. Sign on behalf of principal, as delegated, his/her name to letters and other forms of 

correspondence. 
7. Maintain accurate and complete files and records necessary for the effective functions of the 

office. 
8. Maintain daily students' attendance records; telephone parents/send post card, monthly 

attendance report, Report 5, 7 and 12 day absence letters and tardy letters. 
9. Assist enrolling and withdrawing students. 
10. File letters, reports, records, etc. 
11. Enroll, withdraw, request records from previous school for students. 
12. Make appointments for principal exercising judgment concerning priority. 
13. Complete duplication work as directed by the principal. 
14. Serve as a bookkeeper for school fees and outstanding fines. 
15. Maintain accounting records for fees and pay-ins, prepare deposit for courier. 
16. Maintain accurate sub reports for staff absences. 
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17. Sort and distribute incoming mail and prepare outgoing mail for delivery. 
18. Such additional reasonable duties and responsibilities as collaboratively determined between the 

administrator and individual staff member. 
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Title: 

Class: 

SANDUSKY CITY SCHOOLS 
Classified Personnel 

JOB DESCRIPTION 

Administrative Assistant - Middle School 

Administrative Assistant 

Qualifications: General: exhibits mature judgment, sense of responsibility, pleasant personality, 
respect for confidentiality and strong focus on customer service. 

Skill: high school diploma, completion of business-related course in high school, 
business college, or vocational school, clerical and secretarial experience in 
business or previous secretarial experience in Sandusky City Schools, a 
familiarity with/or ability to learn computer and word processing functions. 

Physical: good health and clean, neat appearance. 

Reports To: Building Principal 

Job Responsibility: Responsible for initiating and coordinating the clerical and secretarial functions 
required in the efficient management of the principal's office in adherence with 
local, state and federal rules and regulations. 

CRITICAL AND ESSENTIAL FUNCTIONS 

1. Perform computer processing duties as required. 
2. Maintain required student records using school software programs. 
3. Prepare and print mid-term interim reports and report cards. 
4. Draft reports, forms, and compose form letters as requested. 
5. Answer telephone and serve as receptionist for principal and record calls from parents reporting 

absences. 
6. Sign on behalf of principal, as delegated, his/her name to letters and other forms of 

correspondence. 
7. Maintain accurate and complete files and records necessary for the effective functions of the 

office. 
8. Maintain daily students' attendance records; telephone parents/send post card; report five, seven, 

and twelve day absence letters. 
9. Assist enrolling and withdrawing students. 
10. File letters, reports, records, etc. 
11. Make appointments for principal, exercising judgment concerning priority. 
12. Complete duplication work as directed by the principal. 
13. Serve as bookkeeper for school fees and outstanding fines. 
14. Maintain accounting records for fees and pay-ins, prepare deposit for courier. 
15. Sort and distribute incoming mail and prepare outgoing mail for delivery. 
16. Such additional reasonable duties and responsibilities as collaboratively determined between the 

administrator and individual staff member. 
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Title: 

Class: 

SANDUSKY CITY SCHOOLS 
Classified Personnel 

JOB DESCRIPTION 

Administrative Assistant - Sandusky High School Attendance Office 

Administrative Assistant 

Qualifications: General: exhibits mature judgment, sense of responsibility, pleasant personality, 
respect for confidentiality and strong focus on customer service. 

Skill: high school diploma, completion of business-related course in high school, 
business college, or vocational school, clerical and secretarial experience in 
business or previous secretarial experience in Sandusky City Schools, a 
familiarity with/or ability to learn computer and word processing functions. 

Physical: good health and clean, neat appearance. 

Reports To: Sandusky High School Assistant Principals 

Job Responsibility: Responsible for initiating and coordinating the clerical and secretarial functions 
required in the effective implementation of the assistant principal's office in 
adherence with local, state and federal rules and regulations. 

CRITICAL AND ESSENTIAL FUNCTIONS 

1. Answer phone calls from parents, report student absentees - record in current student data 
system. 

2. Receive previous day's absence list marked with notes from counselors, forward to Assistant 
Principals. 

3. Receive present day's absence list. Mark day before information onto new list. Confer with 
Assistant Principals for more information. Record homeroom tardies. 

4. Call parents of student's names on absence list. Mark off those tardy accordingly. Record 
information received from phone calls. 

5. Send for students who arrive tardy but do not come for admittance slip. 
6. Create and process letters and envelopes for unexcused absence and tardy notifications. 
7. Record daily attendance tardies into schedule cards. 
8. Check appointment slips for students to avoid loitering. 
9. Take calls and messages for Assistant Principals when necessary. 
10. Write admittance slips or passes as circumstances warrant. 
11. File at the end of each day. 
12. Greet and assist all incoming/outgoing guests who enter the high school. Manage door buzzers. 
13. Such additional reasonable duties and responsibilities as collaboratively determined between the 

administrator and individual staff member. 
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Title: 

Class: 

SANDUSKY CITY SCHOOLS 
Classified Personnel 

JOB DESCRIPTION 

Administrative Assistant - Sandusky High School Computer Specialist 

Administrative Assistant 

Qualifications: General: exhibits mature judgment, sense of responsibility, pleasant personality, 
respect for confidentiality and strong focus on customer service. 

Skill: high school diploma, completion of business-related course in high school, 
business college, or vocational school, clerical and secretarial experience in 
business or previous secretarial experience in Sandusky City Schools, computer 
knowledge and ability to accurately perform word processing functions. 

Physical: good health and clean, neat appearance. 

Reports To: Sandusky High School Principal 

Job Responsibility: Responsible to perform any computer and secretarial functions necessary to the 
business operation of the high school in adherence with local, state, and federal 
rules and regulations. 

CRITICAL AND ESSENTIAL FUNCTIONS 

1. Must have advanced understanding ofEMIS (DASL) language and the ability to enter data 
within this system, along with interpretation skills necessary for comprehending reports 
generated from this program. 

2. Maintain data with EMIS for the Career-Tech program to establish funding on a yearly basis. 
3. Formulate reports, labels, letters, etc. as requested using both EMIS and SIS programs. 
4. Assist coverage in the Main Office, Guidance Office as needed. 
5. Perform computer processing and dictation duties. 
6. Create reports, course of study programs, manuscripts and research information when requested. 
7. Specific Computer responsibilities: 

Daily: 
a. Inform specific faculty ofBIA's and suspensions. 
b. Mail original forms to parents/guardians. 
c. Make schedule changes requested by counselors. 
d. Format reports/labels using the Poise system per request. Print individual student 

attendance records for job permits. 
Weekly: 

a. Generate new schedule cards. 
Monthly: 

a. Enter EMIS information in specific databases as required by the State of Ohio. 
b. Correct errors on EMIS reports. 
c. Update Mater Schedule. 
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Nine Weeks- Process the following: 
a. Verification Sheets 
b. Grade Cards 
c. Honor Roll 
d. Marks Analysis 
e. Attendance reports 
f. Specified Marks report 

Semester- Process the following: 
a. Class lists 
b. Class rank 
c. Demographics 
d. Scholar Athlete report 

Yearly: 
a. Enter next year's student schedules. 
b. Enter and process Master Schedule. 
c. Correct student schedule conflicts. 
d. Print sets of upcoming year schedule cards. 
e. Print homeroom lists. 
f. Create Ethnic reports. 
g. Establish artificial course codes. 
h. Create new course codes for changes in Master Schedule. 

8. Such additional reasonable duties and responsibilities as collaboratively determined between the 
administrator and individual staff member. 
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Title: 

Class: 

SANDUSKY CITY SCHOOLS 
Classified Personnel 

JOB DESCRIPTION 

Administrative Assistant - Sandusky High School Guidance Office 

Administrative Assistant 

Qualifications: General: exhibits mature judgment, sense of responsibility, pleasant personality, 
respect for confidentiality and strong focus on customer service. 

Skill: exhibits mature judgment, self-reliance, dependable, accurate, respects 
confidentiality, cooperative, meets public courteously and patiently. Employee 
has a high degree of finesse and refinement in completion ofbusiness-related 
courses in high school, high school diploma, clerical and secretarial experience. 
Must have exceptional organizational ability. 

Physical: good health and clean, neat appearance. 

Reports To: Director of Guidance 

Job Responsibility: Responsible for initiating and coordinating the clerical and secretarial functions 
required in the effective implementation of the Guidance Program for Sandusky 
High School in adherence with local, state and federal rules and regulations. 

CRITICAL AND ESSENTIAL FUNCTIONS 

1. Greet and direct all students, teachers, and visitors to the guidance office. 
2. Screen and direct phone calls as necessary. 
3. Prepare and mail transcripts for current students and alumni for college/employment. 
4. Withdraw students through DASL and process all records to the new school. 
5. Type PA announcements and forward to main office. 
6. Provide student assignment requests from parent/ guardian for absentees due to 

illness/suspensions. 
7. Request weekly work assignments for students in the Detention Home. 
8. Prepare outgoing mail by 1:00 p.m. daily. 
9. Train & supervise guidance office student aides. 
10. Assist counselors with mechanics of preparing for testing sessions. 
11. Maintain inventory of equipment, supplies and forms for guidance office. 
12. Order equipment, supplies and forms as needed. 
13. Coordinate applications, correspondence and distribution of scholarships; type vouchers, award 

letters and purchase requisitions through SHS. 
14. Assist parents/guardians enrolling their student(s) with regard to records needed prior to 

scheduling an appointment to register. Include the completed emergency medical form, copy of 
the birth certificate, social security card, and proof of residency for the cumulative folder. 

15. Request records and OGT scores from the schools for new entries/follow-up and track receipt of 
records and notify student/parent of fees due to prior school in order to get records released. 
Send records per record requests to other districts for students who have withdrawn. Send 
unofficial copy only if students owes money. Keep a spreadsheet of enrollees/withdrawals. 
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16. Create a form letter to parent/guardian to inform them of fines due at former school or no credit 
will be issued. 

17. Complete and sign Erie County Job and Family Services Attendance Verification forms. 
18. Maintain the filing system for all cum folders : active, withdrawn, non-grad and graduates. 
19. Screen military representatives and provide them with SHS military policy. 
20. Maintain address changes for all students and updating/correcting all returned mail. 
21. Assistant the guidance counselors with the Annual Awards Night. 
22. Such additional reasonable duties and responsibilities as collaboratively determined between the 

administrator and individual staff member. 
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Title: 

Class: 

SANDUSKY CITY SCHOOLS 
Classified Personnel 

JOB DESCRIPTION 

Administrative Assistant - Sandusky High School Main Office 

Administrative Assistant 

Qualifications: General: exhibits mature judgment, sense of responsibility, pleasant personality, 
respect for confidentiality and strong focus on customer service. 

Skill: high school diploma, completion of business-related course in high school, 
business college, or vocational school, clerical and secretarial experience in 
business or previous secretarial experience in Sandusky City Schools, a 
familiarity with/or ability to learn computer and word processing functions. 

Physical: good health and clean, neat appearance. 

Reports To: Sandusky High School Principal 

Job Responsibility: Responsible to perform all clerical and secretarial duties for the efficient 
operating of the high school main office in adherence with local, state and federal 
rules and regulations. 

CRITICAL AND ESSENTIAL FUNCTIONS 

1. Perform computer processing duties as required. 
2. Maintain required student records using school software programs. 
3. Prepare and print mid-term interim reports and report cards. 
4. Draft reports, forms, compose form letters as requested. 
5. Answer telephone and serve as receptionist for main office. 
6. Sign on behalf of principal, as delegated, his/her name to letters and other forms of 

correspondence. 
7. Maintain accurate and complete files and records necessary for the effective function of the 

office. 
8. Record homeroom attendance records, do monthly attendance report, Report 5, 7 and 12 day 

absence letters and enroll and withdraw students. 
9. File letters, reports, purchase requisitions, records, etc. 
10. Sell tickets when needed. 
11. Requisition and check in supplies, collect money, all part of the daily routine. 
12. Make appointments for principal exercising judgment concerning priority when needed. 
13. Complete duplication work as directed by the administrative staff. 
14. Assist in keeping appropriate accounting records for fees and pay-ins, prepare deposit for 

couner. 
15. Assist with Summer School forms, enrollment, fees if needed. 
16. Sort incoming mail and prepare outgoing mail for delivery. 
17. Assist with stamping new textbooks and keeping an accurate account. 
18. Prepare certificates of awards at the end of the year: service awards, attendance, etc. 
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19. Prepare expulsion letters and distribute appropriate information to administrators, staff and 
parents. 

20. Such additional reasonable duties and responsibilities as collaboratively determined between the 
administrator and individual staff member. 

Administrative Assistant - Sandusky High School Main Office 2 of2 

Approved: March 21,2019 20 



Title: 

Class: 

SANDUSKY CITY SCHOOLS 
Classified Personnel 

JOB DESCRIPTION 

Administrative Assistant - Sandusky High School Main Office 

Administrative Assistant 

Qualifications: General: exhibits mature judgment, sense of responsibility, pleasant personality, 
respect for confidentiality and strong focus on customer service. 

Skill: high school diploma, completion of business-related course in high school, 
business college, or vocational school, clerical and secretarial experience in 
business or previous secretarial experience in Sandusky City Schools, a 
familiarity with/or ability to learn computer and word processing functions. 

Physical: good health and clean, neat appearance. 

Reports To: Sandusky High School Assistant Principals 

Job Responsibility: Responsible to perform all clerical and secretarial duties for the efficient 
operating of the high school main office in adherence with local, state and federal 
rules and regulations. 

CRITICAL AND ESSENTIAL FUNCTIONS 

1. Perform computer processing duties as required including being well-versed in Google Docs. 
2. Maintain required student records using school software programs, including state attendance 

requirements in the Student Information System. 
3. Prepare and print mid-term interim reports and report cards. 
4. Draft reports, forms, compose form letters as requested. 
5. Collect and disaggregate staff forms turned into main office for collection, i.e. lesson plan forms, 

test security forms, etc. 
6. Answer telephone and serve as receptionist for main office and attendance office as needed. 
7. Sign on behalf of assistant principal, as delegated, his/her name to letters and other forms of 

correspondence. 
8. Maintain accurate and complete files and records necessary for the effective function of the 

office. 
9. Record homeroom attendance records, do monthly attendance report, complete and send out 

Attendance Intervention Team Reports. This includes 5, 7 and 12 day absence letters. 
10. File letters, reports, purchase requisitions, records, etc. 
11. Sell tickets and other items as requested by the principals when needed. 
12. Requisition and check in supplies, collect money, all part of the daily routine. 
13. Make appointments for assistant principals exercising judgment concerning priority when 

needed. 
14. Will handle email and voicemail duties as prescribed by the principal. 
15. Complete duplication work as directed by the administrative staff. 
16. Assist in keeping appropriate accounting records for fees and pay-ins. 
1 7. Assist with Summer School fonns, enrollment, fees if needed. 
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18. Handle, sort and distribute all discipline paperwork for Sandusky High School. 
19. Maintain Weds School, Saturday School, BIA, OSS lists for the administrative team. 
20. Sort incoming mail and prepare outgoing mail for delivery. 
21. Assist with stamping new textbooks and keeping an accurate account. 
22. Prepare certificates of awards at various times and throughout the end of the year: service 

awards, attendance, etc. 
23. Prepare expulsion letters and distribute appropriate information to administrators, staff 

and parents including the student progress reports. 
24. Prepare Manifest Determination Paperwork and coordinate with SPED supervisor and Principals 

to schedule meetings with parents/families. 
25. Assist SHS Special Program staff with mailings as directed by the Principal. 
26. Such additional reasonable duties and responsibilities as collaboratively determined between the 

administrator and individual staff member. 
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Title: 

Class: 

SANDUSKY CITY SCHOOLS 
Classified Personnel 

JOB DESCRIPTION 

Administrative Assistant - Student Services & Family Supports 

Administrative Assistant 

Qualifications: General: exhibits mature judgment, sense of responsibility, pleasant personality, 
respect for confidentiality and strong focus on customer service. 

Skill: Completion ofhigh school business courses, high school diploma, 
familiarity with/or ability to learn computer and word processing functions. 

Physical: good health and clean, neat appearance. 

Reports To: Director of Student Services & Family Supports 

Job Responsibility: To manage a student records system and to provide secretarial services to the 
Director of Student Services & Family Supports and Executive Director of 
Curriculum & Expanded Services in adherence with local, state and federal rules 
and regulations. 

CRITICAL AND ESSENTIAL FUNCTIONS 

1. Perform computer processing duties as required. 
2. Answer phones and take messages for Student Services & Family Supports. 
3. Maintain required student records using school software programs. 
4. Create and maintain student folders for department. 
5. Maintain yearly databases of students for department. 
6. Process Evaluation Team Reports (ETR) and Individualized Education Programs (IEP) for 

department. 
7. Locate and track out of district students served by the department. 
8. Request and respond to records requests. 
9. Assist with scheduling and preparing for department meetings. 
10. Answer questions regarding general policies and procedures. 
11. Prepare, copy, distribute, maintain and track all necessary correspondence and documentation for 

depmiment as required. 
12. Order and maintain supplies for department as needed. 
13. Maintain and distribute tutor lists. 
14. Maintain attendance records for department. 
15. Date stamp and distribute all incoming department mail. 
16. Such additional reasonable duties and responsibilities as collaboratively determined between the 

administrator and individual stall member. 
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Title: 

Class: 

SANDUSKY CITY SCHOOLS 
Classified Personnel 

JOB DESCRIPTION 

Administrative Assistant - Student Services & Family Supports 

Administrative Assistant 

Qualifications: General: exhibits mature judgment, sense of responsibility, pleasant personality, 
respect for confidentiality and strong focus on customer service. 

Skill: Completion ofhigh school business courses, high school diploma, 
familiarity with/or ability to learn computer and word processing functions. 

Physical: good health and clean, neat appearance. 

Reports To: Director of Student Services & Family Supports 

Job Responsibility: To manage a student records system and to provide secretarial services to the 
Director of Student Services & Family Supports and Executive Director of 
Curriculum & Expanded Services in adherence with local, state and federal rules 
and regulations. 

CRITICAL AND ESSENTIAL FUNCTIONS 

1. Perform computer processing duties as required. 
2. Answer phones and take messages for Psychology and Preschool Departments. 
3. Maintain required student records using school software programs. 
4. Create and maintain student folders for department. 
5. Maintain yearly databases of students for department. 
6. Assist Director with planning and preparation for professional/staff development in-

services/trainings. 
7. Create and maintain electronic forms for department. 
8. Answer questions regarding general policies and procedures. 
9. Prepare, copy, distribute, maintain and track all necessary correspondence and documentation for 

department as required. 
10. Request and respond to records requests. 
11. Serve as liaison between Medicaid data company and the school district. 
12. Work with EMIS Coordinator on compliance issues for the department and assist in maintaining 

appropriate EMIS documentation when needed. 
13. Home Schooling Education/Home Schooling: 

a. Process Notification packets for the district. 
b. Follow up on the delinquent applications by phone and/or letters. 
c. Process applications for approval by the Chief Executive Officer and Superintendent. 
d. Obtain end-of-year assessments/grades. 
e. Create and maintain the Home Schooling Education/Home Schooling student records and 

database. 
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14. Preschool Responsibilities: 
a. Serve as liaison between district and community regarding preschool programs. 
b. Organize Preschool Screenings. 
c. Responsible for enrollment and documentation requirements for preschool programs. 
d. Assist in the preparation of student folders and distribute required documentation to 

necessary departments within district. 
e. Assist with preschool data entry, data management, and reports. 
f. Receive and process Preschool Registration Packets. 
g. Assist Nurse with scheduling required health, dental screenings and lead screenings. 
h. Assist Nurse with monitoring expiration dates and managing physical examinations. 
1. Create preschool class lists with assistance of preschool team. 
J. Maintain and manage preschool waiting lists. 
k. Assist with organizing and updating required preschool licensing and quality evaluation 

system evidence materials. 
1. Assist in scheduling of Preschool events and activities. 

15. Such additional reasonable duties and responsibilities as collaboratively determined between the 
administrator and individual staff member. 
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SANDUSKY CITY SCHOOLS 
Classified Personnel 

JOB DESCRIPTION 

Title: Building Engineer/Head Custodian - High School 

Qualifications: General: exhibits mature judgment, sense of responsibility, pleasant personality, 
respect for confidentiality strong focus on customer service and the ability to get 
along well with others; custodial experience preferred. 

Skill: high school diploma, Operator's license for stationary boilers, competency 
in decision making, organizational and supervisory skills, knowledge of cleaning 
materials and equipment, and use of same. 

Physical: good health, strong physical condition, ability to work on ladders and 
neat appearance. 

Reports To: Facilities Supervisor and in cooperation and coordination of with the Building 
Principal. 

Job Responsibility: To perform maintenance and security duties of building and grounds in adherence 
with local, state and federal rules and regulations. 

CRITICAL AND ESSENTIAL FUNCTIONS 

1. Be responsible for the efficient operation of the heating system, including boilers, radiators, 
thermostats, pumps, compressors, water and steam lines, ventilating fans , univents, etc. 

2. Change or clean filters and lubricate equipment on a regular basis. 
3. Assign and direct the work of Custodian/Maintenance and Custodian/Housekeeping employees 

assigned to the building. 
4. Instruct new employees in the methods and use of materials and equipment as required for the 

performance of their work. 
5. Be responsible for the repair of mechanical and electrical equipment when it becomes 

inoperative. Report major repair items to the Facilities Supervisor. 
6. Monitor work of personnel assigned and report to supervisor(s). 
7. Maintaining neat and clean buildings and grounds. 
8. Supervise the preparation of the building for special events as well as for daily school routines. 

Check building use schedule daily, and spot-check building on off-duty periods during the 
heating season. 

9. Be responsible for the performance of such additional duties as mopping, sweeping, and 
renovating floor surfaces, cleaning and dusting furniture, furnishings . 

10. Check exit lights and emergency lights and exercise emergency light batteries per manufacturer's 
recommendations. 

11. Perform minor electrical, plumbing and carpentry tasks as they arise. 
12. Move furniture, supplies and miscellaneous equipment as requested. 
13. Be on the lookout for any unsafe or hazardous conditions that may exist in your assigned 

building and grounds and eliminate them or report same to superiors. 
14. Sweep or shovel snow from steps and walks and spread salt on any icy areas. 
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15. Collect and dispose of waste paper, rubbish, etc. 
16. Lock and unlock doors to classrooms, lecture rooms, offices, and outside doors. 
17. Mow grass, cultivate, trim, and weed shrubbery, and water when necessary. 
18. Board up broken windows and report to Facilities Supervisor. 
19. Change light bulbs, clean fixtures and replace bad ballasts in fluorescent fixtures. 
20. Check roof and gutter drains periodically for leaves, balls, etc. 
21. Clean and service lavatories, toilet rooms, and rest rooms on weekends when no housekeeping 

staff are on duty. 
22. Such additional reasonable duties and responsibilities as collaboratively determined between the 

administrator and individual staff member. 
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Title: Bus Aide 

SANDUSKY CITY SCHOOLS 
Classified Personnel 

JOB DESCRIPTION 

Qualifications: General: exhibits mature judgment, sense of responsibility, pleasant personality, 
respect for confidentiality and strong focus on customer service. 

Skill: A genuine interest in children and a willingness to work hard and to work 
well with teachers, students and parents, while maintaining the highest moral 
standards. 

Physical: good health and clean, neat appearance. 

Reports To: Transportation Supervisor, Building Principal(s) 

Job Responsibility: To see that the children arrive safely at school in adherence with local, State and 
federal rules and regulations. 

CRITICAL AND ESSENTIAL FUNCTIONS 

1. Work with teachers and parents to transport the safest way to and from school. 
2. Assign seats on the bus if necessary. 
3. Try to settle small arguments and fights. 
4. Place small children in harness, car seats or seat belts if needed. 
5. Responsible for locking the wheelchairs with straps and seat belts. 
6. Keep aisles cleared from crutches, book bags etc. 
7. Make bus reports and see teachers or principal when necessary. 
8. Work with parents about child's problems or troubles on the bus. 
9. Such additional reasonable duties and responsibilities as collaboratively determined between the 

administrator and individual staff member. 
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Title: 

Qualifications: 

Bus Driver 

SANDUSKY CITY SCHOOLS 
Classified Personnel 

JOB DESCRIPTION 

General: exhibits mature judgment, sense of responsibility, pleasant personality, 
respect for confidentiality and strong focus on customer service. Must be 
dependable, exhibit emotional stability, be of good moral character and; by 
example, set high standards for pupils. 

Skill: general knowledge of school buses and transportation operation and 
federal , state and local laws, district policies; must hold a current Commercial 
Driver's License stamped "School Bus Driver", must pass the Ohio Pre-Service 
Bus Driver Training Program, must conform to all requirements of the State Code 
and be properly licensed and certified, must attend yearly training or show proof 
of other insurance if not insurable through fleet policy. (Must certify every six 
years or as required by law). 

Physical: good health (must pass physical examination each year prior to school 
opening consistent with ORC 3301-83-07) and clean, neat appearance. 

Reports To: Transportation Supervisor 

Job Responsibility: Responsible for the safe transport to and from school of the district's school 
children in adherence with local, state and federal rules and regulations. Be on 
time unless an emergency arises. Call Transportation Supervisor immediately if 
unable to be on time. 

CRITICAL AND ESSENTIAL FUNCTIONS 

1. Must be available for A.M. and P.M. bus runs daily. Drivers need to report to work allowing enough time 
to perform pre-trip inspection found in Chapter 4 of the School Bus Training Manual. 

2. Notify the local police department and the Transportation Office in case of an accident. Remain 
on the bus with the pupils until given instructions by the local police. 

3. Maintain acceptable appearance of the bus, inside and out. Refuel tank whenever the tank gets 
down to one-half full (unless otherwise advised), and always on the last school day of the week 
and after a long field trip. 

4. Report mechanical deficiencies to the Transportation Supervisor immediately using "Request for 
Mechanical Repm1" form. 

5. Drivers shall use railroad underpasses whenever possible when pupils are on the bus. 
6. Driver shall yield right of way in interest of traffic flow and assist faster moving traffic to pass 

the bus safely to prevent lengthy traffic lines. 
7. Drivers are required to attend bus driver's meetings in the district or county, unless excused by 

the administration. Drivers are expected to know the Federal, State and Local laws and district 
policy and adhere to them. 
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8. Bus Stops are controlled by the Board of Education and are limited, as far as possible, to central 
points where several homes may be served. 

9. All drivers are required to attend 4 hours of in-service annually (ORC 3301-83-10) and handicap 
bus drivers must receive 8 hours of in-service annually (ORC 3301-51-10). 

10. Drivers must re-certify every six years. 
11. Such additional reasonable duties and responsibilities as collaboratively determined between the 

administrator and individual staff member. 
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Title: Bus Mechanic 

SANDUSKY CITY SCHOOLS 
Classified Personnel 

JOB DESCRIPTION 

Qualifications: General: exhibits mature judgment, sense of responsibility, pleasant personality, 
respect for confidentiality and strong focus on customer service 

Skill: knowledge of school bus mechanics and ability to repair same. 

Physical: good health. 

Reports To: Transportation Supervisor 

Job Responsibility: To maintain school buses in excellent working condition in adherence with local, 
state and federal rules and regulations. 

CRITICAL AND ESSENTIAL FUNCTIONS 

1. Carry out a long term preventative maintenance program on all school buses and vehicles used 
by the maintenance department, food service truck, school vans, and tractors. 

2. Be responsible for oil changes, filters, greasing, etc. as well as repairs necessary to ensure safe 
operation of vehicles listed above. 

3. Requisition of spare parts and materials, and maintain a stock inventory of the same, for the 
implementation of#1 and #2 above. 

4. Make out yearly custodial and maintenance supply requisition/inventory. 
5. Inform Transportation Supervisor concerning condition and readiness ofbus fleet. 
6. Maintain servicing records on each vehicle and provide a copy for the Transportation Supervisor. 
7. Attend workshops and mechanic conferences in which school bus safety and maintenance 

procedures are taught. 
8. Be available to make trouble calls and tow-ins in case of break downs. 
9. Prepare buses for annual State Inspections. 
10. Be responsible for specs on buses and all school vehicles. 
11 . Such additional reasonable duties and responsibilities as collaboratively determined between the 

administrator and individual staff member. 

Bus Mechanic 1 of 1 

Approved: March 21,2019 31 



Title: 

SANDUSKY CITY SCHOOLS 
Classified Personnel 

JOB DESCRIPTION 

Cafeteria Manager 

Qualifications: General: exhibits mature judgment, sense of responsibility, pleasant personality, 
respect for confidentiality, and strong focus on customer service. 

Skill: knowledge of food preparation and school lunch operations, supervisory 
skills, able to work fast, excellent organizational skills, manual dexterity, ability 
to make decisions, a good command of communication skills. 

Physical: good health and clean, neat appearance. 

Reports To: Dining Services Supervisor 

Job Responsibility: To provide a quality food service for school assigned in adherence with local, 
state and federal rules and regulations. 

CRITICAL AND ESSENTIAL FUNCTIONS 

1. Be responsible for the ordering of food stuffs and other supplies necessary for the operation of 
the school cafeteria. 

2. Maintain a systematic accounting of all food supplies necessary for the operation of the 
lunchroom programs. 

3. Maintain a monthly inventory of food stuffs during the school year. Submit a year-end 
inventory. 

4. Keep daily records in accordance with State requirements. 
5. Assign lunchroom workers and instruct them in their duties. 
6. Be responsible for the care and maintenance of all equipment used in the lunchroom program, 

and recommend needed equipment to the Cafeteria Supervisor. 
7. Cooperate with the Building Principal to coordinate all rental requests for cafeterias. 
8. Establish the best methods of cleaning and storing equipment during the summer months. 
9. Call substitutes for employees who are ill. 
10. Supervise the preparation and serving of all foods. 
11. Review and improve serving line efficiency and quality of food. 
12. Check merchandise when delivered. Report shortage and overage to Supervisor. 
13. Attend professional school food service meetings. 
14. Manage the point-of-sale system and its reporting, with the ability to train others. 
15. Conduct daily cash deposits and maintain accountability of records. 
16. Such additional reasonable duties and responsibilities as collaboratively determined between the 

administrator and individual staff member. 
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Title: 

SANDUSKY CITY SCHOOLS 
Classified Personnel 

JOB DESCRIPTION 

Cafeteria Worker 

Qualifications: General: exhibits mature judgment, sense of responsibility, pleasant personality, 
respect for confidentiality, and strong focus on customer service. Must be honest, 
and have steady nerves. 

Skill: ability to work fast and accurately during lunch hours. 

Physical: good health and clean, neat appearance. 

Reports To: Cafeteria Manager 

Job Responsibility: To perform all duties assigned in order to help the cafeteria function efficiently in 
adherence with local, state and federal rules and regulations. 

CRITICAL AND ESSENTIAL FUNCTIONS 

1. Assist Cafeteria Manager in preparation of food. 
2. Help to set up hot and cold food lines. 
3. Perform a service assignment during lunch hour. 
4. Assist in the clean-up operation. 
5. Perform weekly cleaning assignments. 
6. Report all accidents and equipment failures to the Cafeteria Manager. 
7. Assist Cafeteria Manager, as requested, in stock inventory, student recording, purchasing, 

instruction of new personnel, check of merchandise delivered and laundry. 
8. Assume the responsibility of specialized assignments such as: baking, salad making, sandwich 

preparation, cashiering, etc. when requested by Cafeteria Manager. 
9. Observe daily route of Cafeteria Manager, in case you are called upon to temporarily step into 

the Cafeteria Manager's position in the event of illness. 
10. Attend professional school food service meetings when this is feasible. 
11. Such additional reasonable duties and responsibilities as collaboratively determined between the 

administrator and individual staff member. 
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Title: Courier 

SANDUSKY CITY SCHOOLS 
Classified Personnel 

JOB DESCRIPTION 

Qualifications: General: exhibits mature judgment, sense of responsibility, pleasant personality, 
respect for confidentiality, and strong focus on customer service. Available to 
work irregular hours/non-traditional schedule as an "on-call" employee when 
required. 

Skill: valid Driver's License (CDL) and vehicle operation skills substantiated by 
work experience. Meets prerequisite/ongoing qualifications to be covered by the 
district's insurance carrier. Demonstrates a clear understanding/ commitment to 
defensive driving practices and temperament to deal with stressful traffic/weather 
conditions. 

Physical: good health, neat appearance, and ability to perform physically 
demanding work that includes lifting/moving large and heavy items. 

Reports To: Brand Development/Retention Recruitment Coordinator 

Job Responsibility: Responsible for delivering mail, supplies and equipment throughout the school 
district. Performs ancillary duties as assigned. 

CRITICAL AND ESSENTIAL FUNCTIONS 

1. Provides timely pick-up and delivery of mail, supplies and equipment. 
2. Exemplifies professionalism and fosters goodwill to enhance the district's public image. 
3. Maintains open/effective communications. Serves as a reliable information resource. 
4. Pursues opportunities to enhance professional performance. 
5. Takes precautions to ensure safety. 
6. Helps manage/eliminate risks by exercising caution and complying with standard safety 

regulations and district procedures when involved in the following situations: 
a. Balancing, bending, climbing, crouching, kneeling, reaching, or standing. 
b. Exposure to adverse weather conditions and temperature extremes. 
c. Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 

equipment vibrations, noise, moving mechanical parts, odors and slippery surfaces. 
d. Exposure to blood-borne pathogens and communicable diseases. 
e. Interacting with aggressive, disruptive and/or unruly individuals. 
f. Lifting, carrying and moving work-related supplies/equipment. 
g. Operating and/or riding in a vehicle. Working in/near active vehicular traffic. 
h. Performing strenuous or repetitive physical tasks for extended periods of time. 
1. Traveling to meetings and work assignments. 
J. Working in confined spaces and/or under variable lighting conditions. 

7. Such additional reasonable duties and responsibilities as collaboratively determined between the 
administrator and individual staff member. 
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Title: 

Class: 

SANDUSKY CITY SCHOOLS 
Classified Personnel 

JOB DESCRIPTION 

Custodian/Housekeeping 

I 

Qualifications: General: exhibits mature judgment, sense of responsibility, pleasant personality, 
respect for confidentiality and strong focus on customer service. Must be 
dependable, be of good moral character and; by example, set high standards for 
pupils. 

Skill: Ability to work fast and efficiently. 

Physical: good health and neat appearance. 

Reports To: Head Custodian or Custodial Supervisor in charge of building and Building 
Principal 

Job Responsibility: To perform custodial work required for the routine cleaning and upkeep of 
buildings in adherence with local, state and federal rules and regulations. 

CRITICAL AND ESSENTIAL FUNCTIONS 

1. Mop, sweep stairways and halls. 
2. Clean and service lavatories, toilet rooms, and restrooms, including sinks, mirrors, and similar 

equipment, and replenishing supplies of soap and paper products. 
3. Clean and dust furnishings, fixtures, door trims, and related items. 
4. Collect waste paper, rubbish, etc. , and place in the area assigned by the supervisor, to be 

disposed of by the custodian. 
5. Clean and wax furniture. 
6. Wash all interior glass, including partitions, framed pictures, mirrors, and doors. 
7. Report items that require repair. 
8. Report burned out lights in classrooms and corridors. 
9. Check to be certain doors are locked or unlocked at the appropriate time. 
10. Such additional reasonable duties and responsibilities as collaboratively determined between the 

administrator and individual staff member. 
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Title: 

Class: 

SANDUSKY CITY SCHOOLS 
Classified Personnel 

JOB DESCRIPTION 

Custodian/Maintenance 

II 

Qualifications: General: exhibits mature judgment, sense of responsibility, pleasant personality, 
respect for confidentiality and strong focus on customer service. 

Skill: Knowledge of buildings, equipment and repair of same; knowledge of 
cleaning materials and the use of same; operator's license for stationary boilers; 
and ability to follow directions. 

Physical: good health, strong physical condition, ability to work on ladders and 
neat appearance. 

Reports To: Head Custodian and Building Principal 

Job Responsibility: To perform custodial work required for the routine cleaning and upkeep of 
buildings in adherence with local, state and federal rules and regulations. 

CRITICAL AND ESSENTIAL FUNCTIONS 
1. Mop, sweep, and scrub floors. 
2. Clean, renovate, and renew floor surface finishes. 
3. Assist in the preparation of the school for special events. 
4. Lock and unlock interior and exterior doors. 
5. Tum lights off and on as necessary, raise and lower flags, clean filters, check motors, 

maintenance duties as required. 
6. Sweep or shovel snow from steps and walks at building entrances and connecting walks. 
7. Mow grass, weed and trim shrubbery, fertilize and water lawn as necessary. Police grounds 

regularly. 
8. Repair broken glass, locks and minor mechanical breakdowns as they occur. 
9. Change light bulbs and clean light fixtures. 
10. Collect and place in containers, for removal, debris collected in buildings. 
11. Move furniture, supplies, and miscellaneous equipment as directed. 
12. Clean all interior glass, including partitions, showcases, framed pictures, and doors. 
13. Collect and dispose of waste paper, and rubbish. 
14. Refurbish desks and furniture as time permits. 
15. Clean drinking fountains, sinks and lavatories. 
16. Clean and wax furniture, remove pencil and pen markings. 
17. Assist in the loading and unloading of trucks. 
18. Report items that require major repair. 
19. Perform the duties and responsibilities of the Head Custodian in the absence of the regular Head 

Custodian and during swing shift (an extra allowance is paid to people with this responsibility). 
20. Such additional reasonable duties and responsibilities as collaboratively determined between the 

administrator and individual staff member. 

Custodian/Maintenance 1 of 1 

Approved: March 21,2019 36 



Title: 

Class: 

SANDUSKY CITY SCHOOLS 
Classified Personnel 

JOB DESCRIPTION 

Custodian/Maintenance Trainer - Sandusky High School 

II 

Qualifications: General: exhibits mature judgment, sense of responsibility, pleasant personality, 
respect for confidentiality and strong focus on customer service. 

Skill: extensive knowledge of Sandusky High School maintenance operations, 
equipment and repair of same; knowledge of cleaning materials and the use of 
same; operator's license for stationary boilers; and ability to follow directions. 

Physical: good health, strong physical condition, ability to work on ladders and 
neat appearance. 

Reports To: 

Responsibility: 

Facilities Supervisor and Building Principal 

To perform custodial work required for the routine cleaning and upkeep of 
buildings in adherence with local, state and federal rules and regulations. 

CRITICAL AND ESSENTIAL FUNCTIONS 

Trainer Functions: 

Responsible for training the Head Custodian/Trainee the maintenance functions of Sandusky High 
School on both shifts. Responsible for completing necessary shift work while training the trainee. 
Responsible for additional responsibilities in the event of an absence of SHS custodial staff. 

1. Mop, sweep, and scrub floors. 
2. Clean, renovate, and renew floor surface finishes. 
3. Assist in the preparation of the school for special events. 
4. Lock and unlock interior and exterior doors. 
5. Tum lights off and on as necessary, raise and lower flags, clean filters, check motors, 

maintenance duties as required. 
6. Sweep or shovel snow from steps and walks at building entrances and connecting walks. 
7. Mow grass, weed and trim shrubbery, fertilize and water lawn as necessary. Police grounds 

regularly. 
8. Repair broken glass, locks and minor mechanical breakdowns as they occur. 
9. Change light bulbs and clean light fixtures. 
10. Collect and place in containers, for removal, debris collected in buildings. 
11. Move furniture, supplies, and miscellaneous equipment as directed. 
12. Clean all interior glass, including partitions, showcases, framed pictures, and doors. 
13. Collect and dispose of waste paper, and rubbish. 
14. Refurbish desks and furniture as time permits. 
15. Clean drinking fountains, sinks and lavatories. 
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16. Clean and wax furniture, remove pencil and pen markings. 
17. Assist in the loading and unloading of trucks. 
18. Report items that require major repair. 
19. Perform the duties and responsibilities of the Head Custodian in the absence of the regular Head 

Custodian and during swing shift (an extra allowance is paid to people with this responsibility). 
20. Such additional reasonable duties and responsibilities as collaboratively determined between the 

administrator and individual staff member. 
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Title: 

Class: 

SANDUSKY CITY SCHOOLS 
Classified Personnel 

JOB DESCRIPTION 

Dining Services Custodian- SHS 

I -10 months 

Qualifications: General: exhibits mature judgment, sense of responsibility, pleasant personality, 
respect for confidentiality and strong focus on customer service. Must be 
dependable, be of good moral character and; by example, set high standards for 
pupils. Ability to successfully complete mandated local, state and federal training 
requirements. 

Skill: Ability to work fast and efficiently. 

Physical: Ability to lift 50 pounds, squat, kneel, bend and stand for extended 
periods of time, good health and neat appearance. 

Reports To: Dining Services Supervisor, or designee 

Evaluated By: Dining Services Supervisor 

Job Responsibility: To perform custodial work required for the routine cleaning and upkeep of SHS 
cafeteria, teachers' lounge, and kitchen in adherence with local, state and federal 
rules and regulations. 

CRITICAL AND ESSENTIAL FUNCTIONS 

1. Assist with receiving, unpacking and storing all food and supply deliveries in appropriate area: 
walk in cooler, freezer or dry storage. 

2. Wipe cafeteria tables and chairs during and after each meal period. 
3. Clean the kitchen, server and teacher's lounge, including teacher's lounge windows and ledges, 

custodian will mop the floors and clean the cafeteria windows/ledges. 
4. Collect and dispose waste paper, rubbish, etc., during and after each meal period. 
5. Assist with Banquet set up and tear down as requested. 
6. Report items that require repair. 
7. Report burned out lights in cafeteria, teachers' lounge, and kitchen. 
8. Check to be certain doors are locked or unlocked at the appropriate time. 
9. Such additional reasonable duties and responsibilities as collaboratively determined between the 

administrator and individual staff member. 
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Title: 

SANDUSKY CITY SCHOOLS 
Classified Personnel 

JOB DESCRIPTION 

District Information and Web Global Communication Assistant 

Qualifications: General: exhibits mature judgment, sense of responsibility, pleasant personality, 
respect for confidentiality and strong focus on customer service. 

Skill: 
1. Associates coursework or degree in Information Technology preferred, 

experience with web design, content management systems and excellent 
customer service skills. 

2. Higher level knowledge and experience with software including word 
processors, databases, spreadsheets, scheduling/organizational software, 
internet, etc. 

3. Highly developed communication and organizational skills. 
4. Demonstrate high level of content knowledge relative to specific assignment. 
5. Demonstrate high level of reliability, dependability, and confidentiality. 
Physical: good health and clean, neat appearance. 

Reports to: Instructional Technology Facilitator 

Job Responsibility: To support the Mission, Goals and Objectives of the Instructional Technology 
Department. Assist, engage and support the Transformation Initiatives within the 
district. 

CRITICAL AND ESSENTIAL FUNCTIONS 

District Information: 
Student Information System (SIS) 

1. Maintain current and incoming staff and students with district's various types of software 
programs. 

2. Manage and update student information with confidentiality. 
3. Maintain positive relations with customer base utilizing district SIS software. 
4. Assist with troubleshooting for SIS users. 

District Software Support: 
Customer Service and Support 

1. Attend training and staff development for district instructional software programs. 
2. Provide quality customer service to district instructional software users including district staff, 

students and parents. 
3. Communicate updates and training opportunities to building tech assistants and/or district 

employees. 
Training and Professional Development 

1. Assist with preparation of district instructional training and professional development sessions 
and materials. 

2. Archive materials and agendas. 
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Web Global Communication: 

Content Creation 
1. Prepare textual content for website, enewsletters and SMS messages (including feature articles, 

database content, links, FAQs, etc.). 
2. Prepare audio voiceovers and movies. 
3. Specify the multimedia content needed to support or work alongside textual content. 
4. Locate and select appropriate, existing multimedia content, including still images, animations, 

music and video. 
5. Edit information received from additional content contributors. 
6. Clear copyright and media release for use of content. 
7. Assist with district participation in Social Media 

Communication with Users 
1. Respond to user inquiries, comments and suggestions. 
2. Edit and/or approve content contributions made by users. 

Content Maintenance 
1. Update and maintain time-sensitive material. 
2. Maintain menus, indexes and directories within the site. 
3. Archive and backup content. 

Evaluation 
1. Conduct ongoing audience research. 
2. Compile and analyze website usage statistics. 
3. Obtain and analyze user feedback. 
4. Recommend changes in editorial policy and site design. 

Such additional reasonable duties and responsibilities as collaboratively determined between the 
administrator and individual staff member. 
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Title: 

SANDUSKY CITY SCHOOLS 
Classified Personnel 

JOB DESCRIPTION 

Head Custodian/Licensed Fireman 

Qualifications: General: exhibits mature judgment, sense of responsibility, pleasant personality, 
respect for confidentiality and strong focus on customer service. 

Skill: High school diploma, Custodial experience preferred. Operator's license 
for stationary boilers, competency in decision making, organizational and 
supervisory skills, knowledge of cleaning materials and equipment, and use of 
same. 

Physical: good health, strong physical condition, ability to work on ladders and 
neat appearance. 

Reports To: Facilities Supervisor, and in cooperation and coordination with the Building 
Principal 

Job Responsibility: To coordinate the custodial program of the building in adherence with local, state 
and federal rules and regulations. 

CRITICAL AND ESSENTIAL FUNCTIONS 

1. Help maintain the efficient operation of the heating system, including boilers, radiators, 
thermostats, pumps, compressors, water and steam lines, ventilating fans, univents, etc. 

2. Change or clean filters and lubricate equipment on a regular basis. 
3. Assign and direct the work of Custodian/Maintenance and Custodian/Housekeeping employees 

assigned to the building. 
4. Instruct new employees in the methods and use of materials and equipment as required for the 

performance of their work. 
5. Help maintain and repair mechanical and electrical equipment when it becomes inoperative. 

Report major repair items to the Facilities Supervisor by requisition. 
6. Monitor work of personnel assigned and report to supervisor(s). 
7. Make every effort to continue our excellent reputation in Sandusky and the surrounding area by 

maintaining neat and clean buildings and grounds. 
8. Supervise the preparation of the building for special events as well as for daily school routines. 

Check building use schedule daily, and spot-check building on off-duty periods during the 
heating season. 

9. Perform, or in the case of large buildings, be responsible for the performance of such additional 
duties as, mopping, sweeping, and renovating floor surfaces, cleaning and dusting furniture, 
exhibit cases, fixtures, windows, doors, and trim. 

1 0. Check exit lights and emergency lights and exercise emergency light batteries per manufacturer's 
recommendations. 

11. Perform minor electrical, plumbing and carpentry tasks as they arise. 
12. Move furniture, supplies and miscellaneous equipment as requested. 
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13. Make out yearly inventory of supplies and requests for custodial supplies in spring. 
14. Report any unsafe or hazardous conditions that may exist in assigned building and grounds to 

immediate supervisor. 
15. Sweep or shovel snow from steps and walks and spread salt on any icy areas. 
16. Collect and dispose of waste paper, and rubbish. 
17. Lock and unlock doors to classrooms, lecture rooms, offices, and outside doors. 
18. Mow grass, cultivate, trim, and weed shrubbery, and water when necessary. 
19. Board up broken window glass and report to Facilities Supervisor. 
20. Change light bulbs, clean fixtures and replace bad ballasts in fluorescent fixtures. 
21. Under supervision check roof and gutter drains periodically for leaves, balls, etc. 
22. Clean and service lavatories, toilet rooms, and rest rooms. 
23. Clean and wax furniture. 
24. Such additional reasonable duties and responsibilities as collaboratively determined between the 

administrator and individual staff me:rnber. 
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Title: 

SANDUSKY CITY SCHOOLS 
Classified Personnel 

JOB DESCRIPTION 

Paraprofessional 

Qualifications: General: exhibits mature judgment, sense of responsibility, pleasant personality, 
respect for confidentiality and strong focus on customer service. 

Skill: High school diploma and pass the paraprofessional test, or possess a 
minimum of two years post-secondary education, or possess an associate degree 
from a certified institution. Ability to communicate ideas and directives clearly 
and effectively both orally and in writing. Organizational and problem solving 
skills. Student management skills. Genuine interest in children and ability to 
work well with adults and children. Good work ethics, high moral standards, 
dependability, clerical skills, ability to use office equipment, and the ability to 
carry out instructions and assignments. 

Physical: good health and clean, neat appearance. 

Reports To: Assigned Teacher(s) and Building Principal(s) 

Job Responsibility: Support classroom teacher in instruction of students, assist students with various 
classroom activities in adherence with local, state and federal rules and 
regulations. Provide assistance to teacher in collecting and organizing 
documentation, classroom materials and student information. Provide a calm and 
patient model of cooperative behavior to enhance student learning. Ninety 
percent of the paraprofessional's workday will involve direct instructional child
focused time under the teacher's direction. 

CRITICAL AND ESSENTIAL FUNCTIONS 

1. Ensure safety of students. 
2. Work with students both individually and in small groups in the areas of math, reading and 

writing. 
3. Assist students with their tasks, read to students, conduct activities that support or enrich 

previous lesson(s). 
4. Assist students with classwork. 
5. Play learning games. 
6. Assist students with programmed materials. 
7. Assist with supervision of students. 
8. Assist students with make-up work if absent. 
9. Promote good social relationships between students. 
10. Distribute materials to be sent home with students. 
11. Make contacts with the public with tact and diplomacy. 
12. Maintain respect at all times for confidential information. 
13 . Interact in a positive manner with staff, students and parents. 
14. Promote good public relations by personal appearance, attitude and conversation. 
15. Attend meetings and in-services as required. 
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16. Prepare duplicate materials prior to student arrival or after dismissal. 
17. Comply with any local, state and federal rules and regulations. 
18. Such additional reasonable duties and responsibilities as collaboratively determined between the 

administrator and individual staff member. 
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Title: 

SANDUSKY CITY SCHOOLS 
Classified Personnel 

JOB DESCRIPTION 

Paraprofessional - Elementary Library 

Qualifications: General: exhibits mature judgment, sense of responsibility, pleasant personality, 
respect for confidentiality and strong focus on customer service. 

Skill: High school diploma and pass the paraprofessional test, or possess a 
minimum of two years post-secondary education, or possess an associate degree 
from a certified institution. Ability to communicate ideas and directives clearly 
and effectively both orally and in writing. Organizational and problem solving 
skills. Student management skills. Genuine interest in children and ability to 
work well with adults and children. Good work ethics, high moral standards, 
dependability, clerical skills, ability to use office equipment, and the ability to 
carry out instructions and assignments. A genuine and enthusiastic interest in 
children, books, and reading. Ability to learn and understand library systems. 

Physical: good health and clean, neat appearance. 

Reports To: Library Media Specialist and the Building Principal(s). 

CRITICAL AND ESSENTIAL FUNCTIONS 

1. THE ABILITY TO WORK WITHOUT DIRECT SUPERVISION. 
2. Follow activities outlined by Certified Elementary Librarian as well as using own materials and 

ideas. 
3. Send overdue notices and collect fines for damaged and lost books 
4. Must maintain Class control and discipline during library class to insure the safety of students. 
5. Take an inventory ofbooks yearly. 

Circulation 
1. Check materials in and out of the library. 
2. Mend books, magazines, etc., needing repair. 
3. Prepare books for shelving/circulation. 
4. Keep track of all circulation used in A V rotation. 
5. Prepare student accounts/ Accountable for any books loaned to a student. 
6. Assist students and staff in locating books, periodicals, or other information. 
7. Maintain an inventory of AV materials within home building. 
8. Keep library materials and equipment in working order. 
9. Minor troubleshooting of AV and compile requisitions for such equipment. 
10. Keep student and staff bar code notebook up-to-date. 
11. Attend computer training sessions as required through NOECA. 
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Book Processing: 
1. Coordinate movement of materials within the school and on intra-district library loan. 
2. Prepare new library materials. 
3. Prepare new books for shelving/circulation. 
4. Assist in selection of books for purchase. 

Special Building duties: 
1. Prepare bulletin boards. 
2. Follow duties assigned in a fair and equitable manner by the building Principal. 
3. Ability to prepare opening of the library. 
4. Close out library for summer break. 
5. Such additional reasonable duties and responsibilities as collaboratively determined between 

the administrator and individual staff member 
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SANDUSKY CITY SCHOOLS 
Classified Personnel 

JOB DESCRIPTION 

Title: Paraprofessional -After School Activity Program Supervisor 

Qualifications: General: exhibits mature judgment, sense of responsibility, pleasant personality, 
respect for confidentiality and strong focus on customer service. 

Skill: High school diploma and pass the paraprofessional test, or possess a 
minimum of two years post-secondary education, or possess an associate degree 
from a certified institution. Ability to communicate ideas and directives clearly 
and effectively both orally and in writing. Organizational and problem solving 
skills. Student management skills. Genuine interest in children and ability to 
work well with adults and children. Good work ethics, high moral standards, 
dependability, clerical skills, ability to use office equipment, and the ability to 
carry out instructions and assignments. 

Physical: good health and clean, neat appearance. 

Reports To: Assigned Teacher(s) and Building Principal(s) 

Job Responsibility: Support classroom teacher in instruction of students, assist students with various 
classroom activities in adherence with local, state and federal rules and 
regulations. Provide assistance to teacher in collecting and organizing 
documentation, classroom materials and student information. Provide a calm and 
patient model of cooperative behavior to enhance student learning. Ninety 
percent of the paraprofessional's workday will involve direct instructional child
focused time under the teacher's direction. Responsible for the supervision of the 
After School Activity Program (ASAP). 

CRITICAL AND ESSENTIAL FUNCTIONS 

Paraprofessional: 
1. Ensure safety of students. 
2. Work with students both individually and in small groups in the areas of math, reading and 

writing. 
3. Assist students with their tasks, read to students, conduct activities that support or enrich 

previous lesson(s). 
4. Assist students with classwork. 
5. Play learning games. 
6. Assist students with programmed materials. 
7. Assist with supervision of students. 
8. Assist students with make-up work if absent. 
9. Promote good social relationships between students. 
10. Distribute materials to be sent home with students. 
11 . Make contacts with the public with tact and diplomacy. 
12. Maintain respect at all times for confidential information. 
13. Interact in a positive manner with staff, students and parents. 
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14. Promote good public relations by personal appearance, attitude and conversation. 
15. Attend meetings and in-services as required. 
16. Prepare duplicate materials prior to student arrival or after dismissal. 
17. Comply with any local, state and federal rules and regulations. 
18. Such additional reasonable duties and responsibilities as collaboratively determined between the 

administrator and individual staff member. 

After School Activity Program: 
1. Ensure supervision and safety of students. 
2. Plan, prepare and implement program activities developed for students. 
3. Assist students with homework. 
4. Coordinate program implementation with Building Principal and Administrative Assistant. 
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Title: 

Qualifications: 

Physical 
Requirements: 

SANDUSKY CITY SCHOOLS 
Classified Personnel 

JOB DESCRIPTION 

Paraprofessional - Preschool 

General: exhibits mature judgment, sense of responsibility, pleasant personality, 
respect for confidentiality and strong focus on customer service. 

Skill: High school diploma and pass the paraprofessional test, or possess a 
minimum of two years post-secondary education, or possess an associate degree 
from a certified institution. Ability to communicate ideas and directives clearly 
and effectively both orally and in writing. Organizational and problem solving 
skills. Student management skills. Genuine interest in children and ability to 
work well with adults and children. Good work ethics, high moral standards, 
dependability, clerical skills, ability to use office equipment, and the ability to 
carry out instructions and assignments. 

Must be agile and able to move quickly from standing to floor positions as well as 
respond and react quickly to all situations typical of preschool (behavior 
management, floor play/teaching, playground activities and bending over to assist 
in learning daily living skills). Must be able to lift fifty pounds, squat, kneel, and 
sit on the floor for extended periods of time. Good health and clean, neat 
appearance. 

Reports To: Assigned Teacher(s), Building Principal(s), Preschool Director and Director of 
Student Services and Family Supports 

Job Responsibility: Support Preschool Teacher in instruction of preschool students, assist preschool 
students with various classroom activities in adherence with local, state and 
federal rules and regulations. Provide assistance to teacher in collecting and 
organizing documentation, classroom materials and student information. Provide 
a calm and patient model of cooperative behavior to enhance student learning. 
Ninety percent of the paraprofessional's workday will involve direct instructional 
child-focused time under the teacher's direction. 

CRITICAL AND ESSENTIAL FUNCTIONS 

1. Ensure physical well-being and safety of students by making sure children are under adult 
supervision at all times and remain in assigned school areas at all times. 

2. Work with students both individually and in small groups in all areas of pre-academic 
instruction, daily living skills, social awareness and cooperative learning. 

3. Assist students with their work and play tasks, read to students, and guide activities that support 
or enrich previous lesson(s). 

4. Assist students with programmed/structured materials and lessons. 
5. Promote good social relationships between students by modeling good behavior and explaining 

expectations clearly. 
6. Assist teacher in collecting and distributing learning materials and information to parents, 

agencies and other staff. 
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7. Maintain respect at all times for confidential information about students. 
8. Interact in a positive manner with staff, students and parents. 
9. Promote good public relations by personal appearance, dress, attitude and actions. 
10. Attend staff meetings, parent conferences and in-services as required. 
11. Help set-up classroom and prepare materials prior to student arrival and/or after dismissal. 
12. Attend to personal care needs of preschool students, which may include exposure to bodily 

fluids. 
13. Help children develop and complete personal care tasks. 
14. Must accept direction from the lead teacher as well as other professional staff members. 
15. Comply with any local, state and federal rules and regulations. 
16. Such additional reasonable duties and responsibilities as collaboratively determined between the 

administrator and individual staff member. 
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Title: 

Qualifications: 

Physical 
Requirements: 

Reports To: 

Job Responsibility: 

SANDUSKY CITY SCHOOLS 
Classified Personnel 

JOB DESCRIPTION 

Paraprofessional - Special Needs 

General: exhibits mature judgment, sense of responsibility, pleasant personality, 
respect for confidentiality and strong focus on customer service. 

Skill: Complete at least two years of study at an institution of higher education or 
hold an associate (or higher) degree, or pass a formal state or local academic 
assessment of knowledge of and the ability to assist in instruction or assist in 
readiness for reading, writing and mathematics. Ability to communicate ideas 
and directives clearly and effectively both orally and in writing. Organizational 
and problem solving skills. Student management skills, genuine interest in 
children, and ability to work well with adults and children. Good work ethics, 
high moral standards, clerical skills, ability to use office equipment, and the 
ability to carry out instructions and assignments. Experience working with 
children with special needs preferred. 

Ability to lift fifty pounds and assist children with physical and personal needs, 
which may include feeding, lifting, suctioning, toileting, and other physical ways 
as identified by the IEP. Good health and clean, neat appearance. 

Assigned Teacher(s), Building Principal(s), and Director of Student Services and 
Family Supports 

Assist the Intervention Specialist in a variety of ways to implement the 
instructional program, while establishing effective rapport with students assigned 
to the classroom and motivating pupils to develop attitudes and knowledge 
needed to provide a good educational foundation, in accordance with each pupil's 
ability. Support classroom teacher in instruction of students, assist students with 
various classroom activities in adherence with local, state and federal rules and 
regulations. Ninety percent of the paraprofessional's workday will involve direct 
instructional child-focused time under the teacher's direction. 

CRITICAL AND ESSENTIAL FUNCTIONS 

1. Provide assistance for students when requested by the student or supervising teacher. 
2. Must be familiar with and consistently adhere to the Sandusky City Schools Policy Handbook, 

District Code of Conduct, classroom routine and structure and each student's Individualized 
Education Program (IEP). 

3. When requested, assist classroom teacher and related service providers in the development, 
implementation, and documentation of the IEP goals and objectives and student's Behavior Plan. 

4. Provide individualized and small-group instruction to reinforce skills that have been taught by 
the teacher. 

5. Assist the teacher in preparing for changing curriculum to meet the needs of students with 
diverse cultural and socio-economic backgrounds, learning styles and special needs. 

6. Maintain a safe, orderly and clean environment for students, conducive to learning. 
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7. Assist student(s) participating in general education classes. 
8. Ensure the safety of all students in the school environment by supervising students during 

periods of transition. 
9. Assist in maintaining data for student progress reports. 
10. Administer and grade objective-type tests and workbooks. 
11. Direct make-up work due to absence. 
12. Respond to inquiries and concerns in a timely manner. 
13. Assist the teacher in completing requirements for grade reporting, scheduling conferences and 

recording results. 
14. When requested, attend and participate in meetings pertaining to the needs of students with 

special needs, team meetings and staff meetings. 
15. Participate in in-service training programs as approved and when requested. 
16. Work with individuals and groups of students to support academics and behavior management. 
17. Exhibit patience working with children with special needs. 
18. Maintain objectivity, professionalism, confidentiality and unquestionable integrity. 
19. Respond to all students in a kind, fair and interested manner. 
20. Promote good social relationships, communication and interactions between students. 
21. Consistently act as a role model for students by conducting self in a professional manner in 

dress, action and language. 
22. Demonstrate ability to learn new skills, flexibility and willingness to perform a variety of tasks. 
23. Work well with others, follow written and oral directions and complete assignments. 
24. Provide mealtime supervision and hygiene care as needed. 
25. Perform clerical duties such as duplicating materials, development of classroom materials and 

maintaining required records. 
26. Assist in the maintenance, organization, planning, and distribution of classroom equipment and 

materials. 
27. Comply with any local, state and federal rules and regulations. 
28. Such additional reasonable duties and responsibilities as collaboratively determined between the 

administrator and individual staff member. 
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Title: 

Class: 

Receptionist 

SANDUSKY CITY SCHOOLS 
Classified Personnel 

JOB DESCRIPTION 

Administrative Assistant 

Qualifications: General: exhibits mature judgment, sense of responsibility, pleasant personality, 
respect for confidentiality and strong focus on customer service. 

Skill: Completion ofhigh school business courses, high school diploma, 
familiarity with/or ability to learn computer and word processing functions. Two 
years general office or secretarial experience within a school district preferred. 
General knowledge of multi-lined telephone operation, USPS, bulk mail, UPS, 
and FedEx mail processes. Must be punctual, able to prioritize tasks, manage 
time efficiently and multi-task, exhibit good communication skills; ability to deal 
with the public in a diplomatic and helpful manner, pleasant phone voice, and 
ability to work without direct supervision. 

Physical: good health and clean, neat appearance. 

Reports To: Brand Development/Retention Recruitment Coordinator 

Job Responsibility: Responsible for answering and appropriately routing all incoming calls, 
welcoming visitors to the District Administration Building in a friendly, 
professional manner, posting all outgoing mail, providing clerical support to any 
administrative office as collaboratively approved, issuing work permits, adhering 
to local, state and federal rules and regulations. 

CRITICAL AND ESSENTIAL FUNCTIONS 

1. Answer all incoming calls and transfer calls to the school or person desired. 
2. Take messages for all school personnel upon request. 
3. Place outgoing long distance calls for school personnel with restricted phones. 
4. Greet visitors to the Administration Building in a friendly manner, notify the proper person(s) of 

their arrival, direct visitors to the correct office. 
5. Provide clerical support to administrative offices by performing computer processing duties as 

assigned. 
6. Update annual telephone extension sheet and distribute to all school offices. 
7. Enter and update Cable Channel information. 
8. Initiate the registration process for new Pre-K through 6111 grade students. 
9. Maintain a database of emergency drill information supplied by school principals, prepare 

monthly drill reports for Chief of Staff & Transformation Officer. 
10. Provide or mail employment and/or volunteer applications upon request. 
11. Maintain a file and database of approved flyers, notify school offices of flyer approval. 
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12. Answer general inquiries regarding the school district (school opening and closing times, 
vacation dates, school event details, etc.). 

13. Enter information from Work Pennit Applications into the Department of Commerce website. 
Issue work permits in keeping with labor laws and District procedures, maintain a file of active 
work permits. 

14. Sort and post all outgoing mail. 
15. Order postal meter supplies and postal forms as needed, perform routine meter cleaning and 

maintenance. 
16. Update information in lobby and foyer marquee cases. 
17. Maintain front desk files, update reference materials and forms as needed. 
18. Update the Substitute Receptionist Guide and the SCALA Guide as needed. 
19. Decorate lobby display case. 
20. Such additional reasonable duties and responsibilities as collaboratively determined between the 

administrator and individual staff member. 
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Title: 

Qualifications: 

Reports To: 

Responsibility: 

SANDUSKY CITY SCHOOLS 
Classified Personnel 

JOB DESCRIPTION 

Skilled Maintenance 

General: General: exhibits mature judgment, sense of responsibility, pleasant 
personality, respect for confidentiality and strong focus on customer service. 

Skill: knowledge of buildings, equipment and repair of same; knowledge of 
cleaning materials and the use of same; driver's license; and ability to follow 
directions. 

Physical: good health, strong physical condition, ability to work on ladders and 
neat appearance. 

Facilities Supervisor 

To maintain the school facilities in good condition and repair in adherence with 
local, state and federal rules and regulations. 

CRITICAL AND ESSENTIAL FUNCTIONS 

1. Perform all the jobs set forth by the Facilities Supervisor to include: move equipment, paint, 
remove snow, repair equipment, do carpentry, repair roofs, mow lawn, electrical repairs, 
plumbing repairs, heating repairs, line football field, drive truck, concrete repairs, replace 
windows, etc. 

2. Perform all of the duties of any one of the head Custodians in an emergency situation. 
3. Be willing to work odd hours in emergency situations during severe weather or because of 

equipment failures. 
4. Such additional reasonable duties and responsibilities as collaboratively determined between the 

administrator and individual staff member. 

Skilled Maintenance 1 of 1 

Approved: March 21,2019 56 



Title: 

Qualifications: 

SANDUSKY CITY SCHOOLS 
Classified Personnel 

JOB DESCRIPTION 

Van Driver/Paraprofessional 

General: dependable, a sense of responsibility, pleasant personality, emotional 
stability, be of good moral character and; by example, set high standards for 
pupils. 

Skill: general knowledge of school vans and transportation operation and federal , 
state and local laws, district policies; must hold a current valid Driver's License. 
Must complete the Ohio Department of Education Pre-Service Driver Training 
Program. 

Physical: good health (must pass physical examination each year prior to school 
opening consistent with ORC 3301-83-06.) 

Reports To: Transportation Supervisor 

Job Responsibilities: Responsible for the safe transport to and from school of the district's school 
children in adherence with local, state and federal rules and regulations. Be on 
time unless an emergency arises. Call Transportation Supervisor immediately if 
unable to be on time. 

CRITICAL AND ESSENTIAL FUNCTIONS 

1. Assists students and other passengers (e.g. seating, restraints, special equipment, etc.) for the 
purpose of providing safe loading and unloading from vehicles including both emergency 
situations and normal transport. 

2. Attends meetings, trainings, etc. for the purpose of maintaining skills and meeting District and 
State requirements. 

3. Communicates with parents, students, teachers, administrators, etc. for the purpose of conveying 
and/or receiving information. 

4. Drives school vans for the purpose of transporting regular education and/or special education 
students over scheduled routes and to/from school in a safe and timely manner. 

5. Escorts children across the street and in/out of the building for the purpose of ensuring the safety 
and welfare of students. 

6. Fuels assigned vehicle (e.g. oil, water, fuel , etc.) for the purpose of maintaining vehicle in a safe 
operating condition. 
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7. Informs school personnel, parents, etc. of practices and incidents (e.g. rules, regulations, laws, 
procedures, suspicious situations, etc.) for the purpose of providing information for follow-up 
action and/or proper procedures. 

8. Maintains assigned vehicles, both interior and exterior (e.g. cleaning floors/windows/seats, etc.) 
for the purpose of ensuring safety, 

9. Monitors passengers during transit for the purpose of maintaining order and ensuring the safety of 
passengers. 

10. Performs first aid as necessary for the purpose of meeting the immediate health care needs of 
passengers. 

11. Performs pre-trip and post-trip inspections (e.g. fluid levels, tire pressure, exterior condition, etc.) 
for the purpose of ensuring the safe operating condition of the vehicle and meeting state 
requirements. 

12. Prepares documentation (e.g. daily mileage and condition reports, incident/accident reports, 
inspections, disciplinary and positive behavior reports, mileage, etc.) for the purpose of providing 
written support and/or conveying information. 

13. Such additional reasonable duties and responsibilities as collaboratively determined between the 
administrator and individual staff member. 
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