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Welcome to the Pickerington Schools leadership team! 

Leadership is lifting a person’s vision to high sights, the raising of a 
person’s performance to a higher standard, the building of a personality 
beyond its normal limitations. – Peter Drucker, author and educator 

We are proud of our school’s success and proud of the leaders that ensure it: leaders who know how to inspire their 
teams to focus on student achievement and to meet high standards of academic success; leaders who tackle problems 
head-on, who have grit; leaders who encourage and support their colleagues to continuously improve processes and to 
produce stellar results. 

Success is only possible with strong and effective leadership. As a Pickerington Schools administrator, you have the 
opportunity to have an immediate, positive impact on the lives of our students – and ultimately change for the better 
our community, nation, and world. 

Let’s make this a great year – see you in the schools! 

 

_________________________ 

This handbook has been developed to inform you of the District’s employee policies and practices, as well as your rights 
and responsibilities as an administrator. We also want to acquaint you with the benefits and services available to you. 
While not an employment contract, this handbook does articulate employment policies and other terms under which 
you are employed. 

Please feel free to contact your direct supervisor, the Director of Human Resources or the Assistant Director of Human 
Resources to answer questions you have about your administrative responsibilities, employment policies and practices, 
or your benefits.  
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ADMINISTRATOR CONTRACTS

Administrative personnel governed by this regulation are all persons issued contracts in accordance with the Ohio Revised Code 
3319.02, including the following: Assistant Superintendents, Chief Operating Officer, Directors, Principals, Assistant Principals, and all 
other personnel required to maintain certificates in order to be employed as certificated pupil services employees or administrative 
specialist (provided that such person is not employed as a school counselor and spends less than 50% of his/her time teaching or 
working with students) and any other employee whose duties enable him/her to be considered either a “supervisor” or 
“management level employee” exempted from employee bargaining unit. 

Fair compensation plans are necessary in order to attract and retain highly qualified administrators to provide and manage a quality 
educational program. 

The Board may establish a salary schedule, compensation, and benefits plan for its administrators, with the exception of the salary, 
compensation, and benefits plan of the Superintendent and the Treasurer. Superintendent and Treasurer’s salary, compensation, 
and benefits plans are determined by the employee contract. Administrators that accept a contract with the Pickerington Local 
School District, do so with the understanding that said contract is with the Board of Education. Building transfers may occur at any 
time throughout the course of the administrator’s contract. Per Ohio Revised Code 3319.02, administrators cannot transfer to a post 
of lesser responsibility during their contract. 

Notice of annual salary is given to each administrator by July 1. The Board, in consultation with and upon the recommendation of 
the Superintendent or Designee, reserves the right to make contractual modifications and/or any adjustments to the compensation 
or benefits plan. 

Any salary schedule amendments that occur during the term of the contract shall be in writing, mutually agreed upon by the 
administrator and the Board of Education, and shall become a part of the administrator contract. 

The administrator benefits plan is provided and modified per group. 

Administrator contracts may be terminated by: 
a. Mutual agreement of the parties; 
b. Retirement, non-renewal, disability, or death of the administrator; or 
c. Termination by the Board of Education in accordance with the laws of Ohio.

TERM OF CONTRACT 
The Superintendent’s recommendation is considered in all decisions to employ an administrator. 

The term of the administrator’s initial contract will generally be two (2) years, but may not exceed three (3) years. An individual who 
has been employed as a PLSD administrator for three (3) or more years shall be entitled to receive a contract of not fewer than two 
(2) or more than five (5) years. If the administrator has been in the District for two (2) years or less, he/she will may receive a one (1) 
year contract. 

The Superintendent may recommend the employment of an individual who has served as an administrator in the District for three 
(3) years or more under a one (1) year administrative contract once during such individual’s administrative career in the District.  The 
contract specifies or references the administrative position and duties, the salary and other compensation to be paid for performing 
such duties, the number of days to be worked, the number of days of vacation leave, and any paid holidays in the contractual year. 

An administrator who has earned a teacher continuing contract in the District retains such status while serving as an administrator. 
Any administrator who previously obtained a teacher continuing contract in another district with two (2) years’ experience as an 
administrator in the District is eligible for a teacher continuing contract. 
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EVALUATION 
All administrators are evaluated annually. In the year an administrator’s contract does not expire, the evaluation is completed prior 
to the last day of the administrator’s contract year. A copy shall also be given to the administrator. In the year an administrator’s 
contract does expire, two (2) evaluations are completed: one (1) preliminary and one (1) final. The preliminary evaluation is 
conducted at least 60 days prior to Board action on whether to renew or non-renew the administrator’s contract. 

The final evaluation includes the Superintendent’s intended recommendation for the contract of the employee. A written copy of 
the final evaluation must be provided to the employee at least five (5) days prior to the Board’s action to renew or non-renew the 
employee’s contract. If the Board fails to take action on the expiring contract, then the administrator is renewed. 

RENEWAL AND NON-RENEWAL OF ADMINISTRATOR CONTRACTS 
The Board may re-employ an administrator at any regular or special meeting held between January 1 of the calendar year 
immediately preceding the year that his/her contract expires and June 1 of the year that the contract expires. 

Before the Board acts to renew or non-renew the contract of any administrator, and prior to June 1 of the year that the contract 
expires, it will notify an administrator of:

❖ The date on which his/her contract expires, and his/her right to request a meeting with the Board in executive session. 

❖ Each administrator shall be provided the opportunity, upon request, for a meeting with the Board in executive session 
for the purpose of allowing the Board to discuss its reasons for considering the renewal or non-renewal of the contract 
prior to the Board’s action on the contract. The administrator may be accompanied at such meeting by a 
representative of his/her choosing. No witnesses or other persons may appear with or on behalf of the administrator 
without the express permission of the Board. 

❖ After the Board has acted on an administrator's contract, it will provide the administrator with written notice of its 
intention to renew or non-renew his/her contract. 

❖ Such notice shall be received by the administrator on or before June 1. 

❖ The Board may request a one (1) year temporary educator license valid for employing a superintendent or any other 
administrator, conforming to State law.

This handbook and the procedures contained herein shall not create a legal expectancy or assurance of continued employment, and 
shall not be deemed a part of any administrator’s contract or otherwise a contractual obligation of the Board. Nothing in this 
handbook shall prevent the Board from making the final determination regarding the renewal or non-renewal of the contract of any 
administrator. 

To the extent that any of these procedures contained herein exceed the requirements of State law, such procedures shall not be 
construed as a precondition to contract non-renewal and shall not prevent the Board from proceeding with a contract non-renewal 
which otherwise satisfies the minimum requirements of State law. 

REHIRING OF RETIRED ADMINISTRATORS 
An administrator, retired from the teaching profession and/or any public sector retirement system, may be re-employed under the 
following conditions: 

❖ To the extent permitted by law, the re-employed administrator will be eligible for Board paid health/medical insurance only if 
he/she is not eligible for coverage under a public or private retirement system or his/her spouse’s employer. 
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 He/she will be eligible for other insurances offered by the Board, which are not available through the re-employed 
administrator’s public or private retirement system. A re-employed administrator who is not eligible for Board paid insurance 
may purchase such insurance by payment of the full cost of such insurance. 

❖ The length of a contract for a re-employed administrator shall be one year. Each rehired retiree shall execute a contract with the 
Board, acknowledging that this provision shall supersede ORC 3319.02, division C. 

❖ Re-employed persons will be given their full complement of sick leave days at the beginning of the contract year. Any remaining 
days at the end of the contract year will be automatically eliminated. This provision is intended to supersede any conflicting 
provision in Ohio Revised Code. 

❖ Re-employed administrators are not eligible to participate in any retirement incentive program, are not eligible to have the 
Board pay the employee share of STRS/SERS as “pick-up” without salary reduction, nor are they eligible for severance pay. 

❖ Re-employed administrators shall be placed at the bottom of a respective salary band, and are not eligible for base salary 
increases. Re-employed administrators may, however, be awarded the Leading for Tomorrow stipend if appropriate.

REDUCTION IN ADMINISTRATIVE STAFF 
This section pertains to the reduction in force of administrators, supervisors, management-level employees, and all other employees 
whose contracts of employment are governed by Ohio Revised Code 3319.02 (hereafter collectively referred to as “administrator”). 
In accordance with Pickerington Local School District Policy 1540, Suspension of Administrative Contracts, the Pickerington Local 
School District Board of Education may suspend an administrator’s contract of employment for the following reasons: 

 A. declining enrollment in the District as a whole or in a particular program(s) or grade level)s) within the District; 
 B. a return to duty of an administrator after a leave of absence or from disability retirement; 
 C. territorial changes affecting the District; 
 D. financial conditions of the District; 
 E. financial circumstances affecting a particular program or grade level; 
 F. the closing or consolidation of school buildings; 
 G. the abolishment of administrative positions; 
 H. Staff reorganization in response to changes in law, curriculum, education policy, or the changing needs of the District. 

PROCEDURES FOR DETERMINING THE ORDER OF SUSPENSION OF CONTRACTS 
When implementing an administrative RIF, the Board shall proceed to suspend contracts in accordance with the recommendation of 
the Superintendent of Schools. In making such recommendations, the Superintendent shall consider the training, experience, and 
capabilities of the administrative staff as a whole and how those resources may be best deployed over a small number of 
administrative positions, taking into account the possible reassignment of administrators as the needs of the District may require. 
Demonstrated success and suitability for the available assignments shall be the primary considerations in the Superintendent’s 
recommendation. Years of service in the District as an administrator may be considered, but shall not be the primary or overriding 
factor. 

Administrators whose contracts have been suspended under this policy shall have the right of recall only to their prior position (i.e., 
“Assistant Principal at the Middle School”) and only if the Board re-institutes that position. However, the Board will consider such 
administrators for openings occurring in any other administrative position for which the administrator is qualified and holds the 
appropriate certification/licensure. The primary factor in filling administrative positions will be in the best interests of the District. 
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Administrators shall not have the right to displace an employee in another administrative job and shall retain recall rights to their 
prior position, if re-instituted by the Board, for twenty-four (24) calendar months from their last day of active employment in the 
District as an administrator. 

It shall be the responsibility of the suspended administrator to provide the Board with a current address and telephone number for 
the purposes of notification. The failure of a suspended administrator to respond within seven (7) work days of notification shall be 
deemed a rejection of the offer of recall. 

Administrators who hold continuing contracts as teachers within the District shall enter the teachers’ bargaining unit following the 
suspension (RIF) of their administrative contract. Their rights upon entry into the teachers’ bargaining unit shall be determined in 
accordance with the applicable provisions of law and the collective bargaining agreement as it exists at that time. 

The term “suspension” as used in this policy in relation to administrative contracts shall not be taken to indicate either a suspension 
(RIF) of an administrative contract under this policy shall completely sever the employment relationship between the parties. Upon 
any recall, an entirely new contract shall be entered into. 

 A. Any administrator whose contract is to be suspended as the result of a reduction in the administrative staff shall be 
notified, in writing, of his/her intended suspension at least fifteen (15) calendar days prior to the Board meeting at 
which the action is to be taken. 

  The suspension shall not become effective sooner than thirty (30) days after said action.

PROVISIONS REQUIRING A RIGHT OF RESTORATION FOR EMPLOYEES 
WHOSE CONTRACTS OF EMPLOYMENT ARE SUSPENDED 
The right of an employee whose contract of employment is suspended under this section to be restored to his/her administrative 
position shall continue only for such period of time as may be left on his/her contract following the effective date of the suspension. 
At the end of this time period, the contract shall be deemed expired, the Board will have no obligation to non-renew such contract, 
and the employee’s rights under the contract shall end. 

A right of restoration exists if and when the employee’s previous position is restored or the same position held by another employee 
becomes vacant, conditioned on the employee having any required certificate/license and qualifications needed to hold the 
position. In these instances, restoration will be offered on the basis of a final summative evaluation rating, and then by seniority (if 
ratings are comparable), as set forth above. 

The Superintendent or designee shall notify any employee whose contract has been suspended of his/her right of restoration by a 
written notice sent by certified mail to the employee’s most recent address on file with the District. It is the employee’s obligation to 
keep his/her address and status of certification/licensure current on District records. The employee shall respond in writing to the 
Superintendent or designee within fifteen (15) calendar days of the date the letter was postmarked, either accepting the position 
which has been offered or indicating his/her interest in it if the notice is not a specific offer. Any employee who fails to respond 
within fifteen (15)calendar days, or who declines to accept an offered position, shall forfeit all rights of restoration under Ohio 
Revised Code Sections 3319.02, 3319.17, and 3319.71, and this section. If the recall occurs after August 1st, the administrator must 
respond in writing within five (5) days or s/he will be removed from the recall list. 

In addition to the rights set forth in this section, an administrative employee whose contract is suspended may also have the right to 
assume a teaching position if such rights are provided under Ohio Revised Code Section 3319.02 or 3319.11(B). Any employee who 
exercises his/her rights and commences work in a teaching position shall not have any further rights of restoration to an 
administrative position. 
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PROCEDURES AND POLICIES 

CALAMITY DAY PROCEDURES FOR ADMINISTRATORS 
260-day Administrators and Non 260-day Administrators: All administrators are expected to report to work during a Fairfield 
County Level 1 and 2 Snow Emergency. During a Fairfield County Level 3 Snow Emergency, administrators are not expected to report 
until the Fairfield County Level 3 Snow Emergency has been lifted. 

CONFLICT OF INTEREST 
The proper performance of school business is dependent upon the maintenance of unquestionably high standards of honesty, 
integrity, impartiality, and professional conduct by Board of Education members, and the District’s employees, officers, and agents. 
Further, such characteristics are essential to the Board’s commitment to earn and keep the public’s confidence in the School District. 
For these reasons, the Board adopts the following guidelines to assure that conflicts of interest do not occur. These guidelines apply 
to all District employees, officers, and agents, including members of the Board. These guidelines are not intended to be all-inclusive, 
nor to substitute for good judgment on the part of all employees, officers, and agents. 

1. No employee, officer, or agent shall engage in or have a financial or other interest, directly or indirectly, in any activity that 
conflicts or raises a reasonable question of conflict with his/her duties and responsibilities in the school system. 

2. Employees, officers, and agents shall not engage in business, private practice of their profession, the rendering of services, or 
the sale of goods of any type where advantage is taken of any professional relationship they may have with any student, client, 
or parents of such students or clients in the course of their employment or professional relationship with the School District. 

 Included, by way of illustration rather than limitation are the following:

a. the provision of any private lessons or services for a fee; 

b. the use, sale, or improper divulging of any privileged information about a student or client gained in the course of the 
employee’s, officer’s or agent’s employment or professional relationship with the District through his/her access to School 
District records; 

c. the referral of any student or client for lessons or services to any private business or professional practitioner if there is any 
expectation of reciprocal referrals, sharing of fees, or other remuneration for such referrals; and 

d. the requirement of students or clients to purchase any private goods or services provided by an employee, officer or agent 
or any business or professional practitioner with whom any employee, officer or agent has financial or other relationship, as 
a condition of receiving any grades, credits, promotions, approvals, or recommendations.

3. Employees, officers, and agents shall not make use of materials, equipment, or facilities of the School District in private practice. 
Examples would be the use of facilities before, during, or after regular business hours for service to private practice clients, or 
the checking out of items from an instructional materials center for private practice. 

4. Employees, officers, and agents cannot participate in the selection, award, or administration of a contract supported by a 
Federal grant/award if he/she has a real or apparent conflict of interest. Such a conflict of interest would arise when the 
employee, officer or agent, any member of his/her immediate family, his/her partner, or an organization, which employs or is 
about to employ any of the parties described in this section, has a financial or other interest in or a tangible personal benefit 
from a firm considered for a contract. 
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5. Employees, officers, and agents cannot solicit or accept gratuities, favors, or anything of substantial value from contractors or 
parties to subcontracts.  Pursuant to Federal rules, the School District has set standards for when an employee, officer or agent 
may accept a gift of an unsolicited item of nominal value. For purposes of this section, “nominal value” means that the gift has a 
monetary value of $75 or less. 

6. To the extent that the District has a parent, affiliate, or subsidiary organization that is not a State, local government, or Indian 
tribe, the School District may not conduct a procurement action involving the parent, affiliate or subsidiary organization if the 
School District is unable, or appears to be unable, to be impartial. 

7. Employees, officers, and agents must disclose any potential conflict of interest, which may lead to a violation of this section of 
the Administrative Handbook or Policy 1130, Conflict of Interest, to the Superintendent/Designee. Upon discovery of any 
potential conflict of interest, the Superintendent/Designee will disclose, in writing, the potential conflict of interest to the 
appropriate Federal awarding agency or, if applicable, the pass-through entity. 

8. The District will also disclose, in a timely manner, all violations of Federal criminal law involving fraud, bribery, or gratuity that 
affect a Federal award to the appropriate Federal awarding agency or, if applicable, the pass-through entity. 

9. Employees, officers, and agents found to be in violation of the conflict of interest section of this Administrative Handbook, or 
Policy 1130, Conflict of Interest, will be subject to disciplinary action up to and including termination, as permitted by applicable 
Board policy. 

ADMINISTRATOR ETHICS 
The proper performance of school business and administration of an effective educational program requires the services of 
individuals of integrity, high ideals, and human understanding. To maintain and promote these essentials, the Board of Education 
expects all administrators to maintain high standards in their working relationships, provide professional leadership in the District 
and community, and in the performance of their duties, to:

❖ recognize basic dignities of all individuals with whom they interact in the performance of duties; 

❖ represent accurately their qualifications; 

❖ exercise due care to protect the mental and physical safety of students, colleagues, and subordinates; 

❖ seek and apply the knowledge and skills appropriate to assigned responsibilities; 

❖ keep in confidence legally-confidential information;

❖ ensure that their actions or those of another on their behalf are not made with specific intent of advancing private economic 
interests; 

❖ avoid accepting anything of value offered by another for the purpose of influencing judgment;  

❖ refrain from using his/her position or public property, or permitting another person to use an employee’s position or public 
property for partisan political or religious purposes. (This will in no way limit constitutionally or legally protected rights as a 
citizen.)

In addition, the Board believes that each administrator should maintain standards of exemplary professional conduct and conform 
his/her behavior to the code of ethics set forth below as adopted from the American Association of School Administrators’ 
Statement of Ethics for School Administrators by:

❖ making the well-being of students the fundamental value of all decision making and actions; 

❖ fulfilling professional responsibilities with honesty and integrity; 
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❖ supporting the principle of due process and protecting the civil rights of all individuals;

❖ obeying local, State and national laws and not knowingly joining or supporting organizations that advocate, directly or indirectly, 
the overthrow of the government; 

❖ implementing the Board’s policies and administrative rules and regulations; 

❖ pursuing appropriate measure to correct those laws, policies, and regulations that are not consistent with sound educational
goals;

❖ avoiding the use of his/her position for general gain through political, social, religious, economic, or other influences; 

❖ accepting academic degrees or professional certification only from duly accredited institutions;

❖ maintaining the standards and seeking to improve the effectiveness of the profession through research and continuing
professional development;

❖ honoring all contracts until fulfillment, release or dissolution mutually agreed upon by all parties to the contract.

USE OF SOCIAL MEDIA 
Social media is a powerful tool for school administrators and other educators, and the District encourages its use. It is a quick and 
convenient way to communicate with our staff, parents, and students. Most of us use social media in our personal lives as well. The 
following are some simple guidelines to help you effectively manage your professional and personal social media accounts:

❖ As a public figure, reputation management is important. It is highly recommended that you keep your private and professional
social media accounts separated.

❖ Check your privacy setting on your personal social media accounts to ensure that you only allow access to those who you wish 
to have information about your private life. Be aware that there are limitations to private settings. Private communication
published on the Internet can easily become public. It is suggested that you do not allow access to personal social media
accounts by parents or students.

❖ Be mindful that you are held to a higher professional standard as an administrator and that anything you post could reflect on 
your reputation.

❖ Protecting the privacy of our students is the law. Be sure you are familiar with and follow the Family Educational Rights Act
(FERPA) if you plan to use social media as a tool. The District’s approach to getting parental approval to post pictures and/or
student names on social media is that we may do so unless the parent has specifically informed us that they are opting their
children out of this type of recognition. This information is included in student handbooks.

❖ Communication with parents or students should not occur through a personal social media account. If social media is used for
communication with parents or students, administrators should maintain the same type of professional behavior that is 
expected in their face-to-face interactions.

❖ General professional rules of etiquette on using social media are as true online as they are in person. Do not say anything on 
social media that you would not say to somebody face-to-face.

❖ Do not say or post anything you would not want to see on the front page of The Columbus Dispatch.

❖ It is highly recommended that All PLSD Administrators (260 and Non-260) include the following disclaimer on all personal social
media profiles “ The views expressed are my personal views and do not reflect the positions and opinions of Pickerington Local
School District”.



Administrators shall only engage in electronic communication with students via email, texting, social media, and/or online 
networking media when such communication is directly related to curricular matters or co-curricular/extracurricular events or 
activities with prior approval of the administrator's immediate supervisor. 

Administrators are prohibited from electronically transmitting any personally identifiable image of a student(s), including video, 
photographs, streaming videos, etc. via email, text message, or through the use of social media and/or online networking media 
unless such transmission has been made as part of a pre-approved curricular matter or co-curricular/extracurricular event or activity 
such as a school-sponsored publication or production in accordance with Policy 5722, School-Sponsored Publications And 
Productions. 

The Board of Education recognizes the importance of social media for its administrators and acknowledges that its administrators 
have the right under the First Amendment, to speak out on matters of public concern. However, the Board will regulate the use of 
social media by administrators, including administrators’ personal use of social media when such use: 

1. is used to harass co-workers or other members of the school community; 
2. creates a hostile work environment; 
3. breaches confidentiality obligations of School District employees;
4. disrupts the work of the School District;
5. harms the goodwill and reputation of the School District in the community; or
6. violates the law, board policies and/or other school rules and regulations.

Administrators may be subject to disciplinary action, up to and including termination, for personal social media posts deemed to 
violate these standards. 

DRESS AND GROOMING 
The Board of Education believes that administrators set an example in dress and grooming for their students and staff to follow. 
Administrators who understand this precept and adhere to it demonstrate the importance of their task, present an image of dignity, 
and encourage respect for authority. These factors act in a positive manner toward the maintenance of discipline. 

The Board retains the authority to specify the following dress and grooming guidelines for staff that will prevent such matters from 
having an adverse impact on the educational process. In keeping with Policy 1616, Staff Dress and Grooming, when assigned to 
District duty, all professional staff members shall:

❖ be physically clean, neat, and well groomed;

❖ dress in a manner consistent with their professional responsibilities;

❖ dress in a manner that communicates to students a pride in personal appearance;

❖ dress in a manner that does not cause damage to District property; and

❖ be groomed in such a way that their hairstyle or dress does not disrupt the educational process nor cause a health or safety
hazard.

INVESTIGATIONS INVOLVING ADMINISTRATORS 
These guidelines shall apply to investigations into complaints of misconduct against an assistant superintendent, Business manager, 
licensed administrator, principal, assistant principal, or non-licensed supervisor/manager who is employed under R.C. 3319.02 
(hereafter collectively referred to as an “administrator”). 
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Allegations that an administrator engaged in misconduct may give rise to an investigation. Such allegations may involve the 
administrator’s conduct outside of the school, or within the school in relation to a member of the public, student, employee, 
volunteer, or vendor of the district. Allegations of misconduct may also include communications that occur electronically via email, 
social media or text messaging. 

Complaints may originate from a member of the public, an employee, volunteer, vendor, student or parent, and may include, but 
not be limited to alleged violations of the following Board policies: 9130 – Public Complaints; 1662 – Anti-Harassment; 1422– 
Nondiscrimination and Access to equal Educational Opportunity; along with the Ohio Department of Education’s Licensure Code of 
Professional Conduct for Ohio Educators, or other laws, rules, regulations, policies or guidelines not listed herein. 

Complaints alleging administrator misconduct that, if proven to be substantiated, would constitute good and just cause for 
termination, will be processed in the following manner:

❖ Complaints alleging administrator misconduct will be promptly forwarded to the Superintendent. The Superintendent will route
the complaint to the appropriate individual(s) identified in Board policy and/or administrative guidelines to investigate. 

❖ The Superintendent, in his/her sole discretion, may place the administrator on leave pending the outcome of the investigation.
Such action shall not be considered disciplinary in nature.

❖ Allegations of misconduct that result in an administrator being placed on leave pending the outcome of the investigation may
be investigated by an outside investigator. The Superintendent or his/her designee shall have the authority to retain an outside
investigator.

❖ Upon completion of any investigation, and upon request by the Superintendent and/or Board of Education, the investigator
shall issue a written report with recommendations to the Superintendent. The Superintendent may review the report and
recommendations with the Board of Education in executive session prior to taking any possible disciplinary or corrective action.

Due Process 
Due process will be afforded to administrators accused of misconduct. That, if substantiated, constitutes just cause for termination. 
This shall generally include the following:

❖ The administrator shall be informed of the allegations of misconduct and shall be provided an opportunity to tell his/her side of
the story and/or to rebut or refute the allegations.

❖ The administrator may identify any witnesses known to the administrator who have information or evidence relevant to the
allegations under investigation.

❖ Following completion of the investigation, the administrator will be offered the opportunity to meet with the Superintendent or
his/her designee to review the investigation findings and recommendations, and to allow the administrator the opportunity to 
speak against possible discipline.
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BENEFIT PLANS 

BENEFIT GROUP 
Group I Administrators Group II Administrators Group III Administrators 
Analyst Assistant Principal: ES, MS, JH Administrative Intern 
Assistant Director Assistant Athletic Administrator Psychologist 
Assistant Principal: High School Assistant Supervisor: EMIS, Food Service, Maintenance Social Worker 
Assistant Superintendent Coordinator 
Assistant Treasurer Technology Specialist 
Attendance & Residency Coordinator 
Athletic Administrator 
Business Manager 
Coordinator II 
Director 
Executive Director 
Lead Assistant Principal: HS & JH 
Network Administrator 
Principal: Pickerington Academy School 
Principal: ES, MS, JH & HS 
Supervisor I 
Supervisor II 

RETIREMENT BENEFIT 
The Board shall pay the employer’s share of State Teacher Retirement System (STRS) or School Employee Retirement System (SERS) 
contributions as required by law. In addition, the Board shall pay to STRS/SERS the employee’s share of the required contributions to 
STRS/SERS to “pick-up” (i.e. pay directly without salary reduction) the employee’s share for all administrators with contract effective 
dates on or after August 1, 2011, at the following levels: 

Group I Group II Group III 
Certified/STRS 14% 7% 2% 
Classified/SERS 10% 7% 2% 

Administrators employed as an administrator prior to August 1, 2011 shall continue to have STRS/SERS “pick-up” at the full benefit 
level (STRS 14%; SERS 10%). Effective August 14, 2014, Administrators who move to a different position group shall have STRS/SERS 
“pick-up” at the new position’s group benefit level (e.g., an assistant principal becomes a principal, moving from Group II to Group I, 
and pick-up moves from 7% to 14%; a principal becomes a coordinator, moving from Group I to Group II, and pick-up moves from 
14% to 7%). 

The Board shall also pay all retirement contributions on this picked-up amount. The parties intend that the retirement contribution 
paid by the Board under this section be treated by STRS/SERS as “pick-up of the pick-up”. The retirement pick-up, in addition to the 
administrator’s stated salary, is to be included in earned compensation for retirement purposes. 

MEDICARE PICK-UP 
The administrator’s share of Medicare tax will be paid in total by the Board of Education. 
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SEVERANCE PAY UPON RETIREMENT 
Following the completion of five (5) years of service with the Board, and upon separation from employment by means of retirement 
and as approved through STRS/SERS as applicable, the administrator shall be paid severance pay equal to twenty-five percent (25%) 
of the then-current value of his/her accrued and unused sick leave days to a maximum of eighty-two (82) days at the daily rate of 
pay effective at the time of his/her retirement by the Board; plus the value of all accrued but unused vacation leave as specified 
below under ‘Vacation, Holidays, and Personal Days.’ Upon payment of severance pay, the Board shall cancel all remaining sick leave 
standing to the administrator’s credit. Any severance pay the administrator would otherwise be eligible to receive will be paid to 
his/her estate in the event of his/her death before separation. All administrators turning 55 or older in the year of retirement will 
have all severance payments, which includes accrued but unused sick leave and vacation leave, made as employer non-elective 
contributions to the PLSD accumulated leave plan. 

Severance payments attributed to sick leave accrual shall not be paid in the event the administrator is separated from employment 
due to:

❖ contract termination per Ohio Revised Code Section 3319.16; (2) resignation due to threat of contract termination; or
(3) resignation because of, or in the course of, an investigation into whether the administrator engaged in misconduct
or other action that may constitute just cause for contract termination.

❖ Non-renewal of the administrator’s contract.

VACATION, HOLIDAYS, AND PERSONAL DAYS 
❖ All district administrators with two hundred sixty (260) day contracts shall earn vacation time as follows:

Credited Years 
of Service Group I Group II Group III 
  0 –   4 years 15 days per year 15 days per year 15 days per year 
  5 –   9 years 20 days per year 20 days per year 15 days per year 
10 – 14 years 20 days per year 20 days per year 20 days per year 
15 years or more 25 days per year 20 days per year 20 days per year 

❖ Administrators who first qualify for vacation on August 1, 2014 and thereafter:

Credited Years 
of Service Group I Group II Group III 
  0 –   4 years 15 days per year 15 days per year 15 days per year 
  5 –   9 years 20 days per year 20 days per year 15 days per year 
10 – 24 years 20 days per year 20 days per year 20 days per year 
25 years or more 25 days per year 20 days per year 20 days per year 

❖ Two hundred sixty (260) day administrators are entitled to a vacation cash-in option. Vacation leave accrued but
unused at the end of any calendar year may be exchanged for cash, at the option of the administrator, at his/her
current per diem pay rate (calculated on annual base salary and 260 days). Cash-in option limit: ten (10) calendar days
per contract year.

❖ Unused vacation leave may be accrued from year to year according to the following limits:

Years of Service Maximum Accrued Vacation 
  1 -  9  45 days 
10 or more 60 days 

Administrators, at the time of separation, may cash in accrued and unused vacation days at his/her per diem pay rate (calculated on 
annual base salary and 260 days), not to exceed the unused amount accrued within three (3) years before the date of separation. In 
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the event of his/her death, such shall be paid in accordance with Section 2113.04 of the Ohio Revised Code, or to his/her estate. 
Payment will be made for accrued and unused vacation upon written request of the administrator or his/her estate.

❖ All administrators are responsible for entering absences into the absence management system for approval by the 
Superintendent/designee.

❖ Two hundred sixty (260) day contract administrators will receive the following paid holidays: New Year’s Day, Martin Luther King
Day, Memorial Day, Juneteenth, Fourth of July, Labor Day, Thanksgiving, and Christmas Day. Administrators with less than a
260-day contract will receive the following paid holidays: New Year’s Day, Martin Luther King Day, Memorial Day, Labor Day, 
and Thanksgiving. These days may be substituted for other workdays with prior approval of the Superintendent. The school
calendar, as adopted by the Board, establishes the school recess periods and holidays for all administrators employed on a
school-year basis. Except as holidays have been declared for the District or vacation days have been approved all administrators
employed on a 12-month basis (260 workdays per year) are expected to work during the recess periods of the school year.

❖ All administrators shall be entitled to three (3) personal days with pay each contract year. Unused personal days will be forfeited
at the end of each contractual year.

❖ All Administrators shall be entitled to two (2) religious holidays.

DAYS TO BE WORKED 
The administrator rate of pay shall be calculated on the basis of contractual working days and position held. Administrators shall 
devote such time and energies as are necessary to perform the duties specified during normal business hours, but it is expressly 
agreed that the duties of their position may require administrators to work during times other than normal business hours. The 
Superintendent may require an administrator on less than a two hundred sixty (260) day contract to work an additional five (5) paid 
extended days. Any additional extended days must be Board approved. 

SICK LEAVE 
The administrator shall be entitled to the use of and accumulation of sick leave in accordance with Ohio law. Administrators may use 
sick leave for absences due to personal illness, disability resulting from pregnancy, injury, exposure to a contagious disease that 
could be communicated to others, and for illness, injury, or death in the immediate family. For sick leave purposes, immediate family 
shall be defined as father, mother, sister, brother, husband, wife, son, daughter, grandchildren, grandparents, father-in-law, mother-
in-law, sister-in-law, brother-in-law, person or children living in the same household, or another person who has established a 
similar relationship. Administrators shall not misuse sick leave for any reason. Misuse of sick leave is suspected if an administrator 
shows a pattern of using sick leave: before and/or after scheduled breaks in the instructional year; before and/or after weekends or 
regular days off; on days when it is suspected the administrator member is using leave to pursue leisure, social or other activities for 
which the use of sick leave is not appropriate; in conjunction with and/or to extend personal leave; as soon as sick leave has accrued, 
thereby reducing the balance to zero or near zero; on the same day(s) of each week; an entire day for a doctor or dental 
appointment of less than a day; and administrators who consistently use more leave than average administrators when compared 
over a term of years (excluding lengthy serious illness such as FMLA, ADA, and/or maternity leave). A 260-day administrator shall be 
entitled to twenty (20) paid sick leave days annually. Administrators who work less than 260 days shall be entitled to a proportionate 
number of sick days as calculated by the proportion of contracted workdays to 260 days. Transfer of sick leave up to the district’s 
maximum accumulation will be allowed. Upon retirement or separation from the District, unused sick leave may be paid as provided 
on pg. 14, “Severance Pay Upon Retirement.” 
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LIFE INSURANCE 
The Board will pay the full amount of the premium for group term life insurance for each administrative group as listed: 

Group I Group II Group III 
$150,000 $100,000 $50,000 

HEALTH INSURANCE 
The Board shall provide and pay for eighty percent (80%) of the cost of all health, dental, vision or other insurance benefits being 
provided to employees at the time of contract; provided, however, that the Board reserves the right to change carriers or its health 
care plan during the term of a contract. Health and dental benefits may be reviewed and/or modified on a yearly basis. (Reference 
Option A and Option B benefit summary) 

PROFESSIONAL GROWTH AND MEMBERSHIPS 
Administrators shall receive full reimbursement for professional growth college credit not to exceed 12 quarter hours or 9 semester 
hours per year with prior approval of the Superintendent.  All credit hours must be evidenced by an official transcript or grade slip, 
and the administrator may only be reimbursed for coursework for which a grade of a C or higher is earned (or Satisfactory if graded 
S/U). (Reference Appendix A-3 – Application for Administrator Professional College Credit)   Membership dues for recognized state 
and national professional organizations are approved by the Superintendent. 

STIPENDS 

TRAVEL STIPEND (INTRA-DISTRICT AND OUT-OF-DISTRICT) 
Intra-school district mileage and mileage for school business outside the school district shall be paid for the following administrative 
positions at a fixed monthly rate per the following schedule. Monthly stipends are prorated based on contracted days and are 
considered taxable income.

Group A - $100 per month 
Assistant Superintendent 
Athletic Administrator 
Attendance & Residency Coordinator 
Business Manager/COO 
Executive Director 
Principal: HS 

Group B - $75 per month 
Assistant Athletic Administrator 
Coordinator II – Health Services 
Coordinator Special Education 
Director of Diversity and Engagement 
Director of Human Resources 
Director of Safety and Security 
Director of Special Education 
Principal: JH 
Principal: Pickerington Academy School 
Supervisor II – Transportation 

Group C - $50 per month 
Analyst-Systems 
Assistant Director 
Coordinator II 
Coordinator Teaching & Learning 
Director of Instructional Technology 
Director of Systems Technology 
Lead Asst./Asst. Principal JH/HS 
Network Administrator 
School Psychologist 
Social Worker 
Supervisor II – Food Services 
Supervisor II – Systems Technology 
Supervisor I – Maintenance 
Supervisor I – Technician Supervisor 
Technology Specialist



CELLULAR PHONE STIPEND 
Due to the nature of certain administrative positions, frequent mobile contact is necessary. Designated administrative positions shall 
be paid at a fixed monthly rate of $50. Monthly stipends are considered taxable income to the extent the stipend exceeds 
reimbursement for actual business use of the cellular phones.

$50 per month
Analyst-Database & Systems 
Assistant Director of Human Resources 
Assistant Athletic Administrator 
Assistant Superintendent 
Athletic Administrator 
Attendance & Residency Coordinator 
Business Manager 
Coordinator II 
Coordinator II - Health Services 
Coordinator Special Education 
Director of Diversity and Engagement 
Director of Human Resources 
Director of Information Management  
Director of Safety and Security 

Director of Special Education 
Director of Systems Technology 
Executive Director 
Lead Assistant Principal 
Network Administrator 
Principals 
Principal: Pickerington Academy School 
Supervisor I – Maintenance 
Supervisor I – Technology Technician 
Supervisor II – Food Services 
Supervisor II – Systems Technology 
Supervisor II – Transportation 
Technology Specialist

SALARY AND COMPENSATION 

When an administrator is employed, previous experience will be considered. Salary changes for all certified administrators shall be 
effective August 1st of each year. Salary changes for all classified administrators shall be effective July 1st of each year. 

❖ Salary shall be paid in twenty-four (24) equal installments less applicable deductions in accordance with Board policy.

❖ In addition to salary, the Board may award other compensation based upon the recommendation of the Superintendent.

SALARY ADJUSTMENTS 
The Board of Education believes that good performance objectives allow measurement of internal and external accomplishments 
and that high-performing administrators should be recognized and rewarded. On an annual basis, but no later than June 30th, the 
Board of Education shall establish the total amount of available funds for administrative salary adjustments and/or stipends. These 
allocated funds may be utilized based on an individual performance criteria established by the Superintendent, in conjunction with a 
cost of living adjustment, or any other factors the Board of Education deems relevant. Annual salary adjustments are not 
guaranteed. 

New administrators to the district whose contracts are first effective on July 1 or later shall not receive a contract adjustment in their 
first contract year of employment. Administrators who are promoted and whose new contracts begin July 1 or later shall not receive 
a contract adjustment in addition to their higher salary band in their first contract year. Administrators who are hired or promoted 
after July 1 must have at least one hundred twenty (120) days of service in their first contract year to be eligible for a salary 
adjustment in the ensuing contract year. Per Board approval, the Superintendent may recommend exceptions to these provisions for 
special circumstances. 

The Board of Education believes that periodic review of the administrator salary ranges is critical to the recruitment and retention of 
high-quality administrators. Salary ranges will be periodically reviewed and/or adjusted based on the recommendation of the 
Superintendent. 
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SALARY SCHEDULE 

 
Position 

 
# Days 

 
Low 

 
High 

 
Group 

Extended Day 
Rate 

Assistant Superintendent 260 $115,558  $146,245  1 NA 

Executive Director 260 $94,000  $142,251  1 NA 

Director 260 $84,230  $136,833  1 NA 

Business Manager 260 $95,532  $134,960  1 NA 

Principal – High School 260 $98,515  $134,936  1 NA 

Principal – Junior High 260 $94,093  $122,955  1 NA 

Assistant Director  260 $75,000  $122,915  1 NA 

Lead Assistant Principal – High School 260 $83,972  $117,924  1 NA 

Principal – Middle School 260 $84,768  $116,783  1 NA 

Principal – Elementary 260 $84,768  $116,783  1 NA 

Lead Assistant Principal – Junior High 260 $79,739  $116,730  1 NA 

Principal – Alternative School 260 $69,740  $103,134  1 NA 

Coordinator II 260 $67,600  $101,954  1 NA 

Assistant Treasurer 260 $69,740  $101,137  1 NA 

Supervisor II 260 $69,030  $99,691  1 NA 

Athletic Administrator 260 $70,496  $98,535  1 NA 

Assistant Principal – High School 220 $67,600  $98,168  1 $250 

Network Administrator 260 $61,323  $97,923  1 NA 

Supervisor I 260 $61,323  $89,367  1 NA 

Attendance & Residency Coordinator 260 $56,320  $79,189  1 NA 

Analyst 260 $56,320  $79,189  1 NA 

Assistant Principal – JH 220 $67,600  $98,168  2 $250 

Assistant Principal – Middle School 200 $59,969  $89,366  2 $250 

Assistant Principal – Elementary School 200 $59,969  $89,366  2 $250 

Coordinator 220 $55,943  $87,873  2 $250 

Assistant Supervisor Maintenance 260 $43,484  $67,875  2 NA 

Assistant Athletic Administrator 260 $43,484  $67,875  2 NA 

Assistant Supervisor Food Service 260 $43,484  $67,875  2 NA 

Assistant Supervisor Data-EMIS 260 $43,484  $62,400  2 NA 

Technology Specialist 260 $43,484  $58,740  2 NA 

Psychologist 210 $60,425  $91,868  3 $250 

Social Worker 210 $60,425  $91,868  3 $250 

Administrative Intern 200 $61,516  $68,898  3 $250 
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APPENDIX A-3 

PICKERINGTON LOCAL SCHOOL DISTRICT 

Application for Administrator Professional College Credit 

Grade slips and fee receipts must be submitted upon completion to be eligible for reimbursement.. 

The following form must be completed and submitted to the superintendent for approval 
of professional college credit courses and reimbursement prior to taking the course(s). 

Employee ID ______________ 

Name (please print)  ____________________________________________________ Date of Submission ___________________  

Assignment ___________________________________________________________ Building ____________________________  

Degree Held __________________________________________________________ Certificate/License Held _______________  

Name(s) of course(s) requesting reimbursement: 
   COURSE # 
COURSE # COURSE NAME UNIVERSITY START DATE CREDITS 

________ ________________________________________ ___________________________________ _____________ ______ 

________ ________________________________________ ___________________________________ _____________ ______ 

________ ________________________________________ ___________________________________ _____________ ______ 

________ ________________________________________ ___________________________________ _____________ ______ 

Courses considered for reimbursement: 
     I.   Courses required for renewal of current license/certificate taken in current content area; 
     II.  Courses necessary to earn additional license/endorsements. 
Coursework taken that does not meet one of the criteria above will not be eligible for reimbursement. 

Failure to report accurate information will result in disqualification for reimbursement. 

 __________________________________________  
  Signature of administrator making request 

  

       Approved 
       Denied  _________________________________________________   ____________________________  
   Signature of Superintendent   Date 

 
- Return completed form to Treasurer’s Office – 
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