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Section 1.   Introduction 

Liv ingston ESA is  in the process of launching a new general education C urr iculum and 

Instruction department with two major areas of focus –  early learning (b irth to middle  

school entry)  and secondary l earning (middle school entry to high school completion).   

The Early Chi ldhood department  is  the structural foundation for many  of the init iat ives 

that wi l l  be taken on in this new area of the Agency.  

 

Appendix C and Appendix D show  the new organizat ional chart for the Curr iculum and 

Instruction department and how you are a part of the overall  in i t iatives in this area. This 

new structure wil l  a l low us to build bridges  and create a robust birth to 8-year-old space 

that honors your contributions in the ear ly years.   The Liv ingston Educational Service  

Agency has always made ear ly childhood education a top pr iori ty and highly values t he 

work that each and every one of you engage in on a dai ly basis.   

 

This handbook establ ishes the wages, benefi ts ,  and working conditions as wel l  as 

operating procedures for staff in Early Chi ldhood.  It  is  not an individual employment 

agreement and does not cover every aspect of an employee ’s responsibi l i ty;  however,  

each employee is  expected to fol low the al l  laws, regulations/rules and 

pol ic ies/procedures appl icable to the operat ion of the Agency.   

 

Any questions about employment expectat ions or respon sibi l i t ies should be discussed 

with an employee’s superv isor , the Director of GSRP/Head Start  or the human resources 

department.  Any matter or concern that involves harassment, bullying, discrimination , 

or the l ike should be immediately reported to Teresa  Zigman at 517-540-6810 or Doug 

Haseley at 517-540-6803.  

 

 

Section 2.   Definit ions  

The fol lowing terms are def ined:  

 

Agency . Denotes the Liv ingston Educational Service Agency  

 

Board. Denotes the L ivingston Educational Service Agency Board of Education.  

 

Day. Denotes a working day unless otherwise stated. A working day is  any day during which 

any part of the Agency is  scheduled to be in operation unless operations have been 

suspended before 8:00 a.m. by the Employer.  

 

Employee . Denotes any person employed in  any posit ion defined in Paragraph 2, below.  

 

Employer . The term, Employer , denotes the Board, the Superintendent, and their  

designees.  

 

Ful l - t ime Employee .  With regard to the Federal  Affordable Care Act ,  the term “Ful l -t ime 
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Employee” denotes an employee e mployed on average at least 30 hours  of service  per 

week.  

 

Health and Human Services . The term, Health and Human Serv ices, denotes the Federal -  

funding agency commonly known as “Head Start” .  

 

Michigan Department of Education . The term, Michigan Department of Education, denotes 

the State-funding agency commonly known as “Great Start Readiness Program.”  

 

Part -t ime Employee . The term, Part -t ime Employee, denotes an employee who regularly 

works less than 30 hours per week  

 

Policy Council .  The term, Policy Counc i l ,  denotes the decision making body charged with 

the responsibi l ity of  setting objectives,  issuing pol icy , and evaluating programs. The 

Council  consists of e lected parent representatives from Head Start as well  as community  

representat ives as required by funding agencies .  

 

Probationary Employee . The term, Probationary Employee, denotes an employee in the 

f irst 90 days of employment  

 

Superintendent . The term, Superintendent, denotes the Superintendent of the L ivingston 

Educational Serv ice Agency.  

 

Year .  The term, Year, denotes a consecutive 12 -month (365 calendar day)  interval  

beginning July 1st .  

Section 3.   Appl icabi l i ty  

These provis ions shal l  apply without discrimination to any and al l  regular employees 

noted in appendix “A”  employed by the Board.  

 

Nothing in this handbook nor any written or  oral statements or personnel pol ic ies  made 

now or in the future is  intended to create or to consti tute  an employment agreement. 

Liv ingston Educational Service Agency may, at any time, with or without notice , amend, 

modify or e l iminate any of i ts  polic ies , inc luding those set forth herein.  

 

Therefore, Employees may be terminated, with or without cause, and with or without 

notice , at any t ime, at the option of the Board. No supervisor , employee, or individual  

representat ive of the Agency or Board has any authority to enter into any agreement for  

employment for any specif ied per iod of t ime, or to make any agreement contrary to this  

provision.  
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Section 4.   Employment Pract ices  

A.  Vacancies. 

1.  Notice of each vacancy or  new posit ion  shal l  be posted on the Agency ’s  

website .  

2.  During the above posting, any qual if ied Employee may apply us ing the 

Agency’s onl ine appl icat ion system. Fai lure to submit an appl icat ion on or 

before the announced deadl ine date may disquali fy the Employee from 

further consideration.  

3.  All  appl icants  must complete  the fol lowing prior  to being considered for  

employment:  

a.  The state of Michigan's Department of L icensing and Regulatory 

Affairs comprehensive Child Care Background Check Program (CCBC) 

which inc ludes  state criminal and sex offender registr ies , the  state 

child abuse and neglect registry , the  National Crime Information 

Center (run by the FBI) ,  the  FBI f ingerprint check, and the  National 

Sex Offender Registry  (run by the Department of Just ice) .  

b.  An unprofessional  conduct check.  

 

4.  Each Employee wil l  be noti f ied of the f inal  disposit ion of his/her appl icat ion.  

B.  Hiring. 

1.  All  h ir ing procedures are subject to Board policy 3120 –  Employment of  

Profess ional Staff and 4120 –  Employment of Support Staff .  

2.  The Executive Director for  Ear ly Chi ldhood Programs  or the Director of  Ear ly 

Childhood Special  Education (or their  designees)  shall  conduct al l  interv iews, 

so as to ensure compliance with the Agency’s Pre -Employment and 

Onboarding Procedures.  

3.  Interv iews for permanent positions  shal l  consist of  at least  two Agency 

employees and may be supplemented by Policy  Council  Members. A l l  

interv iew team members shall  be trained on the legali ty  of  interview 

questions pr ior to part ic ipating in any interview.  

4.  After reference checks have been completed with at least  two of the 

candidate ’s former supervisors , recommendations for employment are 

submitted via a Personnel Action Request (PAR)  to the Assistant 

Superintendent for Administrat ive Services  for a f inal interview and/or 

recommendation to the Board.  

5.  Only the Board has the authority to hire and no candidate for  employment 

shall  be considered to be an Employee unti l  s /he is  formal ly approved by the 
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Board. The Director of GSRP/ Head Start  shal l  notify the Policy Council  of al l  

Divis ion 1, 2 and 3 employees hired by the Agency ’s Board of  Education so 

that the Policy Counci l  can take action as required by the Head Start grant.  

C.  Professional Dress. 

1.  Employees should dress  appropr iate ly  for  the ir  ass igned work ,  which 

typ ica l ly  would inc lude casual  at t i re .  Casual  at t i re  would inc lude work 

appropr iate  jeans (no holes) ,  sh ir ts  w i th words/ le t ter ing that i s  preschool  

appropr iate ,  tops that  have  neck l ines  that  provide  adequate  coverage when 

bending or  reaching and c losed - toe shoes.   Inappropr iate  att i re  inc ludes 

sportswear/yoga pants  and c lothing (shorts ,  sk i r ts ,  dresses ,  e tc . )  that  

exposes the leg more than two inches above the knee .   Leggings may be 

worn under other appropr iate  c loth ing.   

 

D.  Physicals, TB Tests, and HBV Vaccine. 

1.  All  employment offers are sub ject to a pre-employment physical ,  conducted 

by the Agency ’s designated physic ian.  The Agency shall  cover the ful l  cost of 

the physical .  

2.  Divis ion 1,  2,  and 3 employees are required to have a current TB test on f i le .  

The employee is  responsible for the cos t of the TB test .  

3.  Employees are el igible for  reimbursement of  the HBV vaccine.  Prior approval  

must be received to quali fy for reimbursement.  

E.  Transfers. 

1.  The Employer may transfer and place an Employee in a posit ion. Such 

transfers and placements wil l  be wit h prior notice.  

F.  Code of Conduct.  

All  employees are expected to comply with al l  rules , regulat ions, and board 

pol ic ies with part icular attention being paid to the fol lowing:  

1.  Immediately report al l  instances of suspected chi ld abuse or neglect as  

required by Board Policy 8462 –  Student Abuse and Neglect .  

2.  Comply with Board Policy  8350 –  Confidential ity ,  and sign an oath of 

confidential i ty at the beginning of each school year.  

3.  Refrain from accepting gi f ts as noted in Board Policy 3110/4110 –  Confl ic t of  

Interest and Board Policy 3214/4214 –  Staff Gifts.  
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4.  Refrain from engaging in lobbying or pol i t ical  activi t ies as noted in 42 U.S .C.  

9851(b)(1-3) .  

5.  Fol low establ ished Agency procedures for use of Agency vehicles.  

6.  Refrain from using ce l l  phones (cal l ing, texting, or email ing)  for personal use 

while at work without superv isor approval and comply at al l  t imes with Board 

Policy 7530.01 –  Staff  Use of Wireless Communication Devices.  

7.  Report t ime and attendance accurately ,  t imely , and as directed by superv isory 

personnel .  

8.  Report on the job accidents or in jur ies to supervisory personnel t imely and 

as permitted by emergency s i tuations. As  soon as possible the employee 

should complete a written acc ident/ injury report .  

9.  Comply with Board Policy #7540.04 –  Staff  Network and Internet Acceptable  

Use and Safety.  

G.  Travel & Conference Reimbursement .  

1.  All  overnight travel must be pre -approved by the Agency’s Superintendent.  

Employees may seek approval for attending conferences and seeking 

reimbursement of reasonable expenses using designat ed Agency forms in 

accordance with Board Pol icy 3440/4440 –  Reimbursement of  job- related 

expenses and 6550 –  Travel Payment & Reimbursement.  

2.  Employees that attend ful l -day conferences without staying overnight quali fy  

for reimbursement of  lunch if  one is  not provided with the event registrat ion.  

3.  Employees that stay overnight at  a  conference qual ify  for  re imbursement of  

lunch and dinner on the f irst day of travel and breakfast and lunch on the last  

day of travel .   

H.  Reimbursement for Supplies & Materials .  

1.  Items purchased for program use shal l  qual ify for re imbursement if  approved 

in advance by the employee’s superv isor.  There wil l  be no reimbursement for  

sales tax.  

I.  Tuition Reimbursement. 

1.  Any Divis ion 1, 2 or  3 Early Childhood Employee may apply  for tuit ion 

reimbursement. Information regarding Tuition Reimbursement and Tuit ion 

Reimbursement Applicat ions can be obtained from the Director  of  GSRP/Head 
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Start.  

1.  The amount of  funding,  or reimbursement, provided to each employee is  

dependent upon the level  of avai lable  funding and indiv idual request for 

funds.  

2.  There are three pr iori t ies  considered when reviewing appl icat ions for Tuit ion 

Reimbursement:  

a.  Does the coursework support staff in  working towards proper 

credentials required for the position?  

b.  Does the coursework support staff development in order to provide 

quali ty serv ices to chi ldren and famil ies?  

c .  Does the coursework support identi f ied staff development/program 

goals?  

J .  Professional Learning and Performance Evaluation.  

Employees in Divis ions 1, 2 and 3 are required  to fol low the Early Childhood 

Profess ional Learning System Guide as presented at the beginning of the school  

year.  

Al l  Employees wil l  be evaluated on an annual basis.  At the beginning of the year 

the supervisor wil l  review with the employee the standards by which their  

performance wil l  be assessed. The supervisor wi l l  conduct a mid -year review with 

the Employee and provide feedback regarding their performance. The employee 

wil l  s ign and date the beginning of year and mid -year discussion summary 

prepared by the supervisor as wel l  as the year -end evaluation.  

K.  Reduction and Recall.  

1.  Reduction. I f  i t  is  necessary to have a reduction in the number of employees, 

reduct ions wi l l  be based on seniori ty ,  cert i f icat ions and educational 

credentials.  Reductions wi l l  occur  unti l  the number of remaining employees 

corresponds to the number of remaining positions.  

 

2.  Recall .  Employees meeting the cert if icat ion and educational  credential  

requirements for avai lable  posit ions wil l  be recalled back on seniori ty basis as 

of the date of recal l .  

 

L.  Discipline. 

The Agency shall  comply with Board Pol icy 3139.01 –  Teacher Discipl ine for al l  

discipl inary matters .  Such policy shall  be fol lowed for teachers as wel l  as al l  other 

Head Start and Great Start Readiness Program staff .  
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Section 5  –  Compensation and Fr inge Benefits  

A.  Compensation. 

1. Salary Schedule .  

Appendix A , attached hereto, sets forth rates of compensation to be paid to 

Employees.  

 

Divis ion 3 hourly staff members are required to submit t imesheets as 

outl ined by the Director of Early Chi l dhood Services at the beginning of each 

school year.  

2. Overtime.  

Overtime at 1-1/2 t imes the non-exempt Employee’s straight - t ime rate shall  

be paid for al l  required actual work in excess of 40 hours in one week. Al l  

overtime must have prior administrative ap proval.  

3.  Compensatory T ime . 

Compensatory t ime is subject to pr ior written approval  by the employee ’s  

supervisor and must be used within two weeks of the pay period in which it  

was earned.  

4.  Holidays . 

Divis ion 1 employees shall  receive hol iday pay for Ju ly 4 t h ,  Labor Day, Day 

before Thanksgiving Day, Thanksgiv ing Day, Fr iday after Thanksgiving Day,  

Christmas Eve, Christmas Day,  Day after Christmas,  two (2)  Christmas Break 

Days,  New Year ’s  Eve,  New Year’s  Day, Good Fr iday and Memorial  Day.  

Divis ion 4 employees shal l  receive holiday pay for July 4th,  Labor Day,  

Thanksgiving Day, Christmas Eve, Christmas Day, New Year ’s  Day, Good Friday,  

and Memorial  Day.  

5.  Child Care for Meetings . 

Individual c lassroom Associate Teachers and Food Serv ice Workers wil l  be the 

f irst level of staff ing for chi ld care and wi l l  be paid at their regular rate of  

pay.  

B.  Fringe Benefits.  

Note:  Divis ion 3 employees are not e l ig ible  for any fr inge benefi ts.  

 

1.  All  Board-paid fr inge benefi ts shall  terminate on the last day of  employment 

with the Agency .  

2.  Unpaid Status . 



 

 
8 

An Employee on an unpaid status wi l l  lose al l  Board -paid fr inge benefi ts ,  

effect ive the last day of the month fol lowing the month in which his/her 

unpaid status began.  

3.  Health, Dental ,  and Vis ion benefi ts .  

a.  Divis ion 1, 2 and 4 Employees shal l  be e l igible  for the fol lowing health,  

dental ,  and vision benef its  upon acceptance of  written applicat ions by 

the benef it  carrier and shal l  be effective when the requirements  

establ ished by the benef it  carrier are met.  

b.  An Employee and an Employee's family  members who are e l igible for  

the health care insurance provided by this  Sect ion shall  not be entit led 

to receive such insurance coverage i f  they are el igible to receive such 

insurance coverage through another employer , with the fol lowing 

exceptions: (1)  the health care double coverage prohibition shal l  not 

apply if  the other employer wil l  not permit i ts  employees to drop the 

health insurance coverage provided through the other employer for the 

Employee or the Employee's  family members and so states in writ ing 

to the Board, and (2)  an Employee who has family members who receive 

health insurance coverage as a result of  a divorce decree shal l  be 

entit led to receive the health care insurance provided by this Section 

for those e l igible family members who do not receive health care 

insurance as a result of the divorce decree.  

c .  The Employee wil l  be el igible for Board -paid dental and vis ion care 

insurance only if  he/she does not receive such dental /v is ion care 

insurance coverage through another employer. For the appr opriate  

coverage, the Employee shal l  veri fy in  writing that he/she is  el igible for  

such coverage. Written veri f ication shall  be completed once el igibi l i ty  

status is  achieved and then annually each year during open enrol lment .  

After that t ime any Employee w ith double  health or dental  coverage 

shall  reimburse the Board the cost  of his/her health or dental coverage 

for the duration of such double coverage.  

d.  Any changes in family status shall  be reported by the Employee in 

writing to the Accounting Department wi thin thirty (30)  days of such 

changes. The Employee shall  be responsible for any overpayment of  

premiums by the Board in his/her behalf for fai lure to comply with this  

provision.  

4.  Health benef i ts.  

a.  The health benef it  p lan is  subject to change as  communicated  by the 
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Agency.  

b.  Quali f ied employees may choose single , 2 -person, or family coverage, 

as appropriate. The Board shall  contribute a maximum monthly amount 

towards health benefi ts equal  to the single  subscr iber rate in 

accordance with MCL 15.563 (PA 152) .  Such amounts are subject to 

adjustment by the State Treasurer annually.   

5.  Dental Benefi ts.  

a.  The dental  benef it  p lan is  subject to change as  communicated by the 

Agency.  

b.  The Board shal l  contribute a maximum monthly amount towards dental  

benefi ts for quali f ied emp loyees equal  to 80% of  the s ingle i l lustrative  

rate as established by plan actuar ies.  

6.  Vision Benefits .  

a.  The v ision benef it  p lan is  subject  to change as communicated by the 

Agency.   

b.  The Board shal l  contribute a maximum monthly amount towards dental  

benefi ts  for quali f ied employees equal  to 80% of  the s ingle i l lustrative  

rate as established by plan actuar ies.  

7.  Alternative Coverage.  

a.  Any Divis ion 1,  2 or  4 Employee who is  inel igible for health care 

insurance as provided for above due to coverage e lsewhere, may elect ,  

in writing,  to receive an amount not to exceed $80 per month in l ieu of  

medical coverage. Any Employee who is  inel igible for dental care 

insurance as provided for above due to coverage e lsewhere, may elect ,  

in writing,  to receive an amount not to ex ceed $10 per month in l ieu of  

dental coverage. If  the IRS rules that such language adversely affects  

taxable personal income of employees, the Board wil l  e i ther:   

i .  Seek an alternate approved IRS transfer  to benefi ts plan or,  i f  

such is  not possible ,  

i i .  Withdraw this provis ion.  

8.  Term Life Insurance.  

a.  Divis ion 1, 2 and 4 Employees are e l igible for a $20,000 term l ife  

insurance policy paid by the Agency , subject to carrier terms . The policy  

shall  have a 30-day conversion right upon termination of  employment.  
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Any Employee elect ing his/her r ight of conversion in order to keep term 

l ife insurance in force must contact the insurance carrier within thirty 

(30)  days of his/her last day of employment. The term l ife insurance 

wil l  apply only to those Employees active ly  at w ork when the policy is  

effect ive as def ined above.  

9.  Long Term Disabi l i ty .  

a.  Divis ion 1, 2 and 4 Employees, who work at least 25 hours per week on 

a regular ly  scheduled basis ,  receive a long -term disabil ity (LTD)  benefi t  

with a premium fully paid by the board.  The LTD plan replaces 60% of  

the monthly income loss , subject  to plan l imitat ions and exclusions.  

Benefi t  payments wil l  be reduced by other income received or el ig ible  

to be received in accordance with the plan documents.  Employees must 

be disabled for 90 calendar days before benef its may be payable.  

10.  Worker ’s  Compensation.  

 

a.  Employees are covered by Workers ' Compensation.  A l l  on -the-job 

accidents , as wel l  as job- incurred injuries, however sl ight ,  must be 

reported promptly .   Workers ’  Compensation is  coordi nated with 

earned s ick t ime to ensure the consistency of daily wages whi le earned 

sick t ime is available .  Accordingly ,  a portion of earned sick leave wil l  

be automatical ly deducted from the employee’s s ick bank to 

supplement approved Workers ’  Compensation.  Once al l  s ick t ime has 

been exhausted, the employee is  no longer paid through the Agency 

and is only paid through Workers ’  Compensation for the period as 

defined in Michigan Law.  

 

Section 6.   Work Schedule  

A.  Daily Work Schedule.  

Divis ion 1, 2 and 3 e mployee workdays are subject to the Ear ly Childhood Program 

Calendar and communicat ions issued by the Director of GSRP/Head Start to attend 

mandatory staff in -service and training sessions.  

Divis ion 4 employee workdays are subject to the Family Service Coordinato r  

Calendar and communicat ions issued by the Director of Ear ly Childhood Special  

Education to attend mandatory staff in -service and training sessions.  
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 Days  /  

Year  

Hours  /  

Day 

Div is ion 1  
  

Ear ly  Chi ld hood  Spec ia l i s t  255  8  

Mental  Hea l th  &  Dis abi l i t i es  Coordin ator  198  8  

Fami ly  Se rv ices  &  Enrol lment  Coordin ator  255  8  

Heal th  Coordin ator  255  8  

ERSE A S upp ort  Spec ia l i s t /Heal th  Supp ort  Spec ia l i s t  255  8  

Execut ive  Ass is tant  t o  the  Direct or  of  GSRP /  He ad Start  255  8  

D iv is ion 2    

Lead Teac her  181  7 .5  

Lead Teac her-  Extended  Year  198  7 .5  

Soc ia l  Emot ion al  Supp ort  Spec ia l i s t  181  7 .5  

Soc ia l  Emot ion al  Supp ort  Spec ia l i s t   –  Extended  Year  198  7 .5  

D iv is ion 3    

Assoc iate  Teacher  (w/CD A )  156  7 .5  

Assoc iate  Teacher  (w/CD A)  -  Extended Year  172  7 .5  

Assoc iate  Teacher  (No  CD A)  156  7 .5  

Assoc iate  Teacher  (No  CD A)  –  Extended  Year  172  7 .5  

Food  Serv ice  W orker   156  7  

Presch ool  A ide  156  -  172  4  -  7  

D iv is ion 4    

Ear ly  On Fami ly  Serv ice  Coordin ator  243  8  

 

 

B.  School Closings.  

Employees are not required to report on scheduled  workdays if  the district or  

bui ld ing to which they are ass igned that day is  c losed. The  Agency shall  provide for  

up to f ive (5)  paid days after which the days are rescheduled. The Agency shall  

attempt to provide advance notice v ia te lephone. In si tuat ions  when the employee 

is  scheduled for professional learning outside the ass igned district or build ing,  
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he/she should sti l l  report as scheduled unless the professional learning activi ty is  

also closed/cancel led.  

Section 7.   Vacation Time 

Note:  Divis ion 2 and Divis ion 3 employees are not e l igible for any vacation time.  

A.  Accrual.   

1.  Divis ion 1 & 4 Employees wil l  be granted vacat ion time with pay in accordance 

with the fol lowing schedule based on their length of serv ices as of Ju ly 1st:  

•  Up to one year -  1/2 day per month 

•  Up to f ive years –  1 day per month  

•  Five years or more –  1.5 days per month  

2.  Employees who do not complete the ful l  work year shall  have earned vacat ion 

days prorated.  

B.  Accumulation. 

Employees may not carry over more than five (5)  days of vacation time from one 

year to the next.   

C.  Approval. 

Requests for vacat ion time must be submitted on the appropriate form and have 

prior administrative approval .  

Section 8  –  Leaves of  Absence  

All  leaves of absence must be requested in advance using the AESOP ( aesoponline.com) 

reporting system (or  appropriate absence request form as appropriate) .  Employees are 

responsible for arranging their own subst itute from the approved l is t of  Agency 

substi tutes. The employee must inform their c lassroom team regarding their absence and 

the person scheduled as a subst itute.  

Should the employee not be able to provide advance notice, such as i f  they become i l l ,  

they must contact the Director  of GSRP/Head Start  at (517) 548-2100.  

A.  Authorized - With Pay. 

All  paid leave t ime is pro -rated based on the port ion of the year the employee is  

scheduled to work. Should an employee terminate employment with t he Agency,  

any paid days credited but not earned (based on the portion of  the year worked) 

shall  be deducted from his/her last pay.  

https://login.frontlineeducation.com/login?signin=79509378bc178ec06acffcecd66ea388&productId=ABSMGMT&clientId=ABSMGMT#/login
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B. Sick Leave  

Effective July 1, 2019 the Agency adopted Publ ic  Act 338 of 2018,  commonly 

known as the Paid Medical Leave Act ( “PMLA”) .   The f irst f ive (5)  of s ick days (40 

hours)  al located wil l  be considered paid medical leave days. Paid Medical Leave 

(PML) days may be used in 1/4 -day blocks for reasons as def ined in PA 338 (as 

amended by PA 369) .   Staff wi l l  be l imited to 40 hou rs of use for c ircumstances 

related to paid medical leave on an annual  basis.    

 

1.  Accumulat ion.   

a.  On July 1st each Divis ion 1 & 4 Employee wi l l  be credited with thirteen  sick 

leave/PLM days.  To this amount wil l  be added the amount of his/her 

previously  accrued and unused sick  leave up to a maximum of one hundred 

twenty (120) days.  Accumulated sick  leave shall  terminate upon severance 

of employment.  

b.  On July 1st  each Division 2 employee wi l l  be credited with e ight (8)  s ick  

leave/PML days.  To this amount wil l  be  added the amount of his/her 

previously accrued and unused sick leave up to a maximum of eighty (80)  

days. Accumulated sick leave shall  terminate upon severance of  

employment.  

c .  On July 1 s t  each Divis ion 3 employee wil l  be credited with f ive  and a half  

(5.5)  s ick  leave/PML days. To this amount wil l  be added the amount of  

his/her previously accrued and unused sick leave up to a maximum of f if ty  

(50)  days. Accumulated sick leave shall  terminate upon severance of 

employment.  

2.  Uti l izat ion.   

Cr iteria for uti l izatio n of the f irst forty hours of s ick leave t ime shal l  comply 

with the PMLA.  To ensure ful l  compliance with PMLA, concerns with the denial  

of PMLA t ime shal l  be directed to the Assistant Superintendent of  

Administrat ive Services. PMLA time includes, but is  no t necessari ly l imited to:  

•  Physical  or mental i l lness , injury, or health condition of the employee or  

his or her family member.  

•  Medical diagnosis ,  care, or treatment of the employee or employee’s family 

member.  

•  Preventative care of the employee or his or  he r family member.  

•  Closure of the employee’s primary workplace by order of a public  off ic ia l  

due to a public  health emergency.  

•  The care of his or her  child whose school or place of care has been closed 
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by order of a publ ic  off ic ial  due to a public  health eme rgency.  

•  The employee’s or his  or her family member’s exposure to a communicable 

disease that would jeopardize the health of others as determined by health 

authorities or a health care provider.  

•  Additionally ,  for domestic v iolence and sexual assault  s ituat i ons, 

employees may use PML time for the fol lowing:  

•  Medical care or psychological or other counseling.  

•  Receiving services from a victim services organizat ion.  

•  Relocat ion and obtaining legal services.  

•  Part ic ipation in c ivi l  or criminal proceedings related to  or result ing from 

the domestic violence or sexual assault.  

 

Al l  s ick leave time beginning with the 41st hour shall  be used only for :  

 

a.  Personal i l lness , injury or quarantine.  

b.  Serious i l lness in the immediate family ,  i .e. ,  husband, wife , chi ld , father 

or mother that requires the presence of the Employee not to exceed 

five (5)  consecutive days.  

c .  The Employee shall  noti fy the administrat ion of his/her impending 

absence stating the period of leave and where he/she can be contacted 

during the day. Each Employee s hal l  give  such notif ication pr ior  to 

his/her scheduled on -the- job starting t ime.  

d.  The Employee may be required by the Superintendent or designee to 

give a written, s igned statement from the Employee’s physician or from 

the Employee indicat ing the reason for  such absence when reporting 

to work on the f irst working day fol lowing his/her absence. Fai lure to 

comply with this provision wi l l  result in the withholding of pay for such 

leave days.  

C.  Personal Business.   

1.  Personal business leave shall  be used in ¼ day in crements only for the 

purpose of conducting business which requires the personal presence and 

attention of the Employee and which cannot be conducted at al ternative t imes 

which do not interfere with the duties of employment. The portion of personal  

business time not used by the Employee by the end of the year shal l  be added 

to the individual s ick leave bank.  

2.  Requests for personal business t ime must be submitted on the appropriate 

form and have prior administrat ive approval .  

3.  Employees may be granted personal  business days as fol lows:  
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•  Divis ion 1 = four (4)  days per year  

•  Divis ion 2 = three (3)  days per year  

•  Divis ion 3 = two (2)  days per year  

•  Divis ion 4 = four (4)  days per year  

Divis ion 2 and Divis ion 3 extended school  year  employees wi l l  receive one (1)  

additional personal business day .  

D.  Jury Duty Leave. 

An Employee who is summoned for jury duty shall  be paid an amount equal to the 

dif ference between the amount of salary he/she would otherwise have earned by 

working on that day and the daily jury fee paid by the court ,  not including travel  

al lowances or reimbursement of expenses for each day on which he/she reports  

for or performs jury duty and on which he/she otherwise would have been 

scheduled to work.  

E.  Bereavement Leave. 

1.  When death occurs in an Employee ’s immedi ate family  (defined as  spouse,  

parent, parent of  current spouse,  child , brother or s ister) ,  the Employee, upon 

request ,  wil l  be excused for  up to the f irst  f ive (5)  normally  scheduled working 

days immediate ly fol lowing the date of death.  If  the funeral is  scheduled at a 

later  date (def ined as more than 10 calendar days after  the date of  death,  but 

less than 30 calendar days) ,  the Employee,  upon written request ,  can opt to 

defer up to two (2)  of  the f ive (5)  normal ly scheduled working days to attend 

the funeral .  Proof of attendance must be submitted for funerals/memorials  

scheduled at a later date.  

2.  An Employee wi l l  be excused, upon written request for three (3)  days to attend 

the funeral upon the death of  a grandparent, s tepparent, stepchi ld or  

grandchild.  Two (2)  additional days may be granted at the discret ion of the 

Superintendent or designee .  

3.  An Employee wil l  be excused, upon written request ,  for one ( l )  day, provided 

he/she attends the funeral ,  upon the death of  an aunt, uncle,  niece, nephew, 

sister-  in- law, brother - in- law.  

4.  An Employee shall  notify the admi nistration of his/her impending absence 

stat ing the per iod of leave and where he/she can be contacted.  

5.  An Employee excused from work under this  Section shal l  receive the amount 

of wages he/she would have earned by working during the straight -t ime 
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hours on such scheduled days of work for which he/she is  excused.  Payment 

shall  be made at the Employee's rate of pay, not including premiums, as of 

his/her last day worked. T ime thus paid wil l  not be counted a s hours worked 

for purposes of overt ime.  

F.  Authorized –  Without Pay. 

1.  Conditions. Unless otherwise indicated, the fol lowing condit ions shall  apply 

to unpaid leaves of absence:  

a.  Salary increments  shall  not accrue, fr inge benef its shal l  not accrue, s ick 

leave days shall  not accrue (but unused sick leave days held at the star t  

of the leave shall  be reinstated upon return) .   

b.  T ime spent on an unpaid leave wil l  not be added to the Employee ’s  

senior ity .  

c .  Requests for unpaid leaves shall  be in writing to the Human Resources 

Supervisor , and must have prior written approval before becoming 

effect ive.  

d.  Employees granted unpaid leaves of up to thirty (30)  calendar days may 

retain medical insurance coverage at Board expense.  

e.  Employees granted unpaid leaves of more than thirty  (30)  calendar days 

may retain only  medical  insurance coverage at their  own expense for a 

period not to exceed one year.  

f .  Individuals  granted a leave under the Family and Medical  Leave Act wil l  

retain benef i ts ,  as required under the Act .  

2.  General  Provis ions.  The Employer may grant Employees who have met certain 

cri teria for procedures, as outl ined below, leaves of absences without pay.  

a.  Each request for an unpaid leave of absence wil l  be considered on its 

individual merits.  

b.  The application shall  be submitted i n accordance with the provisions 

of this section.  

c .  The part icular c ircumstances surrounding each leave wi l l  be reviewed 

by the Employer with the understanding that its  decis ion wi l l  in no way 

establ ish a precedent. I f  the leave is  d isapproved, a reason in w riting 

wil l  be given.  

d.  The decision of the Employer as to whether such leave shall  be granted 
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is  f inal .  

e.  The Board shal l  re -employ such Employee provided he/she remains 

quali f ied, returning on schedule from an approved leave of absence of  

not more than fi f ty  (50)  employee-scheduled workdays.  

f .  Employees who are granted leaves of absence exceeding f i f ty (50)  

employee- scheduled workdays wil l  be rehired upon noti f ication of  

intent to return as soon as positions for which they are quali f ied are 

available.  

g.  Leaves wil l  not be granted for purposes of seeking outs ide 

employment.  I f  the Employee secures other employment whi le on 

leave, the Employee’s removal and termination of  employment is  

automatic .  

G.  Short-Term Leaves.   

When approved by the Assistant Superintendent fo r Administrat ive Serv ices , short-

term leaves without pay may be granted.  

1.  Personal leave which could not be arranged at any other t ime or for which 

the Agency feels  no responsibi l i ty (maximum of f ive  (5)  employee -scheduled 

work days) .  

2.  Duty with the mi l i tary  reserves or National Guard when such obl igat ions 

cannot be ful f i l led on non-working days.  

3.  Employees granted short - term leaves shal l  retain their benef its  during such 

leaves and shall  be re -employed at the end of such leaves.  

H.  Maternity Leaves. 

1.  An Employee who has a doctor ’s  note stat ing that he/she is  d isabled may use 

accumulated sick t ime.  

2.  Other requests for sick t ime to cover maternity leaves should be directed to 

the Human Resources Supervisor .  

3.  Requests for additional leave t ime fol lowing the birth of a chi ld should be 

directed to the Human Resources Supervisor .  

I.  Family and Medical Leave Act.  

Under certain conditions, the Family and Medical Leave Act (FMLA) provides for up 

to 12 weeks of leave without loss of medical/dental insurance for employees who 



 

 
18 

meet the cr i teria.  Further information can be obtained from Human Resources.  



Appendix A – Wage Scale-   

 FLSA    
 

Scale  
 

Step 1  Step 2  Step 3  Step 4  Step 5  Step 6  Step 7  

Division 1  

Early Childhood Specialist Exempt 1 40,331 42,350 44,472 46,675 49,021 51,449 54,040 

Mental Health and Disabilities Coordinator Exempt 2 31,316 32,884 34,531 36,242 38,159 39,948 41,960 

Family Services & Enrollment Coordinator Exempt 3 39,617 41,596 43,676 45,859 48,144 50,572 53,081 

Health Coordinator Exempt 4 42,106 44,105 46,328 48,654 51,082 53,632 56,304 

ERSEA Support Specialist/Health 
Support Specialist 

Non-
Exempt 

5 28,336 29,764 31,232 32,803 34,435 36,169 37,985 

Executive Assistant to the Director of 
GSRP/Head Start 

Non-
Exempt 

6 31,110 32,660 34,292 36,026 37,801 39,698 41,698 

Division 2 

Lead Teacher – ZA or ZS Endorsement Exempt 1 27,571 28,955 30,394 31,915 33,503 35,186 36,938 

Lead Teacher – ZA or ZS Endorsement 
Extended Year 

Exempt 1 30,160 31,675 33,249 34,912 36,650 38,491 40,407 

Lead Teacher – BA in Early Childhood Exempt 2 24,354 25,575 26,865 28,209 29,621 31,087 32,648 

Lead Teacher – BA in Early Childhood 
Extended Year Exempt 2 26,641 27,977 29,388 30,858 32,403 34,007 35,714 

Lead Teacher – BA Exempt 3 22,562 23,675 24,869 26,118 27,422 28,793 30,232 

Lead Teacher – BA Extended Year Exempt 3 24,681 25,898 27,205 28,571 29,997 31,497 33,071 

Social Emotional Support Exempt 4 26,200 27,517 28,874 30,327 31,833 33,422 35,105 

Social Emotional Support -Extended Year Exempt 4 28,661 30,101 31.586 33,175 34,823 36,561 38,402 

Division 3 

Associate Teacher (w/CDA) 
Non-
Exempt 

1 11.37 11.94 12.54 13.17 13.82 14.51 15.24 

Associate Teacher (No CDA)  
Preschool Aide, Food Service Worker 
(including Substitutes)  

Non-
Exempt 

2 11.15 11.71 12.29 12.91 13.56 14.23 14.94 

Division 4 

Early On Family Service Coordinator 
Non-
Exempt 

1 17.88 18.76 19.68 20.67 21.72 N/A N/A 

 

Scale and Steps :  Employees shal l  be placed on the salary scale based on a combinat ion of  
years of  exper ience and job performance. The Assistant  Super intendent for  Ear ly Learning shal l  
recommend changes in the scale steps to the Assistant  Super intendent for  Administrat ive  
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Services . Al l  scale s tep changes are subject  to Board approval.  

Subst itute Lead Teacher Pay.   Assoc iates that  subst i tute as Lead Teachers  w i l l  receive an 

hour ly rate of  $16.00 for the t ime spent  in  the capac i ty of  Lead Teacher  in  the c lassroom . 
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Appendix B –  Calendar of  Operations  
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Appendix C –  Organizational  Chart  –GSRP/Head Start  
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Appendix D –  Organizat ional  Chart -Curriculum/Instruct ion  

 




