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LIMITATIONS OF THIS DOCUMENT 

 

 

 

NOTHING IN THIS HANDBOOK IS A GUARANTEE OF CONTINUED EMPLOYMENT NOR DOES 

IT CONSTITUTE AN EMPLOYMENT CONTRACT. 

 

POLICIES AND PROGRAMS IN THIS HANDBOOK MAY BE UNILATERALLY AMENDED OR 

MODIFIED AT ANY TIME WITH OR WITHOUT NOTICE ACCORDING TO THE BUSINESS 

JUDGMENT OF AUTHORIZED MANAGEMENT REPRESENTATIVES. 

 

MILFORD BOARD OF EDUCATION POLICY BOOKS ARE AVAILABLE ONLINE AT 

https://www.milfordschools.org/board-of-education/board-of-education-policies-7 

 

THE MILFORD SCHOOL DISTRICT HEREBY GIVES NOTICE THAT IT DOES NOT 

DISCRIMINATE ON THE BASIS OF RACE, COLOR, NATIONAL ORIGIN, ANCESTRY, 

CITIZENSHIP STATUS, RELIGION, SEX, SEXUAL ORIENTATION, ECONOMIC STATUS, AGE, 

DISABILITY OR MILITARY STATUS IN THE EDUCATIONAL PROGRAMS AND ACTIVITIES 

OPERATED BY THE DISTRICT. 
 

 

VISION STATEMENT 

 

Milford Exempted Village School District’s Vision Statement is to inspire and prepare our students to reach their fullest 

potential in a diverse and dynamic world. 

 

 

https://www.milfordschools.org/board-of-education/board-of-education-policies-7
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Milford Board of Education 

1099 State Route 131 

Milford, Ohio  45150 

Phone:  831-1314 

 

The following list of Central Office personnel is provided for your convenience in the event it becomes necessary for you to place a call to obtain 

additional information.   The Central Office staff is here to serve your needs.   

 

Administrators 

 

John Spieser, Superintendent 513/576-4166 

 
Brian Rabe, Treasurer 513/576-4171 

Chief financial officer, serves as secretary to Board of Education, prepares minutes of all board meetings; maintains district’s accounting records, plans 

and manages district investment program, receives all vouchers for payments and disbursements, prepares the districts’ 5 year forecast and all state and 

federal reports, member of Audit Committee; manages district’s payroll system; Business and Records Committee; all employee benefits (health, dental, 

life), inventory, employee accidents, worker’s comp; also serves as Chairperson for Records Commission and member of Audit Committee. 

 

Jennie Berkley, Assistant Superintendent of Human Resources and Support Services 513/576-8129   

All certificated personnel, teaching certifications, teaching applications, substitute teachers,  staff recruitment, LPDC, auxiliary programs, mentoring, 

civil rights hearing officer, Sexual Harassment Compliance Officer, Personnel Committee, Title IX,  CCIP.  

 

Rob Dunn, Assistant Superintendent of Teaching, Learning and Innovation 513/576-3456 PK-6 curriculum, textbooks, testing, staff development. 

Technology professional development for teachers and staff. 

 
Paul Daniels, Director of Secondary Curriculum & Instruction 513/576-4166 

7-12 curriculum, textbooks, testing, staff development, career education, instructional resources, Curriculum and Instruction Committee, software 

selection, online learning and media/library services. 

 
Lisa Hair, Director of EMIS Services 513/576-4176 

Coordinates the effective collection, analysis, maintenance and reporting of district data. Student Information Systems: DASL/Progress Book 

Administrator. 

 
Megan Davidson, Director of Special Education 513/576-2288  

PK – grade 12 services and compliance. 

 

Lynsa Davie, District Student Services Coordinator 513/576-4173     

Student attendance problems, child abuse, bullying investigation officer, students requiring home instruction services, missing children, and liaison with 

community agencies, home education notifications, Expulsion hearings. 

 

Jeff Johnson, Director of Business and Operations 513/576-4157 

District energy management program, real estate and insurance programs, non-instructional support services, food service, maintenance, custodial and 

transportation, uniform purchasing program of all supplies and equipment, construction projects, district-wide safety programs including fire prevention, 

fire inspections, emergency procedures, crisis plan and maintenance and upkeep of district facilities, district safety programs, HIPAA Compliance 

Officer, e-Rate, Building rental/usage, technology and security. 

 

Sarah Boone, Manager, Business Office 513/576-2293   

Manages the worker’s compensation program, prepares financial reports for Business Manager and Treasurer, prepares monthly financial reports and 

annual budget for food service, maintains fixed asset inventory, manages district security software and assigns employee ID badges, coordinates district 

copier, fax and cell phone program, assists with tracking of  maintenance requests and facility rental requests, oversees district’s office supply account 

and oversees and prepares consumable inventory. 

 

Eddie Beverly, Manager of Building Services 513/615-1812 

Manage the maintenance and custodial operations, preventative programs, evaluate unsafe and adverse conditions that exist and make corrections, assist 

in security of all school property, supervise the care of all lawns/shrubbery and outside equipment, monitor construction projects. 

 

Patricia Price, District Licensed School Nurse 513/576-2214 

Assists in training and supervising school district health specialists; consults with administrators and staff regarding health and safety issues in schools; 

cares for students who become ill or injured during the school day at the high school; assumes responsibility for awareness of and compliance with 

national, state, county, and local requirements and regulations that affect school health issues; oversees the development of district health services and 

policies. 

 

Gerry Levy, Director of Nutrition Services 513/576-2292 

Manage the daily district food service operations by promoting good nutrition throughout the school district and providing school meals of high quality 

for students and staff. 
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Support Staff 

 

Jennifer Schaeffer, Administrative Assistant to the Superintendent 513/576-4141 

Coordinates Board agenda and supporting documents for monthly and special Board meetings. Maintains district policies on website and processes 

revised versions when required.  Processes requisitions for superintendent and communications departments, and provides other administrative assistant 

duties required by the Superintendent. 

 

Diane Hill, Administrative Secretary to Assistant Superintendent and Support Services 513/576-4173   

Administrative and teacher certification, administrator, teacher and supplemental contracts, assist LPDC, manage staff requests for Family Medical 

Leave of Absence, medical leave and family care leave, teacher upgrades in pay, aide permits, monthly personnel agenda, keep current spreadsheets for 

background checks of classified, certified, administrative, supplemental and pupil activity supervisor employees. 

 

Melissa Craft, Administrative Assistant for Teaching, Learning and Student Programs 513/576-2385 

Requisitions, inventory, scheduling and implementation of district Technology Professional Development. Process requisitions for CCIP. Textbook 

purchase orders, certificated professional leave, state and district testing, curriculum revisions, psychologist/speech purchase orders, tuition 

reimbursement. 

 
Debi Robinson, Administrative Secretary for Special Education and Support Services 513/831-3474 

Develops, administers, and evaluates compliance systems for special education; maintains special education student database and enters data in DASL; 

sets budget and processes purchase orders for special education; and lends support to Elementary and Secondary Special Education Directors and staff. 

 

Tina Mundy, Business Office Administrative Secretary 513/576-4156 

Educational aide certification, telephones, equipment repair requests, custodial and maintenance supply requests, all classified employee substitutes, job 

descriptions, job postings & personnel files, Bloodborne Pathogen, Hazard Communication Program, Asbestos Management Plan. 

 

Michelle Dorsey, Administrative Assistant to Central Registration/ EMIS 513/831-8929 - Receives and directs all visitors and answers the main 

telephone line at the Central Office.  Schedules the Central Office conference room, prepares student transcripts, and schedules expulsion hearings and 

processes expulsion documentation. 

 
Andrea Wilson, Assistant Treasurer 513/576-4155    

All bank statements; monthly balancing and closing of all funds, posting of district receipts, grant management. 

 

Brad Walker, Payroll Manager 513/576-4154 

Handles semi-monthly payroll processing, time clocks management, annuities, direct deposit, verification of employment, payroll deductions, classified 

new hire training and staff EMIS. 

 

Kathy King,  Payroll Assistant 

Handles semi-monthly payroll processing, attendance, direct deposit, verification of employment, payroll deductions. 

 

Jennifer Burton, Administrative Secretary to the Treasurer 513/576-4179 

All Treasurer’s Office correspondences, types, distributes, and maintains the official minutes, process and prepare credit card payments, purchase orders, 

employee handbook revisions, assists with student fees, records retention, assists in balancing bank statements, DASL. 

 

Julie Korzan, Accounts Payable District Liaison 513/576-4151          

Accounts payable for all Central Office, special revenue funds, benefits coordinator,  Drug Free Coalition, 

 

Anne Mueller, Accounts Payable Building Liaison 513/576-4168 

Accounts payable for all schools, student activities, Extended Day, Preschool, Food Service and Athletics.  

 

Don Baker, Coordinator of Central Registration 513/576-4178   

Register all new students to District K-12 and DASL entries. 

 

Tina Reynolds, Assistant Director of Nutrition Services 513/576-2294 - Assist the Director of Nutrition in the daily supervision of operations of the 

Nutrition Services Department, training and development of nutrition staff, oversee nutrition, allergies and menus for the Nutrition Services Department. 

 

Peggy Parsons, Administrative Secretary Nutrition Services Cost Accounting  513/576- 2291 
Performs bookkeeping responsibilities for Nutrition Services. Responds to parent requests, questions, and issues regarding student meal accounts and 

balances in Meals Plus.  Responds to parent requests for transfer of money between student meal accounts. 
 

Kim Gregory, Assistant, Nutrition Services 513/576-4160 Assists the Manager of Foods & Nutrition in Daily supervision of the Food and Nutrition 

Services Department. 

 

Josh Coats, Administrative Secretary, Nutrition Services 513/576-2290 
Process free and reduced meal applications, verifies and processes all department timecards for payroll, schedule substitute cafeteria workers and all 

equipment repairs. Responds to parent requests for refunds from student meal accounts. 
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HOLIDAYS 

(Refer to Negotiated Agreements) 

Section 1.  For each specialized employee who meets all the eligibility requirements set forth in Section 2 below, such employee shall be entitled to the 

following paid holidays: 

 

 New Year's Eve   Presidents’ Day    Labor Day  Christmas Eve 

 New Year's Day   Memorial Day    Thanksgiving Day  Christmas Day 

 Martin Luther King Day  Fourth of July (12-month employees)  Friday after Thanksgiving 

  

Section 2.  To be eligible for a paid holiday, an employee must be in a paid status and assigned on the last day of scheduled work immediately prior to 

the holiday and on the first day of scheduled work immediately after the holiday. 

Section 3.  If a holiday occurs during an employee's vacation period, then the employee will receive holiday pay for that holiday and such day will not be 

considered a day of vacation, provided the employee meets the eligibility requirements of Section 2 above. 

Section 4.  If an eligible employee is required to work, with the approval of the superintendent and/or immediate supervisor, on a holiday, then for such 

holiday said employee shall be paid at the rate of time and one-half his/her straight time hourly rate for all the hours so worked on such holiday. 

 

Any of the holidays listed in Section 1 above which occurs on a Saturday will be observed on the preceding Friday, and any such holiday which falls on a 

Sunday will be observed on the following Monday.  In the event that holidays on successive days fall on Friday and Saturday, then the preceding 

Thursday will be observed as the Saturday holiday.  In the event that holidays on successive days fall on Sunday and Monday, then the following 

Tuesday will be observed as the Sunday holiday.  The day observed as a holiday pursuant to this provision will be the holiday and the original calendar 

day of the holiday will not be construed as a holiday. 
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MILFORD EXEMPTED VILLAGE SCHOOL DISTRICT 
 

 

BREAKS 

(Negotiated Agreement) 

 

Any classified employee is regularly scheduled to work six (6) or more consecutive hours per day shall be entitled to one-half (1/2) hour unpaid release 

time for a meal at a time to be determined by his/her supervisor. You may not take this break at your desk.  You are not allowed to take your lunch break 

at the beginning or end of your assigned work day.  Your lunch break cannot be extended by any other break.  Other break – you may be granted break 

time as assigned and approved by management; you may not take unauthorized breaks.  Any certificated employee is entitled to one (1) thirty (30) 

minute duty-free lunch break. 
 

COMPENSATION TIME 

(Negotiated Agreement) 

 

Compensation time may only be used in accordance with the process identified in the Master Contract between the Milford Classified Employees 

Association and the Milford Board of Education. 

 

STAFF USE OF PERSONAL CELL TELEPHONES 

 

Employees are not permitted to use cell phones for personal matters while supervising students. 
 

 

 

STAFF ETHICS 

(ORC 102.03 D & E) 

 

Generally, Ohio law prohibits public officials, including school officials, from soliciting or accepting anything of value from an interested party.  No 

public official or employee shall use or authorize the use of the authority or influence of office or employment to secure anything of value or the promise 

or offer of anything of value that is of such a character as to manifest a substantial and improper influence upon the public official or employee with 

respect to that person’s duties. 

 

No public official or employee shall solicit or accept anything of value that is of such a character as to manifest a substantial and improper influence upon 

the public official or employee with respect to that person’s duties. 

 

 

NEGOTIATIONS LEGAL STATUS 

 

The 115th General Assembly enacted Senate Bill 133, which imposes the duty upon public employers to recognize qualifying labor organizations of their 

employees for the purpose of collective bargaining.  Specifically, the Statute requires all public employers to extend recognition to the designated 

representative of their employees and to engage in good-faith collective bargaining with this exclusive representative in accordance with procedures as 

set out in Chapter 4117 of the Revised Code.  The statute sets out how an employee organization qualifies for recognition and the scope of the matters 

which must be bargained.  It also defines “good faith”. Further, the statute establishes the rights of both the employer and the employee and permits 

strikes by certain public employees, including school employees. 

 

The responsibility for overseeing the duty of the public employer to bargain is placed in a State Employment Relations Board (SERB). Although the act 

became effective October 6, 1983, most of the substantive matters in the statute did not become effective until April 1, 1984.  The constitutionality of 

Chapter 4117 was passed on by the Ohio Supreme Court in 1989, which held that the Collective Bargaining Act was within the power of the General 

Assembly to enact “employee welfare legislation.” 

 

HAZARD COMMUNICATION PROGRAM 

 

A copy of the district’s program is located in each school office and the Business Office.  Requirements of the Hazard Communication Standard require 

safe handling of hazardous chemicals.  Everyone who purchases and/or utilizes materials will be responsible for compiling a list of hazardous materials 

in their workplace and obtaining Material Safety Data Sheets.  Employees are responsible for: 

● Review product labels.  Identify any potential hazard and what to do in case of a problem. 

● If a product contains a hazardous chemical it is the responsibility of the person ordering the material to obtain a Material Safety Data Sheet. 

Purchase orders will contain the following statement:  “Material Safety Data Sheets (MSDS) must be included with the shipment or partial shipment 

of any hazardous materials.  Failure to provide the MSDS with the shipment may result in either the district’s refusing to accept the shipment or 

conditionally accepting the shipment and refusing to pay for it until the MSDSs are provided.” 

 

● Nothing should be in an unlabeled container.  We have peel and stick labels that can be used to label containers.  You put the brand name and 

chemical and check off the health and physical hazards and mark any personal protective equipment necessary.  Head Custodians have a supply of 

these labels if you need them. 

● Avoid purchasing hazardous chemicals if at all possible.  Keep a minimum supply of products.  If you have old excess products, arrange for their 

disposal with the Maintenance Department. 

Call Jeff Johnson, Director of Business and Operations, 576-4157 if you have any questions. 
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WORKERS’ COMPENSATION 

 

This is insurance protection for any employee who may be injured, as a result of their job.   

 

The State of Ohio requires that all medical care associated with work-related injuries be handled through a Managed Care Organization (MCO).  Hunter 

Consulting (513-372-8727) is our MCO and will work with you to ensure you receive high-quality medical care. 

 

The MCO includes a network of doctors and clinics selected to deliver treatment of work-related injuries.  Most health care providers in our area are 

approved providers.  At the time of treatment, present the identification card obtained from Public Schoolworks or from an “Injury Packet”.   The doctor 

and Hunter Consulting will manage your treatment plan, including any referrals to other doctors or specialists.  The initial visit is always covered for a 

work-related injury deemed compensable by the BWC.    

 

 

If you are injured on the job, and it is NOT an emergency, you must: 

1. Immediately notify your supervisor and Sarah Boone at 513-576-2293. 

2. Submit an accident report in Public Schoolworks within 24-48 hours of the injury, regardless of whether or not medical attention was sought.  

Public Schoolworks will automatically forward a copy of the accident report to Sarah Boone in the Business Office. 

3. Complete the “Injured Employee Responsibilities” training course assigned to each employee after the accident report is submitted in Public 

Schoolworks.   This training will provide all the necessary information an injured worker will need. 

4. If the physician recommends work restrictions (i.e. no lifting over 20 LBS, no bending, etc.), you must contact Sarah Boone for approval to 

return to work. 

 

What should I do in an emergency?  

1. Don’t hesitate to seek professional care for a medical emergency.   Your health is our first priority!   

2. Immediately notify your supervisor and/or Sarah Boone at 513-576-2293. 

3. Each building has “Injury Packets” containing all the necessary information an injured worker may need. 

4. Submit an accident report in Public Schoolworks within 24-48 hours of the injury.  Public Schoolworks will automatically forward a copy of 

the accident report to Sarah Boone in the Business Office. 

5. Complete the “Injured Employee Responsibilities” training course assigned to each employee after the accident report is submitted in Public 

Schoolworks.   This training will provide all the necessary information an injured worker will need. 

6. If the physician recommends work restrictions (i.e. no lifting over 20 LBS, no bending, etc.), you must contact Sarah Boone for approval to 

return to work. 

 

 Recommended Health Provider: 

 

     For Milford employees working at 

    Finneytown, Norwood, Wyoming & John Paul II 

 

     HOMETOWN URGENT CARE HOMETOWN URGENT CARE 

     1068 State Route 28  10575 Springfield Pike 

     Milford, OH  45150  Cincinnati, OH  45215 

     Phone:  513-831-5900  Phone:  513-815-3852 

 

HOURS:  Mon-Fri - 9 AM–7 PM & Sat & Sun - 9 AM–5 PM 

 

If you have questions, please don’t hesitate to contact Sarah Boone in the Business Office at: 

Office:  513-576-2293 

Cell:  513-309-0361 

Email:  boone_s@milfordschools.org  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:boone_s@milfordschools.org
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SICK LEAVE – Please refer to O.R.C. (Ohio Revised Code) 3319.141 
 

1. Illness in Family 

Employees may use sick leave upon approval for absence due to illness in the employee's immediate family.  When an employee is absent for more than 

three consecutive days because of personal illness, a doctor’s statement may be required.  If an employee is absent immediately preceding or following a 

holiday, a doctor’s certificate may be required.  Any days of such absence, which are not approved, shall be deducted from the employee's salary in 

accordance with Board policy.    Immediate family shall include spouse, child (natural, step or foster), mother, father, mother-in-law, father-in-law, sister, 

sister-in-law, brother, brother-in-law, daughter-in-law, son-in-law, grandmother, grandfather, grandchild, a relative who is a permanent resident in the 

employee's home or a domestic partner meeting the definition as set forth in Domestic Partner Affidavit submitted and approved prior to the use of sick 

leave. 

 

Any absence pertaining to the employee (himself/herself) or to the immediate family will be interpreted as illness in the family and charged to sick leave 

(including appointments for glasses, dental, etc.).  If the absence is due to the need to be with friends or persons not included as members of immediate 

family, then the absence will be charged as personal leave. 

 

2. Death in Family 

An employee may use sick leave in the event of death in the immediate family.  Absences in excess of five days inclusive of Saturdays, Sundays and 

holidays should be submitted to the superintendent for approval.  Such absence should be included within the sick leave provisions.  Immediate family 

will include mother, father, mother-in-law, father-in-law, sister, sister-in-law, brother, brother-in-law, daughter, daughter-in-law, spouse, son, son-in-law, 

grandmother, grandfather, grandchild or a relative who is a permanent resident in the employee's home.  Limited exception to the above-specified 

individuals may be granted at the discretion of the superintendent. 

 

3. Unauthorized Absence 

Absence from duty not authorized by board of education policies or by the superintendent under Board policies, and/or the law governing absence of 

employees will be considered unauthorized absence.  No payment of salary will be made for unauthorized absence.  Unauthorized absence from duty will 

be considered grounds for suspension or dismissal of the employee. 

 

Classified Employees Guidelines for Sick Leave  

A. An absence resulting from personal illness or injury should be reported immediately to the employee's immediate supervisor.  If an 

employee is going to be absent from work due to personal illness or injury they must call their immediate supervisor at least 2 hours 

prior to the time they would normally report to work. You are encouraged to call the supervisor as soon as you know you’re not 

going to come to work and allow them the maximum time to find a replacement. Supervisors are on call 24 hours a day. Employees 

should keep their supervisors informed on a daily basis for illness or injury where an absence will result in more than one day off of 

work.  

 B. In case of illness or some other emergency which necessitates absence from your work assignment; you should notify your supervisor 

prior to leaving the building.  If you are ill at home and do not plan on coming to work, you are expected to call your supervisor prior 

to the start of your shift.  You must contact your supervisor at least two (2) hours prior to the start of your shift. If you call as soon as 

you know it will give them more time to find a substitute. 

 C. You are required to call your supervisor and tell them the day your plan to report back to work. If you work in the AM, you must 

contact your supervisor by 3PM the day prior to your expected return. If you work an evening shift, you must contact your supervisor 

by 10AM the same day you are expected to return.  The earlier you can contact the supervisor the better chance they will have to 

cancel a substitute.  

 

 

JURY DUTY 

(Refer to Negotiated Agreements with Employee Associations) 

 

The Board will pay a full-time and/or short hour employee his/her regular compensation during the time the employee serves on jury duty. If any 

compensation is received for jury duty, other than a parking voucher, monies must be deposited with the Treasurer's office in order to receive district 

wages or donated to an approved charity. 

 

           

LICENSURE AND CERTIFICATION 

 

Certificated staff have available a Resource Guide for the Local Professional Development Committee and Individual Professional Development Plans in 

the Human Resources Department and on the district website.  There is a committee in place and a representative in each building. 

 

 

 

 

 

 

 

 

 

 

RETIREMENT OF STAFF MEMBERS 
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SERS – School Employees Retirement System 

 All employed specialized staff members are participants in the state School Employees Retirement System. 

 

STRS – State Teachers Retirement System 

 All employed certificated staff members are participants in the State Teachers Retirement System. 

 

Retirement Severance Pay – See Negotiated Agreement. 

 

 

TREASURER’S OFFICE 

 

TREASURER’S OFFICE - PROCEDURE FOR PUBLIC RECORDS REQUEST 

 
For information regarding Public Records Request please refer to policy KBA under Policies 

 

 

 

PAYROLL PROCEDURES 

 

1.         Payroll Procedures: 

 A.     Each employee shall receive his/her annual salary in twenty-four (24) equal payments to be made on or before the 15th and the last day of 

each month.  The contract salary is annualized and divided by 24 pay periods.  If a change occurs midyear due to additional education 

(February) an adjusted annual salary will need to be calculated.  An exception is applied to certificated employees who are in their first year 

of employment with the District, who shall receive their annualized salary in twenty-five (25) equal payments for their first year of 

employment.   

  

 B.      Direct Deposit: 

  All employees shall be paid by direct deposit to a financial institution(s) of the employee’s choice.   A notification via email will be sent to 

each staff member on payday. 

  

 C.      Tax Withholding Adjustments: 

   Please notify the Treasurer’s Office of any changes for tax purposes.  (Forms are available in the Treasurer’s Office and online at      

www.milfordschools.org., Departments, Treasurer, Staff forms 

  

 D.      Supplemental Contracts: 

  Employees holding supplemental contracts for extra-duty assignments will be paid for these duties in 4 equal payments.  

  

 E. Pay Period Schedule: 

                A schedule is published annually listing each pay period for the school year and timecard approval due dates (see page 9).  Timecard 

approvals and/or deduction changes must be received by the payroll department no later than the scheduled due date for any changes to be 

applied or extra pay to be paid on the upcoming payroll. 

 

2.        Voluntary Payroll Deductions: 

       The following payroll deductions are available: 

 

A. Cincinnati Police Federal Credit Union  - You can have payroll direct deposit for savings accounts or loan payments.  Forms are 

available. Call 948-1234 hours M- F 9:00A.M. – 5:00 P.M. 

 

 B.    Professional Dues - You may have payroll deductions for professional dues (Milford Education Association or Milford Classified 

Employees Association).  You have your choice of the following options: 

        1.   Four deductions - each paycheck in November and December 

                   2.   Fourteen deductions - each paycheck between November and May 

  

C.      Tax-Sheltered Annuities - Payroll deductions for annuities will be divided into two equal pays per month. Current providers are:     

 

List of Approved Tax-Sheltered Account (403b) (1-10) Companies & 457 Companies* (11-13) 

 

 1.    AIG Retirement     9.   Horace Mann 

 2.    Great American Financial    10.  Mass Mutual Financial Group 

 3.    Equitable     11.  VOYA 457 

 4.    VOYA Life Insurance & Annuity Company  12.  Ohio Deferred Compensation Program 457   

 5.    VOYA ReliaStar    13.  Equitable 457 

 6.    Met Life, MetLife Investors    

 7.    Security Benefits     

   8.    403b Aspire     

 

 

 D.     Cancer Insurance Companies: 

       American Family Life (AFLAC)   Washington National  

http://www.milfordschools.org/
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 1-800-992-3522   1-800-541-2254 

 

 E.     United Way: 

 Your pledged donation will be deducted on the first paycheck of each month between January and December 

 

 F .    Ohio’s 529 College Advantage: 

 Employees can participate in a payroll direct deposit plan to save for high education.  Contact Ohio’s 529 College Advantage at  

 1-800-233-6734 or  www.collegeadvantage.com for more information and necessary forms.   

 

             Note: If, at any time, you wish to cancel or change any of the above deductions, please  contact the payroll department for assistance 

 

3.         Mandatory Payroll Deductions   

 A.     Retirement - STRS and SERS 

1. State Teachers Retirement System (STRS): 

 Each employee contributes 14% of gross earnings to their retirement.  The Board contributes 14% of each employee's gross  

 earnings to their retirement.  

 

2.   School Employees Retirement System (SERS): 

                            Each employee contributes 10% of their gross earnings to their retirement.  The Board contributes 14% of each employee's  

  gross earnings to their retirement.  

 

 B.     Medicare contribution: 

Employees hired after 03/31/86, must participate in Medicare by contributing 1.45 percent of their gross salary.  The Board also contributes 

1.45 percent of an employee's gross earnings to Medicare. 

 

4.        Sick Leave Records: 

 A. Principals will approve on Absence Management (formerly Aesop) or Kronos absences for illness, personal days, and professional days 

each pay period.  Personal days and professional days should be requested before the date of the absences.   

  

 B. Sick leave is accumulated at the rate of 1.25 days per month, fifteen days per year.  The accumulated balance will appear on your direct 

deposit notification check stub. 

  

 C. If you have accumulated sick leave days from other school districts in Ohio, request the Treasurer of your former school district to transfer 

those days to the Milford School District. 

  

 D.      Maximum accumulated sick leave for employees is 260. 

 

E.      1.25 days of accrued sick leave will be added to your sick leave total the second pay of the month. 

 

5.        Timecards for Specialized Employees: 

 A.      Employees will be required by administration to clock in when reporting for duty, and clock out at the end of your shift. 

  

 B.     The employee must verify and approve the time card in accordance with the process designated by management.  Verification indicates the   

employee is in agreement with the hours worked, or shown on the time card. 

  

 C.       Once an employee is trained to approve their time card electronically they will be required to complete this task by the designated due date. 

  

 D.       Please, check your timecard for any days missed due to sickness, personal leave, holiday, snow day, etc.  
 

 

PURCHASE ORDERS 

 

All materials, equipment, supplies and/or services wishing to be purchased are required to have a fully executed purchase order. The District is not 

responsible for any purchases made without a purchase order in place.  The process for obtaining a purchase order begins at the building or department 

level with the creation of a requisition.  The requisition must provide an adequate description of the item(s) wishing to be purchased.  The requisition is 

then forwarded through the approval process.  After the approval process has been completed, the requisition is converted into a purchase order  The 

purchase order is then signed by the Treasurer, signifying that the funds are available and that the purchase can be made. 

 

 

 

http://www.collegeadvantage.com/
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