OSSINING SUPPORT STAFF 
FREQUENTLY ASKED QUESTIONS AND ANSWERS

Please refer to the Ossining Support Staff Contract [Agreement Between the Board of Education of The Ossining Union Free School District and the Ossining Support Staff of Ossining, NY] for additional information pertaining to items not listed below.

CERTIFICATION

Q-1
How do I apply for Teaching Assistant certification?
A-1
You must (A) register and pass the Assessment of Teaching Assistant Skills (ATAS) skills test (register: www.nystce.nesinc.com/NY16_testdates.asp)  (B) Complete the two required Workshops referenced in Teaching Assistant Certification Information of the Human Resources website, (C) complete the application for Level I certification on-line on the NYSED TEACH website (www.highed.nysed.gov/tcert). You must also submit your High School Diploma to NYSED.

Q-2
Can I renew my Level I Teaching Assistant certification prior to the expiration date?

A-2
Yes, only Level I certification holders can renew their certification, by applying on-line (NYSED/TEACH website) and notifying the Human Resources Department to submit the “Superintendents Statement” to NYSED for the purpose of renewal.

Q-3
Is advancement to Level II certification automatic?  
A-3
NO.  You must apply on-line (NYSED/TEACH website) for Level II certification before your Level I certification expires.  Other requirements include: Completion of 9 semester hours of collegiate study acceptable toward an Associate or a Baccalaureate degree (official transcripts must be submitted), and verification from HR to NYSED regarding the completion of one-year of employment under a Level I certification.

Q-4
How do I apply for Level III certification?
A-4
You must apply on-line (NYSED/TEACH website) for Level III certification before your Level II certification expires.  Other requirements include:  Completion of 18 semester hours of collegiate study acceptable toward an Associate or a Baccalaureate degree (official transcripts must be submitted), and verification from HR to NYSED regarding the completion of one-year of employment as a Level I Teaching Assistant.

Q-5
Can I apply for Level III certification after completing one year as Level I certificate holder?

A-5
YES.  You can skip Level II and apply for Level III if you met all the requirements.

Q-6
Is Level III the final step in the certification process?
A-6
Once you have achieved Level III certification, it will be continuously valid provided that you complete 75 hours of professional development within a 5-year period and every 5 years thereafter.  Your Human Resources Department will assist you with further information upon obtaining your Level III certification.  Your hours must be entered in MLP.

Q-7
What is Pre-Professional Certification?
A-7
This certification is valid for 5 years to Teaching Assistants who are in a Teacher Certification program, but have not yet completed the program.  Candidates for the Pre-professional certification must have met all the requirements for Level I, II and Level III certification, have a high school diploma, successfully completed 18 semester hours of collegiate study and are matriculating in a teacher certification program.

Q-8
Does a person who has Teacher Certification, need to apply for Teaching Assistant certification in order to hold a teaching assistant position?

A-8
No. Valid teacher certificates are accepted in lieu of teaching assistant certification.

ABSENCES & LEAVES

Q-9
How many Sick Leave (days) am I entitled to?

A-9
All OSS employees shall be entitled to eleven (11) paid sick days per year.  In the first year of employment, these shall be earned and credited at the rate of 1.1 days per month of employment.

Q-10
How many Personal days am I entitled to?

A-10
Employees shall be entitled to one (1) day of personal leave (with pay) during their first year and (2) personal days starting in second year for the purpose of attending to urgent personal business which cannot be conducted on a day other than a working day.  All personal days requests must be submitted on MLP five days in advance for approval, and cannot be taken within one day before or one day after a recess period, except  with prior approval of the Superintendent, or designee, with specific reasons given.

Q-11
Eligibility of FMLA Leave?

A-11
FMLA is a federal law which entitles an eligible employee up to 12 weeks of unpaid leave.  Eligibility to take an FMLA leave includes having worked for the OUFSD for at least one year, for at least 1,250 hours over the previous 12 months.  See http://www.dol.gov/whd/fmla for more information.  Also refer to OUFSD website on FMLA.
Q-12
Eligibility of Child Care Leave?

A-12
Child Care Leave without pay shall be granted for a period up to one year, subject to Board of Education approval upon request, not to exceed maximum of two years.  Employees are eligible to return to duty from such leave only at the beginning of  a school semester.
Q-13
Can I 
take a Leave of Absence to Student Teach while I am employed as an OSS employee?

A-13
Yes.  The process is as follows:
· Submit a letter to Deputy Superintendent requesting a Leave of Absence (unpaid) specifying dates of the leave, which must be approved by the Board of Education. 
· Complete and submit the OUFSD Professional Field Experience Application to the Assistant Superintendent if you want placement within the Ossining School District (the application can be found on the Human Resources website.  NOTE:  You cannot student teach in the classroom for which you currently have teaching assistant responsibilities.
· Upon completion of your leave, the district will re-enter you in the same or similar position. 
COMPENSATION FOR ADVANCED STUDY

Q-14
How do I apply for Pay for Advanced Study?
A-14
Please contact the Human Resources Department to inform them of educational credits that you have received for undergraduate work (30 – 60 credits) or completion of an Associate’s Degree, Bachelor’s Degree, or Master’s Degree and  submit an “official” transcript to the Human Resources department to verify this information by June 1st.  You will then receive an annual stipend in June of each year in the dollar amount indicated in your OSS Contract, Page 14. 

BENEFITS

Q15
 Am I eligible for medical benefits?
A-15
  Yes, after you have completed 1 full year of service, working at least 30 hours a week.
 

Q-16
  Am I eligible  for family health insurance coverage?
A-16
  Yes and no.  You are eligible for individual only coverage through the district.  However, if you want to pay for it you can add spouse and/or children at cost. You must submit enrollment forms online found on the Human Resources website.
 

Q-17
  Are there any other fringe benefits I am entitled to as a Teaching Assistant?

A-17
  You are eligible for Dental Insurance (after 3 months of service) and Group Life Insurance (for employees who work an excess of 20 hours per week).  Enrollment is not automatic.  You must submit an enrollment form to the Human Resources Benefits Department in order to participate in an insurance program.  
Contact the Benefits Coordinator regarding FSA (Flexible Spending Account).
RETIREMENT

Q-18  
Am I required to join the NYS Retirement Systems?

A-18
Only Teaching Assistant employees working in a 6-7 hour/day position are required to join the Teachers Retirement System (TRS).  All other OSS position employees (6-7 hour/day position) are required to join the Employees Retirement System (ERS).  If you work less than 6 hours/day your enrollment is optional.  Forms can be obtained online on the Human Resources website.
Q-19
When & How do I notify the District of my upcoming retirement?
A-19
A letter must be receive by February 1st of the year in which you will be retiring, notifying your school administrator, the Deputy Superintendent, and the Human Resources Department of your date of retirement.  For additional information, please refer to Page 10 of your OSS Contract.
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