BRECKSVILLE-
BROADVIEW
HEIGHTS
CITY SCHOOL
DISTRICT

BeeKeepers School Age
Child Care
Program

EMPLOYEE HANDBOOK

Effective 12/18/2024 - 6/30/2027



Table of Contents

MISSION SEALEMENL.........cueeeeeeeeereeerecerrissersseesssesssraressssssssssssssssssssssssssssssssssssssnsessssanans 3
INEFOAUCEION. .......eeeeeeeeeeceevceirecsiesssecssessssssssensssssssssssssssesssssssnasesssssssssssssnsssssssnasssssssssanns 4
Program Policies and ProCedUre.................cuueccreersecersersscssssusessssssssssssssssssssnsessssnsssns 5
OpEration SChEAUIE........ooe ettt sae e e sreenaeneenes 6,7
Y111 87T TR U SRS R RRRR 7,8
Child Abuse and NEEIECL ...t s e e e 8
[ L= o TR 8-11
) (Lo L= oY 1Ty ol o 11 =R 11,12
Position Requirements and ClasSifiCAtions.................coueeeesvvecvvesevsvsssnessssesssssnessnns 13
Minimum Employment REQUIrEMENTS......ccevvereeeiririeriereeeeeiereve e eae e 13-15
SACC ODE REQUITEMENTS. .. oot iciiiie ittt ettt ettt stee st st ease s saeetaeate saeesnseesaeeenes 15
Position of RECOrds ANAlYSt.......cueiiieiriiriricre ettt st s st e aesaens 15-16
POSItion Of TEAM LEAUET .....c.ceiee ettt ettt et st e e 16-20
Position of Assistant TEAM LEAUEN .......cccccueueieieieiieiere e se ettt 20-21
POSition Of TEAM ASSISTANT....cccciiciie ettt s se e eae e e 21
Position of School Age Program Specialist.........ccccecevereriininininineerecrece e s 22
Position Of STUAENT HEIPEI ...t s sae e e 23-25
Position of BeeKeepers Summer Camp Staff.......cccoeeeinininvincncceccee e 25-26
Food Preparation and Cleanup — ALL EMPIOYEES.......cccevevevereeiereeseeeeeieens 26-27
Employment Policies and ProCedUrEs................cceeerurercversvessvesssresseenesesssesssnsessasassees 28
NEWIY Hired EMPIOYEE.....c.o ettt sttt se st st st saese e e saenans 29
Schedule and WOrk HOUT .......co.euiiiicst ettt st st s s s 29-30
oL L o] W = =TT o = o OO 30
[N g Yol g ToTo ] I B - 1V RS TRRRT 30
LeaVving the BUIlAiNG......ccoceeiieiiieieeee ettt sttt e et ste e s saseevnaenes 30-31
Staff Meetings and IN-SEIVICE........cviieiie ettt et ste e sevaesaennns 31
Late Arrivals, Timesheets and ADSENCES........ccuevieeeeiiieiie it eeaas 31-32
(DIUT=4rYoTe 7Y [olo] o Yo I =T o 1 =R 32
DrESS COUR...ciiiitieiieie ettt ettt e e stestesae et et e s e ntestesteaneessaestenseansestestesnsasassssennnsnne 32-33
(@00 0 oY o] = 110 ol o o Yol =Te (1] T3 RTRR 33-34
EMQil IMIESSAEES .. veeueeiietietieieiee e st ste e ettt e e et stesae et e et aes e s e e testesaeanseesessaeessennennnes 34
(@700 LI ] 1 6o o [ ¥ Tox TP 34
D LYol o] L g =TS 34-35
Performance EValUations.........covcuiceeiie ettt et st s 35-36
LESSON PlIANS... oottt ettt sae stesae et e s e e sae stesaeens et aetaesbese et sneenneenrees 36
(00e] 2101 0 00T a1 r= o] TSR 36
Wage Schedules & Pay INCrEASES..........cccviceeeieieiee ettt st s er e se e es e e 36
INSUrANCE & BENETITS.....ciciee e e sttt st s s 36-37
HOIIHAYS ..ttt eet b e b saeeaeeebaesbesbe s e saesbesresassenbenssensestesnees 38
School Cancellation/Delayed Start........cccuveeeceveeeieeirecee et s en e 38
VACATION LEAVE....uuii ettt ettt sttt et st et st e s e s saesn e e e saeesbses e snnessennees 38-39



L o Y= 1 I =T 1 V7PN 40

SICK LEAVE... e cveceeieeetvettreettesee et et et et eet et e e saesbeeaesssesbenseensestesbesasersaessensennsssestesssenesaennes 40
FIMILA LBAVE ...ttt ettt ettt e e e te s st te e st aee e st tee s esteaesstatesesaeaeesenateaesseneseennnnns 41
JUEY DULY ittt et sttt e s st e s s ae e sae e beasaaeessbes sataensseaenssesenssesaenssesenn 41
Fair Labor STandards ACT........ouuiiecceieiiece ittt s ete e st svaeeesreaes e s e e eaesnsbenne e e s 41
REtir@mMENT BENETIES.....cciive ettt st e b e e sre b sae s eeb e e sne ene 41
TEIEPRNONE Dil@CEOIY.....cc.eeeeeeeereceeiceriseessseissrersssssesnsssssssssssssssssssssssssssssssnsssssssnssessssssans 42



MISSION STATEMENT

The mission of the Brecksville-Broadview
Heights City School District BeeKeepers
School Age Child Care Program is to ensure a
program that is one of excellence and quality,
and will provide a safe and healthy
environment for the students. The program is
funded by the families using the services and
therefore will not cost the taxpayers.



INTRODUCTION

As a member of our team, you have the opportunity to play an important role
in the lives of the students enrolled in the BeeKeepers program. The program’s
visibility only enhances your responsibility to provide a quality, safe, creative and
enriching experience in which both the district and community will take pride.

Along with your co-workers, you will be responsible for the daily operations of your
site. You will have a wide array of responsibilities, depending on your job title.

The first several months will be a learning process, establishing a trusting relationship
with your students, fellow staff members, and supervisors. You will also become
familiar with the many procedures of the BeeKeepers program, as well as the
Brecksville-Broadview Heights City School District. Everyone at your school, as well as
your supervisor, is willing to help you feel at ease in this position. Please do not
hesitate to ask questions.

This manual will outline all of the policies and procedures of the program.
Please take the time to read and understand the following material.

WELCOME TO THE BEEKEEPERS PROGRAM!



BEEKEEPERS
PROGRAM
POLICIES
AND
PROCEDURES



OPERATION SCHEDULE

School Days

The BeeKeepers Before and After School Programs will operate in accordance with the district
calendar for school day sessions.

Before School:

Elementary Building 6:45-8:45 a.m.
After School:
Elementary Building 3:30-6:00 p.m.

Middle School (located at the EB)

Non-School Days Available

Staff will receive an operation schedule at the start of each school year that lists dates for each
program non-school day. Early dismissal days will follow a similar schedule as that of a non—school
day.

NEOEA Day

Thanksgiving Break

Winter BeeKeepers — excluding observed Christmas Eve, Christmas Day, New Year’s Eve, and New
Year’s Day holidays.

Waiver Days

Records Days

Staff Professional Learning Days

Spring BeeKeepers — excluding Good Friday and Easter Monday

Summer Vacation — excluding, Juneteenth, Fourth of July and transition day(s)

All programs are housed at the same location for non-school days 6:45 a.m.—6:00 p.m.
Summer Camp Operation Hours 7:00 a.m.-6:00 p.m.
In consider of safety, BeeKeepers will be closed on all calamity days that the Brecksville-Broadview

Heights City School District is closed. In the event the Middle School is open but the Elementary
Building is closed, there will be no BeeKeepers for students who attend Middle School on that day.



DAYS THE PROGRAM IS CLOSED - including the day the holiday is observed

Summer to School Year Transition day(s) Good Friday

Labor Day Easter (Monday after)

Thanksgiving Day and the following Friday Memorial Day

Christmas Eve and Christmas Day (Observed) School Year to Summer Transition Days
New Year’s Eve and New Year’s Day (Observed) Juneteenth

Martin Luther King Jr. Day Fourth of July (observed)

President’s Day

BEEKEEPERS SEASONAL CAMPS

BeeKeepers will offer three special camps each year. The camps will be geared towards providing
fun and engaging activities during extended school vacations. Activities will promote the primary
goal of enhancing the education of the students. The program provides opportunities for arts and
crafts, sports, games, reading, enrichment and activities.

WINTER CAMP

Winter Camp is held during the weeks of winter vacation in the Brecksville-Broadview Heights
school district, excluding the observed holidays: Christmas Eve, Christmas Day, New Year’s Eve,
and New Year’s Day.

SPRING CAMP
Spring Camp is held during the spring break in the Brecksville-Broadview Heights school district,
excluding Good Friday and Easter Monday.

SUMMER BEEKEEPERS DISCOVERY CAMP

Summer BeeKeepers Discovery Camp is held during the 10 + or — weeks of BBHCSD summer break,
excluding the specified transition days, observed Juneteenth and Fourth of July holiday. The
campers/parents have an opportunity to experience a variety of camp options including; Sports
and Wellness, Wilderness and Science Adventure, Art, Mystery, Theater, Technology. Field trips,
food trip and occasional swim trips are offered as well.

SAFETY

Each student’s safety and well-being is of utmost concern to the Brecksville-Broadview Heights
City School District and BeeKeepers staff. The program will use the safety and emergency policies
in effect for the school district. No student shall ever be left alone without the supervision of a
BeeKeepers staff member or authorized adult. At the time of arrival to the departure from the
program, an authorized adult must be within hearing range or visual contact with all students.
Students must be signed-in/out daily by the person responsible for the student’s arrival and/or
departure. Sign-in/out sheets will be located in the designated areas. Students will only be
released to parents/guardians and persons for whom the program has authorization stated on the
Child Release Form. The authorization must be left at the team leader’s work area. If the team
leader or a team assistant questions the identification of the person requesting release of a
student, proper identification will be requested to ensure the safety of the student. This procedure
is not to antagonize or embarrass the responsible adult; it is done to protect the student.



A first-aid kit is available at the program at all times and is located in the team leader’s work area
as well as the emergency bag that is accessible during program activities. There are BeeKeepers’
staff members on site who are certified in CPR and first-aid. All head traumas will be immediately
reported to parents/guardians, as well as all injuries needing emergency assistance and/or
transportation.

The staff has access to phones and emergency phone numbers. The students’ emergency numbers
are located in the team leader’s work area as well as an emergency bag that travels with the
group. The parents/guardians will be notified immediately of any emergency involving their child
and if necessary, emergency transportation will be summoned. All accidents are documented on
an incident report form, which MUST be signed by a parent/guardian and returned to program
staff to be placed in the child’s file for record keeping. Copies of accident/incidents reports that
require medical attention will be sent to the Board Office for documentation purposes.

A District BeeKeepers Crisis Plan, as well as individual program plans, has been prepared in the
event of an emergency such as fire, death, civil emergency, etc.

CHILD ABUSE AND NEGLECT

The BeeKeepers program will use the same Child Abuse and Neglect policy set forth by the
Brecksville-Broadview Heights City School District. Every Board official and employee who, in
connection with his/ her position, knows or suspects child abuse or neglect must immediately
report that knowledge or suspicion to a public children’s services or local law enforcement agency.
Such reporting shall be required in every case that reasonably indicates that a child under the age of
eighteen (18) or a physically or mentally disabled child under the age of twenty-one (21) has been
abused (physically or mentally) or neglected or faces the threat of being abused or neglected.

HEALTH

In order to maintain a healthy environment we ask that a student not attend the BeeKeepers
program if he/she is showing signs of communicable iliness. If a student becomes ill during program
hours, he/she will be isolated from the group. Parents/Guardians will be contacted immediately
and requested to pick up their child.

A poster of information concerning Early & Periodic Screening, Diagnostic & Treatment can be
found on the Parent Info board of the program. Contact Healthchek Coordinator Mary Riviotta by
email Mary.Riviotta@jfs.ohio.gov, phone (216) 987-6825 if assistance is needed.

Parents/Guardians will be contacted and their child will be isolated if he/she shows any of the
following symptoms:

e Temperature of 100 degrees or above

e Vomiting

e Diarrhea one or more times

e Discharge from eyes or red eyes (possibly Conjunctivitis)

e Discharge from the ears

e Severe Coughing

e Difficulty or rapid breathing


mailto:Mary.Riviotta@jfs.ohio.gov

e Rash, spots or skin lesions (untreated infected)

e VYellowish skin or eyes

e Stiff neck

e Complaints of bladder problems with unusually dark urine

e Unusually dark urine and/ or gray white stool

e Evidence of lice infestation, scabies or other parasitic infestation
e Sore throat or difficulty swallowing

A student may return after 24 hours, if symptom free and without the assistance of medication to
reduce symptoms. An exception is a prescribed medication that has been in the child’s system for
at least 24 hours. Any student returning to the program and is still showing symptoms of a
particular iliness, the parent/guardian will be required to present a physician’s note stating that the
student may return to the program. A communicable disease chart provided by the Ohio
Department of Health is posted near the team leader’s work area. There are BeeKeepers staff
members on site who are trained in the management of communicable disease.

MEDICATION

The Board of Education and/or Beekeepers shall not be responsible for the diagnosis and treatment
of student illness. Diabetes care is the exception. The administration of prescribed medication
and/ or medically-prescribed treatments to a student during school hours will be permitted only
when failure to do so would jeopardize the health of the student, the student would not be able to
attend school if the medication or treatment were not made available during school hours, or if the
child is disabled and requires medication to benefit from his/her educational program.

For the purpose of this policy, “Medication” shall include all medicines including those prescribed
by a licensed health professional authorized to prescribe drugs and any non-prescribed (over-the-
counter) drugs, preparations, and/or remedies. “Treatment” refers both to the manner in which a
medication is administered and to healthcare procedures which require special training, such as
catheterization.

Before any prescribed medication (i.e., a drug) or treatment may be administered to any student
during school hours, the Board shall require a written statement from licensed health professional
authorized to prescribe drugs (“Prescriber”) accompanied by the written authorization of the
parent. These documents shall be kept in the office of the healthcare coordinator (or Beekeepers
authorized staff during non-school hours), and made available to the person(s) designated by the
policy as authorized to administer medication or treatment. A copy of the parent’s written request
and authorization and the prescriber’s written statement must be given, by the next school day
following the District’s receipt of the documents, to the person authorized to administer drugs to
the student for whom the authorization and statement have been received. Forms can be found on
the district website under Pupil Services. No student is allowed to provide or sell any type of over-
the-counter medication to another student. Violations of this rule will be considered violations of
the Drug Prevention and of the Student Code of Conduct/Discipline Code.



Only medication in its original container; labeled with the date, if a prescription; the student’s
name; and exact dosage will be administered. Authorized personnel shall determine a location in
the building where the medications to be administered under this policy shall be stored, which shall
be a locked storage place, unless the medications require refrigeration in which case they shall be
stored in a refrigerator that the students do not have access to during school hours.

Students shall be permitted to carry and use, as necessary, an asthma inhaler and /or EpiPen,
provided the student has prior written permission from his/her parent and physician and has
submitted the appropriate form. Authorization for the Possession and use of asthma inhalers/other
emergency medication(s), to the principal and any school nurse assigned to the building.

Additionally, students shall be permitted to carry and use, as necessary, an epinephrine auto-
injector (EpiPen) to treat anaphylaxis, provided the student has prior written approval from the
prescriber of the medication and his/her parent/guardian. Possession and use as needed will be
permitted if the student is a minor, and written approval has been submitted on the appropriate
form, authorization for the possession and use of Epinephrine Auto-injector (EpiPen)) to the school
nurse assigned to the building. The parent/guardian or the student shall provide a back-up dose of
the medication to the principal or school nurse. This permission shall extend to any activity, event,
or program sponsored by the school or in which the school participates. In the event epinephrine is
administered by the student, a school employee at school or at any of the covered events, a school
employee shall immediately request assistance from an emergency medical service provider (911).
Students with diabetes are authorized to attend to their diabetes care and management in
accordance with district policy.

With the exception of diabetes care, only employees of the District who are licensed healthcare
professionals or who have completed a drug administration training program conducted by a
licensed healthcare professional and are designated by the Board may administer prescription
drugs to students in school.

Provided they have completed the requisite training, the following staff are authorized to
administer medication and treatment to students; principal, teacher, school nurse, building
secretary, aide, and others as designated by the student’s IEP and/or 504 plan.

Beekeeper staff is permitted by the State of Ohio School Age Child Care program guidelines to
administer medications that have met with the district policy guidelines during program hours while
school is not in session.

No employee will be required to administer a drug to a student if the employee objects, on basis of
religious convictions, to administering the drug.

Additionally, the Board shall permit the administration by a licensed nurse or other authorized staff
member of any medication requiring intravenous or intramuscular injection or the insertion of a
device into the body when both the medication and the procedure are prescribed by the licensed
healthcare professional authorized to prescribe drugs and the nurse/staff member has completed
any and all necessary training.
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Students who may require administration of an emergency medication may have such medication
in their possession upon written authorization of their physician and parent(s) or, such medication,
upon being identified as afore noted, may be stored in a school clinic and administered in
accordance with Board Policy.

The superintendent shall prepare administrative guidelines, as needed, to address the proper
implementation of this policy.

STUDENT DISCIPLINE

Good conduct is based on respect and consideration for the rights of others. Students will be
expected to conduct themselves in such a way that the rights of others are not violated. Students
will respect constituted authority, conform to school regulations and accept directions from
authorized personnel. BeeKeepers’ personnel will be expected to provide the students with an
example of appropriate behavior and social attitudes.

Families will receive, at the time of enroliment, a discipline policy on the rules and regulations in
which the students should follow while present in the BeeKeepers program. The information
includes the types of conduct that are subject to any form of disciplinary action. Any students who
fail to comply with established rules or with any reasonable request made by BeeKeepers personnel
during program hours will be dealt with according to Board Policy. If a student violates Board Policy
or the BeeKeepers Student Code of Conduct, BeeKeepers personnel will report the student to the
appropriate team leader and BeeKeepers Coordinator.

Constructive, developmentally-appropriate child guidance and management technigues are to be
used at all times, and shall include such measures as redirection, separation from problem
situations, talking with the child about the situation, and positive reinforcement and
acknowledgement for the appropriate behavior.

BeeKeepers Student Conduct Code

Grounds for disciplinary action shall include, but are not limited to, the following:

Damaging school, BeeKeepers, or other’s personal property.

Use or possession of tobacco products or clove cigarettes.

Use of bad language in the presence of students or adults.

Failure to obey the directions of staff members.

Use, possessing, selling, distributing or attempting to sell or distribute drugs or alcohol.
Coming to BeeKeepers after using alcohol or drugs.

Giving medication, or attempting to give substances that look like medication to other
students.

8. Stealing or being in possession of school, BeeKeepers, or other’s personal property.

N oy Gl S W=
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10.
11.
12.
13.
14.
15.
16.
17.

Concealing, attempting to conceal or possessing weapons that can be considered to be
dangerous.

Fighting.

Gambling or betting.

Threats against persons (e.g., assault, extortion).

Possession of matches, explosives.

False fire alarms or false reports of any kind.

Starting or attempting to start fires.

Harassment of any kind.

Repeated misconduct of any kind.
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REQUIREMENTS

and
CLASSIFICATIONS



Minimum Employment Requirements

Beekeepers Record Analyst must meet the following staff qualifications:

e Must be at least 21 years of age.

e Must have a high school diploma or equivalency.

e Must have at least 2 years of continuous experience in accounts/payable/receivable or one
year of documented college credits in accounting or Business Administration Assoc.

e Must have a TB Test within 10 days of employment, per Cuyahoga County Board of Health.

e Must have a physical within 10 days of employment (renewed every 3 years).

e Must be fingerprinted and have a BCII & FBI check. Must enroll in Rap Back.

e Must be examined and provide a medical statement completed by a licensed physician,
physician’s assistant, clinical nurse specialist, or certified nurse not more than twelve
months prior to employment and up to thirty days after employment.

e Must have proficient skills in Word, Google Software, Excel and Quick Books Pro software.

e Must be able to work independently and meet deadlines.

e Must be able to work Monday — Friday at least 8 hours per day (variable start times).

e Must be willing to sub for programs whenever necessary.

e Must complete Ohio’s School Age Child Care Staff Member Orientation online training
within 30 days of hire.

e Must have an Ohio Professional Registry (OPR) profile.

BeeKeepers Team Leaders must meet the following staff qualifications:

e Must be at least 21 years of age.

e Must have a high school diploma or equivalency.

e Must have a minimum of two thousand hours of documented related experience, or ninety
quarter or sixty semester hours successfully completed coursework at an accredited college
or university.

e Must receive a TB test within 10 days of employment, per the Cuyahoga County Board of
Health.

e Must be fingerprinted and have a BCIl & FBI check. Must enroll in Rap Back.

e Must have a physical within 10 days of employment (renewed every 3 years).

e Must have working knowledge of computer and Word, Google and Excel software.

e May be required to occasionally assist student with toileting needs.

e Must complete Ohio’s School Age Child Care Staff Member Orientation online training
within 30 days of hire.

BeeKeepers Team Assistants/Volunteers must meet the following staff qualifications:
e Must be at least 18 years of age.

e Must have a high school diploma or equivalency.
e Must have a minimum of three months (500 hours) of related experience.
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e Must receive a TB test within 10 days of employment, per the Cuyahoga County Board of
Health.

e Must have a physical within 10 days of employment (renewed every 3 years).

e Must be fingerprinted and have a BCII & FBI check. Must enroll in Rap Back.

e Must complete Ohio’s School Age Child Care Staff Member Orientation online training
within 30 days of hire.

BeeKeepers position of School Age Program Specialist must meet the following qualifications:

e Must be at least 18 years of age.

e Must have a high school diploma or equivalency.

e Preferred to hold an Educational Certificate before hire or before working specifically with
students with special needs.

e Must have a minimum of 500 hours (3 months) of related experience.

e Must have a TB Test within 10 days of employment per Cuyahoga County Board of Health.

e Must have a physical within 10 days of employment if possible (renewed every 3 years).

e Must be fingerprinted and have a BCIl & FBI check. Must enroll in Rap Back.

e The candidate must be available to work Monday — Friday and up to 5.25 hours per day.

e Must complete Ohio’s School Age Child Care Staff Member Orientation online training
within 30 days of hire.

Student Helpers

Student helpers are staff members who are less than 18 years of age and enrolled in a high school
or university. Student helpers must perform program duties under continuous supervision of a
BeeKeepers team leader or team assistant.

ODE REQUIREMENTS
All staff members must complete an online orientation that the Ohio Department of Education
requires within 30 days of starting employment as a staff member.

Staff members working twenty nine hours or less a week, then 2.5 hours of in-service training is to
be completed per year. Individuals working thirty hours or more a week, then 5.0 hours of in-
service training is to be completed per year.

POSITION of RECORDS ANALYST

The records analyst position is a 260 day position and is entitled to health benefits, sick leave and
personal leave each school year. Paid vacation is given at the conclusion of the first full year of
employment. The position responsibilities include but are not limited to invoicing and posting
tuition payments. Must have the ability to make deposits daily, if needed. He/she must submit
deposit reports to the treasurer’s office and the coordinator. Records Analyst makes purchases for
the Beekeepers programs and remittance of completed PO’s to be paid to accounts payable. The
position requires refund processing to families when appropriate and determining and
recommending schedule and billing related solutions as needed. Records Analyst is responsible for
keeping track of the individual programs as well as the BeeKeepers administrative office budget for
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supply, food, milk and equipment ordering. He/ she generates staff schedules for non-school days.
He/she is responsible for the scheduling of field trips for summer camps and research for new field
trips. He/she must submit transportation forms for summer camp and maintain the website and
social media with new summer camp information each year. Updating social media pages for the
program and monitoring the page for items that may need to be removed.

Position of Records Analyst
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Invoice families according to tuition schedule

Email monthly invoices/ statements to parents as per request and mail to program
Record payments (daily if needed)

Make deposits within one (1) business day of recording payments or as instructed by the
treasurer’s office

Remit weekly deposit reports by school to coordinator’s and treasurer’s office

Remit monthly Deposit Detail Report and Class Quick Report by program to coordinator
Provide information requested by state auditors each year or as often as requested
Provide reports to government agencies that provide financial assistance to families

Produce requisitions for food and milk products per school per quarter or year
Produce requisition for supplies and equipment per school as needed

Produce requisitions as needed in the absence of the coordinator

Maintain current purchase orders and remit completed purchase orders to be paid as
needed in coordination with the coordinator

. Produce transportation requisitions as needed for field trips using mileage and drive cost

as set forth by the District

Produce requisitions for field trips as needed per summer camp planning
Research, contact and schedule summer camp field trips

Schedule bus transportation for field trips and submit forms to the transportation
department

Write non-school day staff schedules and submit to the coordinator for approval
Provides student attendance forms for non-school days as to determine staff needed for
this day

Stands in programs as a substitute if needed

Maintain website making approved changes per superintendent/ designee
Update the Operations Schedule each school term

Update the Parent Handbook Operations Schedule

. Update the Fees Schedule per Board approved changes

Post updated summer camp enrollment forms and permission slips each summer
planning period
Post updated fall enrollment registration and fee schedules each fall

Every staff person is required to perform every task included in his/her position description, no

exceptions.
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Additional information concerning position description will be given at the time of employment.

POSITION of TEAM LEADER

The team leader position is a 260 day agreement. This position includes health benefits, sick leave
and personal days. Paid vacation is included after the first year of completed service in the
program.

The staff person will supervise and design the program. He/she will be responsible for submitting
to the coordinator monthly lesson plans, art/crafts, newsletters and physical activities schedules by
the 5™ day of each month. He/ she is responsible for keeping inventory of program food, craft and
equipment supplies and is responsible for placing orders. He/she will help set up the program each
morning and/or afternoon. He/she must have a valid certificate for First Aid & CPR, Communicable
Disease and Child Abuse Prevention and Recognition credentials within the first year of
employment. Must have a working knowledge of Word, Google & Excel software.

Staff person is responsible for the upkeep of the areas used during the program and his/her office
area. He/she is responsible for supervising the students during the program hours and provide
guidance when behavioral issues occur. He/she should administer basic First Aid/CPR, if necessary
and follow all medical directions for students in his/her care.

He/she must be willing to cooperate with any directions given to him/her by the Coordinator
concerning the design, daily schedules, items offered within the program etc., whether in
agreement or not. He/she must always follow the chain of command.

Position may require some lifting, carrying, storing food and equipment, items will not exceed
50lbs., unless additional assistance is provided. Staff person may from time to time need to assist a

student with toileting necessities.

Every staff person is required to perform every task included in his/her position description, no
exceptions.

Additional information concerning the position description will be given at the time of employment.

Position Responsibilities

Organize staff meetings to determine monthly lesson plans

Generate monthly newsletters

Produce monthly snack, game and activity calendars

Submit monthly paperwork to the coordinator no later than by the fifth (5) day of
each month

OO w>
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E. Design an effective, engaging and age appropriate activity schedule for before/ after
school, non-school day programs and plan a mini camp for the summer program
i.  Establish a consistent routine to offer a structured program
ii.  Follow the daily program standards
ii.  Provide specific interest areas to rotate K-3'@ and 4-8™ graders
a. Homework/ enrichment area
b. Arts and crafts creativity area
c. Puzzles, table and floor games area
d. Active play area
F. Maintain the program space
i.  Develop daily program set up and clean up procedures
ii.  Monitor and respect shared space utilized for school day instructional time

G. Develop activities for summer camp lessons. Follow daily schedule and lead summer
camp sessions as directed by the coordinator. Provide all camp lesson plans at least 2
weeks prior to first day of camp to coordinator. Please allow yourself an opportunity
after coordinator reviews plans to make changes if called for by coordinator.

H. Complete and process necessary program paperwork including but not limited to
student registrations, staff attendance, record tuition payments before remitting,
etc.

I. Input attendance records and make changes as needed and report changes to
records analyst and coordinator via collaborative online roster

J. Maintain student and employee files

i.  Review required paperwork for ODE regulations and compliance
ii.  Copy files for emergency book and substituting staff
iii.  Ensure the Parent Information Board is updated as needed with resources for
families
iv.  Ensure that ODE required documentation is posted in designated areas
v.  Mare sure the Parent Handbook is provided to new families and that a copy is
available for daily reference to families

K. Recognize and adhere to record retention measures. Contact records analyst or
coordinator with questions

L. Submit copies of all required staff paperwork at the beginning of each new school
term to coordinator for staff files

M. Train new personnel

i.  Attend interview if required by coordinator
ii.  Arrange orientation and observation time
iii.  Orientation process

a. Review parent and employee handbooks and all policies and procedure including
emergency drills

b. Process required documents within three (3) days of a new employee reporting to
work; copies sent to the coordinator’s office

c. Introduce new employee to staff, students, parents and school office staff
d. Provide new employee an opportunity to observe the program and ask questions
N. Assessment of Staff Member

i.  Record attendance on a daily basis
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Z.

AA.
BB.

CC.

Process and submit timesheets and associated payroll forms on time to the
coordinator according to payroll schedule

Observe employees and document information for evaluation and/ or annual
evaluation. Take notes

Provide input to coordinator for the evaluation of employees according the following
review schedule:

a. 30-day verbal and written observation

b. Provide written observations to coordinator for annual written annual review
Report all staff required in-service training needed (date it expires, name of course)
Conduct monthly staff meetings or more as needed. Even if there is not new
business to discuss, this should also serve as an opportunity for staff to touch base,
ask questions and get clarification on things

Create monthly lesson plans as a team

Update employees on any pertinent information. This could be a time to follow-up
on student behavior, methods of getting students attention, etc.

Discuss strategies to improve program

Apply in-service training through discussion at staff meetings. This may also be an
opportunity to have an instructor visit

Maintain good relationships with students and parents

Interact with students on a regular basis. Show interest in their interest

Reprimand students as needed according to discipline policy

Distribute monthly invoices/ statements a received from the BeeKeepers records
analyst

Remit payments to the BeeKeepers records analyst everyday — do not hold checks
overnight if possible

Remit any late arrival notices to the BeeKeepers records analyst immediately
Distribute any correspondence between administration and the families (i.e. change
in schedule, letters, incident reports, etc.)

Supply annual operation schedule to each family. Make sure a copy is posted in your
program as well

Provide sign-up sheets for non-school days. Allow adequate time for families to
determine their non-school day needs in advance

Provide summer camp information to parents to make them aware of the program
Provide upcoming fall enrollment to parents in spring

Submit written requisition form for any supplies, equipment, food or milk needed to
the records analyst

Order food supplies as needed according the delivery schedule determined by food
service coordinator and school head cook

DD.Remit petty cash record and receipt as set forth from the treasurer’s office

EE.

FF.

Attend team leader meetings as scheduled
Update coordinator on all significant information as needed. This includes notices of
communicable illness in the program, ratio concerns, etc.

GG.Cooperation is essential for the smooth running of the program. When the

coordinator or other Central Office administrator requests something within policy
or reason, it is expected to adhered to
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HH. Lack of cooperation will result in a disciplinary step
Il. Professional/ casual dress is expected of staff when working with students during the
program hours

Every staff person is required to perform every task included in his/her position description,
no exceptions.

Additional information concerning the position description will be given at the time of
employment.

POSITION of ASSISTANT TEAM LEADER (reinstated position 2025)

The assistant team leader position is 201 days consisting of two (2) possibly more set up days at the
beginning and end of the school year. Attendance is required for school days, non-school days and
two (2) possibly more set up days for summer camp, and any training sessions provided. An assistant
team leader may choose to continue to work the summer camp session under a new contract at their
regular pay rate and is likely to be assigned to plan for and be the lead of a mini camp during summer
camp session. If an assistant team leader decides to take the summer off, he/she will remain under
an employment agreement for the following school year at their regular pay rate, and their portion
of the insurance would need to be paid in the form of a check for the summer months - Contact Sheri
Dickhaut for further information regarding insurance and other benefits. This position may include
health benefits depending on number of hours regularly worked each day.

The staff person will assist with supervising and give input in design of the program. He/she will
assist the team leader with carrying out responsibilities pertaining to monthly lesson plans,
art/crafts, newsletters and physical activity schedules. He/she will help set up the program each
morning and/or afternoon. He/she will be assigned to be present in the program while children are
present, but will be permitted to have office hours before and after the program. Additional office
hours can be approved as needed during program hours when counts are low to get tasks
completed. Must have the ability to turn in work on time and as requested. Professionalism should
be maintained at all times. He/she must have a valid certificate for First Aid & CPR, Communicable
Disease and Child Abuse Prevention and Recognition credentials within the first year of
employment. Working knowledge of Word, Google & Excel software is preferred.

Staff person will be responsible for helping to set up the program each morning and afternoon prior
to the start of the sessions. This includes sports equipment, art supplies, table games,
breakfast/snack items, sign-in/out clip board and any information for the parents. He/she is
responsible for the cleanup of the breakfast/snack table, floors surrounding the breakfast/snack
table, and the art/crafts tables. Area must be mopped if spills occur during the session.

Staff person is responsible for supervising the students during the program hours and provide
guidance if behavioral issues occur. Staff person should be able to administer basic Frist Aid/CPR if
necessary and follow all medical directions for the students in his/her care. Staff person may from
time to time need to assist a student with toileting necessities.
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Position may require some lifting, carrying, storing food and equipment, items will not exceed 50
Ibs.

Every staff person is required to perform every task included in his/her position description, no
exceptions.

Additional information concerning the position description will be given at the time of employment.

POSITION of TEAM ASSISTANT

The team assistant position is 201 days consisting of two (2) possibly more set up days at the
beginning of the school year. Attendance is required for school days, non-school days and two (2)
possibly more set up days for summer camp, and any training sessions provided. A team assistant
may choose to continue to work the summer camp session under a new contract at their regular
pay rate and will be given first consideration for a position. If a team assistant decides to take the
summer off, he/she will remain under an employment agreement for the following school year at
their regular pay rate, and their portion of the insurance would need to be paid in the form of a
check for the summer months - Contact Sheri Dickhaut for further information regarding insurance
and other benefits. This position may include health benefits depending on number of hours
regularly worked each day.

Staff person will be responsible for helping to set up the program each morning and afternoon prior
to the start of the sessions. This includes sports equipment, art supplies, table games,
breakfast/snack items, sign-in/out clip board and any information for the parents. He/she is
responsible for the cleanup of the breakfast/snack table, floors surrounding the breakfast/snack
table, and the art/crafts tables. Area must be mopped if spills occur during the session.

Staff person is responsible for supervising the students during the program hours and provide
guidance if behavioral issues occur. Staff person should be able to administer basic Frist Aid/CPR if
necessary and follow all medical directions for the students in his/her care. Staff person may from

time to time need to assist a student with toileting necessities.

Position may require some lifting, carrying, storing food and equipment, items will not exceed 50
Ibs.

Staff person must hold a valid First Aid & CPR, Communicable Disease and Child Abuse Prevention
and Recognition credentials within the first year of employment.
Every staff person is required to perform every task included in his/her position description, no

exceptions.

Additional information concerning the position description will be given at the time of employment.
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POSITION OF SCHOOL AGE PROGRAM SPECIALIST

The School age program specialist position is an As Needed position beginning the first day of
school and ending the last day of school pending enroliment of students with sensitive needs. Must
be available for any training sessions provided. He/she may choose to continue to work the
summer camp session under a new employment agreement at the same rate of pay. He/she will be
given first consideration for a position. If he/she chooses not to continue working during the
summer he/she will remain under an employment agreement for the fall school year as needed.

He /she will be responsible for helping with the program activities and assisting students that need
additional attention during program attendance with Beekeepers and provide guidance if
behavioral or medical issues occur. This staff person may be assigned to one or more students with
sensitive needs who either require a one on one during their instructional school day, or who
requires more attention and assistance in general. Determination will be made by the coordinator
and team leader following meetings with the parent(s) of said student(s), building and grade level
principals, counselors, intervention specialist and behavior coaches as needed. Additional
information, observations and meetings may be requested as needed. Further discussion may be
required with the director of pupil services as it pertains to an IEP or other specific services
provided. Staff person should be able to administer basic First Aid & CPR and follow all medical
directions for the students in his/her care. Staff person may from time to time assist a student with
toileting necessities, wheel chair or communication device. Staff person must have a valid First Aid
& CPR credential before starting the position. If he/she is a regular staff person, they must hold
certification for Communicable Disease and Child Abuse Prevention and Recognition credentials as
well within the first year of employment.

Position may require some lifting, carrying, storing of food and equipment, items will not exceed 50

Ibs. unless additional assistance is provided.

Every staff person is required to perform every task included in his/her position description, no
exceptions.

Additional information concerning the position description will be given at the time of employment.
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POSITION of STUDENT HELPER

The following position clarification is designed to aid the student helper in all aspects of the
position.

¢ The student helper should help with the program set up in the designated space each
afternoon. This includes the following:

¢ Set up the sign-in table near the door with all appropriate items. This includes: sign-in/ out
sheets, payment box, newsletter, invoice/ statements (as delivered), tissue boxes and any
notices.

¢ Prepare the snack table with all food and supplies needed. (Examples — pretzels, drink,
spoons and napkins)

¢ Set up the game table. This table should offer an assortment of team as well as individual

games.

Floor games should be set up in designated area(s).

The active play area should be set up with sports equipment planned for active play.

Set up an art table with free and themed art projects, enrichment papers and books to read.

The student helper is to assist students at the homework table to provide supervision while

students work on their school assignments.

* & o o

Student helpers will assist in supervising restroom breaks. Restrooms must be checked before and
after use to maintain cleanliness.

Student helper should never have a favorite student, he/ she is to treat each student the same
regardless of his/ her personality.

Each program has a method used to get the student’s attention immediately. Ask the team leader
what method he/ she uses. Use this method at all times so the students have consistency.

Student helpers should know where the emergency exits are located and the proper way to exit the
building in an emergency. In case of an emergency, student helpers should assist the team
assistant(s) in getting students to safety in designated areas in or outdoors. They should assist in
counting and accounting for each student and help students remain calm.

When on the playground, the student helper should position themselves in one of the three main
areas of the playground. This ensures that all students can be instructed on the proper use of the
equipment so injuries might be prevented. The student helper should always face the play areas
and the students. Remember, this is not a time for socializing. Cell phones and electronic devices
should only be used within the parameters stated by the coordinator or in the event of an
emergency.

Student helpers are not allowed to supervise a group of students without another staff member
being present.
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Student helpers are to help sweep the floors and disinfect all tables at the end of each session, and
in between transitions as needed. When used, projector equipment or smart boards should be
logged out of and/ or stored properly. Any spills should be mopped up and the cleaning supplies
returned to their proper place. Trash cans should be placed in the designated area(s) for the
custodians.

Program Equipment and Maintenance

Student helpers are to make sure that all supplies and equipment are put in their designated areas
or shelf at the end of each session.

¢ All paint, brushes, cups, etc. are to be cleaned and put away for the next session.
¢ Report any broken or damaged play items to the team leader for repair or replacement and

for safe discarding.

Student Helper Requirements

Student Helpers are staff that are at least freshman high school aged and less than 18 years of age
and not yet graduated from high school but are enrolled in high school.

The student helper may not be left alone to supervise students at any time. He/she may work and
help within a group of students as long as an adult staff person is present in the area.

He/she may assist with all aspects of the program. Student helpers are responsible for recording
work hours on his/ her timesheet at the end of the day afternoon session each day. If this is not
done on the day timesheets are due, only hours recorded at that time may be paid, or only the
hours, student helper would have normally worked. The only exception would be in the case of
absence or emergency, the team leader will record the absence and turn in the timesheet.

Student helpers may request time off for school related activities such as a dance, prom, benefit
they are participating in or school tests or finals. If an unplanned absence is necessary, let the team
leader know by noon on the day of absence. Otherwise, the student helper is expected to report to
their designated program, unless, they have approved time off.

Student helpers are to maintain professional behavior at all times. This includes conversations with
students, parents and staff, attitude, as well as appropriate dress. Student helpers should never
discuss personal issues or plans in front of the students or with parents. These types of discussions
are to be held before or after work.

As stated in the BeeKeepers’ Handbook, students will only be released to parents, guardians and
person(s) whom the program has been given authorization through the Child Release Form. This
means that when a student helper does not recognize a parent, guardian or authorized person, he/
she must ask for ID and compare it to the Child Release Form. Do not allow any person(s) to remain
in the facility if his/ her identification is absent or questionable.
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Report any problems that are work related to the team leader. There is ZERO tolerance for gossip.
A student should never be allowed to talk to a student helper with disrespect without receiving
discipline. If this happens, give the offender a cool down and then discuss how he/ she should have

handled the problem. If the employee does not command respect, he/ she will not get it.

A student helper should never demean a student or embarrass him/ her on purpose. Remove the
student from the group to discipline him/ her in a manner that is discreet.

Everyone is required to perform every task included in his/ her job description, no exceptions.

Every staff person is expected to perform every task included in the position description, no
exceptions.

Additional information will be given at the time of employment.

BEEKEEPER SUMMER CAMP Assistant
CAMP STAFF ASSISTANT/STUDENT HELPERS
JOB CLARIFICATION

The Camp Staff Assistant is responsible for the program setup in the designated space each morning
and afternoon, depending on his/her shift. This includes the following but not limited to;
¢ Openers will setup the sign-in materials in the designated are with all necessary and
appropriate items including: sign-in/out sheets, payment pouches, newsletters,
invoices/statements (as delivered), tissue box and any special notices. Attendance sheets
for each camp will be used to check campers in at the beginning of mini-camp activities. Each
camp should provide the attendance sheets for their camp each week. This will ensure that
all campers get to their assigned camps each day and avoid misplaced campers.
¢ Camp Assistants in charge of the breakfast table will equip the table with all food and supplies
needed for breakfast. (Ex. — cereal, milk, spoons, cups, toaster and paper towels). You will
be required to assist the campers with the items listed on the Breakfast Menu each morning.
¢ Staff assigned to breakfast should be prepared with disinfectant, cleaning cloth or paper
towels. Ensure that broom, dust pan, mop pail w/water are available for easy access but not
accessible to students. Place waste basket near breakfast table. Put all food away in proper
place and begin morning snack prep for campers. Snack items are set up in a designated
area for easy access for campers during designated snack times.
¢ Camp Assistants or designated staff persons will prepare p.m. snacks for the afternoon snack
during campers break time, noted on the Staff Task Board.

Camp Staff Assistants should work independently with the children and should supervise each activity

area. If needed, they monitor multiple areas and activities. Follow your schedules and perform the
tasks listed on time so as not to cause delays with starting or returning to the camp you are assigned.
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All camps begin at 10:00 a.m. camp staff assistants should have the campers pick up the area where
they are and put games and supplies away, then prepare to be placed in assigned groups camps for
the week at 9:30 a.m. - during this time all needed personal items should be gathered that are needed
for the activity.

A camper should never be allowed to talk to a camp staff assistant/student helper with disrespect
without correction. A camp staff assistant/student helper should never demean or embarrass a
camper. Remove the camper from the group to discuss behavior or discipline (as needed) when the
situation calls for such action. Staff should always use their best unbiased judgement when
determining the appropriate response to a student making questionable or poor choices.

Every Camp Staff Assistant/Student Helper is required to perform every task included in his/her position
description, no exceptions.

Additional information concerning the position description will be given at the time of employment.

Food Preparation/Cleanup for B/A
School and Camps — ALL Employees

Consistent with Board Policy, the BeeKeepers program complies with the nutritional requirements
of the U.S. Department of Agriculture, and reviews its menu and food preparation practices at least
once annually. Menus will be planned on a weekly basis at a minimum and posted in a conspicuous
place where they can be reviewed by parents.

The BeeKeepers program complies with all Board Policies related to preparing, handling, and
serving food, and washing food, utensils, and equipment.

All program personnel involved during food preparation or service shall be trained in sanitary
procedures.

Food Prep — Staff handling food must wash their hands and wear gloves prior to handling the
breakfast or snack food. Any food sliced must be cut with a clean kitchen knife or other cutting
utensil that has been washed before use and a clean surface provided for the prep of prepared
foods. The areas used must be sprayed with disinfectant solution and wiped before and after
breakfast or snack is prepared. All utensils must be washed and put away and areas disinfected
after each use. After removing your gloves, place gloves in the trash and wash hands.

Check the student allergy list posted on the wall when preparing breakfast or snacks to see if
alternate items are needed. Alternate preparation areas for food may be utilized if allergens are

present that could cause an anaphylactic reaction.

Drinking water will be available to students throughout the hours of the program through drinking
fountains, single serve cups or students’ water bottles.
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Breakfast & Morning Snack Setup — Staff members who arrive at the earliest shift will be responsible
for breakfast set up and cleanup. Disinfectant solution in a properly labeled spray bottle should be
used for table cleanup after breakfast. Last call for breakfast should be between 8:10 a.m. and 8:15
a.m. at the Elementary Building. If no one responds to the last call, breakfast supplies should be put
away in their proper place. A broom, mop and a bucket of disinfectant water should be within
reach for floor cleanup. The floor should be swept, and mopped if milk or juice is spilled and trash
bag removed (as needed), tied at the top and placed in the dumpster or designated area. This
cleaning is not an option. Cleaning supplies should always be stored and kept out of reach of
students. If disinfectants and cleaners are in use, they should remain in the staff person’s hands
until stored away. Inform a team leader if food supplies are getting low, including milk and juice.

Lunch Setup — Camp & Non-School Day Staff who arrive at the mid-morning shift and leave by 5:00
p.m. are responsible for lunch and afternoon snack duties. Trash cans should be placed in a central
location for easy access. Disinfectant should be used to clean the tables. The floors around the
tables need to be swept and mopped, trash is taken to dumpster at the conclusion of lunch. This
cleaning process is not an option. Cleaning supplies should always be stored and kept out of reach
of students. If disinfectants and cleaners are in use, they should remain in the staff person’s hands
until stored away.

Close — Staff members who close at the end of the day are responsible for making sure all board
games, balls, etc. are put away in their proper spaces. The tables need to be cleaned. The
restrooms are to be checked at your last restroom break to see if toilets are flushed and the
restroom is tidy. Also, check to make sure windows are closed, monitors are powered down
appropriately and lights are turned off in any room that was used. These guidelines are not
optional. Cleaning supplies should always be stored and kept out of reach of students. If
disinfectants and cleaners are in use, they should remain in the staff person’s hands until stored
away.

Summer Guidelines are different in many areas and vary depending on the location of the Summer

Camp. Guidelines and expectations will be given to each staff member during the Summer Staff
Orientation Meeting.
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NEWLY HIRED EMPLOYEE

During the first 60 days of employment, a newly hired employee shall receive 1 review. This time is
given to the staff person as well as the Beekeepers program leader(s) to determine if the person is
well-suited for the position. It shall be the responsibility of the team leader during the review
period of each employee to investigate thoroughly the efficiency, conduct, and integrity of the
employee and determine whether or not he/she recommends continued employment. Program
coordinator makes all final decisions on employee reviews and recommendations to the human
resource director.

Employment Agreement

A person hired by Beekeepers will be under an Employment Agreement which may or may not be
renewed at the end of each year. A staff person’s renewal is dependent on their attendance
record, evaluations, cooperation with supervisors, quality of work and participation in all
requirements of their position description. Automatic renewal is not to be assumed. Staff will be
advised at the time of their yearly evaluation, if their employment agreement is renewed. Non-
renewal may be due to lack of enroliment within the programs or reorganization of staff and may
not be just a reflection of the staff person’s evaluation or performance. This program is non-union
and does not follow any of the BOSS requirements.

As Needed/Seasonal Camp Employees
A seasonal/camp (10-11 wks.) employee may be hired to meet temporary or seasonal camp needs.

Orientation: All seasonal staff members must complete an online orientation that the Ohio
Department of Education requires within 30 days of starting employment as a staff member. Those
that fail to complete this orientation can’t supervise students until the orientation is completed and
certificate is printed and given to the Coordinator for proof of completion. SACC professionals are
encouraged to complete 2 additional online courses, Ohio’s Approach to Quality (2 hrs.) and Ohio’s
Overview of Child Development (3 hrs.), which must be registered for at
https://ohid.ohio.gov/wps/portal/gov/ohid.

EMPLOYMENT REDUCTIONS

The reduction-in-force procedure in Ohio Law will be used when employment reductions become
necessary due to return of any employee after a leave of absence, decreased enrollment of pupils,
suspension of schools, territorial changes, or financial reasons.

SCHEDULE AND WORK HOURS

Work Schedule: One of the primary responsibilities of a BeeKeepers team member is to be at the
appointed site during the time he/she is scheduled to work. Excessive absence from work reflects
negatively on overall performance. Morning team members are expected to arrive on site as early
as 6:30 a.m., unless scheduled otherwise. Afternoon team members are expected to be on site at
least 15 minutes before school is dismissed. If a team leader or team assistant is going to be late or
absent, he/she is required to notify his/her program coordinator. If a team member is absent, the
coordinator may contact a sub to fill a position as soon as it is determined to be necessary, in the
event the coordinator is absent or designates someone to do so, the records analyst or a team
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leader will contact a sub accordingly. This applies only in the event a list of program substitutes has
been supplied and their availability has been listed.

Because of the time frame in which the program is operates, work hours for the before and after
school program are not flexible. At the time of employment, employees will be informed about the
hours he/she is expected to work on a regular basis for the BeeKeepers program. Summer camp
schedules are different and will be determined, created and shared based on enrollment and
activities scheduled.

The regular/full-time position schedule shall be Monday through Friday. The coordinator will
determine the beginning and end time of the employee’s day. If it is determined that an
employee’s schedule or shift will be changed, notification will be given as soon as it becomes
apparent a change is needed. Schedules for positions are determined by student enrollment and
can be changed as needs arise.

In the event that a parent is late in picking up his/her child, two staff members will be required to
stay with the student until the parent arrives if no other school staff are in the building. This will be
done first on a voluntary basis, or a rotation system can be implemented if necessary.

POSITION AGREEMENT

An employee working under an employment agreement with BeeKeepers shall work under a
position classification as approved by the program coordinator. Consistent with the position
classification, each employee will be assigned duties as determined by the employee’s supervisor or
coordinator.

NON-SCHOOL DAYS

260 day Agreement staff will work all non-school days unless they are scheduled to be on vacation,
personal or sick leave. Team leaders are permitted to request non-school days off as pto, in
accordance to the District leave request submission policy period, prior to the first date of leave.
Requests are not limited but will be reviewed and considered pending the number and order of
requests received for a given day. Vacation requests requires approval from the coordinator. All
team leaders will not be permitted to request vacation days off on the same day on non-school days
or vacation camp days. There should always be at least one (1) team leader on site during non-
school days and vacation camp days. Other staff will be assigned hours based on the need and the
number of days in their employment agreement. Regular hours may or may not be worked on non-
school days.

LEAVING THE BUILDING

Before leaving the building for any reason during the scheduled work day, the employee shall
obtain prior approval from the coordinator or designee whose approval will not be unreasonably
withheld.

STAFF MEETINGS/IN-SERVICE TRAINING
All staff meetings are mandatory. In all instances, an employee must notify the coordinator that
he/she will or will not be attending the meeting (illness/emergency). The coordinator will meet
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with team leaders as often as the program demands. The team leaders may schedule additional
meetings with staff for a minimum of 30 minutes once per month for planning and information
purposes. Summer Camp planning sessions (20 total hours) are required for team or seasonal camp
leaders. Team leaders may need to schedule more than one meeting per month based on the
schedules of their staff. Agendas should include covered items and be made available electronically
for reference.

LATE ARRIVALS

Staff is scheduled to accommodate the child/teacher ratio. Each staff person is needed when they
are scheduled. When a staff person is late for a shift, it puts the program in jeopardy of violating
State Guidelines. Calling in advance of arriving late is appreciated, but in no way excuses the late
arrival. To encourage staff persons to be on time, the following rules will apply regarding being on
time for a scheduled shift:

1. Astaff person is late when they are not in the designated area at their scheduled start time.
One quarter hour (.25) or 15 minutes will be docked from that pay period in which the late
arrival occurs.

2. When a staff person is more than one quarter hour (.25) or 15 minutes late, an additional
one quarter (.25) will be docked from that pay period. (Example 16 minutes = .50 time
docked). This process continues for each one quarter hour that a staff person arrives late.

3. Late arrivals will be documented in the staff person’s evaluation.

4. The staff person will be subject to discipline per the Discipline Guidelines on page 32.

TIMESHEETS

Timesheets and record of hours must remain at the BeeKeepers program at all times. In the event of
the coordinators absence, the program records analyst is responsible for checking, signing, and
turning in all timesheets for review upon the coordinators return. Team leaders are designated to
perform the aforementioned tasks in the records analyst’s absence. Payable hours include time spent
working at the BeeKeepers site and various in-service course work. Time is to be recorded each
morning upon arrival and at departure. The same procedures for the timesheets are to be followed
for the afternoon session. If timesheets are not complete the day the timesheets are due, only
regular hours will be paid. The only exception would be in case of absence. The coordinator or other
designated person will record the absence and turn in the timesheet for the employee. Falsification
of a timesheet will result in disciplinary action up to and including termination. Absences and leaves
should be submitted via the EAC (Employee Access Center) within three days of an unplanned absence.
Reason for the absence should be noted in the comment section of the timesheets. Staff persons are
responsible for completing their own timesheet. |If correction to a timesheet is needed, the staff
person will be notified and given an opportunity to correct it if before or by the deadline. After that
point, the coordinator will make corrections and submit to payroll for processing. Copies of
timesheets are kept in the BeeKeepers administrative office. Staff can request copies of timesheets
submitted to payroll at any time from the program coordinator.

ABSENCES

Excessive Absences is considered missing more than 5 days during a year, unless there is evidence
of an extenuating circumstance recorded: i.e., medical FMLA, death of immediate family member
etc. Excessive absences are subject to the “Discipline Guidelines” on page 29.
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For employees working the morning shift, phone calls should be made 10:00 p.m. prior to the day
of the employees absence. If it is not possible to call in by 10:00 p.m., he/she must call the team
leader at home by 5:30 a.m. Please do not call your supervisor between the hours of 10:00 p.m.
and 5:30 a.m. except in the case of an emergency. Personal Leave Requests must be submitted to
the coordinator at least 5 days prior to the date of the requested leave.

For employees working the afternoon shift, a call must be received by 10:00 a.m. of the day of
absence. If it is possible to call earlier, it will help in providing adequate time to secure a substitute.

The employee must call each day he/she is absent, if unable to call themselves, a family member
may report the absence for them. If an employee is absent due to illness for more than (2) days,
the employee will then be required, per District Policy to provide a physician’s note to excuse them
from work starting on day three (3), and a physician’s note to release them to return to work after
the third (3) day absent. Staff will not be permitted to return to work until required documentation
is received by the coordinator and HR.

An unexcused absence is defined as any absence that is not reported to a team leader and the
coordinator/designee. An unexcused absence could result in suspension without pay or
termination.

The same guidelines apply for as needed/seasonal staff to call-in absences as listed above.

DRUG AND ALCOHOL TESTING

Prohibited Conduct Regarding Alcohol — No employee shall:

Use alcohol while at work.

Report to work with the smell of alcohol on your breath or clothing.
Report to work under the influence of alcohol.

Possess alcohol on school premises.

Use illegal drugs while at work.

Possess illegal drugs on school premises.

Report to work under the influence of illegal drugs.
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TOBACCO-FREE ENVIORNMENT

The use of tobacco inside school buildings, district offices, non-instructional facilities, board-owned
vehicles, and anywhere on school property (except in personal vehicles) is prohibited. The “use of
tobacco” shall be defined as all use of tobacco, including a cigarette, cigar, pipe, snuff, or any other
matter or substances that contain tobacco.

DRESS CODE and HYGIENE

All team members are expected to maintain the highest standards of personal cleanliness and
present a neat, professional appearance at all times. Tank tops w/1”straps or less, spandex unless
worn under a skirt, leggings, jogging pants, ripped jeans, inappropriate length skirt or shorts,
suggestive graphics, and cropped shirts are not permitted. All staff must dress modestly and keep
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in mind that we are supervising children. Student helpers should arrive prepared with appropriate
clothing items when scheduled to work, in order to transition to a professional appearance.

The following will serve as guidelines to follow:

e BeeKeeper staff is required to wear comfortable casual attire on specified days.

e Skirts and dresses must follow the “fingertip” rule.

e Shorts are permitted during days that school is in session. Shorts may be worn but must follow
the “fingertip” rule.

e leggings are permitted if the top/ blouse or tunic completely covers the entire hip/bottom area.

e Jeans are permitted on Beekeepers Friday causal day.” Jeans are permitted on non-school days
and during vacation camps.

e Shirts (gentlemen) and tops (ladies) must cover your chest when bending over and (men/ladies)
completely cover your stomach, hip area and back of pants when bending over, sitting or raising
your arms.

e Gentlemen should wear a belt or pants that fit at your natural waistline. Large baggy pants that
expose any part of your undergarments are not permitted.

e Tee-shirts that advertise any product or have phrases written on them are not permitted.
Clothing that is torn or in disrepair will not be permitted.

e Any type of tennis shoe or street shoe that will allow you to participate in physical activity is
permitted. Appropriateness of sandals should be considered if worn on field trips that include
hiking or days that include sports or similar activities.

e All staff must wear undergarments designed to conceal and contain necessary areas each day.

e All staff must maintain personal hygiene while working with the Beekeepers programs.

e Staff’s hair must be clean and not cover ones face. Men’s beards must be groomed to maintain
the professional standards.

Staff wearing inappropriate apparel or footwear that inhibits the participation in scheduled
activities will be sent home on their own time to change into appropriate attire.

COMPLAINT PROCEDURES

Complaint Definition

A complaint is a valid written or verbal concern expressed to the Coordinator or Team Leader
regarding a situation that occurred. Team leaders must pass the information on to the coordinator
at all times.

All Complaints

Complaints against any employee shall be handled through the established chain of command. The
complaint shall be referred first to the person: if unresolved, then to the team leader. The team
leader is required to report any alleged criminal activity to the program coordinator as soon as the
facts have been presented to the Team Leader. Please understand that the meaning unresolved
does not mean that you did not get the answer that you wanted. To resolve an issue, a staff person
must turn to the employee handbook to see what it says in the position description to settle the
issue or if you are able to reach an agreement of terms. Have your concerns written down when
you talk to the staff person first. Pass the written concerns on to the team leader so that he/she
may talk with the staff person. If the issue is with a team leader, please follow the same steps with
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the exception that you will then be reporting it to the coordinator. Statements, whether written,
emailed or verbal, that are found to be untrue, will be treated as a discipline step. False statements
or personal opinion statements about other staff undermines the person and the integrity of the
program and disciplinary action will be taken.

All complaints related to discrimination or harassment, including sexual harassment, will be referred
to the District’s Compliance Office immediately.

EMAIL MESSAGES

Email messages may constitute a public record under Ohio Revised Code 149.43. The employee
should take care that emailed communications are: to the intended recipient, professional in
nature, free from jargon, and within the Districts acceptable use and policy.

CODE OF CONDUCT

Each employee has an obligation to observe and follow the program’s policies and to maintain
proper standards of conduct at all times. If an individual’s behavior interferes with the orderly and
efficient operation of the program, their position description or their disrespect of any staff person,
corrective disciplinary measures will be taken. Failure to follow the proper chain of command will
be viewed as insubordination and a step in the disciplinary guidelines.

The following misconduct may result in discipline up to and including discharge: flagrant
misconduct, violation of the program’s policies or safety rules, insubordination, gossiping in an
attempt to discredit the program or a staff member, poor attendance, late arrivals, possession, use
or sale of alcohol or controlled substances on work premises or during working hours, poor
performance, theft or dishonesty, physical harassment, sexual harassment or disrespect toward
fellow employees, visitors or other members of the public. These examples are not all inclusive. We
emphasize that discharge decisions will be based on an assessment of all relevant factors. We are
all professionals and role models at all times. It is difficult to rebuild your character or credibility
once you have given the opportunity for it to be questioned.

DISCIPLINE

Any employee who compromises the safety of the students, integrity of the program, inadequate
fulfillment of job responsibilities, or violation of operation and employment policies and creating
disharmony within staff or program in any manner, is subject to disciplinary action up to and
including termination.

DISCIPLINE GUIDELINES
In the case of a serious infraction as determined by the coordinator termination may be
recommended to the Board.
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Steps of discipline: These steps can be skipped at any time based on the seriousness of the
infraction.

e Improvement Plan for 30 days

e Written reprimand: Suspension without pay not to exceed five (5) days

e Dismissal

The coordinator shall determine the discipline step to be issued following an investigation and a
meeting with the employee. Coordinator will seek director of human resources input concerning
dismissal.

PERFORMANCE EVALUATIONS

The purpose of the procedures in this section is to provide an assessment of an employee’s position
performance and help the employee achieve greater effectiveness in the performance of his/her
position assignment. The evaluation also provides a record of employee’s performance over several
years, to provide guidance in determining renewal of the employee position agreement from year
to year.

Procedures for Evaluation: The employee’s Coordinator will conduct a written evaluation based on
the performance of his/her position classification requirements, attendance, attitude, cooperation
and contribution to the program. Team Leaders shall provide input regarding team assistants
performance in the BeeKeepers program as appropriate.

Schedule for Evaluation: A new employee will receive a review at least (1) time during his/her first
ninety day period (30 or 60 day review).

Every regular employee will be evaluated annually each school year. The seasonal employees will
not receive an evaluation. Input from staff member will be requested to evaluate a seasonal
employee for consideration for future employment.

In the event the employee receives a needs improvement or below rating in any area, the employee
will be given an Improvement Plan that will provide specific target areas in which the employee can
improve and suggestions advising how the employee can improve in the targeted areas. The
employee shall be given a copy of the improvement plan. The length of the improvement plan (30
or 60 days) will be determined at the time of the Improvement Plan implementation.

Annual Evaluation Signing: The employee and the coordinator will sign the annual evaluation. A
copy of the evaluation will be given to the employee. The employee’s signature is merely an
acknowledgement of having received the evaluation and does not indicate agreement or
disagreement with the evaluation.

Evaluation Conference: Each employee will have the opportunity to discuss the written evaluation

with the coordinator prior to the evaluation being filed in the employee’s personnel file. Each
employee shall be notified in advance of the scheduled evaluation conference. Signing the
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evaluation doesn’t mean agreement but acknowledgement of receiving the evaluation. Team
member may write a rebuttal for the record.

LESSON PLANS/NEWSLETTERS

Lesson plans and Newsletters will be submitted via email or a copy sent to the coordinator’s office
by the team leader on or before the fifth (5) day of the month that is represented, unless instructed
otherwise. The team leader will write lesson plans with the help of the team assistants/helpers at
each school. Handwritten lesson plans or newsletters are considered unacceptable means of
correspondence.

COMMUNICATION

Proper communication between all team members is essential to the overall success of the
program. The coordinator must be kept abreast of all situations concerning the program and staff.
The staff must be able to cooperate to succeed in achieving a common goal. Team leaders are
responsible for the confidentiality of all information given to them by the coordinator, unless
informed otherwise.

WAGE SCHEDULE

Pay rates will be recommended by the coordinator and superintendent to submit to the Board for
approval. The level of prior experience and the responsibilities of the employee will determine the
starting salary recommendation for the team leaders and records analyst positions.

Position Wage Ranges

Student Helper (student under 18) current minimum wage
Beekeeper Camp Staff Assistant (June-Aug.) $11.00 - $13.00 per hour

Team Assistant (201 days) $13.00 — $16.00 per hour
Team Leader’s Assistant (201 days) $15.00 — 18.00 per hour
Team Leader (260 days) $16.00 — $19.00 per hour
Records Analyst (260 days) $20.00 - $23.00 per hour

PAY INCREASES

Pay increases or a bonus may be approved by the Board of Education and given to staff members
based on their annual evaluation or cost of living offset. To receive an increase or a bonus an
employee must have been employed with the program for a minimum of 260 days. The anniversary
date for pay increases will be July 1%t each fiscal year. Employees working less than 260 days prior
to July 1st will receive the increase after 260 days of employment based on their individual annual
evaluation. Pay increases will be recommended by the coordinator to the superintendent, director
of human resources, and treasurer for approval and consideration to the Board.

LIFE INSURANCE

The BeeKeepers’ program shall provide each employee who is regularly scheduled for 5 to 6 hours
per day with a 201 day agreement a $20,000 term life insurance policy and each employee
scheduled for 6 or more hours per day with a 201/260 day contract a $50,000.00 term life
insurance policy.
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HOSPITALIZATION, MEDICAL, DENTAL & PRESCRIPTION INSURANCE

e The BeeKeepers program shall provide the option of enrolling in an insurance benefits plan
to an employee who is regularly scheduled to work 5 or more hours per day with a 201/260
day contract in the position of Records Analyst or Team Leader.

e Premiums for coverage for 260 day employees working at least 6.00 hours per day/week
shall be as follows:

1. Employees pay a percentage of the premium for insurance benefits as outlined
during each open enrollment period each fall.
2. Any payment due toward insurance is by payroll deduction.

e Any employee who works 201 days and at least 5.25 hrs. per day/week may participate in
the insurance benefits on a percentage premium share with Beekeepers. Any payment due
toward insurance is by payroll deduction.

e Open enrollment time is in September and a decision must be made before October 15t

This provision only applies to staff hired before December 2016.

PAYMENT IN LIEU OF INSURANCE COVERAGE

A 260 day employee contracted to work 6 or more hours per day may elect NOT to receive the
Medical/Hospitalization insurance coverage provided above and instead elect to receive
additional compensation of $2,000 per year, less applicable payroll deductions, to be paid in the
first payroll in October, the following year.

In order to elect this option and receive this additional compensation, the employee must,
during the month of September in a given year, complete, sign and file with the Board Treasurer
a form turn indicating his/her election or forfeit this benefit. Except as provided below, once
this election is made, it shall remain in effect and the employee shall not be entitled to receive
coverage provided above for the duration of the one-year period.

Notwithstanding the foregoing, during the year an employee may revoke his or her prior
election of no coverage and prospectively elect to receive the insurance coverage if there is a
Qualifying Event (e.g., divorce, death of spouse, spouse loses insurance coverage, marriage,
birth or adoption of a child, placement for the adoption of a child, a child losing eligibility for
coverage, a court order requiring coverage for a child, or certain enrollment rights required by
ERISA and/or other federal law). If an employee elects to receive the insurance coverage after 6
months in which he/she first opts for the payment in lieu of insurance coverage, he/she shall
receive a pro-rated dollar amount of the payment in lieu of insurance coverage for the month
he/she was not receiving insurance coverage. The pro-rated amount is based on a twelve-
month period.

*This provision only applies to Beekeepers staff hired on or before July 1, 2013, if they were
already receiving the payment on that date.
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HOLIDAYS

Each 201/260 day employee will receive paid holidays if the holiday falls on a regular scheduled
work day, regular scheduled worked hours will be paid. If the holiday falls on a Saturday, it will be
observed on the preceding Friday. If the holiday falls on a Sunday, it will be observed on the
following Monday.

260-day Employees

Labor Day Martin Luther King Jr. Day Fourth of July
Thanksgiving Days President’s Day

Christmas Eve Good Friday

Christmas Day Easter Monday

New Year’s Eve Memorial Day

New Year’s Day Juneteenth

201-day Employees

Labor Day

Thanksgiving Day
Christmas Day

New Year’s Day

Martin Luther King Jr. Day
Good Friday

Memorial Day

SCHOOL CANCELLATION/DELAYED START DAYS

Each 201/260 day BeeKeepers employee will be paid for days school is closed but was originally
scheduled to be open as determined by the District. The employee must have been scheduled to
work on that day to receive pay. On a delayed start day the team leader is expected to arrive at
their location 3 hours prior to the afternoon session in order to work their full 6 hours. Unless,
instructed otherwise. On delayed start days that encompass the Beekeepers morning care service,
the team assistants should be onsite for the afternoon session. There may be exceptions to this
statement should an emergency need arise.

VACATION LEAVE

Throughout this vacation leave section, an employee is defined as a 260 day employee in active pay
status. Vacation pay per week will equal the contracted hours scheduled per week. The
BeeKeepers employee will be granted paid vacation according to the following schedule (any staff
hired before 7/1/2016 will be grandfathered).

An employee, regularly scheduled to work 260 days will be granted paid vacation as follows:
e 1 week at the completion of one (1) year of service

e 2 weeks at the completion of five (5) years of service

e 3 weeks at the completion of ten (10 or more) years of service
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Vacation for New 260 Day Contracted Beekeeper staff

e A 260 day employee is not granted vacation until he/she completes his/her first year of
employment with the BeeKeepers program.

e After an employee completes his/her first year of employment with the program, his/her
vacation shall be prorated for the time between the employee’s first year employment
anniversary date and the following July 1st. From that July 1st on, vacation will be granted on a
July 1st through June 30th basis in accordance with the vacation schedule indicated above.

e To prorate the employee’s vacation amount, one would take the days the employee is
scheduled to work between his/her hire date and July 1st, divide those days by 260 days, and
multiply that number by 10 days. To receive any prorated vacation days, the employee must
have accrued at least one-half vacation day using the formula in this paragraph. Also when
using this formula, any part of a day will be rounded up to the nearest half day.

o Example1l: A staff member is scheduled to work 120 days between his/her
employment hire date and July 1st. To determine the prorated vacation days, one
uses the formula 120 days/260 days times 10 days which equals 4.60 days. This
would be rounded up to 5 days.

o Example 2: A staff member is scheduled to work 30 days between his/her
employment hire date and July 1st. To determine the prorated vacation days, one
uses the formula 30 days/260 days times 10 days which equals 1.20 days. This would
be rounded up to 1.5 days.

o Example3:  Astaff member is scheduled to work 12 days between his/her
employment hire date and July 1st. To determine the prorated vacation, one uses
the formula 12 days/260 days times 10 days which equals .46 days. Since using this
formula the employee did not earn the minimum .5 days of prorated vacation,
he/she will not be granted any prorated vacation days.

In the event an employee leaves prior to the end of the contract year, he/she will have deducted
from his/her final pay all used but unearned vacation on a pro-rata basis. In the event an employee
leaves prior to the end of the contract year, he/she shall be paid out all earned but unused vacation
on a pro-rata basis.

Vacation Time Period/ Requests: All vacation must be used during the time period July 1st through
June 30™. A team leader may not secure all Holidays off for vacation at the beginning of the new
vacation calendar year to allow for other 260 staff to have an opportunity to be off during long
holidays. A team leader must be present on all non-school days and holidays when Beekeepers is
open. Each employee must give at least two (2) weeks prior written notice of his/her intent to use
vacation. All requests for the use of vacation leave must be submitted on the Vacation Leave
Request Form and submitted to the employee’s immediate supervisor. The employee will be
notified of approved/disapproved vacation as soon as practicable. Vacation can only be approved if
the position can be covered, therefore do not make plans, buy tickets etc. before approval is given
in an attempt to force the leave. Efforts will be made to secure coverage. If an employee cancels
any of his/her approved vacation days, that employee must notify his/her supervisor, in writing, at
least two (2) days before the scheduled vacation commences. Employee must submit the change in
vacation days used to the Board using the approved copy and writing cancelled across the form or
specific day(s).
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PERSONAL LEAVE

Each employee working 260/201 days per year and at least 5.25 hours five days a week,
excluding student helpers, Discovery Camp Staff Assistants and as-needed staff, shall be granted
up to three (3) days of personal leave (.25 days per month worked) each year without loss of
salary, to transact necessary personal business or attend to affairs of personal nature that
cannot be conducted outside the regular workday. Personal days are not 3 extra vacation days
to use up before the end of the school year. Personal leave shall not be used for recreational
purposes.

Valid reasons for taking personal leave may include, but not be limited to, the following: family
obligations, weddings, funerals, legal obligations, court appearances, travel conditions making it
impossible to report as assigned, act of nature or accident to the employee’s home or utilities
that create a hazardous condition, emergencies beyond the employee’s control, summons or
subpoena issued for a non-job related issue, and for other just and prudent reasons not covered
by any other leave policy.

To apply for use of a personal leave day(s), the employee shall submit a “Request for Personal
Leave” form to his/her immediate supervisor at least five (5) days in advance of the use of
personal leave, unless an emergency exists. In the event of an emergency, the “Request for
Personal Leave” must be completed and submitted on the day the employee returns to work.

SICK LEAVE

Sick leave is not granted to student helpers, or substitutes or adult education instructors,
working less than 120 days per school year, or persons employed on an as-needed, seasonal, or
intermittent basis. However, all other employees are entitled to sick leave on the following
basis: (1-1/4) one and one-quarter days for each completed month of service or (15) fifteen
days for each completed year of service. (Day = number of contracted hours)

Each regular employee will be informed, with each paycheck, the number of sick leave days
he/she has accumulated. Official records will be kept by the team leader and the coordinator,
as correct totals on all leaves may not appear on paychecks.

Acceptable reasons for use of sick leave are:

1. Absence due toillness, injury, or death in the immediate family. For the purpose of this
subsection only, “immediate family” shall be defined as spouse, child, parent/step, sibling,
grandparent or person living in the same household as the employee, and who clearly has
stood in the same relationship to the employee as a spouse, child, or parent although not
related to the employee by law.

2. Absence due toillness, injury, or death, of members of family not listed above. Absence
shall be granted up to but not to exceed five (5) days in any one school year. Family in this
category include son-in-law, daughter-in-law, parent-in-law, grandparent-in-law, brother-in-
law, sister-in-law, aunt, and uncle.

3. Personalillness, pregnancy, injury or exposure to contagious disease.
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FAMILY AND MEDICAL LEAVE ACT (FMLA)
Employees are entitled to utilize provisions of the FMLA per Federal Law.

JURY DUTY LEAVE

e An employee summoned for jury duty shall immediately notify his/her supervisor.

e When it is necessary for an employee to be absent due to a jury summons, the employee shall
not lose any pay for the days he/she serves on jury duty. In order to be paid, the employee
must, upon returning to work, submit to the coordinator a certificate issued by the court
indicating the days jury duty was served.

e The employee shall retain any jury duty reimbursement to defray out-of-pocket expenses for
having served as a juror.

e Seasonal, student helpers, “as needed”, temporary assigned staff or staff working less than 201
days are not included in this benefit.

FAIR LABOR STANDARDS ACT

Overtime may be authorized only by a supervisor/coordinator and will be used primarily to address
circumstances of an emergency or temporary nature. Non-exempt employees who work overtime
without prior approval from the superintendent or a supervisor/coordinator will be subject
disciplinary actions for insubordination up to termination.

RETIREMENT BENEFITS

When a staff member decides to retire, he/she will need to contact SERS for determination of
retirement benefits. Only SERS benefits are available to staff that fall under the guidelines of this
Employee Handbook.
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TELEPHONE DIRECTORY

COORDINATOR’S OFFICE
440-740-4114

ACCOUNTING OFFICE
440-740-4156

BEEKEEPER ADMINISTRATIVE OFFICE
3500 Oakes Road
Brecksville, Ohio 44141

ELEMENTARY BEEKEEPERS
3500 Oakes Road
Brecksville, Ohio 44141
(440) 740-4157
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