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ARTICLE I.  TERM OF THE AGREEMENT 
Section 1. 
 
 This agreement will be effective as of July 1, 2007 
and will remain in effect until June 30, 2010. 
 
Section 2. 
 
 The parties agree that negotiations on a successor contract will 
begin on a date mutually agreeable to both parties at least sixty (60) 
calendar days prior to the termination date of this contract. 
 
 Both parties agree to reopen negotiations at least  
sixty (60) calendar days prior to June 30, 2008-2009, on any mutually 
agreed upon items, on up to ten (10) sections proposed by the 
Association, on up to ten (10) sections proposed by the Board, 
Education Support salary schedule, supplement salary schedule, and 
fringe benefits. 
 
 Both parties agree to reopen negotiations on those sections of 
this contract which have expired or have become invalid during the 
life of this contract through legislative action, court decisions, or 
Florida State Board of Education administrative rules. 
 
 The parties agree to meet for problem solving on mutually agreed-
upon items at a mutually agreed-upon date and time. 
 
Section 3. 
 
 If any provision of this contract or any application of this 
contract is held to be contrary to law, the provision or application 
will be invalid, except to the extent permitted by law.  All other 
provisions or applications will continue in effect for the term of the 
contract. 

 
Section 4. 
 
 Ratification of amendments to this agreement will be accomplished 
by a majority vote of both the Career Service Bargaining (ESP) Unit 
and the School Board of Alachua County. 

 
 

ARTICLE II.  RECOGNITION 
 
Section 1. 
 
 The School Board of Alachua County, hereinafter called the 
"Board," recognizes the Alachua County Education Association, 
hereinafter called the "Association," as the exclusive bargaining 
representative for all Career Service Personnel (CSP) (Now known as 
“Education Support Professional”(ESP))in the school district known and 
designated as the School Board of Alachua County.  In this Agreement, 
CSP (ESP) shall be defined as those employees included in the 
noninstructional, career service personnel (education support 
professionals) unit as certified by the Public Employees Relations 
Commission on May 11, 1990, (Case No. RA-90-001). 
 
 As defined above, this would mutually amend the Career Service 
Personnel (Education Support Professionals) listed as included and 
exclude those listed as excluded by the Public Employees Relations 
Commission (PERC) in the May 11, 1990, Order of Certification. 
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ARTICLE II.  RECOGNITION (Cont.) 
 
 Further, the Association and the Board agree that individuals 
holding positions identified in Appendix A who are assigned to work 
four hours or more are eligible for unit membership. 
 
 Individuals holding positions identified in Appendix B are 
ineligible for unit membership. 
 
Section 2. 
 
 All new position titles approved by the Board will include a 
designation as to whether the position is included or excluded in the 
CSP (ESP) unit.  Should the Association disagree with the designation, 
the Association will have the right to object to the designation in 
writing to the Superintendent stating the reasons for the objection.  
The Superintendent shall respond within ten (10) working days.  In the 
event of a disagreement on the issue of any specific position title, 
PERC shall be petitioned for a ruling on the inclusion or exclusion of 
the position.  Any person placed in a contested position shall upon a 
ruling by PERC for inclusion in the bargaining unit receive all rights 
granted under this Agreement from the time of initial placement. 
 
Section 3. 
 
 The Association recognizes the Board as the duly constituted 
legislative body and agrees to bargain collectively only with the 
chief executive officer of the Board or his designee. 

 
 

ARTICLE III.  DEFINITIONS 
 
Section 1. 
 
 The term Education Support Professionals (ESPs) shall refer to 
personnel holding positions named in Article II, Section 1, of this 
Agreement and all other personnel who may be included as members of 
the bargaining unit under the provisions of Article II, Section 2, of 
this Agreement. 
 
Section 2. 
 
 The term Association shall refer to the Alachua County Education 
Association, its authorized agents and/or designees. 

 
Section 3. 
 
 Unless otherwise noted in this agreement, the term day shall 
refer to the working day for ESPs. 
 
Section 4. 
 
 The term district shall refer to the school district of Alachua 
County. 
 
Section 5. 
 
 The term Board shall refer to the School Board of Alachua County, 
Florida, its authorized agents and/or designees. 
 
Section 6. 
 
 The term Superintendent shall refer to the Superintendent of 
Schools for Alachua County, Florida. 
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ARTICLE III.  DEFINITIONS (Cont.) 
 
Section 7. 
 
 The term worksite supervisor shall refer to the principal of any 
school or his designee, or the Superintendent or his designee.  Each 
ESP will be provided the name of his worksite supervisor. 
 
Section 8. 
 
 The term worksite shall mean any school or district office or 
department so designated by the Superintendent or his designee.  ESPs 
will be notified of their assigned worksite within thirty days of 
employment. 
 
Section 9. 
 
 The term building shall refer to each individual building on the 
worksite. 
 
Section 10. 
 
 The term Agreement shall mean the full and complete agreements 
between the Association and the Board, duly ratified and signed as set 
forth in this document. 
 
Section 11. 
 
 Unless otherwise noted in this agreement, the term year shall 
refer to the school fiscal year. 
 
Section 12. 
 
 The term Association representative shall refer to a duly 
authorized agent of the Association. 
 
Section 13. 
 
 The term student day(s) shall mean the day(s) and hours set for 
students to attend school. 
 
Section 14. 
 
 The term ESPs shall refer to Education Support Professionals who 
are members of the bargaining unit. 
 
Section 15. 
 
 The term parties will refer to the Board and the Association. 
 
Section 16. 
 
 The term mileage refers to the amount of reimbursement per mile 
authorized for payment to employees by state statutes. 
 
Section 17. 
 
 The term transfer will refer to an employee-initiated change in 
work location, worksite, or work assignment. 
 
Section 18. 
 
 The term reassignment will refer to a Board-initiated change in 
work location, worksite, or work assignment. 
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ARTICLE III.  DEFINITIONS (Cont.) 
 
Section 19. 
 
 The term he and his are used herein as nongender specific 
pronouns. 
 
Section 20. 
 
 The term seniority will be determined by the following 
consecutive order: 
 
 1.  Length of continuous service in the district exclusive of 

extended leaves other than for injury or illness in the line 
of duty; 

 
 2.  Length of continuous time of service in the district 

inclusive of leaves; 
 
 3.  Total years of service in the district; 
 
 4.  Initial employment date with the district; 
 
 5.  Time of initial Board appointment; and 
 
 6.  Most qualified person. 
 
Section 21. 
 
 The term regular employee will refer to those employees who are 
not on probationary status. 
 
Section 22. 
 
 The term “priority consideration” shall mean screened and 
considered first. 

 
 

ARTICLE IV.  GRIEVANCE PROCEDURE 
 
Section 1. 
 
 Purpose:  The purpose of this procedure is to secure at the 
lowest possible administrative level equitable solutions to problems 
which arise under this contract.  Both parties agree that these 
procedures will be kept as informal and confidential as may be 
appropriate at any level of this procedure. 
 
Section 2. 
 

Definitions:  The terms defined here will have reference only to 
the grievance procedures section of this contract. 

 
A. Contract Grievance:  This term will refer to a written allegation 

by a grievant that a section(s) of this contract has been 
violated as it relates to him. 

 
B. Complaint Grievance:  An allegation by a grievant that Board 

policies, practices and/or administrative procedures have been 
violated.  Board policies, practices, and administrative 
procedures are subject to the informal level, Level I, and Level 
II of the grievance procedure.  The informal level and Level I 
may be waived if mutually agreed by the grievant and the 
Superintendent or his designee.  A grievance of this nature will 
be processed using a separate form mutually agreeable to the  
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ARTICLE IV.  GRIEVANCE PROCEDURE (Cont.) 
 

Association and the Board but in no case will a grievant file a 
contractual grievance and a complaint grievance based upon the 
same event or occurrence.  By mutual agreement, a complaint 
grievance may be treated in an informal manner. 

 
C. Grievant(s):  This term will mean an employee(s) eligible for 

Association membership or the Association, if appropriate, who 
files a grievance. 

 
D.   Employers:  This term will refer to the School Board and its 

agents. 
 
E. Days:  This term will refer to working days of grievant(s) 

exclusive of holidays and weekends.  Should a grievant work less 
than a 252-day contract year initiate the grievance procedure 
with less than five days remaining in the contract year, calendar 
days will govern timelines. 

 
Section 3. 
 
 Representation:  All employees will have the right of Association 
representation at each step of the grievance procedure, if they desire 
and the Association agrees.  If the Association agrees to represent 
the grievant, no grievant may be required to discuss any grievance if 
the Association representative is not present.  Copies of the 
employer's decision given at any step beyond the informal level of the 
grievance procedure will be delivered to the Association. 
 
 A grievant will not be represented by any person who might be 
required to take action, or against whom action might be taken in 
order to adjust the grievance, or by a representative of any other 
employee organization. 
 
Section 4. 
 
 No Discrimination:  There will be no discrimination against any 
employee based upon the employee's initiating, processing, or 
participating in any way in the grievance procedure, including the 
written notice of an informal discussion. 
 
Section 5. 
 
 Time Limits:  Grievances should be processed rapidly.  Time 
limits set forth in this procedure will be considered maximums, unless 
mutual written agreement to extend them is made by the grievant and/or 
the Association and the Superintendent or his designee. 
 
Section 6. 
 
 Release Time:  Grievances will be processed after normal working 
hours, except at the informal level, or by mutual agreement.  When 
grievances are processed during the workday, the grievant and his 
witnesses will be provided released time. 
 
Section 7. 
 
 Informal Discussion:   
 
 (A)  In the event an employee believes there is a basis for a 
grievance, the individual will first discuss the grievance with the 
worksite supervisor.  No grievance will be processed until such 
informal discussion has been held.  The employee will initiate the 
discussion by notifying the worksite supervisor in writing.  The  
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ARTICLE IV.  GRIEVANCE PROCEDURE (Cont.) 
 
 
written notification shall provide the worksite supervisor with a 
minimum of the topic of the discussion and may also include more 
detailed information with the goal of quickly resolving the matter at 
the informal discussion level.  This notification will occur within  
ten (10) days after the grievant knew, or should have known, of an 
occurrence leading to the possible grievance.  A meeting will be 
conducted within ten (10) days after receipt of the written 
notification from the employee.   The time may be extended by written 
mutual agreement between the parties. 
 
 (B)  In the event an employee believes there is a basis for a 
grievance based on a violation of Policies 2260,“Non-Discrimination 
and Access to Equal Educational Opportunity”, 4122, “Non-
discrimination and Equal Employment Opportunity”, or  4362, “Anti-
Harassment, the employee shall have 60 days, instead of ten (10) days, 
in which to initiate discussion with the worksite supervisor.  Such 
grievances shall continue to be governed by the remaining provisions 
of Article IV of the Education Support Professionals Contract, not 
Policy 4470, Grievance Procedure. 
 
Section 8. 
 
 Level I:  After the informal discussion with the worksite 
supervisor or immediate supervisor of grievant, and if a grievance 
still exists, the grievant may invoke the formal grievance procedure 
within five (5) days of the informal discussion on a form mutually 
acceptable to the Board and the Association.  This form will contain 
the name of the grievant, the act or occurrence leading to the 
grievance, the specific section(s) of the contract allegedly violated, 
and a recommended action to adjust the grievance.  A copy of the 
grievance form will be delivered to the worksite supervisor, the 
designated representative, or the immediate supervisor, who will have 
five (5) days after receipt of the grievance in which to hold a 
conference with the grievant and to give a written decision.  The 
conference may be mutually waived if the grievant and the worksite 
supervisor feel it would not be helpful in resolving the grievance.  
 
Section 9. 
 
 Level II:  If the grievance is not settled to the grievant's 
satisfaction, or if a written decision is not submitted within the 
designated time limit at Level I, the grievant may move the grievance 
to Level II by written notice to the Superintendent or his designated 
representative within ten (10) days after receipt of the response or 
the end of the designated time period.  The Superintendent or his 
designee will have ten (10) days after receipt of the grievance in 
which to hold a conference.  A written decision will be issued within 
ten (10) days of the Level II conference. 
 
Section 10. 
 
 Level III:  If the grievance is not resolved at Level II to the 
grievant's satisfaction, or if a written decision is not submitted 
within the designated time limit of Level II, the grievant and/or the 
Association may move the grievance to binding arbitration in 
accordance with the American Arbitration Association (AAA) Rules by 
notifying the Superintendent in writing within twenty (20) days of 
receipt of the response or the expiration of the time specified at 
Level II. 
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ARTICLE IV.  GRIEVANCE PROCEDURE (Cont.) 
 
 
Section 11. 
 
 Costs:  The costs for the services of an arbitrator, including 
per diem charges, actual necessary travel, subsistence expenses and 
the cost of the hearing room, will be borne by the parties in equal 
amounts.  If the Association finds the grievance without merit, the 
grievant may move the grievance to arbitration without Association 
approval.  In such case, costs will be borne equally by the Board and 
the grievant. 
 
Section 12. 
 
 Withdrawal of Grievance:  Nothing in this contract will preclude 
the withdrawal of a grievance at any point in the process by the 
grievant and/or the Association. 
 
Section 13. 
 
 Expedited Conference:  If a grievance is filed which cannot be 
processed prior to the end of the fiscal term and which, if not 
resolved, could cause irreparable harm to the grievant, the 
Association or grievant may request an expedited conference.  Such a 
request will be granted.  An expedited conference will begin at Level 
II, will be given priority over other grievances, and will not be 
unreasonably delayed. 
 
Section 14. 
 
 Confidentiality of Grievances:  No record of grievances will be 
placed in the permanent personnel file of any grievant except as it 
may be necessary to establish that an adjustment of grievance has been 
made in favor of the employee.  Grievances at all levels short of 
arbitration will be kept as confidential as possible.  
 
Section 15. 
 
 Non-Association Grievances:  Any employee will have the right to 
present grievances to the Board in accordance with the grievance 
procedure.  Such grievances may be adjusted without the intervention 
of the Association, but no adjustment will be inconsistent with the 
terms of this contract.  The Association will be given an opportunity 
to be present and make statements concerning the grievance or 
adjustment beginning at Level I, even if the grievant does not desire 
Association representation.  The Board and its designee assume no 
responsibility for involving the Association. 
 
Section 16. 
 
 Selection and Powers of an Arbitrator for Binding Arbitration:  
The parties will jointly attempt to select an arbitrator who is 
mutually acceptable.  If the parties cannot agree upon an arbitrator 
within ten (10) days from notification that the grievance is being 
moved to Level III, the arbitrator will be selected through the 
services of the American Arbitration Association.  The rules of the 
American Arbitration Association will apply to arbitration 
proceedings.  An arbitrator will limit his decision to the terms of 
this agreement and will not have the power to add to, subtract from, 
modify, or alter such terms either directly or by implication.  The 
arbitrator will confer with the representative(s) of the Board and the 
Association, will hold hearings promptly, and will speedily issue a 
decision after the date of the close of the hearings or final  
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ARTICLE IV.  GRIEVANCE PROCEDURE (Cont.) 
 
submissions.  The arbitrator's decision will be in writing and will 
set forth findings of fact, reasons and conclusions on the issues 
submitted.  The decision of the arbitrator will be submitted to the 
Board and the Association and will be final and binding upon the 
parties. 
 
Section 17. 
 
 Association Grievance:  The Association may file grievances at 
Level II if there is an alleged violation of the term of the 
agreement, recognition and/or unit inclusion, Association rights, a 
specific item requiring or granting Association involvement or 
representation, or improper administration of the grievance procedure. 

 
ARTICLE V.  IMPASSE 

 
 In the event that an impasse is reached during the course of 
negotiations, the parties agree to mediation as a means of attempting 
resolution of the item(s) in dispute. If agreement is not reached by 
the parties, the impasse will proceed under Public Employees Relations 
Commission (PERC) guidelines. 
 
 If the parties agree in writing to waive the appointment of a 
special master, the parties may proceed directly to resolution of the 
impasse by the legislative body. 

 
 

ARTICLE VI.  FAIR PRACTICES 
 
 There shall be no discrimination against employees because  
of race, creed, color, age, sex, disability, marital status, national 
origin, religious and political belief, or religious and political 
activities outside the school day and school premises.  See  
Appendix D. 
 
 

ARTICLE VII.  MANAGEMENT RIGHTS 
 
 The Board, on its own behalf and on the behalf of the District, 
hereby retains and reserves unto itself all powers, rights, authority, 
duties, and responsibilities conferred upon and vested in it by the 
laws and the Constitution of the State of Florida and the United 
States except as modified by the specific terms and provisions of this 
Contract. 
 
 

ARTICLE VIII.  ASSOCIATION RIGHTS 
 
Section 1.  Exclusive Rights 
 
 The Association rights of this contract will be the exclusive 
rights of the Alachua County Education Association. 
 
Section 2.  Membership 
 
 Every employee in the Association bargaining unit will have the 
right to freely organize, join, and actively support the Association. 
 
Section 3.  Calendar 
 
 The Association and the Board will develop a tentative school 
calendar(s) including those items commonly found in the districtwide 
twelve-month school calendar.  This calendar(s) will be submitted to  
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ARTICLE VIII.  ASSOCIATION RIGHTS (Cont.) 
 
the Board before March 1 for its consideration and will include an 
indication of the desires of employees in relation to the calendar(s). 
 
 Should the Board determine that it is necessary to change the 
calendar, the Association and the Board will develop tentative 
calendar modifications and negotiate the impact of these modifications 
on members of the bargaining unit. 
 
Section 4.  Dues Deduction 
 
 The Association will have the right to dues deduction and to 
uniform membership assessments in the following manner: 
 
1. Any employee eligible for membership in the Association may 

request dues deduction for Association dues in equal installments  
according to the pay frequency selected by the employee beginning 
in the month following the date of authorization; 

 
2. Association dues deduction and discontinuances will be made on 

forms provided by the Association.  The Association will confer 
with appropriate agents of the Board in devising the format of 
the forms; 

 
3. Association dues deduction may be canceled upon written request 

by any employee previously authorizing them.  Cancellation will 
take place within thirty calendar days of the written request for 
cancellation; 

 
4. The Board will remit to the Association each month, in a timely 

manner, the proceeds of payroll deduction for Association 
assessments; 

 
5. Complete dues revisions will be processed by the Board no more 

than one time in any fiscal year.  If more than one dues revision 
is processed in any fiscal year, the Association agrees to 
reimburse the Board for all costs incurred; and 

 
6. The Association will hold the Board harmless in any matter 

involving Association dues deduction or assessments. 
 
Section 5.  Meetings, Facilities 
 
 The Association will be permitted use of school buildings and 
other Board facilities for district meetings.  Details, including the 
approval of use, will be arranged with the principal/supervisor.  In 
the event equipment is needed for such meetings, details, including 
approval of use, will be arranged with the principal/supervisor.  A 
rental charge and service costs may be assessed not in excess of the 
minimum rate imposed by facilities rental regulations in effect at the 
time of use.  Association members at each school may meet once each 
month to conduct Association business during, before, or after the 
employee work day.  The time of such meetings will be mutually 
agreeable to the principal/supervisor and the Association. 
 
Section 6.  Worksite Committee Composition 
 
 There will be a worksite committee in each worksite.  The three 
(3) to five (5) members of the committee will be composed of and 
chosen by Association members at the worksite. 
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ARTICLE VIII.  ASSOCIATION RIGHTS( Con’t.) 
 
 
Section 7.  Meetings, Worksite Committee 
 
 The worksite committee and the worksite supervisor will meet on 
matters of local concern.  Such meetings will be on a regularly 
scheduled basis, not less than once per month.  No party may be 
required to take action on matters discussed.  Meetings may be 
rescheduled or cancelled on mutual agreement of the worksite committee 
and the worksite supervisor.  Other parties may be invited to 
participate, as needed. 
 
Section 8.  Inservice, Worksite Committee 
 
 The parties agree to cooperate in providing inservice training to 
worksite committees and administrators designed to increase and 
improve problem solving at the worksite level.  Participation in  
training sessions will be voluntary.  Training sessions will normally 
be held after the work day. 
 
Section 9.  Meetings, Superintendent 
 
 The Superintendent and/or his designee and the President of the 
Association and/or his designee will meet on a regularly scheduled 
monthly basis to discuss the implementation or maintenance of this 
contract and/or other matters of concern to either party.  An agenda 
of general concerns to be discussed will be exchanged between the 
Superintendent or designee and the President of the Association or 
designee no later than three days prior to the scheduled meeting to 
enable either party time to prepare for the discussion of such 
concerns and to invite appropriate participants to the meeting.  
Failure to timely deliver the agenda may be cause for either party to 
cancel the meeting. 
 
Section 10.  Bulletin Boards 
 
 The Association will have the exclusive use of not more than two 
(2) bulletin boards at each worksite for Education Support 
Professionals. 
 
 Bulletin boards may vary in size, but no larger than fifteen (15) 
square feet (approximately 3 x 5) and of professional quality. 
 
 The location, size and installation of the bulletin board will be 
mutually agreed to by the Association and the school principal or 
worksite supervisor. 
 
 The Association will compensate the School Board for the cost, if 
any, of the new bulletin boards and their installation. 
 
 Representatives of the Association will be responsible for 
posting and removing materials and assuring that posted items have 
Association identification. 
 
Section 11.  Distribution, Material 
 
 The Association will be permitted use of a designated location 
for the distribution of materials related to Association business 
provided that the Association will be responsible for distributing 
such items to individual bargaining unit members.  The only exception 
to this section is for public political campaigning by the Association 
and the Board. 
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ARTICLE VIII.  ASSOCIATION RIGHTS (Cont.) 
 
 
Section 12.  Meetings, Annual 
 
 The Association, upon request, will be granted one continuous 
hour during one work day to conduct Association business.  The time  
will be scheduled by mutual agreement of the Association and the 
worksite supervisor and may exceed one hour upon mutual agreement. 
 
Section 13.  Meetings, Staff Agenda 
 
 The Association will be given a place as the final item on the 
agenda of each meeting involving the total worksite staff, or in 
instances in which small group employees meetings are held in lieu of 
total worksite staff meetings, for the purpose of making 
announcements. 
 
Section 14.  Mail, Truck Use 
 
 The Board agrees to the following provision with the stipulation 
that should the Board be found in violation of United States Postal 
Service rules and regulations and/or the Private Express Statutes that  
the Association will hold the Board harmless and will assume all 
responsibility for fines, fees, or back postage imposed on the Board 
and/or legal fees incurred by the Board as a result of such findings 
subsequent to August 1, 1982.  Should the Board be ordered to cease 
and desist from providing such services by the United States Postal 
Service or court of competent jurisdiction, such service will cease 
immediately. 
 
1. The Association will be permitted reasonable use of the 

interschool mail system for items pertaining to administration of 
the contract between the Board and ACEA and joint Board and ACEA 
projects, task forces and programs, provided items are properly 
addressed and packaged.  Copies of Association items distributed 
through the interschool mail system will be provided to the 
office of the Superintendent at the time they are distributed. 

 
2. The Association office will be a regularly scheduled pick-up and 

delivery stop on the interschool mail system. 
 
Section 15.  Meetings, Board Agenda 
 
 Upon ten (10) calendar days advance request to the 
Superintendent, the Association will be given a place on the agenda of 
regular and special Board meetings devoted to general business.  This 
section will not prevent the Association from requesting that it be 
added to the agenda as an item in the nature of emergency business.  
Such a request will not be unreasonably denied by the Superintendent. 
 
Section 16.  Distribution, Board Agenda 
 
 The regular and consent agendas will be posted on the SBAC web 
site no less than five (5) calendar days prior to Board meetings.  
Board minutes will also be posted on the SBAC web site. 
 
  
Section 17.  Workday Visitation 
 
 During the regular work day, an authorized representative of the 
Association may visit personnel at each worksite provided the visit 
does not interfere with nor disrupt normal work assignments.  Upon 
arrival, the Association representative will report his presence and 
the purpose of his visit to the worksite supervisor or his designee.   
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ARTICLE VIII.  ASSOCIATION RIGHTS (Cont.) 

 
 

In order to assure identification, the Association will provide a list 
of authorized representatives which will not exceed fifteen persons at 
any given time.  The names will be listed by title of the person and 
purpose of the visit.  This list may be modified by the Association as 
needed.  When the list is modified, ample notice will be forwarded to 
the Superintendent or his designee, giving sufficient time for 
worksite supervisors to be notified.  When requested, the union 
representative will also provide appropriate identification and follow 
worksite sign-in, sign-out procedures.  Failure to do so may be 
grounds for refusal of the visit.  Permission to visit personnel 
within the worksite will not be unreasonably denied. 
 
Section 18.  Association Leave 
 
 Association leave will be treated as personal leave with pay and 
will require prior approval of the Association and at least ten days  
prior notification of the Superintendent or his designee.  The 
Association will reimburse the Board for all days used under this 
section at the prevailing substitute pay scale.  Approval of the 
Superintendent or his designee is required for any employee who uses 
more than five such days during any school year.  Approval will not be 
unreasonably denied.  Normally, there will be no more than one 
employee from each school or department on leave under the provisions 
of this section on any one day.  Personal leave in this section will 
not be interpreted as relating to personal leave in other sections of 
this contract. 
 
Section 19.  Board Policies 
 
 Current Board policies, new written procedures, and any 
additions, deletions, or changes in policies and/or procedures will be  
available through the SBAC home page. 
 
Section 20.  Districtwide Committees 
 
 The Association will be notified by the Superintendent or his 
designee of the formation of districtwide committees which will 
include ESPs. 
 
 The Association will provide, within fifteen (15) days of 
notification, a list of nominees equal to the total number of 
employees to be placed on the committee.  The Board will choose at 
least one-half of the employees on the committee from that list.  
Should the Association not provide such a list within fifteen (15) 
days, the Board will choose members from the bargaining unit.  Upon 
selection of the committee members, the Association will receive a 
list of the members of each committee and a schedule of committee 
meetings. 
 
Section 21.  Association Business 
 
 With the approval of the worksite supervisor, Association 
representatives may leave the worksite to conduct Association 
business.  The representatives must be on approved leave.  Such a  
request will not be unreasonably made nor approval unreasonably 
denied. 
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ARTICLE VIII.  ASSOCIATION RIGHTS (Cont.) 
 
Section 22.  Officer Release Time 
 
 Upon request, up to two employees holding elected offices in ACEA 
or its affiliates will be granted personal leave without pay for the 
duration of their terms in office.  The Association agrees to 
reimburse the Board for the costs of the continuation of the existing 
payroll service.  Under unusual circumstances, such leave may be on a 
less than full-time basis when arrangements are made to the mutual 
satisfaction of the Superintendent and the Association. 
 
Section 23.  New Employee Orientation 
 
The Association will be placed on the agenda of new employee 
orientation. 
 
 

ARTICLE IX.  EMPLOYEE RIGHTS 
 
Section 1.  Off-The-Job Conduct 
 
 The Board will not require an employee to participate in 
religious activities. 
 
 The private and personal life of any ESP is the concern of only 
that individual unless it interferes with the effective performance of 
his prescribed duties. 
 
 An employee's off-the-job conduct shall not result in 
disciplinary action unless such conduct is inconsistent with the 
Professional Code of Ethics and reflects directly on the School 
District. 
 
 The Board recognizes the right of a duly authorized Association 
representative to express the views of the Association provided such 
views are identified as those of the Association and such expression 
does not interfere with the work of any ESP. 
 
Section 2.  Charitable Drives 
 
 Employee participation in charitable drives is voluntary.  
Solicitations will be made, but no pressure shall be brought to bear 
to require such participation. 
 
Section 3.  Political Activity 
 
A. All ESPs shall have the freedom of political action when not 

engaged in the work assignment or other assigned responsibilities 
during the work day, provided such action is not disruptive to 
the normal activities of the worksite.  An ESP engaging in 
political activities shall make it clear that his statements and 
actions are his as an individual and that his views in no manner 
represent the view of the Board.  The Board's facilities, 
equipment and materials shall not be used to promote any 
political interest.  

 
B. The right of all ESPs to work and to vote for the party and 

candidate of their choice shall never be questioned, abridged, or 
denied by either the Board or the Association. 
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ARTICLE IX.  EMPLOYEE RIGHTS (Cont.) 
 
C. No ESP shall be coerced by an agent of the Board to make 

political contributions or to engage in any political work or 
activity against his wishes. 

 
Section 4.  Copyright 
 
 All employees who participate, at their own costs and primarily 
on their own time, in the production of tapes, publications, or other 
produced educational material, shall retain the residual rights should 
they be copyrighted or sold by the Board. 
 
Section 5.  Liability, Student Transport 
 
 ESPs will be covered by the Board's liability program when they 
transport students as part of their assigned or related duties.  
Employees will seek and secure administration prior approval to 
transport students. 
 
Section 6.  Facility Use 
 
A. Where facilities permit, the Board shall provide a parking area  
 at the worksite at no cost to ESPs.  
 
B. The Board agrees that ESPs shall have the right to use  
 existing employee lounge(s) at each worksite.  The Board agrees 

to make available to ESP at least one employee lounge which is 
reasonably furnished and vented.  The lounge(s) will not be open  
to students.  Existing combination lounges/workshops will not be 
considered a violation of this section. 

 
C. The Board agrees that ESPs shall have the right to use reserved 

dining areas designated for the use of employees in each 
worksite.  

 
D. Except for food service workers, ESPs shall be permitted to take 

food from the school cafeteria during employee meal times to 
areas designated by the worksite supervisor.  

 
E. Where facilities permit, ESPs will be provided with an area or 

space for the storage of personal items normally carried by an 
employee.  The nature of the area(s) may vary depending on local 
conditions and facilities.  When new employee desks are 
purchased, they will be equipped with functioning locks and keys. 

 
F. The Board agrees to make appropriate rest room facilities 

available for the use of employees.  The Board agrees that these 
facilities will be kept clean and appropriately supplied. 

 
G. Employees will be expected to exercise reasonable control, under 

the direction of the worksite supervisor, of textbooks, supplies, 
equipment, materials, or funds.  Employees will not be held 
financially responsible for textbooks, supplies, equipment, 
materials, or funds which have been stolen or lost by other 
persons.  Employees will comply with district and local worksite 
audit requirements after they have been furnished with a copy of 
the requirements.  Materials necessary for employee compliance 
with audit requirements will be furnished to employees upon 
request.  Compliance with audit requirements will fulfill the 
employee's responsibility in regard to funds collected.  

 
H. Telephones will be available for school business use and for 

personal emergencies.  Arrangements will be made to allow 
confidential phone calls in an appropriately private area(s) if  
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ARTICLE IX.  EMPLOYEE RIGHTS (Cont.) 
 
 

the need arises.  Personal long distance telephone calls will be 
made only with the approval of the worksite supervisor, and will 
not be charged to the worksite or the Board.  

 
Section 7. Emergency Closing 
 

 Whenever circumstances necessitate the closing of a school or 
schools for emergency reasons and Florida Statute(s) or SBE rule 
dictate that the day(s) must be rescheduled, ESPs directly affected by 
the possible rescheduling will be polled by the Association and the 
results made known to the Administration prior to the day(s) being 
rescheduled by the Board. 
 
 Uniform procedures will be established to notify staff members 
about the closing of a school(s) or district worksite(s) for emergency 
reasons.  These procedures will be shared with staff members. 

 
 

ARTICLE X.  EMPLOYEE WORKING CONDITIONS 
  
Section 1. Shifts   
 
A. The normal workday for Education Support Professionals will be no 

more than eight (8) hours per day but may vary during summer 
months. 

 
B. Employees who are assigned to be present at the worksite for at 

least four hours, of which three hours are continuous time, shall 
be scheduled as indicated below.  “Continuous" time is time spent 
at the worksite not including unpaid breaks.  

 
 Assigned to be present                       Breaks 
 4 hours.................................one 15-minute paid rest 
 More than 4 but less than 7 hours.......one 15-minute paid rest 
 ..normally no less than one 30-minute uninterrupted unpaid meal 
 Seven hours or more....................two 15-minute paid rests 
 ..normally no less than one 30-minute uninterrupted unpaid meal 
 
 This rest provision shall not be applicable to bus drivers nor 

bus attendants who work less than seven continuous hours.  ESPs 
will not supervise students during these break/rest periods, 
except in an emergency situation.  No paid rest shall be added to 
an ESP's uninterrupted unpaid meal.  Food service workers' lunch 
will normally be scheduled so as to provide thirty (30) 
continuous minutes.  Upon written agreement by the worksite 
supervisor and the employee, breaks and lunches may be scheduled 
at other than regularly scheduled times. 

 
C. Employees shall be given ten (10) working days' notice, in 

writing, of any shift reassignments except as otherwise provided 
in this Agreement or by mutual agreement of both parties. 

 
D. When a shift becomes available, eligible employees will be 

notified so they may apply.  Qualifications and seniority in each 
classification at the worksite shall be the sole factors in 
determining shift assignment.  For the purpose of determining 
seniority in this section only, seniority shall be determined by 
calculating the length of continuous service within the specific 
classification at the specific worksite where the vacancy occurs. 

 
 
 



 16

ARTICLE X.  EMPLOYEE WORKING CONDITIONS (Cont.) 
 
 
Section 2. Overtime 
 
A. No ESP shall be required to work beyond his normal work day 

without additional pay.  When overtime is required, an ESP who is 
not an exempt employee within the meaning of the Fair Labor 
Standards Act who works such overtime shall be paid at a rate of 
one and one-half (1 1/2) times his regular hourly rate for each 
hour in excess of forty (40) hours per week.  The overtime rate 
of one and one-half (1-1/2) times the regular hourly rate begins 
after an employee actually works forty (40) hours in one week. 

 
 Hours worked on a designated paid holiday shall be paid at one 

and one-half (1-1/2) times the regular hourly rate in addition to 
the employees regular pay.  Except in emergencies, overtime work 
will be distributed among qualified employees in the same 
classification within the worksite on an equitable basis by 
rotating such work through the appropriate seniority list.  This 
does not preclude the administration from selecting a specific 
employee to perform tasks which require that employee's special 
expertise.  An employee may refuse overtime except in emergency 
situations or when the employee's specific expertise is required.   
 

 In worksites where more than one employee is eligible to earn 
overtime, the following rules shall apply: 

 
 1.   A seniority list shall be updated and posted by October 1st 

and April 1st of each school year.  
 
 2.   At the beginning of each work year, overtime shall be 

awarded by rotating seniority (i.e., from the most senior to 
the least senior on the list).  

 
  When refusal of overtime is authorized, or in cases of 

illness or leave, the overtime shall not be charged to the 
employee. 

 
 3. Any deviation from rotating seniority shall be limited to: 
 
  a.   Employee eligible for the overtime does not possess the 

skills necessary or,  
 
  b.   An emergency exists requiring immediate action.  
 
  c.   Overtime requiring more than one regular shift shall be 

divided between two or more eligible employees.  
 
  d.   Following the first cycle through the seniority list, 

awarding overtime reverts back to the original 
seniority list and continues to rotate through this 
list. 

 
B. When the administration requires an employee to return to work on 

other than his regularly assigned shift, the employee shall 
receive a minimum of two (2) hours' pay at one and one-half 
(1-1/2) times his regular hourly rate.  

 
C. When the administration requires an employee for security checks 

during district scheduled breaks, the employee will receive a 
minimum of one (1) hour's pay or time worked at his regular 
hourly rate of pay plus mileage. 
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ARTICLE X.  EMPLOYEE WORKING CONDITIONS (Cont.) 
 
D. Upon mutual agreement of any ESP and his supervisor, compensatory 

time will be awarded in lieu of overtime pay.  The time taken off 
will be mutually agreed to by the employee and supervisor.  If no 
mutual agreement can be reached, the employee will be awarded 
overtime. 

 
Section 3. Parent Conferences   
 
A. If a worksite supervisor determines that a parent-ESP conference 

is necessary, the conference shall be arranged by the worksite 
supervisor in accordance with the following guidelines; (1) 
consult with the ESP involved to establish the time, date, 
parties involved, and place of conference, (2) notify the ESP of 
the purpose of the conference if the conference was not initiated 
by the ESP, and (3) confirm conference time, date, parties 
involved, and place with the ESP.  

 
B. Prior to initiating a telephone or person-to-person parent 

conference, the ESP will notify the worksite supervisor.  Nurses 
will use their professional judgment in notifying the worksite 
supervisor of such calls. 

 
C. Released time shall be granted to ESPs when needed for parent 

conferences provided that the conference is arranged by the 
worksite supervisor in accordance with the provisions of this 
section.  

 
Section 4. Student Interaction 
 
A. ESPs shall not normally be required to transport students.  At 

times, the health or safety of a student may require that an ESP 
provide transportation for a student.  In that event, the Board 
shall reimburse the ESP for mileage.  When approval for 
transportation of students in privately owned vehicles is 
granted, Sections 1006.22, F.S. and 1006.24 F.S. shall apply. 

 
B. If, in the opinion of an ESP, a student is disrupting regular 

activities, he may report the action to the teacher responsible  
for the student.  In the event there is no teacher responsible 
for the student at the time the incident occurs or the ESP is 
unable to identify the teacher responsible, the ESP may submit a 
written report of the incident to the worksite supervisor using 
the form which is appropriate for this purpose.  The worksite 
supervisor will take appropriate action.  Upon request, the 
worksite supervisor will discuss with the ESP the action taken. 

 
C. Under ordinary circumstances, only properly trained ESPs will 

be asked to perform medical procedures or to dispense 
medication to any student.  The Board will assume legal 
responsibilities when an ESP is asked to perform medical 
procedures or dispense medication to any student unless the ESP 
acts in a willful, wanton, malicious, or grossly negligent 
manner. 

 
 1.  Nonmedical school district personnel shall not perform 

invasive medical services which require special medical 
knowledge, nursing judgment and nursing assessment.  The 
procedures include, but are not limited to: 

 
  a.  Sterile catheterization. 
  b.  Nasogastic tube feeding. 
  c.  Cleaning and maintaining a tracheostomy and deep  
      suctioning of a tracheostomy. 
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 2.  Nonmedical personnel shall be allowed to perform health-

related services upon successful completion of child-
specific training by a registered nurse, a licensed 
practical nurse, a physician licensed pursuant to chapter 
458 or chapter 459, or a physician assistant certified  
pursuant to chapter 458 or 459.  All procedures shall be 
monitored periodically by a nurse.  These procedures 
include, but are not limited to: 

 
  a.  Cleaning intermittent catheterization. 
  b.  Gastrostomy tube feeding. 
  c.  Monitoring blood glucose. 
  d.  Administering emergency injectable medication. 
 
 3.  For all other medical services not listed in paragraph (1) 

or paragraph(2), a registered nurse, a licensed practical 
nurse, a physician licensed pursuant to chapter 458 or 
chapter 459, or a physician assistant certified pursuant to 
chapter 458 or 459 shall determine if nonmedical school 
district personnel shall be allowed to perform such 
services. 

 
 4.  Under ordinary circumstances, ESPs shall not be asked to 

toilet or diaper a student unless properly trained or 
certified to carry out necessary procedures.  The parties 
recognize that variations may occur in dealing with disabled 
children, but reasonable efforts shall be made to relieve 
nonmedical personnel of these duties.  Reasonable efforts 
shall also be made to relieve an employee of diapering or 
toileting a student of a gender different than that of the 
employee if the student has started to develop secondary 
sexual characteristics.  The parties recognize, however, 
that gender staffing in certain programs and centers may 
preclude such relief. 

 
 5.  The ESP shall have the necessary safety materials, 

garments, and materials necessary for completion of any 
required procedure. 

 
D. Any case of assault and/or battery upon an ESP in connection 

with an exercise of legitimate ESP authority will be reported 
to the Worksite Supervisor who will investigate and report the 
incident to a representative of the Board.  A representative of 
the Board will notify the Association and confer with the ESP 
to advise him of his rights and responsibilities with regard to 
the matter.  Criminal charges will normally be filed in such 
cases.  A representative of the Board will offer to assist the 
ESP in pressing such charges as are appropriate.  A student who 
deliberately and knowingly strikes an ESP will be suspended 
from school and shall be recommended for expulsion. 

 
 Nothing contained in this section shall prohibit an ESP from 

contacting the proper legal authorities and filing charges 
against the person or persons who assaulted and/or battered the 
ESP.  No punitive actions shall be taken by any administrator 
against any ESP who exercises his legal rights under this 
section. 

 
Section 5.  Health & Safety 
 
A. ESPs will be furnished with the equipment and supplies necessary 

to perform the task required of them, unless the job description 
specifies otherwise. 
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B.  Both parties agree that it is in the best interest of educational 

personnel and students to be free from communicable disease.   
 
 1.  When recommended by the chief medical officer of the Alachua 

County Health Department, and upon recommendation of the School 
Health Advisory Council, the Board may require ESPs to present 
evidence of freedom from a particular communicable disease.  No 
ESP shall be compelled to submit to any test without a written 
statement of the need for such a test from the School Board. 

 
 2.  Under these conditions, medical screening tests will be 

provided to ESPs at no cost.  Screening means presumptive 
identification of disease by tests that can be easily and rapidly 
given to apparently healthy persons.  The tests will normally be 
conducted by Alachua County School nurses or Public Health nurses 
at the worksite within the work day, under the supervision of a 
licensed physician. 

 
 3.  ESPs with a history of positive reaction to a screening test 

will be allowed to submit a physician's statement or medical 
history in lieu of undergoing the screening test. 

 
 4.  ESPs declining to submit to a screening test on religious 
 grounds will suffer no disciplinary action from the Board. 
 
 5.  ESPs who choose to have the screening tests performed by  
 their private physicians will be responsible for the  
 costs incurred. 
 
C. ESPs shall report potentially unsafe conditions at the worksite 

to the worksite supervisor or designee.  The worksite supervisor 
or designee will investigate, as soon as feasible after the ESP 
has made the report, and take action to correct conditions which  
are hazardous or potentially dangerous.  Should the worksite 
supervisor or his designee determine that the condition creates 
an immediate danger to the ESP(s), other employees or students, 
he will take immediate action to prevent harm to the ESP, other 
employees and/or students.  The ESP(s) will be informed of the 
action(s) which has been taken. 
 
If a disagreement arises over the action or lack of action of the 
worksite supervisor, for a condition creating an immediate 
danger, the ESP shall first inform the Superintendent or his 
designee who will have ten (10) days to review the reported 
situation and make a final determination. 
 

D. Employees are required to immediately report to their worksite 
supervisor any accident or injury, major or minor, which may 
occur to them. 

 
Section 6.  College Classes 
 
 Reasonable efforts will be made to accommodate  ESPs whose 
college classes interfere with their assigned workday.  Reassignment 
and/or adjustment of hours may be considered by the worksite 
supervisor. 
 
Section 7.  Personal Cell Telephones 
 
 Personal cell telephone use by ESPs is prohibited during the 
workday except on scheduled rest and/or lunch breaks(s), or in an 
emergency situation.  Bus drivers are prohibited from using personal 
cell telephones while transporting students except in emergency  
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ARTICLE X.  EMPLOYEE WORKING CONDITIONS (Cont.) 
 
situations.  In those situations, bus drivers are required to comply 
with all safety requirements governing radio and telephone use. 
 
 

ARTICLE XI.  EDUCATION SUPPORT PROFESSIONALS SPECIAL AREA SECTION 
 
Section 1. Bus Drivers 
 
A. Workweek:  Each bus driver shall be guaranteed a minimum of 

four (4) hours each day.  In addition, each driver shall have 
the option of being guaranteed a minimum of thirty (30) hours 
per week, which may include field trips or other assigned 
duties.  Drivers whose driving time exceeds four (4) hours per 
day or thirty (30) hours per week, depending on the driver’s 
guarantee, will be paid actual time.   

 
Each driver will be paid fifteen (15) minutes per day (included 
in the driver’s regular daily schedule for related duties.)    
The related duties shall include: 

 
 1. Sweeping, inside cleaning, and securing   
          windows of the bus; 
  
 2. Daily a.m. and p.m. pre-trip inspection of the bus; 
 
 3.  Keeping an up-to-date route sheet on the bus at all 

     times; 
 
4.  Keeping an up-to-date seating chart on the bus at all 
     times; 
       
5. Required daily videotape maintenance. 

 
 In addition, bus drivers will be paid at their regular hourly  
 or overtime rate over thirty hours for actual time for: 
 
 1. Scheduled conferences with principals/students/parents 

and/or transportation department supervisors;  
 
 2. Bus breakdowns that occur during a driver's route away  
  from the compound; 
 

3. Bus accidents; 
    

4. Random drug/alcohol test (15 minutes or time from the 
scheduled appointment until test is completed) plus two 
minutes per mile for drivers in outlying areas.  Mileage 
will be calculated from the last drop-off to the main 
compound and from the main compound to the last drop-off; 

 
5. Extra runs beyond their scheduled work time or thirty hours; 

 
6. Actual time of all training workshops; 

    
 7. Other assigned/required duties, as required, with prior  
  approval of the worksite supervisor; 
 
 8.   Filling out local and state reports; 
 
 9.   Bus drivers will be paid one-half hour at their regular or 

overtime rate of pay for filling out a route sheet each 
semester and when awarded a different route; 
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    10.   Bus drivers will be paid one hour for the completion of each 

of the two required student surveys per year; 
 
    11.   A bus driver who is based in an outlying compound and brings 

his bus in for a maintenance procedure will be paid fifteen 
(15) minutes or two (2) minutes per mile, whichever is 
greater.  Mileage will be calculated from the last drop-off 
to the main compound and from the main compound back to the 
last drop-off.  This practice will be followed whenever a 
spare bus is not available to be issued to the driver. 

 
B. Annual Physical:  Annual physical, as required by State Board  
 Rules, will be provided by the Board; 
 
C. Work Year:  The regular work year for bus drivers will be 186  
 days per year plus eight (8) hours per year for safety workshops. 
 
D. New Buses:  
 
 1.  New school buses will be assigned by the worksite supervisor 

considering the needs of the Board and students.  Such 
consideration will include seniority, length of route, fuel, bus 
age, mileage, and condition of old bus.   

 
 2.  New ESE school buses will be assigned by the worksite 

supervisor considering the needs of the Board and students.  Such 
consideration will include seniority, length of route, fuel, bus 
age, bus size, mileage, and condition of old bus. 

 
E. Extracurricular Field Trip and Mid-Day Run Assignments:   
 
 1. Drivers for extracurricular and field trip assignments will 

be selected:  
 

a. To help meet the thirty (30) hours per week guaranteed.  
Every effort will be made to provide the thirty (30) 
hours Monday through Friday; 

 
b. From a rotating list of volunteers by seniority as 

needed after each driver has met his thirty (30) hours 
guaranteed each week. 

 
c. Current employees, not in the Transportation 

Department, who are trained, licensed and on the random 
drug list will be eligible to drive trips at the 
discretion of the requesting principal. 

  
2. A list of drivers for mid-day runs will be developed.  

Drivers will be selected by seniority from the list on a 
rotating basis. 

 
3. Drivers who receive at least 48 hours notification of a trip 

and refuse it shall be charged with the trip. 
 
4. Drivers who receive less than 48 hours prior notification of 

a trip and refuse it shall not be charged for the trip. 
 

 
 



 22

 
ARTICLE XI.  EDUCATION SUPPORT PROFESSIONALS SPECIAL AREA SECTION 

(Cont.) 
 

5. Drivers who fail to report for a trip without adequate 
notice may be removed from the list for the remainder of the 
semester. 

 
6. A bus driver who is assigned to drive his regular a.m. and 

p.m. routes and a scheduled extracurricular field trip to 
transport a party to a designated site and return his bus to 
storage shall be charged for one (1) trip and placed on the 
appropriate step of trip rotation. 

 
7. The same bus driver who is scheduled to retrieve a party 

from a scheduled trip and return the party to the original 
destination point and return his bus to storage shall be 
charged for two (2) trips and placed on the appropriate step 
of trip rotation. 

 
 When the trip involves an overnight stay or requires  
meals away from home, the employer shall pay meals, lodging,  
parking and tolls in accordance with Board procedures. 
 
     Drivers for all extracurricular field trips will be paid a 
minimum of two hours unless part of the trip time is during the time a 
driver is already being paid for a normal workday.  The driver will 
only be paid for time over normal paid working hours. 
 
 Drivers shall receive a minimum of two-hours pay at either the 
regular or overtime rate of pay if not notified that a scheduled trip 
is canceled.  For a.m. trips, notification shall be before a.m. routes 
begin and for p.m. trips, before p.m. routes begin.  Drivers shall 
receive a minimum of four hours pay at either the regular or overtime 
rate of pay if not notified that a scheduled weekend trip is canceled.  
For weekend trips, notification shall be not later than 8:00 p.m. the 
evening before the scheduled trip. 
 
  
F. Summer School Assignments:   
 
 1. Summer school assignments within each area shall be offered 

first to those bus drivers who have requested them. The 
assignments will be made on the basis of seniority. 

 
 2. Drivers shall be notified two weeks prior to the closing of 

the current school year of tentative summer employment. 
 
 3. Drivers shall be paid a minimum of four (4) hours per day.   
 
G. Health and Safety: 
 
 1. The Board shall provide each bus driver and bus attendant 

with basic first aid training.  Reasonable efforts will be 
made to provide each bus driver and bus attendant the name 
of any student with a chronic medical problem, the nature of 
the problem, and instructions to handle any medical 
emergency involving the student which may jeopardize the 
safety of others on the bus. 

 
 2. No bus driver or bus attendant will be required nor expected 

to disarm any student when to do so may jeopardize his 
safety or that of his passengers. 
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ARTICLE XI.  EDUCATION SUPPORT PROFESSIONALS SPECIAL AREA SECTION 

(Cont.) 
H. Student Discipline: 
 
 1. Bus rules and regulations will be printed by the Board and 

posted in each bus. 
 
 2. The bus driver will inform each student of the bus rules and 

bus stop rules and the penalty associated with the violation 
of the rules. 

 
 3. Upon receipt of written notification of violations of bus 

rules and regulations by a student, the worksite supervisor 
will take appropriate action. 

 
I.   Bus Attendants: 
 
 1.  The duties and responsibilities of the bus attendant are as 

listed under XX “Performance Duties of the School Bus 
Attendant in the Driver’s Handbook.” 

 
 2. Workday:  The workday for bus attendants will normally be no 

less than four (4) hours per day.  
 
 3. Work Year:  The regular work year for bus attendants will be  

186 days per year plus eight (8) hours per year for safety 
workshops. 

 
4. Bus Attendants who are working off a compound shall be 

paid from departure until the time they should have 
returned to the compound, both a.m. and p.m.  

 
5. Bus Attendants who are required to accompany the school 

bus on a mid-day run or field trip shall be paid in the 
same manner as the bus driver. 

 
 6.   All bus attendant openings will be posted with the work 

location noted as the bus compound.  All openings will be 
assigned by seniority. 

 
 7. Should a conflict arise between a bus driver and an 

attendant, the driver and attendant shall meet with the 
Route Coordinator or designee in an effort to resolve the 
conflict.  Should the conflict not be resolved, the 
attendant shall be permanently removed from the route.  An 
aide who has been removed shall be guaranteed a minimum of 
four (4) hours a day in accordance with Article XI, Section 
1.I.2.  Once an attendant has been removed from a route due 
to a conflict with the bus driver, the attendant will not be 
permitted to bid or work on a route with that driver. 

 
J. Open Routes: 
 
 Open routes will be assigned as follows: 
 
 1.  All open routes will be posted by compound; 

 
 2.  All open routes will be assigned by seniority. 
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(Cont.) 

 
K. Dismissal Time: 
 
 The bus driver will be required to accept students 5 minutes 

prior to the first p.m. school dismissal time.  Drivers will be 
paid for these 5 minutes. 

 
L. Activity Routes: 
  
 Activity Routes within each area shall be offered first to those 

bus drivers who have requested them and who have the seniority 
and demonstrated reliability as long as the total assignments of 
drivers do not exceed eight (8) hours or create avoidable 
overtime situations. 

 
M.  Transportation Department supervisors or principals requesting a 

meeting with a driver shall authorize extra pay on the 
appropriate form(s).  This does not include normal delivery of 
referral forms to the office.  See Appendix G. 

 
N.  A bus driver who brings his bus in to its scheduled bus service 

and  is informed that  his service has been canceled, will be 
paid his regular rate of pay for two minutes per mile plus actual 
time at the garage.  Mileage will be calculated from the last 
drop-off to the main compound and from the main compound back to 
the last drop-off. 

 
O. The concerns committee will evaluate an attendance and evaluation 

incentive program. 
 
P. Prior to a bus driver being removed from a school on the 

recommendation of a principal, Step 1 and 2 of the Progressive 
Discipline process in Article XIII, Section 5 of this agreement 
shall be followed.  In this section only, Step 3 of the 
Progressive Discipline process shall result in the driver being 
permanently removed from the school.  A driver who has been 
removed shall be guaranteed a minimum of thirty (30) hours a week 
in accordance with Article XI, Section 1.A. The principal and the 
Director of Transportation, or designee, will participate 
throughout the entire process.  

 
Q. Retiring Bus Drivers/Attendants:  Should a bus driver or an 

attendant retire and give proper notice prior to the separation 
date that he wishes to return to work immediately following one 
calendar month off, the driver/attendant will be awarded the same 
route upon return. 

 
Section 2. Food Service Employees 
 
A. Work Year:  The work year for food service employees shall be no 

less than 183 days per year. 
 
B. Job Assignments:  Job assignments in the cafeteria shall be 

awarded based on demonstrated ability.  Demonstrated ability 
being equal, seniority within a classification at a worksite will 
be the determining factor in awarding job assignments.  As time 
and schedules permit, opportunities will be provided during the 
work year for food service employees to learn each task. 

 
C. Special Assignments:  The preparation of meals, treats, goodies, 

other food items, and/or preparations other than normal breakfast 
and lunch programs performed outside the duty day will be  
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compensated at either special, regular, or overtime rate of pay 
as appropriate. 

 
D. Uniform Dress 
 
 School Food Service personnel, in conformance with industry 

standards, may be required to wear prescribed professional dress 
while on duty.  Uniform Dress guidelines shall be developed and 
maintained by a committee comprised of at least three bargaining 
unit members designated by the Association and an equal number 
representing Food Service Management designated by the Director 
of Food Service. 

 
E. Dress Allowance 
 
 A professional uniform dress allowance of $120 per school year 

will be paid to School Food Service personnel.  This allowance 
will be divided into two (2) payments of $60.  This is a 
maintenance allowance only.  Repeated failure to wear the 
prescribed dress is grounds for forfeit of said allowance. 

 
 If a person has not been employed for the full five month period, 

covered by a single payment, a prorated allowance will be paid.  
The employee must have been an active full-time food service 
worker for a minimum of three (3) work weeks to be eligible for 
all or part of this allowance. 

 
 A new uniform policy will be in effect beginning the second 

semester of the 1999-2000 school year.  The maintenance allowance 
may be waived or changed based on the recommendation of the 
Uniform Dress Guideline Committee.   

 
F. Certification 
 
 Food Service employees who are certified at any time during the 

current school year under the School Nutrition Association 
Certification Program will be paid an annual lump sum supplement 
at the close of the regular school year.  Once a Food Service 
employee is certified, he/she must earn one-third (1/3) of the 
points required for the specific certification level held (five 
(5) points Level I, ten (10) points Level II, fifteen (15) points 
Level III) each year in order to receive a $200.00 certification 
supplement.  At each level, one local Association meeting must be 
included as part of the minimum total requirement per year.   

 
 The salary supplement of $200.00 will be prorated on an equitable 

basis to the period of certification.  If disagreement arises 
over the proration which cannot be resolved and the ESP requests 
a review, a tripartite review panel consisting of one person each 
chosen by the parties and a third person receiving similar 
supplement(s) chosen by the representatives of the parties, will 
review the matter and determine an equitable resolution for 
proration which will be binding on the parties. 

 
  
G.  Career Ladder 
 
 There will be a career ladder program for food service personnel.  

This training program will be organized and implemented by the 
Central Food Service Administration.  A committee of two members 
appointed by the Association and two members appointed by the  
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(Cont.) 

 
Board will meet whenever necessary to revise program guidelines 
and procedures. 

 
Section 3. Paraprofessionals/Aides 
 
A. Workday:  The length of the workday of paraprofessionals/  
 aides will be determined by the worksite supervisor.  A good 

faith effort will be made to provide no less than four (4) hours 
per day for each paraprofessional/aide. 

 
B. Daily Hours:  The starting and ending times for each 

paraprofessional/aide's working day during the school year shall 
be determined by the principal after discussion with the 
paraprofessional/aide. 

 
C. Work Year:  The normal work year for paraprofessionals/aides will 

be no less than 186 days.  Paraprofessionals will be notified of 
the tentative number of work days for the coming school year by 
the end of post planning. 

 
D. Student Supervision:  Paraprofessionals/aides who are assigned 

supervisory duties will have immediate access to certificated 
personnel during the supervisory period.  No paraprofessionals/ 
aides shall have the sole responsibility for the supervision of 
students for an extended period of time, as defined in Article 
XIX, Section 2. 

 
E. Duties and Responsibilities:  Paraprofessionals/aides' duties, 

responsibilities, standards, and procedures shall be governed by  
standards and procedures as defined by the School Board of 
Alachua County.  

 
F. Royalties:  The Board waives all rights to royalties from and 

other privileges afforded for materials, tapes, publications, or 
other educational aids produced by a paraprofessional/aide, 
provided the paraprofessional/aide neither produces nor develops 
such materials, tapes, publications, or educational aids during 
the normal workday.  The paraprofessional/aide will not utilize 
Board equipment, materials, facilities, or personnel in 
development or production of such materials.  Field testing of 
such materials may be conducted within the individual 
paraprofessional/aide's classroom with the prior written 
permission of the supervisor, provided that such materials are 
consistent with the overall instructional objectives of the class 
course, and/or grade level.  Permission to field test will not be 
unreasonably denied.  Nothing in this section will deny a 
paraprofessional/aide permission to make application to have  
materials field tested under existing Board policy and 
regulations. 

 
G. Leaving Campus:  Subject to the approval of the principal or his 

designee, a paraprofessional/aide may leave the campus of his 
particular school if appropriate arrangements are made to insure 
that students are not left unsupervised.  Approval is required 
for each circumstance or situation.  The principal or his  
designee will not unreasonably deny such a request.  A 
paraprofessional/aide will use this privilege only in unusual 
circumstances.  
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H. Paraprofessionals/aides will not be required to participate in 
 personality inventories. 
 
I. Paraprofessionals/aides will not be required to perform normal 

custodial or maintenance duties. 
 
J. Meetings:  The administration will provide a tentative schedule 

of pre-planning required meetings and inservice training which  
paraprofessionals/aides are required to attend.  The schedule 
will be distributed to paraprofessionals/aides prior to or during 
the initial faculty meeting.  

 
K. Planning Days:  In worksites where paraprofessionals/aides are 

assigned to work planning days, their work day will be the same 
as teachers.  Principals will provide paraprofessionals/aides 
with no less than five (5) days notice of any required activity 
to occur on a planning day.  Scheduling and duration of lunch 
periods will be determined after input from the staff. 

 
L.  In elementary and center schools, instructional paraprofessionals 

shall have time each week to consult with their assigned 
teacher(s), if the assignment consists of non-routine activities 
that frequently change and necessitate paraprofessional and 
teacher discussion in order to implement.  The amount of time may 
differ from one location to another.   

 
 The controlling factors will include job complexity and 

diversity.  Time devoted to consultation and preparation with the 
teacher should not exceed one (1) hour per week.  Time for such 
meetings shall be chosen and/or scheduled at mutually agreed upon 
times. 

 
M. A paraprofessional/aide who participates on a school trip to Camp 

Crystal which requires the paraprofessional/aide to be away from 
home overnight will receive his meal(s) at Camp Crystal at no 
cost.  Paraprofessional/Aides will be compensated for their time 
at one and one half (1-1/2) of his or her daily rate, if the time 
worked exceeds forty (40) hours during the work week. 

 
 
Section 4. Educational Office Personnel 
 
A. Work Space:  All school-based educational office personnel will 

have a designated area including a desk or comparable furniture 
for the performance of their duties.  Provision shall be made for 
educational office personnel to store their purses or other 
personal items, which may be subject to theft, in an easily 
accessible secured area.  A good faith effort will be made by the 
Board to upgrade office furniture (desks and chairs) to improve 
working conditions for all educational office personnel. 

 
B. No employee will be terminated or demoted as a result of 

administrative changes at the worksite. 
 
Section 5. School Nurses 
 
A. A private area/work space for counseling, consultation and 

confidential telephone conversation, and day-to-day duties shall 
be provided to the school nurse at each worksite, as needed.  
Each nurse shall have a desk, file cabinet with a lock or 
comparable furniture items provided. 
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B. School nurses shall be reimbursed for parking/mileage incurred in 

connection with their assigned duties.   
 
C. The Board agrees as a goal to reduce the nurse-students ratio  
 to 1:750 as recommended nationally by the National Nurses 

Association. The Board further agrees as a goal to reinstate the 
school nurse work week to thirty (30) hours per week with no 
increase in caseload.  

 
D. Each principal will provide a location at his school for 

conducting professional mandatory cross-grade screenings.  
 
E. Workload:  School nurses shall be assigned only professional and 

health-related duties in the school(s) to which they are 
assigned, except in emergencies involving health or safety. 

 
F. Work Year:  School nurses normally will have the same work year 

as students. 
 
G. Substitutes:  Regular school nurses who volunteer to substitute 

for other nurses will be paid their regular hourly rate of pay. 
 
H. Hours and days initially assigned may be modified during the 

school year based on contractual arrangements with the Florida 
Department of Health and Rehabilitative Services.  Should  
reductions become necessary, the nursing staff shall be consulted 
regarding how these reductions will be implemented. 

 
Section 6. Custodians 
 
A. All custodial personnel will have a posted schedule drafted by the 

head custodian outlining their regular duties.  The worksite 
supervisor will review and may make modifications to this schedule.  
Such modifications will be discussed with the head custodian. 

 
B. When circumstances require a deviation from a custodian's regular 

schedule, upon approval of the worksite supervisor that schedule 
shall be modified by the head custodian or his designee to 
accommodate the loss of time from the regular schedule. 

 
C. When such modification reduces the routine cleaning of a 

classroom or other spaces, the worksite supervisor or his 
designee may notify the users of such spaces. 

 
D. When non-routine tasks are assigned that would normally be 

completed by personnel other than custodial, the custodian shall 
not be negatively evaluated for the time spent on such tasks. 

 
 
E. When it is known that a custodian will be absent on approved 

leave, other than vacation, for a period exceeding three days, 
the worksite supervisor will request a substitute.  In other  
circumstances, when a custodian is out for any reason, the 
worksite supervisor may immediately request a substitute 
custodian. 

 
F. Office:  As facilities permit, each head custodian will be 

provided a work location.  Each head custodian will have access 
to a telephone to conduct Board business. 

 
G. Keys:  The head custodian at each worksite shall be provided a 

master key to the worksite and all buildings at that site.  Keys  
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to the worksite supervisor's office may be excluded from this 
provision.  Keys will be distributed by the worksite supervisor 
as appropriate.  Unauthorized duplication of keys may lead to 
disciplinary action. 

 
H. Training:  Instruction in the use of any new and/or unfamiliar 

tools or equipment will be provided to a custodian in the 
performance of his duties. 

 
I. Material Transport:  No custodian will be required to transport 

any materials or substances in his automobile which pose a safety 
hazard. 

 
J. Second Shift Custodian:  Second shift custodians will have a 

posted schedule drafted by the head custodian and approved by the 
worksite supervisor outlining their regular (routine) duties.  

 
K. The head custodian agrees to work cooperatively with the worksite 

supervisor on all custodial assignments and responsibilities. 
 
L. The head custodian's evaluation will be based on his 

effectiveness in carrying out his assigned responsibilities. 
 
M. Head custodians may request an updated supply list from the 
 appropriate personnel at the worksite, as needed. 
 
Section 7.  Facilities 
 
A. Continuing education/technical training enhancement classes will 

be offered to all facility employees as they become available.  
Some classes will require prerequisite knowledge and/or training. 

 
B. When employees are assigned to Board trucks and are required to 

work on lifts, high ladders, or other dangerous areas, a helper 
or another employee will be assigned to work with them. 

 
 Employees shall have the necessary safety equipment and materials 

to perform the tasks assigned.  Such equipment and materials 
include, but are not limited to, rubber boots, gloves, hats or  
hard hats, safety glasses, safety belts, back restraint, 
insecticides, and sun block protection. 

 
C. Notice of ESP vacancies, including work location, will be  
 posted in each staging area of the worksite.  Copying and 
 posting of said notices will be the responsibility 
 of a representative of the Association. 
 
D. The Association will be permitted to place seven (7) bulletin 
 boards in the facility department in areas and locations  
 approved by the Director of Maintenance.  The bulletin boards  
 shall not be larger than fifteen (15) square feet and be  
 approved by the Director of  Facilities.  The Association shall be 

responsible for the maintenance of the bulletin boards. 
 
Section 8. Head Start Personnel 
 
 
A. Head Start/School Readiness/VPK instructors and assistants must 

complete at least two (2) home visits and two (2) parent 
conferences per year and conduct one parent meeting per month.  
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Instructional staff and liaisons must be in attendance at 
parent meetings.  Mileage is paid for documented job related 
activities (home visits, conferences, parent meetings and 
inservice training). 

 
B. Head Start/School Readiness/VPK staff is required to provide 

documentation of a physical exam which indicates the individual 
is physically able to perform the job as per the job 
description upon employment and every two (2) years thereafter. 

 
C. Mileage will be paid for only one staff person for 

transportation to and from home visits unless prior approval 
from Head Start director or designee is granted. 
 

D.   Regular (announced and unannounced) observations are conducted 
in each early childhood classroom by Head Start/School 
Readiness/VPK staff.  Head Start/School Readiness/VPK staff 
will confer with instructional staff upon completion of 
observation and at a time that is least disruptive for children 
and before the observation form is signed. 

 
E. Staff members will schedule breaks at times least disruptive 

for students (i.e. during specials, after the children have 
departed for the day, when foster grandparents or regular 
volunteers are available, etc.)in order to maintain the 
appropriate adult/child ratio. 

 
F. In the event a regular substitute cannot be found and a Head 

Start Assistant with National CDA or Associate Degree in Early 
Childhood Education or Child Development credentials 
substitutes for a Head Start/School Readiness/VPK Instructor, 
the Assistant shall be paid $ 25.00 per day supplement in 
addition to his regular salary.  The amount may be prorated if 
less than a full day. 

 
G. Compensation 
 
 1. Head Start/School Readiness/VPK instructors with Pre-

school/Child Development Associate Credential (CDA), 
Associates Degree in Early Childhood or Child Development, 
or an Associate’s Degree plus 18 semester hours of college 
credit will be paid at pay grade 26. 

 
 2.  Head Start/School Readiness/VPK Instructors with a 

Bachelor’s Degree in Pre-K Primary or Preschool Education, 
or a Bachelor’s Degree in Elementary Education plus 18 
semester hours of college credit in early childhood 
education or child development will be paid on pay grade 27 
at an hourly rate closest to, but not less than, the hourly  

  rate of pay for a beginning teacher at bachelor’s level on 
the Board-adopted Teacher Salary Schedule. 

 
 3. Head Start/School Readiness/VPK Instructional staff will be 

required to follow the Head Start Performance Standards and 
Head Start policies and procedures. 

 
     (a)  Staff members must consult and receive approval from the 

Director or designee before enrolling in a class for the 
purpose of coordinating schedules with co-workers. 
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(b) Staff enrolled in qualifying degree seeking programs must 

schedule classes, internships and any other related 
activities during the time it is least disruptive for 
students.  100% of the Head Start/School Readiness/VPK 
instructors must earn an AS degree in Early Childhood 
Education or Child Development by 2008; 100% of Head 
Start/School Readiness/VPK Instructors must earn a BA by 
2010.  All assistants must have at least a National CDA 
within one year of employment. 

 
All instructional staff must have first-aid and CPR 
certification within ninety (90) days of employment. 

 

(c) Head Start/School Readiness/VPK classroom staff (teachers 
and assistants) is required to enroll in an educational 
institution in order to obtain Associate post secondary 
degrees or higher in Early Childhood Education or Child 
Development.  Staff is required to make continuous progress 
toward earning a degree.  Temporary exceptions may be made 
by mutual agreement between the employee and the Director 
if documentation of an emergency situation is provided.  
Continuous progress toward that degree is defined as 
remaining enrolled in a degree seeking program, 
successfully passing all courses and maintaining good 
attendance.  The Board will instruct the staff on how to 
complete the Federal Financial Aid application for 
scholarship.  If the employee does not receive the 
necessary funds, Head Start/School Readiness/VPK shall 
provide limited (% of full cost) financial assistance for 
the cost of the program, if program funds are available.  
In order to receive financial assistance, staff must enroll 
in a post secondary institution with which the Board has 
established a contract. 

 

(d) Staff will be required to enroll in Adult Basic Education 
(ABE) classes or participate in Prep Lab if College 
Placement Test (CPT) scores indicate such prior to 
enrolling in prep classes or college credit courses. 

 
 1.  Participation in the Adult Basic Education (ABE) 

program will count as continuous progress for one year 
only, after which staff must enroll in prep or college 
courses and demonstrate the ability to make continuous 
progress toward earning a degree.  At the end of the 2007-
2008 school year, an employee will no longer be able to 
hold his position if he does not comply.  

 
 
(e) If the Board-Head Start/School Readiness/VPK has 

financially assisted a staff person by paying the cost of 
tuition or its equivalent, to obtain a qualifying degree, 
the staff person agrees to continue working in the Head 
Start/School Readiness/VPK program as follows: 

 
1. For every six credit hours, or portion thereof, the 

employee will agree to remain for one semester or at 
least a total of ninety (90) days in Head Start; or 
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2. Reimburse the School Board-Head Start/School 

Readiness/VPK for the current amount contributed by the 
District, less the employment credit as set forth 
inG.3.(e)1. 

 
3. Head Start/School Readiness/VPK will not fund a course 

which was previously taken by an employee where the 
employee withdrew and/or received a failing grade. 

 
4. Head Start/School Readiness/VPK will pay for no more 

than three (3) prep courses (one math, one reading, and 
one writing). 

 
5. Textbooks purchased with Head Start funds must be 

returned to the Administration Office upon completion of 
the course. 

 
(f)    Staff must submit to the Board each semester a Head 

Start Student Performance Monitoring Report, a Student 
Authorization for Access to Education Records form and 
an official transcript in order to assure continuous and 
satisfactory progress toward credential/degree. 

 
 3. Individuals employed with the Head Start/School 

Readiness/VPK program are required to participate in all 
regularly scheduled inservice trainings as indicated on the 
annual training schedule, as well as those trainings 
required due to new or revised federal mandates or local 
policies and procedures. 

 
Section 9.  Title I 
 
 If Title I aides are required to take classes and/or inservice 
that fulfill a federal mandate, those employees shall receive 
financial assistance in the same manner as provided for Head Start/ 
School Readiness/VPK employees. 
 

ARTICLE XII.  EMPLOYEE PERFORMANCE EVALUATION 
 
Section 1.  Annual Evaluation   
 
A. Evaluation of an ESP's performance is an administrative 

responsibility. 
 
B. Each employee shall be evaluated by the worksite supervisor or 

his administrative designee annually and when deemed necessary.  
 
C. All evaluations shall be in written form utilizing the format 

which has been mutually agreed upon by the parties.  See  
Appendix C. 

 

D. The worksite supervisor (or administrator signing the evaluation) 
shall schedule a conference to review the evaluation with the 
employee. 

 

Section 2. Notification 

 
 Within the first month of employment, each ESP will be provided 
with the following:  (a) duty hours and work assignment, (b) copy of  
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status form which will contain information on pay grade, step, and 
pay rate, (c) an explanation of health insurance and other fringe 
benefits, (d) opportunity for orientation to work area, and (e) the 
name of: 
 
A. His immediate supervisor and/or worksite supervisor. 

B. Prior to the implementation of the evaluation process, all ESPs 
will be informed of the evaluation process and criteria for 
evaluation. 

 
This notification may occur in new employee orientation. 

 
Section 3.  Probation. 
 
A. New employees shall be on probationary status pending fingerprint 

processing and completion of a criminal history investigation.  
Upon employment, all employees shall normally serve a six-month 
probationary period. During the probationary period, employees 
may be terminated with or without cause.  For this article, six 
months is defined as the employee’s normal work months.  Time 
spent on leave of absence and/or unworked summer months is 
excluded. 

 
B. At the conclusion of the probationary period, an evaluation will 

be completed for each employee.  If no evaluation is completed at 
the end of the probationary period, it will be assumed that the 
employee’s performance is satisfactory.  Employees who receive an 
overall "Satisfactory" rating in all categories will become 
regular employees.  Employees who receive a “Needs Improvement” 
or “Unsatisfactory” in any category may have their probationary 
status extended for six months. 

C. Employees hired for specific time-limited positions shall not be 
eligible to receive credit toward regular employee status for 
service in the time-limited position. 

 
D. Ten-month employees on probationary status at the end of the 

school year must be informed by the last day of post-planning if 
they are not being rehired for the following year. 

 
Section 4. Criterion   

A. The worksite supervisor is responsible for indicating the  
 employee's effectiveness in meeting each criterion as  
 follows:   
 
  Above Satisfactory    The criterion is above acceptable 
                                through exceptional (See 2 below). 
 

  Satisfactory   The criterion is attained and is 
acceptable (See 3 below). 

 

  Needs Improvement The criterion is attained, but the 
quality is not consistently acceptable 
(See 1 below). 

 

  Not Satisfactory  The criterion is not attained (See 1 
and 4 below). 
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B.   Guides for Developing Supporting Statements: 

 1.   A supporting statement is required whenever "Needs 
Improvement" or "Not Satisfactory" is checked.  It should 
identify the recommended improvements and assistance that 
will be offered.  

 
 2.   A supporting statement is recommended when “Above 

Satisfactory” performance has been deemed exceptional. 
 
 3.   A supporting statement may be included for any other 

"Satisfactory" evaluation whenever the additional 
information is helpful in interpreting the evaluation.  

 
 4.   Prior to checking "Not Satisfactory" on an employee's 

evaluation, the appropriate worksite supervisor will have 
informed the employee, at least thirty (30) days prior to 
the final evaluation, in writing of possible deficiencies 
and the manner in which these deficiencies can be remedied.  
Time and assistance will be provided to correct said 
deficiencies.  

 
 5.   Salary Holdback, pursuant to Article XIX, Section 12, may be 

recommended by an administrator when two or more of factors 
numbered 1-4 on the ESP evaluation tool are deemed “Not 
Satisfactory” at final year end evaluation. 

 
C. An overall rating of the ESP's performance which shall be 

reflective of the overall evaluation will be included on the 
evaluation instrument (Above Satisfactory, Satisfactory, Needs 
Improvement, Not Satisfactory).  

 
D. The employee shall sign and date the written evaluation 

indicating that he has read the written evaluation and has had 
the opportunity to discuss the evaluation with the worksite 
supervisor.  If the employee disagrees with his evaluation he 
may, within ten (10) working days, provide a written rebuttal to 
be attached to the evaluation.  An employee shall not be 
requested nor required to sign a blank or incomplete evaluation 
form. 
 

Section 5. 
 
 The Association and the Board agree to form a joint committee 
composed of two (2) representatives from the Association and two (2) 
representatives from the Board to review all aspects of the 
performance evaluation process.  The committee will meet annually and 
make a recommendation to their respective bargaining team by April 1, 
each year. 
 

ARTICLE XIII.  DISCIPLINARY PROCEDURES 
 
Section 1. 
 
 Disciplinary action shall be governed by the provisions of this 
contract.  
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Section 2. Fact Finding 
 
A. Disciplinary actions may not be taken against an employee except 

for cause, and this must be substantiated by sufficient evidence 
which supports the recommended disciplinary action.  

 
All facts pertaining to a disciplinary action shall be developed 
as promptly as possible.  Actions under this Article shall be 
promptly initiated after all the facts have been made known to 
the official responsible for taking the actions.  
 
 Nothing in the above will be considered as preventing the 
administrator from conducting an initial fact-finding conference  
or investigation to determine the facts in the case.  In no 
circumstances shall an employee, who is subject to an 
investigation, be asked to provide a written statement or to sign 
a written statement without first being informed that he is 
entitled to representation.  The employee shall be given 
sufficient time (24 hour notice) to arrange for representation.  
 
Should the initial complaint or fact-finding conference warrant 
further action, the worksite supervisor will notify the involved 
ESP. 
 

B. Letters of reprimand may be removed, with Board approval, from an 
employee's Human Resources Division personnel file after a period 
of two years and placed in a separate file. 

 
Section 3. Notification 
 
A.   Any ESP who is suspended or discharged shall be notified 

in writing of the reason for such action.  
 
B. When an employee is involved in circumstances which he believes 

could lead to a written warning, written reprimand, suspension or 
dismissal, the employee may have Association representation at 
any conference between a worksite supervisor and the employee 
which relates to the matter.  A worksite supervisor who is 
considering such disciplinary action against a member of the 
bargaining unit will give the employee written or telephonic 
notice, including the reasons for concern, no less than 24 hours 
prior to the conference.  Such written notice will be hand 
delivered or sent by certified mail.  The employee may be 
required to pick up the notice at the worksite.  Telephone notice 
will be delivered verbatim from the written notice form and a 
copy forwarded to the Association via facsimile.  Nothing in the 
above will be considered as preventing the worksite supervisor 
from conducting an initial fact-finding conference or 
investigation to determine the facts in the case.  Should the 
initial complaint or fact-finding conference warrant further 
action, the worksite supervisor will notify the involved 
employee.  As early as feasible after a complaint has been 
registered, the worksite supervisor will discuss the complaint 
with the employee. 

 
Section 4. Review 
 
A. An employee against whom action is to be taken under this Article 

shall have the right to review all of the information relied upon 
to support the proposed action and shall be given a copy upon 
request.  
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B. The Board will provide the Association a copy of all 
correspondence from the Board to an ESP the Association is 
representing under the provisions of this Article.  The 
Association will inform the Board, in writing, of its 
representation.  

 
C. Previous charges or actions that have been brought forth by the 

administration may be cited against the employee if these 
previous acts are reasonably related to the existing charge.  All 
previous charges or actions must have been shared with the 
employee.  

 
Section 5. Process 
 
 The discipline, dismissal, demotion, and suspension of any 
employee shall be for proper cause.  
 
 Where proper cause warrants such action(s), an employee may be 
demoted, suspended, or dismissed upon recommendation of the immediate 
supervisor to the Superintendent of schools.  Except in cases that 
constitute a real immediate danger to the district or other flagrant 
violation, progressive discipline shall be administered as follows: 
 

1. Verbal reprimand:  within 24 hours of a verbal reprimand, a 
written notation stating the reason for the verbal reprimand 
and the date of reprimand will be furnished to the employee 
and a copy shall be placed in his worksite file; 

 
 2. Written reprimand filed in Human Resources Division and 

worksite files; 
 
  3. Suspension with or without pay; and 
 
 4.   Dismissal. 
 
Section 6. Appeal 
 
 An ESP who desires to appeal disciplinary action taken or 
proposed shall use the grievance procedure. 
 
Section 7. Results 
 
A. Notations for the record of oral reprimands at the worksite level 

may be removed after a period of one year and placed in a 
separate file.  

 
B. The placement of written reprimands in the official personnel 

file shall be in accordance with Article XVII of this contract.  
Any regular employee who is recommended for suspension or 
termination shall be afforded due process. 

 
C. The suspension of an ESP for any reason other than disciplinary 

shall be with pay.  
 
Section 8. Inappropriate Disciplinary Action 
 
A. No employee shall have disciplinary action taken against him 

because of debt complaint, and the Employer shall not assist the 
creditor in collecting the debt, unless required by applicable 
state and/or federal statutes. 

 
B. Administrators shall not discipline employees in the presence of 

students, parents, or other employees.  It is the responsibility  
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of management to discipline employees when necessary.  
Administrators and employees shall adhere to the School Board 
Civility-Conduct policy. 

 
C. Administrative reassignments shall not be considered disciplinary 

actions.  
 
 

ARTICLE XIV.  LEAVES 
 
Section 1.  Procedure For Applying For Leave 
 
A. It is the employee's responsibility to complete the leave form 

appropriately so that the correct number of vacation hours/days 
is indicated on the request for vacation. 

 
B. Subject to the approval of the worksite supervisor or designee, 

an ESP may leave the worksite.  Approval is required for each 
circumstance or situation.  The worksite supervisor or designee 
will not unreasonably deny such a request.  An ESP will use this 
privilege only in unusual circumstances, and shall be charged 
appropriate leave. 

  
C. Unless otherwise designated in the contract, all requests for 

leave, retirement and resignation will normally be initiated no 
later than July 1 if the leave, retirement or resignation is to 
be effective with the first semester and not later than  

 November 1 if the leave, retirement or resignation is to be 
effective with the second semester.  

 
D. A worksite supervisor will not unreasonably delay responding to 

a leave request.  The worksite supervisor will respond to such 
request within five working days of receipt of the written 
leave request.   

 
Subject to approval of the worksite supervisor, vacations may 
be scheduled at any time during the fiscal year, except for 
critical times as determined by the Department.  The parties 
recognize that job responsibilities will influence vacation 
schedules.  If a disagreement arises over the granting of 
vacation leave when such leave was requested three months in 
advance, the ESP may inform the Superintendent or his designee 
who will have ten (10) days to review the situation and render 
his/her approval/ disapproval of the leave request in writing.  
The parties agree that the decision of the Superintendent or 
his designee will be final, binding, and not subject to 
arbitration.  In situations where an employee has no sick leave 
available, requests vacation leave without at least five 
working days advance notice in an emergency situation, and such 
request is denied, the employee either may provide a doctor’s 
statement and the leave will be granted or a tripartite review 
panel consisting of one person each chosen by the parties and a 
third person chosen by the representatives of the parties will 
review the matter and determine whether vacation leave should 
be granted.  The decision of the tripartite panel will be 
binding on the parties.  

 
 When an ESP is requested to return to his worksite during 

approved leave or not allowed to take a previously approved 
leave, the ESP shall not be charged personal accrued leave time 
or accrued vacation leave time when requested to return to the 
worksite. 



 38

ARTICLE XIV.  LEAVES (Cont.) 
 
 At least a 24-hour notice will be given to the ESP when requested 

to return to the worksite except in an emergency situation. 
 
 If an ESP cannot return because extenuating circumstances prevent 

his return, the employee shall not be penalized. 
 
Section 2. Accrual of Leave 
 
A. An eligible employee will be credited four (4) days of sick leave 

as of the last day of the first month of employment each contract 
year.  Additional sick leave days will be earned at the rate of 
one per month to a maximum equal to the number of months under 
contract.  

 
B. Sick leave may not be used until it is earned and credited to the 

employee.  Sick leave will be credited at the end of the month in 
which it is earned.  To receive sick leave, an employee must be 
employed at least half-time.  Sick leave will be prorated based 
on the number of hours worked per day.  Accrual and use of sick 
leave will be prorated to the nearest hour.  

 
C. Unused sick leave days accumulated by an employee prior to an 

approved leave of absence will be credited to the employee upon 
his return from leave.  

 
Section 3. Sick/Personal Leave 
 
A. Sick leave may be used for personal illness of the employee or 

for death or serious illness in the employee's immediate family.  
Immediate family as used here will include:  the spouse, child or 
stepchild of the employee; the parents, grandparents, or 
grandchildren of the employee or his spouse; the spouse of any 
child or stepchild of the employee; the brother or sister of the 
employee or his spouse; the aunt or uncle of the employee or his 
spouse; and any other person who is, or has been dependent upon 
the employee or upon whom the employee has been dependent.  
Personal leave days will be granted for the death or serious 
illness of other close relatives. 

 
B. An employee may use up to six (6) days of sick leave as personal 

leave with pay.  The employee will make a good faith effort to 
notify his supervisor or his designee at least twenty-four (24) 
hours prior to taking such leave.  Such leave will not be used to 
extend a school holiday or weekends except in unusual situations 
or with a two weeks' notice.  Employees will not take personal 
leave, except in unusual situations, during the first and last 
week of the student school year or during F-CAT testing. 

 
C. The total unused portion of the annual sick leave allowance will 

be permitted to accumulate. 
 
D. A district employee may authorize transfer to his spouse, child, 

parent or sibling who is also a district employee, of accrued 
sick leave, providing that the transfer relates to an illness or 
injury of the person to whom the leave is transferred.  The 
person receiving the transfer may not use the donated sick leave 
until he has exhausted all of his accrued leave.  Donations may 
be in amounts of five (5) or more days, or the remainder of the 
employee’s sick leave balance if less than five (5) days, and 
shall not be covered by terminal leave pay-outs. 
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Section 4. Maternity/Child Rearing 
 
A. An employee may continue to work during her pregnancy, provided 

she is able to perform her normal work duties.   
 
B. As may be required for other illness or injury, the 

Superintendent or his designee may require a physician's 
statement indicating the medical cause which necessitates the use 
of sick leave.  

 
C. Upon exhaustion of accumulated sick leave and/or upon 

application, the employee will be granted personal leave without 
pay for the recommended recovery time or, if desired by the 
employee, the remainder of the school year in which the child is 
born. 

 
D. Personal leave without pay for child-rearing purposes may be 

granted for the remainder of the year and/or the year following 
the birth or adoption of a child.  Such leave shall not normally 
be taken by both parents.  

 
E. Sick leave may be used for purposes of adoption, but will 

normally be granted to only one parent at a time per adoption.  
 
Section 5. Military 
 
A. An ESP who volunteers for military service or who is drafted will 

be eligible for military leave.  Military leave will be granted 
for a period not to exceed four (4) school years.  An employee on 
military leave who desires to return to the system must notify 
the Superintendent in writing within thirty (30) days of 
discharge from active duty.  

 
B. Employees will be entitled to military leave without loss of pay 

or leave for up to seventeen calendar days per year in order to 
participate in required training exercises by Reserve or National 
Guard units.  In the event of a formal call-up, an employee who 
is a member of the reserve component of the Armed Forces of the 
United States or the Florida National Guard will be granted leave 
without pay for the period of required duty.  

 
Section 6. Illness-In-Line-Of-Duty 
 
 An employee who is absent from work because of personal injury 
received in the discharge of his duties or because of a communicable 
disease contracted in the course of employment, shall be entitled to 
illness-in-line-of-duty leave with pay for a period of ten days per 
year.  Requests for additional illness-in-the-line-of-duty leave with 
pay will be considered by the Board on an individual basis.  Such 
leave will not be unreasonably denied.  Employees will be covered by 
the workers' compensation insurance carried by the Board.  Employees 
unable to resume normal duties due to illness-in-line-of-duty will be 
assisted by the Board for placement and/or rehabilitation. 
 
 An employee on illness-in-the-line-of-duty leave will continue to 
accrue experience for purposes of the salary schedule and shall be 
credited with a day's experience for every day that employee is on 
illness-in-the-line-of duty leave.  This change shall be retroactive 
to the 1990-91 fiscal year.  For a period not to exceed one (1) year 
per illness or injury, the Board will contribute sufficient funds to 
the Florida Retirement System so as to provide a day of experience in 
the retirement system for every day, up to one (1) year, the employee 
is on illness-in-the-line-of-duty leave. 
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 The Board will continue its current practice of supplementing 
workers' compensation pay for an individual for a period not to exceed 
one (1) year per illness or injury.  After one year, the employee may 
utilize accrued sick leave in conjunction with the workers' 
compensation in order to assure that the employee's take-home pay will 
not be reduced during the time he is on illness-in-the-line-of-duty 
leave. 
 
 The Board will provide individual health and life insurance 
coverage for an employee on illness-in-the-line-of-duty leave at no 
cost to the employee.  
 
Section 7. Jury Duty 
 
 When required to report for jury duty, or for litigation arising 
out of the discharge of his duties, or when subpoenaed as a witness, 
not involving his personal litigation, an employee will be granted the 
appropriate leave with pay.  Such leave will be granted to a maximum 
of fifteen (15) days.  If necessary, additional leave with pay may be 
approved by the Board.  When appearances are required for situations 
other than those listed above, the Board will grant personal leave 
without pay.  The employee may, in all cases, retain any payment 
received for such duty. 
 
Section 8. Extended Leave 
 
A. Professional leave without pay on an extended basis may be 

granted to employees with three or more years of continuous 
service, including approved leaves of absence, for the purpose 
of:  advanced schooling, Board approved additional training, 
educational travel, research, program development or publication.  
In such cases, the employee will submit an outline of the planned 
activity.  Such leave will normally be for no more than one 
school year, but may be extended upon request.  Such leave will 
not be available for the purpose of accepting full-time 
employment.  When possible, request for such leave shall be 
initiated no later than July 1. 

  
B. Employees are entitled to personal leave without pay for health 

reasons.  Such leave will normally be for no longer than one 
school year but may be extended upon request.  Requests for 
extension will normally be on a semester basis.  Upon request, an 
employee whose reason for extended personal leave without pay is 
job related may continue on leave beyond normal limits for the 
purpose of maintaining his right to purchase health insurance at 
group rates.  A physician's statement may be required for 
approval of personal leave without pay for health reasons.  

 
C. An employee requesting an extended personal leave without pay 

shall file a written request with his worksite supervisor or 
designee.  Such a request will not be unreasonably made or 
unreasonably denied, such leave will not be for the purpose of 
accepting other employment. 

 
 If need for leave no longer exists, an employee may request to 

return to his normal duties upon giving his worksite supervisor or 
designee at least ten (10) days notice.  If ESP's current position 
is not available, an ESP may be placed in another vacant position 
for which he is qualified until said position is vacated. 
 
Employees on extended unpaid personal leave shall notify the Human 
Resources Division on or before March 1 of their intent for the 
coming year. 
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D. An employee returning from leave or extended leave will be given 

a position, if desired, in the same location to which he was 
previously assigned if a vacancy exists for which the employee is 
qualified.  If no vacancy exists, he will be assigned to a 
comparable position within the district.  

 
E. Replacement of personnel taking leaves of absence for one (1) 

year or less will normally be done by temporary appointment.  
Personnel employed under temporary appointment will be made aware 
of the temporary nature of their appointment prior to their 
acceptance of the position.  

 
F. Employees returning from leaves of absence will retain full 

credit for years of service prior to their leave.  
 
Section 9. Political Office 
 
 A leave of absence without pay for a period of six weeks will be 
granted to an employee, upon request, for the purpose of campaigning 
for his personal election to public office.  An employee elected or 
appointed to public political office will be granted, upon request, a 
leave of absence without pay for additional time to serve one full 
term in office.  
 
Section 10. Temporary Duty Elsewhere 
 
A. Temporary duty elsewhere leave may be granted by the Board for an 

employee to attend professional meetings, conferences, workshops, 
or other such meetings outside the county.  Such leave will be 
related to improvement of job performance and will normally be 
with pay and may include per diem.  

 
B. Temporary duty elsewhere leave may be granted employees for the 

purpose of presenting at professional meetings, conferences, 
convocations.  Such leave will be related to the employee's area 
of responsibility and will normally be with pay and may include 
per diem.  

 
C. In-county assignment leave with pay will be granted to employees 

participating in the following types of activities:  
district-sponsored program reviews, Board committee meetings, and 
district level or supervisory job interviews including school 
administration. 

 
Section 11. Sick Leave Bank 
 
A. The parties agree to establish a Non-Instructional Sick Leave 

Bank in accordance with the conditions described below. 
 

B. Any person employed one-half time or greater will be eligible to 
join the Sick Leave Bank after one year of employment in the 
district. An employee must have been a member of the Sick Leave 
Bank for a minimum of one year to be eligible to receive sick 
leave bank benefits. 

 
 C. The purpose of the Sick Leave Bank will be to protect its 

members from personal catastrophic illness, accident, or 
injury.  Catastrophic is defined as an accident or illness that 
is sudden, unexpected, and of severe consequences to the 
employee.  It is a life-threatening injury or illness of an 
employee which totally incapacitates the employee and keeps 
him/her from work, as verified by a licensed physician, and 
forces the employee to exhaust all leave time earned by that  
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  employee, resulting in the loss of compensation to the 

employee.  Conditions that are short-term in nature, including, 
but not limited to, common illnesses and common injuries such 
as common broken arm, common knee surgery, common hysterectomy, 
will not be considered catastrophic.  Chronic illnesses or 
injuries, such as cancer or major surgery with complications 
which are long-term in nature and require long recuperation 
periods, may be considered catastrophic. 

 
D.   The Sick Leave Bank committee will be formed consisting of three 

(3) ESPs and one alternate appointed by the Association and three 
(3) members and one alternate appointed by the Superintendent or 
designee.  Membership terms will be staggered. The committee 
shall determine how many days, if any, a member may receive from 
the Sick Leave Bank.  The committee will utilize the guidelines 
and procedures developed by the Sick Leave Bank Guidelines 
Committee for considering applications for use of the Sick Leave 
Bank including, but not limited to:  

 
 1.  a standard application form; 
 
 2.  provision for medical documentation of need; 
 
 3.  provision for monitoring eligibility of an employee; 
 
 4.  provision for monitoring of days in the Bank and   
     determination of when a replenishing of the Bank  
     may be needed; 
 
 5.  provision of standard forms for participation in  
     or withdrawal from the Bank by an employee; 
 
 6.  provision for investigation of possible abuse of the  
     Bank;  
 
 7.  provision for furnishing the parties with status  
     reports on the condition of the Bank at least  
     quarterly; and  
  
 8.  provision concerning the confidentiality of the medical 

documentation as required by law. 
 
E. Changes in procedures for administration of the Sick Leave Bank 

will be subject to approval of the Association and the Board's 
representative. 

 
F. Participation in the Sick Leave Bank will be voluntary and will 

be indicated on a standard form as provided for above.  
 
G. The maximum contribution to the Sick Leave Bank by an individual 

will be one day per year except as needed to replenish the Bank.  
Should the Bank need replenishment, an additional day(s) may be 
assessed of persons desiring to continue participation. Employees 
without sick leave days may continue to be members of the Bank by 
pledging the next day of sick leave earned. 

 
H. Any eligible employee may join the Sick Leave Bank by donating 

one day of his accumulated sick leave days, provided the employee 
has a minimum of four sick leave days accumulated prior to 
participation.  
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I. Eligibility for participation in the Sick Leave Bank will be open 
during Open Enrollment.  

 
J. Use of days from the Bank will be subject to the following 

conditions: 
 
 1.  The claim must be based on a personal and 
     catastrophic illness, injury, or accident;  
 
 2.  Prior to eligibility, an employee must exhaust all  
     accumulated sick and vacation leave  
         leave except for the ten days required for mandatory 

closing/breaks during the year; 
 
 3.  An employee is eligible to receive a maximum of one hundred 

(100) days from the Bank during his/her employment with the 
School Board.  Days will be allocated in increments of up to 
25 in the event the employee does not need the maximum.  To 
receive additional days after the first allocation, a note 
from the treating physician stating the need still exists 
must be submitted;  

   
 4.   An employee otherwise eligible for full disability  
      retirement will not utilize the Sick  
      Leave Bank.  
  
K. Allegations of abuse of the Sick Leave Bank will be investigated 

by the committee, which will submit a report of its investigation 
to the Board and the Association, including a recommendation for 
appropriate action, if any.  The Board will consider the report 
and recommendations prior to taking such action on the matter as 
it deems proper.  

 
L. A denial of an employee’s application is binding and cannot be 

appealed; however, an applicant may reapply at a future date. 
 
 
Section 12. Professional Leave 
 
 During the normal work year, an employee may be granted 
professional leave without pay for up to four (4) days when attendance 
and/or travel is required for maintaining, licensing, and/or updating 
certification.  Such leave will be requested in writing in advance 
with a description of the circumstances. 
 
Section 13. Bereavement Leave 
 
 In the event of the death of a member of the ESP's immediate 
family (spouse, child, mother, father, brother, sister, guardian, 
stepparent, stepchild, grandparent, grandchild, daughter-in-law, 
son-in-law, parent-in-law, or any relative residing within the 
employee's household), and upon request of the ESP, an employee may be 
granted three (3) days unpaid leave, if the employee has no accrued 
leave available to attend the funeral and/or to facilitate funeral 
preparations. 
 
Section 14.  Sabbatical Leave. 
 
 The parties agree sabbatical leaves may be approved in accordance 
with the conditions described in Appendix F, if funding is available. 
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Section 15.  Volunteer Emergency Leave   
 
 If an employee provides proof of registration in a bona fide 
volunteer program which is organized to provide volunteer emergency 
assistance, the employee may be eligible for Volunteer Emergency 
Leave in the event of a formal call-up subject to the following 
provisions: 
 
A. The employee shall be allowed to use vacation, personal leave, 

unpaid leave or a combination of such leaves up to a maximum of 
fifteen (15) days annually of which a maximum of five (5) days 
may be used per occurrence unless extended by mutual agreement of 
the employee and his supervisor. 

 
B. Such Emergency Leave shall be granted only if the employee has 

notified his supervisor or designee of membership in the 
Volunteer Organization and of the possible situations under which 
formal call-ups may occur. 

 
C. Prior to taking such a leave, the employee shall immediately 

contact his supervisor to inform him of the call-up and to 
provide an estimated length of leave.  If requested, the employee 
will provide documentation of the call-up. 

 
D. The employee may be denied such leave by the supervisor if his 

absence would create an adverse effect upon continuation or 
completion of needed services in the district or if a similar 
emergency could be anticipated for the district. 

 
E. In no case may Emergency Leave be utilized if an employee is paid 

for services provided as a member of the Volunteer Organization. 
 
 

ARTICLE XV.  TRANSFERS/VACANCIES/RESIGNATIONS 
 
Section 1. Application 
 
 ESP employees may apply for transfer at any time.  Reasons for 
the request need not be given.  
 
Section 2.  Vacancy, Specific 
 
 If transfer requests are made for a specific vacancy in a given 
school/worksite by an employee with no significant deficiencies on his 
most recent assessment, the Human Resources Division will check 
qualifications and forward all requests of employees to the worksite 
supervisor.  The worksite supervisor will give priority consideration 
to those employees making such requests.  Employees will be notified 
of acceptance or rejection within seven (7) days of the worksite 
supervisor's decision.  No employee will be hired to fill a specific 
vacancy until employees requesting transfer to the position have 
received priority consideration.   
 
Section 3.  Vacancy, Notice 
 
 Notice of ESP vacancies, including work location, which occur 
during the year will be posted on the Alachua County Public Schools’ 
internet web site for no less than five (5) days prior to the position 
being filled on a permanent basis.  Each worksite shall print and post 
the job vacancy summary sheet from the Alachua County Public Schools’ 
internet web site weekly (this summary includes the job opening and 
location).  Employees may apply for transfer to be effective during  
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the current year.  Reasons for the transfer application will be given 
upon request.  Reasonable efforts will be made to honor such requests.  
 
 Reorganization of existing staff to fill district level 
supervisory or administrative positions and filling vacancies for the 
Superintendent's immediate staff (those reporting directly to the 
Superintendent) are exempt from posting requirements. 
 
Section 4.  Resignation, Notice 
 
A.  Employees will not normally vacate a position without adequate 
    notice.  
 
B.  Any ESP who resigns from his position prior to the end of his 

normal work year shall be released from employment by the Board 
without prejudice provided that said ESP has given written notice 
of such intent at least ten working days prior to the termination 
date.  An ESP may be permitted to withdraw a written resignation 
with the approval of the Superintendent or designee.  If an ESP 
wishes to have a conference with the worksite supervisor or 
designee concerning the resignation after its submission, the 
worksite supervisor or designee will hold such a conference.  The 
ESP will have seven (7) days after his resignation is submitted by 
the worksite supervisor or designee to the School Board office in 
which to request the withdrawal of resignation. 

 
Section 5.  Transfer Request 
 
 All requests for transfer will be initiated through the Human 
Resources Division.  Appropriate qualifications, assessment 
requirements, seniority and program needs at both worksites will be 
considered in transfer requests.  
 
Section 6.  Priority Consideration 
 
 Currently employed Education Support Professionals will be given 
priority consideration in the filling of new positions or vacancies. 
 
Section 7.  Posting 
 
 Employees may apply for transfer to a newly created position or a 
vacancy as soon as posting occurs.  
 
Section 8.  Rejection 
 
 Rejection of transfer applications will not be made for punitive 
reasons.  
 
Section 9.  Non-Discrimination 
 
 Employees requesting a transfer will not be discriminated against 
in regard to extended school year employment.  
 
Section 10. Extended School Year 
 
 Extended school year appointments for paraprofessionals will be 
recommended by the worksite supervisor.  The worksite supervisor will 
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give first consideration to properly qualified paraprofessionals who 
have experience and who may be employed at his worksite for the coming 
year.  
 
 If extended school year positions are available after all 
qualified applicants within the bargaining unit having experience have 
been considered, those vacancies will be offered to other 
paraprofessionals in the bargaining unit.  If no qualified 
paraprofessionals are available from within the bargaining unit, 
individuals from outside the bargaining unit may be employed.  
 
 For the purpose of extended school year employment eligibility, 
employees receiving a transfer will be considered a member of the 
worksite from which they are transferring.  
 
 Extended school year positions to be filled from within the staff 
of the school will not be considered as vacancies.  
 
 Announcement of extended school year program dates and tentative 
positions will be posted in each worksite, the district office and 
given to the Association.  This should occur immediately after 
non-instructional positions for the extended school year program are 
allocated. 
 
 Any ESP who is selected to work during the extended school year 
program shall be informed by the worksite supervisor or designee of 
the tentative position.  Finalization of ESP employment will be 
dependent on student enrollment.  The ESP days, working hours, hourly 
rate of pay, and scheduled pay dates will be provided to the ESP on or 
before the ESP's last work day, if known. 
 
Section 11.  Extra Duty 
  
 No employee may be required to accept employment beyond the 
normal period of employment. 
 
 Any ESP choosing not to accept such assignment shall not be 
penalized.  
 
Section 12.  New Part-Time Positions 
 
 The Board agrees that it will not fill new part-time positions 
until qualified, currently employed part-time employees have been 
notified of the new position and allowed to apply.  Current procedures 
for posting vacancies will satisfy this notification requirement.  
When qualifications are substantially equal and when work schedules 
and program needs allow, currently employed part-time Education 
Support Professionals will be given preference in hiring over 
applicants not currently employed.   
 

ARTICLE XVI.  ASSIGNMENTS/REASSIGNMENTS 
 

Section 1.  Superintendent Assignment/Reassignment 
 
 The Superintendent will make personnel assignments and 
reassignments within the district with the approval of the Board.  
Vacant positions may be filled by transfer when such transfers meet 
program needs. 
 
Section 2.  Notice and Change 
 
 The Superintendent or his designee will discuss a change in 
assignment with the employee(s) directly involved.  When an assignment  
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involves moving from one worksite to another, ten (10) days written 
notice will be given to the employee(s) involved.  Such written notice 
may be waived in the event of an emergency. 
 
Section 3.  Non-Punitive 
 
 Reassignments will not be made for punitive reasons. 

 
Section 4.  Professional 
 
 Reassignments will be handled in a professional manner.  
 
Section 5.  Qualifications/Experience 
 
 Reasonable efforts will be made to assign each employee within 
the scope of his qualifications and experience.  
 
Section 6.  Consultation 
 
 Changes in work assignments within the regular school year may be 
made after consulting with the employee(s) involved and soliciting 
alternative solutions to the problem.  
 
Section 7.  Reduction In Workforce 
 
A. In case of staff reduction at a worksite, reassignment of ESPs to 

another worksite will be considered prior to lay-offs.  The ESP 
with the least amount of continuing service in the job 
classification at the worksite shall be reassigned first, unless 
the administration determines he has needed skills or 
qualifications not possessed by a more senior ESP. 

 
B. Transfer requests will be considered prior to such reassignments. 
 
C. If the Board, in exercising its right to set standards of service 

in the school system, takes action to reduce staff within 
particular job classifications, the following provision shall 
apply: 

 
 1. The employee with the least amount of continuing service in 

the Alachua County school system shall be laid off unless 
the administration determines he has needed skills or 
qualifications not possessed by a more senior employee. 

 
 2. Normal attrition, voluntary retirements, and voluntary 

leaves of absence will be considered prior to an employee 
being laid off. 

 
Section 8.  Recall Procedure   
 
A. Laid off ESPs shall be recalled to their job classification in 

inverse order of layoff when they are needed again, up to ninety 
(90) days following the layoff. 

 
B. A districtwide recall list by job classification shall be 

maintained.  Positions within the ESP job classification shall be 
offered to laid-off employees regardless of where they occur in 
the district, except that no school or department shall be 
required to fill more than 50% of its vacant positions by job 
classification from recall lists.  The Union shall be provided a 
copy of the recall list.  This list shall be updated monthly. 
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C. It shall be the responsibility of each laid off ESP to provide 

the Board with a telephone number and mailing address at which he 
can be reached or at which a message may be left during working 
hours.  Telephone calls for the purpose of recalling ESPs shall 
normally be made Monday through Friday 8:00 a.m. to 5:00 p.m., 
when the district office, designee or worksite is in normal 
operation, based on the 252-day work year.  

 
D. When an ESP on layoff is offered employment of the same or similar 

type as that performed by him prior to layoff and it is refused, 
the Board has no further obligation to offer other employment to 
the -ESP.  He shall lose all further recall rights. 

 
E. ESPs recalled to work shall report to work at the time specified 

by the Board or notify the Board's designee at least 48 hours 
prior to the time directed to report if unable to do so because 
of an illness or other valid reason.  Failure to report to work 
shall be considered as having resigned. 

 
F. New applicants will not be hired until a good faith effort to 

rehire laid-off employees with seniority in the same job 
classification has been made, unless such laid-off employees lack 
the ability to satisfactorily perform the available work, and the 
new employee has such ability. 

 
 

ARTICLE XVII.  PERSONNEL RECORD/FILE 
 
Section 1.  Personnel File 
 
 There shall be only two personnel files for ESPs.  One shall be 
maintained at the Human Resources Division office of the Alachua 
County School Board and the other at the employee's worksite.  No 
copies of the official personnel file shall be made except that which 
is copied by request of the employee or required by the Board. 
 
 An employee may request, through his immediate supervisor, access 
to his worksite file.  Upon prior notification to the Human Resources 
Division, an ESP will be permitted to examine his personnel file.  
 
 Except for material pertaining directly to the work performance 
or such other matters that may be cause for discipline, no material 
derogatory to an employee's conduct, service, character, or 
personality shall be placed in the personnel file of such employee.  
Material relating to work performance, discipline, suspension, or 
dismissal must be reduced to writing within forty-five (45) days of 
the time the worksite supervisor becomes aware of the incident, and  
may be maintained only if it is signed by a person competent to know 
the facts or make the judgment, and only if the employee has been 
given the opportunity to read the material.  The employee shall be 
sent a copy of such material by certified mail to his address of 
record or shall be given an actual copy of the material to be filed.  
If the employee receives said copy, he shall indicate that such 
material has been read by affixing his signature on the actual copy to 
be filed with the understanding that such signature merely signifies 
that the material to be filed has been read and does not necessarily 
indicate agreement with its content.  However, an incident which has 
not been reduced to writing within forty-five (45) days of the time 
the worksite supervisor becomes aware of the incident may not be added 
to the file.   
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 The employee shall have the right to answer in writing any 
material now on file as well as any material filed hereafter, and the 
answer shall be attached to the file copy.  No anonymous letter or 
materials shall be placed in the employee file.  
 
 Upon request, an ESP or his duly authorized designee will be 
permitted to examine his personnel file.  It shall be indicated in 
writing that said file has been examined.  
 
 The personnel file of each employee shall be open to inspection 
as authorized by State statute. 
 
 Notification:  Any employee whose personnel file has been 
inspected by anyone outside the scope of authority as defined in  
Florida Statutes, Section 1012.31, without the employee's knowledge or 
permission shall be notified within forty-eight (48) hours as to who 
requested and observed the file and the purpose of such request, if 
known. 
 
Section 2.  Complaint 
 
 When a written complaint concerning an employee's conduct and/or 
performance is made by the parent of a student or any other member of 
the public, the worksite supervisor shall attempt to resolve the 
complaint with the complaining party and consult with the employee 
involved.  As early as feasible after a complaint has been registered, 
the worksite supervisor will discuss the complaint with the ESP. 
 
 The identity of anyone submitting a written complaint about an 
employee will be made known to the employee.  The employee who is the 
subject of the complaint will react in a professional manner towards 
the complainant, a student or any other person as a result of the 
complaint. 
 
 

ARTICLE XVIII.  RESTRUCTURING/STAFF DEVELOPMENT 
 
 
Section 1.  Process 
 
 The Board and the Association agree that voluntary school center 
restructuring is an ongoing process whereby teams of educational 
personnel, parents, and students (where deemed appropriate) use their 
unique abilities to benefit all students. 
 
Section 2.  Approval 
 
 When a school restructuring plan is developed at a school center, 
the principal, faculty members, and parent representatives of that 
school center will jointly request that the Board and the Association  
approve the school's restructuring plan.  The President of the 
Association and the Superintendent must concur in the request. 
 
Section 3.  Employee Participation 
 
 A School Site Restructuring Plan proposal should include as one 
of its components a formal description which ensures educational 
personnel the opportunity to fully participate in decisions which 
affect their professional status. 
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ARTICLE XVIII.  RESTRUCTURING/STAFF DEVELOPMENT (Cont.) 
 
 
 
Section 4.  Waiver 
 
 Any request for a waiver of provisions of the Department of 
Education Rules, School Board Policy, or the Collective Bargaining  
Agreement between the Association and the Board shall be submitted in 
writing to the Superintendent or his designee and the President of the 
Association for disposition.  Such a request must be part of a School 
Site Restructuring Program and must be mutually agreed upon by the 
Association's Executive Board and the School Board for the waiver 
request to be granted or further pursued. 
 
Section 5.  Training 
 
 The Board and ACEA will cooperatively develop a comprehensive 
training program for ESPs, including an entry level component.   
 
Section 6.  Professional Development   
 
 The Board will continue to promote appropriate educational 
programs for purposes of maintaining and improving the skills of 
Education Support Professionals.  ESPs will be involved in selecting 
inservice needs in their area. 
 
 ESPs may participate in appropriate Professional Development 
Council programs that are offered to instructional personnel.  When 
ESPs request to participate in any given program(s), such request will 
not be unreasonably made or unreasonably denied.  The Worksite 
supervisor or his designee will not unreasonably delay in responding 
to such request. 
 
Section 7.  Council Appointment 
 
A.   The Association will provide the Board with a list of teachers and 

Education Support Professionals qualified to serve on the 
Professional Development Council (CREATE), from which the Board 
will appoint teacher and education support council members.  The 
initial list will be given to the Board by the Association no 
later than July 20 of each year so appointments can be made by the 
Board on or before September 1.  If vacancies occur, the 
Association will submit name(s) to fill the vacancy(ies). 

 
B.   The term of office of each Council member will be not more than 

three years. 
 
C.   The Professional Development Council (CREATE) will plan and make 

recommendations to the Board regarding in-service programs of the 
district, based on the expressed needs of teachers and Education 
Support Professionals.  The recommendations will also include 
consideration of available funding.  

 
ARTICLE XIX.  COMPENSATION 

 
 
Section 1.  Insurance 
 
 All pertinent sections of the instructional unit's collective 
bargaining agreement dealing with insurance and the Insurance 
Committee shall apply to this Agreement. 
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ARTICLE XIX.  COMPENSATION (Cont.) 
 
 
 
Section 2. Extra Duty/Mileage 
 
A. No ESP shall be required to attend staff meetings, parent-ESP 

conferences, or other work-related activities during his off-duty 
time without additional compensation. 

 
B. All ESPs assigned to work at more than one worksite shall have 

one worksite designated as a home-base worksite.  When  
 technically feasible, such ESPs shall receive their salary 

warrants at the home-base worksite.  
 
C. The Board agrees to reimburse employees who are, as part of their 

assignment, required to pay parking fees such as at Shands 
Teaching Hospital.  When employees are assigned to a work 
location without free parking within a reasonable distance, such 
as Shands Teaching Hospital, the Board will reimburse the 
employee for the actual cost of the parking or for an appropriate 
parking decal.  Employees will discuss the cost of the decal with 
their immediate supervisor prior to purchasing the decal. 

 
D. Upon proper verification, those employees who are required in the 

course of their regularly assigned duties to use their own 
vehicle to travel on official Board business shall be paid 
mileage.  Such reimbursement shall be paid monthly. 

 
E. In the event an ESP substitutes for an absent teacher, the ESP 

shall be paid a $25.00 per day supplement (the amount may be 
prorated if less than a day) in addition to his regular salary.  
An ESP has the right to refuse to substitute; such refusal will 
not reflect negatively upon the ESP. 

 
 Substitutes may be provided when members of the bargaining  
 unit are absent, if qualified substitutes are available. 
 
F. In the absence of instructional personnel, the ESP will normally 

not be used as a substitute teacher for an extended period of 
time.  Extended period of time in this instance shall mean not 
more than approximately fifty-five (55) minutes of the ESP work 
day.  The parties recognize that when substitutes are not readily 
available, this time may be extended. 

 
 Good faith efforts will be made to secure substitutes at the time 

when it is known that instructional personnel will be absent from 
the worksite. 

 
G. Employees may, at the discretion of the appropriate supervisor, 

be offered employment opportunities beyond the regular school 
year, not addressed elsewhere in this contract. 

 
H. Any ESP assigned to work at more than one worksite on the same 

day shall be reimbursed for mileage between the home base 
worksite and other assigned worksite at the rate established for 
payment of mileage.  Travel time as assigned between worksite 
shall not be construed as lunch time. 
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ARTICLE XIX.  COMPENSATION (Cont.) 
 
 
Section 3. Reclassification 
 
 The Classification/Compensation Committee shall be composed of  
six members, one half of which will be appointed by the 
Superintendent or designee and one-half will be appointed by the 
Alachua County Education Association (ACEA).   
 

The Classification/Compensation Committee should meet 
quarterly, or as needed, to review new position assignments and 
existing position reassignments, new jobs, jobs with changing duties 
and responsibilities and jobs which are believed to be in-
appropriately classified.  Additional adjustments may be recommended 
by the Committee to maintain internal equity and/or external 
competitiveness. 

 
The Committee should discuss and then vote on each job 

classification factor relative to a classification/reclassification 
request. 
 

All recommendations shall be forwarded to the Superintendent 
for review and approval after the cost of the recommendation has 
been determined by the Finance Department.  If the Superintendent 
rejects or changes the recommendation of the Classification 
Compensation Committee, the committee shall be notified in writing 
of the reasons for the Superintendent’s decision. 
 
Section 4. Vacation Leave 
 
 Vacation leave is accrued at a rate of two days per calendar 
month.  Vacation leave is credited the last day of each month.   
 
 Any new employee or present employee who becomes eligible for 
vacation leave will earn a full month credit if he is employed for 
eleven days or more.  When an employee is released or resigns, he will 
be paid for vacation time accumulated through the end of the last full 
month worked but not including the last partial month worked.  The 
Board may schedule up to ten days per year. 
 
 Accrued vacation pay is paid on the last day of the last month 
worked at 100 percent of pay.  Maximum accrued vacation leave is 700 
hours on December 31.  All vacation leave over 700 hours is deleted on 
January 1 each year.  Vacation leave is accrued by 12-month (252-day) 
employees only.  Part-time 12-month employees accrue pro rata.  Upon 
death of an employee, vacation pay is paid to beneficiary or 
employee's estate. 
 

Section 5. Sick Leave 

 Accrued sick leave is paid on the last day of the month following 
the month in which employee retires.  Terminal pay for accumulated 
sick leave will be granted to an employee at retirement or to his 
beneficiary if service is terminated by death.  Sick leave accrual is 
unlimited.  Terminal sick leave is paid on the schedule below at 
retirement or death: 
 
  First three years - 35% 
  Next three years - 40% 
  Next three years - 45% 
  During and after tenth year - 50% 
  During and after thirteenth year - 100% 
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ARTICLE XIX.  COMPENSATION (Cont.) 
 

 

Section 6. Salary Adjustments 

 Adjustments to salary will be made within thirty (30) days of 
appropriate verification of the completion of requirements for such 
adjustments.  Payment may be retroactive during the current year to 
the date the requirements were fulfilled.  Employees applying for 
adjustments will be responsible for providing appropriate 
documentation to the Board. 
 
Section 7. Retirement/Terminal Pay 

A. The parties agree to continue the existing early retirement plan 
based on a minimum of 55 years of age and 25 years of experience 
in the Florida Retirement System.  To be eligible for early 
retirement, the five years immediately preceding retirement must 
be as an employee of the School Board of Alachua County.  
Board-approved leave may be included as part of the five-year 
requirement. 

 
B. For purposes of terminal pay for accrued sick leave and accrued 

vacation pay paid at retirement, or upon death of the employee, 
the daily rate of pay until June 30, 1994 will be computed by 
dividing the total salary, including degree supplements, by the 
number of days the employee must be on the job to earn the annual 
salary for the year. 

 
C. Payouts for leave accrued between July 1, 1994 and February 1, 

1996, shall be calculated in the same manner except that the 
percentage of daily rate shall be equal to that of a retiring 
teacher on a standard ten-month contract during that period.  
Rates for payouts for leave accrued after February 1, 1996, shall 
be determined by using the actual hourly rate earned by the 
employee at the time of retirement.  Use of accrued leave shall 
be on a “last-in, first-out” basis. 

 
D. For employees hired on or after July 1, 1995, terminal pay for 

accrued vacation leave may not exceed a maximum of 60 days of 
actual payment. 

 
 
Section 8.  Payroll Options 

 

A. Employees will receive salary and supplement payments in 
semimonthly installments except as noted in the Salary Schedule 
Footnotes. The final paycheck for the regular school year shall 
be available on or before June 15. 

 
B. Upon written authorization from an employee, the Board will 

provide up to two payroll deductions on employee payroll checks 
for economic services programs sponsored by the Association.  One 
is for Association dues.  The Association will hold the Board 
harmless in any matter dealing with such deductions and will, 
upon request, provide the Board information concerning the 
economic services programs. 
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ARTICLE XIX.  COMPENSATION (Cont.) 

 
 
 
 
C. Employees will be provided the opportunity for concurrent 

participation in more than one tax-deferred annuity program. 
 
D. Currently employed ESPs will be provided the opportunity for 

direct deposit of regular payroll checks. 
 
E. All ESPs hired after September 1, 2005, must utilize direct 

deposit of regular payroll checks. 
 
F. It is the intent of the Board that all employees' payroll check 

stubs accurately reflect the correct information.  Should an 
employee receive an overpayment or underpayment, the Board will 
notify the employee immediately, in writing, of such overpayment 
or underpayment; should an employee discover an overpayment or 
underpayment, the employee will notify the Board, in writing.  
The Board shall respond to such notice within five workdays. 

 
 In all instances of overpayment, the Board will work with the 

employee to develop a reasonable schedule of repayment.  
Underpayments will be reimbursed to the employee no later than 
the next regular paycheck. 

 
G. Employees will receive an estimate of accumulated sick leave each 

month.  The estimate will appear on or accompany an employee's 
payroll check. 

 
 
Section 9.  Extra Duty 
 
A. Employees may receive a true supplement for any agreed-upon extra 

duties assigned during the employees’ normal work hours or for 
any agreed-upon degrees, training, etc. possessed by the 
employee.  

 
B. Employees receiving extra pay for additional duties assigned 

after the employees’ normal work hours shall be paid in 
accordance with Fair Labor Standards.  

 
C. For the purposes of computing extra pay for additional duties, 

the work week is 40 hours. 
 
D. Employees receiving extra pay for additional duties will be 

provided a copy of the form describing the job responsibilities 
and the total amount of compensation that can be earned for those 
duties.   

 
E. Should an employee resign or otherwise be unable to complete the 

duties for which he/she agreed to receive extra pay, the total 
amount available for the duties/time assigned, will be prorated 
on an equitable basis.  If a disagreement arises over the 
proration which cannot be resolved and the employee requests a 
review, a tripartite review panel consisting of one person each 
chosen by the ACEA and the Superintendent and a third person who 
is assigned the same duties for the same amount of extra pay, 
will review the matter and determine an equitable resolution for 
proration which will be binding on both parties.   
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ARTICLE XIX.  COMPENSATION (Cont.) 

 
 
F. Extra pay for extra duties will be paid two times per year if the 

duties are assigned over the course of the year or in a lump sum 
at the conclusion of the duties, at the request of the employee. 

 
 
G. Qualified applicants from a given worksite will receive first 

consideration for being assigned extra duties for extra pay at a 
worksite.  

 
Section 10. Personal Leave Buy Back 
 
An ESP who 
 

(a) uses no more than seven (7) days combined sick 
leave/personal leave in a year, of which no more than three 
(3) days may be personal leave in one year may elect to be 
compensated for up to two personal leave days at 80% of the 
employee's daily rate of pay; or 

 
(b) uses no more than five (5) days combined sick 

leave/personal leave in a year, of which no more than two 
(2) days may be personal leave, in one school year may 
elect to be compensated for up to four (4) personal leave 
days at 80% of the employee’s daily rate of pay.   

 
Such compensated-for days will be deducted from the 
employee's sick leave accrual.  To qualify, an employee 
must submit such a request in writing no later than May 1.  
Contribution to the Sick Leave Bank will not be included 
for purposes of this section. 

 
 
Section 11. Past Practice 
 
 Effective with the ratification of this Agreement by both 
Parties, the Parties agree to continue past practices, terms, and 
conditions of employment unless said practices, terms, and conditions 
of employment have been altered or changed by provisions of this 
agreement. 
 
Section 12. Salary Holdback 
 
A. Salary increases are not automatic.  Increases are based on the 

worksite supervisor's recommendation.   
 
B. Denial of salary increase is not a routine measure.  Any employee 

recommended for salary holdback will be notified through his 
final evaluation no later than May 31.  The final evaluation must 
have the supporting interim evaluation(s) attached.  The worksite 
administrator shall submit the complete evaluation(s) packet to 
the Assistant Superintendent for Human Resources for processing 
no later than June 15. 

 
C.   An employee denied salary increase may apply for reevaluation at 

midyear the next year.  An acceptable rating at midyear may 
warrant restoration of the salary increase at midyear.   
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ARTICLE XIX.  COMPENSATION (Cont.) 

 
 
Section 13. Paid Holidays 
 
 ESPs currently receiving paid holidays shall continue receiving 
paid holidays.  All ESPs shall receive six (6) paid holidays if they 
work a full year in their position.  Those ESPs who work less than a 
full year shall receive the paid holidays that fall within their 
period of employment. 
 
 Bargaining unit employees shall be entitled to the following six 
(6) paid Holidays: 
 
Labor Day..............For ten (10) and twelve (12) month 
Thanksgiving...........For ten (10) and twelve (12) month 
Christmas Day..........For ten (10) and twelve (12) month 
Martin Luther King BD..For ten (10) and twelve (12) month 
Presidents’ Day........For ten (10) and twelve (12) month 
Memorial Day...........For ten (10) and twelve (12) month 
 
 An ESP must be regularly employed at the close of the payroll 
period during which these holidays would fall to be eligible to 
receive these paid holidays.  When a holiday falls within an 
employee's approved vacation, the employee will not be charged a 
vacation day. 
 
Section 14. Uniforms 
 
 The Board shall not require an employee to wear a uniform unless 
the uniform is provided by the Board.  In the context of this section, 
provided articles of clothing for men will mean shirt and slacks; for 
women it will mean either a dress or shirt and slacks or skirt. 
 
Section 15. Civil Defense 
 
 If civil action(s) is brought against an ESP for acts or 
omissions arising out of and in the scope of his employment or 
function, the Board may provide legal defense for the ESP.  The ESP 
will be obligated to request such a defense from the Board and will 
waive any claim to costs (including legal fees) unless such a request 
is made and the Board declines to provide the service.  An employee 
acting in bad faith, with malicious purpose, or in a manner exhibiting 
wanton and/or willful disregard of human rights, safety, or property, 
will have no claim to Board-provided defense. 
 
 In the event the Board fails to provide such legal service, the 
Board will provide for reimbursement of reasonable expenses for legal 
services for ESPs who are charged with civil or criminal actions 
arising out of and in the course of the performance of assigned duties 
and responsibilities upon successful defense of the ESP.  However, in 
any case in which the ESP pleads guilty or nolo contendere, or is 
found guilty of any such action, the ESP will reimburse the Board for 
any legal services which the Board may have supplied. 
 
Section 16. Replacement, Personal Property   
 
A. The Board shall replace or repair broken and/or stolen tools 

belonging to employees who are required to furnish tools as a 
condition of employment with tools meeting the same 
specifications as the broken or stolen tools.  Such tools must  
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ARTICLE XIX.  COMPENSATION (Cont.) 

 
 
 

have been inventoried by the worksite supervisor and must have 
been broken or stolen while being stored or used on Board 
property.  A police report is required for stolen property and a  

 broken tool must be shown to the worksite supervisor prior to 
authorization for replacement.  Each broken tool may be replaced 
no more than once a school year.  Each employee’s broken tool 
replacement allowance will not exceed $1,000 per school year. 

 
B. When, as a result of a physical altercation in the performance of 

his normal duties, damage is incurred to an ESP’s personal 
property, the ESP may submit a claim to the Risk Management 
Department.  Notification of such damage must have been made to 
the worksite supervisor within 24 hours of the incident.  A 
written description of the altercation from the worksite 
supervisor must accompany such claim.  Cost estimates of said 
claim must accompany the claim. 

 
Section 17. Athletic Passes   
 
 Employees may apply for and will receive a complimentary pass for 
the employee only to attend regular season home athletic events for 
one school of their choice annually.  Passes will be available at the 
county office and will be issued by the district’s athletic director.  
The pass will not be valid for any Florida Athletic Association play-
off game. 
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APPENDIX “A” 
 

SCHOOL BOARD OF ALACHUA COUNTY 
ELIGIBLE FOR UNIT MEMBERSHIP IF 4 HOURS OR MORE 

CAREER SERVICES (EDUCATION SUPPORT PROFESSIONALS) PERSONNEL UNION 
 
  LEVEL         JOB 
      2  JOB TITLE       CODE 
  --------- -------------------------------------------------------------------------- ------------- 
  0N COMPUTER LAB PROCTOR     510780 
  0N COMPUTER LAB PROCTOR     510781 
  0N COMPUTER LAB PROCTOR     510782 
  2N COMPUTER LAB PROCTOR     510783 
  0N COMPUTER LAB PROCTOR     510784 
  0N COMP LAB PROC PD BY SCHL     510787 
  0N TUTOR        51079A 
  0N TUTOR        510790 
  0N HEADSTART INSTRUCTOR     510791 
  0N TUTOR        510792 
  0N MIGRANT TUTOR/ADVOCATE II     510793 
  0N  TUTOR        510796 
  0N INSTRUCT PARAPROFESSIONAL ELEM   511080 
  0N INST PARA ELEM PD BY SCHOOL    511081 
  0N PARA I COMPUTER PD BY SCHL    511082 
  0N PARA I COMPUTER PD BY SCHL    511083 
  0N INST PARAPROFESSIONAL MID GRDS   511090 
  0N INST PARA MIDDLE GRDS PD SCHL    511091 
  0N INST PARAPROFESSIONAL HIGH SCHL   511100 
  0N PARAPROFESSIONAL I COMPUTER HS   511101 
  0N PARAPROFESSIONAL II HS     511102 
  0N PARAPROFESSIONAL II      511103 
  2N PARAPROFESSIONAL II      511104 
  0N INST PARA HS PD BY SCHOOL     511105 
  0N CENTER PARAPROFESSIONAL  K-3    511111 
  0N PARAPROFESSIONAL I 4-5     511115 
  0N PARAPROFESSIONAL  I K-3     511116 
  0N PARAPROFESSIONAL II      511130 
  0N BEHAVIORAL PARAPROFESSIONAL II    51114B 
  0N PARAPROFESSIONAL I GENERAL    511141 
  2N BEHAVIORAL PARAPROFESSIONAL II    511142 
  0N PARA I GENERAL PD BY SCHL     511143 
  0N PARA I GENERAL PD DISCIPLINE    511144 
  0N PARAPROFESSIONAL I ACCEPT    511149 
  0N CERT OCCUPATIONAL THERAPY ASST   520310 
  0N JOB COACH        52050C 
  0N ESE PARAPROFESSIONAL     520500 
  0N ESE PARA  PD BY SCHL      520501 
  0N BUS ATTENDANT, ESE      520502 
  0N HEARING IMPAIRED ASSISTANT    520503 
  0N SIGN LANGUAGE FACILITATOR    520504 
  0N SIGN LANGUAGE INTERPRETER    520505 
  0N BUS ATTENDANT, ESE      520506 
  0N SIGN LANGUAGE INTERPRETER    520507 
  0N TEACHING ASSISTANT      520508 
  0N SIGN LANGUAGE INTERPRETER    520509 
  0N PERMANENT SUBSTITUTE     520800 
  0N PARAPROFESSIONAL II VOCATIONAL    530502 
  0N PARAPROFESSIONAL I VOCATIONAL    530503 
  0N HEADSTART ASSISTANT      550510 
  0N PRE SCHOOL ASSISTANT     550512 
  0N 21ST CENTURY INSTRUCTOR     590501 
  2N FAMILY LIAISON SPECIALIST     610221 
  2N FAMILY SERVICE LIAISON      610222 
  2N HOME/SCHOOL LIAISON      610224 
  2N PROGRAM SVCS COORD-MIGRANT ED   610231 
  2N COORD SOCIAL SERVICE/EDUCATION   610233 
  0N STUDENT SERVICE SPECIALIST    610240 
  0N STUDENT SERVICE SPECIALIST    610241 
  2N ADMINISTRATIVE SECRETARY     610910 
  2N SECRETARY       610911 
  2N ADMINISTRATIVE SECRETARY     610912 
  2N SENIOR CLERICAL ASSISTANT     610922 
  0N CLERICAL ASSISTANT      610930 
  2N DATA SPECIALIST       610960 
  2N RECORDS SPECIALIST      610961 
  2N PROGRAM SERVICES COORDINATOR   611240 



              10/2007 

59 

  0N ATTENDANCE OFFICER      611300 
    LEVEL       JOB 
      2  JOB TITLE       CODE 
  --------- -------------------------------------------------------------------------- ------------- 
  0N LEAD HOME/SCHOOL LIAISON     611301 
  2N SOCIAL SERVICE WORKER     611310 
  0N FAMILY LIAISON SPECIALIST     611313 
  2N DATA BASE CLERK/SPECIALIST    611960 
  0N GUIDANCE/CLERICAL AIDE     612940 
  0N GUIDANCE/CLER AIDE PD BY SCHL    612941 
  2N GUIDANCE/CLERICAL AIDE     612942 
  0N HEALTH GUIDANCE/CLERICAL AIDE    612943 
  2N REGISTRAR        612960 
  0N REGISTERED SCHOOL NURSE SPEC    613200 
  0N LIC PRAC SCHOOL NURSE SPEC II    613201 
  0N LIC PRAC SCHOOL NURSE SPEC II    613202 
  0N REGISTERED SCHOOL NURSE SPEC    613203 
  0N LEAD REGISTERED SCH NURSE SPEC   613204 
  2N REGISTERED SCHOOL NURSE SPEC    613205 
  2N LIC PRAC SCHOOL NURSE SPEC II    613220 
  2N HEADSTART HANDICAP COORDINATOR   613280 
  0N HDST PARENT INVOLVEMENT COORD   613284 
  0N SCHOOL HEALTH MEDICAL TECH    613300 
  0N SCHOOL HEALTH MEDICAL TECH    613301 
  2N HEADSTART HEALTH SVCS COORD    613310 
  2N HEADSTART HEALTH SVCS COORD    613311 
  2N PROGRAM SERVICES COORDINATOR   613313 
  0N HDST/PRESCH INST-NUTRITION    613314 
  0N HDST/PRESCH INST-PARENT INVOLV   613315 
  2N FAMILY LIAISON SPECIALIST      613316 
  2N ADMINISTRATIVE SECRETARY     613910 
  2N SECRETARY       614910 
  2N AUDIOVISUAL BOOKING CLERK    620841 
  2N FILM TECHNICIAN       620842 
  2N CENTRAL PROCESSING CLERK    620844 
  0N TECHNICAL MEDIA SPECIALIST    620845 
  2N SECRETARY       620911 
  2N ADMINISTRATIVE SECRETARY     620912 
  0N MEDIA AIDE        620940 
  0N MEDIA AIDE PD BY SCHOOL     620941 
  2N SENIOR ACCOUNTING CLERK     620970 
  2N DATA BASE CLERK/SPECIALIST    63091E 
  2N MIGR SUPPORT RESOURCE ADVOCATE   63091I 
  2N SECRETARY       630911 
  2N ADMINISTRATIVE SECRETARY     630912 
  2N SECRETARY       630914 
  0N SCHOOL VOLUNTEER PROGRAM SPEC   630918 
  2N CLERICAL ASSISTANT      630930 
  0N SENIOR CLERICAL ASSISTANT     630931 
  2N SENIOR CLERICAL ASSISTANT     630932 
  0N CRT AIDE        630940 
  2N DATA BASE CLERK/SPECIALIST    630960 
  2N DATA SPECIALIST       630962 
  2N REGISTRAR        630963 
  2N DATA ENTRY OPERATOR II     630964 
  2N BOOKKEEPER HDST/PRESCHL     630971 
  2N JUNIOR ACCOUNTANT      630975 
  0N HOME/SCHOOL LIAISON      631004 
  2N PROJECT DEVELOPMENT SPECIALIST   631010 
  2N BUSINESS PARTNERSHIP SPEC    631012 
  2N DATA SPECIALIST       631043 
  2N ELECTRONIC REPAIR TECHNICIAN    631047 
  2N DATA COMMUNICATIONS SPECIALIST   631049 
  2N SECRETARY       640913 
  2N DISTRICT DATA BASE COORDINATOR   650211 
  2N COMPUTER OPERATOR I     650230 
  2N COMPUTER OPERATOR III     650231 
  2N PROGRAMMER ANALYST III     650280 
  2N DATA COMMUNICATIONS SPECIALIST   650321 
  2N SYSTEMS SUPPORT TECHNICIAN    650330 
  2N GRAPHIC PRODUCTION SPECIALIST    650332 
  2N DATA COMMUNICATIONS SPECIALIST   650334 
  2N ELECTRONIC REPAIR TECHNICIAN    650335 
  2N ELECTRONICS TECHNICIAN     650336 
  2N PRODUCTION SPECIALIST     650337 
  2N ASSISTANT TO DIR OF INST TECH    650338 
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  0N SCHL BASED TECH SUPPORT SPEC    650350 
  2N ADMINISTRATIVE SECRETARY     650912 
    LEVEL       JOB 
      2  JOB TITLE       CODE 
  --------- -------------------------------------------------------------------------- ------------- 
  2N SECRETARY       720912 
  2N SECRETARY       730912 
  2N SECRETARY       730913 
  2N SENIOR CLERICAL ASSISTANT     730920 
  0N CLERICAL ASSISTANT      730921 
  0N SENIOR CLERICAL ASSISTANT     730922 
  0N SR CLER ASST PD BY SCHL     730923 
  0N CLERICAL ASSISTANT PD BY SCHL    730924 
  0N SENIOR CLERICAL ASSISTANT     730925 
  0N RECORDS SPECIALIST PD BY SCHL    730960 
  0N RECORDS SPECIALIST      730961 
  2N     *BOOKKEEPER (SCHL BASED)     730970 
  2N FOREMAN/LEAD WORKER     740141 
  2N PROJECT COORDINATOR     740180 
  2N CONSTRUCTION INSPECTOR     740230 
  2N DRAFTING TECH       740281 
  2N PROJECT CONTROL SPECIALIST    740300 
  2N JUNIOR ACCOUNTANT      740310 
  2N DISPATCHER       740330 
  2N ENVIRONMENTAL TECHNICIAN     740331 
  2N ELECTRICIAN       740332 
  2N CARPENTER       740333 
  2N TRADES HELPER II      740334 
  2N ELECTRONIC TECHNICIAN     740335 
  2N PLUMBER        740336 
  2N PAINTER        740337 
  2N SECRETARY       740911 
  2N ADMINISTRATIVE SECRETARY     740912 
  2N DATA BASE CLERK/SPECIALIST    740960 
  2N SENIOR ACCOUNTING CLERK     740970 
  2N ACCOUNTS PAYABLE SPECIALIST    750310 
  2N SENIOR ACCOUNTING CLERK     750320 
  2N PAYROLL SPECIALIST      750321 
  2N INTERNAL AUDITOR I      750330 
  2N COMPUTER PROGRAMMER     750340 
  2N SENIOR CLERICAL ASSISTANT     750930 
  0N FOOD SERVICE ASSISTANT I     760231 
  0N FOOD SERVICE ASSISTANT II     760232 
  2N ADMINISTRATIVE SECRETARY     760911 
  2N DATA BASE CLERK/SPECIALIST    760922 
  2N JUNIOR ACCOUNTANT      760970 
  2N SENIOR ACCOUNTING CLERK     760971 
  2N RESEARCH ASSOCIATE      771311 
  2N RESEARCH ASSOCIATE      771312 
  2N TESTING SPECIALIST      771340 
  2N STUDENT ASSIGNMENT SPECIALIST    771901 
  2N CLERICAL ASSISTANT      771920 
  2N SENIOR CLERICAL ASSISTANT     771921 
  2N WORD PROCESSING SPECIALIST    772221 
  2N WORD PROCESSING SPECIALIST I    772223 
  2N WORD PROCESSING SPECIALIST II    772224 
  2N WORD PROCESSING RECEPTIONIST    772950 
  2N CERTIFICATION ANALYST     773250 
  2N INSURANCE SPECIALIST      773270 
  2N SYSTEM SUPPORT SPECIALIST    773290 
  2N ADMINISTRATIVE SECRETARY     773910 
  2N SECRETARY       773911 
  2N ADMINISTRATIVE SECRETARY     773912 
  2N CLERICAL ASSISTANT      773921 
  2N JUNIOR ACCOUNTANT      773960 
  2N DATA BASE CLERK/SPECIALIST    773961 
  2N COMPUTER OPERATOR II     775232 
  2N DATA BASE CLERK/SPECIALIST    775966 
  2N WAREHOUSE EMPLOYEE     776271 
  2N WAREHOUSE EMPLOYEE, SENIOR    776272 
  2N WAREHOUSE EMPLOYEE, FD SVC    776273 
  2N WAREHOUSE EMPLOYEE, SENIOR LRC   776275 
  2N STORES CLERK       776281 
  2N SENIOR STORES CLERK      776282 
  2N SENIOR COMPOSITOR      776320 
  2N DATA COMMUNICATIONS SPECIALIST   776321 
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  2N CAMERA OPERATOR COMPOSITOR    776331 
  2N PRESS OPERATOR      776340 
  2N SENIOR PRESS OPERATOR     776341 
    LEVEL       JOB 
      2  JOB TITLE       CODE 
  --------- -------------------------------------------------------------------------- ------------- 
  2N BINDERY WORKER      776351 
  2N PRINTING CLERK/CAMERA OPERATOR   776330 
  2N SENIOR BINDERY WORKER     776352 
  2N APPRENTICE BINDERY WORKER    776354 
  2N BUYER-PURCHASING      776372 
  2N SUPPLY LIAISON       776380 
  2N PURCHASING TECHNICIAN     776410 
  2N ADMINISTRATIVE SECRETARY     776911 
  2N DATA ENTRY OPERATOR II     776921 
  2N SENIOR ACCOUNTING CLERK     776923 
  2N AUTO MECHANIC II      780240 
  2N AUTO MECHANIC I       780242 
  2N MECHANIC’S HELPER       780250 
  2N PAINT & BODY MECHANIC     780260 
  2N BUS SERVICE WORKER      780281 
  0N BUS DRIVER       780300 
  0N UNASSIGNED DRIVER      780301 
  0N BUS DRIVER       780304 
  0N BUS ATTENDANT, ESE      780322 
  2N VEHICLE SERVICE SPECIALIST     780341 
  2N ELECTRONIC EQUIPMENT TECH    780342 
  2N ADMINISTRATIVE SECRETARY     780910 
  2N SENIOR ACCOUNTING CLERK     780921 
  0N SENIOR CLERICAL ASSISTANT     780930 
  2N DATA ENTRY OPERATOR II     780960 
  2N SREF INSPECTOR       790213 
  2N CUSTODIAN, HEAD      790251 
  2N CUSTODIAN        790261 
  2N CUSTODIAN LEAD WORKER     790262 
  2N CUSTODIAN        790263 
  2N CUSTODIAN LEAD WORKER     790264 
  2N CUSTODIAN        790266 
  2N DISPATCHER       790330 
  2N FOREMAN/LEAD WORKER     810140 
  2N EQUIPMENT OPERATOR      810200 
  2N TREATMENT PLANT OPERATOR    810220 
  2N HARV TECHNICIAN      810240 
  2N HEATING MECHANIC      810241 
  2N HARV/ELECTRIC TECHNICIAN     810242 
  2N STATIONARY ENGINEER      810243 
  2N HARV TECHNICIAN      810244 
  2N ELECTRICIAN       810260 
  2N PLUMBER        810270 
  2N CARPENTER       810290 
  2N CABINET MAKER       810291 
  2N MASON        810300 
  2N GLAZIER        810320 
  2N PAINTER        810330 
  2N PAINTER/LEAD WORKER     810331 
  2N ROOFER        810340 
  2N SMALL ENGINE MECHANIC     810380 
  2N APPLIANCE MECHANIC      810400 
  2N APPLIANCE MECHANIC      810401 
  2N LOCKSMITH        810410 
  2N OFFICE MACHINE TECHNICIAN     810421 
  2N MAINTENANCE PARTS SPECIALIST    810423 
  2N GENERATOR MAINTENANCE TECH    810430 
  2N SHOP MECHANIC/WELDER     810431 
  2N PHYSICAL PLANT MECHANIC     810432 
  2N TRADES APPRENTICE      810433 
  2N TRADES HELPER II      810434 
  2N TRADES HELPER I       810435 
  2N ELECTRONIC TECHNICIAN     810450 
  2N SYSTEM SUPPORT TECHNICIAN    810451 
  2N SENIOR CLERICAL ASSISTANT     810920 
  2N DATA BASE CLERK/SPECIALIST    810960 
  2N COMPUTER OPERATOR I     820230 
  2N COMPUTER OPERATOR III     820231 
  2N PROGRAMMER ANALYST III     820280 
  2N PROGRAMMER ANALYST II     820281 
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  2N DATA COMMUNICATIONS SPECIALIST   820321 
  0N ACTIVITY LDR-EXTEND DAY ENRICH    910310 
  0N HOME/SCHOOL LIAISON      910320 
  0N HOME/SCHOOL LIAISON      910328 
   
  LEVEL         JOB 
      2  JOB TITLE       CODE 
  --------- -------------------------------------------------------------------------- ------------- 
  0N AIDE I EXTENDED DAY ENRICHMENT    910330 
  2N SYSTEMS SUPPORT TECHNICIAN    820330 
  0N EDEP HEALTH AIDE      910331 
  0N CENTER AIDE-EXTENDED DAY ENRICH   910332 
  0N PARENT RESOURCE PRE KNDG ASST   910333 
  0N EDEP HEARING IMPAIRED ASST    910334 
  0N SITE COORD-EXTEND DAY ENRICH    910340 
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APPENDIX “B” 
 

SCHOOL BOARD OF ALACHUA COUNTY 
INELIGIBLE FOR UNIT MEMBERSHIP 

CAREER SERVICE (EDUCATION SUPPORT PROFESSIONALS ) PERSONNEL UNION 
 
 
  LEVEL         JOB 
      2  JOB TITLE       CODE 
  --------- -------------------------------------------------------------------------- ------------- 
  2N EXEC DIR, ESE/STUDENT SUPP SVC    610040 
  2N DISTRICT SECURITY CHIEF     610052 
  2N PROGRAM SPECIALIST      610100 
  0N MANAGER, PARENT SUPPORT     610101 
  2N EXEC ASSISTANT-STUDENT SERVICE   610900 
  2N PRESCHOOL SPECIALIST     611100 
  2N SUPV GUIDANCE SUPPORT SERVICES   612070 
  2N SUPERVISOR I, STUDENT SUPPORT SERVICES  612071 
  2N PRESCHOOL SPECIALIST     612100 
  0N PROGRAM SERVICES SPECIALIST    612380 
  2N SUPERVISOR HEALTH SERVICES    613070 
  2N PRESCHOOL SPECIALIST     613100 
  2N EXEC ASSISTANT-HEALTH SERVICES   613900 
  2N DIRECTOR MEDIA SERVICES     620051 
  2N SUPV, TCHG/LEARNING RESOURCES   620070 
  2N MANAGER LRC       620130 
  2N INSTRUCTIONAL MATERIALS MGR    620170 
  2N SUPERVISOR MEDIA SERVICES    620210 
  2N INSTRUCTIONAL COMP ASSISTANT    620830 
  2N CNTRL PROCESS-LIBRY CATALOGER   620843 
  2N DEPUTY SUPT CURR/INSTR SVCS    630010 
  2N DIRECTOR STANDARDS/COMPLIANCE   630050 
  2N DIRECTOR VOL PREK-EARLY CHILD    630051 
  2N DIRECTOR GRANTS/PROJ FUND MGMT   630052 
  2N DIRECTOR, CAMP CRYSTAL     630054 
  2N SUPERVISOR II, INST TECH/MEDIA    630070 
  2N SUPERVISOR II, CURRICULUM     630071 
  2N SUPERVISOR II       630072 
  2N DIRECTOR ELEMENTARY CURRICULUM   630160 
  2N DIRECTOR, PREK/FAMILY SVCS CTR    630162 
  2N DIRECTOR ELEMENTARY CURRICULUM   630180 
  2N DIRECTOR, ADULT/CAREER/TECH ED   630190 
  2N DIRECTOR, SPECIAL INST PROGRAM    630231 
  2N DIRECTOR SMALL/RURAL DISTRICTS    630232 
  2N  SUPERVISOR CURRICULUM     630320 
  2N SUPERVISOR CURRICULUM     630360 
  2N SUPERVISOR I/SMALL/RURAL DIST    630390 
  2N SUPERVISOR I, CAMP CRYSTAL    630395 
  2N SUPERVISOR I, ESE      630400 
  2N SUPERVISOR II, ESE      630401 
  2N SUPERVISOR MIGRANT      630720 
  2N COORDINATOR MIGRANT     630721 
  2N SUPERVISOR        630730 
  2N COORD SCHL VOLUNTEER PROGRAM   630740 
  2N SUPERVISOR PROJECT DEVELOPMENT   630770 
  2N COORD EXTENDED DAY ENRICHMENT   630831 
  2N SUPERVISOR II CURRICULUM     630840 
  2N SUPERVISOR CURRICULUM     630860 
  2N EXECUTIVE ASSISTANT      630901 
  2N EXECUTIVE ASSISTANT      630902 
  2N ADMN SECRETARY CAMP CRYSTAL    63091C 
  2N PRESCHOOL SPECIALIST     631011 
  2N PROGRAM SPECIALIST      631013 
  2N MANAGER I, 21ST CENT LRNG CTR    631014 
  2N PROGRAM SERVICES SPECIALIST    631015 
  2N DATA COMMUNICATIONS MANAGER    631048 
  2N SUPV  II, SPECIAL TEACHER PROGRAMS   640191 
  2N ADMINISTRATIVE SECRETARY     640912 
  2N      DIR INST TECH/MEDIA RESOURCES    650050 
  2N SYSTEM ANALYST/PROJECT LEADER   650200 
  2N INFORMATION SUPPORT SPECIALIST   650210 
  2N TECHNICAL SUPPORT COORDINATOR   650212 
  2N SYSTEMS PROGRAMMER     650220 
  2N COORD, LIBRARY INFO SYSTEMS     650290 
  2N DATA COMMUNICATIONS MANAGER    650320 
  2N TELECOMMUNICATIONS MANAGER    650322 
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  2N PRODUCTION MANAGER     65033A 
   
  LEVEL         JOB 
      2  JOB TITLE       CODE 
  --------- -------------------------------------------------------------------------- ------------- 
  2N DATA COMMUNICATIONS MANAGER    65033B 
  2N INSTRUCTIONAL COMPUTER ASST    650331 
  2N GRAPHIC PRODUCTION MANAGER    650333 
  2N INST EQUIPMENT REPAIR MANAGER    650339 
  2N SCHOOL BOARD MEMBER     710010 
  2N SUPERINTENDENT      720000 
  2N ASSISTANT TO SUPERINTENDENT    720050 
  2N ADMINISTRATOR-SPECIAL ASSIG    720090 
  2N LEGAL ASSISTANT      720110 
  2N PROGRAM SERVICES SPECIALIST     720111 
  2N STAFF ATTORNEY       720200 
  2N EXECUTIVE ASSISTANT      720901 
  2N SECRETARY TO SUPERINTENDENT    720902 
  2N ADMINISTRATIVE SECRETARY     720910 
  2N PRINCIPAL ELEMENTARY     730010 
  2N PRINCIPAL MIDDLE SCHOOL     730020 
  2N PRINCIPAL HIGH SCHOOL     730030 
  2N PRINCIPAL MIDDLE/HIGH SCHOOL    730040 
  2N PRINCIPAL HORIZON CENTER     730041 
  2N PRINCIPAL PRAIRIE VIEW     730042 
  2N PRINCIPAL ELEM/MIDDLE SCHOOL    730043 
  2N PRINCIPAL A QUINN JONES CENTER    730050 
  2N PRINCIPAL SIDNEY LANIER CENTER    730051 
  2N ASST PRINCIPAL ELEMENTARY    730081 
  2N ASST PRINCIPAL MIDDLE SCHOOL    730090 
  2N ASST PRINCIPAL HIGH SCHOOL    730100 
  2N ASST PRINCIPAL MIDDLE/HIGH SCH    730110 
  2N ASST PRINCIPAL SPECIAL CENTER    730120 
  2N     *EXECUTIVE ASSISTANT      730900 
  2N ELEMENTARY PRINCIPAL INTERN    731011 
  2N FACILITIES PLANNING MANAGER    740130 
  2N MAINTENANCE FOREMAN     740140 
  2N DIR., COMMUNITY PLANNER/ZONING    740160 
  2N ENVIRONMENTAL COORDINATOR    740181 
  2N PROJECT COORDINATOR     740182 
  2N STAFF ARCHITECT      740220 
  2N PARTS SPECIALIST      740301 
  2N ASST SUPT PLAN/BUDGET/SYS ACCT   750030 
  2N CHIEF FINANCIAL OFFICER     750040 
  2N PAYROLL MANAGER      750311 
  2N SENIOR ACCOUNTANT      750312 
  2N CHIEF ACCOUNTANT-FINANCE     750313 
  2N INTERNAL AUDITOR II      750331 
  2N FINANCIAL SPECIALIST      750341 
  2N PROGRAM SERVICES SPECIALIST    750342 
  2N POSITION CONTROL MANAGER    750343 
  2N DIRECTOR, FOOD SERVICE     760050 
  2N SUPERVISOR II       760070 
  2N COORDINATOR, SCHL FOOD SERVICE   760080 
  2N FOOD SERVICE SPECIALIST II     760101 
  2N SENIOR ACCOUNTANT      760102 
  2N      FOOD SERVICE SPECIALIST I      760103 
  0N FOOD SERVICE MANAGER I     760130 
  0N FOOD SERVICE MANAGER II     760131 
  0N FOOD SERVICE MANAGER III     760132 
  0N FOOD SVC MGR I-CAMP CRYSTAL    760133 
  2N PROGRAM SERVICES SPECIALIST    760290 
  0N FOOD SERVICE ASSISTANT MGR    760291 
  0N FOOD SERVICE MANAGER INTERN I    760292 
  0N FOOD SERVICE MANAGER INTERN II    760293 
  2N EXECUTIVE ASSISTANT      760900 
  2N INTERNAL AUDITOR II      760972 
  2N DIRECTOR RESEARCH/EVALUATION    771170 
  2N SUPERVISOR II RESEARCH/EVAL    771180 
  2N PROGRAM SERVICES SPECIALIST    771310 
  2N EXECUTIVE ASSISTANT      771900 
  2N PUBLIC INFORMATION OFFICER    772070 
  2N WORD PROCESSING MANAGER    772210 
  2N ASST SUPT HUMAN RESOURCES    773030 
  2N SUPERVISOR II, PERSONNEL     773070 
  2N DIRECTOR, RISK MGMT & BENEFITS    773160 
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  2N PERSONNEL SPECIALIST     773300 
  2N MANAGER, EMPLOYEE RELATIONS    773301 
   
  LEVEL         JOB 
      2  JOB TITLE       CODE 
  --------- -------------------------------------------------------------------------- ------------- 
  2N MANAGER, PERSONNEL SERVICES    773302 
  2N POSITION CONTROL MANAGER    773303 
  2N PROGRAM SERVICES SPECIALIST    773304 
  2N EXECUTIVE ASSISTANT      773900 
  2N ADMINISTRATIVE SECRETARY     773914 
  2N DIRECTOR, PURCHASING     776220 
  2N WAREHOUSE SPECIALIST     776251 
  2N PHYSICAL DISTRIBUTION MANAGER    776260 
   2N PRODUCTION MANAGER-PRINTING    776311 
   2N SENIOR BUYER       776371 
   2N EXECUTIVE ASSISTANT      776900 
  2N DIRECTOR TRANSPORTATION     780050 
  2N ROUTE COORDINATOR      780200 
  2N TRANSPORTATION MGR OPERATIONS   780201 
  2N TRANSPORTATION MGR MAINTENANCE   780202 
  2N ROUTING SYSTEM COORDINATOR    780203 
  2N ASSISTANT SHOP FOREMAN     780232 
  2N TRANSPORTATION PARTS SPEC    780233 
  2N LEAD MECHANIC       780241 
  2N TRANSPORTATION DISPATCHER    780290 
  0N TRANSPORTATION DISPATCHER    780291 
  2N DRIVER TRAINER/ASSIGN SPEC    780330 
  2N PUBLIC LIAISON/FIELD TRIP SPEC    780340 
  2N EXECUTIVE ASSISTANT      780900 
  2N ADMINISTRATIVE SECRETARY     780912 
  2N BENEFITS COORDINATOR     790111 
  2N SAFETY COORDINATOR      790210 
  2N EXECUTIVE ASSISTANT      790900 
  2N EXECUTIVE DIRECTOR, FACILITIES    810040 
  2N DIRECTOR, PLANT MANAGEMENT    810051 
  2N PROJECT COORDINATOR     810080 
  2N PROJECT COORDINATOR-CUSTODIAL   810081 
  2N MAINTENANCE SERVICES MANAGER    810131 
  2N MAINTENANCE FOREMAN     810438 
  2N EXECUTIVE ASSISTANT      810910 
  2N ADMINISTRATIVE SECRETARY     810912 
  2N CHIEF TECH & INFO SVCS OFFICER    820050 
  2N TECHNICAL SUPPORT MANAGER    820100 
  2N SYSTEMS ANALYST/PROJECT LEADER   820200 
  2N TECHNICAL SUPPORT COORDINATOR   820210 
  2N SYSTEMS PROGRAMMER     820220 
  2N DATA COMMUNICATIONS MANAGER    820320 
  2N TELECOMMUNICATIONS MANAGER    820322 
  2N DATA COMMUNICATIONS MANAGER    820323 
  2N EXECUTIVE A SECRETARY     810912 
 
 
 



APPENDIX "C"

ALACHUA COUNTY PUBLIC SCHOOLS

EVALUATION OF EDUCATION SUPPORT PROFESSIONALS

_Probationary Evaluation
Jnterim Evaluation
_Annual Evaluation
_Salary Holdback

.Probation Extended for Six (6) Months
From To

Name:
(Last, First)

Social Security No./
Employee ID No.:
Performance Criteria Evaluation:
Indicate evaluation rating by placing a check mark (/) in
appropriate column.

1. Quality of Work: (Knowledge of job, neatness,
completeness, and thoroughness of work
performed, safety, and use of applicable
equipment.

2. Productivity/Use of Time: (Quantity of work,
amount, and promptness of work)

3. Attendance and Punctuality: (Unauthorized
absences, arrivals, and departures)

4. Responsibility and Dependability: (Consistency,
follows directions, performs in reliable fashion)

5. Cooperation: (Working with others,
consideration of other employee's work,
ability to adjust to change, and flexibility

6. Initiative: (Amount of supervision required,
resourcefulness, use of own ideas, procedures)

7. Personal Relationships: (Employee's tact,
courtesy, self-control, patience, attitude,
rapport, and respect for others)

8. Communication Skills: (Accepts instruction from
supervisors/others)

9. Appearance: (Wears uniform, if appropriate;
dresses appropriately for job)

10. OVERALL PERFORMANCE:
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Position:
Location: School/Dept. No.:

Period of Date of
Evaluation: Evaluation:
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Remarks: If additional space is needed for remarks, use additional paper.
Please be sure that Employee's Name is on any additional pages. Use
number to identify comments related to major duties. Supporting statement is
required for "Needs Improvement" and "Not Satisfactory" ratings.

'

COMMENTS:

I HAVE READ AND DISCUSSED THIS EVALUATION WITH MY EVALUATOR. DATE:

EMPLOYEE'S SIGNATURE
[Signature does not Imply agreement with evaluation, only receipt The

employee has ten (10) days (o submit written response.]

EVALUATOR'S SIGNATURE

Form No.:
New Date:

PER 078.014
9/28/07

DISTRIBUTION: White - Personnel file
v .=. - j. _ i_- - - <r-a-.-•-
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APPENDIX “D” 
 
Policy 4362 
 
Anti-Harassment 

It is the policy of the Board to maintain an educational and work environment which is free from all forms 
of unlawful harassment, including sexual harassment. This commitment applies to all District operations, 
programs, and activities. All students, administrators, teachers, staff, and all other District personnel share 
responsibility for avoiding, discouraging, and reporting any form of unlawful harassment. This policy 
applies to unlawful conduct occurring on school property, or at another location if such conduct occurs 
during an activity sponsored by the Board. 

The Board prohibits harassment based on sex, race, color, national origin, sexual orientation, gender 
identity, religion, disability, or any other unlawful basis, and encourages those within the School District 
community as well as third parties, who feel aggrieved to seek assistance to rectify the problems. The 
Board will investigate all allegations of harassment and in those cases where unlawful harassment is 
substantiated, the Board will take immediate steps to end the harassment. Individuals who are found to 
have engaged in unlawful harassment will be subject to appropriate disciplinary action. 

For purposes of this policy, "School District community" means students, student applicants, 
administrators, teachers, staff, and all other school personnel, including Board members, agents, 
volunteers, contractors, or other persons subject to the control and supervision of the Board. 

For purposes of this policy, "third parties" include, but are not necessarily limited to, guests and/or visitors 
on School District property (e.g., visiting speakers, participants on opposing athletic teams, parents), 
vendors doing business with, or seeking to do business with, the Board, and other individuals who come 
in contact with members of the School District community at school-related events/activities (whether on 
or off School District property). 

Other Violations of the Anti-Harassment Policy 

The Board will also take immediate steps to impose disciplinary action on individuals engaging in any of 
the following prohibited acts: 

  A. Retaliating against a person who has made a report or filed a complaint or grievance alleging 
harassment, or who has participated as a witness in a harassment investigation. 

  B. Filing a malicious or knowingly false report or complaint of harassment. 

  
C. Disregarding, failing to investigate adequately, or delaying investigation of allegations of 

harassment, when responsibility for reporting and/or investigating harassment charges 
comprises part of one's supervisory duties. 

Sexual Harassment 

Pursuant to Title VII of the Civil Rights Act of 1964 and Title IX of the Educational Amendments of 1972, 
"sexual harassment" is defined as: 

Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual 
nature, when: 

  A. Submission to such conduct is made, either implicitly or explicitly, a term or condition of an 
individual's employment, or status in a class, educational program, or activity; 

  B. Submission or rejection of such conduct by an individual is used as the basis for employment or 
educational decisions affecting such individual; or 

  
C. Such conduct has the purpose or effect of interfering with the individual's work or educational 

performance; of creating an intimidating, hostile, or offensive working, and/or learning 
environment; or of interfering with one's ability to participate in or benefit from a class or an 
educational program or activity. 

Sexual harassment may involve the behavior of a person of either gender against a person of the same 
or opposite gender. 

Prohibited acts that constitute sexual harassment may take a variety of forms. Examples of the kinds of 
conduct that may constitute sexual harassment include, but are not limited to: 

  A. Unwelcome sexual propositions, invitations, solicitations, and flirtations. 

  B. Physical assault. 

  
C. Threats or insinuations that a person's employment, wages, academic grade, promotion, 

classroom work or assignments, academic status, participation in athletics or extra-curricular 
programs or events, or other conditions of employment or education may be adversely affected 
by not submitting to sexual advances. 

  
D. Unwelcome verbal expressions of a sexual nature, including graphic sexual commentaries 

about a person's body, dress, appearance, or sexual activities; the unwelcome use of sexually 
degrading language, jokes or innuendoes; unwelcome suggestive or insulting sounds or 
whistles; obscene telephone calls. 

  E. Sexually suggestive objects, pictures, videotapes, audio recordings or literature, placed in the 
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work or educational environment, which may embarrass or offend individuals. 

  F. Unwelcome and inappropriate touching, patting, or pinching; obscene gestures. 

  G. A pattern of conduct, which can be subtle in nature, that has sexual overtones and is intended 
to create or has the effect of creating discomfort and/or humiliation to another. 

  H. Remarks speculating about a person's sexual activities or sexual history, or remarks about 
one's own sexual activities or sexual history. 

  

I. Consensual sexual relationships where such relationship leads to favoritism of a student or 
subordinate employee with whom the teacher or superior is sexually involved and where such 
favoritism adversely affects other students and/or employees. Any teacher, administrator, 
coach, or other school authority who engages in sexual conduct with a student may also be 
subject to criminal prosecution. 

Not all behavior with sexual connotations constitutes unlawful sexual harassment. Conduct must be 
sufficiently severe, pervasive, and persistent such that it adversely affects an individual's employment or 
education, or such that it creates a hostile or abusive employment or educational environment. 

Race/Color Harassment 

Prohibited racial harassment occurs when unwelcome physical, verbal, or nonverbal conduct is based 
upon an individual's race or color and when the conduct has the purpose or effect of interfering with the 
individual's work or educational performance; of creating an intimidating, hostile, or offensive working, 
and/or learning environment; or of interfering with one's ability to participate in or benefit from a class or 
an educational program or activity. Such harassment may occur where conduct is directed at the 
characteristics of a person's race or color, such as racial slurs, nicknames implying stereotypes, epithets, 
and/or negative references relative to racial customs. 

Religious (Creed) Harassment 

Prohibited religious harassment occurs when unwelcome physical, verbal, or nonverbal conduct is based 
upon an individual's religion or creed and when the conduct has the purpose or effect of interfering with 
the individual's work or educational performance; of creating an intimidating, hostile, or offensive working 
and/or learning environment; or of interfering with one's ability to participate in or benefit from a class or 
an educational program or activity. Such harassment may occur where conduct is directed at the 
characteristics of a person's religious tradition, clothing, or surnames, and/or involves religious slurs. 

National Origin Harassment 

Prohibited national origin harassment occurs when unwelcome physical, verbal, or nonverbal conduct is 
based upon an individual's national origin and when the conduct has the purpose or effect of interfering 
with the individual's work or educational performance; of creating an intimidating, hostile, or offensive 
working and/or learning environment; or interfering with one's ability to participate in or benefit from a 
class or an educational program or activity. Such harassment may occur where conduct is directed at the 
characteristics of a person's national origin, such as negative comments regarding customs, manner of 
speaking, language, surnames, or ethnic slurs. 

Disability Harassment 

Prohibited disability harassment occurs when unwelcome physical, verbal, or nonverbal conduct is based 
upon an individual's disability and when the conduct has the purpose or effect of interfering with the 
individual's work or educational performance of creating an intimidating, hostile, or offensive working 
and/or learning environment; or with one's ability to participate in or benefit from a class or an educational 
program or activity. Such harassment may occur where conduct is directed at the characteristics of a 
person's disabling condition, such as negative comments about speech patterns, movement, physical 
impairments or defects/appearances, or the like. 

Reports of Harassing Conduct 

Members of the School District community are directed, and third parties are encouraged, to promptly 
report incidents of harassing conduct to an administrator, supervisor or other Board official so that the 
Board may address the conduct before it becomes severe, pervasive, or persistent. 

Confidentiality 

The School District will make reasonable efforts to maintain the confidentiality of the parties involved in a 
harassment investigation. Confidentiality, however, cannot be guaranteed. 

Process for Addressing Complaints of Harassment 

Any person who believes s/he is being harassed in violation of this policy may resort to the procedures 
established in Policy 4470, Grievance Procedures or Policy 4550, Complaints Against Employees; 
provided, however, that employees who are bargaining unit members shall use the grievance procedures 
established in the applicable collective bargaining agreement. Filing of a complaint or otherwise reporting 
harassment will not affect the individual's status, future employment, future grades, extra-curricular 
activities, or work assignments. In determining whether alleged conduct constitutes harassment, the 
totality of the circumstances, the nature of the conduct, and the context in which the alleged conduct 
occurred will be investigated. 
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The Board reserves the right to investigate and resolve a complaint or report of unlawful harassment 
regardless of whether the member of the School District community or third party alleging the harassment 
pursues the complaint. 

Sanctions and Monitoring 

The Board shall vigorously enforce its prohibitions against unlawful harassment. While observing the 
principles of due process, a violation of this policy may result in disciplinary action up to and including the 
discharge of an employee or the suspension/expulsion of a student. All disciplinary action will be taken in 
accordance with applicable State law and the terms of the relevant collective bargaining agreement(s). 
When imposing discipline, the Superintendent shall consider the totality of the circumstances involved in 
the matter, including the ages and maturity levels of those involved. In those cases where unlawful 
harassment is not substantiated, the Board may consider whether the alleged conduct nevertheless 
warrants discipline in accordance with other Board policies, consistent with the terms of the relevant 
collective bargaining agreement(s). 

Where the Board becomes aware that a prior remedial action has been taken against a member of the 
School District community, all subsequent sanctions imposed by the Board and/or Superintendent shall 
be reasonably calculated to eliminate such conduct in the future. 

Education and Training 

In support of this policy, the Board promotes preventative educational measures to create greater 
awareness of unlawful discriminatory practices. The Superintendent shall provide appropriate training to 
all members of the School District community related to the implementation of this policy and its 
accompanying administrative procedures. All training regarding the Board's policy and administrative 
procedures and harassment in general, will be age and content appropriate. 

F.S. 110.1221, 760.01, 760.10, 1000.05, 1006.07 
42 U.S.C. 2000d et seq. 
42 U.S.C. 2000e et seq. 
29 U.S.C. 621 et seq. 
29 U.S.C. 794 
42 U.S.C. 12101 et seq. 
20 U.S.C. 1681 et seq. 
42 U.S.C. 1983, Civil Right Act 
Americans with Disabilities Act, P.L. 101-336 
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APPENDIX “E” 
 
 
 
 Policy 4124 
 
ALCOHOL AND DRUG-FREE WORKPLACE 
 

It is the intent of the Board to provide a drug-free workplace. The unlawful manufacture, distribution, 
dispensing, possession, or use of a controlled substance or alcoholic beverage is prohibited in the 
workplace. Violations of this policy may result in disciplinary action, up to and including termination. 

Pursuant to the Drug-Free Workplace Act of 1988 and Board Policy 4139.02, Violation of Local, State, or 
Federal Laws, employees shall abide by the terms of this policy and shall notify the Superintendent or 
his/her designee of any arrest or conviction under a criminal drug statute not later than forty-eight (48) 
hours after such arrest or conviction. 

Employees are prohibited from engaging in the unlawful manufacture, distribution, dispensing, 
possession, or use of a controlled substance and/or alcohol in the workplace. Violation of this prohibition 
shall result in appropriate disciplinary action up to and including termination and referral for prosecution. 
In job sensitive areas, such as transportation, illegal drug use or excessive alcohol use leading to criminal 
action may be the basis for discipline. 

"Workplace" is defined as the site for the performance of work done in connection with employment. This 
includes any place where work for the Board is performed, including a school building or other school 
premises, any vehicle owned by the Board or a vehicle used to transport students to and from school or 
school activities, off school property during a school-sponsored activity, event, or function, such as a field 
trip or athletic event, where students are under the jurisdiction of the Board. 

A copy of the Board's drug-free workplace policy will be provided to employees upon initial employment. 
Each employee will sign a statement to indicate receipt and understanding of the drug-free workplace 
policy and that statement will be retained in the employee's personnel file. The drug-free workplace policy 
may be posted at each worksite. 

Pre-employment drug abuse screening examinations shall be required to prevent hiring individuals who 
use drugs or individuals whose use of drugs indicates a potential for impaired or unsafe job performance 
or for high risk positions such as bus drivers. 

Employees in job classifications which require an annual physical will be required to submit to a drug 
screening as part of the annual physical. 

As a condition of continued employment, current employees shall submit to drug screening when 
reasonable suspicion exists to believe that an employee is using a substance that is impairing the 
employee and/or his/her job performance. Reasonable suspicion is: 

  A. aberrant or unusual behavior observed by the employee's worksite supervisor; 

  B. observed alcohol/drug use during working hours; 

  C. observation of physical symptoms commonly associated with substance abuse such as:

    1. impairment of motor functions; 

    2. slurred speech; 

    3. incoherent or irrational mental state; 

    4. drowsiness; 

    5. smell of alcohol or marijuana; 

    6. extreme weight loss; 

    7. red eyes; 

    8. running nose or sniffing; 

    9. frequent or extreme mood changes; 

    10. lack of physical coordination; 

    11. frequent absences or lateness; 

    12. unexplained absence from assigned work; 

    13. deterioration in dress and/or grooming; 

    14. deterioration in work performance; 

    15. other marked, unexplained changes in personal behavior.

When a reasonable suspicion exists, the Superintendent's designee shall be contacted. The employee, if 
a member of a bargaining unit, shall be afforded the opportunity to have Alachua County Education 
Association (ACEA) representation. The employee will be provided an opportunity to explain his/her 
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condition. The employee will be provided with information regarding available drug counseling, 
rehabilitation, assistance program, and leave options. One rehabilitation contract including drug testing 
may be agreed upon. Failure to participate in a treatment program following a positive drug screening will 
result in disciplinary action, up to and including termination. Due process will be followed. 

All testing shall be conducted by a laboratory certified by the State of Florida as a medical and urine drug 
testing forensic laboratory which complies with the Scientific and Technical Guidelines for Federal Drug 
Testing Programs and the Standards for Certification of Laboratories engaged in drug abuse and mental 
health administration of the U.S. Department of Health and Human Services. The laboratory shall be 
chosen jointly by the ACEA and the Board, if the employee is a member of the bargaining unit. 

The procedures established by the laboratory shall be followed in administering drug tests to employees. 

Refusal to submit to drug testing when reasonable suspicion exists may result in disciplinary action up to 
and including termination. 

Employees who seek voluntary assistance for substance abuse may not be disciplined for seeking 
assistance. Employees shall be subject to all employer rules, regulations, and job performance standards 
with the understanding that an employee enrolled in a rehabilitation program is receiving treatment for an 
illness. 

Employees who return to work after completion of a rehabilitation program shall be subject to follow-up 
drug testing with no advance notice. Any employee who refuses the drug test or subsequently tests 
positive may be disciplined up to and including termination. 

Random testing of employees shall not be conducted. 

All drug testing, with the exception of employee requested tests, shall be at the expense of the Board. 

Drug testing results will be treated in a confidential manner. Written notification of Board employees who 
are in grant-funded positions and who are convicted of drug violations, will be made to Director, Grant 
and Contracts Service, U.S. Department of Education, 400 Maryland Avenue, SW (Room 3124, GSA 
Regional Office Building No. 3), Washington, D.C. 20202-4605. 

F.S. 440.101, 440.102 
34 C.F.R. Parts 85, 86, 104 
Drug-Free Schools and Communities Act of 1986 
20 U.S.C. 3171 et seq. 
Vocational Rehabilitation Act of 1973 
29 U.S.C. 705(20), 794, 794a 
34 C.F.R. 34-86.201 
20 U.S.C. 86-201 
20 U.S.C. 701-706 Rehabilitative Act 1973 
20 U.S.C. Omnibus Transportation Testing Act of 1991 
20 U.S.C. 3224A 
41 U.S.C. 701 et seq., Drug-Free Workplace Act of 1988 
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APPENDIX "F" 

 
SABBATICAL LEAVE 
 
ELIGIBILITY:  Five years of continuous service with the 
district.  Full-time employment.  Recommended for 
reemployment.  Not within five years of normal retirement.  
Sabbatical leave will not be granted to employees more than 
once in any five-year period. 
 
LENGTH OF LEAVE:  Up to one year. 
 
SALARY/BENEFITS:  Fifty percent of base salary.  Health 
insurance provided.  No accrued experience/leave. 
 
PURPOSE:  Formal education or increased training. 
 
APPLICATION PROCESS.  HOW:  Official letter.  WHEN:  Deadlines 
are March 1 for sabbatical beginning July 1 and August 31 for 
sabbatical beginning January 1.  COMMITTEE:  Three ACEA 
members, three administrators who will meet twice a year or as 
needed. 
 
CONDITIONS:  Complete at least 15 credit hours each semester 
or an equivalent number of credit hours each quarter or 
equivalent technical or trade credit.  A detailed plan of 
study and written evidence that the applicant has been 
accepted into the proposed course of study is required.  
Enrolled as a degree-seeking student or equivalent technical 
or trade certification.  Attend an accredited college, trade 
school, technical school or recognized business/industrial 
institution.  Seniority, purpose of leave, program of 
study/training, needs of the district/worksite, previously 
granted leaves and the availability of funds will be factors 
for consideration in granting leave applications.  Sabbatical 
leaves granted will not exceed 1% of eligible staff. 
 
EMPLOYMENT CONDITIONS:  Present official documentation to 
verify that the stipulations for sabbatical leave were 
satisfied.  One year of employment with the district is 
required upon return if less than six months' sabbatical leave 
granted;  return to the district for employment for two years 
if more than six months' sabbatical leave granted.  IF 
UNSATISFACTORY COMPLETION:  Employee must repay total actual 
costs within one year from last date of employment.  The 
district's obligation to return the employee to a position is 
waived.  IF EMPLOYEE DOES NOT RETURN TO DISTRICT:  Total 
actual costs must be repaid to the district within one year 
from the last date of employment.  The district's obligation 
to return the employee to a position is waived. 
 



APPENDIX "G"

SCHOOL BOARD OF ALACHUA COUNTY
TRANSPORTATION DEPARTMENT

EXTRA DRIVING TIME

Day/Date Route Covered/Description Starting Time Ending Time Total Hours Payroll Only

Note: Driver/Altendant must fill out form completely. If not completed, it is unable to be keyed for time. Use a form for each day (do not combine days).
Please turn in a weeks worth of forms al Ihe end of each week.

Only
Forms No. TRN 078.003
New Dile: 8/16/07

Distribution: White-Trans. Piyroll
Yellow-Trim. Piyroll
Pink-Driver

SCHOOL BOARD OF ALACHUA COUNTY
TRANSPORTATION DEPARTMENT

EXTRA DRIVING TIME

Driver: Bus No: Social Security No:

Date
Monday

Tu**d«y

W.dn«d»y

Thursday

Friday

Route Covered/Discription Starting Tim« Ending Time Total Hours Do Not Write In This Column

.
-

Note: Driver must fill out form completely. Use a form for each week(do not combine weeks). Turn form in at the
end of each week.

Form* No. TRN 078.004
NtwDiU: 8/16/07

For One Week Only Distribution: While-Trins. Piyroll
Yellow-Trins. Piyroll
Pink-Driver


