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EQUAL EMPLOYMENT OPPORTUNITY

The Rensselaer Central Schools Corporation School Board shall comply with all Federal
laws and guidelines prohibiting discrimination and with all requirements and
administrative guidelines of the U.S. Department of Education. It is the policy of the
RCSC School Board that no non-instructional staff member or candidate for a position in
this School Corporation on the basis of the Protected Classes of race, color, national
origin, sex (including sexual orientation and transgender identity), disability, age,
religion, military status, ancestry, genetic information (collectively, “Protected Classes”™),
or any other legally protected category shall be discriminated against, excluded from
participation in, denied the benefits of, or otherwise be subjected to, discrimination in any
program or activity for which the RCSC School Board is responsible or for which it
receives financial assistance from the U.S. Department of Education.

TERMS OF EMPLOYMENT

The terms of employment shall be communicated to a noncertified employee at the time
of initial hiring. A packet of important information shall be given to the employee during
the first week of employment. 1t is the employee’s responsibility to review the materials
and submit required documentation as directed. The noncertified employee understands
that the purpose of this Noncertified Employees Handbook is to outline the terms of
employment, to provide guidance on the rights, privileges and responsibilities of
Noncertified Employees and to allow for a fair and equal treatment of Noncertified
Employees. This Noncertified Employees Handbook is not intended and should not be
understood to create an employment contract or guarantee terms of employment.

NON-CERTIFIED EMPLOYMENT CATEGORIES

Each employee is designated as either NONEXEMPT or EXEMPT from Federal and
State wage and hour laws. NONEXEMPT employees are entitled to overtime pay under
the specific provisions of Federal and State laws. EXEMPT employees are excluded
from specific provisions of Federal and State wage and hour laws.

In addition to the above categories, each employee will belong to one other employment
category:

YEAR-ROUND-FULL-TIME EMPLOYEES

Year-Round Full-time employees have satisfactorily completed their probationary
period and are regularly scheduled to and do work a twelve (12) month/260-day
work year (2,080 annual hours). Generally, they are eligible for the School
Corporation’s benefit package, subject to terms, conditions, and limitations of
each benefit program.




SCHOOL YEAR FULL-TIME EMPLOYEES

School Year Full-time employees have satisfactorily completed their probationary
period and are regularly scheduled to work less than the full-time work schedule,
but at least thirty (30) hours per week and 180 days per year (1,080 annual hours
or more). Generally, they are eligible for some benefits sponsored by the School
Corporation, subject to the terms, conditions, and limitations of each benefit
program.

PART-TIME EMPLOYEES

Part-time employees have satisfactorily completed their probationary period and
are scheduled to work less than thirty (30) hours per week. While they do receive
all legally mandated benefits (such as Social Security and workers® compensation
insurance), they are eligible for some benefits sponsored by the School
Corporation, subject to the terms, conditions, and limitations of each benefit
program.

PROBATIONARY EMPLOYEES

Probationary employees are in the process of having their performance evaluated
to determine whether further employment with the School Corporation is
appropriate. Employees who satisfactorily complete the probationary period will
be notified in writing of the new employment classification. The Probationary
period is sixty {60) days in length beginning on the day the employee begins new
employee orientation.

TEMPORARY EMPLOYEES

Temporary employees are hired as interim replacements, to temporarily
supplement the work force, or to assist in the compietion of a specific project.
Employment assignments in this category are of a specific duration. Employment
beyond any initially stated period does not in any way imply a change in
employment status. Temporary employees retain that status unless and until
notified of a change of status in writing. While temporary employees receive all
legally mandated benefits (such as workers’ compensation insurance and Social
Security), they are ineligible for all of the School Corporation’s other benefit
programs.




Emplovee Conducet and Work Rules

To assure orderly operations and provide the best possible work environment, the
Rensselaer Central Schools Corporation expects employees to follow rules of conduct
that will protect the interests and safety of all employees and the School Corporation. It
is not possible to list all the forms of behavior that are considered unacceptable in the
workplace. The following are examples of infractions of rules of conduct that may result
in disciplinary action, up to and including termination of employment:

a. Inappropriate removal or possession of property

b Falsification of timekeeping records

c. Working under the influence of alcohol or illegal drugs

d Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in

the workplace, while on duty, or while operating employer-owned
vehicles or equipment

e. Fighting or threatening violence in the workplace

f. Negligence or improper conduct leading to damage of employer-owned or
personal property

g. Insubordination or other disrespectful conduct

h. Violation of safety or health rules

i. Sexual or other unlawful harassment

i Possession of dangerous or unauthorized materials, such as explosives or
fircarms, in the workplace

k. Excessive absenteeism or any absence without notice

L. Unauthorized absence from work area during the workday

m. Unauthorized use of telephones, mail system, or other employer-owned
equipment

1. Unauthorized disclosure of confidential information

0. Violation of personnel policies

p. Unsatisfactory performance or conduct

NEW EMPLOYEES

Emplovment and Classification of Non-Instructional Staff
(Policy #4120)

The School Board recognizes that it is vital to the successful operation of RCSC that
positions created by the Board are filled with qualified and competent staff,

Relatives of Board members, Administrators, and Supervisors of any kind, may be
employed by the corporation provided the staff member being employed is not placed in
a position in which she/he would be supervised by the relative staff member.

Any non-instructional staff member’s intentional misstatement of fact material to
qualifications for employment or the determination of salary shall be considered by this
Board to constitute grounds for termination of employment.



When appropriate, no candidate for employment as a non-instructional staff member shall
receive recommendation for such employment without having proffered documented
evidence of his/her certification or pending application for certification.

The Superintendent shall prepare administrative guidelines for the recruitment, selection
and classification of all non-instructional staff members.

Personal Backeround Check

{Policy #4121)

To protect students and staff members, the School Board requires an inquiry into the
personal background of each applicant recommended for employment as a non-
instructional staff member. This background check MUST be conducted PRIOR to any
work performed by the employee. The Superintendent shall establish the necessary
procedures for obtaining the background information, which stall included the following:
Local, State, and National Criminal History Records Check

Sex-offender registry check

Telephone inquiry with each former employer

Explanations of any employment gaps to ensure the candidate has not omitted
an employer where an offense occurred.
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Should it be necessary to employ a person in order {o maintain continuity of a program
prior to receipt of the Background Check, the Superintendent may provide for a substitute
until the Background Check can be performed.

The procedures established by the Superintendent will ensure that information and
records obtained from pre-employment inquiries under this policy are confidential and
shall not be released except to a school employee authorized by the Superintendent or a
School Board Member.

Probationary Period
All new and re-hired non-instructional staff members will service a probationary period
of sixty (60) calendar days. The probationary period begins on the day that the employee
begins new employee orientation. No later than thirty (30) calendar days prior to the
completion of the probationary period, the employee shall receive a written evaluation
concerning the employee’s work performance. This evaluation shall be used to
determine if the employee is to continue his/her employment with RCSC. During the
sixty (60) day probationary period the employee is not eligible for:

1. Health, Dental, Vision, Life benefits
Sick Leave (no compensation)
Bereavement Leave (no compensation)
Holidays {(no compensation)
Personal Business Days (no compensation)
Extended sick leave, family illness leave, personal business leave, and/or
leave without pay.
7. Additional benefits or compensation unless so required by law.
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COMPENSATION

Salary/Wage Schedules

(Policy #4400)

The RCSC School board intends that all non-instructional staff members be properly
compensated for services rendered to RCSC. It also will try to ensure uniformity in the
compensation of non-instructional staff job salary/wage schedules for non-instructional
staff members annually and will adjust salaries as it deems prudent and necessary, and as
financial resources are available. Employees are eligible for raise consideration on
August 1% of each year if they have at least one year (minimum of 120 days) of continued
service with RCSC and an evaluation rating of Highly Effective or Effective for the
previous school year.

Electronie Time Sheets

Accurately recording time worked is the responsibility of every employee. Federal and
state laws require Rensselaer Central Schools Corporation to keep an accurate record of
time worked in order to calculate employee pay and benefits, Time worked is all the time
actually spent on the job performing assigned duties. Employees should accurately
record the time they begin and end their work.

They should also record the beginning and ending time of any split shift or  departure
from work for personal reasons. Overtime work must always be approved before it is
performed.

Altering, falsifying, tampering with time records, or recording time on another
employee’s time record may result in disciplinary action, up to and including termination
of employment. All hourly noncertified employees are required to submit their own
clectronic time sheets. Habitual failure to complete time sheets accurately could resulf in
immediate fermination. Electronic Time sheets must be confirmed and signed by the
supervising administrator.

Time Schedule

Employees are expected to be at work on time and adhere to the attendance rules
established by the local school and Board of Trustees. Noncertified employees shall be
employed on either an hourly, daily, weekly or monthly basis. Ne alteration of schedule
is permitted without direct supervisor’s, principal’s and superintendent’s prior approval,
Noncertified employees are recognized as twelve month, or nine month, employees. The
annual working schedule of those working less than twelve months is to be determined by
the superintendent. The hours of work shall be established by the immediate principal and
superintendent. Employees working less than twelve months do not work on non-school
days, unless authorized by the superiniendent.




Supervision
The superintendent of schools shall be responsible for the coordination of all noncertified

employees. The purpose of supervision shall be to:

1. Aid the employee to attain and maintain maximum effectiveness in skills,
attitudes and characteristics, which pertain to his/her assigned duties and to
the educational program.

2. Promote closer and thus better understanding among personnel of a
noncertified employee's role in relation to the total educational program.

4. Evalvate performance according to a systematic and organized program of
evaluation.

Assignments
Each noncertified employee shall be given a specific assignment in terms of duties, work

hours, length of work year, and assigned supervisor. The following conditions shall
prevail:
1. Work Schedule - All work schedules for building level employees shall be
established by the immediate supervisor and approved by the superintendent.
2. Extra Work and/or Overtime — Must be pre-approved by the principal and the
superintendent. All overtime and extra work will be assigned on an equal
basis.
3. Noncertified employees, especially those individuals new to the job shall look
to the immediate supervisor for an explanation of duties and responsibilities.

Paydays
All employees are paid bi-weekly. Each paycheck will include earnings for all work

performed through the end of the previous payroll period. In the event that a regularly
scheduled payday falls on a day off, such as a holiday, employees will be notified in
advance of the revised payday.

Administrative Pay Corrections

The Rensselaer Central Schools Corporation takes all reasonable steps to ensure that
employees receive the correct amount of pay in each paycheck and that employees are
paid promptly on the scheduled payday. In the unlikely event that there is an error in the
amount of pay, the employee should promptly bring the discrepancy to the attention of
the payroll clerk at the Administration Office so that corrections can be made as quickly
as possible.

Meal Periods

All full-time regular employees are provided with one meal period. Supervisors will
schedule meal periods to accommodate operating requirements. Employees will be
relieved of all active responsibilities and restrictions during meal periods and will not be
compensated for that time.




Policies and Guidelines

Corporation policies and administrative guidelines are available on the corporation web
site (http://www.rensselaerschools.org). Al noncertified employees are expected to be
aware of and adhere to these policies and guidelines.

Lvaluations
The Board believes that a program of continuous evaluation is necessary for the
improvement of noncertified employees. All noncertified employees shall be evaluated
annually by the immediate supervisor.
1. Criteria of Evaluation
a. The evaluation shall cover the major areas of the employee's
responsibilities and duties to the school system and shall include, but not
be limited to:
specific work assignment
understanding the role of the total program
attitude toward children and public education
attitude toward supervisor, teachers, and fellow employees
personal appearance
work habits
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b. The employee's supervisor has the responsibility of informing the
employee about the basts upon which the employee is to be evaluated.

c. All evaluations shall be on Board approved forms. Unsatisfactory
evaluations require justification and documentation with suggestions for
improvement.

d. All evaluations shall be filed in the noncertified employee's personnel
folder in the principal's office and a copy given to the employee and one
delivered to the central office, i.e., superintendent of schools (or designee).

2. Use of Evaluations - Evaluations shall be used to inform employees of job
performance. In order to accomplish these objectives each noncertified
employee shall be given a copy of the evaluation(s) and shall sign the copies
to certify that it has been seen and discussed with the employee. Each
employee shall be permitted to comment on the principal's and central office's
copies.

3. Noncertified employees are at-will employees.

Seniority

A seniority list by classification will be maintained in the Central Office. In case of a
reduction in staff, this list will be used to determine who is to be laid-off. A laid-off
employee will remain on a recall list for one (1) year. Full-time employees will outrank
part-time employees in the classification regardless of their date of employment.



Mileage Reimbursement

Any noncertified employee, as a part of the regular job description, who is required to use
a personal vehicle for corporation business daily or periodically, is eligible for mileage
reimbursement at the RCSC rate. The noncertified employee must keep accurate records
and submit such on an approved claim form at the conclusion of each semester.

Personal Appearance

Dress, grooming, and personal cleanliness standards contribute to the morale of
employees and affect the image that the Rensselaer Central Schools Corporation presents
to patrons and visitors. During business hours, employees are expected to present a clean
and neat appearance and to dress according to the requirements of their positions.
Employees who appear for work inappropriately dressed will be sent home and directed
to return to work in proper attire. Under such circumstances, employees will not be
compensated for the time away from work. Consult your supervisor if you have
questions as (o what constitutes appropriate attire.

SALARY AND WAGES

Income

The salary and wages paid to noncettified employees shall be based upon the
classification of work. Years of experience are determined as of each employee’s hire
date, Any unique exceptions must be approved by the superintendent. If you leave the
employment of the school system and are hired back for employment in the same
classification, previous years worked count for experience (up to 8). If an employee
changes job classifications, the pay schedule starts at the beginning rate (total years
experience does not change). An employee must work a minimum of 120 days in order
to qualify to receive any pay increase approved by the board.

Overtime

Approved work over and above forty (40) hours per week (Monday through Sunday) is
classified as overtime. All overtime must be authorized in advance by the immediale
supervisor, building principal and superintendent of schools (or designee). In
determining overtime pay, more than forty hours of actual hours worked per week must
be documented. Holidays, sick days, personal business days, vacation days, ete., do
not count as hours worked. Overtime shall be calculated at a time-and-one-half rate,
and reimbursement will be determined according to the circumstances involved.

Compensatorv Time

RCSC does not recognize the practice of compensatory time. All nonexempt (see
Employment Categories) employees must have the PRIOR approval from their
Supervisor or Superintendent to receive pay for any additional time worked over and
beyond their regularly scheduled hours. Employees are never to take or be given
additional time off for any time worked over and beyond their regularly schedule hours.
Salaried EXEMPT employees (see Employment Categories) are NOT to be paid extra or
to receive any time off for any time worked over and beyond their regularly scheduled
hours.
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Double Dipping
Employees are not permitted to receive more than one (1) wage for any work performed
during their regularly scheduled work hours.

Salaried Employee

A salaried employee is an employee who is paid a set rate for pay for each workweek
period over the duration of a fifty-two (52) week year. In the case of EXEMPT
employees (see Employment Categories) any additional time worked over and beyond an
employee’s regularly scheduled workweek is considered part of the employee’s salaried
wage. Any time worked in excess of a NONEXEMPT employee’s regularly scheduled
workweek is to be pre-approved and compensated in that pay period, and not to be
compensated in additional time off.

Direct Deposit

Direct Deposit is mandatory for all employees at RCSC. Unique exceptions may be
approved by the superintendent. Failure to provide Direct Deposit information could
result in a delay of compensation, and/or require you to pick up your check at the Central
Office.

Holidays
If one of the holidays described below would occur on a weekend, the superintendent will

confirm a suitable replacement holiday (i.e. Friday or Monday).

Year-Round Full-Time Employees shall be eligible to receive paid holidays as follows:
New Year's Day

Good Friday (only if school is not in session)

Memorial Day

Independence Day

Labor Day

Thanksgiving Day

The day after Thanksgiving

Christmas Eve

Christmas Day
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School Year Full-Time and Part-Time Employees shall be eligible to receive paid
holidays as foilows:

1. Labor Day

2. Good Friday (only if school is not in session)

INSURANCE
Annually, the Board of School Trustees shall adopt the premiums to be paid per
employee for the approved corporation insurance programs. Employees may make



recommendations regarding insurance plans and carriers, but the Board shall have final
authority to award contracts. An employee is eligible for programs mentioned below in
accordance with provisions of the policies. Temporary employees are not eligible for
insurance benefits.

Health Insurance

All Year-Round and School Year Full-Time noncertified employees, employed 3¢ or more
hours per week, may participate in the Corporation Health Insurance program. Initial
enrollment in the plan must be within four (4) weeks of the date ending the probationary
period. Requests for enrollment or plan modification in subsequent years must be made
during the designated period of open enroliment, or due to a life-altering event. Premiums
are paid (1) one month in advance. Cancellation of a policy must be made in writing and no
refunds will be given. Contact the Administration Office for current plans and rates.

Dental and Vision Insurance

All Year-Round and School Year Full-Time noncertified employees, employed 30 or more
hours per week, may participate in the Corporation Dental and Vision Insurance program.
Initial enrollment in the plan must be within four (4) weeks of the date ending the
probationary period. Requests for enrollment or plan modification in subsequent years
must be made during the designated period of open enrollment, or due to a life-altering event.
Premiums are paid (1) one month in advance. Cancellation of a policy must be made in
writing and no refunds will be given. Contact the Administration Office for current plans
and rates.

Health Clinic

All noncertified Year-Round Full-Time, School Year Full-Time and School Year Part-Time
employees may participate in the Health Clinic Services. The employee cost of Clinic
Services will be determined by the School Board each year.

Life Insurance

The Board will pay for the purchase of the corporation’s $50,000 term life insurance program
for Year-Round Full-Time and School Year Full-Time and Part-Time employees. The
employee shall pay one dollar ($1.00) per year. Initial enrollment in the plan must be within
four (4) weeks of the date ending the probationary period.

Workmen's Compensation Insurance

The Board of School Trustees shall provide workmen's compensation insurance as required
by the laws of the State of Indiana. Employees shall not receive both sick leave pay and
workmen's compensation benefits for the same absence.

Section 125
The benefits provided to employees by Section 125 of the Revenue Act of 1978 shall be
made available to any employee so requesting. The salary schedule shall include an amount




set aside for Section 125 benefits which includes nontaxable benefits of major medical, long-
term disability, short-term disability, Section 79 life, non-reimbursed medical, and dependent
care. Payroll deduction shall be made available to the administrator of the plan for voluntary
universal life, annuities and disability coverage when applicable. The carrier for the plan
shall be selected by the Board. Any administrative costs of the plan shall be paid by the
employee.

403b Program
All noncertified employees may contribute to an approved 403b program through payroll
deduction.

Garnishment of Wages
Any employee who must have garnishment of wages will be assessed a twenty-dollar
($20.00), fee by the Administration Office.

ABSENCES AND LEAVES

Sick Leave
» Year-Round Full-Time emplovees shall receive sick leave of six (6) days per
year, cumulative to ninety (90) days on July I*' of each year. New employees will
receive pro-rated sick days after the 60 day probation period. (Number of days
remaining fo be worked divided by 260 times 6)

» School Year Full-Time and Part-Time employees shall receive sick leave of five
(5) days per year cumulative to seventy (70) days. New employees will receive
pro-rated sick days afier the 60 day probation period. (Number of days
remaining to be worked divided by 260 times 5)

Sick days may be taken in one-half day increments. The use of three consecutive sick
days will require a verifying note from a doctor. New sick days will be awarded on July
1 of each year.

Personal Business Leave
»  Year-Round Full-Time employees will receive two (2) days per year for personal
business and may accumulate up to four (4) days on July I* of each year. Any
unused personal days over the maximum of four (4) as of June 30 will be rolled
over into the employee’s sick leave account. New employees will receive pro-
rated personal days after the 60 day probation period.  (Number of days
remaining divided by 260 times 2)

» School Year Full-Time and Part-Time employees will receive one (1) day per
year for personal business and they may not accumulate. Any unused personal
days as of June 30 will be rolled over into the employee’s sick leave account.




Personal business days may be taken in one-half day increments. Notice for the use of
this leave will be given to the building principal to facilitate the scheduling of substitutes.
New personal days will be awarded on July 1 of each year.

No personal business day shall be used immediately before or after a student break (i.e.
Spring Break) unless prior approval is granted by the immediate supervisor, building
principal, and superintendent.

Emergency Leave
With the approval of the immediate supervisor, principal and superintendent employees
may use their accumulated sick and/or personal business days for emergency leave.

Bereavement

In the case of a death(s) within the immediate family, five (5) successive school days will
be granted to any employee. The immediate family shall be interpreted as spouse, child,
step-child, grandchild, mother, father, sister, brother, mother-in-law, father-in-law, son-
in-law, daughter-in-law, grandparents, partner, or any other member of the family unit in
the same household. If more than one death in the immediate family should occur, five
(5) working days will be granted for each death. In the event the death occurs within the
immediate family and that family member’s services or financial affairs require a
different arrangement of bereavements days, arrangements are to be approved by the
Superintendent.

One (1) working day shall be granted for the death of a brother-in-law, sister-in-law,
aunt, uncle, niece or nephew. One (1) working day, to attend the funeral, will be granted
to any employee who is part of the final services.

Unpaid Days
Unpaid days will be approved only after all available paid days are used. Unpaid days

will be approved in unique circumstance only. Unpaid days must be approved, in
advance, by the immediate supervisor, principal and superintendent. Written approval
must accompany the employee’s time sheet. Excessive absence, including approved
unpaid days, may be considered reason for dismissal.

Family Medical Leave Act (FMLA)
Guideline #4430.01

In accord with Federal and State Law, the School Board shall provide up to twelve (12)
workweeks of unpaid leave to all non-instructional staff members working 1250 hours or
more during any select year for one of the following reasons:
A. The birth or care of a child
B. The adoption or foster care of a child
C. The care of a spouse, son, daughter, or parent if such individual has a serious
health condition
D. A serious health condition of the staff member. Such a condition may be an
illness, injury, impairment, or physical or mental condition that either involves
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inpatient care in a hospital hospice or residential medical facility, or that
requires continuing treatment by a healthcare provider (M.D. or D.O.}, as
defined by applicable law.

Vacations

Personnel working tess than twelve (12) months per year do not have vacation rights. All
vacation days must be approved in advance by the immediate supervisor. No vacation
time shall be granted during the two (2) weeks prior to the beginning date of school or
two (2) weeks following the end date of school. No more than two weeks of vacation can
be taken during the months of June, July and August, unless approved by the
superintendent. With the immediate supervisor's approval, assigned building level
employees will have the prerogative to take vacations during Christmas, spring or
summer recesses. Vacation days will be provided after one (1) year of employment and
every January 1%, thereafter. New employees will receive pro-rated vacation days on their
anniversary date. (Number of days remaining in the calendar year divided by 260 times
10) Ex: Jane's anniversary date is September 1. There are 75 working days remaining
until December 31°. 75/260 = .29 x 10 = 2.90. Jane would receive 3 days 1o use
benveen September | and December 31. January 1 she would receive 10 days. The
Board will not buy unused vacation time.

Year-Round Full-Time employees will earn vacation rights as follows:
a. employed more than one (1) year and less than § years -- two (2) weeks of paid
vacation
b. employed more than five (5) years, but less than ten (10) years --
three (3) weeks of paid vacation
¢. employed ten (10) years or more -- four (4) weeks of paid vacation

Jury Duty

Non-instructional staff members shall contact their Supervisor when they are called for
jury duty or a court appearance. In the case of absence due to jury duty, an employee will
receive regular base pay salary. The employee MUST submit a copy of the verification
of payment by the court along with the endorsed check received from the Court in order
to receive pay for the day. While on jury duty, staff members are required to report daily
their schedule for the following day, and must report to work when excused for a day or
more or suffer loss of pay. The time spent on jury duty will not be charged against
personal leave and will count as time on the job.

Subpoena
In the case of absence in response to a subpoena, an employee will be paid in accordance

with how a jury duty pay is handled.

Maternity/Paternity/Adoptive Leave

A staff member may request a leave of absence for maternity or adoption. The leave
length will be governed by consideration for the employee’s health, the need for
continuity in services, and the maintenance of qualified RCSC staff.




RCSC reserves the right, on the advice of the non-instructional staff member’s physician,
to specify the point at which sick leave shall commence, the length of the time for which
leave shall continue after the disabling event, and the conditions under which the
classified staff member may return to work. A thirty (30) day written notice of the intent
to return to work must be submitted to the Superintendent. Maternity and adoptive leave
may extend for no longer than one (1) calendar year commencing from the first day of
absence. Non-instructional staff members SHALL NOT be compensated for leave taken.

Unrequested Leave of Absence

(Policy #4161)

RCSC is committed to providing an environment in which its employees feel safe. If the
Superintendent reasonably believes that an employee poses a direct threat due to a
medical condition, the non-instructional staff member will be offered the opportunity for
a meeting to discuss these issues.

If a non-instructional staff member refuses to attend the meeting, the Board may order the
non-instructional staff member to submit to an appropriate examination by a physician
designated and compensated by the Board to determine whether the employee can
perform his/her job without posing a direct threat, with or without a reasonable
accommodation. Where the physician designated by the Board disagrees with the
physician designated by the non-instructional staff member, the two (2) physicians shall
agree in good faith on a third impartial physician who shall examine the non-instructional
staff member and whose medical opinion shall be conclusive and biding on the issue of
ability to perform assigned duties with or without accommodation. The expenses of a
third examination shall be borne by the Board.

If, as result of such examination, the non-instructional staff member is found to be unable
to perform assigned duties with or without accommodation, the non-instructional staff
member may be placed on leave of absence for reasonable time to heal or until the staff
member is able to perform the essential job function, but only for period not to exceed
one (1) year.

Military Leave

(Policy #4437)

If your employment with RCSC is interrupted in order to serve with the United States
Armed Forces, either on active or reserve training duty, you will be eligible for a military
leave with all the rights of re~employment established under Federal Law.

RETIREMENT

State Retirement Plan
All Year-Round Full-Time employees shall join the State Retirement System (P.E.R.I.).




Social Security
Both employer and employee deductions shall be made in accordance with federal

statutes.

Insurance After Retirement

Any noncertified employee retiring from the school corporation shall be eligible

To continue the insurance plan(s), provided the carrier permits such participation without
additional charge to the school corporation's policy by contributing the full monthly
premium owed the insurance carrier directly fo the school corporation with other
conditions being as follows:

1. Any noncertified employee member must be at least fifty-five (55) years of
age, but not more than sixty-five (65) years of age on or before June 30 of
retirement year and have a minimum of ten (10) years of experience with
Rensselaer Central Schools Corporation to qualify for this benefit.

2. To start coverage, the noncertified employee shall pay two (2) months'
premiums, one of which the corporation shall hold in reserve.

3. Thereafter, monthly premiums are due on or before the first of the month
preceding coverage.

4. Failure to receive payment by the scheduled date shall result in permanent
cancellation of this benefit without right to reinstatement.

Severance Pay

Any Year-Round Full-Time non-certified employee who is sixty-two (62) years of
age and have 15 or more years experience in RCSC will receive severance pay of
twenty dollars ($20) times the number of sick days accumulated. The number of
accumulated sick days will be established on the last working day before retirement.
An employee who is sixty-two years (62) of age and suffers ill health which
necessitates early retirement shall receive the severance pay benefit to which the
employee would have been entitled had notice been given as specified. It is
necessary in this case to provide written verification from a physician to be eligible
for benefits under this provision. If an employee dies who has already submitted their
intention to retire, the employee's estate shall receive the severance pay benefits.

SCHOOL CLOSINGS AND SCHOOL DELAYS

School Closings




Year-Round Full-Time employees are scheduled to work when school is canceled due to
severe weather, fires, power failures or other emergencies. However, Year-Round Full-
Time employees may use a vacation day or personal day in place of the day absent.
Employees with essential duties may be asked to work on a day when the corporation is
officially closed. In these circumstances, employees who work will receive regular pay.

School Year Full-Time and Part-Time employee are not scheduled to work when school
is canceled due to severe weather, fires, power failure or other emergencies. School Year
Full-Time and Part-time employees may not use personal days, and are not expected to
report to work unless specifically authorized by the immediate supervisor, building
principal and superintendent. They will be paid when the day is made up.

eLearning Days

When eLearning days are used, employees not scheduled to work have the following

options:

1) Make up the days after all student days for the school year are completed. These days
must be approved by the supervisor and made up within two (2) weeks of the end of
school.

2) Use available Sick/Personal Days for the eLearning day in lieu of working after all
student days for the school year are completed.

School Delays
When school is delayed due to bad weather, office employees may report to work at the

normal time at their own discretion, weather permitting.

Aides are to report at the delayed time. Sick or Personal Days used on a delay day will
be for the number of hours of the day. Ex: 2 hour delay would be paid S hours
instead of 7.

MISCELLANEOUS INFORMATION

STAFF TRAININGS REQUIRED BY POSITION
ANNUAL

EVERY 2 YEARS

EVERY 3 YEARS
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Blood Human Child | Youth | Bullying | Seclusion | Back | Slips,
Borne | Trafficking | Abuse | Suicide | Recognition and Injury | Trips
Pathogens and and Restraint | and and
Neglect Response | Recurrent | Lifting | Falls
Aides v v v v v v v
Custodians i v W v v v
Nurse v v v v v v
Building v v o v v v
Secretary
Administration v v v v v
Staff
FERPA | Playground | Seizures | Homeless
Supervision Youth &
Children
Aides v v v v
Custodians v
Nurse v v v
Building v v
Secretary
Administration v L
Staff

Hepatitis B Vaccines

RCSC staff (as per Guideline #8453.01) shall be offered free vaccinations with the
Hepatitis B vaccine after training. RCSC will offer the employees the opportunity to
receive or decline hepatitis vaccinations.

Harassment

(Policy #4362)

RCSC is proud of its professional congenial work environment, and will take all
necessary steps to ensure that the work environment remains pleasant for all who work
here.  All employees must treat each other with courtesy, consideration and
professionalism. RCSC will not tolerate harassment of any employee by any other
employee or supervisor for any reason. In addition, harassment for any discriminatory
reason, such as race, sex, national origin, disability, age, religion, or other protected
category is prohibited by state and federal laws. RCSC prohibits not only unlawful
harassment, but also other unprofessional and discourteous actions.
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In response to every complaint, RCSC will take prompt investigatory actions and
corrective and preventative actions where necessary. Fach investigation shall be
conducted in a timely and confidential manner.

Any employee who engages in objectionable conduct is subject to discipline up to and
including termination.

Smoking
In keeping with Rensselaer Central Schools Corporation’s intent to provide a safe and

healthful work environment, smoking is prohibited throughout the workplace and
grounds. This policy applies equally to all employees, students, and visitors.

Substance Abuse

(Policy #4170)

Any non-instructional staff member whose physical characteristics, appearance, behavior,
or breath odor suggests to a supervisor that s/he may be under the influence of alcohol
shall be requested to take a Breathalyzer test at the local police station. The non-
instructional staff member shall be taken to the station by a supervisor.

Should the non-instructional staff member refuse to take such test or should the results of
the test be positive, s/he shall be disciplined by the Superintendent for conduct
unbecoming a non-instructional staff member and his/her case immediately referred to
the Board for disposition.

Should a supervisor determine from the physical aspects, appearance, or behavior of a
non-instructional staff member that s/he might be under the influence of other drugs, said
non-instructional staff member will be immediately taken to a local health facility for
further diagnosis. Should the non-instructional staff member refuse or be found to be
under the influence of drugs, s/he shall be disciplined by the Superintendent for conduct
unbecoming a non-instructional staff member and his/her case immediately referred to
the Board for disposition.

A non-instructional staff member that has an illness or any other problems relating to the
use of alcohol or other drugs will receive the same consideration and offer of assistance
that is presently extended to support staff having any other illness.

Drug Free Workplace

(Policy #4122.01)

For the purpose of this policy, school property includes any school building; school
premises; school-owned vehicle or other school-approved vehicle used to (ransport
students to and from school or school activities; off school property at any school-
sponsored or school-approved activity, event or function, such as a field trip or athletic
event, where students are under the jurisdiction of the school district; or during any
period of time such employee is supervising students on behalf of the school district or
otherwise engaged in school district business.
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As a recipient of a federal grant, RCSC requires that employees abide by the terms of this
policy and that employees will notify their supervisor in writing of any conviction for a
violation of any criminal drug statute occurring on school property, as defined above, no
later than five (5) calendar days after such conviction. RCSC also requires any employee
who is convicted of any work-place drug crime to notify his/her supervisor in writing
within ten (10) days of/from the notice of conviction.

Dangerous Weapons

(Policy #421°7)

The School Board will not tolerate the possession of weapons, bombs, devices,
instruments, materials, or substances (animate or inanimate) that are used for, or are
readily capable of causing death or serious bodily injury, by any staff member while on
Corporation property, at a school-sponsored event, or in a school vehicle. Any staff
member found possessing such items on Corporation premises, a school vehicle, or
property being used by RCSC for school purposes will be reported to the local law
enforcement agency and prosecuted to the fullest extent of the law. In addition, the
employee will be subject to disciplinary action, up to and including termination.

Staff members shall report knowledge of dangerous weapons and/or threats of violence
by students, staff members or visitors to the principal. The Superintendent shall prepare
administrative guidelines to require that a report be filed as soon as possible with the
appropriate law enforcement agency and that a concerted effort is made to see that the
individual is prosecuted to the fullest extent of the law. Such items may only be brought
onto Corporation property for educational purposes under controlled circumstances when
authorized by the Superintendent.

This restriction applies to any staff member licensed to possess firearms, unless s’he is
serving as a security guard assigned to the School Corporation and is on duty at the time.

QOutside Activities
(Policy #4231)
So that staff members may avoid situations in which their personal interests, activities,
and associations may conflict with the interest of the RCSC the following guidelines are
provided:
A. Refrain from making public utterance about private associations if such
remarks are likely to violate community standards of propriety.
B. Avoid conduct and association outside the school, which, if known, could
have an adverse or harmful effect upon the school community.
C. Do not give job time to outside activities when there is no valid reason to be
excused from assigned duties.
D. Do not use school property or school time to solicit or accept customers for
private enterprises, without written administrative permission.
E. Refrain from expressions that would disrupt harmony among co-workers or
interfere with the maintenance of discipline by school employees.
F. Do not engage in political activities during assigned hours of employment
G. Do not conduct unapproved solicitations on school property.
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H. Do not reveal confidential information to which you were privy at school

None of the foregoing restrictions are to be construed as to make any particular
employee’s conduct a ground for termination where such conduct is counstitutionally
protected as an exercise of free speech or assembly or other right under the Constitution
of Indiana or the United States.

Loss Control Policy

The Rensselaer Central Schools Corporation takes great pride in being a school
corporation of dedicated individuals working together to provide the finest services
possible to our students, staff, and residents in an efficient and safe manner. Accidents in
our corporation are not acceptable. They represent human suffering and seriously
interfere with achieving our common goal. It is our sincere belief that injuries and
property damage resulting from accidents are preventable through the proper
management of our human and physical resources. To this end, the Rensselaer Central
Schools Corporation is charged with the responsibility of providing adequate resources
and leadership to eliminate accidents, which cause injury and property damage. All
employees are encouraged to follow safe work methods and practices, and to have a
concern for the safety of their fellow employees and the students.

Purchase Orders
When someone needs to purchase an item/items for a classroom, office, maintenance job,
etc., the routine is as follows:

1. Prepare your order.

2. Fill out a purchase order. No PO number is needed at this point and no PO
number will be given over the phone. (Make a copy for your own
reference.)

3. We prefer to FAX PO’s, but if there is no FAX number, please address an
envelope to the company where the order is to be sent.

4. Have PO approved and initialed by your building Principal.

5. Send everything to the Administration Office per inter-school mail. The PO
will be numbered and appropriation numbers added. Upon approval by the
Superintendent, the PO will be sent. After the PO is processed the pink and
gold copies will be returned to the school offices.

6. When shipment is COMPLETE, please send the gold copy back to the
Administration Office, signed and “Approved”. If invoices are received, by
you, at the school, please forward them to Dawn Claussen as soon as possible,
as payment cannot be made without an invoice. If orders are not complete,
please do not say it’s “OK to pay”, unless the un-shipped portion of the order
has been cancelled and will not be shipped at all, at which time, payment wili
be made for what has been received. The approval half sheets will be sent o
you if the gold copy of the PO is not received at the Administration Office.
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Use of Equipment and Vehicles

Equipment and vehicles essential in accomplishing job duties are expensive and may
be difficult to replace. When using property, employees are expected to exercise
care, perform required maintenance, and follow all operating instructions, safety
standards, and guidelines. Please notify the supervisor if any equipment, machines,
tools, or vehicles appear to be damaged, defective, or in need of repair. Prompt
reporting of damages, defects, and the need for repairs could prevent deterioration of
equipment and possible injury to employees or others. The supervisor can answer
any questions about an employee’s responsibility for maintenance and care of
equipment or vehicles on the job. The improper, careless, negligent, destructive, or
unsafe use or operation of equipment or vehicles, as well as excessive or avoidable
traffic and parking violations, can result in disciplinary action, up to and including
termination of employment.

Technology Privacy
All staff will be required to read and sign an Acceptable Use Policy.

USDA NON-DISCRIMINATION STATEMENT
The USDA and the State of Indiana are equal opportunity providers and employers.
Indiana Department of Education
Division of School and Community Nutrition Programs
Room 229, State House
Indianapolis, IN 46204-2798
(317) 232-0850 or (800) 537-1142

24



RENSSELAER CENTRAL SCHOOLS CORPORATION

Non-Certified Personnel Performance Evaluation Form

Name: Position:

School Year: Building:

Effective: Consistently meets or exceeds expectations
Needs Improvement: Performance is inconsistent or partially meets expectations
Ineffective: Does not meet expectations

Performance Category

] Ineffective

QUALITY OF WORK: B

L
1
]
£
[
EY
o
2
o
E
R ]
o
@
@
=

“2]Completes routine work with minimal supervision.

“ |Demonstrates initiative when appropriate.

: 3.:{: Makes good use of time and completes tasks in a timely manner

: |Follows teacher directives (assistants are expected to be able to
- |work independently on clerical tasks, one-on-one with students,
Jwith students in the regular education setting and/or small
groups).

“1Communicates regularly with classroom teacher(s).

Iworks effectively with students and on tasks.

COMMENTS Comments are required for any "Ineffective” rating.

TR

INEFE.

PROFESSIONALISM: B s ,
-l [Reports to work regularly and on time (consnstent attendance)

:' Assumes responsibility of students if the teacher must tend to a
Jstudent who is in a crisis situation or other situation.

Demonstrates positive attitude and enthusiasm about the job and
Jassigned duties and cooperative with staff and students.

AMaintains classroom expectations and behavioral expectations as
set up by the supervising teacher.

. IDemonstrates ethical behavior.

“: {Understands and maintains confidentiality.

interacts pasitively with other employees and the public.

COMM ENTS Comments are required for any "Ineffective” rating.




KNOWLEDGE AND SUITABILITY OF POSITION: [ EFF.. NI INEFF.
iiiiini|Demonstrates ability to facilitate learning with small groups ar one
on-one situations.

{Possesses necessary technology skills as required for the position.

[Possesses and applies math skitls as required for the position.

JPossesses the emotional and physical capabilities necessary to
perform duties,

= |Displays proficiency in reading and writing in English.

“|Adapts to change easily {changes in students, environment, and
Hinstruction).

‘|Personal habits are conducive to a good learning environment.

JExpresses patience and tolerance of student learning and
~ibehavioral needs

COMMENTS Comments are required for any "Ineffective” rating.

ADDITIONAL INFORMATION/COMMENTS:

OVERALL RATING:
D Meets Job Performance Expectations

Improvement Plan Necessary to Meet Job Performance Expectations.

Does Not Meet Job Performance Expectations to continue employment.

Employee Signature: Date:

Evaluator Signature; Date:

Note: Signature of Employee is acknowledgement that performance was discussed and does not necessarily
indicate agreement with the ratings. Submission of additional comments by the empiloyee is optional,




RENSSELAER CENTRAL SCHOOLS CORPORATION
Custodial Performance Evaluation Form

Name: Building:

School Year: Supervisor:

Effective: Consistently meets or exceeds expectations
Needs Improvement: Performance is inconsistent or partially meets expectations

Ineffective; Does not meet expectations

Performance Category

Jineffective

o
2
3
&

“:|Needs Improvement

QUALITY OF WORK: I ST
|Completes routine work W|th m;nlmai supervision,

Demonstrates initiative when appropriate.

IMakes good use of time and completes tasks in a timely manner.

=“{Completes tasks accurately.

o Completes tasks in a timely manner

+{Uses proper safety measures

COMMENTS Camments are required for any "Ineffective" rating.

EFE

INEFF. ..

PROFESSIONALISM: [ S G
i :|Reports to work regularly and on time (conmstent attendance)

Follows directions

_ [Demonstrates positive attitude and enthusiasm about the job and
" |assigned duties and cooperative with staff and students.

“|Uses good judgement in performing responsibilities

Demonstrates ethical behavior.

Understands and maintains confidentiality.

Interacts positively with other employees and the public.

COMMENTS: Comments are required for any "Ineffective” rating.




INTERPERSONAL RELATIONS o o0 CEFF 0 UND L INEFES
‘| Deals with colleagues and supervisors in a positive, constructlve
manner

Handles problems in a constructive manner
Works through the appropriate chain of command when

laddressing problems,

Adapts to change easily (changes in routines, environment, and
schedules).

Performs other duties beyond basic expectations that benefit the
:|entire school commuity.

COMMENTS: Comments are required for any "Ineffective” rating.

ADDITIONAL INFORMATION/COMMENTS:

OVERALL RATING:

S e R Meets Job Performance Expectations

Improvement Plan Necessary to Meet Job Performance Expectations.
Does Not Meet Job Performance Expectations to continue employment.

Employee Signature: Date:

Evaluator Signature: Date:

Note: Signature of Employee is acknowledgement that performance was discussed and does not necessarily
indicate agreement with the ratings. Submission of additional comments by the employee is optional,




RENSSELAER CENTRAL SCHOOLS
JOB DESCRIPTION
Position: Corporation Treasurer

Immediate Supervisor: Superintendent of Schools

Days: 260 Days

Job Goal: Serve as Treasurer of Rensselaer Central Schools corporation and has the main
responsibility to keep the school corporation financially strong.

Qualifications: Preferred accounting experience or a minimum of course work in bookkeeping

practices. Proficient computer skills. Experience in public school business office desirable. Ability to
interact positively with school and community. Ability to develop effective working relationships with
staff and school community. Ability to perform duties with awareness of all district requirements and

board policies. Typing, filing, organization, and communication skills.

Duties and Responsihilities:

e Prepare annual budget for School Corporation and follow guidelines set by the Department
of Local Government Finance (DLGF)
e Knowledge of or willingness to learn State Board of Accounts Accounting and Uniform
Compliance Guidelines
¢ Gateway reports: Budgets, Debt Management, Form 100-R, Collective Bargaining Reporting
and Uploading
e Make daily receipts and deposits for all revenue collected
e Reconcile bank statement monthly
e Prepare cash flows
¢ Gather information for tax anticipation warrants when needed
¢ Balance all funds and appropriations monthly
e Balance all grants and prepare financial statements for Department of Education (DOE),
prepare final expenditure reports and send to DOE on a fimely basis
¢ QOversee accounts payable and payroll to make sure reports are completed on time
¢ Invest excess cash as needed
¢ Report to Department of Education the following:
o Form 9 {Biannual Financial Report)
o School Report Card {due annually)
o  All Federal Grants Compliance
e See all new employees and discuss benefits such as insurance, TRF, PERF, etc.
* Prepare claims for insurances and balance at the end of each month
e Form 515 — Student Tuition form for tuition students — annually
e Keep track of all Workman’s Compensation Claims and report to insurance company

Prepared by Andrew J. Jones
June 2025



* Notarize documents as needed

¢ Publish annual performance report

e Contact 3" party administrator for all Cobra notices

¢ Prepare claims and keep track of all Debt Services payments

e Balance W-2s annually before mailing

¢ Prepare a budget appropriation for the Board of School Trustees on a monthly basis

e Periodically meet with all corporation building treasurers to keep them updated on financial
matters. Train new building treasurers.

s Assist Superintendent in preparing the annual corporation budget.

e Assist Superintendent in teacher negotiations and classified salary schedules.

s Attend all school board meetings

e Maintain a positive relationship with other staff, parents, and community members

* Process all Purchase Orders after approved by Superintendent

o Order supplies when needed

* Any other duties as assigned by the Superintendent

Physical Demands:

The physical demands here are representative of those that must be met by an employee to successfully
perform the essential functions of this job. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to talk or hear. The employee
frequently is required to stand, walk, and sit. The employee is occasionally required to reach with hands
and arms. Specific vision abilities required by the job include close vision sufficient to read typed or
written material. Occasionally lift materials weighing 25-35 pounds.

Work Environment:

The work environment characteristics described here are representative to those an employee
encounters while performing essential functions of this job. Reasonable accommodations may be made
1o enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate. Work is generally indoors.

The information contained in this job description is for compiiance with the Americans with Disabilities
Act {A.D.A) and is not an exhaustive list of the duties performed for this position. The individuals
currently holding this position perform additional duties, and additional duties may be assigned.

Terms of Employment; Salary and benefits as established by the School Board

Evaluation: An evaluation will be done on the employee’s performance on an annual basis

Prepared by Andrew J. Jones
June 2025




Rensselaer Central Schools Corporation
Job Description

Job Title: Executive Secretary/Payroll
{Confidential Employce)

Reports To: Superintendent

Prepared By: Curtis D. Craig

Prepared Date: June 1, 2018

Employment: 260 Days

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be
assigned.

Compose Board agenda and board notes. Attend all Board Meetings, write and prepare minutes.
Maintain complete and accurate records, other than financial, for the corporation.

Act as Notary Public for School Corporation.

File all reports, or causes reports to be filed, other than financial, in a timely and efficient manner.

Maintain complete and accurate records on all school personnel. (i.e. proper certification, up-to-
date transcripts, etc.)

Serve as Assistant Corporation Treasurer.

Prepare, process and print Superintendent reports and memos.

Act as backup for front desk help along with Treasurer.

Assist in processing incoming mail and other deliveries i.e. UPS, Federal Express, etc.
Maintain Administrative Guidelines, Bylaws and Policy books.

Maintain and distribute Corporation Handbooks.

Maintain and distribute Staff Directory.

Maintain and distribute Job Descriptions and Evaluation Forms.

Maintain continuing education files and records.



Maintain confidentiality regarding information concerning executive secretary duties for the
Superintendent.

Serve as Corporation Payroll executive — maintain all necessary records.

Prepare, print and distribute teacher, administrator and extra curricular contracts.

Type and post job openings.

Post, publish and process all Superintendent and School Board documents as needed.

Maintain positive relationship with staff, parents, students and community.

Maintain copiers and other office equipment.

Perform Criminal History Background checks on perspective employees.

Report all new employees to Indiana New Hire

QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential function
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or

ability required. Reasonable accommodations may be made to enable individuals with disabilities
to perform the essential functions.

EDUCATION and/or EXPERIENCE
Business college training; or six months to one year related experience and/or training; or
equivalent combination of education and experience.

CERTIFICATES, LICENSES, REGISTRATIONS
Valid state driver’s license — operator permit

LANGUAGE SKILLS

Ability to read and interpret documents such as safety rules, operating and maintenance instructions,
and procedure manuals. Ability to write routine reports and correspondence. Ability to speak
effectively before groups of school employees, students or parents.

MATHEMATICAL SKILLS

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common
fractions, and decimals. Ability to compute rate, ratio, and percent and to draw and interpret bar
graphs.

REASONING ABILITY

Ability to solve practical problems and deal with a variety of concrete variables in situations where
only limited standardization exits. Ability to interpret a variety of instructions furnished in written,
oral, diagram, or schedule form.




OTHER SKILLS and ABILITIES:

Must be proficient in the use of computers and laser printers for various office applications. Ability
to type accurately at a minimum speed of 50 words per minute. Employee should also be able to
use the machines, tools, equipment, and work aids that may be representative, but not all inclusive,
of those commonly associated with this type of work, i.e., calculator, duplicating machine, copy
machine, FAX machine, sorting machines, tools, charts, forms, ledgers, schedules, textbooks.

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an employee
to successfully perform the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to talk or hear. The
employee frequently is required to stand, walk, sit, use hands to finger, handle, or feel objects, tools,
or controls, reach with hands and arms, and taste or smell.

The employee must frequently lift and/or move up to 10 pounds. Specific vision abilities required
by this job include close vision, distance vision, color vision, peripheral vision, depth perception,
and the ability to adjust focus.

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate.
The working environment is mainly indoors other than routine errands.
There are no environmental hazards indicated for this position.

TERMS OF EMPLOYMENT:
Twelve (12) months per year. Salary and benefits as established by the School Board.

EVALUATION:
An evaluation will be done on the employee’s performance after the first ninety (90) days and then
on an annual basis.




Rensselaer Central Schools Corporation

Job Description
Job Title: Transportation Executive Secretary/Purchasing
(Confidential Employee)
Reports To: Assistant Superintendent/Superintendent
Prepared By: Curtis D. Craig
Prepared Date: June 1, 2018
Employment: 260 Days

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following.

assigned.

Receive and route incoming telephone calls.

Greet and direct all visitors to various offices/persons,
Process all purchase orders.

Order all Corporation supplies.

Maintain Fixed Assets for School Corporation.

Order and distribute textbooks and maintain inventory.
Serve as monitor for transportation radios.

Assist as directed in monitoring and assigning bus routes,
Process inter-office mail.

Process incoming and outgoing mail and other deliveries.

Serve as Transportation Assistant to the Superintendent.

Other duties may be

Maintain a positive relationship with the community, staff, parents and students,

Co-ordinate the bus driver drug testing policy.
Maintain and copy student transportation handbooks.

Assist new Bus Drivers in the process for obtaining their certificates.



QUALITTICATIONS

To perform this job successfully, an individual must be able to perform each essential function
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or
ability required. Reasonable accommodations may be made to enable individuals with disabilities
to perform the essential functions.

EDUCATION and/or EXPERIENCE
High School diploma or general education degree (GED); or one to three months related experience
and/or training; or equivalent combination of education and experience.

CERTIFICATES, LICENSES, REGISTRATIONS
Valid state driver’s license — operator permit

LANGUAGE SKILLS

Ability to read and interpret documents such as safety rules, operating and maintenance instructions,
and procedure manuals. Ability to write routine reports and correspondence. Ability to speak
effectively before groups of school employees, students or parents.

MATHEMATICAL SKILLS

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common
fractions, and decimals. Ability to compute rate, ratio, and percent and to draw and interpret bar
graphs.

REASONING ABILITY

Ability to solve practical problems and deal with a variety of concrete variables in situations where
only limited standardization exits. Ability to interpret a variety of instructions furnished in written,
oral, diagram, or schedule form.

OTHER SKILLS and ABILITIES:

Must be proficient in the use of computers for various office applications. Ability to type accurately
at a minimum speed of 50 words per minute. Employee should also be able to use the machines,
tools, equipment, and work aids which may be representative, but not all inclusive, of those
commonly associated with this type of work, i.e., copier, calculator, postage meter, laminator,
binding machine, check folder, and other equipment as made available by the school corporation.

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an employee
to successfully perform the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to talk or hear. The
employee frequently is required to stand, walk, sit, use hands to finger, handle, or feel objects, tools,
or controls, reach with hands and arms, and taste or smell.



The employee must frequently lift and/or move up to 10 pounds. Specific vision abilities required
by this job include close vision, distance vision, color vision, peripheral vision, depth perception,
and the ability to adjust focus.

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate.
The working environment is mainly indoors other than routine errands.

TERMS OF EMPLOYMENT:
Salary and benefits as established by the School Board.

EVALUATION:
An evaluation will be done on the employee’s performance after the first ninety (90) days and then
on an annual basis.




Job Title:

Reports To:
Prepared By:

Rensselaer Central Schools Corporation
Job Description

Food Service Director

(Bonded Position — Confidential Employee)
Superintendent

Andrew J. Jones

Prepared Date: 10/16/2025

Employment:

ESSENTIAL

260 Days or As Needed

DUTIES AND RESPONSIBILITIES include the following. Other duties may be

assigned.

General Function and Scope

The School Corporation Nutrition Director/Supervisor will oversee all aspects of the
district Child Nutrition Program (CNP) operation. The job functions include
administration, planning, directing, assessing, implementing, and evaluating the
program in order to meet the nutritional and educational needs of children, as they
relate to the CNP. The school nuatrition professional shall partner with others in the
school district and community to solicit support for the development of a sound
nutrition assistance food program while following federal, state and local guidelines.
The CNP is to provide an environment that supports healthy food habits while
maintaining program integrity and customer satisfaction.

Customer Service

Establish quality standards for the presentation and service of food

Implement a district-wide customer service driven philosophy that focuses on value
and satisfaction

Sanitation, Food Safety and Employee Safety

*

Establish procedures to ensure that food is prepared and served in a sanitary and safe
environment

Monitor all school cafeteria sanitation procedures and respond to inspection from
both county and state

Develop and mtegrates employee safety regulations into all phases of the school
foodservice operation

Establish procedures and policies for risk management

Maintain School Food Safety Program book

Financial Management and Recordkeeping

Establish measurable financial objectives and goals for the CNP
Manage the CNP using appropriate financial management techniques



e Implement efficient management techniques to ensure all records and supporting
documentation arc maintained in accordance with local, state, and federal laws and
policies

e Approve all direct certification, free and reduced applications (and appropriate

notification letters) along with yearly verification of applications

Monthly reporting to State for reimbursement

Oversee HS/JH student lanch deposits and start the daily deposit for those buildings

Oversee deposits from other buildings as needed

Oversee daily cafeteria reporting paperwork

Input/maintain all student data in cafeteria computer program (keep track of all

student accounts for reporting to State)

Monitor and report E-funds deposits

e Prepare bills for payment

Food Production
o Develop procedures to ensure the food production system provides safe nutritious
food of high quality
¢ Ensurc operational procedures for efficient and effective food production and
distribution

Procurement
o Implement a cost-effective procurement system
¢ Develop purchasing guidelines to ensure purchased food and supplies reflect product
knowledge, customer preferences, district needs, policies, and nutrition objectives
e Establish standards for receiving, storing, and inventorying food and non-food
supplies based on sound principles of management.

Program Accountability
o Ensure CNP compliance with all local, state and federal laws, regulations and
policies
e Develop guidelines for providing services in response to disaster or emeigency
situations

Nutrition and Menu Planning

» Develop cost-effective menus (at all buildings) that maintain nutrition mtegrity and
meet all local, state and federal guidelines and regulations. Menus to be posted on
website as well

¢ Provide schools with recipes and portion sheets

o Purchase of all food and input orders

e Monitor and compile nutrient analysis

e Assess customer preferences, industry trends, and current research to plan menus that
encourage participation in the CNP

¢  Work with school staff, teachers, parents and physicians to plan menus for children
with special nutrition needs (i.e. carb counts to school nurse for diabetic students)

(eneral Management




¢ Employ management techniques to maintain an effective and efficient CNP

¢ Provide in-services for cafeteria employees

e Develop short and long term goals through strategic planning for the school
corporation foodservice program that supports the philosophy and policies of the
Board of School Trustees

¢ Tmplement policies and procedures to ensure the effective operations of CNPs

e Develop a long-range program for establishing professional status for the CNP’s role
in the education community

¢ Review current research information to determine health and nutrition-related trends

and foodservice management developments; and develops innovative program

changes and expansions based on this information

Yearly on site reviews from State

Yearly pre-order survey for government commodities

Schedule commodities deliveries

Implement, develop and update all HACCP policies and procedures

Personnel Management

e TImplement personnel policies and procedures for the CNP according to local, state
and federal regulations and laws

¢ Develop job performance standards that provide for performance improvement

s Develop methods for hiring, training and ecvaluating personnel that recognize
education, experience, performance and certification

o LEstablish standards for the professional development of the corporation’s CNP
personnel

e [Hire, evaluate and terminate all cafeteria employees

Facility Layout and Design and Equipment Selection
o Asgist with designing and planning facilities that ensure high quality customer
service, wholesome food production and efficient workflow
¢ Determine equipment needs and specifications consistent with program needs and
budget. Then purchase the equipment

Environmental Management
e Develop and implements policies and procedures to ensure environmental
responsibility

Marketing
¢ Develop a marketing plan to attract students, parents, teachers, administrators,
support staff and the community
s Communicate program information to encourage and secure support for the school
food and nutrition program from the Board of School Trustees, administrators,
faculty, students, parents and community

Computer Technology

¢ Implement management information systems that increase the productivity and
efficiency for the school food and nutrition operation




o Train staff to use computer technology in individual school sites to improve
management techniques

Nutrition Education
e Provide input on the School Wellness Policy as well as serve on the review

committee
Other
e Perform and direct job related proficiency with the highest ethical integrity
e Perform and direct with a commitment to promote a quality CNP that meets the
nutritional needs of the customers served
e Perform and direct with an overall nature that is committed to the goals and visions
of the school district
e Perform and direct appropriate comnwmnication skills with the customers served
s All other reasonable duties as assigned by the Superintendent
QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential function
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or
ability required. Reasonable accommodations may be made to enable individuals with disabilities
to perform the essential functions.

EDUCATION and/or EXPERIENCIE
High School Diploma (or GED) and three (3) years relevant experience in school nutrition
programs.

CERTIFICATES, LICENSES, REGISTRATIONS
Valid state driver’s license — operator permit

LANGUAGE SKILLS

Ability to read and interpret documents such as safety rules, operating and maintenance instructions,
and procedure manuals. Ability to write routine reports and correspondence. Ability to speak
effectively before groups of school employees, students or parents.

MATHEMATICAL SKILLS

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common
fractions, and decimals. Ability to compute rate, ratio, and percent and to draw and interpret bar
graphs. ‘

REASONING ABILITY

Ability to solve practical problems and deal with a variety of concrete variables in situations where
only limited standardization exits. Ability to interpret a variety of instructions furnished in written,
oral, diagram, or schedule form.

OTHER SKILLS and ABILITIES:
Must be proficient in the use of computers for various office applications. Ability to type
accurately. Employee should also be able to use the machines, tools, equipment, and work aids




which may be representative, but not all inclusive, of those commonly associated with this type of
work, i.e., copier, calculator, postage meter, laminator, binding machine, check folder, and other
equipment as made available by the school corporation.

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an employee
to successfully perform the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to tatk or hear. The
employee frequently is required to stand, walk, sit, use hands to finger, handle, or feel objects, tools,
or controls, reach with hands and arms, and taste or smell.

The employee must frequently lift and/or move up to 10 pounds. Specific vision abilities required
by this job include close vision, distance vision, color vision, peripheral vision, depth perception,
and the ability to adjust focus.

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee
encounters while performing the essential Tunctions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work envirormment is usually moderate.
The working environment is mainly indoors other than routine errands.

TERMS OF EMPLOYMENT:
Salary and benefits as established by the School Board.

EVALUATION:
An evaluation will be done on the employee’s performance after the first ninety (90) days and then
on an annual basis.




Rensselaer Central Schools Corporation

Job Description
Job Title: School Bookkeeper
(Bonded position — Confidential Employee)
Reports To: School Principal
Prepared By: Curtis D. Craig
Prepared Date: June 1, 2018
Employment: Elementary - 200 Days

Middle School — 202 Days
High School - 220 Days (1.06 Responsibility Iactor)

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be
assigned.

Receive all funds for extra-curricular accounts, adult and summer classes and all fund raising
activities.

Receive all funds for textbook rental and extra-curricular programs. This includes sending letters to
the people who owe for textbooks and report to principal and Administration Office when ready for
Small Claims Coutt.

Keep accurate records as prescribed by the State Board of Accounts.

Prepare vouchers for payment of all accounts included in 1 and 2 above; then draft checks for the
sdime.

Keep records for lost books and unpaid items for textbook, library, extra-curricular accounts.
Help students with change for pencils, paper, etc. as needed.
Prepare an annual financial report as prescribed by the State Board of Accounts.

Prepare a monthly financial report for the principal and superintendent. Give each sponsor a fund
print out.

Collect fees for building facilities.
Prepare and deposit receipts for the day.
Prepare cash boxes for extra-curricular activities.

Distribute “pony mail” each day.



Responsible for petty cash and payment of claims, postage and library vouchers. Send receipts and
claims to the central office at least monthly.

Prepare requisitions for supplies for ensuing year and during school year when needed.
Supervise and train office aides using various machines.

Maintain absolute confidentiality regarding information which ONLY the secretary and the building
administrators know.

Process incoming mail and other deliveries i.e. UPS, Federal Express, etc.
Replace lost or stolen student ID’s as needed.

Assist assistant principal and/or principal in scheduling rental of school facilities. Calculate,
process, and mail rental fees to applicants.

Compile club rosters for all school clubs for staff use.
Maintain copiers and other office equipment.

Administrate voice mail system.

Type the following:
a. written evaluations when requested
b. letters of notification to parents regarding drug testing results
c. all requisitions for work orders
d. requisitions for supplies for ensuing year and during school year when needed
e. accident reports and file office copy of same
f. letters of recommendation for faculty when asked, i.e., college, military, work efc,
g. student/parent letters and prepare for distribution at registration in August
h. prepare and mail post cards to student/parent with registration dates, times, etc.

{month of July)
suspension and/or expulsions

et

}- purchase office supplies that are not listed on standard supply order and pay from
petty cash
k. type pages and run off faculty/staff handbook each summer and assemble handbook
1. process and maintain records of all work permits
QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential function
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or
ability required. Reasonable accommodations may be made to enable individuals with disabilities
to perform the essential functions.



EDUCATION and/or EXPERIENCE
High School diploma or general education degree (GED); or one to three months related experience
and/or training; or equivalent combination of education and experience.

CERTIFICATES, LICENSES, REGISTRATIONS
Valid state driver’s license — operator permit

LANGUAGE SKILLS

Ability to read and interpret documents such as safety rules, operating and maintenance instructions,
and procedure manuals. Ability to write routine reports and correspondence, Ability to speak
effectively before groups of school employees, students or parents.

MATHEMATICAL SKILLS

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common
fractions, and decimals. Ability to compute rate, ratio, and percent and to draw and interpret bar
graphs,

REASONING ABILITY

Ability to solve practical problems and deal with a variety of concrete variables in situations where
only limited standardization exits. Ability to interpret a variety of instructions furnished in written,
oral, diagram, or schedule form.

OTHER SKILLS and ABILITIES:

Must be proficient in the use of computers and laser printers for various office applications. Ability
to type accurately at a minimum speed of 50 words per minute. Employee should also be able to
use the machines, tools, equipment, and work aids that may be representative, but not all inclusive,
of those commonly associated with this type of work, i.e., calculator, duplicating machine, copy
machine, FAX machine, sorting machines, tools, charts, forms, ledgers, schedules, textbooks.

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an employee
to successfully perform the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to talk or hear. The
employee frequently is required to stand, walk, sit, use hands to finger, handle, or feel objects, tools,
or controls, reach with hands and arms, and taste or smell.

The employee must frequently lift and/or move up to 10 pounds. Specific vision abilities required
by this job include close vision, distance vision, color vision, peripheral vision, depth perception,
and the ability to adjust focus.

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential functions.




The noise level in the work environment is usually moderate.
The working enviroriment is mainly indoors other than routine errands.
There are no environmental hazards indicated for this position.

TERMS OF EMPLOYMENT:
Twelve (12) months per year. Salary and benefits as established by the School Board,

EVALUATION:
An evaluation will be done on the employee’s performance after the first ninety (90) days and then
on an annual basis.




Rensselaer Central Schools Corporation

Job Description
Job Title: Elementary Assistant Secretary
(Confidential Employee)
Reports To: School Principal
Prepared By: Curtis D. Craig
Prepared Date: June 1, 2018
Employment: 192 Days

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be
assigned.

Greet and direct all parents, sales representatives, fund raisers and visitors to various
offices/persons.

Receive and route incoming phone calls.

Record attendance daily and complete reports as needed.

Maintain all student cumulative folders.

Prepare newsletters to parents as well as any other messages that need to be sent home.
Perform other secretarial duties as assigned by principal.

Assist with notification and distribution of student pictures.

Maintain copiers and other office equipment.

Maintain and distribute handbooks for the teachers, parents and extra curriculum guides.
Check in and sort supplies and textbooks.

Collect fees and register students.

Process textbook rental and free and reduced unch applications,

Send letters of approval and denial to all applicants of textbook assistance.

Complete requisitions for all supplies for all offices.



Maintain absolute confidentiality regarding information which ONLY the secretary and the building
administrators know.

Process incoming mail and other deliveries i.e. UPS, Federal Express, etc.
Distribute report cards that are left from previous school year.
Distribute “pony mail” each day.

Assist assistant principal and/or principal in scheduling rental of school facilities. Calculate,
process, and mail rental fees to applicants.

Assist administrators in planning student registration in August.

Process, schedule and mail necessary paperwork for all student discipline issues.
Submit requests to teachers for student homework.

Complete and maintain student insurance forms.

Maintain fire/tornado log book.

Maintain bell schedule.

Type the following:

a. written evaluations when requested

b. letters of notification to parents regarding drug testing results

c. all requisitions for work orders

d. requisitions for supplies for ensuing year and during school year when needed

e. accident reports and file office copy of same

f. letters of recommendation for faculty when asked, i.¢., college, military, work etc.

g. student/parent letters and prepare for distribution at registration in August

h. prepare and mail post cards to student/parent with registration dates, times, etc.
{month of July)

1. suspension and/or expulsions

J- purchase office supplies that are not listed on standard supply order and pay from
petty cash

k. type pages and run off faculty/staff handbook each summer and assemble handbook

1. process and maintain records of all work permits

QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential function
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or
ability required. Reasonable accommodations may be made to enable individuals with disabilities
to perform the essential functions.



EDUCATION and/or EXPERIENCE
High school diploma or general education degree (GEL); or one to three months related experience
and/or training; or equivalent combination of education and experience.

CERTIFICATES, LICENSES, REGISTRATIONS
Valid state driver’s license — operator permit

LANGUAGE SKILLS

Ability to read and interpret documents such as safety rules, operating and maintenance instructions,
and procedure manuals. Ability to write routine reports and correspondence. Ability to speak
effectively before groups of school employees, students or parents.

MATHEMATICAL SKILLS

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common
fractions, and decimals. Ability to compute rate, ratio, and percent and to draw and interpret bar
graphs.

REASONING ABILITY

Ability to solve practical problems and deal with a variety of concrete variables in situations where
only limited standardization exits. Ability to interpret a variety of instructions furnished in written,
oral, diagram, or schedule form.

OTHER SKILLS and ABILITIES:

Must be proficient in the use of computers and laser printers for various office applications. Ability
to type accurately at a minimum speed of 50 words per minute. Employee should also be able to
use the machines, tools, equipment, and work aids that may be representative, but not all inclusive,
of those commonly associated with this type of work, i.e., calculator, duplicating machine, copy
machine, FAX machine, sorting machines, tools, charts, forms, ledgers, schedules, textbooks.

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an employee
to successfully perform the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to talk or hear. The
employee frequently is required to stand, walk, sit, use hands to finger, handle, or feel objects, tools,
or controls, reach with hands and arms, and taste or smell.

The employee must frequently lift and/or move up to 10 pounds. Specific vision abilities required
by this job include close vision, distance vision, color vision, peripheral vision, depth perception,
and the ability to adjust focus.

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential functions.




The noise level in the work environment is usually moderate.
The working environment is mainly indoors other than routine errands.

TERMS OF EMPLOYMENT:
Salary and benefits as established by the School Board.

EVALUATION:
An evaluation will be done on the employee’s performance after the first ninety (90) days and then
on an annual basis.




Rensselaer Central Schools Corporation

Job Description
Job Title: High School Guidance Secretary
(Confidential Employee)
Reports To: School Principal
Prepared By: Curtis D. Craig
Prepared Date: June 1, 2018
Employment: 210 Days

1.06 Responsibility Factor

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be
assigned.

Supervise and train office aides using various machines.
Complete requisitions for all supplies from department chairmen plus supplies for guidance office.
Personal secretary to principal and assistant principal and guidance counselors.

Maintain absolute confidentiality regarding information which ONLY the secretary and the building
administrators know.

Use Power School to scheduled classes.

Process textbook rental and free and reduced lunch applications.
Replace lost or stolen student 1D’s as needed.

Determine Honor Roll students every nine (9) weeks.

Print and distribute report cards and midterm reports during the school year and distribute report
cards that are left from previous school year.

Process student immunization requests/transcripts for current and past students during summer
months and school year,

Schedule all appointments for Guidance Counselors
Update and maintain permanent files of students.
Enroll and withdraw students.

Order diplomas, tassels, Core 40 Stickers



Organize College visits, military visits.
Organize Senior Scholarship Program and Senior Award Night.

Prepare the following reports:
o Vocational
o Dual Credit

Assist administrators in planning student registration in August.

Type the following:

written evaluations when requested

letters of notification to parents regarding drug testing results

all requisitions for work orders

requisitions for supplies for ensuing year and during school year when needed
accident reports and file office copy of same

letters of recommendation for faculty when asked, i.e., college, military, work etc.
student/parent letters and prepare for distribution at registration in August

prepare and mail post cards to student/parent with registration dates, times, etc.
(month of July)type pages and run off faculty/staff handbook each summer and
assemble handbook

i. process and maintain records of all work permits
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QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential function
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or
ability required. Reasonable accommodations may be made to enable individuals with disabilities
to perform the essential functions.

EDUCATION and/or EXPERIENCY
High school diploma or general education degree (GED); or one to three months related experience
and/or training; or equivalent combination of education and experience.

CERTIFICATES, LICENSES, REGISTRATIONS
Valid state driver’s license — operator permit

LANGUAGE SKILLS

Ability to read and interpret documents such as safety rules, operating and maintenance instructions,
and procedure manuals. Ability to write routine reports and correspondence. Ability to speak
effectively before groups of school employees, students or parents.

MATHEMATICAL SKILLS

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common
fractions, and decimals. Ability to compute rate, ratio, and percent and to draw and interpret bar
graphs.




REASONING ABILITY :

Ability to solve practical problems and deal with a variety of concrete variables in situations where
only limited standardization exits. Ability to interpret a variety of instructions furnished in written,
oral, diagram, or schedule form.

OTHER SKILLS and ABILITIES:

Must be proficient in the use of computers and laser printers for various office applications. Ability
to type accurately at a minimum speed of 50 words per minute. Employee should also be able to
use the machines, tools, equipment, and work aids that may be representative, but not all inclusive,
of those commonly associated with this type of work, ie., calculator, duplicating machine, copy
machine, FAX machine, sorting machines, tools, charts, forms, ledgers, schedules, textbooks.

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an employee
to successfully perform the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to talk or hear. The
employee frequently is required to stand, walk, sit, use hands to finger, handle, or feel objects, tools,
or controls, reach with hands and arms, and taste or smell.

The employee must frequently lift and/or move up to 10 pounds. Specific vision abilities required
by this job include close vision, distance vision, color vision, peripheral vision, depth perception,
and the ability to adjust focus.

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate.
The working environment is mainly indoors other than routine errands.

TERMS OF EMPLOYMENT:
Salary and benefits as established by the School Board.

EVALUATION:
An evaluation will be done on the employee’s performance after the first ninety (90) days and then
on an annual basis.




Rensselaer Central Schools Corporation
Job Description

Job Title: Middle School Guidance Secretary
{Confidential Employee)

Reports To: School Principal

Prepared By: Curtis D. Craig

Prepared Date: June 1, 2018

Employment: 192 Days

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following., Other duties may be
assigned,

Supervise and train office aides using various machines.
Complete requisitions for all supplies from department chairmen plus supplies for guidance office.
Personal secretary to principal and assistant principal and guidance counselors.

Maintain absolute confidentiality regarding information which ONLY the secretary and the building
administrators know.

Use Power School to schedule classes.

Process textbook rental and free and reduced lunch applications.

Process incoming mail and other deliveries i.e. UPS, Federal Express, etc.
Replace lost or stolen student ID’s as needed.

Determine Honor Roll students every nine (9) weeks.

Print and distribute report cards and midterm reports during the school year and distribute report
cards that are left {from previous school year.

Process student immunization requests/transcripts for current and past students during summer
months and school year.

Schedule all appointments for Guidance Counselors
Update and maintain permanent files of students.

Enroll and withdraw students.



Assist administrators in planning student registration in August.
Maintain copiers and other office equipment.
Administrate voice mail system.

Type the following:
a. written evaluations when requested
letters of notification to parents regarding drug testing results
all requisitions for work orders
requisitions for supplies for ensuing year and during school year when needed
accident reports and file office copy of same
letters of recommendation for faculty when asked, i.e., college, military, work etc.
student/parent letters and prepare for distribution at registration in August
prepare and mail post cards to student/parent with registration dates, times, etc.
{month of July)
suspension and/or expulsions

Pt e o o
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] purchase office supplies that are not listed on standards supply order and pay from
petty cash
k. type pages and run off faculty/staff handbook each summer and assemble handbook
QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential function
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or
ability required. Reasonable accommodations may be made to enable individuals with disabilities
to perform the essential functions.

EDUCATION and/or EXPERIENCE
High school diploma or general education degree (GED); or one to three months related experience
and/or training; or equivalent combination of education and experience,

CERTIFICATES, LICENSES, REGISTRATIONS
Valid state driver’s license — operator permit

LANGUAGE SKILLS

Ability to read and interpret documents such as safety rules, operating and maintenance instructions,
and procedure manuals. Ability to write routine reports and correspondence. Ability to speak
effectively before groups of school employees, students or parents.

MATHEMATICAL SKILLS

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common
fractions, and decimals. Ability to compute rate, ratio, and percent and to draw and interpret bar
graphs,




REASONING ABILITY

Ability to solve practical problems and deal with a variety of concrete variables in situations where
only limited standardization exits. Ability to interpret a variety of instructions furnished in written,
oral, diagram, or schedule form.

OTHER SKILLS and ABILITIES:

Must be proficient in the use of computers and laser printers for various office applications. Ability
to type accurately at a minimum speed of 50 words per minute. Employee should also be able to
use the machines, tools, equipment, and work aids that may be representative, but not all inclusive,
of those commonly associated with this type of work, i.e., calculator, duplicating machine, copy
machine, FAX machine, sorting machines, tools, charts, forms, ledgers, schedules, textbooks.

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an employee
to successfully perform the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to talk or hear. The
employee frequently is required to stand, walk, sit, use hands to finger, handle, or feel objects, tools,
or controls, reach with hands and arms, and taste or smell.

The employee must frequently lift and/or move up to 10 pounds. Specific vision abilities required
by this job include close vision, distance vision, color vision, peripheral vision, depth perception,
and the ability to adjust focus.

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate.
The working environment is mainly indoors other than routine errands.

TERMS OF EMPLOYMENT:
Salary and benefits as established by the School Board.

EVALUATION:
An evaluation will be done on the employee’s performance after the first ninety (90) days and then
on an annual basis.




Rensselaer Central Schools Corporation
Job Description

Job Title: School Nurse
Reports To: School Principal
Prepared By: Curtis D. Craig
Prepared Date: June 1, 2018
Employment: 185 Days

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be
assigned.

Conduct and perform all examinations and screening activities as required by law.
Observe and follow the guidelines established by the State of Indiana.
Maintain and update School Nurse Policies in Handbooks, in conjunction with the Administration.

Establish procedures for the prevention and control of communicable diseases in the School
District.

Assist with the implementation of a safe and healthy school environment in the schools.
Serve as liaison between the student, family and community as required.

Serve as a consultant to the administrators and school personnel, parents and children in regard to
health needs of students in the school.

Plan and implement immunization programs as required and interpret the significance in findings to
the appropriate personnel.

Maintain all health records and update cumulative record folders as required.

Identify students with specific health problems and suggest solutions to those problems as required
and distribute written list to all faculty.

Conduct a scalp inspection on a regular basis of students who may be infectious to the rest of the
student body and work with the parents and students,

Plan, praise and evaluate the school health program periodically and suggest needed changes.

Acquaint school health personnel with community health problems and strive for the prevention of
disease in an environment safe for students and school personnel.



Be available and provide health counseling in education for students, personnel and community as
needed.

Maintain a positive relationship with other staff, parents, and students.

Provide emergency care for illness or injury occurring during school hours according to established
school policy.

Keep the administration abreast of changes regarding health standards and provide
recommendations as needed.

As warranted by the building administrator, the nurse may make home visiis as required for
communicable disease control and health purposes.

Be a resource person in matters pertaining to health when teachers are planning their curriculum,
Assist and evaluate students to determine if they are under the influence of alcohol or drugs.
Assist in completing all accident report forms and submit to building principal.

Assist in setting up adaptive PE programs for students with medical conditions preventing them
from full participation in gym.

Review field trip list and send available medical information to teacher along with first aid kit and
any necessary medications needed for students.

Participate on Student Assistant and Crisis Teams.

Participate in case conferences for students who have medical needs or who need handicap
provisions arranged.

Provide Universal Precautions Training for new employees and distribute glove packets to staff.

Participate in 504 conferences for students and assist with designing the adaptive learning plan, with
follow-up to see that it is being carried out.

Be available for emergency calls when needed even in another building.

QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential function
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or
ability required. Reasonable accommodations may be made to enable individuals with disabilities
to perform the essential functions.




EDUCATION and/or EXPERIENCE

Indiana Licensed Registered Nurse (preferred) or an Indiana Licensed Practical Nurse. Must
possess a strong academic background in health services and health education, Must be
knowledgeable of the changing growth and behavioral health patterns and how such changes affect
children at all age levels.

CERTIFICATES, LICENSES, REGISTRATIONS
Valid state driver’s license — operator permit

LANGUAGE SKILLS

Ability to read and interpret documents such as general business periodicals, professional journals,
technical procedures, or governmental regulations. Ability to write routine reports and
correspondence.  Ability to speak effectively before groups of school employees, students or
parents,

MATHEMATICAL SKILLS

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common
fractions, and decimals. Ability to compute rate, ratio, and percent and to draw and interpret bar
graphs.

REASONING ABILITY

Ability to solve practical problems and deal with a variety of concrete variables in situations where
only limited standardization exits. Ability to interpret a variety of instructions furnished in written,
oral, diagram, or schedule form.

OTHER SKILLS and ABILITIES:

Must be proficient in the use of computers and laser printers for various office applications. Ability
to type accurately at a minimum speed of 50 words per minute. Employee should also be able to
use the machines, tools, equipment, and work aids that may be representative, but not all inclusive,
of those commonly associated with this type of work, i.e., calculator, duplicating machine, copy
machine, FAX machine, sorting machines, tools, charts, forms, ledgers, schedules, textbooks.

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an employee
to successfully perform the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to talk or hear. The
employee frequently is required to stand, walk, sit, use hands to finger, handle, or feel objects, tools,
or controls, reach with hands and arms, and taste or smeli,

The employee must frequently lift and/or move up to 10 pounds and occasionally lift and/or move
up to 50 pounds. Specific vision abilities required by this job include close vision, distance vision,
color vision, peripheral vision, depth perception, and the ability to adjust focus.



WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate.
The working environment is mainly indoors other than routine errands.

TERMS OF EMPLOYMENT:
Salary and benefits as established by the School Board.

EVALUATION:
An evaluation will be done on the employee’s performance after the first ninety (90) days and then
on an annual basis.




Rensselaer Central Schools Corporation

Job Description
Job Title: Media Aide
Reports To: Media Specialist, School Principal
Prepared By: Curtis D. Craig
Prepared Date: June 1, 2018
Employment: Elementary — 187 Days

Middle School - 182 Days
High School — 189 Days

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be
assigned.

Check books in and out of the Media Center.

Return books to shelves in proper order.

Make out overdue slips.

Assist Media Specialist in reading shelves for inventory, and assist in taking mventory.,
Repair books.

Keep magazine and newspaper file up-to-date.

Prepare book shipment or audio-visual materials to other schools in the system.
Process books and enter Follett data into computer after they have been classified.
Arrange bulletin boards and library displays.

Be instrumental in assisting the Media Specialist and/or the principal in establishing reading
incentive programs.

Check in inventory and circulate computer materials.

Assist in supervising students in the Media Center.

Assist teachers and teacher assistants in use of audio-visual equipment.
Keep lamp and equipment inventory.

Replace lamps, fuses, etc, in equipment.



Check in and out equipment as requested by teachers and teacher aides.
Be able to operate and assist others in the use of media equipment.

QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential function
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or
ability required. Reasonable accommodations may be made to enable individuals with disabilities
to perform the essential functions.

EDUCATION and/or EXPERIENCE
Aides hired after January 1, 2009, ntust have:
- Completed two (2) years of study at an institution of higher education; or
- Obtained an associate’s {or higher) degree; or
- Passed the Para Pro Exam

CERTIFICATES, LICENSES, REGISTRATIONS
Valid state driver’s license — operator permit

LANGUAGE SKILLS

Ability to read and interpret documents such as safety rules, operating and maintenance instructions,
and procedure manuals. Ability to write routine reports and correspondence. Ability to speak
effectively before groups of school employees, students or parents.

MATHEMATICAL SKILLS

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common
fractions, and decimals. Ability to compute rate, ratio, and percent and to draw and interpret bar
graphs,

REASONING ABILITY

Ability to solve practical problems and deal with a variety of concrete variables in situations where
only limited standardization exits. Ability to interpret a variety of instructions furnished in written,
oral, diagram, or schedule form.

COMPUTER LITERACY
Ability to use software programs associated with this job.

OTHER SKILLS and ABILITIES:

The employee should be able to use the following machines, tools, equipment, and work aids which
may be representative, but not all inclusive, of those commonly associated with this type of work:
pen, pencil, pointer, projector, public address system, tape recorder, blackboard, chalk, charts,
diagrams, examinations, manuals, maps, publications, reference books, textbooks, computers. The
employee must maintain a positive relationship with other staff, parents, and students.




PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an employee
to successfully perform the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions,

While performing the duties of this job, the employee is regularly required to talk or hear. The
employee frequently is required to stand, walk, sit, use hands to finger, handle, or feel objects, tools,
or controls, reach with hands and arms, and taste or smell.

The employee must frequently lift and/or move up to 10 pounds. Specific vision abilities required
by this job include close vision, distance vision, color vision, peripheral vision, depth perception,
and the ability to adjust focus.

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate.

TERMS OF EMPLOYMENT:
Salary and benefits as established by the School Board.

EVALUATION:
An evaluation will be done on the employee’s performance after the first ninety (90) days and then
on an annual basis.




Rensselaer Central Schools Corporation

Job Description
Job Title: Instructional Assistant
Reports To: Teachers, Title I Director, School Principal
Prepared By: Curtis D, Craig
Prepared Date: June 1, 2018
Employment: 180 Days

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be
assigned.

Under supervision of licensed teacher and building principal, help to plan, prepare and supervise
classroom activities that directly or indirectly serve all children.

Work with small groups of students to reinforce material initially introduced by the teacher.
Assist individual children in need of special attention.

Supervise drill work, guide independent study, enrichment work, and remedial work for all children
as directed by teacher.

Set up audio-visual equipment for classroom activities and/or tutoring of all children.

Check notebooks, coirect papers, supervise testing and make up work of all children in Title 1
Program.

Under the guidance and direction of the classroom teacher, the aide may type teaching materials,

duplicate tests or make other materials which directly affect the learning environment of all
children.

Assist small groups of children in the library with reading and storytelling.

Participate in In-Service teacher aide training programs as planned to upgrade knowledge and
understanding of student learning.

Keep a daily fog of activities which must include the number of students, tutorial description of
lesson and content taught, books used and a general description of primary objectives of lesson.



QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential function
satisfactorily, The requirements listed below are representative of the knowledge, skill, and/or
ability required. Reasonable accommodations may be made to enable individuals with disabilities
to perform the essential functions.

EDUCATION and/or EXPERIENCE
Aides hired after January 1, 2009, must have:
- Completed two (2) years of study at an institution of higher education; or
- Obtained an associate’s (or higher) degree; or
- Passed the Para Pro Exam

CERTIFICATES, LICENSES, REGISTRATIONS
Valid state driver’s license — operator permit

LANGUAGE SKILLS

Ability to read and interpret documents such as safety rules, operating and maintenance instructions,
and procedure manuals. Ability to write routine reports and correspondence. Ability to speak
effectively before groups of school employees, students or parents.

MATHEMATICAL SKH.1.S

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common
fractions, and decimals. Ability to compute rate, ratio, and percent and to draw and interpret bar
graphs.

REASONING ABILITY

Ability to solve practical problems and deal with a variety of concrete variables in situations where
only limited standardization exits. Ability to interpret a variety of instructions furnished in written,
oral, diagram, or schedule form.

OTHER SKILLLS and ABILITIES:

The employee should be able to use the following machines, tools, equipment, and work aids which
may be representative, but not all inclusive, of those commonly associated with this type of work:
pen, pencil, pointer, projector, public address system, tape recorder, blackboard, chalk, charts,
diagrams, examinations, manuals, maps, publications, reference books, textbooks, computers. The
employee must maintain a positive relationship with other staff, parents, and students.

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an employee
to successfully perform the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to talk or hear. The
employee frequently is required to stand, walk, sit, use hands to finger, handle, or feel objects, tools,
or controls, reach with hands and arms, and taste or smell.



The employee must frequently lift and/or move up to 10 pounds. Specific vision abilities required
by this job include close vision, distance vision, color vision, peripheral vision, depth perception,
and the ability to adjust focus.

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate.
They may be required to work indoors and outdoors.

TERMS OF EMPLOYMENT:
Salary and benefits as established by the School Board.

EVALUATION:
An evaluation will be done on the employee’s performance after the first ninety (90) days and then
on an annual basis,




RENSSELAER CENTRAL SCHOOLS CORPORATION
JOB SUMMARY AND DESCRIPTION OF TASKS

Position: Instructional Aide — Life Skills
Reports to: Classroom Teacher and Building Principal
Basic Function: Assist certified staff to perform instructional and support tasks related to the students’

educational development within the total school environment

Typical Work:

Carry out instructional activities assigned by the teacher

Assist students, individually and in groups, with lesson assignments to present or reinforce learning concepts
Collect and record instructional and behavioral data, predetermined by the teacher

Implement both individual and classroom wide behavior management plans {possibly to include restraint
and/or exclusionary time-out), as stipulated by the teacher

Provide assistance to students with personal care, eating, dressing and toileting needs, including diaper
changing, as necessary and determined by the teacher

Life and maneuver children and/or equipment

Provide support, assistance and modifications to students in inclusion settings, as defined by special and
regular education teachers

Provide instructional and supervisory assistance to teacher during community-based instruction

Assist students with the use of assistive devices including switches, computer software, and communication
books/devices, as designated by the teacher and specific iEP requirements

Assist the teacher in obtaining, constructing and developing materials

Regular on-time attendance

Performs related duties as assigned by the teacher or principal

Qualifications:

High School Diploma

Experience working with children or adults who have special needs, preferred

Ability to work and interact with students with significant mental and physical disabilities
Ability to demonstrate patience while working with students

Ability to lift up to 50 pounds

Ability to work as a team

Able and expected to attend work as scheduled

Able to model appropriate professional behavior



Job Description for a Personal Care Assistant (PCA)

Requirements:

1. CNA (Minimum)
2. Extended Background Check
3. CPR Certified — (Will Train)

QOrganizational Structure:

» Report to the building principal and/or Special Education Supervisor

Task Responsibility:

> Provide personal care and support for a child with a disability, (physical,
emotional or mental} during school hours and at school related activities.

Performance Tasks:

1. Provides one-to-one support and assistance to a student, including support and
assistance in the use of medical equipment (for example, augmentative
communication devices; activities of daily living; and monitoring health and
behavior).

2. Assist the child with personal hygiene, including lavatory functions.
3. Assist the child with life skill functions including eating, and drinking.

4, Support the Instructional Program by assisting the child to remain on task to
complete in class assignments.

5. Assist the movement of the child within the classroom and from room to room
throughout the building.

6. Communicate with the teacher(s) on behalf of the child.

7. Perform other tasks, as required by the principal and/or classroom teacher.

8. A personal care assistant may provide support to more than one student, but not at
the same time. When the personal care assistant is not working with an individual
student in meeting personal care needs, the personal care assistant may be
assigned to work with more than one child meeting their instructional



needs. Services may be provided in a special education class, regular education
class or other instructional setting (e.g., community-based instruction) as provided
in the student’s IEP.

9. Observing, intervening, and redirecting inappropriate behavior.

12. Abide by all building rules and district rules in regard to technology use in the
district.

Signature Date



Rensselaer Lunch Program
Manager Job Description. .

Kitchen Manager

Joh Summary :
Under the direction of the Food Service Director a Kitchen Manager/Cook works to ensure and efficient operation of

the school kitchen for the ultimate health, comfort and benefit of the student. To ensure an atmosphere of efficiency,
cleanliness, and friendliness in which student may be served nutritious meals.

Essential Function

*Plans and directs the preparation and serving of all food in the cafeteria. Determines the quantities of each food to be

prepared daily. Determines the size of serving to meet the necessary requirements with regard to the ages of those

served.

»  Assumes responsibility for the security of food and supplies. Checks food shipment into the school, signing invoic-
es only after each order has been verified. Report to Food Director any faulty or inferior quality food which is re-
ceived. Maintains a correct monthly and annual inventory. Orders on a weekly basis all necessary supplies.

« Supervises the storage and care of food and supplies. Records all food requisitions' from the storeroom and records
all meals served.

o Assumes responsibility for the security of revenue from cafeteria services until it as been turned over to the Food
Director. Maintains current records for Free/Reduce lunch Program.

o Sees that menus developed by the Food Service Director are followed without deviation. Prepares food according
to a planned menu and tested, uniform recipes and determines if the finished product is of best quality in flavor and
appearance before it is served.

« Supervises and participates in the preparation and serving of food.

o  Assigns, directs, plans and supervise the work of kitchen employees. Supervises and instructs in the safe, proper,
and efficient use of all kitchen equipment. Instructs new employees in performing their assigned tasks.

« Keeps employees time records. Plans work schedule and work with Food Director for a substitute if required.
Evaluates the performance of all kitchen employees. Confers with the Food Director in regards to any personal
problems. .

» Reports immediately to the principal any problem or accident occurring in the kitchen or cafeteria premises.

o« Supervises and participates in the daily cleaning of kitchen, serving, storage and dining area, all kitchen equipment
and the washing and sterilizing of all dishes, silverware and utensils. Maintains the highest standatds of safety and
cleanliness in the kitchen.

s Directs sanitation procedures. Inspects the kitchen, cooking and mixing utensils, and employees for cleanliness and
sanitary purposes.

»  Assumes responsibility for checking that all equipment in the kitchen is in safe, working condition, and notifies the
proper authority when repairs or replacement are needed.

»  Must be able to lift and carry 50 1bs.

»  Cooperates with State and County Health Departments for the purpose of ensuring that sanitation requirements are
met,

« Participates in meetings, workshops and seminars for the purpose of conveying and or gathering information re-
quired to  perform functions.

Prepares daily menu production records
Other function: performs of the related duties as assigned for the purpose of ensuring the efficient and effective
functioning of the work unit.




Rensselaer Lunch Program
Manager Job Description -

Other Functions: Performs other related duties as assigned for the purpose of ensuring the efficient and effective func-. - '
tioning of the work unit. ' ’

Job Reguirements: Minimum Qualifications

Skills Knowledge and Abilities

SKILLS are required to perform single technical tasks with a potential need to upgrade skills in order to meet changing
job conditions. Specific skill-based competencies required to satisfactorily perform the functions of the job include: Op-
erating standard office equipment including using a variety of software applications, planning and managing projects,
and preparing and maintaining accurate records.

KNOWLEDGE is required to perform basic math, including calculation using fractions, percent's, and/or ratio's; read a
variety of manuals write documents following prescribed formats, and/or present information to others; and analyze
situations to define issues and draw conclusions. Specific knowledge-based competencies required to satisfactorily
perform the function of the job include: Pertinent laws, codes, policies, and/or regulations; personal processes, stand-
ard development, concepts of grammar and punctuation’ and concepts of quality cooking and nutritional analysis.

ABILITY is required to schedule a number of activities, meetings, and/er events; gather, collate, and/or classify date;
use job related equipment. Flexibility is required to independently work with others in a wide varlety of circumstances;
work with data utilizing defined and similar processes; and opearate equipment using standardized methods. Ability is
also required to work with a diversity of individuals and/or groups; work with similar types of date; and utilize a variety
of job-related equipment. Independent problem solving is required to analyze issues and create action plans. Problem
solving with date requires independent interpretation of guidelines; and problem solving with equipment is limited to
moderate. Specific ability-based competencies required to satisfactorily perform the functions of the job include: adapt-
ing to changing work priorities; communicating with diverse groups and individuals; meeting deadlines and scheduiles;
setting priorities; working as part of a team; and working with detailed information/date.

Responsihility

Responsibilities include; working under fimited supervision us standardized practices and/or methods; directing other
person within a small work unit; and tracking budget expenditures. Utilization of resources from other work units of
often required to perform the job's functions. There is continual Opportunity to impact the organization’s service.

Working Environment

The usual and customary methods of performing the job’s functions require the following physical demands, significant
fifting, carrying, pushing, andfor pulling; frequent stoaping, kneeling, crouching, and/or crawling; and significant fine
finger dexterity.- Generally the job requires 34% sitting, 33% walking% and 33% standing. The job is performed under
Minimal temperature variations and under conditions with some exposure to risk of injury andfor iliness.

Experience Job related experience with increasing levels of responsibility is desired.

Education High Schoal diploma or equivalent

Clearances Criminal Justice/Background Clearance

phone: 219-866-7288 | fax: 219-866-8360 Street Address, Rensselaer, in 47978 | lorl.zeider@rese ki2.in.Us



Rensselaer Lunch Program
Staff Job Descrlptlon S

Kitchen Staff

Job Summary
Under the direction of the Food Service Director and Kitchen Manager/Cook works to ensure and eff[c:ent operation of

the school kitchen for the ultimate health, comfort and benefit of the student. To ensure an atmosphere of efficiency,
cleanliness, and friendliness in which student may be served nutritious meals.

Essential Function

* Plans and directs the preparation and serving of all food in the cafeteria as directed by the Kitchen Manger for deter-

mines the quantities of each food to be prepared daily. Determines the size of serving to meet the necessary require-

ments with regard to the ages of those served.

« Assumes responsibility for the security of food and supplies. Checks food shipment into the schodl, signing invoic-
es only after each order has been verified. Report to Kitchen Manager any faulty or inferior quality food which is
received. Maintains a correct monthly and annual inventory. .

« Puts away the storage and care of food and supplies.

« Assumes responsibilify for the security of revenue from cafeteria services until it as been turned over to the Kitch-
en Manger,

¢ Sees that menus developed by the Food Service Director are followed without deviation. Prepares food according

to a planned menu and tested, uniform recipes and determines if the finished product is of best quality in flavor and

appearance before it is served.

Supervises and participates in the preparation and serving of food.

Employee in trained in the safe, proper, and efficient use of all kitchen equipment. I

Clock in and out each day of employment.

Reports munedzately to the Kitchen Manger & principal any problem or accident occurring in the kitchen or cafe-

teria premises.

» Participates in the daily cleaning of kitchen, serving, storage and dining area, all kitchen equipment and the wash-

ing and sterilizing of all dishes, silverware and ufensils. Maintains the highest standards of safety and cleanliness

in the kitchen.

Participated in daily sanitation procedures.

Kitchen staff notifies the proper authority when repairs or replacement are needed.

Must be able to lift and carry 50 lbs.

Cooperates with State and County Health Departments for the purpose of ensuring that sanitation requirements are

met.

e Participates in meetings, workshops and seminars for the purpose of conveying and or gathering information re-
quired to  perform functions.

¢  Works in a efficient and effective functioning of the work unit.

.« & @ @

*® & &




Rensselaer Lunch Program
Kitcheh Staff Job Descrip-
tion

Page 2. -

Other Functions: Petforms other related duties as assigned for the purpose of ensuring the effi clent and effective func-
tioning of the work unit.

Joh Requirements: Minimum Qualifications

Skills Knowledge and Abilities

SKILLS are required to perform single technical tasks with a potential need to upgrade skills in order to meet changmg
job conditions. Specific skill-based competencies required to satisfactorily perform the functions of the job include: Op-
erating standard office equipment including using a variety of software applications, planning and managing projects,
and preparing and maintaining accurate records.

KNOWLEDGE is required to perform basic math, including calculation using fractions, percent's, and/or ratio's; read a
variety of manuals write documents following prescribed formats, andfor present information to others; and analyze
situations to define issues and draw conclusions. Specific knowledge-based competencies required to satisfactorily
perform the function of the jcb include: Pertinent laws, codes, policies, and/or regulations; personal processes; stand-
ard development, concepts of grammar and punctuation’ and concepts of quality cooking and nutritional analysis.

ABILITY is required to schedule a number of activities, meetings, and/or events; gather, collate, and/or classify date;
use job related equipment. Fiexibility is required to independently work with others in a wide variety of circumstances;
work with data utilizing defined and similar processes; and operate equipment using standardized methods. Ability is
also required to work with a diversity of individuals and/or groups; work with similar types of date; and utilize a variety
of job-related equipment. Independent problem solving is required to analyze issues and create action plans. Problem
solving with date requires independent interpretation of guidelines; and proplem solving with equipment is limited to
moderate. Specific ability-based competencies required to satisfactorily perform the functions of the job include: adapt-
ing to changing work priorities; communicating with diverse groups and individutals; meeting deadlines and schedules;
setting priorities; working as part of a team; and working with detailed information/date.

Responsibility

Responsibifities include; working under limited supervision us standardized practices and/or methods; directing other
person within a small work unit; and tracking budget expenditures. Utilization of resources from other work units of
often required to perform the job's functions. There is continual Opportunity to impact the organization’s service.

Working Environment

The usual and customary methods of performing the job’s functions require the following physical demands, significant
lifting, carrying, pushing, and/or pulling; frequent stoaping, kneeling, crouching, and/or crawling; and significant fine
finger dexterity. Generally the job requires 34% sitting, 33% walking% and 33% standing. The job is performed under
Minimal temperature variations and under conditions with some exposure to risk of injury andfor iliness.

Experience Job related experience with increasing levels of responsibility is desired.

Education High School diploma or equivalent

Clearances Criminal Justice/Background Clearance

phone: 210-866-7288 | fax: 219-866-8360 Street Address, Rensselaer, In 47978 | lori.zeider@rcsc.k12.In.us




Rensselaer Central Schools Corporation
Job Description

Job Title: Maintenance Specialist

Reports To: Asst. Superintendent and/or Superintendent
Prepared By: Curtis D. Craig

Prepared Date: June 1, 2018

Employment: 260 days

Qualifications:

High School Diploma or GED

Ten years experience in facility maintenance (plumbing, HVAC, painting, construction, electrical,
carpentry)

Valid driver’s license

Sound judgment in crisis situation

Good public relations skills; self motivated

Such alternatives as the School Board may find appropriate.

Ability to use computers as needed.

PERFORMANCE RESPONSIBILITIES:

—
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16.

Demonstrates the knowledge and skills necessary for sufficient operation of school facilities.

. Assume responsibility for the maintenance program in all RCSC facilities.

Communicate with supervisors on a daily basis, regarding work schedule, safety issues, repairs,
construction, etc.

Work cooperatively with employees in all assigned areas.

Answer after hours emergency calls as needed.

Read and apply data on all RCSC equipment, blue prints and associated subject matter in the
maintenance field.

Maintain all tools, vehicles and equipment as necessary.

Assist other maintenance personnel as necessary.

Complete all tasks in an effective and efficient manner.

Complete necessary reports, work orders, etc. as required.
Practice “safety first” in all aspects of job performance.
Maintain close communication regarding the status of projects with school principals and Central
Office Administrators on a regular basis.
Complete appropriate professional development activities as recommended by the Superintendent.
Maintain a positive, cooperative attitude in the work environment.
Assume responsibility to perform any work which is assigned by the Superintendent of Schools
and/or representative, including building principals.
Assume responsibility for acting as a representative of the Rensselaer Central Schools Corporation
in the solution of problems.



17. Wears the appropriate uniform provided by the Rensselaer Central Schools Corporation.

LANGUAGE SKILLS

Ability to read and comprehend simple instructions, short correspondence, memos and blue prints.
Ability to write simple correspondence. Ability to effectively present information in one-on-one and
small group situations to customers, clients, and other employees of the organization.

MATHEMATICAL SKILLS
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common
fractions, and decimals.

REASONING ABILITY

Ability to apply common sense understanding {o carry out instructions furnished in written, oral, or
diagram form. Ability to deal with problems involving several concrete variables in standardized
situations.

CERTIFICATES, LICENSES, REGISTRATIONS

None

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations may be made to
enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to stand; walk; use hands to
finger, handle, or feel; reach with hands and arms; and talk or hear. The employee frequently is required
to balance, stoop, kneel, crouch, or smell. The employee is occasionally required to sit. The employee
must regularly lift and/or move up to ten (10) pounds, frequently lift and/or move up to 50 pounds, and
occasionally lift and/or move up to 100 pounds. Specific vision abilities required by this job include close
vision, distance vision, and peripheral vision.

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee encounters
while performing the essential functions of this job. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently exposed to a heated/cooled
environment. The employee is exposed to moving mechanical parts, outside weather conditions, extreme
cold, and extreme heat. The noise level in the work environment is usually moderate.



Rensselaer Central Schools Corporation
Job Description

Job Title: Assistant Maintenance Specialist

Reports To: Maintenance Specialist, and/or Superintendent
Employment: 260 days

Qualifications:

High School Diploma or GED

Five years’ experience in facility maintenance (plumbing, HVAC, painting, construction,
electrical, carpentry)

Valid driver’s license

Sound judgment in crisis situations

Good public relations skills; self-motivated

Such alternatives as the School Board may find appropriate.

Ability to use technology as needed.

PERFORMANCE RESPONSIBILITIES:

—
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Demonstrates the knowledge and skills necessary for sufficient operation of school facilities.
Assume responsibility for the maintenance program in all RCSC facilities.

Communicate with supervisors on a daily basis, regarding work schedule, safety issues, repairs,
construction, etc.

Work cooperatively with employees in all assigned areas.

Answer after-hours emergency calls as needed.

Check buildings on assigned weekends and holidays.

Remove snow and ice from grounds when required.

Read and apply data on all RCSC equipment, blue prints and associated subject matter in the
maintenance field.

Maintain all tools, vehicles and equipment as necessary.

Assist other maintenance personnel as necessary.

Complete all tasks in an effective and efficient manner.

Complete necessary reports, work orders, etc. as required.

Practice “safety first” in all aspects of job performance.

Maintain close communication regarding the status of projects with school principals and central
office administrators on a regular basis.

Complete appropriate professional development activities as recommended by the superintendent.
Maintain a positive, cooperative attitude in the work environment.

Assume responsibility to perform any work which is assigned by the Superintendent of Schools
and/or representative, including building principals,

Assume responsibility for acting as a representative of the Rensselaer Central Schools Corporation
in the solution of problems.

Wear the appropriate uniform provided by the Rensselaer Central Schools Cotporation.



LANGUAGE SKILLS
Ability to read and comprehend simple instructions, short correspondence, memos and blue prints.

Ability to write simple correspondence. Ability to effectively present information in one-on-one and
small group situations to customess, clients, and other employees of the organization.

MATHEMATICAL SKILLS
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common

fractions, and decimals.

REASONING ABILITY

Ability fo apply common sense understanding to carry out instructions furnished in written, oral, or
diagram form. Ability to deal with problems involving several concrete variables in standardized
situations.

CERTIFICATES, LICENSES, REGISTRATIONS

None

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations may be made to
enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to stand; walk; use hands to
handle, or feel; reach with hands and arms; and talk and hear. The employee frequently is required to
balance, stoop, kneel, crouch, or smell. The employee is occasionally required to sit. The employee must
regularly lift and/or move up to ten (10) pounds, frequently lift and/or move up to 50 pounds, and
occasionally lift and/or move up to 100 pounds. Specific vision abilities required by this job include close
vision, distance vision, and peripheral vision.

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee encounters
while performing the essential functions of this job. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently exposed to a heated/cooled
environment. The employee is exposed to moving mechanical parts, outside weather conditions, extreme
cold, and extreme heat. The noise level in the work environment is usually moderate.



Rensselaer Central Schools Corporation
Job Description

Job Title: Head Facilities Custodian

Reports To: Building Administrators, Asst. Supt. and/or Supt.
Prepared By: Curtis D. Craig

Prepared Date: June 1, 2018

Employment: 260 days

SUMMARY

Head Facilities Custodian personnel keeps school offices, classrooms, restrooms and buildings, in a clean
and orderly condition so as to allow for a healthy, secure environment for the students and staff by
performing the following duties.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following:

Assist students as needed and or directed by a building administrator.

Sweep, mop, dust, and scrub the kitchen area.

Open the buildings in the morning and change the alarm system from night to day mode. After all
students are in the building re-check and lock all exterior entrances to the building except the main
entrance and other doors as directed by the building administrator.

Regularly inspect fire protection devices and equipment for compliance, testing, and or repairs.

Assist the building administrators with all emergency drills.

Order supplies and recommend equipment needs for that facility through Central Office using appropriate
forms.

Set-up and break down the lunchroom/cafeteria area.

Complete all exterior maintenance as needed for that facility. This includes but is not limited to, mowing,
trimming of shrubs and bushes, and lining of athletic fields, both on site and off site.

Supervise, assign duties and evaluate other building and facility custodian personnel within that building.
Assure that all cleaning and duties of other custodial personnel is completed daily.

Inform the building administrators and building maintenance personnel of any problems or areas of need
Or concern.

Perform any other duties or responsibilities as assignhed by a building administrator.

I



SUPERVISORY RESPONSIBILITIES

Communicate, supervise, and evaluate ALL custodial level personnel within that building.

QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.
The requirements listed below are representative of the knowledge, skill, and/or ability required.
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential
functions.

EDUCATION and/or EXPERIENCE
High school diploma or general education degree (GED); (6) six months to one year related experience
and/or training as a facilities custodian; or equivalent combination of education and experience.

LANGUAGE SKILLS

Ability to read, write and comprehend simple instructions, short correspondence, and memos. Ability to
effectively present information in one-on-one and small group situations to customers, clients, and other
employees of the organization.

MATHEMATICAL SKILLS
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common
fractions, and decimals. Ability to compute rate, ratio, and percentages as needed and requested.

REASONING ABILITY

Ability to apply common sense understanding to carry out instructions furnished in written, oral, or
diagram form. Ability to deal with problems involving several concrete variables in standardized
situations.

CERTIFICATES, LICENSES, REGISTRATIONS

None

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations may be made to
enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to stand; walk; use hands to
finger, handle, or feel; reach with hands and arms; and talk or hear. The employee frequently is required
to balance, stoop, kneel, crouch, or smell. The employee is occasionally required to sit. The employee
must regularly lift and/or move up to 25 pounds, frequently lift and/or move up to 50 pounds, and
occasionally lift and/or move up to 100 pounds. Specific vision abilities required by this job include close
vision, distance vision, and peripheral vision.



WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee encounters
while performing the essential functions of this job. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently exposed to both a heated/cooled
environment and outside conditions. The employee is occasionally exposed to moving mechanical parts,
extreme cold, and extreme heat. The noise level in the work environment is usually moderate.



Rensselaer Central Schools Corporation
Job Description

Job Title: Custodian

Reports To: Head Facilities Custodian, Building Administrator, Asst, Supt. and/or Supt.
Prepared By: Curtis D. Craig

Prepared Date: June 1, 2018

Employment: 260 days

SUMMARY

Custodial personnel keep school offices, classrooms, restrooms and buildings, in a clean and orderly
condition so as to allow for a healthy, secure environment for the students and staft by performing the
following duties.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following:

Sweep, mop, dust, scrub, and vacuums all large open common areas such as, but not restricted to, pool
area, locker rooms, hallways, kitchen area, and gyms.

Clean windows as directed or needed.

Remove all trash and garbage collected inside to an outside container.

Perform outside common maintenance such as, but not restricted to, snow removal, salting and clearing of
sidewalks and walkways as needed and or directed by either the Head Facilities Custodian or a building
administrator.

Care and cleaning of outside athletic facilities.

Notify maintenance personnel concerning need for major repairs or additions to lighting, heating, and
ventilating equipment. Perform minor interior maintenance to include changing light bulbs and such.

Perform laundry functions as directed or needed.

Assist with the set-up and break down of the lunchroom area as needed.
Assist other Building and Facilities Custodian personnel as needed.
Assist students as needed or requested by a building administrator.

Perform any other duties as might be assigned by a Head Facilities Custodian employee or a building
administrator.



SUPERVISORY RESPONSIBILITIES

None

QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.
The requirements listed below are representative of the knowledge, skill, and/or ability required.
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential
functions.

EDUCATION and/or EXPERIENCE
High school diploma or general education degree (GED); or one to three months related experience and/or
training; or equivalent combination of education and experience.

LANGUAGE SKILLS

Ability to read and comprehend simple instructions, short correspondence, and memos. Ability to write
simple correspondence. Ability to effectively present information in one-on-one and small group
situations to customers, clients, and other employees of the organization.

MATHEMATICAL SKILLS
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common
fractions, and decimals.

REASONING ABILITY

Ability to apply common sense understanding to carry out instructions furnished in written, oral, or
diagram form. Ability to deal with problems involving several concrete variables in standardized
situations.

CERTIFICATES, LICENSES, REGISTRATIONS

None

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations may be made to
enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to stand; walk; use hands to
finger, handle, or feel; reach with hands and arms; and talk or hear. The employee frequently is required
to balance, stoop, kneel, crouch, or smell. The employee is occasionally required to sit. The employee
must regularly lift and/or move up to 25 pounds, frequently lift and/or move up to 50 pounds, and
occasionally lift and/or move up to 100 pounds. Specific vision abilities required by this job include close
vision, distance vision, and peripheral vision.




WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee encounters
while performing the essential functions of this job. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently exposed to both a heated/cooled
environment and outside conditions. The employee is occasionally exposed to moving mechanical parts,
extreme cold, and extreme heat. The noise level in the work environment is usually moderate.



Rensselaer Central Schools Corporation

Job Description
Job Title: Bus Mechanic
Reports to: Superintendent

Prepared by: Curt Craig, Superintendent
Prepared Date:  October 9, 2023
Employment: 260 Days

Description:

Under the supervision of the Superintendent, helps plan, schedule, and perform repair and
preventative maintenance of the district bus fleet. Also assists in the maintenance of cars, trucks,
and other motorized equipment; prepare and maintain related records, and other related duties as
required.

EXAMPLES OF DUTIES/ESSENTIAL FUNCTIONS

Plan and implement a program of scheduled preventative maintenance for the district bus
fleet.

Perform mechanical repairs on buses to include major overhauls if directed, as necessary.
Work with vendors to order buses obtain parts, supplies and assistance, etc.

Make emergency service calls for stranded buses or other district equipment.

Order and stock all necessary repair parts and supplies.

Maintain the shop area in a clean, orderly and safe condition.

Assist in the service and repair of other district motor vehicles and equipment as needed.
Maintain, repair, and inspect tires and rims, and maintains records of district vehicles.
Perform complete safety inspections as required and brake inspection for Indiana State
Police

Maintain good working relationships with drivers and bus monitors.

Estimate time, material, and equipment needed for assigned jobs.

Operate school vehicles and sub on bus routes and ECA trips as needed.

Work with Transportation Director to keep Transportation Department operating
smoothly.

Replace and adjust brakes, belts, and hoses.

Write requisitions, order parts, and ensure parts are received in a timely manner.

Order buses.

Maintain school radios.

Perform other duties as assigned.




MINIMUM QUALIFICATIONS

Education:

High School Diploma or equivalent

Additional qualifying experience may be substituted for the required education provided formal
schooling has been sufficient to enable applicant to evaluate difficult mechanical repairs.

Experience;
Acceptable experience in the repair and preventative maintenance of school buses and other
motor vehicles preferred.

Licenses and Other Requirements:

Extended Background check clearance

Possess or be eligible to obtain a valid Indiana School Bus driver’s license.
Maintain certifications (Yellow card, CDL, Physical)

ENOWLEDGE AND ABILITIES

Knowledge of:

* Repair shop practices including welding, safety regulations and practices.

* Operating and repair characteristics for district buses, vehicles, and equipment.

» Principles and procedures of preventative maintenance related to school bus vehicles and

equipment,

+ Shop mathematics applicable to the mechanical trade.

¢ Basic record keeping.

+ Practices, methods, equipment, tools, and materials used in the repair and adjustment of
school buses and other motorized vehicles and equipment including gasoline, diesel-
powered equipment and systems and electric vehicles.

¢ Ordering parts from various parts manuals.

e Pertinent Federal, State, and local laws, codes, and regulations.

« Occupational hazards and standard safety practices necessary in the areas of maintenance

and mechanical repair work.

» Safe driving principles and practices.

Ability to:
+ Use materials and equipment necessary in the repair and maintenance of buses and other
motorized vehicles.
¢ Follow and give verbal and written instructions and directions.
* Work cooperatively with others.
* Read, interpret, understand, and apply technical manuals, schematics, diagrams,
specifications, and parts catalog.



Interpret and apply policies, procedures,‘laws, codes, and regulations pertaining to the
assigned programs and functions.

Prepare and maintain accurate and complete records.

Work independently with minimal supervision.

Exercise good judgment, flexibility, creativity, and sensitivity in response to changing
situations and needs.

Establish, maintain, and foster positive and harmonious working relationships with those
contacted in the course of work,

Perform responsible and minor mechanical repair work involving the use of independent
Judgment and personal initiative.

PHYSICAL DEMANDS AND WORKING CONDITIONS

Environment

Indoor/outdoor environment subject to changing temperatures exceeding 90 degrees at
times.

Subject to regular exposure to fumes, dust and odor, vehicle exhaust, dirt, oil, grease, and
noise from equipment operation.

Work around and with machinery and motorized equipment.

Work in a shop. « Changing priorities and interruptions. Physical Demands

Sitting, standing, and walking for extended periods of time.

Lifting, carrying, pushing, and pulling object(s) weighing up to 75 pounds,

Manipulate hands and fingers to operate a variety of specialized tools and equipment.

Reach overhead, the shoulder and horizontally to reach and place materials and equipment
in certain areas.

Occasional bending, kneeling, crouching, turning and twisting,

Occasional carrying, pushing, or pulling boxes and engines.

Crawling under vehicles.

Will require clarity of vision at varying distances to observe diagnostic instruments,
manuals, and other printed information,

Verbal, auditory, and written capabilities to effectively communicate in an articulate
manner,

Perform physically demanding work.

May require driving a vehicle to conduct work.

Hazards

Working with tools, and powered machinery.



Rensselaer Central High School

Job Title: Athletic Secretary
Reports to: Athletic Director, RCHS Administrators, RCMS Administrators and

Superintendent

Terms of Employment:

Full Time 40 Hours per Week; 220 days per year

Specific Hours per day and days per week may vary depending on work schedule and
needs of the Athletic Department including nights and weekends

Major Purpose:
To provide support and assistance to the Athletic Department and Administration in all
daily activities, tasks, projects, and events.

Job Functions and Duties:
This list of essential job functions is not exhaustive and may be supplemented as necessary.
Depending upon individual assignment, the employee may perform all or a combination of
the following duties and other duties as assigned:
Event Functions:
e Checkon gym/field set-up and assure that the game area is ready for play.
e Assist with the set-up of athletic fields/game areas per the direction of the
Athletic Director.
e (Greetthe visiting coaches and administrators.
¢ Monitor and assist in the management of fans. Assure that fans are in
appropriate areas and that they are respectful to the facilities and others at the
event.
¢ Be visible to event participants.
e During half time, escort the opposing team to and from their locker
room/designated areas. Make sure area is locked when not in use.
¢ Enforce district regulations and guidelines for the contest being played.
¢ In the event of emergency and in the absence of an administrator, do what is
necessary to ensure the safety of all participants and spectators.
e Provide first aid and make sound judgment regarding calling emergency
personnel in the event of injury.
e Assist with tear-down of athletic fields/game areas per the direction of the
Athletic Director.
e Assure thatall equipment related to the event is put away and secured.
e Assure that all offices, locker rooms, and other areas not necessary to the event
are locked. Only restrooms should be unlocked during events.
e Return all borrowed keys, radios, or cell phones to the office and make sure the
office is locked.
e Assure that ticket sellers and ticket takers are in place.




¢ If directed, assist sales staff with ticket/gate reconciliation
o [If directed, be responsible for gate and concessions deposits

Office Functions:
e Perform various duties and administrative tasks as delegated by the Athletic
Director including, but not limited to:
o Ticket Sales
Sort Mail
Deposit funds from Concessions and Gates
Local banking as required
Hiring Officials
Website administration
Scheduling Events
Tournament and Invitational preparation
Sports Facility set up and preparation
Special Projects
Screen visitors, emails, phone calls, etc.
o General Office Management
o SKkills, Knowledge, and Abilities:
o Strong oral and written communication skills
o Ability to work in a positive way with students, parents, and community
members.
o Knowledge of district regulations and guidelines for each event.
Ability to lift, move, and set-up event equipment.
o Knowledge or ability to learn how to set-up and use sound system and
scoreboards.
o Ability to work with coaches, officials, and administrators to assure a safe
environment for participants and spectators.
o Ability to provide leadership that assures students and spectator safety in
emergency situations.
o Sports Scheduling Software experience with Eventlink, [HSAA.net
o Computer proficiency with Microsoft Offices products.
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Working Environment:
The work environment characteristics described are representative of those an employee
encounters while performing the essential functions of this job.

Event Supervisors will work in a variety of indoor and outdoor settings depending on the
event. Must be willing to work outdoors in inclement weather; may be required to lift,
carry equipment, walk, and stand for prolonged periods; may be exposed to high noise
levels and childhood diseases; and may experience a multitude of demands and changing
priorities with frequent interruptions.

Experience:
Experience working with students and community at athletic events required. Coaching

experience preferred. Athletic Event management preferred.

Board Approved July 1, 2025




