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DURANT INDEPENDENT SCHOOL DISTRICT 1072
DURANT, OKLAHOMA

Introduction

Purpose

This handbook was prepared to provide in written form, Durant Independent School District 1072 policies,
procedures, and practices that pertain to support staff. These policies, procedures, and practices are
subject to change through appropriate administrative or Board of Education action. The Board of
Education retains its legal obligation to make the decisions that establish Durant Independent School
District 1072 policy.

This handbook does not attempt to contain all policies. All district policies are found in the Board of
Education Policy Manual, a copy of which may be found at each site office and on the district website,
www.durantisd.org/board policy.htm. It is the employee’s responsibility to inform himself / herself if
there are any questions relating to Board policy

A spirit of cooperation is expected of all employees in the daily performance of their duties. Open
communication is encouraged. In the accomplishment of their job assignments, employees should
promote and enhance an orderly, functional, and effective school organization.

l. Definition of Support Personnel:
Durant Independent School District 1072 support personnel shall include all of the following
positions: maintenance, custodial, transportation, secretarial, teacher assistant, office assistant,
nurse assistant, paraprofessional, and Child Nutrition personnel. It is recognized that other
categories of positions may be added.

Il. Employment:
The Durant Board of Education does not discriminate on the basis of race, color, religion, national

origin, gender, age, qualified disability, or veteran status. The full policy and grievance procedure
is located in the Board Policy Manual.

A. Positions:
Durant Independent School District 1072 will hire support personnel as the needs of the
district dictate.

1. Recruitment:

The district will recruit support personnel to fill existing or proposed vacancies. An
applicant supply file will be maintained for all positions, and vacancy announcements
for open jobs will be circulated throughout the district. Candidates for positions will be
screened and the appropriate campus supervisors will determine which candidates to
interview. After interviews are completed, the superintendent will make
recommendation for employment to the Board of Education. A felony record search will
be conducted if an individual is recommended for employment.

2. Qualifications and Duties:
Comprehensive job descriptions for each support employee category are included in
each section pertaining to that area of support. Food Service Managers must have a
current food handler certificate.

3. Physical Examination:
Bus drivers are required to have a physical examination, as well as the required
alcohol and drug testing. Full time, permanent maintenance and custodial personnel
are required to have an annual physical for their asbestos license.

4, Drug- and Alcohol-Free Workplace:
In order to maintain a healthy educational and working environment in the school
district's schools, and to comply with the requirements of the Drug-Free Workplace
Act of 1988 and the Drug-Free Schools and Communities Act Amendments of 1989
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5a.

5b.

for purposes of receiving federal assistance, the board of education adopts the
following policies and regulations:

a. Use, possession, dispensing, manufacture, sale or distribution or conspiring to
sell, distribute or possess or being in the chain of sale or distribution, or being
under the influence of a controlled substance, alcoholic beverage, or low-point
beer (as defined by Oklahoma law, i.e., 3.2 beer) in any of the school district's
facilities, on school district property (including vehicles) or at a school district
sponsored function or event by a school district employee is prohibited. Violation
of this prohibition shall result in disciplinary action, which may include dismissal
or non-renewal of employment. Violations that constitute criminal acts will be
referred for prosecution.

b. Employees who are engaged in the performance of work under the terms of a
federal grant must, as a condition of their employment, notify a school district
administrator in writing of any drug conviction (including a plea of nolo
contendere) for a violation of a criminal drug statute which occurred at a school
district workplace within five calendar days after the conviction. The conviction
shall result in dismissal or no renewal.

c. The conviction shall be reported in writing by the school district's grant
administrator to the relevant federal granting agency within ten calendar days of
the notification by the employee or other actual notice of the conviction.

d. This policy statement shall be included in the school district's employee manual,
and shall be distributed to all employees at the commencement of each school
year.

e. The employee in-service training period prior to the commencement of each
school year shall include a review and discussion of the dangers of drug and
alcohol abuse in the workplace, the school district's policy for a drug- and
alcohol-free workplace, the penalties for violating the policy, and available
sources of information, counseling, rehabilitation and re-entry programs
regarding drug and alcohol use.

Assighment and Transfer:

The district reserves the right to assign, reassign, or transfer all support employees.
Every effort will be made to honor transfer requests from school personnel. A transfer
request must be filed with the appropriate assistant superintendent through the
building principal to whom the employee is directly responsible.

All applications from individuals desiring consideration for another position which exists
or which may exist must be filed in writing with the superintendent. (Appendix A -
Request for Transfer) A transfer request may originate with either the employee or a
supervisor within the district.

Assignment and Transfer -- Reqgulation (Effective 7/1/97):

When an individual from outside the District is hired who has had experience in a
public school and/or from outside a public school but in his/her area of expertise, that
individual shall be allowed to bring up to five (5) years experience with them for
placement on the salary schedule. his previous experience allowance will be granted
on the condition that the position for which the individual is being hired is of the same
ability level as the position held in the previous school district.




Supervision:
The superintendent or designated representative has the responsibility to supervise support

employees not directly under the supervision of a building principal. Principals will supervise
all support personnel assigned to their buildings.

Dress and Personal Grooming:
The Durant Board of Education recognizes that school personnel must always present the
proper image and that employees are required to meet an acceptable dress code.

Suspension:
For just cause, support employees may be suspended with or without pay by the district.

Grievance Procedure:

The purpose of this procedure is to provide a method for resolving any grievance by a
support employee that may arise from interpretation or application of any rule, regulation, or
policy of the Durant Board of Education, as it specifically relates to employee/employer
relationships.

Each employee is urged to confer in an informal manner with his/her immediate supervisor in
an effort to resolve the grievance. If this is not successful a grievance committee of three
administrators appointed by the Superintendent will meet with the employee and then render
a decision. The decision of the committee will be final. (Appendix B - Grievance Report
Form)

No reprisals of any kind will be taken by the district or the school administration against any
employee by reason of participation in the grievance procedure.

Personnel Evaluation:

In order to maintain the best-qualified support personnel to assist the district in providing
quality education for all students and to assist support staff to improve job performance, the
board of education requires regular and periodic (as necessary) written evaluations of all
support personnel.

The superintendent or his/her designee shall designate those principals/supervisors who are
required to evaluate support personnel and shall take all steps reasonably necessary to
insure that all support staff of the school district are evaluated at least once annually prior to
April 1 of each fiscal year.

The superintendent or his/her designee is responsible for distributing and maintaining the
evaluation forms for support staff. The principal/supervisor will be responsible for the formal
evaluation of the support staff assigned to his/her building/department. The evaluation will be
signed by the employee and the principal/supervisor. A copy of the evaluation (and any plans
for improvement) must be given to the support employee, one copy should be retained in the
principal’s/supervisor’s file, and the original evaluation (and any plans for improvement) is to
be submitted to the superintendent for filing in the support employee’s permanent personnel
records.

The principal/supervisor shall use the evaluation form and (if necessary) the plan for
improvement form attached to this policy. The evaluation of a support employee or a plan for
improvement for an employee is not a condition precedent to adverse employment action
against a support employee. A plan for improvement may be given to an employee as a part
of the evaluation process or separately as determined by the principal/supervisor.

Itis understood that during the course of a workday, there is constant evaluation between the
employer and employee. Problems or questions of either party should be discussed when
the need arises. Evaluation forms are available in each building. (Appendix C - Evaluation
Form) The original completed evaluation will be kept the employee's personnel file in the
Central Administration Office. The employee, the evaluator and the school office each will
keep a copy of the completed evaluation.



Resignation:

Support employees may submit a written resignation from employment with the school district
at any time. The resignation must be written, dated, signed and specify the date upon which it
is effective. The resignation must be mailed to the Superintendent of Schools by certified
mail, return receipt requested, or personally delivered to the Superintendent’s Office. An
acknowledgment of receipt of hand delivered copies shall be placed on the face of the
resignation.

The Superintendent is authorized to accept the written resignation of any support employee.
The Superintendent shall advise the Board of Education of the Support employee’s
resignation and whether the resignation has been accepted.

Suspension, Demotion, Termination or Non-reemployment:

Board of Education Policy # 4570 outlines definitions, school policy, cause and procedures
for suspension, demotion, termination or non-reemployment of support employees. The
Board of Education Policy Reference Manual is located at each school site and/or on the
District website and/or in the Central Administration Office.

Payment of Final Compensation:

Payment of final compensation shall be processed and disbursed at the scheduled times.

1. Exit Interview:
Any employee who leaves the employment of the district may have an exit interview
with the superintendent of schools and/or his/her supervisor (Appendix D-EXxit Interview
form / Appendix E-Exit Check List)

Code of Ethics

The support staff member is responsible for standard practices and ethical conduct toward
students, district staff, parents and community. The support staff member should create an
atmosphere that nurtures the fulfilment of the potential of each student and conducts all district
affairs with conscientious concern and commitment.

A.

Job-Related Practices and Performance
The support staff member should endeavor to maintain the dignity of work by respecting and
obeying the law, demonstrating personal integrity, and exemplifying honesty.

1. The support staff member who applies for, accepts, is offered or assigned to a position or
a responsibility on the basis of qualifications shall adhere to the terms of a contract or
appointment.

2. The support staff member shall continue to seek opportunities for growth.

3. The support staff member shall comply with written local school board policies,
Oklahoma State Department of Education regulations, and applicable state laws.

The support staff member shall not intentionally misrepresent official policies of the
school district and shall clearly distinguish those views from personal attitudes and opinions.
5. The support staff member shall conduct all school-related financial business with

integrity.

6. The support staff member shall not use institutional or job-related privileges for personal
advantage.

7. The support staff member shall accept no gratuities, gifts, or favors that impair or appear
to impair judgment, concerning job performance.

8. The support staff member shall not offer any favor, service, or thing of value to obtain
special advantage.
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9. The support staff member shall not falsify records, or direct or coerce others to do so.

B. Ethical Conduct Toward District Staff
The support staff member, in exemplifying ethical relations with district staff, shall accord just
and equitable treatment to all.

1. The support staff member shall not reveal confidential information concerning district
staff unless disclosure serves educational purposes or is required by law.

2. The support staff members shall not willfully make false statements about any district
member.

3. The support staff member shall adhere to written local school board policies and legal
statutes regarding dismissal, evaluation, and employment practices.

4. The support staff member shall not interfere with a colleague’s exercise of political and
citizenship rights and responsibilities.

5. The support staff member shall not discriminate against, coerce, or harass any district
staff member on the basis of race, color, creed, national origin, age, gender, disability, or
marital status.

6. The support staff member shall not intentionally deny or impede any district staff member
in the exercise or enjoyment of any district right or privilege.

C. Ethical Conduct Toward Students
The support staff member, in accepting a district position, should measure success by the
progress of students toward realization of their potential as effective citizens.

1. The support staff member shall deal considerately and justly with each student and shall
seek to resolve problems including discipline according to law and school board policy.

2. The support staff member shall treat each student with dignity and respect.

3. The support staff member shall maintain confidentiality concerning all student
information.

4. The support staff member shall make reasonable effort to protect the student from
conditions detrimental to learning, physical health, mental health, and safety.

5. The support staff member shall endeavor to present facts without distortion.

6. The support staff member shall not unfairly exclude a student from participation in a
program, deny benefits to a student, or grant an advantage to a student on the basis of
race, color, creed, national origin, age, gender, disability, or marital status.

D. Ethical Conduct Toward Parents and Community
The support staff member, as directed by his/her supervisor, in fulfilling citizenship
responsibilities in the community, should cooperate with parents and others to improve the
public schools of the community.

1. The support staff member shall communicate in professional manner appropriate
information in the interest of the student.

2. The support staff member shall endeavor to understand community cultures and relate
the home environment of students to the school.

3. The support staff member shall manifest a positive role in school public relations.

Support staff members will be required annually to sign off on their receipt of confidentiality / code
of ethics information.
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Payroll Information, Compensation, Benefits and Services Compensation

A.

Payroll Information:
District employees must file with the payroll clerk a packet of information needed for payroll
purposes.

Time sheets, S|gned by the appropriate supervisor, are due in the Administration Office by
10:00 a.m. on the 25" day of each month. This time sheet must show exact time in and time
out each day. (Appendix F-Time sheet)

Non-contracted support personnel who turn in a monthly time sheet on the 25" of each
month are paid on or before the 9th of the month.

Contracted support personnel are paid on the 9th and on the 15" of each month with
payment made "in advance" 12-month contracted employees.

1. Compensatory Time:

The Fair Labor Standards Act (FLSA) extends flexibility to school districts in adopting
arrangements that provide compensatory time off in lieu of monetary overtime
compensation. Accordingly, Durant School District will provide, within reasonable
limits, compensatory time off. The calculation used to determine the amount of
compensatory time available to a non-exempt employee is one and one-half hours of
compensatory time for each hour of overtime worked. Compensatory time received by
an eligible employee extinguishes the employee’s entitlement to monetary overtime
compensation. Compensatory time off is subject to all of the conditions provided in
this policy and the District's other policies concerning FLSA. The District's
administration shall, at all times, retain the authority to make the decision to permit an
employee to accumulate and use compensatory time or to pay the employee for
overtime worked; however, the standard of time and one-half for overtime hours
worked shall apply in either instance. The District’s policy and applicable procedures
concerning compensatory time are more fully detailed below. (Appendix F-
Authorization of Compensatory Time/Overtime)

mPrior Approval of Overtime Required

OVERTIME WILL NOT BE ALLOWED TO ANY NON-EXEMPT SUPPORT

EMPLOYEE UNLESS PRIOR APPROVAL HAS BEEN GIVEN, IN WRITING, BY

THE EMPLOYEE'S SUPERVI SOR OR HI-EXENEIR DESI G
SUPPORT EMPLOYEES WORKING IN EXCESS OF FORTY (40) HOURS PER

WORK WEEK WITHOUT PRIOR WRITTEN APPROVAL MAY BE SUBJECT TO
APPROPRIATE DISCIPLINARY ACTION, UP TO AND INCLUDING THE

POSSIBILITY OF DISMISSAL.

mCalculation of Compensatory Time

If a non-exempt support employee is properly assigned to work more than forty (40)
hours in a work week, the District may provide compensatory time (“comp time”) off in
lieu of monetary overtime compensation at a rate of not less than one and one-half (1
1/2) hours of compensatory time for each hour of overtime worked. It shall be the
responsibility of the employee and the employee’s supervisor to maintain accurate
records of all comp time accrued. All overtime recorded to be accrued as comp time
must be initialed by the employee and the immediate supervisor or his/her designee
by the end of the week following the week in which the overtime is worked.

mScheduling Use of Compensatory Time

Any non-exempt employee who has accrued comp time and who requests the use of
the comp time shall be permitted to use the comp time within a reasonable period,
after making the request, as long as the use of the comp time does not unduly disrupt
the operations of the District. Supervisors are encouraged to limit the accumulation of
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B.

comp time to eight (8) hours per pay period, but special circumstances may justify a
greater accumulation. All requests to use comp time must be in writing. If the request
is denied, then the employee and supervisor are to arrange an alternate date for the
comp time to be used. If no agreement can be reached, then a meeting will be
conducted with the superintendent of schools or superintendent’s designee to
schedule a date for the comp time to be taken. The School District, at its sole option,
may require an employee to use accrued comp time at certain times.

mMaximum Accrual of Time

Employees may accrue up to 240 hours of comp time. (Because comp time is
accumulated at time and one-half, this is 160 hours of actual overtime work.)
Employees who work in a public safety activity, emergency response activity or
seasonal activity may accumulate up to 480 hours of comp time (320 actual overtime
hours).

mWhen Hours are not Considered Work Hours

Time periods in excess of twenty (20) minutes during which the employee is not
actually performing job duties will not be included as “hours worked” if the time can
effectively be used for the employee’s own purpose.

mVolunteer Work

Non-exempt employees are not allowed to do “volunteer” work for the District.
Although the District appreciates the occasional willingness of non-exempt personnel
to volunteer their time, FLSA regulations create an unacceptable risk of overtime
liability when non-exempt personnel volunteer to perform services for the school
district or volunteer to work longer hours without compensation. An exception to the
volunteer prohibition is an employee of the School District who is a parent,
grandparent, or guardian who volunteers in connection with school activities involving
the individual’s child or grandchild and the activity is one for which parents or others
customarily volunteer. In addition, the volunteer's activities or services must be
unrelated to the employee’s compensated duties with the school.

mPayment for Comp Time Upon End of Employment

Any non-exempt support employee whose employment with the District terminates
and who has accrued but not used comp time shall be paid at his/her regular hourly or
salary rate in effect at the time the employee receives the payment. The District
reserves the right, at any time, to substitute a cash payment, in whole or in part, for
comp time.

mNotice of Policy to Non-exempt Employees

A copy of this policy will be provided all of the District's non-exempt employees along
with a compensatory time agreement which employees will sign and which the
employee’s supervisor will sign. The agreement, unless withdrawn by the district, will
remain in effect while the employee works for the District. This compensatory time off
policy shall be considered as a condition of employment for all hon-exempt support
employees of the District.

Salary:
Support employees shall be paid according to federal wage and hour laws. The Board of

Education may establish salary schedules in compliance with the Federal Wage and Hour
Law. Placement of new employees is based on their previous work experience and
professional training as well as the responsibilities assumed in their Durant Independent
School District 1072 position. The employment of part-time, seasonal, or temporary personnel
must be approved in advance by the Board of Education on the recommendation of the
Superintendent of Schools. Salary increases, when granted, will begin July 1 of each year.



Oklahoma Teacher Retirement System:
Membership is optional for all support personnel. Details may be secured from the Central
Administration Office.

Health Insurance:

The Durant School District offers all full-time employees the opportunity to participate in-
group medical health insurance coverage. Cost of the premium may be payroll deducted
each month or an employee may participate in the Section 125 Plan, which offers a Tax
Shelter Program whereby no Federal, State or Social Security taxes are paid on the monthly
premium, thus providing substantial savings each month on payroll taxes. If the premium is
deducted through a simple payroll deduction, employees pay taxes on their total monthly
salary.

Worker's Compensation:

It is the policy of the Board of Education to provide Worker's Compensation Insurance to
personnel to compensate for personal injury from an accident arising out of and in the course
of their job responsibilities. (Appendix H-Accident Report Form) For any day that an
employee receives disability reimbursement under the Worker's Compensation Law for
compensable illness or accident arising out of or in the course of his/her employment, the
employee's payment for accumulated leave and compensation shall not exceed 100 percent
of their regular gross salary. The district reserves the right to request a doctor's statement.

Deductions from an employee's accumulated leave shall be prorated on that portion of salary
paid by the district.

At such time as accumulated leave has expired or at such time as the employee may elect
not to use accumulated leave, the employee will receive only Worker's Compensation pay. If
any employee receiving Worker's Compensation as a result of an accident or illness arising
out of and in the course of his/her job responsibilities should elect not to use accumulated
sick leave during the time he/she is away from duties, the employee must so notify the Clerk
of the Board in writing.

Employees are expected to return to work immediately upon receipt of a medical release.

A COPY of the following notice will be sent to all employees for signature and return to the
Clerk of the Board of Education to be filed in personnel files.

EMPLOYERS WORKER'S COMPENSATION NOTICE TO EMPLOYEES

All employees of this employer who are entitled to benefits of the Worker's Compensation Act
are hereby notified that his employer has complied with all rules and regulations of the
Worker's Compensation Count, and that this employer has secured payment of
compensation for all employees and their dependents in accordance with the Act. All
employees are further notified this employer will furnish first aid, medical, surgical and any
other like services required by law as well as payments of compensation awarded by the
Worker's Compensation Court to any injured employee.

WARNING: Any person who knowingly, and with intent to injure, defraud and deceive
any insurer, makes any claim for the proceeds of an insurance policy containing any
false,incomplete or misleading information is guilty of afelony. [Title 36 § 3613.1 0.S.]

EMPLOYEE'S RESPONSIBILITIES IN CASE OF
ACCIDENTAL INJURY OR OCCUPATIONAL DISEASE

Job safety is every employee's responsibility. All accidents or occurrences involving potential
injury shall be reported to your supervisor immediately.

If accidentally injured or affected by an occupational disease arising out of and in the course
of employment, however slight, you as the employee must notify your employer immediately.
Notice shall be given to your immediate supervisor or administrator in charge of the location
of operations where the injury occurred. Unless notice is given to the employer or medical
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treatment is rendered within sixty (60) days of injury, any claim for compensation may be
forever barred. If accidentally injured or affected by an occupational disease, the employee
may file a claim for compensation with the Worker's Compensation Court. Your supervisor or
employer is required to furnish you with the appropriate forms to file any compensation claim.
If a claim for compensation for any accidental injury is not filed with the Court within two (2)
years from the date of accident or the date of either the last hazardous exposure or from the
date the disease first became manifest, whichever last occurred, the employee is prevented
from ever filing a claim for compensation for the effects of the accident or disease. Provided,
claims may be filed within two (2) years of the date of last payment of any compensation or
remuneration or within two (2) years from the date of the last medical treatment provided by
the employer.

Every person receiving temporary disability benefits from an employer or the
employer's insurance carrier must promptly report in writing to the employer or
insurance carrier any change in a material fact or the amount of income he/she is
receiving or any change in his/her employment status, occurring during the time
benefits are received. [Title 85 § 22.1 O.S\]

WORKERS' COMPENSATION FRAUD PENALTIES

Upon filing a notice of injury, permission is given to the administrator of the Workers'
Compensation Court, the Insurance Commissioner, the Attorney General, a District Attorney
or their designees to examine all records, including medical records, relating to the notice or
any matter contained in or relating to the notice.

Each conviction for Workers' Compensation Fraud is punishable by five (5) years in
the State Penitentiary and a five-thousand-dol | ar ($5,000.00) fine
Compensation Fraud includes:
*Concealing information or providing false, incomplete or misleading statements in
support of a workers' compensation claim.
*Assisting another in presenting a false claim.
*Seeking or accepting benefits while failing to immediately disclose any change in
material fact, your physical condition, circumstance, employment status or income.

| hereby declare under penalty of perjury that | have examined this notice, and that |
understand or have had explained to me all statements contained herein.

Signed this day of , 20

Signature of Employee Witness

Blood-Born Pathogens Exposure Control Plan:

A Blood-Born Pathogens Exposure Control Plan is in place to eliminate or minimize
employee exposure to surfaces, equipment, and body fluids that are potentially
contaminated with blood-born pathogens.

Social Security Law:

Under the Federal Insurance Contribution Act (FICA), also known as the Social Security Act,
the Durant School District is required to deduct a percentage of each employee's salary. The
District must match that amount and send it to the government to be deposited in each
employee's Social Security Account. If not familiar with the retirement and disability benefits
provided under Social Security, employees should check with the District Business Office
and/or the local Social Security office for more complete information.

Sick Leave:

Benefits for support personnel employees shall include provisions for paid sick leave of at
least one (1) day per month of employment (12-month employees receive 12 days sick leave;
11-month employees receive 11 days; 10-month, 10 days, etc.) not to exceed the number of
hours per day for which they are regularly employed cumulative to a total of one hundred
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twenty (120) days. Cumulative sick leave shall be transferable to another school district
where the person is employed the next succeeding year provided that the number of days
transferred shall not exceed the maximum days permitted by the receiving district and that
such transferred days shall be used first in case of illness up to a maximum of ten (10)
transferred days per school year unless the local board of education authorizes the use of
additional transferred days during the school year in an amount set by the board, and,
provided further, that if the receiving district pays such person for unused sick leave upon
retirement or termination of employment, then said payments shall be for only those days
accumulated in the receiving district. The school board of the sending district shall certify the
exact number of days eligible for transfer. Payment for such leave shall be calculated with
regard to the definition of "support employee" provided by Section 24-133 of this title.
Provided that such benefits shall not exceed those authorized for teachers hereunder. (70-6-
104 State School Law) Sick leave is transferable between full-time contracted support
personnel only.

The Superintendent may request a doctor's statement or other appropriate evidence of
illness if he/she suspects leave policy abuse.

1. Definition of Sick Leave:
Sick Leave is defined as personal iliness, personal accidental injury, or pregnancy, or
illness or injury of an immediate family member. The term “immediate family” is
defined as those close family members, such as a spouse or children residing within
the same household as the employee. Sick leave may also be taken for the life-
threatening illness of non-dependent children, mother, father, sister, brother,
grandparents, mother-in-law, or father-in-law.

2. Compensation for Unused Sick Leave:
The Board shall pay a support staff member leaving the District for each day of unused
sick leave accumulated in the District, up to the maximum accumulation level as
allowed by state law. Payment shall be according to the scale below for any days not
transferred to another district.

Years in District $ per day
uptos $ 5.00
6to 10 $ 6.00
11 to 20 $10.00
over 20 $20.00

The Board shall pay a support staff member retiring in the Teacher Retirement System
$30.00 per day for each day of unused sick leave accumulated in the District, up to the
maximum accumulation level as allowed by state law.

3. Sick Leave Bank:
Sick Leave is cumulative to the number of days allowed for certified employees in the
Negotiated Agreement. Any days accumulated above this number of days are applied
to the support employee's Sick Leave Bank. The days in the bank are used only for
retirement purposes.

In addition, there is a Sick Leave Sharing Bank for employees if there is an
extraordinary or severe illness or injury.

Personal Leave:

The school district shall provide for support employees a minimum of four (4) days for
personal business leave, upon the request of the support employee. (Appendix I-Personal
Leave Request Form.) Support Employees shall properly file a written form of naotification in
advance of a temporary leave for personal business with the principal and the
superintendent. Support Employees shall neither take temporary leave for personal business
on the days immediately before or after Board-adopted non-working days nor during the first
and last weeks of the school year except in cases of emergency when authorized by the
superintendent. Personal leave may be used in increments of no less than one-half (1/2)
days. The Board will buy back the unused portion of the first three (3) personal leave days at
the rate of $30 per day. This will be paid on the June payroll date. The support employees
may elect to choose the option of adding the unused paid personal day(s) to their sick leave.
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To convert unused paid personal days to sick leave, written notification to the Payroll Clerk is
required no later than one week before the end of the school term. Beginning with the fourth
day of personal business leave, the cost of the substitute employee will be deducted from the
support employee's salary.

Bereavement Leave:
Each support staff employee shall be provided with three (3) days of leave for bereavement
due to the death of a member of the immediate family (spouse, child, parent, sibling, mother-
in-law, father-in-law).

Each support employee will be provided with one day of bereavement leave upon the death
of a grandparent.

Upon request to the superintendent of schools, extended bereavement leave may be granted
in special circumstances. If additional bereavement leave is granted, such leave may be
charged to sick leave or personal leave.

Family & Medical Leave Act (FMLA):

Itis the policy of the Durant school district to comply fully with the requirements of the Family
and Medical Leave Act of 1993 (FMLA). The FMLA requires that a covered employer provide
up to twelve (12) workweeks of unpaid leave to eligible employees. "Eligible employees" are
those employees who: (1) have been employed for at least one year by the School district;
and (2) worked at least 1,250 hours during the previous twelve-month period; and (3) have
requested leave for a reason covered by the FMLA.

Legal Process Leave:
mA support person who is summoned to jury service in a criminal, civil or juvenile proceeding
shall not suffer a loss of pay or accumulated leave as a result of such absence.

mA support person who is subpoenaed as a witness in a criminal, civil or juvenile proceeding
shall not suffer loss of pay or accumulated leave as a result of such absence.

mA support person must report back to work as soon as he/she is released from jury service
or serve as a witness.

Military Leave:
The Durant Board of Education shall provide leave to qualified employees who are members

of any component of the Armed Forces of the United States, including members of the
National Guard and the Reserve Forces and the commissioned corps of the Public Health
Service, when the employee meets the requirements set forth in the regulations
accompanying the Uniformed Services Employment and Re-employment Rights Act of 1994
(USERRA). Aleave of absence for the period of active service shall be without loss of status
or efficiency rating and without loss of pay during the first 30 days of such leave.

The district provides re-employment rights to employees who become absent from work
because of service in any of the military services, including the Army, Navy, Marine Corps, Air
Force, Coast Guard, Army and Air National Guard, Reserve Forces, and the commissioned
corps of the Public Health Service as provided by USERRA.

Vacation:

The Durant Board of Education will provide annual vacation with pay to those employees
assigned to twelve-month positions and to all hourly and daily rate employees whose period
of service is continuous (90% of the working days) throughout the year.

The dates for all vacations must be approved by the immediate supervisor and will be limited
to ten working days in a row, unless otherwise approved by the superintendent.

It is the responsibility of the immediate supervisor to arrange vacation at a time when a
substitute will not be required.
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Employees shall be eligible for vacation days according to the following:

Twelve-month Certified Employees: 20 days per year

Twelve-month Support Employees: Support staff who have been employed at least one year
and no more than four years will receive 10 days paid vacation per year. Support staff who
have been employed five years or more will receive 15 days paid vacation per year. Support
staff who have been employed 20 years or more will receive 20 days paid vacation per year.

An employee can accumulate (carryover) a maximum of ten (10) vacation days annually. The
maximum number of vacation days for any employee would be thirty (30). If an employee has
unused vacation that cannot be carried over (more than 10 days as of June 30) due to the
maximum accumulation limits, then those days could be converted to sick leave or be paid
annually at 50% of the employee’s current daily rate of pay. If an employee leaves the
employment of the district, any unused vacation would be paid at 50% of the employee’s
current daily rate of pay.

To convert unused vacation days to sick leave, written notification to the Payroll Clerk is
required no later than one week prior to the end of the fiscal year (June 30).

This vacation policy does not apply to the following personnel:
Food service personnel Teacher Assistants
Bus drivers Other 10-month and 11-month support staff
Paraprofessionals

Extended Leave of Absence:

The Board of Education of the Durant School District has adopted the following policy to govern
the granting of and return from extended leave of absence for full-time support employees who
have been employed by the District for at least three (3) complete school years. For purposes of
this policy, the term "support employee" shall mean an employee of the School District who
provides those services, not performed by professional educators or licensed teachers, which
are necessary for the efficient and satisfactory functioning of the School District. For
purposes of this policy, the term "full-time support employee" shall mean a support employee
who regularly works the standard period of labor which is generally understood to constitute
full-time employment for the type of services performed by the employee and who is
employed by the School District for a minimum of 172 days per year. (Appendix J-Request for
Extended Leave of Absence)

1. Granting of Extended Leave of Absence

1.1 An extended leave of absence without pay may be granted to a full-time support employee
who has been employed by the District for at least three (3) complete school years for the
reasons set forth in Sections 2.1, 2.2 or 2.4 below.

1.2 The granting of an extended leave of absence for the reasons set forth in Sections 2.1, 2.2
or 2.4 below shall be solely within the discretion of the District's Board of Education.

1.3 Afull-time support employee desiring an extended leave of absence shall submit a written
request to the Superintendent by completing the form prescribed by the Board of Education.
Copies of such form shall be available from the Superintendent's office. The
Superintendent shall place the employee's request on the agenda for the next regularly-
scheduled meeting of the Board of Education.

1.4 The employee shall, if possible, submit the request for an extended leave of absence at
least thirty (30) days prior to the requested commencement date of such leave. Such
request shall designate the reason for such leave and the beginning and ending dates of
the requested leave.
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1.5 No leave of absence may extend beyond June 30 of the school year in which such leave
was granted. If the employee desires the leave of absence to continue beyond June 30
then the employee must make an additional request to the Board of Education for such
leave. The additional request shall be governed by this policy.

2. Reasons for Granting Extended Leave of Absence

2.1 Personal lliness. After exhausting all applicable leave, including leave available to the
employee under the Family and Medical Leave Act, if any, an employee may request an
extended leave of absence in the event of serious personal illness. Such requests must be
accompanied by a physician's statement indicating the nature of the illness, specifically
stating that due to the illness the employee is currently unable to perform his or her
assigned duties, and indicating when the employee is expected to be able to resume those
duties. Employees requesting to return from extended leave of absence due to personal
illness must also submit a physician's statement indicating the employee has recovered
sufficiently to enable him to resume all normal duties, with or without accommodation.

2.2 lliness in Immediate Family Requiring Care. After exhausting all applicable leave, including
leave available to the employee under the Family and Medical Leave Act, if any, an
employee may request an extended leave of absence to care for a sick member of the
employee's immediate family. Such requests must be accompanied by a physician's
statement indicating the nature of the illness. "Immediate family" means husband and wife,
child, father, mother, brother and sister.

2.3 Military Duty. An employee who is called to active duty in the armed forces of the United
States, or who is a member of a reserve unit of such armed forces and is called to active
duty, shall be entitled to a leave of absence during the period of active duty. The District will
compensate the employee during the leave of absence as required by federal and state law.

2.4 Other. Extended leave of absence for reasons other than those identified in Sections 2.1
through 2.4 may be granted when, in the judgment of the Superintendent and the Board of
Education, such leave would be in the best interests of the District and the employee.

3. Return from Extended Leave of Absence

3.1 An employee desiring to return at the expiration of his or her scheduled extended leave of
absence for reasons listed in paragraphs 2.1, 2.2 or 2.4 must submit a written request to
return to the Superintendent at least 45 calendar days prior to the requested return date. An
employee may request to return prior to the scheduled expiration of the leave of absence.

3.2 AN EMPLOYEE WHO FAILS TO SUBMIT AWRITTEN REQUEST TORETURN TO THE SUPERINTENDENT
AT LEAST 45 CALENDAR DAYS PRIOR TO THE SCHEDULED LEAVE TERMINIATION DATE SHALL BE
DEEMED TO HAVE RESIGNED AS OF THE LEAVE COMMENCEMENT DATE.

3.3 Requests to return from extended leave for personal illness must be accompanied by a
physician's statement indicating the employee is sufficiently recovered to resume all normal
duties, with or without accommodation.

3.4 An employee desiring to return from an extended leave of absence shall in no event be
assured of being returned to the employee’s previous assignment.
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3.5 An employee who returns from an extended leave of absence shall receive the salary
appropriate for the position at which the employee is reemployed. For purposes of salary or
seniority, the time spent by an employee on extended leave shall not be included as time
employed by the District. However, for purposes of salary and seniority, an employee
returning from an extended leave of absence shall not forfeit the length of service earned
prior to the extended leave of absence.

Letter of Intent:

Each employee may be required to submit a "Letter of Intent” at the end of each school year.
Signing of this document does not hold the employer or employee to a binding agreement of
employment. The purpose of this document is for budgetary purposes only and, depending
upon funds for the coming year will determine any future employment. (Appendix K-Letter of
Intent Form.)

Other Benefits:
See specific job classification.
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SECTION |

Transportation Staff
. Definition

A. Nine-Month Employee: Bus Driver
Nine-Month Employee: Bus Driver with Extended Hours
Twelve-Month Employee: Mechanic/Bus Driver

B. Bus Drivers work three (3) hours per day.
Bus Drivers with extended hours work eight (8) hours per day.
Mechanic/Bus Driver works eight (8) hours per day.

1. Benefits
A. Holidays

Nine-Month transportation staff receives no paid holiday. All nine-month transportation staff
work days that children are actually attending school.

12-Month Employees:

July Independence Day
September Labor Day
October State Teacher's Meeting (1 day)
November Thanksgiving Day and

1/2 of remaining days of Thanksgiving Holiday
December Christmas Day and

1/2 of remaining Winter Break days
January New Years Day
February OEA Zone Day (1/2 day)
March Spring Break (2 1/2 days)
Spring Easter Break

(1 day if applicable/to be determined by the school calendar)

April DEA Day (1/2 day)
May Memorial Day

B. Vacation
Does not apply to Nine-Month Transportation Staff

12-Month Employees:
Staff members who have been employed 1-4 years will receive ten (10) days paid vacation.

Staff members who have been employed five (5) years or more will receive fifteen (15) days
paid vacation.

Staff Members who have been employed twenty (20) years or more will receive twenty (20)
days paid vacation.

*All individuals employed to work in the transportation department will remain on a one-year probationary status to be
paid by time sheet. During this probationary period these individuals will be eligible for all benefits available to support
employees of the district. Upon successful completion of this period, these individuals will become “contracted support
employees” of the district.
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JOB DESCRIPTION

Title: Bus Driver
Quialifications: 1. Good health
2. Experience working with children preferred
3. Certified Drivers License
4. Pass a physical examination annually
5. Temporary or Standard Bus Driving Certificate
6. Good driving record
7. Have attended In-Service Training
8. Pass alcohol and controlled substance tests as required by law and Board of
Education Policy
9. Such alternatives to the above qualifications as the Board may find appropriate and
acceptable.
Reports to: Transportation Director
Job Goal: To provide safe and efficient transportation so that students may enjoy the fullest

possible advantage from the district’s curriculum and extracurricular program.

Performance Responsibilities:

Noos~wdhE

10.
11.
12.
13.
14.
15.

16.

Obeys all traffic laws

Observes all mandatory safety regulations for school buses.

Maintains discipline when students are on the bus.

Reports undisciplined students to the proper authority.

Keeps assigned bus clean.

Keeps to assigned schedule.

Checks bus before each operation for mechanical defects and makes minor repairs such as clearance
lap replacements, etc.

Notifies the Transportation Director in case of mechanical failure or lateness.

Discharges students only at authorized stops.

Exercises responsible leadership when on out-of-district school trips.

Transports only authorized students.

Reports all accidents and completes required reports.

Enforces regulations against smoking and eating on the bus.

Punctual in arriving at the bus port as requested by Transportation Director.

Drivers must have a good driving record and be insurable. Drivers may not have over three (3) moving
traffic violations in the last three years and may not have two (2) moving violations within the last school
year.

Performs such other duties as assigned by the Transportation Director.
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JOB DESCRIPTION

Title: Extended Hours Bus Driver
Quialifications: 1. Good health
2. Experience working with children preferred
3. Certified Drivers License
4. Pass a physical examination annually
5. Temporary or Standard Bus Driving Certification
6. Good driving record
7. Have attended In-Service Training
8. Pass alcohol and controlled substance tests as required by law and Board of
Education Policy
9. Such alternatives to the above qualifications as the Board may find appropriate and
acceptable.
Reports to: Transportation Director
Job Goal: To provide safe and efficient transportation so that students may enjoy the fullest

possible advantage from the district’s curriculum and extracurricular program.

Performance Responsibilities:

Nogah~wpdhE

10.
11.
12.
13.
14.
15.

16.
17.
18.
19.
20.

Obeys all traffic laws.

Observes all mandatory safety regulations for school buses.

Maintains discipline when students on the bus.

Reports undisciplined students to the proper authority.

Keeps assigned bus clean.

Keeps to assigned schedule.

Checks bus before each operation for mechanical defects and makes minor repairs such as clearance
lamp replacements, etc.

Notifies the Transportation Director in case of mechanical failure or lateness.

Discharges students only at authorized stops.

Exercises responsible leadership when on out-of-district school trips.

Transports only authorized students.

Reports all accidents and completes required reports.

Enforces regulations against smoking and eating on the bus.

Punctual in arriving at the bus port as requested by Director of Transportation.

Drivers must have good driving records and be insurable. Drivers may not have over three (3) moving
traffic violations in the last three years and may not have two (2) moving violations within the last school
year.

Drive mid-day shuttles.

Help service school buses and transportation equipment.

Help keep the shop and parking lot clean.

Help keep the transportation equipment cleaned and washed.

Performs such other duties as assigned by the Transportation Director.
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JOB DESCRIPTION

Title: Bus Mechanic

Qualifications: Demonstrates aptitude or competence for assigned responsibilities.

Reports to: Transportation Director

Job Goal: To keep the district’s buses and other vehicles in such a state of operating excellence

that they present no problems or interruptions to the educational program.

Performance Responsibilities:

1.

2.

Performs only those duties approved and assigned by the Transportation Director.
Supervises the diagnosing, assigning, and repairing of district buses and other vehicles.
Establishes an efficient and effective system of routine maintenance and preventative care.

Sets up a system for the receipt and issuance of parts and supplies and the keeping of records and
inventories.

Promotes high standards of safety and good housekeeping methods in all work-connected areas.

Performs such other duties as assigned by the Transportation Director.
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SECTION I

Maintenance and Custodial Staff

l. Definition
A. Twelve-Month Employee: Assistant Maintenance Director, Head Electrician, Electrician,
Plumber/HVAC Technician, General Maintenance, Landscape/Grounds Maintenance,
Custodial Staff

The salary schedule for Maintenance and full-time Custodial Staff is based on an eight-hour
workday as established by the Board of Education.

B. Ten-Month Employee: Custodial personnel who work 200 days per school year. The salary
schedule of these 10-month custodial personnel is based on a 6 to 8 hour workday as
established by the Board of Education.

1. Benefits for 12-Month Employees:

Holidays*
July Independence Day
September Labor Day
October State Teacher’s Meeting (1 day)
November Thanksgiving Day and
% of remaining days of Thanksgiving Holiday
December Christmas Day and
¥ of remaining Winter Break days
January New Years Day
February OEA Zone Day (1/2 day)
March Spring Break (2 % days)
Spring Easter Break
(1 day if applicable/to be determined by the school calendar)
April DEA Day (1/2 day)
May Memorial Day

*Maintenance and custodial staff will receive ¥ day off on any other single-day holiday(s) not listed above (as determined
by the school calendar).

All “bad weather days” will be considered workdays for maintenance and custodial staff unless other arrangements have
been made with the Director of Maintenance. The Director of Maintenance MUST BE CONSULTED if employee is unable
to comply in the event of bad weather day(s).

October: Halloween — Custodial staff will be on duty from 7:00 p.m. to 12:00 a.m. on Halloween night. (Campuses with
night duty custodians do not need to have anyone else on duty. Campuses with no regular night custodian on duty
should have one custodian on duty from 7:00 p.m. to 12:00 a.m.; this custodian will receive 5 hours off at a later date.)

Vacation

Staff members who have been employed one to four (1-4) years will receive ten (10) days paid
vacation.

Staff members who have been employed five (5) years or more will receive fifteen (15) days paid
vacation.

Staff Members who have been employed twenty (20) years or more will receive twenty (20) days
paid vacation.
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I1l.  Work Schedule for 10-month Custodial Staff

10-Month Custodial Staff will be provided with their work schedule for the coming school year at
the end of the current school year, which will include a 200 workday school year.

Vacations

Does not apply to 10-month custodial personnel

All individuals employed to work in the maintenance/custodial department will be paid by time sheet beginning with

the 2004-2005 school year. These time-sheet individuals will be eligible for all benefits available to support
employees of the district.

November 2009
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JOB DESCRIPTION

Title: Assistant Director of Maintenance

Qualifications: 1. High School Diploma or GED

2. Exhibits competence in the use of tools, equipment, and materials of the carpentry
and plumbing trades, skillfully and safely

3. Ability to work on ladders, scaffolding, and platforms as well as to work in tiring
and uncomfortable positions

4. Ability to lift heavy objects within reason

5. Demonstrates aptitude/competence for assigned responsibilities

Reports To: Director of Maintenance

Job Goal: To provide an economically safe, secure, healthy public learning environment through

the proper repair, installation, construction, and modification of plumbing systems, and
equipment; and in addition construction of all ISD 72 buildings, furniture, and
equipment.

Performance Responsibilities:

1.

Assumes the duties as assigned by the Maintenance Director and assist Maintenance Director in his/her
responsibilities.

Assumes primary responsibility for the safe condition of flooring, door frames, doors, window frames,
staircases, stair treads, wall paneling, ceiling, paneling, hardware, and similar structural elements in the
facilities owned or operated by the district.

Determines which repair jobs may be performed by carpenters, custodian, and maintenance workers on
the staff and which must be performed by outside contractors, and advises the maintenance director
accordingly.

Supervises all carpentry repair work performed by district personnel.

Supervises the erecting of scaffolding, formation of concrete forms, and similar nonstructural projects
attendant upon repairs and construction.

Instructs custodians and maintenance workers on the proper use and care of hand tools (such as
hammers, saws, chisels, planes), equipment (power saws, drills, rivet guns), hardware (nails, screws,
glue), and materials (lumber, acoustical tiles).

Recommends supplies and equipment for purchase, and maintains the inventory of district-owned hand
tools, equipment, hardware, materials, and supplies.

Performs other duties as assigned by the Director of Maintenance.

October 2004
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Title:

JOB DESCRIPTION

Head Electrician

Qualifications: 1. Exhibits competence, skill, and safety in the use of electrical tools, equipment and

materials.

2. Knows applicable electrical codes, reads and interprets electrical manuals, works from
wiring diagrams, blueprints, plans and specifications.

3. Has knowledge of electrical and control wiring.

4. Has knowledge of and is able to work with gas controls and test equipment.

5. Demonstrates aptitude/competence for assigned responsibilities.

Reports to: Director of Maintenance

Job Goal: To help maintain the physical school plant in a condition of operating excellence so that full

educational use of it may be made at all times.

Performance Responsibilities:

1.

Assumes primary responsibility for the safe condition of lighting fixtures, electrical apparatus, fixtures,
wiring, air conditioning and refrigeration units, and similar electric elements in the facilities owned or
operated by the district.

Advises maintenance director about all electrical work.

Supervises all electrical repair work performed by district personnel.

Instructs custodians and maintenance workers on proper methods of procedure and proper use of tools
in electrical repair work.

Recommends supplies and equipment for purchase, and maintains the inventory of district-owned
tools, equipment and supplies.

Estimates costs of electrical repair projects in terms of labor, material and overhead.

Supervises the installation and operation of all lighting and electrical sound equipment in auditoriums
and gymnasiums for all special theatrical, athletic, or other performance events.

Performs such other duties as assigned.

October 2004
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JOB DESCRIPTION
Title: Electrician

Qualifications: 1. Exhibits competence, skill and safety in the use of electrical tools, equipment and
materials.
2. Knows applicable electrical codes, reads and interprets electrical manuals, works from
wiring diagrams, blueprints, plans and specifications.

3. Has knowledge of electrical and control wiring.
4. Has knowledge of and is able to work with gas controls and test equipment.
5. Demonstrates aptitude/competence for assigned responsibilities.
Reports to: Director of Maintenance
Job Goal: To help maintain the physical school plant in a condition of operational excellence so that full

educational use of it may be made at all times.
Performance Responsibilities:

1. Assumes primary responsibility for the safe condition of lighting fixtures, motors, fixture, wiring, air
handling units, air conditioning and all electrical apparatus in facilities owned by the school district.

2. Performs preventative maintenance on a regular schedule for motors and other mechanical equipment
in district-owned facilities.

3. Maintains an inventory of all necessary tools and materials necessary for electrical maintenance.

4, Recommends the purchase of supplies, equipment, and tools necessary for the electrical/heating/air
conditioning maintenance program.

5. Reports any damage and equipment needing major repair promptly to the Maintenance Director.
6. Repairs or replaces thermostats and pneumatic controls, heating units and converters
7. Cleans and repairs furnaces and cooling units.
8. Repairs kitchen equipment as needed.
9. Performs such other duties as assigned.
October 2004
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Title:

Qual

JOB DESCRIPTION
Plumber / HVAC Technician

ifications: 1. High School Diploma or GED
2. Exhibits competence, skill and safety in the use of tools, equipment and materials of both
the plumbing and heating/air conditioning trades.
3. Ability to work on ladders, scaffolding, and platforms as well as to work in tiring and
uncomfortable positions.
4. Demonstrates aptitude or competence for assigned responsibilities.
5. Such alternatives to the above qualifications as the Board may find appropriate and

acceptable.
Reports to: Director of Maintenance
Job Goal: To provide an economically safe, secure, healthy public learning environment through the

proper installation, construction, repair and modification of plumbing systems and equipment
in the Durant School District buildings.

Performance Responsibilities:

1.

2.

10.

11.

12.

13.

Conforms to all state laws and regulations regarding plumbing and HVAC.

Helps to establish priorities on repair projects.

Estimates cost of repair or replacement of plumbing and/or HVAC projects.

Repairs kitchen equipment as needed.

Unclogs sewer mains and traps as needed.

Promptly reports to the Director of Maintenance any damage and/or any equipment needing major repair.

Recommends the purchases of supplies, equipment and tools necessary for the plumbing and/or HYAC
program.

Installs valves, traps and unions needed for proper operation of systems.
Inspects and tests piping, fittings and fixtures for defective parts or connections.
Monitors boiler/mechanical rooms and related equipment in the district.

Installs, modifies and repairs new and existing equipment.

Creates a preventative maintenance program and scheduling.

Assists in other maintenance areas that are assigned and performs related work that may be required.

October 2004
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Title:

JOB DESCRIPTION

General Maintenance

Qualifications: 1. Exhibits competence in the use of tools, equipment, and materials of the carpentry and

plumbing trades skillfully and safely.

2. Works from blueprints, plans, specifications, and layout sketches.

3. Ability to work on ladders, scaffolding and platforms as well as to work in tiring and
uncomfortable positions.

4. Ability to lift heavy objects within reason.

5. Demonstrates aptitude/competence for assigned responsibilities.

Reports to: Director of Maintenance

Job Goal: To help maintain the physical school plant in a condition of operational excellence so that

full educational use of it may be made at all times.

Performance Responsibilities:
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Installs, modifies, and repairs new and existing equipment.

Installs, modifies, and repairs new and existing utility supply and disposal systems.
Installs valves, traps, and unions needed for proper operation of systems.

Inspects and tests piping after completing repairs, alterations or additions.

Checks piping, fittings and fixtures for defective parts or connections.

If qualified, monitors boiler/mechanical rooms and related equipment in the district.
Installs tile, ceilings, and cabinet tops.

Building furniture, shelving, ramps and bulletin boards.

Remodels classrooms, offices and buildings.

Paints classrooms, offices, building exteriors and equipment.

Repairs small roof leaks (that don't require major repair).

Works with concrete.

Carries out a preventative maintenance program set up on a schedule.

Maintains an inventory of necessary tools and materials necessary for maintenance work.

Assists in other maintenance (i.e., the up-keep of structures) areas as assigned, and performs related
work as required.

October 2004
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JOB DESCRIPTION
Title: Landscape/Grounds Maintenance
Qualifications: 1. Demonstrates competence in operating power equipment, mowers, tools and vehicles.

2. Demonstrates aptitude/competence for assigned responsibilities.
3. Such alternatives to the above qualifications as the district may find appropriate and

acceptable.
Reports to: Director of Maintenance
Job Goal: To maintain the school physical facilities and grounds in a condition of operating excellence

so that full educational use may be made of them at all times.
Performance Responsibilities:
1. Provides lawn maintenance and mowing during the mowing season.

2. Performs custodial, maintenance and game-day services at the football stadium complex during
September, October and November. Hours will correspond with the duties as needed.

3. Delivers needed supplies and equipment to the buildings.

4, Supervises and helps mark all football and track facilities.

5. Supervises the care of the football stadium complex.

6. Performs duties at the stadium/track facility during March, April and May. Duties will consist of

custodial and maintenance responsibilities as well as being available for track meets. Hours will
correspond with the duties as needed.

7. Performs duties in the maintenance department as deemed necessary when not being required in the
above-listed areas.

8. Performs such other duties as assigned.

October 2004
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Title:

JOB DESCRIPTION

Custodian

Qualifications: 1. Exhibits competence in the use of tools, equipment, and materials commonly used by

custodians skillfully and safely.
2. Ability to lift heavy objects within reason.
3. Demonstrates aptitude and competence for assigned responsibilities.

Reports to: Building Principal(s) / Director of Maintenance

Job Goal: To provide students with a safe, attractive, comfortable, clean, and efficient place in which to

learn, play and develop.

Performance Responsibilities:

1.
2.

arw
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11.

13.

14.

15.

16.
17.

18.

19.

Keeps building and premises -- including sidewalks, driveways, play areas -- neat and clean at all times.
Regulates heat, ventilation, and air conditioning systems to provide comfortable temperatures
appropriate to each season.

Shovel and/or sands sidewalks, driveways, and steps, as appropriate

Cleans building corridors during the day, as required.

Scrubs, hoses down, and disinfects toilet floors daily and cleans all sanitary fixtures and drinking
fountains daily.

Washes windows when necessatry.

Assures school/building grounds are free from rubbish.

Keeps all floors clean and attractive for maximum preservation.

Completes minor building repairs as assigned.

Promptly reports needed major repairs to the principal.

Immediately reports any damage to school property to the principal.

Conducts an ongoing program of general cleaning, upkeep and repair to maintain the highest standards
of safety, cleanliness and efficiency.

Keeps an inventory of supplies, equipment and other materials required to implement custodial
program. Requisitions such supplies when needed.

Moves furniture or equipment within the building as required for various activities or as directed by
building principal.

Performs whatever yard keeping chores as needed to maintain school grounds in a safe and attractive
condition.

Performs summer cleaning program.

Remains on school premises during school hours, and during non-school hours when the use of the
building has been authorized and custodial attendance is required by the principal.

Works with the Director of Maintenance to establish guidelines for the division of responsibility for minor
in-school repairs and emergency repairs.

Performs such other tasks as may be assigned by the building principal or the Maintenance Director.

October 2004
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JOB DESCRIPTION

Title: Central Office Custodian (part-time position)

Qualifications: 1. Demonstrates aptitude or competence to handle assigned performance responsibilities.

2. Ability to lift heavy objects within reason.
3. Such alternatives to the above qualifications as the Maintenance Director and/or the
Clerk of the Board may find appropriate and acceptable.

Reports to: Clerk of the Board & Director of Maintenance

Job Goal: To provide a safe, attractive, comfortable, clean office in which employees may most

efficiently work.

Performance Responsibilities:

1.

2.

Performs custodial duties in the Central Office.
Cleans and disinfects kitchen and all bathrooms daily.

Cleans all offices and meeting rooms on a rotation basis, including furniture, fixtures, equipment and the
vacuuming of carpets.

Mops and buffs hallway floors when needed.

Checks the conference room daily; arranges furniture appropriately; vacuums when needed.
Keeps necessary cleaning items stocked in kitchen and bathrooms.

Cleans and maintain interior and exterior glass and window shades.

Maintains area around Central Office (i.e., pick up trash or other debris and dispose), sweep walkways,
etc.

Performs such other duties in the Central Office as deemed necessary by the Clerk of the Board and/or
Maintenance Director.

October 2004
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JOB DESCRIPTION

Title: Custodial Night Crew Coordinator

Qualifications:

1. Exhibits competence in the use of tools, equipment, and machines
2. Demonstrates the ability to work on a team as the team leader
3. Demonstrates aptitude/competence for assigned responsibilities
4.  Ability to lift heavy objects within reason
5. Demonstrates aptitude/competence for assigned responsibilities
Reports To: Director of Maintenance, Assistant Superintendent
Job Goal: To work on the night custodial crew as part of the team as well as supervise the

members of the team in order to provide students and staff members with a safe,
attractive, comfortable, clean and efficient place to learn, play, and develop.

Performance Responsibilities:

1.

Assumes the duties as assigned by the Maintenance Director / Assistant Superintendent in his/her
responsibilities.

Oversees the proper maintenance and repair of all necessary equipment and machines.

Keeps an inventory of supplies, equipment and other materials required to implement a quality custodial
program.

Works as a member of the night custodial crew as well as the team leader to ensure quality control.
Maintains timesheets for all members of the night custodial crew.

Performs other duties as assigned by the Director of Maintenance / Assistant Superintendent

October 2007
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JOB DESCRIPTION

Title: Floor Crew Foreman

Quialifications:

Exhibits competence in the use of tools, equipment, and machines
Demonstrates the ability to work on a team as the team leader
Demonstrates aptitude/competence for assigned responsibilities
Ability to lift heavy objects within reason

Demonstrates aptitude/competence for assigned responsibilities

arwNE

Reports To: Director of Maintenance, Director of Transportation

Job Goal: To work on the floor crew as part of the team as well as supervise the floor crew
members in order to insure that the hard surface floors in the Durant Independent
School District are kept clean and aesthetically pleasing.

Performance Responsibilities:

1. Assumes the duties as assigned by the Maintenance Director / Transportation Director in his/her
responsibilities.

2. Oversees the proper maintenance and repair of all floor machines.

3. Oversees the proper maintenance of all hard surface floors in the areas assigned by making sure that all
floors are mopped, scrubbed and polished daily in order to provide a clean healthy environment.

4. Works as a member of the floor crew as well as the team leader to ensure quality control.
5. Maintains timesheets for all members of the floor crew.

6. Performs other duties as assigned by the Director of Maintenance / Director of Transportation

October 2007
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SECTION Il

Child Nutrition Staff*

Definition

A.

Nine-Month Staff: Meal Count System Clerk/Cashier, Kitchen Managers, Cooks, Food Servers,
Satellite Managers, Assistant Managers, Department Heads, Cook Assistants, Dishwashers,
Food Service Van Driver-Custodian

B. The daily hours and salary schedule for Child Nutrition Staff are based on the number of
days/hours as established by the Director of the Child Nutrition Program and the Board of
Education.

Il. Benefits

A. Non-Paid Holidays

September Labor Day
October State Teacher's Meeting
November Thanksgiving Holiday
December Christmas Day/Winter Break
January New Years Day
March Spring Break
Spring Easter Break (if applicable/to be determined by the school calendar)
May Memorial Day

B. Vacation
Does not apply to Child Nutrition Staff

C. Meals

Child Nutrition Personnel receive their noon meal at no cost.

*Child Nutrition Personnel should refer to the
CHILD NUTRITION POLICIES AND PROCEDURES HANDBOOK,
which is published yearly.
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JOB DESCRIPTION

Title: Meal Count System Clerk/Cashier
Quialifications: 1. Excellent health
2. General knowledge of office equipment
3. Good with figures and handling of money

Reports to: Secretary to Director of Child Nutrition/Director of Child Nutrition

Job Goal: To handle and record daily meal ticket transactions as efficiently and correctly as possible. To

maintain and advance the reputation of the School Child Nutrition Program by being cordial
and understanding with the served public.

Performance Responsibilities:

1.

2.

6.

7.

Takes deposits from students; runs meal count system.

Prepares topping bar.

Assists in cleaning of tables in the cafeteria.

Daily records reconciliation of charges, collections, and deposits and delivers this report.
Deposits money at the bank.

Maintains edit check work sheet daily.

May be called upon at times to perform other related tasks not included in this job description.

Relationship to overall organization:

Have a School Child Nutrition Program that the School District and the entire community will be proud of. Give
cheerful, friendly service to our "Customers."

October 2007
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JOB DESCRIPTION

Title: Kitchen Manager/Cook
Qualifications: Excellent health with no restrictions on lifting or standing

Knows and understands the components of school lunch meal pattern.

Knows and understands the safe, proper, and efficient use of all kitchen equipment.
All Food Service Managers must have a current Servsafe Food Handler Certificate.

PodPE

Reports to: Director of Child Nutrition

Job Goal: To produce the best quality school lunch possible. To follow all USDA guidelines for the
school lunch program. To provide the school district with attractive and nutritious meals in an
atmosphere of efficiency, cleanliness, and warmth

Performance Responsibilities:

1. Supervises and directs activities in cafeteria.

2. Prepares work schedules and oversees assignment of responsibilities in delegating duties to each staff
member.

Will fulfill the duties of, or call for replacement of any absent employee.

Maintains recipe file, figures recipes when needed, checks in deliveries, keep inventory books and USDA
menu planning book.

5. Assumes responsibility for required record keeping.

6. Trains new cafeteria employees in the performance of their assigned tasks.

7. Make requisitions to send to central Child Nutrition office for food and supplies.

8. Assists in the progress of the kitchen production.

9. Helps with any phase of kitchen operations as necessary.

10. See that employees observe all safety factors.

11. Keep employees informed on standards, policies and rules.

12

13

14

P w

Reports malfunction and needed repairs of equipment to Director of Child Nutrition.

Attend meetings as scheduled for cafeteria managers.

May be called upon at times to perform other related tasks not included in this job description.
Relationship to overall organization:

Have a School Child Nutrition Program that the School District and the entire community will be proud of. Give
cheerful, friendly service to our "Customers."

May 2, 2011
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JOB DESCRIPTION

Title: Assistant Manager/Cook
Quialifications: 1. Excellent health
2. Be able to read, adjust and follow standardized recipes.
3. Be able to perform physical labor, including standing for long periods of time and lifting
heavy objects and having hands in water for long periods of time.
4, Knows and understands the safe, proper, and efficient use of kitchen equipment.

Reports to: Kitchen Manager/Director of Child Nutrition

Job Goal: To efficiently prepare attractive and nutritious meals in a clean and friendly atmosphere to
students and staff served in the school cafeteria.

Job Responsibilities:

1. Participates in the preparation and serving of school cafeteria meals.

2. Follows instructions given by the Kitchen Manager.

3. Maintains highest standards of safety and cleanliness in the cafeteria.

4. Assumes the responsibility for the safe, proper, and efficient use of kitchen equipment.
5. Maintains a friendly attitude toward fellow workers, students, and staff.

6. Serves food according to portion control standards.

7. Follows planned menu and standardized recipes in the preparation of food.

8. Assists with special activities and any phase of kitchen operation as necessary.

9. Inthe absence of the manager will oversee her duties.

10. May be called upon at times to perform other related tasks not included in this job description.
Relationship to overall organization:

Have a School Child Nutrition Program that the School District and the entire community will be proud of. Give
cheerful, friendly service to our "Customers."

October 2004
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JOB DESCRIPTION

Title: Satellite Manager/Food Server
Qualifications: 1. Excellent health with no restrictions of lifting, standing or having hands in water for long
periods of time
2. Be able to read and follow instructions on portion controls and understands the
components of the school lunch meal pattern.
3. Knows and understands safe, proper, and effective use of kitchen equipment.

Reports to: Director of Child Nutrition

Job Goal: To set up serving line in an attractive manner and to serve meals in a clean and friendly
atmosphere to students and staff.

Job Responsibilities:

1. Checkalllunch carts on arrival for temperature, general condition and correct amount. Report to central
kitchen if there is a shortage.

2. See that equipment is properly cleaned and maintained.

3. Supervise and serve on the line.

4. Keep records on plate count.

5. Attend meetings as scheduled for cafeteria managers.

6. Communicate with principal concerning changes affecting students and staff.
7. Repack food cabinets for return to central kitchen.

8. Clean kitchen area, trash area and dining room tables.

9. Maintains highest standard of safety and cleanliness in the cafeteria.

10. Maintains a friendly attitude toward fellow workers, students and staff.

11. May be called upon at times to perform other related tasks not included in this job description.
Relationship to overall organization:

Have a School Child Nutrition Program that the School District and the entire community will be proud of. Give
cheerful, friendly service to our "Customers."

October 2004
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Title:

Quialifications:

JOB DESCRIPTION

Department Head/Cook/Server

1. Excellent health

2. Be able to read, adjust and follow standardized recipes.

3. Be able to perform physical labor, including standing for long periods of time and lifting
heavy objects and having hands in water for long periods of time.

4, Knows and understands the safe, proper, and efficient use of kitchen equipment.

Reports to: Kitchen Manager/Director of Child Nutrition

Job Goal: To efficiently prepare attractive and nutritious meals in a clean and friendly atmosphere to

students and staff served in the school cafeteria.

Job Responsibilities:

Boo~Nouhwnr

11.
12.
13.

Oversees the preparation and serving of meals and next day's preparation.

Follows instructions given on work schedule.

Maintains highest standards of safety and cleanliness in the cafeteria.

Assumes the responsibility for the safe, proper, and efficient use of kitchen equipment.
Follows planned menu and standardized recipes in the preparation of food.

Set up serving lines in an attractive manner.

Serves food according to portion control standards.

Maintains a friendly attitude toward fellow workers, students and staff.

Assists with special activities and any phase of kitchen operation as necessary.

Checks all transport carts to insure all menu items are provided in adequate quantity (High School
kitchen only).

Counts and records number of trays served.

Maintains daily usage book.

May be called upon at times to perform other related tasks not included in this job description.

Relationship to overall organization:

Have a School Child Nutrition Program that the School District and the entire community will be proud of. Give
cheerful, friendly service to our "Customers."

October 2004
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JOB DESCRIPTION

Title: Cook Assistant/Food Server
Quialifications: 1. Excellent health
2. Be able to read, adjust and follow standardized recipes.
3. Be able to perform physical labor, including standing for long periods of time and lifting
heavy objects and having hands in water for long periods of time.
4, Knows and understands the safe, proper, and efficient use of kitchen equipment.

Reports to: Kitchen Manager/Director of Child Nutrition

Job Goal: To efficiently serve meals, in a clean friendly atmosphere, to students and staff participating in
the Child Nutrition Program.

Performance Responsibilities:

1. Assistin preparation of food portions and helps with next day's preparation.

2. Serve students and staff at scheduled time and location.

3. Use portion control standards as set by Child Nutrition Director.

4. Maintains high standard of safety and cleanliness.

5. Follows instructions given on work schedule.

6. Assumes responsibility for the safe proper and effective use of kitchen equipment.
7. Follows planned menu and standardized recipes in the preparation of food.

8. Assists in cleaning and sanitizing pots and pans.

9. Assists with special activities as needed.

10. Maintains a friendly attitude toward fellow workers, staff and students.

11. May be called upon to substitute as a server in a satellite school.

12. May be called upon at times to perform other related tasks not included in this job description.
Relationship to overall organization:

Have a School Child Nutrition Program that the School District and the entire community will be proud of. Give
cheerful, friendly service to our "Customers."

October 2004
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Title:

JOB DESCRIPTION

Dishwasher/Food Server

Qualifications: 1. Excellent health with no restrictions on lifting or standing and having hands in water for

long periods of time
2. Know and understand the safe, proper, and efficient use of kitchen equipment.

Reports to: Kitchen Manager/Director of Child Nutrition

Job Goal: To provide clean, sanitized trays, glasses, flatware, dishes, and cooking utensils for the school

lunch program.

Performance Responsibilities:

1.

2.

10.

11.

12.

13.

Prepares dishwashing area for meal service.

Washes and sanitizes trays, glasses, flatware, dishes, and cooking utensils used in the school lunch
program.

Maintains orderliness in the dish-return area.

When washing procedure is complete, cleans dishwasher and area surrounding it according to standards
set by the Director of Child Nutrition.

Maintains a friendly attitude toward fellow workers, staff and students.

Assists with special activities and any phase of kitchen operation as necessary.
Maintains the highest standards of safety and cleanliness in the cafeteria.

Keeps all floors in a clean and attractive condition and in a good state of preservation.
Helps with laundry.

May be called upon to serve at satellite location.

Serve students and staff at scheduled time and location.

Use portion control standards as set by Director of Child Nutrition.

May be called upon at times to perform other related tasks not included in this job description.

Relationship to overall organization:

Have a School Child Nutrition Program that the School District and the entire community will be proud of. Give
cheerful, friendly service to our "Customers."

October 2004
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Title:

Quialifications:

JOB DESCRIPTION

Van Driver/Custodian/Warehouse

1. Possesses appropriate driver's license.

2. No restriction on lifting or standing

3. Knows and understands the safe, proper, and efficient use of equipment.
4. Demonstrates aptitude or competence for assigned responsibilities.

Reports to: Director of Child Nutrition

Job Goal: To deliver lunches to satellite schools in a safe and efficient manner. To provide a safe,

clean, healthy environment for the school lunch program and to work well with other
personnel.

Performance Responsibilities:

1.

2.

10.

11.

12.

Delivers foods and required supplies or equipment, according to an established schedule, to all schools.
At the end of each lunch period, transfer all carts and equipment back to the central kitchen.
Reports any necessary repairs to the Director of Child Nutrition.

Maintains a friendly attitude toward fellow workers, staff, and students.

Maintains the highest standards of safety and cleanliness in the kitchen and storeroom.
Keeps all floors in a clean and attractive condition and in a good state of preservation.
Washes windows, maintains kitchen mats and keep overhead grease vents clean.

Helps in the laundry room.

Maintains trash barrels.

Keeps daily commodity inventory book and temperature logs.

Maintains storeroom and keeps all items there in order and good condition.

May be called upon a times to perform other related tasks not included in this job description.

Relationship to overall organization:

Have a School Child Nutrition Program that the School District and the entire community will be proud of. Give
cheerful, friendly service to our "Customers."

October 2004
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SECTION IV
Assistants and Paraprofessionals
Definition
A. Ten-month Employee: General Office Assistant/Receptionist, Attendance Clerk,
Paraprofessional, Teacher Assistant, Special Education Assistant, Educational Interpreter,

School Nurse Assistant, Library Assistant, Graduation Coach, Parking Lot Attendant

B. The salary schedules for all Assistants and Paraprofessionals are based on 182 days with a six
and one-half (6 1/2) hour workday as established by the Board of Education.

C. The salary schedule for all Nurse Assistants is based on 182 days with a seven (7) hour workday
as established by the Board of Education.

Benefits

Non-Paid Holidays

September Labor Day

October State Teacher's Meeting

November Thanksgiving Holiday

December Christmas Day/Winter Break

January New Years Day

March Spring Break

Spring Easter Break (if applicable/to be determined by the school calendar)
May Memoarial Day

B. Vacations

Does not apply to Paraprofessionals and Assistants

Paraprofessionals, Teacher Assistants and Nurse Assistants will be provided
with their work schedule for the coming school year at the end of the current
school year, which will include a 182 workday school year.
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Title:

Quialifications:

JOB DESCRIPTION

General Office Assistant / Receptionist

High School diploma or equivalent

Demonstrates competence and aptitude for assigned responsibilities.
Above average proficiency in typing/keyboarding

Computer/word processor skills

Good communications skills

Performs assignments on own initiative

ogkrwNE

Reports to: Building Principal

Job Goal: To assist the building principal in assuring a smooth, efficient operation in working with

students and staff and to assume shared responsibility for the educational mission of
the school.

Performance Responsibilities (may vary by site):

1.
2.
3.

13.
14.
15.
16.
17.
18.
19.
20.
21.
22,
23.

24,
25.
26.
27.
28.
29.

Office-related duties:

Distributes incoming mail.

Assists with preparing/submitting monthly staff attendance reports, substitute claim forms, claims for
reimbursement and time sheets.

Assists with student transfer process as requested.

Calls substitutes as needed.

Maintains Help Desk and Technology Department requests as required.

Processes requests for maintenance.

Distributes centralized copy materials.

Oversees monthly copier readings and ordering of copier supplies.

Assists with hospitality for parent-teacher conference days.

Assists with various office duties and reports as needed when necessary.

Serves as office receptionist when requested by welcoming visitors and arranging for their comfort,
receiving and routing incoming phone calls, recording and delivering messages.

Student-related duties:

Maintains student accounting software and attendance records.

Sends in a timely manner all correspondence to parents regarding attendance.

Maintains and/or assists with duties involving student attendance records and reports as needed.
Compiles daily “do not admit” and/or other needed lists as required.

Compiles “ineligible list” and routes to activity teachers and principals as needed.

Compiles “daily attendance list” and routes to faculty and principals as needed.

Assists in collecting and/or scanning daily attendance and discipline reports.

Assists registrar with duties involving student records as needed.

Makes locker assignments and maintains records for lockers as required.

Collects and coordinates assignments and make-up work for students assigned to the alternative
classroom as required.

Maintains weekly activity calendar of events.

Maintains contact with student absentees.

Supervises students assigned to the alternative classroom as needed.

Supervises classrooms when teachers are needed elsewhere and a substitute is not required.
Assists school nurse with student health records as required.

Performs other duties as assigned by the principal.

October 2004
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Title:

Quialifications:

JOB DESCRIPTION

Attendance Clerk

High School diploma or equivalent

Demonstrates competence and aptitude for assigned responsibilities.
Above average proficiency in typing/keyboarding

Computer/word processor skills

Good communications skills

Performs assignments on own initiative

ogkrwNE

Reports to: Building Principal

Job Goal: To assist the building principal in assuring a smooth, efficient operation in working with

students and staff and to assume shared responsibility for the educational mission of
the school.

Performance Responsibilities (may vary by site):

30.
31.
32.
33.
34.

35.
36.
37.
38.
39.
40.
41.
42.
43.
44,
45,

46.
47.
48.

Performs general office-related duties.

Maintains Help Desk and Technology Department requests as required.

Processes requests for maintenance.

Assists with various office duties and reports as needed when necessary.

Serves as office receptionist when requested by welcoming visitors and arranging for their comfort,
receiving and routing incoming phone calls, recording and delivering messages.

Student-related duties:

Maintains student accounting software and attendance records.

Sends in a timely manner all correspondence to parents regarding attendance.

Maintains and/or assists with duties involving student attendance records and reports as needed.
Compiles daily “do not admit” and/or other needed lists as required.

Compiles “ineligible list” and routes to activity teachers and principals as needed.

Compiles “daily attendance list” and routes to faculty and principals as needed.

Assists in collecting and/or scanning daily attendance and discipline reports.

Assists registrar with duties involving student records as needed.

Makes locker assignments and maintains records for lockers as required.

Collects and coordinates assignments and make-up work for students assigned to the alternative
classroom as required.

Maintains contact with student absentees.

Supervises students assigned to the alternative classroom as needed.

Performs other duties as assigned by the principal.

October 2008
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JOB DESCRIPTION
Title: Paraprofessional

Qualifications: 1. High School Diploma or equivalent

At least 48 college credit hours or equivalent as approved by State Department of
Education at required sites

Paraprofessional certification through State Department/Special Education

Six hours of in-service training per year

CPR and first aide

Demonstrates aptitude or competence for assigned responsibilities

Aware of the job responsibilities and related activities, show initiative and be willing to
perform duties without having to be requested or directed

Act in a professional manner and maintain confidentiality

Such alternatives to the above qualifications as the Board may find appropriate and

acceptable
Reports to: Building Principal/Assigned Teacher
Job Goal: To provide opportunities for optimum physical, social, emotional and cognitive growth of

Special Education students. Help the students develop, strengthen, and/or maintain
self-care, physical, social, communication and intellectual skills. Assistin providing the
program designed to meet the specific goals and objectives for each student.

Performance Responsibilities (may vary by site):

The responsibility of a special education paraprofessional varies according to the particular needs of the
student(s). Some duties will require lifting and assisting students with limited self-help skills. Other duties will
require a paraprofessional to work with patience, consistency and endurance as the task in performed.

Monitors students during classroom and play activities.

Reads aloud or listed to children read.

Prepares instructional materials and sets up equipment.

Provides special help such as drilling with flash cards, spelling and play activities.

Assists students at meal periods.

Provides for students' physical needs as required and/or assigned.

Maintains a clean and orderly classroom.

Assist students from buses, to restroom facilities, etc.

Escorts students on educational trips outside the classroom with the teacher and other appropriate adult

support.

10. Assists students in performing activities that have been initiated by the teacher.

11. Assists with supplementary work for advanced pupils.

12. Assists in setting up learning centers.

13. Assists children in learning their names, addresses, telephone numbers, birthdays and parents' names.

14. Hears requests for help, observes learning difficulties from pupils and reports such matters to teachers.

15. Works with individual students or small groups on language development as outlined by the speech
clinician.

16. Serves as a bus monitor in transport of students as requested and/or needed.

17. Performs such other duties as assigned by the building principal or the supervising teacher.

CoNoTrONE

October 2004
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Title:

JOB DESCRIPTION

Teacher Assistant

Qualifications: 1. High School diploma or equivalent

At least 48 hours college credit hours or equivalent as approved by State Department of
Education at required sites

Demonstrates aptitude or competence for assigned responsibilities

Such alternatives to the above qualifications as the district may find appropriate and
acceptable

Reports to: Building Principal/Assigned Teacher

Job Goal: To help the teacher achieve teaching objectives by working with individual students or

small groups, making every effort to help them accomplish the skill levels of the class
as a whole. To provide a well organized, smoothly functioning class environment in
which students can take full advantage of the instructional program and available
resource materials.

Performance Responsibilities (may vary by site):

1.

n

Nooksw

11.
12.

14.
15.
16.
17.
18.
19.

20.
21.

22.
23.

Works with individual students or small groups of students to reinforce learning of material or skills
initially introduced by the teacher.

Assists the teacher in devising special strategies for reinforcing material or skills based on a sympathetic
understanding of individual students, their needs, interests and abilities.

Operates and cares for equipment used in the classroom for instructional purposes.

Helps students master equipment or instructional materials assigned by the teacher.

Distributes and collects workbooks, papers and other materials for instruction.

Guides independent study, enrichment work and remedial work set up and assigned by the teacher.
Assists with the supervision of students during emergency drills, assemblies, play periods, eating times
and field trips.

Keeps bulletin board and other classroom learning displays up-to-date.

Assists with such large group activities as drill work, reading aloud and story telling.

Reads to students, listens to students read, and participates in other forms of oral communication with
students.

Assists in the library or media center.

Checks notebooks, corrects papers and supervises testing and make-up work as assigned by the
teacher.

Helps students with their clothing.

Supervises students in cafeteria, playground and bus line as needed.

Assists in preparation of classroom materials.

Assists with lunch, snacks, and cleanup routines when assigned.

Alerts the regular teacher to any problem or special information about an individual student.

Serves as the chief source of information and help to any substitute teacher assigned in the absence of
the regular classroom teacher.

Maintains the same high level of ethical behavior and confidentiality of information about students as is
expected of fully licensed teachers.

Participates in in-service training programs as assigned.

Works under the supervision of the principal or the secretary when requested to work in the school office.
Performs such other duties as assigned by the building principal.

October 2004
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JOB DESCRIPTION

Title: Special Education Assistant

Qualifications: 1. High school diploma or equivalent

2. At least 48 hours college credit hours or equivalent as approved by State
Department of Education at required sites

3. Demonstrates aptitude or competence for assigned responsibilities

4. Such alternatives to the above qualifications as the Board may find appropriate and

acceptable
Reports to: Building Principal/Assigned Teacher
Job Goal: To work closely with one or a few handicapped pupils on a regular basis in an effort to

provide them with the physical help and emotional support they need to gain as full
benefits from the district's special education program as possible.

Performance Responsibilities (may vary by site):

1

2.

9.

Assists the student(s) to whom assigned with-physical tasks as necessary.

Hears the students(s) in recitation, reading and other curriculum tasks, guiding, assisting and tutoring
them as needed.

Guides students toward appropriate classroom behavior and interactions with other students.
Performs simple errands and tasks for student(s) as needed and necessary.

Works under supervision of the special education teacher with small groups of students to reinforce
material initially introduced by the teacher.

Accompanies the student(s) to whom assigned with trips to the office or to the school nurse when
necessary.

Establishes as fully as possible a supportive and sympathetic relationship with the student(s) without
fostering or encouraging intense emotional involvement.

Serves as a resource person, if and when requested, to the student personnel evaluation team conferring
about one of the students to whom assigned.

Substitutes when necessary.

10. Performs such other duties as assigned by the building principal or supervising teacher.

October 2004
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JOB DESCRIPTION

Title: Educational Interpreter

=

Qualifications: High school diploma or equivalent

2. At least 48 hours college credit hours or equivalent as approved by State
Department of Education at required sites

3. Completion of an interpreter preparation program, or equivalent experience
required

4. Ability to interpret/transliterate (expressive sign and voice) at a normal
conversational rate, American Sign Language, Pidgin Sign English required. Skills
in interpreting Signing Exact English desired

5. Ability to provide oral interpreting/transliterating (expressive and voice) required.

6. Preferred that the interpreter has certification by Oklahoma Registry of Interpreters
for the Deaf, or that the interpreter work toward such certification

And/or

7. Exceptional knowledge (spoken and written) of the language needed for translation

Reports to: Building Principal/Assigned Teacher

Job Goal: To work closely with the hearing-impaired on a regular basis in an effort to provide the
needed interpretation in a classroom situation and to provide needed support needed to
gain as full benefits from the district's special education program as possible.

Performance Responsibilities:

Hearing-impaired students:

1. Provides expressive and voice interpreting (may include American Sign Language, a form of manually
coded English and/or oral interpreting) for hearing-impaired students.

2. Provides tutoring and/or note-taking services for hearing-impaired students when necessary and
interpreting is not needed.

3. Participates in educational team meetings, including the development and review of progress on the

Individual Education Plan, providing insight on the success of communication strategies.

Provides interpreting for extracurricular activities and parent meetings when necessary.

Assists in providing orientations to deafness to hearing students and staff.

o s

Non-English-speaking students:

6. Assists with translating for non-English-speaking students.

7. Translates for the teacher and explains assignments to the students.

8. Listens, observes and assists while the students read, write and/or do other classroom tasks.
9. Serves as an interpreter for school personnel and for parents when needed.

10. Assists in the enrollment process of non-English-speaking students.

11. Performs other duties as determined with supervisor.

October 2004
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JOB DESCRIPTION

Title: School Nurse Assistant
Quialifications: 1. Licensed Practical Nurse certification
2. Beaware of job responsibilities and related activities; show initiative and be willing
to perform duties without having to be directed.
3. Demonstrates competence and aptitude for assigned responsibilities.
Reports to: School District's Registered Nurse and Building Principal
Job Goal: To assist health services coordinator and school nurse(s) in providing the fullest

possible educational opportunity for each student in the District by minimizing absence
due to iliness and by creating a climate of health and well being in District schools.

Performance Responsibilities:

1.

10.

11.

12.

13.

Assists health services coordinator, the appropriate school health committee and administrators in
developing school a health program.

Conducts school immunization programs and vision and hearing testing as directed by the health
services coordinator.

Observes students on a regular basis to detect health needs.
Maintains up-to-date cumulative health records on all students.

Reports to parents, school personnel, physicians, clinics and other agencies on student health matters
as directed by the health services coordinator.

Visits student homes when necessary.

Assumes authority for the care of students or staff members who have suffered an injuries or emergency
illnesses.

Administers first aid in accordance with established first aid procedures.
Makes recommendations to health services coordinator on health needs of individual students.

Implements policy on exclusion and re-admission of students in connection with infectious and
contagious diseases after conferring with school nurse or health services coordinator.

Participates in in-service training programs.
Assists school personnel in maintaining sanitary standards in schools.

Administers medication, prescription and non-prescription, at schools as prescribed by individual
student's physician and Oklahoma state law.

May 2005
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JOB DESCRIPTION

Title: Library Assistant
Qualifications: 1. High school diploma or equivalent
2. Demonstrates aptitude or competence for assigned responsibilities
3. Such alternatives to the above qualifications as the Board may find appropriate and
acceptable
Reports to: Building Principal/Assigned Librarian
Job Goal: To help the librarian achieve objectives by working with individual students or small

groups, making every effort to help them accomplish the skill levels of the library period
as a whole or to provide a well organized, smoothly functioning class environment in
which students can take full advantage of the library.

Performance Responsibilities (may vary by site):

1.

2.

10.
11.
12.

13.
14.
15.
16.
13.

Assumes general secretarial responsibilities (i.e., typing, filing, assisting with financial records, operating
computers).

Compiles statistics by recording circulation and other service information and assisting with annual
reports.

Orders and processes materials and equipment by maintaining ‘consideration files’ and ‘order files’ and
by following processing procedures established by the librarian.

Orders and maintains inventory of supplies.

Assists with circulation process, shelving materials, interlibrary loan process and compilation of overdue
records.

Assists students and staff with location and use of materials and equipment by answering directional
guestions, demonstrating proper use of equipment and software, and operating audiovisual and
production equipment.

Maintains library media catalogs.

Performs preventative maintenance and minor repairs on equipment (i.e., changing lamps and other
easily replaceable parts and cleaning and lubricating equipment parts).

Prepares displays.

Schedules use of and delivers materials and equipment.

Assists with preparation of bibliographies.

Maintains media collection by reading shelves and files, withdrawing items as directed by the librarian,
mending and repairing items, sending items to be rebound and repaired, and assisting with inventory.
Prepares and binds spiral books for teachers when needed.

Laminates materials when requested.

Substitutes for teachers when necessary.

Supervises students when needed.

Performs other duties as assigned by the building principal or supervising librarian.

October 2004
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JOB DESCRIPTION

Title: Graduation Coach

Qualifications: 1. BA/BS in Social Work, Counseling, Human Relations, Education or related field or
two successful years work experience with (at risk) youth ages 14-19

. Valid Driver’s License

. Ability to communicate effectively both orally and in writing with adults and youth.

. Understanding of the multiple social services available in community.

. Ability to document, track and analyze information for grant reporting.

. Basic computer knowledge — email, word processing, text message, internet use.

. Preference for bilingual ability in Spanish

~NOo ok~ wWN

Reports to: High School Principal

Performance Responsibilities:

1. Reviews list of students who pre-enrolled but did not report to school.

2. Meets weekly with a team of high school administrators and office staff, Native American counselors,
counselors, Vision Academy staff and other appropriate service providers to identify potential drop-outs.

3. Establish criteria for identification of students.

4. Maintains a caseload of forty students with oldest students being first priority.

5. Monitors attendance of at-risk youth on a daily basis; contacting students before school if necessary;

make home visit regularly.

Contacts parents/guardians regarding student attendance and progress.

Establishes a supportive relationship with individual students and their families.

Identifies barriers to student success and serves as a team member in developing and implementing

interventions.

9. Monitors eligibility lists and makes contact with individual teachers if necessary.

10. Reviews district quarterly drop-out report for accuracy.

11. Collaborates with Native American graduation coach.

12. Documents contacts and activities for grant reporting.

13. Utilizes all available technology.

14. Performs any other duties as assigned by the principal.

© N
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JOB DESCRIPTION

Title: Parking Lot Attendant
Qualifications: 1. Demonstrates aptitude or competence for assigned responsibilities.
2. Such alternatives to the above qualifications as the Board may find appropriate and
acceptable.
Reports to: Building Principals
Job Goal: To assist the building principal in assuring a smooth, efficient operation in working with

students and staff and to assume shared responsibility for the educational mission of
the school.

Performance Responsibilities

1.

2.

Chains and lock parking lot at 8:10 A.M.

Unchains parking lot at 2:15 P.M.

Picks up trash on and around parking lot.

Checks with visitors and students entering and leaving the high school.

Assists with lunchtime supervision.

Assists with handicap bus unloading and loading students.

Assists with any parking lot emergency.

Monitors parking lot throughout the day by making daily walks around the parking lot area.

Performs any other duties as assigned by the principal.

October 2004
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A.

Benefits

A.

SECTION V

SECRETARIAL/CLERICAL STAFF

Definition

Twelve-month Secretary: Secretaries to the Assistant Superintendents, Encumbrance Accounts
Clerk, Central Office Receptionist, Secretary to the Director of Child Nutrition, JOM/Title VII
Secretary

1. The salary schedule for 12-month (240-day) secretarial staff is based on a 7%2-hour
workday as established by the Board of Education.

Eleven-month Secretary: Secretary to High School Principal, Assistant School Secretaries,
Secretary to the Middle School Principal, JOM/Title IX Student Academic Coordinator,
Secretary to the Adult Education/GED Testing Programs

1. The salary schedule for 11-month (220-day) secretarial staff is based on a seven and one-
half (7¥2) hour workday as established by the Board of Education.

Ten-and-one-half-month Secretary: Secretary to the Intermediate School Principal, Elementary
Secretaries

1. The salary schedule for 10.5-month (210-day) secretarial staff is based on a seven and
one-half (7%2) hour workday as established by the Board of Education.

Holidays*

1. 12-Month Secretarial Staff:
July Independence Day
September Labor Day
October State Teacher's Meeting Day
November Thanksgiving Holiday
December Christmas Day/Winter Break
January New Years Day
February OEA Zone Meeting Day
March Spring Break
Spring Easter Break (if applicable/to be determined by school calendar)
April DEA Meeting Day
May Memorial Day
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2. 11-Month Secretarial Staff:

September Labor Day
October State Teacher's Meeting Day
November Thanksgiving Holiday
December Christmas Day/Winter Break
January New Years Day
February OEA Zone Day
March Spring Break
Spring Easter Break (if applicable/to be determined by school calendar)
April DEA Day
May Memarial Day

3. 10.5-Month Secretarial Staff:
September Labor Day
October State Teacher's Meeting Day
November Thanksgiving Holiday
December Christmas Day/Winter Break
January New Years Day
February OEA Zone Day
March Spring Break
Spring Easter Break (if applicable/to be determined by school calendar)
April DEA Day
May Memoarial Day

B. Vacation

1. 12-Month Secretarial Staff members who have worked one to four years will
receive ten (10) days paid vacation. 12-Month Secretarial Staff members who
have worked five years and longer will receive fifteen (15) days paid vacation. 12-
Month Secretarial Staff members who have worked twenty (20) years and longer
will receive twenty (20) days paid vacation.

2. Does not apply to 11-month nor 10.5-month Secretarial Staff.

*Secretarial/Clerical Staff members are required to work on parent-teacher conference
days.
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Title:

Quialifications:

JOB DESCRIPTION

Secretary to the Assistant Superintendent/Curriculum & Instruction

1. High School diploma or equivalent

2. Computer/word processing abilities

3. Demonstrated competence and aptitude for assigned responsibilities.
4. Above-average proficiency in typing skills.

5. Performs assignments on own initiative.

Reports to: Assistant Superintendent

Job Goal: To assure the smooth and efficient operation of the central office and to relieve the assistant

superintendent of paperwork so that maximum attention may be devoted to the central
problems of educational operation and curriculum.

Performance Responsibilities:

Ea
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11.
12.
13.
14.

15.
16.

Maintains office supplies for Assistant Superintendent's office.

Collects and organizes information for grants, meetings, and booklets as needed by the Assistant
Superintendent.

Types and mails grants and proposals to the State Department of Education and the U. S. Department
of Education.

Maintains current substitute teacher's list and responsible for the calling of references listed on
applications.

Compiles and organizes information given on survey forms, such as Gifted/Talented Child Count.
Receives and routes incoming calls when necessary.

Makes all preparations for meetings called by the Assistant Superintendent.

Compiles enrollment counts for all sites as needed and requested.

Makes arrangements for teachers attending meetings outside the district and prepares necessary
purchase order requests.

Schedules Proficiency Tests by making arrangements for teachers to administer test and then receiving
tests for scoring.

Distributes tuition waivers.

Prepares G/T and Title | salary worksheets.

Identifies entry-year teachers and follow-up on necessary meetings, paperwork, etc.

Collects names for committees under the responsibility of the Assistant Superintendent/Elementary
(Partners in Education, BLT, Professional Development, Calendar, GT/Textbook) for submission to the
Board of Education.

Assists receptionist with phone and reception when needed.

Performs any other duties as the Assistant Superintendent deems necessary.

October 2004
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Title:

Qual

JOB DESCRIPTION

Administrative Secretary to the Assistant Superintendent/Special Programs
ifications: 1. High School diploma or equivalent
2. Demonstrates competence and aptitude for assigned responsibilities.
3. Computer/word processing/excel/database abilities
4. Typing skills
5. Performs assignments on own initiative
6. Good communication skills

Reports to: Assistant Superintendent

Job Goal: To assist in the smooth and efficient operation of the Central Office and to relieve the

assistant superintendent of paper work so that maximum attention may be devoted to the
duties of said directors.

Performance Responsibilities:
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14.

15.

16.
17.

Acts as personal secretary to the Assistant Superintendent.

Maintains a regular filing system and processes incoming / outgoing correspondence as instructed.
Makes preparations for meetings called by the Assistant Superintendent.

Orders and maintains supplies for the office of the Assistant Superintendent.

Places some outgoing calls, receives and routes incoming calls and records messages.
Transcribes various types of correspondence including reports, notices and recommendations.
Maintains a current listing of all student teachers in the district.

Maintains updated listings for homebound students.

Maintains updated Child Count database.

. Works with the assembly of records for Special Education instructors as necessary.
. Maintains a daily computerized master list of special education students and individual lists of students

for each special education teacher.

. Supplies the Director of Special Services and the special education teachers with updated computerized

student lists on a monthly basis or as requested.

. Collects and organizes information for grants, meetings and booklets as needed by the Assistant

Superintendent.

Types and mails grants and proposals to the State Department of Education and the U.S. Department of
Education.

Classifies and labels photographs for the preservation of relevant newspaper clippings and maintains a
file for clippings.

Assists receptionist with phone and reception when needed.

Performs such other duties as assigned by the Assistant Superintendent.

October 2010
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Title:

Qualifications:

JOB DESCRIPTION
Encumbrance Accounts Clerk

1. High School diploma, some college or accounting experience preferred.
2. Computer/word processing abilities

3. Demonstrates competence and aptitude for assigned responsibilities.
4. Knowledge of basic accounting principles.

5. Performs assignments on own initiative

Reports to: Business Manager

Job Goal: To assure the smooth and efficient operation of the central office and to assist the Clerk of

the Board and maintain all school appropriated accounts.

Performance Responsibilities:
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Maintains accounts payable.

Processes all purchase requests for Superintendent's approval.
Types all purchase orders.

Places orders after superintendent has approved purchase orders.
Appropriate follow-up with vendors on orders and accounts.
Maintains all non-collusion affidavits.

Maintains files for district purchase orders.

Produces monthly financial reports for the Board of Education.
Available to attend out-of-town workshops as required.

Assists receptionist with phone and reception when needed.

Assists and relieves Business Manager’s office of any paperwork that is deemed necessary.
Available to attend out-of-town workshops as required.

Performs other such duties as designated by the Business Manager.

October 2010
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Title:

Quialifications:

JOB DESCRIPTION

Central Office Receptionist

1. High School Diploma or equivalent

2. Demonstrates competence and aptitude for assigned responsibilities.
3. Computer/word processing abilities.

4. Typing skills.

5. Good communication skills

6. Performs assignments on own initiative.

Reports to: Business Manager

Job Goal: To ensure the smooth and efficient operation of the school office so that the office's

maximum positive impact on the education of children can be realized.

Performance Responsibilities:

1.

10.

11.

12.

13.

Greets all visitors courteously, determines their needs, checks appointments, and directs or escorts
them to proper individual.

Answers office telephone and responds appropriately to requests for information.

Maintains an attractive and comfortable reception area, which includes current school district
information and other periodicals of general interest.

Types a variety of materials, such as letters, reports, memos, etc., as requested.
Orders and maintains adequate supplies for central office.
Operates all office machines and reports any problems to appropriate service technician.

Receives, sorts, and delivers all central office incoming mail from U.S. Post Office and any other
delivery services.

Assists Transfer Clerk with applicants for Open and Emergency Transfers.
Assists in application process for teacher substitutes.

Maintains a reservation schedule for use of conference rooms and a log pertaining to the loaning of
any office equipment.

Responsible for transferring original transcripts to microfilm and responding to any requests for this
information.

Assists and relieves the following offices of any paperwork that is deemed necessary: Business
Manager, Payroll Clerk, Encumbrance Clerk, Treasurer and/or Superintendent.

Performs such other duties consistent with the position as may be assigned.

October 2010
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JOB DESCRIPTION

Title: Secretary to Director of Child Nutrition
Qualifications: 1. High School diploma or equivalent

2. Excellent health

3. General knowledge of bookkeeping

4. Demonstrates competence in aptitude for assigned responsibilities.
5. Computer/word processing abilities

6. Above-average proficiency in typing skills

7. Perform assignments on own initiative

Reports to: Director of Child Nutrition

Job Goals: To maintain food service records in an efficient manner so that they will be up-to-date,
understandable and error free and to help present a School Food Service Program that the
school district and the entire community will be proud of.

Performance Responsibilities:

Checks and pays all invoices for Durant School Lunch Program.

Checks and pays all invoices for Durant School Lunch Activity Account.

Keeps Durant School Lunch checkbook, journal and ledger.

Keeps Durant School Lunch Activity Account checkbook, journal and ledger.
Coordinates AccuTab employees.

Compiles food and nonfood inventory books.

Compiles equipment inventories.

Maintains food service files.

Obtains substitutes for AccuTab employees, subsidized meal program coordinator, meal ticket clerks
and cashiers.

10. Compiles reimbursement claims for the State.

11. Prepares time cards.

12. Prepares menus.

13. Prepares work orders for repair of food service building and equipment.

14. Enters food and nonfood items purchased onto computer ledger.

15. Accomplishes general secretarial work for food service director.

16. Figures payroll and gives to Clerk of the Board for processing by ADPC monthly.
17. Compiles and sends bids to purveyors every three months and yearly.

18. Opens and records bids upon their return.

19. Posts all food service mail.

20. Records daily reconciliation of ticket sales, charges, collections and deposits.
21. Compiles and makes daily deposits of money collected from school cafeterias.
22. Maintains daily edit check worksheet.

23. Compiles and daily updates applications for free and reduced meals.

24. Compiles roll of students receiving free and reduced meals.

25. Performs such other duties as assigned by the food service director.

CoNour~®ONE
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Title:

Quialifications:

JOB DESCRIPTION

Secretary for the Adult Education Program and GED Testing

1. High School diploma or equivalent

2. Demonstrates competence and aptitude for assigned responsibilities
3. Computer/word processing abilities

4. Typing skills

5. Performs assignments on own initiative

6. Good communication skills

Reports to: Director of Adult Education

Job Goal: To assist in the smooth and efficient operation of the Adult Education Program and to

relieve the director of paper work so that maximum attention may be devoted to the duties of
the director.

Performance Responsibilities:

1.

2.

10.

11.

Acts as personal secretary to the Adult Education Director.

Places outgoing calls, receives and routes incoming calls and records messages.

Transcribes various types of correspondence including reports, notices and recommendations.
Works with the assembly of records for Adult Basic Education instructors as necessary.
Maintains updated mailings for Adult Basic Education instructors.

Personally visits by phone or in the office with persons inquiring about Adult Basic Education and GED
Testing

Maintains all records, disseminates all necessary information, and makes all necessary reports
concerning the Adult Basic Education / GED programs.

Makes deposits to the treasurer after each GED test and for billing each agency on approved vouchers
submitted to the test examiner.

Maintains a regular filing system and processes incoming / outgoing correspondence as instructed.
Orders and maintains supplies.

Performs such other duties as assigned by the director.

October 2004
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Title:

Quialifications:

JOB DESCRIPTION

JOM/Title VII Secretary

1. High School diploma or equivalent

2. Demonstrates competence for assigned duties

3. Demonstrates typing and computer skills.

4. Ability to meet public and students pleasantly and competently.

5. Such alternatives to the above qualifications as the Indian Education Office and the
Board of Education may require

Reports to: Director of Indian Education

Job Goal: To assist the Director of Indian Education in assuring a smooth, efficient operation in

working with the Johnson-O'Malley Program, Title VII, students and parents.

Performance Responsibilities:

1.

10.

11.

12.

13.

Provides information about the Indian Education program services to parents, students or others who
visit or call the Indian Education Office.

Assists parents, students or others in completing necessary forms.
Handles office correspondence.

Collects and analyzes records from all attendance centers and attendance.
Enters data on the computer.

Responsible for the Title-VII Incentive Program (forms to schools, letters to parents, ordering of
incentive awards).

Assists in ordering, maintaining and dispensing school supplies and in keeping records of students who
receive supplies.

Delivers supplies, papers and other necessary information school sites as needed.
Processes enrollment for JOM.

Picks up mail at Central Administration Office daily.

Picks up incentives from cooperating companies/organizations.

Fulfills all obligations as an employee of Durant Independent School District I072, as an employee of
JOM through the Choctaw Nation and as a Title-VII employee.

Performs such other duties as assigned by the director.

October 2004
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Title:

Quialifications:

JOB DESCRIPTION

Secretary to the Directors of Maintenance and Transportation

1. High School diploma or equivalent

2. Possesses good communication skills

3. Demonstrates typing and computer skills

4. Demonstrates aptitude/competence for assigned responsibilities
5. Strong ability to meet public pleasantly and competently

Reports to: Directors of Maintenance and Transportation

Job Goal: To assist the directors in assuring a smooth, efficient operation in working with

maintenance, transportation and administrative staff and to assume shared responsibility for
the educational mission of the school.

Performance Responsibilities:

1.

2.

10.

11.

12.

13.

14.

Serves as personal secretary to the directors of maintenance and transportation.
Receives telephone calls and routes messages.

Maintains a regular filing system.

Assists Directors in ordering office supplies.

Assists in preparing and submitting reports

Processes trip sheets and time sheets as required by the payroll office.

Assists Directors in gathering information and specifications for bids to be sent to the Administration
Office Bid Clerk for processing.

Maintains office machines and calls for service/repair when needed.

Handles correspondence, bulletins and notices.

Maintains complete inventory lists.

Works with directors in coordinating building requisitions sent to the Central Office.

Greets all visitors courteously, determines their needs, checks appointments and directs or escorts
them to proper person.

Maintains an attractive and comfortable reception area.

Performs such other duties assigned by the directors of maintenance and transportation.

October 2004
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Title:

Quialifications:

JOB DESCRIPTION

Secretary to Principal / Durant High School

1. High School diploma or equivalent

2. Demonstrates competence and aptitude for assigned responsibilities.
3. Above average proficiency in typing.

4. Performs assignments on own initiative.

5. Good communication skills

6. Computer/word processor skills

Reports to: High School Principal

Job Goal: Itis the responsibility of the principal's secretary to see that the office is run efficiently and in

a business-like manner, to maintain accurate financial records, and to assist the building
principal in assuring a smooth, efficient operation in working with students and staff. The
principal's secretary should share the responsibility for the educational mission of the
school.

Performance Responsibilities:

1.

2.

10.

Serves personal secretary to the principal.

Maintains a regular filing system and processes incoming correspondence.
Inventories and orders office supplies.

Arranges for hospitality of visitors on parent/teacher conference days.

Maintains a complete and systematic set of all high school financial transactions.

Receives all activity account funds and makes daily deposits to the bank through the central
administration office.

Works with the principal in coordinating building requisitions sent to the central administration office and
monitors budget line items.

Maintains activity calendar.
Assists the athletic director and assistant principals with any other duties upon request.

Performs such other duties as assigned by the principal.

October 2004
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Title:

Qualifications:

JOB DESCRIPTION

General Office Secretary / Registrar
Durant High School

1. High School diploma or equivalent

2. Demonstrates competence and aptitude for assigned responsibilities.
3. Above average proficiency in typing.

4. Performs assignments on own initiative.

5. Good communication skills

6. Computer/word processor skills

Reports to: High School Principal

Job Goal: To assist the building principal in assuring a smooth, efficient operation in working with

students and staff, and to assume shared responsibility for the educational mission of the
school.

Performance Responsibilities:

1.

2.

10.

11.

12.

13.

14.

15.

Serves as secretary to counselors.

Records grades and posts grades on transcripts.
Receives transcripts and posts.

Sends transcripts upon request.

Maintains up-to-date records of high school students who transfer from another school district and
works with the district transfer clerk concerning student transfer applications and reports.

Coordinates student progress reports and grade checks.

Prepares and prints report cards at the end of each nine-weeks.

Files all student records.

Makes daily announcements to students and faculty.

Makes locker assignments and maintains records for lockers.

Routes student health records to school nurse.

Receives and routes incoming calls and records messages when needed.
Assists attendance clerk/aide when needed.

Serves as office receptionist when needed.

Performs such other duties as assigned by the building principal.

October 2004
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Title:

Qual

JOB DESCRIPTION

General Office Secretary to Asst. Principals
Durant High School

ifications: 1. High School diploma or equivalent

2. Demonstrates competence and aptitude for assigned responsibilities.

3. Above average proficiency in typing.

4. Computer/word processor skills

5. Good communication skills

6. Performs assignments on own initiative.

Reports to: High School Principal

Job Goal: To assist the building principal in assuring a smooth, efficient operation in working with

students and staff, and to assume shared responsibility for the educational mission of the
school.

Performance Responsibilities:

CoNour~®ONE

Serves as secretary to the assistant principals.

Acts as office manager.

Supervises office aides.

Receives and routes incoming calls, records and delivers messages.
Welcomes visitors and arranges for their comfort.

Distributes centralized copy materials.

Arranges for substitute teachers.

Maintains a daily teacher attendance log and substitute teacher log.
Records and processes discipline information.

. Collects and coordinates assignments for alternative school, ISS, and make-up work.

. Serves as office receptionist when needed.

. Monitors and records copy machine reading monthly and programs codes in copier.

. Orders copy machine supplies.

. Prepares custodial work orders as requested by principals.

. Purchases office supplies.

. Keeps inventory of keys.

. Prepares and distributes weekly calendar of events to staff, administrators, Board of Education members

and the local media.

. Makes substitute report monthly and collects time sheets for support staff.

. Maintains up-to-date-files of teacher Professional Development points.

. Assists with enrollment and attendance as needed.

. Performs various organizational and clerical duties as assigned by the assistant principals throughout the

year.

. Performs such other duties as assigned by the building principal.

October 2004
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Title:

Qualifications:

JOB DESCRIPTION
Secretary to the Principal / Durant Middle School

1. High School diploma or equivalent

2. Demonstrates competence and aptitude for assigned responsibilities.
3. Above average proficiency in typing and computer operations

4. Performs assignments on own initiative.

5. Good communication skills

Reports to: Durant Middle School Principal

Job Goal: Itis the responsibility of the principal's secretary to see that the office is run efficiently and in

a business-like manner, to maintain accurate financial records and to assist the building
principal in assuring a smooth, efficient operation in working with students, parents and
staff. The principal's secretary should share the responsibility for the educational mission of
the school.

Performance Responsibilities:

ogahkwnNpE

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.

Serves as personal secretary to the principal.

Acts as office manager.

Receives and routes incoming calls and records messages when needed.

Distributes incoming mail.

Distributes centralized copy materials when needed.

Serves as office receptionist when requested by welcoming visitors and arranging for their comfort,
receiving and routing incoming phone calls, recording and delivering messages.

Maintains a regular filing system and processes incoming correspondence.

Inventories and orders office supplies.

Maintains a calendar of student activities.

Maintains a complete and systematic set of records for all financial transactions of the school.
Receives all activity account funds and makes daily deposits through the superintendent's office.
Supervises and trains student office workers.

Works with the principal in coordinating requisitions and maintenance requests.

Maintains office machines and arranges for service/repair when needed.

Maintains complete inventory list for the school site.

Arranges for substitute teachers when needed and prepares substitute teacher claim forms.
Notifies and invites special guests to graduation ceremony.

Assists school nurse with student health records and provides medical attention to students as needed.
Supervise students assigned to the alternative classroom as needed.

Performs such other duties as assigned by the principal.

October 2004
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Title:

Qual

JOB DESCRIPTION

General Office Secretary to Asst. Principal / Durant Middle School
ifications: 1. High School diploma or equivalent
2. Demonstrates competence and aptitude for assigned responsibilities
3. Above average proficiency in typing
4. Computer/word processor skills
5. Good communication skills
6. Performs assignments on own initiative

Reports to: Middle School Principal and Asst. Principal

Job Goal: To assist the building principal and assistant principal in assuring a smooth, efficient

operation in working with students and staff, and to assume shared responsibility for the
educational mission of the school.

Performance Responsibilities:

podE

16.

17.
18.
19.
20.
21.
22.

23.
24.

25.

26.

Serves as secretary to the assistant principal.

Receives and routes incoming calls, records and delivers messages as needed.

Welcomes visitors and arranges for their comfort as needed.

Assists with scheduling, changing schedules for all content mastery teachers, adding classes to master
schedule, and other scheduling duties as required.

Maintains and distributes all new teacher information packets.

Arranges for substitute teachers when needed and prepares substitute claim forms.

Assists with coordinating maintenance requests when necessary.

Schedules and maintains records on college student observers.

Troubleshoots teacher computer problems and/or logs into help desk

. Supervises hourly attendance reporting.

. Records and processes discipline information.

. Maintains student information (i.e. address, phone number, parent/guardian).

. Compiles “ineligible list” and routes to activity teachers and principals as needed.

. Compiles “daily attendance list” and routes to faculty and principals as needed.

. Assists in collecting daily attendance reports, when requested, by entering data and maintaining

computerized records and updates for all students (i.e., student information, grades, schedules and
discipline).
Maintains up-to-date records of middle school students who transfer from another school district and
works with the district transfer clerk concerning student transfer applications and reports.
Maintains contact with student absentees.
Supervises students assigned to the alternative classroom as needed.
Assists school nurse with student health records and provides medical attention to students as needed.
Prepares quarterly student dropout report for the State Department of Education.
Oversees student truancy court appearances and maintains absence files for court.
Responsible for withdrawal of students (i.e., cleaning lockers, securing grades, checking on fees or
monies owed the district, etc.).
Assists with training of office aides when needed.
Prepares end-of-year reports as needed including students who owe money to the school (i.e., lost
books, fundraisers, tech, library, cafeteria, etc.).
Insures that all grades have been keyed in by teachers and prepares and mails to parents all student
progress reports and report cards.
Prepares and distributes daily “Do Not Admit” and/or ENCOR lists as needed.

October 2004
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Title:

Quialifications:

JOB DESCRIPTION

JOM/Title VII Student Academic Coordinator

1. High school diploma or equivalent

2. College degree preferred

3. Indian preference

4. Relates well with children and adults

5. Demonstrates competence and aptitude for assigned responsibilities

Reports to: Director of Indian Education

Job Goal: To work with the Director of Indian Education to insure efficient and effective student

activities.

Performance Responsibilities:

BOoo~NoGOM~WONE

Available to parents and students to help with school problems or questions.

Makes home/school visits.

Checks on transcripts of high school students via computer program.

Collects and analyze records for grades and attendance for middle school and high school students.
Maintains “ineligible lists” for DMS and DHS.

Enters data on computer.

Checks student grades and attendance each day for grades KG through 12.

Visits with parents, students and teachers regarding grades and attendance.

Sits in on conferences with students and/or parents.

Visits with each student, grades nine through twelve, during the first semester to discuss graduation
requirements, high school education information, senior testing, ACT test, etc.

Coordinates contract-tutoring program.

Assists with programs, field trips, and other activities involving students.

Assists with collecting data for grant applications.

Attends workshops as determined by the Director of Indian Education.

Gains knowledge of “Renaissance Learning Program” and attend necessary conferences.

Arranges for supplies for students and parents.

Attends truancy court for DIS, DMS and DHS students.

Performs such other duties as assigned by the Director of Indian Education.

October 2004
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Title:

Quialifications:

JOB DESCRIPTION

Secretary to the Principal / Durant Intermediate School

1. High School diploma or equivalent

2. Demonstrates competence and aptitude for assigned responsibilities.
3. Above average proficiency in typing and computer operations.

4. Performs assignments on own initiative.

5. Good communication skills.

Reports to: Intermediate School Principal

Job Goal: It is the responsibility of the principal's secretary to see that the office is run efficiently and in

a business-like manner, to maintain accurate financial records and to assist the building
principal in assuring a smooth, efficient operation in working with students, parents and
staff. The principal's secretary should share the responsibility for the educational mission of
the school.

Performance Responsibilities:

wN e
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11.

13.
14.
15.

16.
17.
18.
19.
20.

21.

Acts as office manager.

Acts as office receptionist when needed.

Enters data and maintains computerized records and updates for all students, consisting of Student
Information, Grades, Schedules, and Discipline.

Receives and routes incoming calls and records messages when needed.

Serves as personal secretary to the principal.

Maintains a regular filing system and processed incoming correspondence.

Inventories and orders office supplies.

Maintains a calendar of student activities.

Maintains a complete and systematic set of records for all financial transactions.

Receives all activity account funds and makes daily deposits through the superintendent's office.
Works with the principal in coordinating building requisitions sent to the central office.

Maintains office machines and arranges for service/repairs when needed.

Posts daily attendance to student records.

Maintains complete inventory list for the school site.

Collects and coordinates assignments for students attending Alternative School and In-School
Suspension.

Arranges for substitute teachers when needed and prepares substitute teacher claim forms.
Records all professional development points.

Maintains contact with students' absentees.

Provides medical attention to students as needed.

Responsible for the distribution and collection of "Parent's Application for Transfer of Pupils" for all
transfer students and routing to the Transfer Clerk according to timelines set by the State Department
of Education.

Performs such other duties as assigned by the building principal.

October 2004
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Title:

Quialifications:

JOB DESCRIPTION

Elementary School Secretary

1. High School diploma or equivalent

2. Possesses good communication skills.

3. Demonstrates typing and computer skills.

4. Demonstrates aptitude/competence for assigned responsibilities.

5. Strong ability to meet public and students pleasantly and competently.
6. Such alternatives to the above qualifications as the school may require.

Reports to: Site Principal

Job Goal: To assist the building principal in assuring a smooth, efficient operation in working with

students, parents and staff, and to assume shared responsibility for the educational mission
of the school.

Performance Responsibilities (may vary by site):

CoNoA~LNE

15.
16.
17.
18.

19.
20.
21.
22.

23.
24.
25.
26.
27.

Serves as personal secretary to the principal.

Receives telephone calls and routes messages.

Maintains a regular filing system and all student records.

Sends transcripts upon request.

Reviews attendance slips and posts daily attendance to official attendance center.

Inventories and orders all office supplies.

Calls parents to verify absences.

Assists in preparing and submitting reports.

Maintains office machines and calls for service/repair when needed.

Handles correspondence, bulletins and notices.

Maintains complete inventory lists.

Works in cooperation with the School Nurse with health care for student and helps maintain
immunization records.

Receives and deposits school funds into designated depository.

Prepares and submits Monthly Attendance Reports, Substitute Claim Forms, Claims for
Reimbursements and Time Sheets.

Assumes clerical duties for enroliment and withdrawal of students.

Works with principal in coordinating building requisitions sent to the Central Office.

Types for teachers as time permits.

Greets all visitors courteously, determines their needs, checks appointments and directs or escorts
them to proper person.

Provides for students' needs.

Works with and performs duties for the Parent Support Organization as time permits.

Maintains an attractive and comfortable reception area.

Responsible for the distribution and collection of "Parent's Application for Transfer of Pupils" for all
transfer students and routing to the Transfer Clerk according to timelines set by the State Department
of Education.

Enters all student information, updates, discipline into the computer.

Submits all computer problems/needs to the Technology Department via “Help Desk.”

Maintains Staff Development logs for each teacher.

Prepares information for local media, including school channel 10.

Performs such other duties assigned by the building principal.

October 2004
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SECTION VI
TECHNOLOGY SUPPORT STAFF

l. Definition

A. Twelve-Month: Directory of Technology, Technology Integration Specialist Client Services Manager,
Client Services Specialist, Computer Technician

Il. Benefits
A. Holidays
July Independence Day
September Labor Day
October State Teacher's Meeting Day
November Thanksgiving Holiday
December Christmas Day/Winter Break
January New Years Day
February OEA Zone Meeting Day
March Spring Break
Spring Easter Break
(if applicable/to be determined by school calendar)
April DEA Meeting Day
May Memoarial Day

B. Vacations

Technology Support Personnel who have been employed in the district from one to four years receive
ten (10) days paid vacation. Those who have been employed five years and longer will receive fifteen
(15) days paid vacation. Those who have been employed twenty years and longer will receive twenty
(20) days paid vacation.

*Technology Staff members are required to work on parent-teacher conference days.
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JOB DESCRIPTION

Title: Director of Technology

Qualifications: . Bachelor Degree in Computer Information Systems

1

2. Experience in computer network/technology field

3. Comptia A+ certification

4. CCNA certification

5. CCAI certification

6. Such alternatives to the above qualifications as the school may require.
Reports to: Chief Technology Officer

Job Goal: To maintain all technology in the Durant Public School district that supports the learning
environment and to keep the district abreast of new technology

Performance Responsibilities:

1. Maintains and supports district's Wide Area Network, including but not limited to routers, switches,
firewalls and wireless equipment.

2. Maintains and supports district’s server farm, including but not limited to Windows 2000 Server OS,
Windows 2003 Server OS, IIS, Microsoft Class Server, ISA and Surf Control Filtering System.

3. Maintains and supports district’s e-mail system.
4.  Maintains and supports all Data-Backups for the district.
5.  Maintains and supports Network Security for the district.

6. Oversees implementation, configuration, maintenance and/or upgrades to district technology
hardware/software.

7. Oversees maintenance and support for all district educational software.
8.  Oversees purchasing of technology equipment.

9. Oversees configuration and maintenance of all district Web sites.

10. Co-develop district technology plan.

11. Oversees staff in Technology Department.

12. Performs any other job duties assigned by the Chief Technology Officer.
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JOB DESCRIPTION

Title: Technology Integration Specialist
Qualifications: 1. Bachelor Degree

2. Experience in computer network/technology field

3. Classroom Teaching Experience

4. Such alternatives to the above qualifications as the school may require.
Reports to: Chief Technology Officer / Director of Technology

Job Goal: To provide technology professional development for staff in the Durant Public School district
and keep the district abreast of new technology

Performance Responsibilities:

1. Plans and develops technology related professional development opportunities for staff members in the
district

2. Delivers technology professional development modules for staff members in the district

3. Creates and manages online professional development opportunities for staff members in the district
4. Assists in software and hardware decision making for classroom equipment

5. Assists in the development of district technology plan

6. Handles any public relations responsibilities assigned by the Superintendent.

7. Coordinates with campus webmasters and assists with maintenance and support of all campus web
sites.

8. Performs any other job duties assigned by the Chief Technology Officer and/or the Director of
Technology.



October 2007
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JOB DESCRIPTION

Title: Client Services Manager

Qualifications: 1. Experience in Network Infrastructure, PBX and PC
2. Hardware/Software Diagnostics and repair

Reports to: Chief Technology Officer / Director of Technology
Job Goal: To oversee implementation and maintenance of all technology in the classroom
Performance Responsibilities:

1. Implements, maintains and supports all classroom/lab technology for the district.

2. Maintains and supports all educational software for the district.

3. Assigns and oversees duties of the district’s Client Services Specialist and Computer Technician(s).

4. Performs any other job duties assigned by the Chief Technology Officer and/or Director of Technology.
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JOB DESCRIPTION

Title: Client Services Specialist

Qualifications: 1. Experience in LAN and PC Hardware/Software Diagnostics and repair
Reports to: Client Services Manager

Job Goal: To maintain all district classroom/lab networks, computer hardware and software
Performance Responsibilities:

1. Implements, maintains and supports all classroom/lab technology for the district.

2. Maintains and supports all educational software for the district.

3. Performs any other job duties assigned by the Client Services Manager, Chief Technology Officer and/or
Director of Technology.
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JOB DESCRIPTION

Title: Computer Technician
Qualifications: 1. Experience in PC hardware/software diagnostics and repair
Reports to: Client Services Manager

Job Goal: To better enhance learning through technology by supporting and maintaining campus
computer-related hardware and software

Performance Responsibilities:

1. Implements and configures new PC’s for the district.

2. Maintains and supports hardware and software for existing district PC’s.
3. Maintains and supports all educational software for the district.

4. Performs any other job duties assigned by the Client Services Manager, Chief Technology Officer and/or
Director of Technology.

October 2007
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SECTION VII
ADMINISTRATIVE SUPPORT STAFF

l. Definition
A. Twelve-Month: Business Manager, District Treasurer/Minutes Clerk, Director of

Maintenance/Safety, Director of Transportation, Administrative Secretary, Activity
Accounts/Payroll Clerk

Il. Benefits
A. Holidays
July Independence Day
September Labor Day
October State Teacher's Meeting Days
November Thanksgiving Holiday
December Christmas Day/Winter Break
January New Years Day
February OEA Zone Meeting Day
March Spring Break
Spring Easter Break
(if applicable/to be determined by school calendar)
April DEA Meeting Day
May Memorial Day

B. Vacations

Administrative Support Personnel who have been employed in the district from one to four
years receive ten (10) days paid vacation. Those who have been employed five years and
longer will receive fifteen (15) days paid vacation. Those who have been employed twenty
years and longer will receive twenty (20) days paid vacation.

*Administrative Support Staff members are required to work on parent-teacher
conference days.
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JOB DESCRIPTION

Title: DistricBusiness Manager

Qualifications:
A College degree in education, business management, finance or accounting
A Experience in accounting and budgeting, including supervision of computer systems, cash manageme
budget mort preparation, budget variance reporting and analysis, and governmental fund accounting
A Such alternatives to the above qualifications as the Board may find appropriate and acceptable

Reports To: Superintendent of Schools
Supervises: Business Office
Job Goal: To administer the financial/business affairs of the District in such a way as to provide the best possib

educational services with the financial resources available

Performance Responsibilities:

1. Serves as Clerk of the Board.

2. Develops budggtidelines, compiles statistical data for preparation of the budget, and prepares analyses of budget reque

and program proposals.

Coordinates preparation, publication, and distribution of the budget.

Assumes responsibility for accounting procedomedamee with the Oklahoma Cost Accounting System (OCAS).

Supervises the collection, safekeeping, and distribution of all district funds.

Completes applications for federal and state funds.

Submits monthly financial statements to the Board andquigpdr@sanecial reports in accordance with federal and state

laws.

Coordinates monthly and quarterly monitor8ing and evaluation of compliance to the approved operating budget.

9. Arranges for internal auditing for school accounts.

10. Supervises the purchasgage, and distribution of all supplies, materials, and equipment in keeping with federal and stat
laws, district policies, and the budget.

11. Maintains an-gdate inventory of school property, including a fixed asset inventory, and addressds.insurance ne

12. Supervises data processing procedures to provide management information, evaluation teahgie fe®esidong

13. Acts as advisor to the Superintendent on the budget and all other business and financial matters.

14. Takes initiative in develojpmpgovements in the budget management of the school system, including budget methods,
format, and presentation.

15. Assists in recruiting, screening, hiring, personnel.

16. Supervises and evaluates all business office and data processing personnel as needed.

17. Arrages staff development for business office and data processing personnel as needed.

18. Communicates the financial position of the district to the community.

19. Performs such other duties as may be required.

Clerk of the Board Duties:

1. Attends all Board of Edocdfleetings and records the minutes of all meetings.

2.  Maintains the minutes of the Board of Education as historical data not to be destroyed.

3.  Attends workshops as determined by Clerk of the Board and Superintendent to be educational and helpful in perfor
services for the betterment of the District.

4.  Countersigns all warrants for school monies drawn upon the treasurer by the Board of Education, and performs such
duties as required by law or as the Board of Education or its committees may require.

5. Shdl give a bond of not less than one thousand dollars ($1,000) with sufficient sureties to be approved by the Boat
Education for faithful performance of duties of Clerk of the Board.

6. Performs such other duties assigned by the Board of Educatidaraetiper

Noohkw
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TERMS OF EMPLOYMEN#®elvenonth basis. Salary to be established by the Board of Education

EVALUTATIONP er f or mance of this job will be evaluated annual
Approved: Date:
Reviewed and agreed to by: Date;

October 2010
21-A



Title:

Qual

JOB DESCRIPTION

District Treasurer / Minutes Clerk

ifications: 1. High School diploma, some college or accounting experience preferred
2. An understanding of the principles of public finance and how they work together with
each other to accurately reveal checks and balances
3. Demonstrates competence and aptitude for assigned responsibilities
4. Knowledge of basic accounting principles
5. Performs assignments on own initiative

Reports to: Board of Education through the Superintendent of Schools

Job Goal: To fulfill all duties and responsibilities to the satisfaction of those with whom the treasurer

works toward the common goal of Excellence in Education.

Performance Responsibilities:

1.

8.

9.

10.

To see that the funds are received, deposited with security, and withdrawn and used under the direction
and approval of the Board of Education in the prescribed manner.

Submits a monthly report through the Business Manager in time for the regular monthly meting of the
Board of Education and any other times as requested by the district or by the Board.

Maintains all financial records for historical and auditing purposes

Responsible for maintaining records for employee insurance reports and payments of monies withheld
from employee's checks to insurance companies.

Responsible for maintaining records for Workers' Compensation claims processing.
Be available to record minutes at meetings of the Board of Education in the absence of the Clerk.

Be available to attend workshops and seminars for any training necessary to assure that the Treasurer's
Office is up-to-date at all times on any new laws or regulations.

Transcribes minutes of all Board of Education meetings.
Maintains records for all property and casualty, general liability and fleet insurance.

Performs such other duties assigned by the superintendent.

October 2010
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Title:

Quialifications:

JOB DESCRIPTION

Director of Maintenance / Safety

High School Diploma or GED.

Exhibits competence in the use of tools, equipment, and materials of the carpentry and
plumbing trades, skillfully and safely.

3. Ability to work on ladders, scaffolding, and platforms as well as to work in tiring and
uncomfortable positions.

Demonstrates aptitude or competence for assigned responsibilities.

Such alternatives to the above qualifications as the Board may find appropriate and
acceptable.

N =
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Reports To:  Superintendent of Schools

Supervises:  All Maintenance Personnel

Job Goal: To provide an economically safe, secure, healthy public learning environment through the

proper repair, installation, construction and modification of plumbing systems and equipment;
and in addition construction of all ISD#72 buildings, furniture, and equipment.

Performance Responsibilities:

1.

2.

10.

12.

Examines school buildings on a regular basis for needed repairs and maintenance.

Establishes and recommends priorities on repair projects.

Estimates cost of repair project in terms of labor, material and overhead.

Assigns and supervises crews of craftsmen for maintenance work such as replacing worn or defective
wiring, switches, faucets, plumbing fixtures, and the like, and repairing fencing, asphalt, concrete,
ceilings, and the like.

Lays out and inspects work and assists crew members.

Develops a system for dealing with emergency repair problems with efficiency.

Prepares reports on costs of work done, materials used, labor expended.

Orders materials as needed and makes recommendations of supplies and equipment for purchase.

Assigns work orders and checks drawings and plans.

Consults with building principals regarding the establishment of regular preventative maintenance
programs.

Organizes programs for safety instruction for all support personnel as prescribed by the State of
Oklahoma.

Performs such other duties assigned by the Superintendent.

October 2004
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Title:

Qual

JOB DESCRIPTION

Director of Transportation

ifications: 1. High School Diploma or GED.
2. Demonstrates aptitude or competence for assigned responsibility.
3. Have a general knowledge of auto mechanics.
4. Good organizational skills.

Reports To:  Superintendent of Schools

Job Goal: To enable each student, through safe and efficient transportation, to take full advantage of the

complete range of curricular and extracurricular activities offered by the district's schools.

Performance Responsibilities:

1.

2.

10.

11.

12.

13.

14.

27.

28.

Conforms with all state laws and regulations regarding school transportation.

Maintains safety standards in compliance with state and insurance regulations and develops a program
of preventive safety.

Recruits, trains, and supervises all transportation personnel, and makes recommendations of their
employment, transfer, promotion, and release.

Advises superintendent on road hazards for decision on school closing during inclement weather.
Cooperates with school principals and others responsible for planning special school trips.
Prepares bus routes for all schools in the district.

Prepares and administers the transportation budget.

Authorizes purchases in accordance with budgetary limitations and district rules.

Approves and forwards invoices and time sheets to accounting department.

Maintains all district-owned equipment and develops plans for preventive maintenance.

Keeps superintendent and Board of Education informed on equipment that needs to be purchased yearly
in order to maintain safe and efficient transportation.

Prepares transportation payroll on monthly basis.

Submits all reports required by state authorities.

Takes an active role in solving discipline problems occurring on school buses.
Acts as liaison with parents for complaints.

Performs such other duties assigned by the superintendent.

October 2004
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Title:

Qualifications:

JOB DESCRIPTION

Administrative Assistant to the Superintendent

1. High School diploma or equivalent

2. Demonstrates competence and aptitude for assigned responsibilities

3. Computer/word processing abilities

4. Typing skills

5. Performs assignments on own initiative

6. Good communication skills

7. Such alternatives to the above qualifications as the district might require

Reports to: Superintendent of Schools

Job Goal:

To assure the smooth and efficient operation of the Central Office and to relieve the
superintendent of paperwork so that maximum attention may be devoted to the central
problems of education operation.

Performance Responsibilities:

CoNoO~ONE

11.
12.
13.
14.
15.

16.
17.
18.
19.
20.
21.
22.
23.
24.

25.
26.

Acts as personal assistant to the Superintendent of Schools.

Places calls as requested by superintendent.

Receives and routes superintendent's incoming calls and records messages.

Transcribes dictation for correspondence, reports, notices, and recommendations.

Collects and organizes pertinent data as needed and reproduces it in useable form.

Maintains a filing system and processes incoming and outgoing correspondence.

Maintains a schedule of appointments and makes arrangements for conferences and interviews.
Maintains a confidential file.

Maintains the official copy of the Board of Education Policy Manual — both hard copy and compuiter file,
sends updates as necessary to the webmaster for updating on the district website as well as to those
administrators, Board members and site libraries who keep a hard copy.

Welcomes visitors and arranges for their comfort.

Screens unexpected callers in accordance with predetermined policy.

Prepares agenda information for all meetings of the Board of Education.

Makes preparations for meetings called by the superintendent.

Takes minutes at meetings as requested.

Makes essential travel arrangements, including flight, hotel, rental car and other necessary transactions
as deemed necessary by the superintendent.

Maintains office supplies for the Superintendent's office.

Processes purchase order requests as necessary.

Updates annually the Negotiated Agreement with the Durant Education Association; duplicates and
distributes document as agreed upon, and provides the updated document for the district website.
Updates annually the Support Personnel Handbook; duplicates and distributes document to all sites,
and provides the updated document for the district website.

Assists Business Manager with setting up files for newly employed district personnel.

Receives and files all confidential performance evaluations of all district personnel.

Continually updates a district personnel directory and provides a copy of the directory to all school
sites.

Continuously updates knowledge in newly available software that will assist with the efficiency of the
Superintendent's office.

Assists when necessary with incoming calls to the Central Administration Office; routes calls and/or
visitors to proper destination.

Assists with posting mail and distribution of office mail when necessary.

Performs such other duties as assigned by the Superintendent.

October 2010
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JOB DESCRIPTION
Title: Activity / Payroll Clerk

High School diploma, some college or accounting experience preferred.
Computer/word processing abilities

Qualifications: 1
2.
3. Demonstrates competence and aptitude for assigned responsibilities.
4
5

Knowledge of basic accounting principles.
Performs assignments on own initiative

Reports to: Business Manager

Job Goal: To assure the smooth and efficient operation of the central office and to assist the Clerk of
the Board and maintain all school activity accounts.

Performance Responsibilities:

Maintains employee records for payroll purposes.

Assists in processing district payroll.

Logs and follows up on newly hired personnel with background checks.

Maintains all activity accounts for all school sites.

Makes deposits of all activity funds.

Maintains activity budgets for all sub-accounts.

Maintains records of all payments and accounts for auditor.

Maintains attendance log on all district staff, including a record of employees’ leaves and absences.

© o N o 00 bk~ 0 NP

Produces monthly activity account reports for the Board of Education.

-
o

Assists and relieves Business Manager’s office of any paperwork that is deemed necessary.

|
=

Available to attend out-of-town workshops as required.

N

Performs other such duties as designated by the Business Manger.

October 2010
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APPENDIX A
DURANT INDEPENDENT SCHOOL DISTRICT 1072

EMPLOYEE REQUEST FOR
CONSIDERATION OF TRANSFER

(please circle one)
CERTIFIED SUPPORT

Name of Employee:

Present Assignment and Site:

Requested Assignment and Site:

Reason(s) for Transfer Request:

Qualifications for the position being sought:

Signature of Employee Date

PLEASE GIVE A COPY OF THIS FORM TO YOUR SITE PRINCIPAL. IT IS THE RESPONSIBILITY OF THE
DISTRICT EMPLOYEE TO DELIVER THE ORIGINAL TRANSFER REQUEST TO THE CLERK OF THE
BOARD AT THE CENTRAL ADMINISTRATION BUILDING.

Approved Denied

Signature of Superintendent Date
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APPENDIX B

DURANT INDEPENDENT SCHOOL DISTRICT #72

GRIEVANCE REPORT FORM

Date filed:

Name of Grievant:

Site:

Assignment:

A. Date cause of grievance occurred:

B. Article and/or section alleged to have been violated:

C. Statement of grievant's claim (statement of facts upon which grievance is based -- use additional pages if
necessary):

D. Relief desired:

Signature Date

Date Received by Administration

E. Disposition by the appropriate Administrator (attach additional pages if necessary):

Signature Date

23



APPENDIX C

DURANT INDEPENDENT SCHOOL DISTRICT #I072
SUPPORT PERSONNEL = PERFORMANCE EVALUATION

\Annual Evaluation School Term:

‘Probationary Evaluation

\Special Evaluation Date:
A. Name Position Site
B. Performance Evaluation Factors Performance Assessment
. . . Meets Needs ~ Does Not Meet
Consider eactctar independently after reading  Expectations Improvement Minimum Requirements*

factor definition. Indicate your evaluation by

. . Job performance mee|l Job perfonance is | Job performance is so far below minimum exp¢

a check mark in the appropriate box. what is expected of al generally below as to be unacceptable.
individual in this expectations. Performance improvements must be accomp]
classification. *A Plan for Improvement is required for this r.

1. WokKnowledgeConsi der the e
understanding of job description.

2. Work QuantityConsider the amount of satisfacto
work produced.

3. Work QualityConsider neatness, accuracy, and
excellence of work produced.

4. DependabilityConsideattendance and punctualit

5. Judgment and DecisidniakingConsider the abilit
make a decision, form an opinion, or take actio
objectively, wisely, and with authority.

6. Initiative Consider amount of supervision requirg
the abilitio initiate action.

7. Public Contact and Communicatidbensider
whether the employee is honest, tactful, helpful
courteous.

8.  Ability to Plan and Organizgonsider the ability to)
plan duties in an effective manner.

9. Human Relation€onsider whether the employeg
works effectively and in a cooperative manner
staff members and the public.

10. Personal SafetyConsider whether the employee
utilizes safety procedures when performing job

Comments About Emmojes Job Per f or mance:

C. RecommendationBlo you recommend the continued employment of this employeefes No
(If no, attach explanatory statements.)

Principal/Supervisor Signature Date

| have read and received a copy of the above evaluation. | understand my signature does not indicate agreement.

Empl oyeebs Signature Date

(Refusal to sign this acknowledgment of receipt of this evaluation erag be tenmsglibordination and grounds for disciplinary action.)
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APPENDIX D

DURANT INDEPENDENT SCHOOL DISTRICT 1072
P. O.Box 1160
Durant, Oklahoma 74702-1160

EXIT INTERVIEW

Name Date

Position Site

1. What was the most enjoyable aspect of your employment with DISD #72?

2. What was the least enjoyable aspect of your employment with DISD #727?

3. What suggestions do you have for communication within the District?

4.  What suggestions do you have for improving the educational program of DISD #72?
5. Do you have other comments that you feel would lead to better schools in the District?
6. Do you understand your rights to continued eligibility for health coverage?

7. What is your reason for leaving the District?

I hereby acknowledge that | have completed my assigned duties to the best of my knowledge and have
returned all properties and keys belonging to the Durant Independent School District #72.

Signature Date

Forwarding address:

25



APPENDIX E

DURANT INDEPENDENT SCHOOL DISTRICT 1072

P. O.Box 1160

Durant, Oklahoma 74702-1160

EXIT CHECKLIST

The following items are to be discussed with the employee prior to their last day of employment with the

district:

Yes

Keys, ID Badge, and
other property returned

Final pay discussed

Unused sick leave

Vacation

Original Teaching
Certificate returned

No

Insurance coverage/COBRA
or change in coverage

Insurance cards returned

Retirement: forms from
Teacher Retirement completed

Forwarding address for W-2:

Yes

No

Employee's Signature

Date

Signature of person completing checklist

Comments:

Date
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APPENDIX F

DURANT INDEPENDENT SCHOOL DISTRICT #1072
EMPLOYEE MONTHLY SIGN-IN FORM

*For the period beginning: Employee Name:
ending: Social Security #:
Budget Code Job Title Regular Schedule
EXAMPLE
SA su MO TU WE TH FR SA su MO TU WE TH FR
DATE 13 14 15 16 17 18 19 DATE
IN 8:00 7:45 8:00 8:00 IN
ouTt 11:00 | 11:00 | 11:00 | 11:00 ouT
IN 11:30 | 11:45 | 12:00 | 11:30 IN
ouTt 5:00 5:00 5:00 5:00 ouT
8.5 7.5 8.0 8.5
TOTAL HRS. TOTAL HRS.
SA Su MO TU WE TH FR SA su MO TU WE TH FR
DATE DATE
IN IN
ouTt ouT
IN IN
ouTt ouT
TOTAL HRS. TOTAL HRS.
SA Su MO TU WE TH FR SA su MO TU WE TH FR
DATE DATE
IN IN
ouTt ouT
IN IN
ouTt ouT
TOTAL HRS. TOTAL HRS.
| certify that the above record of my hours worked and Approved by:

time off is complete, true, and correct to the best of my
knowledge and belief.

Employee Signature Date Supervisor Signature Date
JD — Jury Duty ML — Military Leave VA — Vacation WC — Workers Comp. Leave
HO — Holiday SL — Sick Leave AW — Absent Without Pay PB — Personal Business

SB — School Business

*Time should be recorded beginning the 19" of each month and ending the 20" of the following month unless otherwise directed
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APPENDIX G

DURANT INDEPENDENT SCHOOL DISTRICT #1072

AUTHORIZATION OF COMPENSATORY TIME/OVERTIME
SUPPORT STAFF*

*This form must be completed and signed by either the building principal or appropriate program
director prior to the working of any additional hours that would result in overtime or compensatory
time. All compensatory time and/or overtime must be taken care of within the pay period when the
additional time is worked and at the same site worked. Compensatory time and/or overtime cannot
accrue from one pay period to the next. A copy of the completed and signed authorized form should
be forwarded to the payroll clerk; the authorizing administrator should keep the original.

Name of Employee Authorized to Work Additional Hours Date

Explanation:

Reason/need for compensatory time/overtime:

Number of additional hours to be worked:

Date additional hours will be worked:

Additional hours will be: taken as compensatory time paid as overtime.

Signature of administrator authorizing additional work hours Date
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APPENDIX H

DURANT INDEPENDENT SCHOOL DISTRICT #1072
ACCIDENT REPORT FORM

This form must be filed with the Clerk of the Board of Education immediately following any on-the-job injury.
Reports will be made for Worker's Compensation Insurance from this information.

Name:
Last First Middle
Address:
Number & Street City State Zip Code
Phone Number: Social Security Number: Birthdate:
Length of Employment: Sex: Occupation:
Date accident occurred: Time: a.m./p.m. (please circle one)
Time workday began: a.m./p.m. (please circle one)

Place accident occurred:

Location City State County

Date employer notified: Time : a.m./p.m.
(please circle one)

First date of disability: Time lost

What were you doing when the accident occurred?

How did the accident happen and what was the cause?

Describe in detail the nature and extent of the injury and part of the body affected.

Name and address of attending physician:

Were you admitted to the hospital? If so, what date?

Name and address of hospital:

Have you returned to work? If so, what date?

If hospitalized, provide date(s):

Name and address of witness to accident:

Signature

29

Date



APPENDIX |

DURANT INDEPENDENT SCHOOL DISTRICT 1072

LEAVE REQUEST FORM

To BE COMPLETED FOR ALL NON-ILLNESS RELATED ABSENCES.

CERTIFIED EMPLOYEE < please circle one > SUPPORT EMPLOYEE

(Applies to contracted support employees only)

Name:

Site:

Date(s) of requested leave:

Type of leave requested: (please circle one)

Association (OEA/DEA) Bereavement Personal

PROFESSIONAL LEAVE (reason):

Professional

BEREAVEMENT LEAVE (relationship of deceased):

Budget account this expenditure is to be charged to: (please circle one)
School/Site District Other

Will a substitute be necessary?
If so, substitute will be paid by: (please circle one)

Employee School/Site District Professional Development

To claim reimbursement for travel expenses you must complete a Claim for Reimbursement form after
completion of your trip with all receipts for expenses attached. Mileage will be paid at the State mileage

reimbursement rate.

Signature of Employee Date
Signature of Principal/Supervisor Date
_ Approved __ Denied

Signature of Superintendent Date
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APPENDIX J

DURANT INDEPENDENT SCHOOL DISTRICT #l072

REQUEST FOR EXTENDED LEAVE OF ABSENCE
SUPPORT PERSONNEL

Name:

Position:

Assigned School:

Reason for Requested Leave: (attach any supporting documents)

| hereby request an extended leave of absence from the Durant School District. | request that my leave commence on
and terminate on

(Leave may not extend beyond June 30 of the school year in which such leave is granted. See paragraph 1.5 of the
Durant School District’s policy entitled Extended Leave of Absence Support Personnel.)

| UNDERSTAND THAT | MUST SUBIMIT TO THE SUPERINTENDENT OF SCHOOLS A WRITTEN REQUEST TO RETURN AT LEAST 45
CALENDAR DAYS PRIOR TO MY LEAVE TERMINATION DATE OR | WILL BE DEEMED TO HAVE RESIGNED AS OF MY LEAVE
COMMENCEMENT DATE.

I understand that, if | return to my employment with the Durant School District at the expiration of my leave, | am not
guaranteed the same position or assignment as when my leave commenced.

| understand that my request for an extended leave of absence, the leave itself and the return from the leave are governed
by the Durant School District’s policy entitled Extended Leave of Absence Support Personnel. | acknowledge that | have
received a copy of such policy. | also understand that any construction or interpretation of such policy shall be made solely
by the Board of Education and that such construction or interpretation is conclusive and binding on me.

Employee Signature Date
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APPENDIX K

DURANT INDEPENDENT SCHOOL DISTRICT #l072

LETTER OF INTENT

Dear Staff Member:
Thank you for your services performed for the Durant School District during the current school year.

In order to facilitate our staff needs, please complete the bottom portion of this letter and return it to the Clerk
of the Board no later than April 15.

I, , plan to return to work for Durant Independent School District 1072
for the

(printed name of employee) (next) school year.

l, , do not plan to return to work for Durant Independent School
District 1072 for
(printed name of employee) the (next) school year.

Reason for not returning:

Signature of employee** Date

**Signing of this document does not hold the employer or the employee to a binding agreement of
employment. The purpose of this document is for budgetary purposes only and, depending upon funding for
the coming school year, will determine any future employment.
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DURANT INDEPENDENT SCHOOL DISTRICT #1072

MISSION STATEMENT
The Mission of our learning community is to work together to assure that every child feels
important and is empowered to be a happy, successful and responsible human being.

BELIEF STATEMENTS
In the Durant Independent School District 1072 we believe that . . .

» all children can learn;

» children are our reason for being;

» our school system empowers student to be happy, successful and
responsible human beings

» school improvement is never ending;

»teachers are the focal point of learning;

»the outcomes of our educational program should be both quality and
equity;

» the catalyst for school improvement lies within each individual classroom
and school building;

» education is a cooperative effort;

» the educational climate must be conducive to both teaching and learning;

» schools preserve the culture for democracy.
Adopted by the Durant Board of Education 10/1/90

EDUCATIONAL GOALS
In the Durant Independent School District 1072 we shall:
make special efforts to enhance student self-esteem;
promote unity within the learning community;
continue to improve the academic performance of all students;
facilitate the professional growth of all district personnel;
foster innovation and risk-taking;
commit the fiscal resources necessary to achieve the district
goals through a comprehensive program of sound fiscal
management;
7. tell the story of excellence about the Durant Schools;
8. continue the effective school process;
9. prepare our students to live effectively in the Age of Information;
10. continue to form partnerships with other entities and facilitate
existing partnerships in order to enhance the resources of the
district.

ok wbdE

Adopted by the Durant Board of Education 10/1/90
Revised by the Durant Board of Education 10/8/91
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DURANT INDEPENDENT SCHOOL DISTRICT #1072

SECRETARIAL LEVELS

LEVEL 1 SECRETARIAL EMPLOYEES

POSITION LENGTH OF CONTRACT
Secretaries to the Assistant Superintendents 12 months
Secretary to Director of Child Nutrition 12 months
JOM/Title IX Secretary 12 months
Business / Staff Attendance Clerk 12 months
High School Secretary 11 months
Middle School Secretary 11 months
JOM/Title IX Student Academic Coordinator 11 months
Intermediate School Secretary 10.5 months

LEVEL 2 SECRETARIAL EMPLOYEES

POSITION LENGTH OF CONTRACT
Central Office Receptionist 12 months
Secretary to the Directors of Maintenance & Transportation 12 months
Assistant School Secretaries 11 months
Elementary Secretaries 10.5 months
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