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1

Pursuant to the provisions of Chapter 150E of the General Laws of the Commonwealth of
Massachusetts, this contract is made on the day of its signing by the School Committee of the
Town of Andover (hereinafter referred to as the Committee) and the Andover Assistants’
Organization (hereinafter referred to as the Organization).

Article I
Recognition
1-01. For the purposes of the collective bargaining with respect to wages, hours, and other
conditions of employment, the negotiating of collective bargaining agreements and any other
questions arising there under, the Committee recognizes the Andover Assistants’ Organization as
the exclusive representative of all assistants employed by the Andover School System.
Article II
Conditions of Employment
2-01. If during the life of the contract any Assistant feels that an action taken by the
Administration adversely affects her/his conditions of employment but does not violate
the contract, the employee may discuss the matter with her/his immediate supervisor to
see if the matter can be resolved. Immediate supervisor for a Health Assistant is the
Head Nurse, for an Intensive Special Needs Assistant is the appropriate Program Advisor,
and for all other Assistants is the Building Principal. If not resolved, then:
a.

b.

The matter will be discussed by the Assistant involved, the President of
the Organization and the Supervisor and/or Principal; if still not resolved,
with the Director of Human Resources.
If the matter is still not resolved, then representatives of the Organization
will discuss the matter with the Superintendent in an effort to resolve the
matter.

2-02. It is recognized that the Committee has and will continue to retain, whether exercised or
not, the sole right and responsibility to direct the operation of the public schools of
Andover. These rights and responsibilities will not be exercised in a manner inconsistent
with or in violation of any of the specific terms and provisions of this Agreement. No
action taken by the Committee with respect to these rights and responsibilities, other than
as there are specific provisions herein elsewhere contained will be subject to the
grievance provisions of this Agreement.
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The Superintendent of Schools or designee has the right and responsibility to discharge or
otherwise discipline any employee for just cause, to promote and transfer, and to layoff
because of lack of work or other cause unless otherwise hereinafter provided.

Article III
Rights of the Employee
3-01. Assistants covered by this Agreement will have and will be protected in the exercise of
the right, freely and without fear of penalty of reprisal, to form, join, and assist employee
organizations or to refrain from such activity; to hold office in and participate in the
management of the organization; to act in the capacity of organization representative; and
to engage in other lawful organizations and connected activities for the purpose of
collective bargaining or other mutual aid or protection, except that no official of the
Committee will participate in the management of the Organization or act as its
representative if such activity would be incompatible with her/his official duties.
3-02. Assistants covered under the terms of this Agreement will receive from the
Superintendent or his/her designee either thirty (30) days written notice of dismissal or
thirty (30) days severance pay if dismissal is to occur.
Except that the Superintendent or his/her designee may immediately dismiss an Assistant
without prior notice or severance pay if in the opinion of the Superintendent or his/her
designee continued employment would be detrimental to the health, safety, or well being
of the children or staff.
3-03. No Assistant may be discharged for unsatisfactory performance of duties without first
being notified in writing of the nature of such unsatisfactory performance at least thirty
(30) days prior to dismissal. If, at the end of the thirty (30) day period, the individual’s
performance is still judged to be unsatisfactory, the Superintendent or his/her designee
will have the right to notify the individual in writing of her dismissal. Such dismissal
will take effect fourteen (14) days following the date of notifications.
3-04. Every assistant will have a probationary period of employment, which will begin on the
first day of employment and end upon the completion of the assistant’s 92nd workday,
exclusive of time when school is not in session. During the probationary period, an
assistant may be discharged without cause. Should a building principal decide to
discharge an assistant, the Association will be notified in writing and the assistant given
two week’s notice prior to dismissal. If the building principal determines that it is in the
best interest of the health and safety of the school community, the assistant may be given
two week’s severance pay in lieu of notice.
Any dismissal of an employee is a serious matter and the Association reserves the right to
discuss this decision with the building principal and the human resource director.
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3-05. Pursuant to M.G.L. c.258, section 9, the Committee will provide indemnification
forAssistants under its School Administration Liability Protection Policy.
3-06. Each Assistant will be evaluated by her/his principal or the principal’s designee at least
once a year for the first three years of employment. Thereafter, instructional assistants
will be evaluated every other year according to a schedule determined by the building
principal and special education program coordinator. Evaluations will be in writing and
delivered to the Assistant by June 1st. The evaluation will be given to the Assistant and
placed in the Assistant’s personnel file. The Assistant will be entitled to submit a
written statement to be attached to any evaluation. It is understood that evaluations are
confidential. (See Appendix A, Evaluation Guidelines and Form)
Should the evaluator determine that the Instructional Assistant’s performance rating is ‘
needs improvement’ or ‘unsatisfactory’, the instructional assistant may be placed on an
improvement plan for a period of no less than thirty (30) days and no more than one full
school year.
Article IV
Work Year, Day
4-01. The full-time salary is based upon a workday of seven (7) hours per day, including a paid
lunch hour identical to that of the teachers in her/his assigned school. An Assistant who
works five and a half (5.5) plus continuous hours per day will be entitled to a paid lunch
hour identical to that of the teachers in her/his school.
Although no specific break time will be scheduled into the Assistant’s day, Assistants are
entitled to an appropriate break as reasonable and necessary during their work day.
Breaks will be evenly and consistently applied at all school houses.
All working hours will be continuous and without interruption.
4-02. The workday for all Assistants will begin and end at the time established in their assigned
school. Assistants may be excused earlier at the discretion of the Principal or the
immediate supervisor.
4-03. Assistants hired before July 1, 2014 will have a work year of 184 days.
Assistants hired after July 1, 2014 will have a work year of 182 days, with the following
days being excluded from the schedule: the Parent/Teacher conference day in November
and the last day of school for teachers.
Assistants hired before July 1, 2014 may voluntarily agree to reduce their work year to
182 days and may do so by stating such in writing to the Human Resource Office by June
30th of the school year preceding the change. This decision, however, will be irrevocable
going forward.
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4-04. The Human Resources Department will notify each Assistant, based on best available information
and no later than the last day of school each year, whether a position is available. Human
Resources will notify each assistant by August 1st of the tentative hours to be worked, the
building to which the Assistant will be assigned, and program, where applicable. Assignments are
subject to change as staffing needs evolve and Assistants will be notified promptly of any
changes.

The Superintendent agrees that it is important to maintain the work hours of Assistants at
a level of twenty or more hours per week to the extent possible, in order to assure
continuation of health insurance and retirement benefits. If it becomes necessary to
reduce an Assistant’s hours to fewer than twenty (20), the Superintendent agrees to
maintain insurance and retirement benefits to the extent permitted by law and providing
that the assistant pays the full cost of the premium in advance of each monthly payment.
The Committee will pay a $500 bonus to Assistants working 0.80 FTE or greater or a $250 bonus
to Assistants working less than 0.80 FTE upon retirement provided the Assistant meets the
following conditions precedent:
(a)

on or before November 1st, the Assistant gives written notice to
the Human Resources Department of her/his intention to retire at
the end of the work year in June; and

(b)

the Assistant works through the end of the work year in June;
and

(c)

at the time of retirement, the Assistant worked a minimum of ten
years for the Andover Public Schools; and

(d)

the Assistant retires at the end of the work year.

The Committee will endeavor to maintain the total work hours during an Assistant’s last year of
employment prior to retirement provided that the Assistant has notified Human Resources in
writing of the Assistant’s intention to retire by May 15th of the year preceding the retirement and
such notice states that the Assistant is resigning effective at the end of the last day of the work
year in June of the next work year and such resignation is irrevocable and is with the intention to
retire.

4-05. A bargaining unit member who is required by her/his principal to work fifteen (15)
minutes or more beyond her regularly scheduled workday will be compensated for the
additional time at the Assistant’s regular hourly wage.
4-06. In case of a delayed opening or an early dismissal, Assistants will be paid at their regular
daily rate, provided they have reported to work in a timely fashion.
4-07. The Officers of the Assistants’ Organization will be provided on a timely basis with the
names, dates of hire, dates of retirement, termination or resignation, and assignments and
hours of employment for all Association members.
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Article V
Sick Leave
5-01. All members covered by this Agreement will be granted 12.5 sick days per year. All new
members will commence employment with 12.5 days of sick leave expected to be
accrued in one (1) year. If the member leaves during the first year and uses more than the
credited amount of sick leave, the amount of the overused sick leave shall be deducted
from her/his final paycheck.
5-02. Sick leave will be taken for an Assistant’s personal illness, except that five (5) sick days
may be used for attending to an ill spouse, child, parent, or a relative residing in the
assistant’s household who is dependent on the Assistant for care, and/or to observe
religious holidays. Two (2) weeks’ notice to the Human Resources Office will be given
if days are to be used for religious holidays.
The Superintendent or his/her designee may authorize up to an additional seven (7) days
of sick leave, to be deducted from the Employee’s accrued sick leave, for extraordinary
circumstances requiring the Employee to attend to an ill spouse, child or parent. This
authorization must be preapproved before the leave is granted.
5-03. The Human Resources Department will notify all Assistants of their current cumulative
sick leave by January 1 of each school year.
5-04. An assistant may use a half day of sick leave and be credited with a half day unused.
5-05. Sick Leave Bank:
The members of the Andover Instructional Assistants unit and the Licensed Practical
Nurses unit have agreed to create a joint sick bank.
All Instructional Assistants and LPNs who have completed three continuous full school
years will be enrolled into the Sick Leave Bank. The Sick Leave Bank will be jointly
administered by the Superintendent or his designee and the Andover Assistants’
Organization and the LPNA.
The Sick Leave Bank is aimed at giving assistance to those members who have longterm, terminal, mental, or accidental illnesses, which result in the exhaustion of their
accumulated sick leave. Only enrolled members, those who have completed three
consecutive full years or service, may petition the bank.
The Sick Leave Bank will be established by a deduction of the number of hours worked
in one (1) day from each sick bank member’s accrued sick leave. This deduction will be
made by the payroll coordinator and will be based on a member’s work schedule for the
current school year.
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If the Sick Leave Bank falls below fifty-eight (58) days, the payroll coordinator will
notify Chairperson of the Sick Leave Bank Committee and said Chairperson will
authorize that each member make an additional contribution to the Bank. This
contribution will be equal to the number of hours each Assistant works in one (1) day.
There will be a Sick Leave Bank Board comprised of the AAO President, the LPN
President, and one (1) other member chosen by the AAO, and two (2) representatives
appointed by the Superintendent. All decisions will be made by a simple majority vote.
Leave will be granted in allocations of up to twenty (20) calendar days in amounts
proportional to the member’s actual work schedule over a twenty-day period. The
maximum allotment of sick bank leave that may be granted to any one member during
the course of an illness will be forty (40) calendar days made in allocations proportional
to the member’s actual schedule over this period.
The petitioner or her/his representative must present pertinent medical data and proof of
illness. A response to any petitioner will be forwarded within two (2) weeks.
If the board suspects any case of sick leave abuse or sick bank abuse, it will refer such suspicions
to the Superintendent who may require the individual to submit to medical examinations or
provide proof of illness from medical experts. The Superintendent may take disciplinary action
against any employee who abuses sick leave or sick bank whether or not such abuse has been
referred to the Superintendent by the board.

Upon retirement, an assistant may donate unused sick time to the Sick Bank up to a
maximum of 40 individually accrued sick days, provided such an amount does not put the
Sick Bank’s balance over 80 days. Once the Sick Bank’s balance has reached 80 days,
no further retirement contributions shall be accepted until such balance again drops to 40
days.
Article VI
Leaves of Absence
6.01. Personal Leave: Each Assistant will be granted two (2) days’ non-cumulative personal
leave for the purpose of transacting or attending to imperative legal business, household, family
or
other matters. Personal leave days will not be used to extend a vacation or holiday
period.
Except in instances of hardship, written request for such leave will be made to the
Superintendent or his designee at least five (5) days in advance with the reason for
requesting such leave.
6.02
Bereavement Leave: In the event of a death in the member’s immediate family, an
employee
will be granted up to five (5) days leave with pay as follows:
The employee will be granted leave with pay on the day of the funeral if it is a workday.
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In the event of the death of a sibling, parents-in-law, or any grandparents, or any person in
the member’s household, the member will be granted leave with pay on the day of the
funeral if it is a workday, and two (2) additional workdays falling between the day of the
death and the day of the funeral.
6.03A. Parental Leave: An employee who is regularly scheduled to work more than 20 hours per
week and who has completed an initial probationary period of three (3) consecutive months is
entitled to eight (8) weeks of parental leave for:
(i)

the purpose of giving birth, or

(ii)

for the placement of a child under the age of 18, or under the age
of 23 if the child is mentally or physically disabled, or

(iii)

for adoption with the employee who is adopting or intending to
adopt the child;

provided, however, that any two employees of the same employer shall only be entitled to
eight (8) weeks of parental leave in the aggregate for the birth or adoption of the same
child.
The employee shall give at least two weeks’ notice to the Superintendent of the
anticipated date of departure and the employee’s intention to return to work or the
employee shall provide notice as soon as is practicable if the delay is for reasons beyond
the employee’s control. Assistants are urged to give earlier notification to provide the
Administration with additional time to secure a replacement and insure continuity of
instruction.
The pregnant assistant may continue in her assigned position as long as her physical
condition and ability to perform her assigned duties allow. The Superintendent may
require medical evidence of the assistant’s ability to continue to work in the same manner
that it may require when questioning the health of an assistant in a non-maternity related
situation.
During disability periods due to pregnancy or childbirth an assistant, upon a timely
request for sick leave, is eligible to use sick leave pursuant to Article V.
An assistant who is eligible for parental leave but has not given birth to the child, shall be
eligible to use up to five (5) of his/her accrued sick leave days to cover his/her absences
from work for parental leave immediately following the birth/adoption of the child. Such
days must be consecutive work days and must start with the date of birth/adoption of the
child.
Under the Family and Medical Leave Act (FMLA), an employee who has completed one
full year of service in the Andover Public Schools and who has worked a minimum of
1,250 hours over the prior year shall be entitled to 12 weeks of leave for the birth or
adoption of child assuming the employee has not previously used any of the 12 weeks of
FMLA leave. Such leave runs concurrently with parental leave. For example, if an
employee is entitled to both parental leave and 12 weeks of FMLA leave, the total leave
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the employee may take is 12 weeks because the first 8 weeks of FMLA leave runs
concurrently with the 8 weeks of parental leave.
Upon completion of parental leave, the employee shall be restored to the position she
held when her leave commenced or to a substantially equivalent position.

6.03 B. Child Rearing Leave: Timely with the birth or adoption of a child or upon
completion of a childbearing leave, an employee will be entitled to a child-rearing leave
of up to two (2) years, provided the employee gives written notice at least eight (8) weeks
in advance of the leave or adoption of a child. Employees are urged to give earlier
notification thus providing the Administrators with additional time to secure a
replacement and ensure continuity of work performance.
The anticipated return date will be included in the application for such leave. Each
Assistant on Child Rearing Leave shall notify the Human Resources Offices on or before May 1st
of the Assistant’s intention to return to work at the start of the following work year. Failure to
make such notification shall constitute a voluntary resignation by the Assistant.”

Leave taken pursuant to this Article must be consecutive and unpaid and the return to
full-time employment will constitute a termination of child rearing leave.
In determining the placement on the salary schedule of an employee who returns from a
child-rearing leave, credit for a full year of work will be given on the schedule for the
school year during which the leave began provided the employee completed at least
ninety-two (92) school days or work during said school year; otherwise, the employee
will return to the step on the salary schedule which the Assistant held prior to the
commencement of such leave.
The employee will be restored as soon as practicable to the position she held when her
leave began, or to a substantially equivalent position, provided, however, nothing
contained herein will prevent the Committee from laying off an employee on childrearing leave pursuant to its right under Article X of this Agreement.
6-04. Other Leaves:
a.
Any Assistant whose personal illness extends beyond the period
compensated by sick leave will be granted a leave of absence without pay
for up to six (6) months in accordance with Massachusetts General Laws.
b.
A leave of absence without pay of up to six (6) months will be granted for
the purpose of caring for an ill spouse, parent, child, sibling, or other
relative residing in the Assistant’s household who is dependent upon the
assistant for care.
c.
This leave is not intended to provide a member with an opportunity to
follow a spouse to another job location or to hold a job open while the
member takes another job or to hold a job open if the member has no
intention to return.
d.
A member on leave must notify the Human Resources Office of intent to
return to work no later than June 1.
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e.

f.

An Assistant who has served for more than three (3) years in Andover
may be granted a leave of absence at the discretion of the Superintendent
or designee, without pay or increment, for one (1) school year, provided
the assistant notifies the Superintendent or designee in writing of her
intent to do so by May 1. Selection shall be made in order of applications
submitted on the first-come, first-served basis. No more than three (3)
assistants will be granted a leave during each year.
An Assistant, upon return following the leave, will be returned to a
position substantially similar to the one he/she had. She will regain the
seniority and shall be credited with the accumulated sick leave to which
she was entitled at the time of leave.

6-05. Educational Leave: A leave of absence without pay, for up to one (1) school year, may
be granted for approved full-time study or other approved educational activities, provided
the member has served for three consecutive full years as an assistant in the unit.
6-06. Leave Without Pay: Each Assistant who normally works twenty (20) or more hours per
week, provided the member has served for three consecutive full years in the unit, may be
granted up to but not exceeding five (5) days of leave without pay per year, provided the
Assistant gives two (2) weeks’ prior notice in writing to the Superintendent and provides
a compelling reason for said leave.
6.07 Assistant on Assignment: An Assistant who has been selected to take an Assistant on
Assignment position for the school year or any part of the school year may return the following
school year to her/his place on the unit’s seniority list and retain her/his step in salary. This
clause pertains only to Andover Public Schools teaching position.
6.08

Student Teacher Leave:
An assistant who has been employed by the APS for three full consecutive years may
apply for an unpaid leave of absence for the purpose of pursuing a student teaching
practicum provided that the following procedures are followed:
1. The assistant makes written application to the building principal and the director of
human resources for such leave at least one month before the student practicum is to
commence;
2. The assistant agrees the unpaid leave will be for a minimum duration of eight (8)
weeks and a maximum duration of half a school year as defined by two, 90-day
semesters, September to February and February to June. The assistant who is granted
such leave shall not be an active employee of the Andover Public Schools during the
duration of the leave.
3. No more than six (6) assistants will be granted such leave for any half-year, and the
Superintendent may at any time decide to limit the leaves to fewer than six (6).
4. Provided such leave is granted, the assistant shall return to a similar position without
loss of seniority, longevity, or placement on the salary schedule and such unpaid time
will be counted as time worked for the above benefits.
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6-09.

In all cases of leaves without pay authorized by this article, employee participation in
medical, dental, vision and life insurance programs in which the employee was enrolled
just prior to any such leave may be continued by the employee to the extent permitted by
law while on such leave, provided the employee pays 102% of the premium, as defined
by COBRA regulations.
Article VII
Health Insurance and Retirement

7-01. The Town of Andover will pay the maximum amount of premium allowed as determined
by vote of Town Meeting. The amount of the premium will equal that of Andover
teachers.
7-02. Eligibility for health insurance benefits requires that an employee be scheduled for
twenty (20) or more hours of work per week.
Effective January 1, 2009, the Employer will establish a flexible spending account
through which members may contribute up to the IRS limit for medical expenses and up
to the maximum permitted by IRS regulations for dependent care. The Employer will
assume the costs of the administration set up of this plan.
7-03. The Town of Andover will provide retirement benefits as outlined in M.G.L. Chapter 32
for eligible Town employees.
7-04. Eligibility for Town Retirement benefits requires that an employee be schedule for
twenty (20) or more hours per week. All permanent, full-time employees must be
members of Town Retirement.
Article VIII
Resignations
8-01. Employees covered under the terms of this agreement must give thirty (30) days’ written
notice of intent to resign. Such notice will be submitted to the Human Resources
department.
8-02. The Superintendent, at his/her discretion, may waive the thirty (30) day notice
requirement.
Article IX
Vacancies and Transfers
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9-01. All vacancies for assistant positions will be posted on the District’s website. All Assistant
vacancies will be posted within the school system before or as soon as they are posted outside the
school system. The posting will be dated and the position will not be filled until five (5) days
after the posting of the notice.

9-02. This section intentionally left blank.
9-03. This section intentionally left blank.
9-04. Assistants who desire a change in assignment, or who desire to transfer to another
building for the next school year, will file a written statement of such desire with the
Office of the Superintendent. Such assignment may be made at the discretion of the
Superintendent or designee.
9-05. If a position is eliminated or changed from category of IA to another category, the
Superintendent or his designee will notify the Organization. Should circumstances
warrant a change in assignment, every reasonable effort will be made by the
Superintendent to transfer the Assistant to a position compatible with the former
assignment unless it is determined that an assignment to another category would be a
better match for student needs.
9-06. The Superintendent or his/her designee will consider end-of-year transfer requests before
making assignments of new Assistants. System-wide seniority will be given serious
consideration; however, the final decision regarding assignments rests with the
Superintendent or designee.
9-07. Written acknowledgement will be forwarded to the assistant upon receipt of the request
for reassignment and/or transfer.
9-08. Notice of assignment will be given to the Assistant, with a copy to the Organization,
within ten (10) days of the granting of the Assistant’s request.
9-09. Each Assistant who applies for a new assignment to a particular position, but whose
request is not granted, will be notified within ten (10) days of the date a decision is made,
with a copy to the Organization.
9-10. When a reduction in the number of Assistants in a school is necessary, qualified
volunteers for transfer will be considered. In making its decision on involuntary
transfers, where more than one (1) person becomes subject to such transfer, the
Committee will give serious consideration to system-wide seniority. The final decision
regarding transfer rests with the Superintendent. It is understood that Assistants are under
the employ of Andover Public Schools and not an individual school house. Where
practical, serious consideration will be made to keep Assistants in the same school from
year to year. However, Assistants will be allocated throughout the district schools in a
way that best facilitates the success of students as determined by the Superintendent or
designee. Such reassignments, while not likely, may occur during the school year.
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When student numbers, IEP services, or needs for 1:1 support change in a school, the
shift in need may result in reassignment. On rare occasions, reassignment may be
necessary mid-year. Every effort will be made to ensure that reassignment is to a position
within the same school and, if this is not possible, to an assignment with the same number
of hours. When a reduction in the number of Assistants in a school is necessary, every
effort will be made to retain current Assistants through attrition. The final decision on
reassignment rests with the Superintendent or designee.
9-11. Assistants who are reassigned have the right to a meeting with the Director of Student
Services or building Principal, at which time the Assistant will be notified of the reasons
for the transfer or reassignment.
9-12. An employee transferring from an Instructional Assistant position to a secretarial position
will, for the purposes of salary adjustment, be placed at the step closest to but not lower
than her/his present salary.
Article X
Reduction in Force
10-01. In the event it becomes necessary for the Superintendent to reduce the number of Assistants
because of decrease in pupil enrollment, reduction of the budget or for other financial
reasons, the procedures set forth in the Article will govern the termination and reemployment of Assistants affected:
a.
b.

To the extent possible, natural attrition will be used to reduce positions.
In determining which assistant will be laid off to accomplish a reduction in force,
the Superintendent or designee will consider the qualifications of employees, the
quality of past performance, as shown by all written evaluations on file, and the
versatility and needs of the system. Where in the Superintendent’s judgment the
above factors are substantially equal, Assistants will be laid off in the order of
length of continuous service as Assistants in the system, those with the least
seniority to be terminated first.

10-02. The Superintendent or designee will attempt to notify assistants by June 1, but in any event
will notify them no later than the last day of the school year preceding the layoff. Should
layoff occur during the school year, the Assistant will be notified at least thirty (30) days
before the layoff is to take effect.
10-03. All Assistants laid off will be placed on a recall list for twelve (12) months and will be
recalled in the reverse order of layoff within classification. If a classification is exhausted,
the following provisions apply:
a.

Assistants will be notified of vacancies through the normal posting process and be
able to accept positions outside of their classification, if their classification is
exhausted, and if they have the necessary qualifications and the Superintendent or
13

b.

designee determines that with minimal on-the-job training they will be able to
perform the duties of the vacant position.
No new Assistant will be hired until all Assistants with rights of recall from layoff
according to this Article, who have the necessary qualifications, have been offered
the available position.

10-04. Recall Procedures: A letter sent regular mail to the last address on file at the Human
Resource office will constitute recall notice. Failure to provide electronic or other written
acceptance within fourteen (14) days will result in elimination from the recall list. The
recall letter will state the location and the number of hours per week of the position to
which the instructional assistant is being recalled. Human Resource staff will not be
responsible for employee inquiries regarding specific responsibilities, start and end times
of the assignment, and/or the identification of the supervising teacher. Such inquiries shall
be directed to the Building Principal or Special Education Program Coordinator.
10-05. If two (2) or more Assistants are laid off effective the same date, for purposes of recall their
order of layoff will be according to seniority.
10-06. To expedite the filling of a vacant position, the Superintendent or designee may notify more
than one (1) person on the list of a possible vacancy, indicating whether they have first or
lesser rights to the position.
10-07. Any Assistant who is laid off and who is recalled within one (1) year will regain the
seniority and will be credited with the accumulated sick leave to which she/he was entitled
at the time of layoff.
Article XI
Grievance Procedure
11-01. Definition of Grievance: A grievance is any complaint by an Assistant in the negotiating
unit that (1) she/he has been subject to a violation, inequitable application, or
misinterpretation of the contract, or (2) she/he has been subject to an unfair or
discriminatory act or condition contrary to the contract.
11-02. Both parties agree that these proceedings will be kept as informal and confidential as may
be appropriate at any level of the procedure.
11.03 “Day” will mean calendar day excluding weekends and holidays.
11-04. Grievance Procedure – In case of a grievance, the following procedure will be followed:
i)
a.

Level One: Principal

The Principal or Supervisor will meet with the grievant and the Organization to
consider the grievance and will render his/her decision in writing to the grievant
and the Organization within ten (10) days.
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ii)
a.
b.

Level Two: Superintendent

If the grievance is not resolved after presentation at Level One, the Organization
may, within five (5) days, submit the grievance to the Superintendent.
Within five (5) days after receipt of the grievance, the Superintendent, or her
designee, will meet with the grievant and the Organization to consider the
grievance. The Superintendent or her designee will, within ten (10) days of the
conclusion of this meeting, render her/his decision in writing to the grievant and
the Organization.

11-05. If at the end of twenty (20) days (as defined at 11-03) following the occurrence of any
grievance or of the date of first knowledge of its occurrence by any employee affected by it,
the grievance will not have been presented at Level One of the procedure set forth above,
the grievance will be deemed to have been waived; and any grievance in course under such
procedure will also be deemed to have been waived if the action required to present it to the
next level in the procedure will not have been taken within the time specified.
11-06. If any employee covered by this contract presents any grievance without representation
by the Organization, the disposition, if any, of the grievance will be consistent with the
provisions of this contract; and if the Organization shall so desire, it will be permitted to be
heard at each level of the procedure under which the grievance shall be considered.
11-07. No written communication, other document, or record relating to any grievance will be
filed in the personnel file maintained by the School Department of the Town of Andover for
any employee involved in presenting such grievance.
11-08. It may be mutually agreed upon by both parties involved at any time at Levels One
through Two of the Grievance Procedure that the amount of waiting time specified before
proceeding to the next level may be waived.
Article XII
Arbitration
12-01. A grievance dispute not resolved at Level Two of the Grievance Procedure may be
submitted by the Organization to arbitration. The arbitration may be initiated by filing
with the Committee and the American Arbitration Association a request for Arbitration.
The notice will be filed within ten (10) school days after receipt of the denial of the
grievance at Level Two of the Grievance Procedure. The voluntary labor arbitration rules
of the American Arbitration Association will apply to the proceeding. The cost of
arbitration will be shared by the parties.
12-02. Power of the Arbitrator: Notwithstanding anything to the contrary, no dispute or
controversy will be subject to arbitration unless it involves the meaning, interpretation or
application of an expressed provision of this contract. The arbitrator will have no power
to alter, add to, subtract from, or modify any provision of the Agreement. The parties are
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agreed that no restrictions are intended on the powers of the Committee except those set
forth in the language of this Agreement.
12-03. Decision of the Arbitrator: The arbitrator will issue his written decision no later than
thirty (30) days from the date of the close of hearings or, if oral hearings have been
waived, then from the date of transmitting the final statements and proofs to the
arbitrator. The decision of the arbitrator will be accepted as final by the parties to the
dispute and both will abide by it.
12-04. Staffing Clause: Notwithstanding any contrary provision of this Agreement, no provision
of this Agreement will be deemed to require the Superintendent to hire any particular
number or kind of personnel or to maintain any level of staffing, nor shall any arbitrator
have the power to order the hiring of any kind or number of personnel as a consequence
of any violation of this Agreement. This provision will not be deemed to restrict any
arbitrator from ordering the reinstatement of any employee in any case dealing with the
question of just cause for dismissal.

Article XIII
Mileage Allowance
13-01. Assistants assigned to more than one (1) school during any day will receive the IRS rate
or the in-town travel rate for town employees, whichever is greater. Mileage will be
calculated based upon the business office mileage schedule and will be paid monthly.
13-02. Assistants requested to use their automobiles to perform official school business will
receive in-town travel allowances according to the IRS rate or the in-town travel rate for
town employees, whichever is greater.
Article XIV
Reimbursement for Tuition and In-Service Coursework
14-01. Tuition Reimbursement: Upon the successful completion of a pre-approved, job-related
course for professional improvement, an Instructional Assistant may be reimbursed up to
a maximum of $300.00 for the cost of the course. Such reimbursement will be made only
after the Assistant produces evidence of the following: course pre-approval by the
Principal, the Superintendent’s Office, and the Business Office; documentation
substantiating payment to a college or university; and a final grade report indicating that
the Instructional Assistant has passed the course. Course reimbursement will be limited
to one (1) course per school year for any one member of the unit.
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The human resource office will process ad reimburse all tuition requests provided all of
the above documentation is submitted by December 1 of the preceding school year in
which the assistant plans to take the course.
Only Instructional Assistants who have completed three consecutive, full school years are
eligible to apply for reimbursement under this article.
The total amount for reimbursement granted to the AAO in any full school year will be
$5,000.00.
An Instructional Assistant gaining admission to an in-service course, who has
successfully complete the course work, will receive a $75.00 stipend. An Assistant must
pre-register for such in-service courses and receive prior approval from a Principal, the
Superintendent’s Office and the Business Office in order to be eligible for the stipend.
The total amount for stipends for the entire unit for in-service work shall be $2,500.00.
Stipends will be granted on a first-come, first-served basis; all requests must be submitted
and approved by January 15 of a school year.
14-02. An accounting of the remaining funds for the Instructional Assistants in both the Tuition
Reimbursement and the In-Service Programs will be made by January 30 of the school
year. Any remaining monies may be used by the association to provide an in-service
course specifically for Instructional Assistants. This course would be held after school
hours. Assistants attending this in-service course will not be eligible for a $75.00
stipend. Any unexpended monies will be returned to the system-wide staff development
fund in June.
For purposes of this article, a full school year is defined as one that begins on or about
September first and extends through the end of June.
14-03. The parties shall establish a joint labor management committee (JLMC) to explore
improvements in Article XIV that would increase the usefulness of tuition reimbursement
and professional development benefits, and to explore establishing differentiated job
roles for Assistants interested in working with specialized populations. The JLMC will
endeavor to make recommendations for contract adjustments where warranted on or
before December 1, 2018 for implementation on September 1, 2019
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Article XV
Salary

15-01. Bargaining unit members hired before July 1, 2014 are paid an annual salary based on a
one hundred eighty-four (184) day work year and a seven (7) hour workday, unless they
have voluntarily requested a reduced work year of 182 days. Assistants who work less
than a full work year or a seven-hour workday will receive a pro-rated salary in
accordance with Article 4-03.
a.) Assistants hired after July 1, 2014 will have a work year of 182 days and be paid
accordingly. The following days being excluded from the schedule: the Parent/Teacher
conference day in November, and the last day of school for teachers.
15-02. Instructional Assistants, Vocational Coaches and Job Coachers are under direction of the
special education teacher and/or the special education program head and in collaboration
with classroom teachers. Instructional Assistant for Kindergarten and Title I are under the
direction of the classroom teacher. Health Assistants are under the direction of the school
nurse.

15.03 An Instructional Assistant will not be scheduled for, or have the responsibility of a class
of students, or portion thereof except as otherwise provided herein.
a. Except under extenuating circumstances, such as the inability to find a suitable
substitute teacher, an Instructional Assistant will not substitute for a teacher while the
teacher is out of the classroom other than to act in a supervisory capacity for a period
longer than fifteen (15) minutes.
b. At the request of the Principal, any Assistant who agrees to perform the function of a
substitute teacher for part or all of the day shall be compensated at the rate of an
additional $9.00 per hour. No Assistant will be expected to perform any of the duties
of an assistant at the same time she/he is performing the functions of a substitute
teacher, if she/he is substituting for the entire day. It is agreed that the Assistant will
not be provided with the assistance of a substitute instructional assistant during the
regular classroom day. It is also understood that the request from a principal to
substitute teach will be made to the particular Assistant based upon the needs of the
classroom and the qualifications of the Assistant.
c. At the request of the Director of Student Services, the Director for Health Services,
and the Building Principal, a health assistant who agrees to perform the
administrative function of a building nurse shall be compensated at the rate of an
additional $8.00 per hour for each hour in which the health assistant assumed the
additional duties.
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d. An assistant appointed to a posted Assistant on Assignment position will be paid at
Bachelor’s Step 1 of the Teacher’s Salary Schedule effective the first day of the
assignment.
Assistants’ Salary Schedule: Hourly Rate

Step
1
2
3
4
5
6
7
8
17

2017/18
School Year

2018/19
School Year

15.8075
17.1887
18.3952

16.1234
17.5326
18.7632
19.9123
21.2244
22.6592
23.5637
25.2733
25.7950

19.5217
20.8082
22.2151
23.1017
24.7780
25.2896
(FY 2018, 1.5%
increase over FY
2017)

(FY 2019, 2.0%
increase over FY
2018)

2019/20
School Year
16.4457
17.8835
19.1382
20.3106
21.6491
23.1126
24.0349
25.7787
26.3106
(FY 2020, 2.0%
increase over FY
2019)

Note: Step 17 incorporates the differential described in 15-05d.

15.05 Differentials:
a. Assistants hired prior to September 30, 2001, employed as health assistants or
special education assistants will be paid an annual differential of up to $450 per
year, to be included with their last paycheck of the school year. The amount paid
will be based upon a thirty-five (35) hour workweek. Assistants employed as
health or special education assistants after September 1, 2001, are not eligible for
this stipend.
b. Assistants with an Associate’s Degree will be paid a differential of $125.00 per
year. Assistants with a Bachelor’s Degree will be paid a differential of $250.00
per year. Assistants with a Master’s Degree will be paid a differential of $350.00
per year. Assistants completing a minimum of 92 work days in any school year
will be eligible for the full stipend, to be paid in full in June. Assistants who have
more than one degree will be eligible for the differential associated with the
highest level degree. Assistants applying for this differential must submit an
official transcript to the Human Resource Department before October 15th. This is
a one-time submission and will not be required again unless submitting a
transcript for a higher degree.
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c. Instructional Assistants who, as of June 30 of each school year, have completed
the years of service specified below for the Town and/or the Andover Public
Schools shall be entitled to longevity payment which shall not be cumulative
according to the following schedule:
After the completion of ten (10) years of service
salary
After the completion of fifteen (15) years of service
salary
After the completion of twenty (20) years of service
salary
After the completion of twenty-five (25) years of service
salary

2.5% to the base
3.0% to the base
3.5% to the base
4.0% to the base

For purposes of this article, years of service will be computed as of the
anniversary date of hire of the employee. These amounts are payable on June 30
of each school year.
d. Assistants who have completed 16 years of service shall receive an additional step
pay increase equivalent to $650.00 for a full-time Assistant with a 184 day annual
schedule. This increase will be incorporated into the Assistant’s hourly rate and is
reflected in the top step of the salary chart marked with an asterisk.

15.04 The first paycheck in each school year shall coincide with the regular bi-weekly pay
schedule for the Andover Public Schools. Assistants will receive twenty-one (21) equal
paychecks on alternate Thursdays.
15.05 Assistants performing tasks that require more than her/his scheduled paid hours a week
will be entitled to additional compensation subject to approval by the building supervisor
at her/his hourly rate. This compensation will be paid the second payroll period of the
month upon approval by the building supervisor and Business Manager.
15.06 Any Assistant working ninety-two (92) days or more during the school year shall, at the
beginning of the next school year, advance to the next salary step.
15.09 Each person hired as an Assistant will be placed on Step 1 of the salary schedule in
effect on the date of hire. Resignation from the unit will constitute a break-in-service for
purposes of this article.
15.10 All instructional assistants will be paid through direct deposit.
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Article XVI
Vacation
16.01 Full time (thirty-five (35) hours per week) Assistants who, as of June 30 of each school
year, have completed continuous years of service as specified below for the Town and/or
the Andover Public School shall receive vacation pay in the following amounts:
After completion of ten (10) years of service, five (5) paid vacation days. Vacation pay
will be paid by June 30 of the school year.
Part-time Assistants with the same amount of service time will receive a prorated portion
of five (5) paid days based on their weekly schedule.

Article XVII
Holiday Pay
17.01 Effective September 1, 2006, assistants who have completed eight (8) consecutive years
of employment shall receive five (5) days of holiday pay to be paid out at the end of the
following and each subsequent school year. This benefit shall be prorated for part-time
employees according to their F.T.E.s.
Article XVIII
Agency Fee
18.01 The Employer agrees to require, as a condition of employment, that all members in this
unit, except those certified as members to the Employer by the Organization, pay
annually or by payroll deduction to the Organization, any agency fee as determined solely
by the Organization, and which amount shall be certified annually to the Employer by the
Organization.
The Organization agrees to defend and indemnify the Employer in the event of litigation
as a result of the enforcement of this clause.
Article XIX
Reproduction of Agreement
19.01 Five paper copies of this Agreement will be maintained in each school office. Human
Resources will make the Agreement available online.
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Article XX
Reopening
20.01 This Agreement will continue in full force and effect until midnight, August 31, 2020,
and will terminate automatically upon that date. Should either party desire to negotiate a
new agreement, such party will, by January 1, 2020, give notice to the other party.
20.02 The initial submission of proposals will be delayed for thirty (30) days:
a. When the Contract has not been signed by ninety (90) days prior to the reopening
date: and/or
b. When the Contract for the existing year will not have been distributed thirty (30) days
prior to the reopening date.
20.02.1 All sections of this Agreement take effect on the date of the signing of the agreement
between the School Committee and the Andover Assistants’ Organization.

Article XXI
Saving Clause
21.01 If any provision of this Agreement is or shall at any time be contrary to law, then such
provisions shall not be applicable or performed or enforced, except to the extent
permitted by law and substitute action shall be subject to appropriate consultation and
negotiations with the Organization.
22.02 In the event that any provision of this Agreement is or shall at any time be contrary to
law, all other provisions of this Agreement shall continue in effect.
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Agreement
This Agreement supersedes any other agreement between the parties.
Agreed to this

day of

Andover Assistants’ Organization:

Andover School Committee:

____________________________________

____________________________

____________________________________

____________________________

____________________________________

____________________________

____________________________

___________________________
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APPENDIX A
Assistant Evaluation

Instructional Assistant: ______________________________________
Date:________________________
Evaluator:____________________________________

School:______________________

With input from: _______________________________________________________________
Assignment: ___________________________________________________
Year of Hire ___________________________________________________
Explanation:

MS=Meets Standards; Needs Improvement=NI; Unsatisfactory=U; NA = Not Applicable

Ratings of Unsatisfactory and Needs Improvement must be accompanied by written comments of
explanation.

Job Performance Standards
Successfully implements IEP accommodations or modifications under
the direction of the special education teacher and/or specialist
Demonstrates knowledge and understanding of specialized instruction
and/or behavioral modifications directed in individual students’ IEPs
Understands curriculum modifications and is able to explain content to
students in multiple ways
Successfully implements behavior modification techniques and is able
to appropriately manage individual and group behaviors
Works independently with individual or small groups and keeps
students engaged and focused on learning
Follows the directions of the special educator and/or specialist in the
implementation of assigned students’ IEPs
Communication Standards
Demonstrates through choice of language, respect and encouragement
for students in caseload and students in general
Maintains complete confidentiality with respect to student and family
information
Reinforces teacher-initiated/classroom rules and protocols, particularly
as they relate to student behaviors and student safety
Responds o teacher suggestions appropriately
Carries out all assigned tasks as directed by the teacher
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MS

MS

NI

NI

U

U

NA

NA

SUMMARY:
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
_______________________________________________________________

Evaluator’s Signature:________________________________ Date:_______________
COMMENTS: (Rebuttals must be submitted within 10 days)
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
_____________________________________________________
*Assistant’s signature:___________________________________ Date:_________________

*

The Assistant’s signature does not imply agreement with the substance of the evaluation
but rather indicates that the evaluation has been received and read.

Revised: December 14, 2017
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APPENDIX B1
JOB DESCRIPTION
ANDOVER PUBLIC SCHOOLS
Instructional Assistant

DEFINITION: Under the direction of the special education teacher and/or the Special
Education Program Head and in collaboration with classroom teachers, perform any combination
of instructional or self-help tasks designed to enhance learning, behavior, social-emotional
development, Activities-of-Daily-Living (ADLs) and access to the general curriculum by and for
students with identified educational disabilities.
ESSENTIAL FUNCTIONS: The essential functions or duties listed below are only intended as
illustrations of the types of work that may be performed.
1.
2.
3.
4.
5.
6.

7.
8.
9.

10.
11.

Under the direction of the special education teacher, classroom teacher, or specialist,
implement individual or small group lessons of teacher-designed materials.
Implement accommodations and modifications as outlined on student IEPs and as
directed by the special education teacher.
Provide support and instruction for behavioral, self-help, and/or ADL goals, as
outlined in students’ IEPs, medical plans and behavioral plans.
Collect ongoing data as directed by the special education teacher and/or specialist
staff.
Provide additional practice and re-teaching of discrete skills as directed by the special
education teacher.
Provide classroom teachers with direct support in implementing IEP goals,
accommodations, and modifications for students with identified educational
disabilities.
Assist students in securing materials for lessons and in focusing on instructional
materials.
Help students learn how to access and record their work.
Reinforce teacher initiated rules and protocols as they related to student procedures;
implement appropriate IEP-related accommodations regarding behavioral
expectations.
Supervise students during morning arrivals, recesses, lunch hour shift, lunch recess
and student departures.
All other reasonably related duties as assigned.

QUALIFICATIONS:
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1.

Minimum of two years of college or equivalent two years experience working with
children.
Ability to understand student curriculum and to implement multiple teacher-directed
activities.
Knowledge of use of computers, including the application of classroom and adaptive
technologies.

2.
3.

SALARY:
In Accordance with the ASC/Andover Assistants’ Organization Collective Bargaining
Agreement.

Rev:

6/20/01
November 1, 2017
December 13, 2017
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APPENDIX B2
JOB DESCRIPTION
ANDOVER PUBLIC SCHOOLS
Instructional Assistant for Kindergarten

DEFINITION: Under the direction of the classroom teacher and/or the special education
instructional specialist, perform any combination of instructional tasks designed to enhance
student learning and achievement.
ESSENTIAL FUNCTIONS: The essential functions or duties listed below are only intended as
illustrations of the types of work that may be performed.
1. Under the direction of the teacher or specialist, implement individual or small group
lessons of teacher-designed materials.
2. Assist students in securing materials for lessons and in focusing on instructional
materials.
3. Under the teacher’s direction, teach individual or small group lessons using teacher
prepared materials.
4. Help students learn how to access and record their work.
5. Reinforce teacher initiated rules and protocols as they related to student procedures;
report serious infractions to classroom teacher and /or building administration.
6. Supervise students during morning arrivals, recesses, lunch hour shift, lunch recess and
student departures.
7. All other reasonably related duties.
QUALIFICATIONS:
1.

Minimum of two years of college or equivalent two years experience working with
children.
Ability to understand student curriculum and to implement multiple teacher-directed
activities.
Knowledge of use of computers, including the application of classroom and adaptive
technologies.

2.
3.

SALARY:
In Accordance with the ASC/Andover Assistants’ Organization Collective Bargaining
Agreement.
Rev:

6/20/01
November 1, 2017
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APPENDIX B3
JOB DESCRIPTION
ANDOVER PUBLIC SCHOOLS
Vocational Assistant- AHS
Definition: Under the direction of the Vocational Coordinator and/or the Special Education
Program Head, the Vocational Assistant will perform any combination of instructional or selfhelp tasks designed to enhance learning, behavior, social-emotional development, career
exploration activities, work readiness skills, activities of daily living (ADLs) and access to the
general curriculum by and for students with identified disabilities.
RESPONSIBLIBITIES:
1. Assist Vocational Coordinator with implementing each student’s individualized
vocational program as well as following directions and learning new task assignments.
2. Under the teacher’s direction, implement individual or small group lessons using teacher
prepared materials.
3. Coach students in learning new skills/tasks and how to monitor the quality of their work,
its completion and adjust as necessary to meet expectations.
4. Enforce school rules and regulations and handle disciplinary problems fairly and firmly
reporting serious infractions to classroom teacher or administrator when teacher is not
present. This includes immediately intervening to redirect problem student behavior or
to help enforce students’ behavioral plans.
5. Administer and assist with Vocational or Transition assessments.
6. Empower students’ independence with work readiness skills; monitor student
preparation as they leave for internships (getting ready for work and dress for success
programming); accompany students to community work sites and provide on-site job
coaching without direct teacher supervision.
7. Break job tasks down into manageable learning steps that promote student mastery and
assist with the creation of visual aids to promote retention and maintenance of skills;
promote students’ ability to monitor and improve the quality of their work and adjust
their performance as necessary Adjust task analysis and checklists as needed.
8. Coach students with learning new skills and tasks; adjust task analyses as necessary.
9. Collaborate and communicate closely with the Vocational Coordinator and on-site work
supervisors; collect and submit accurate and timely data to the Vocational Coordinator
10. Adhere to internship sites’ policies, protocols, procedures, and all other professional
expectations.
11. Assist teachers with clerical tasks, such as recording and entering student data into
Excel, Xeroxing, and maintaining student records.
12. Under the teacher’s direction, secure classroom provisions, and make appropriate
learning materials.
13. Supervise students during other school-related activities as requested.
14. May include toileting and personal care duties as outlined in Appendix D.
15. All other reasonably related duties as assigned.
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QUALIFICATIONS:
1. Minimum of two years of college or equivalent two years experience working with
children.
2. Working knowledge pertaining to the use of computers and application of classroom
technology
3. Application skills pertaining to common clerical duties, computer software programs,
especially spreadsheets and word processing.
SALARY:
In Accordance with the ASC/Andover Assistants’ Organization Collective Bargaining
Agreement.
Revised:
6/28/13
1/8/18
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APPENDIX B4
JOB DESCRIPTION
ANDOVER PUBLIC SCHOOLS
Job Coach- TOPS Program
Definition: Under the direction of the Special Education Program Head, and in collaboration
with faculty from North Andover, perform any combination of of instructional or self-help tasks
designed to enhance learning, behavior, social-emotional development, career exploration
activities, work readiness skills, activities of daily living (ADLs) and access to the general
curriculum by and for students with identified disabilities.
RESPONSIBLIBITIES:
1. Assist Vocational Coordinator with implementing each student’s individualized
vocational program as well as following directions and learning new task assignments.
2. Under the teacher’s direction, implement individual or small group lessons using teacher
prepared materials.
3. Coach students in learning new skills/tasks and how to monitor the quality of their work,
its completion and adjust as necessary to meet expectations.
4. Enforce school rules and regulations and handle disciplinary problems fairly and firmly
reporting serious infractions to classroom teacher or administrator when teacher is not
present. This includes immediately intervening to redirect problem student behavior or
to help enforce students’ behavioral plans.
5. Administer and assist with Vocational or Transition assessments.
6. Accompany students to community work sites and provide on-site job coaching.
7. Break job tasks down into manageable learning steps that promote student mastery and
assist with the creation of visual aids to promote retention and maintenance of skills.
8. Adjust task analyses as necessary.
9. Collaborate and communicate closely with the Special Education Program Head, the
Vocational Coordinator and on-site work supervisors.
10. Assist teachers with clerical tasks, such as recording and entering student data into
Excel, Xeroxing, and maintaining student records.
11. Under the teacher’s direction, secure classroom provisions, and make appropriate
learning materials.
12. All other reasonably related duties as assigned.
QUALIFICATIONS:
1. Minimum of two years of college or equivalent two years experience working with
children.
2. Working knowledge pertaining to the use of computers and application of classroom
technology
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3. Application skills pertaining to common clerical duties, computer software programs,
especially spreadsheets and word processing.
SALARY:
In Accordance with the ASC/Andover Assistants’ Organization Collective Bargaining
Agreement.
Revised:
6/28/13
1/8/18
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APPENDIX B5
Job Description
ANDOVER PUBLIC SCHOOLS
Health Assistant
QUALIFICATIONS:
1.Minimum of two years of college or completion of a Health Assistant course conducted by a
college.
2. Evidence of completion of American Red Cross Standard First Aid, including CPR and
Heimlich maneuver with recertification at recommended intervals.
RESPONSIBILITIES:
1.Provide appropriate First Aid/CPR in cases of injury or illness.
2. Document care provided to students and staff.
3.Maintain accurate health records.
4.Maintain confidentiality regarding communication with parents, students and staff.
5.Demonstrate effective and appropriate interpersonal relationships with students and adults.
6.Accept and utilize nursing supervision, within the scope of his/her duties.
7.Organize and carry out vision and hearing screenings.
8.Demonstrate competence in technology with health related software.
9.Maintain student and staff updated Emergency Information.
10.Attend monthly Health and Services Staff Meetings and other related staff development
programs as directed by the Program Head for additional compensation based on the Health
Assistant’s hourly rate.
SALARY:
In accordance with the ASC/Andover Assistants’ Organization Collective Bargaining
Agreement.

Initial: August 26, 2005
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APPENDIX D
Addendum to the Instructional Assistant Job Description
Re: Students who require regular assistance with their personal care and/or toileting.
The Andover Public School is committed to providing inclusive programs, in our schoolhouses
for special needs students who present with a wide range of individual needs. In some
circumstances, staff will be expected to assist the students with their personal care, including
toileting.
These students may include:
1) Students with developmental delays who are enrolled in the Integrated Preschool
Program;
2) Elementary students with PDD, Autism or other cognitive/neurological deficits who
participate in one of the intensive programs at West Elementary or High Plain;
3) Other identified individual students who are fully included by require the support of a full
time assistant.
These students may require assistance with:
1) Diaper changing;
2) Toilet training;
3) Assistance in the bathroom with dressing;
4) Assistance in the bathroom with personal care such as washing and wiping.
In circumstances where an assistant will be expected to provide such care, it is understood that
the Andover Public Schools will:
1) Inform potential or transferred employees of this expectation at the time of hire or
transfer;
2) Provide staff with training in appropriate procedures and guidelines;
3) Provide staff with appropriate materials and supplies such as gloves, wipes, plastic bags
for wet or soiled clothing, containers for disposals, etc.
4) Develop alternate plans to address the student’s personal care needs should the assistant
be absent.
While each program or classroom will develop a specific plan for addressing the personal care
needs of their students, a general guideline for toileting is available.
This addendum is not applicable for students who may have from time to time an “accident” and
need assistance from the school’s nurse.
Assistants working in this capacity will receive an additional $1.00 per hour for those hours in
which they work with students in the above population. Such authorization shall be made by the
Pupil Personnel Administrator or the Program Head for Health Services
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Appendix E
Assistants who experience threatening or abusive conduct will immediately report the same to
the Building Principal who will investigate the report and take appropriate action. The
instructional assistant may copy the Human Resources Director and the Superintendent if he/she
believes such an action is warranted. Said report to the Building Principal shall be in writing,
and contain the following information.
1. Name of the Instructional Assistant filing the report
2. Location of the incident
3. Name of Student (s) and/ adult (s)involved in the incident
4. A detailed description of the incident, including the approximate time of day, the nature
of the conflict, a description of the abusive conduct and any witnesses to the behavior.
5. Said report shall be made within 48 hours following the incident, unless an emergency or
vacation period prevents timely filing.
6. Date the report is being submitted.
At the conclusion of the investigation, the principal will within five working days generate a
written report to the Superintendent with the original complaint attached. The report will
include what steps will be taken to assure that the abusive behavior will cease.
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