
Personnel

GAA

Goals and Objectives  (See BDA, CM, CMA and JA)

The goal of the personnel policies set forth in this policy section is to create the best possible educational climate for the children of the school district.  To this end, these personnel policies are designed to prevent misunderstanding by the district’s personnel of their duties, responsibilities, and privileges.  

All employees shall follow all applicable board policies, rules, regulations, and supervisory directives.

All personnel handbooks shall be approved by the board and adopted, by reference, as a part of these policies and rules.

Approved:  May 10, 1999; 5/11/15
GAAA

Equal Opportunity Employment and Nondiscrimination

The board shall hire all employees on the basis of the ability and the district’s needs.

The district is an equal opportunity employer and shall not discriminate in its employment practices and policies with respect to hiring, compensation, terms, conditions, or privileges of employment because of an individual’s race, color, religion, sex, age, disability, or national origin.

Inquiries regarding compliance may be directed to Compliance Coordinator, GS Principal, 218 S. 5th, Sterling, KS  67579, (620) 278-3112 or to:

Equal Employment Opportunity Commission

400 State Avenue, 9th Floor

Kansas City, KS  66101

(913) 551-5655

or

Kansas Human Rights Commission

900 SW Jackson, Suite 568-S
Topeka, KS  66612-1258
(785) 296-3206

or

United States Department of Education Office

Office for Civil Rights


One Petticoat Lane

1010 Walnut Street, Suite 320

Kansas City, MO  64106
Approved:   10/12/98; 7/14/03; August 14, 2006; 2/8/16
GAAA-R
Equal Opportunity Employment and Nondiscrimination 
The district shall maintain a working environment free from discriminatory insult, intimidation, or harassment due to race, color, religion, sex, age, national origin, or handicapped status.

Any incident or discriminatory insult, intimidation, or harassment in any form should promptly be reported to the immediate supervisor or other level of management for investigation and corrective action.

Any employee who engages in discriminatory insults, intimidation, or harassment shall be reprimanded and counseled to refrain from such conduct.  Any employee who continues to engage in such conduct shall receive progressively severe discipline.

Approved:   August 10, 1987

GAAB

Complaints of Discrimination ( See JDDC, JGECA and KN)
The district is committed to maintaining a working and learning environment free from discrimination, insult, intimidation or harassment due to race, color, religion, sex, age, national origin or disability.  Any incident of discrimination in any form shall promptly be reported to an employee’s immediate supervisor, the building principal or the district compliance coordinator for investigation and corrective action by the building or district compliance officer.  Any employee who engages in discriminatory conduct shall be subject to disciplinary action, up to and including termination.
Discrimination against any individual on the basis of race, color, national origin, sex, disability, age, or religion in the admission or access to, or treatment or employment in the district’s programs and activities is prohibited.  The Grade School Principal, 218 South 5th Street, Sterling, Kansas 67579, 620-278-3112, has been designated to coordinate compliance with nondiscrimination requirements contained in Title VI and Title VII of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972, Section 504 of the Rehabilitation Act of 1973, and The Americans with Disabilities Act of 1990.
Complaints of discrimination should be addressed to an employee’s supervisor or to the building principal or the compliance coordinator.  Complaints against the superintendent should be addressed to the board of education.
Complaints of discrimination will be resolved using the district’s discrimination complaint procedures in policy KN.

The district prohibits retaliation or discrimination against any person for opposing discrimination, including harassment; for participating in the complaint process; or making a complaint, testifying, assisting, or participating in any investigation, proceeding, or hearing.

Approved:  10/12/98; 7/14/03; August 10, 2009; 8/10/15
GAAC

Sexual Harassment  (See GAF and JGEC)
The board of education is committed to providing a positive and productive working and learning environment, free from discrimination on the basis of sex, including sexual harassment.  Sexual harassment will not be tolerated in the school district.  Sexual harassment of employees or students of the district by board members, administrators, certificated and support personnel, students, vendors, and any others having business or other contact with the school district is strictly prohibited.

Sexual harassment is unlawful discrimination on the basis of sex under Title IX of the Education Amendments of 1972, Title VII of the Civil Rights Act of 1964, and the Kansas Acts Against Discrimination.  All forms of sexual harassment are prohibited at school, on school property, and at all school-sponsored activities, programs or events.  Sexual harassment against individuals associated with the school is prohibited, whether or not the harassment occurs on school grounds.

It shall be a violation of this policy for any student, employee, or third party (visitor, vendor, etc.) to sexually harass any student, employee, or other individual associated with the school.  It shall further be a violation for any employee to discourage a student or another employee from filing a complaint, or to fail to investigate or refer for investigation, any complaint lodged under the provisions of this policy.  Violation of this policy by any employee shall result in disciplinary action, up to and including termination.

Sexual harassment shall include, but not be limited to, unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature
when:  (1) submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s employment; (2) submission to or rejection of such conduct by an individual is used as the basis for employment decisions affecting such individual; or (3) such conduct has the purpose or effect of unreasonably interfering with an individual’s work performance or creating an intimidating, hostile or offensive working environment.

Sexual harassment may result from verbal or physical conduct or written or graphic material.  Sexual harassment may include, but is not limited to:  verbal harassment or abuse; pressure for sexual activity; repeated remarks to a person, with sexual or demeaning implication; unwelcome touching; or suggesting or demanding sexual involvement accompanied by implied or explicit threats concerning an employee’s job status.

The district encourages all victims of sexual harassment and persons with knowledge of such harassment to report the harassment immediately.  Complaints of sexual harassment will be promptly investigated and resolved.

Employees who believe they have been subjected to sexual harassment should discuss the problem with their immediate supervisor.  If an employee’s immediate 
GAAC
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supervisor is the alleged harasser, the employee should discuss the problem with the building principal or the district compliance coordinator.  Employees who do not believe the matter is appropriately resolved through this meeting may file a formal complaint under the district’s discrimination complaint procedure in policy KN.

Complaints received will be investigated to determine whether, under the totality of the circumstances, the alleged behavior constitutes sexual harassment under the definition outlined above.  Unacceptable conduct may or may not constitute sexual harassment, depending on the nature of the conduct and its severity, pervasiveness and persistence.  Behaviors which are unacceptable but do not constitute harassment may also result in employee discipline.  
If discrimination or harassment has occurred, the district will take prompt, remedial action to prevent its reoccurrence.  

Any employee who witnesses an act of sexual harassment or receives a complaint of harassment from another employee or a student shall report the complaint to the building principal.  Employees who fail to report complaints or incidents of sexual harassment to appropriate school officials may face disciplinary action.  School administrators who fail to investigate and take appropriate corrective action in response to complaints of sexual harassment may also face disciplinary action.

Initiation of a complaint of sexual harassment in good faith will not adversely affect the job security or status of an employee, nor will it affect his or her compensation.  Any act of retaliation or discrimination against any person who has filed a complaint or testified, assisted, or participated in any investigation, proceeding, or hearing involving a sexual harassment complaint is prohibited.  Any person who retaliates is subject to immediate disciplinary action, up to and including termination of employment.

To the extent possible, confidentiality will be maintained throughout the investigation of a complaint.  The desire for confidentiality must be balanced with the district’s obligation to conduct a thorough investigation, to take appropriate corrective action or to provide due process to the accused.

False or malicious complaints of sexual harassment may result in corrective or disciplinary action against the complainant.

A summary of this policy shall be posted in each district facility, shall be published in employee handbooks and on the district’s website as directed by the district compliance coordinator.  Notification of the policy shall be included in the school newsletter or published in the local newspaper annually.

Approved:  10/12/98; August 11, 2003; 8/10/2015; 2/11/19
GAACA
Racial and Disability Harassment: Employees (See GAF, JGECA and KN)

The board of education is committed to providing a positive and productive working and learning environment, free from discrimination, including harassment, on the basis of race, color, national origin, or disability.  Racial and disability harassment will not be tolerated in the school district.  Racial or disability harassment of employees or students of the district by board members, administrators, certified and support personnel, students, vendors, and any others having business or other contact with the school district is strictly prohibited.

Racial harassment is unlawful discrimination on the basis of race, color or national origin under Titles VI and VII of the Civil Rights Act of 1964, and the Kansas Acts Against Discrimination.  Disability harassment is unlawful discrimination on the basis of disability under Section 504 of the Rehabilitation Act of 1973 and the Americans with Disabilities Act.  All forms of racial and disability harassment are prohibited at school, on school property, and at all school-sponsored activities, programs or events.  Racial or disability harassment against individuals associated with the school is prohibited, whether or not the harassment occurs on school grounds.

It shall be a violation of this policy for any student, employee, or third party (visitor, vendor, etc.) to racially harass or harass on the basis of disability any student, employee, or other individual associated with the school.  It shall further be a violation for any employee to discourage a student or another employee from filing a complaint, or to fail to investigate or refer for investigation, any complaint lodged under the provisions of this policy.  

Violations of this policy by any employee shall result in disciplinary action, up to and including termination.

Harassment prohibited by this policy includes racially or disability-motivated conduct which:

Affords an employee different treatment, solely on the basis of race,


color, national origin, or disability, in a manner which interferes 


with or limits the ability of the employee to participate in or benefit 


from the services, activities or programs of the school;


Is sufficiently severe, pervasive or persistent so as to have the 


purpose or effect of creating a hostile working environment;


Is sufficiently severe, pervasive or persistent so as to have the 


purpose or effect of interfering with an individual’s work perfor-


mance or employment opportunities.

Racial or disability harassment may result from verbal or physical conduct or written or graphic material.

GAACA
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The district encourages all victims of racial or disability harassment and persons with knowledge of such harassment to report the harassment immediately.  Complaints of racial or disability harassment will be promptly investigated and resolved.  
Employees who believe they have been subjected to racial or disability harassment should discuss the problem with their immediate supervisor.  If an employee’s immediate supervisor is the alleged harasser, the employee should discuss the problem with the building principal or the district compliance coordinator.  Employees who do not believe the matter is appropriately resolved through this meeting may file a formal complaint under the district’s discrimination complaint procedure in policy KN.  

Complaints received will be investigated to determine whether, under the totality of the circumstances, the alleged behavior constitutes racial or disability harassment under the definition outlined above.  Unacceptable conduct may or may not constitute racial or disability harassment, depending on the nature of the conduct and its severity, pervasiveness and persistence.  Behaviors which are unacceptable but do not constitute harassment may also result in employee discipline.
If discrimination or harassment has occurred, the district will take prompt, remedial action to prevent its reoccurrence.  

Any employee who witnesses an act of racial or disability harassment or receives a complaint of harassment from another employee or a student shall report the complaint to the building principal.  Employees who fail to report complaints or incidents of racial or disability harassment to appropriate school officials may face disciplinary action.  School administrators who fail to investigate and take appropriate corrective action in response to complaints of racial or disability harassment may also face disciplinary action, up to and including termination.

Initiation of a complaint of racial or disability harassment in good faith will not adversely affect the job security or status of an employee, nor will it affect his or her compensation.  Any act of retaliation or discrimination against any person who has filed a complaint or testified, assisted, or participated in any investigation, proceeding, or hearing involving a racial or disability harassment complaint is prohibited.  Any person who retaliates is subject to immediate disciplinary action, up to and including termination from employment.

To the extent possible, confidentiality will be maintained throughout the investigation of a complaint.  The desire for confidentiality must be balanced with the district’s obligation to conduct a thorough investigation, to take appropriate corrective action or to provide due process to the accused.
False or malicious complaints of racial or disability harassment may result in corrective or disciplinary action against the complainant.

GAACA
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A summary of this policy shall be posted in each district facility and shall be published in employee handbooks and on the district’s website as directed by the district compliance coordinator.  Notification of the policy shall be included in the school newsletter or published in the local newspaper annually.

Approved:  10/12/98; August 11, 2003; 8/10/15; 2/11/19
GAAD

Child Abuse  (See JCAC and JGEC)

Any district employee who has reason to know or suspect a child has been injured as a result of physical, mental or emotional abuse or neglect or sexual abuse, shall promptly report the matter to the local Department for Children and Families (DCF) office or to the local law enforcement agency if the DCF office is not open.  Employees may file a report of suspected abuse anonymously to either the Department for Children and Families (DCF) by phoning 1-800-922-5330 or to local law enforcement officials.  The Code for Care of Children also provides civil immunity from prosecution of the report is made in good faith.
The employee making the report will not contact the child’s family or any other persons to determine the cause of the suspected abuse or neglect.  

DCF Access to Students of School Premises – The building principal shall allow a student to be interviewed by DCF or law enforcement representatives on school premises and shall act as appropriate to protect the student’s interests during the interview.

Cooperation Between School and Agencies – Principals shall work with DCF and law enforcement agencies to develop a plan of cooperation for investigating reports of suspected child abuse or neglect.  To the extent that safety is not compromised, law enforcement officers investigating complaints of suspected child abuse or neglect on school property shall not be in uniform.
Reporting Procedure – The employee shall promptly report to the local DCF office or law enforcement if DCF is closed.  It is recommended the building administrator also be notified after the report is made.

If the building principal has been notified, the principal shall immediately notify the superintendent that the initial report to DCF has been made.  If appropriate, the principal may confer with the school’s social worker, guidance counselor or psychologist.  At no time shall the principal or any other staff member prevent or interfere with the making of a suspected child abuse report.

If available, the following information shall be given by the person making the initial report:  name, address and age of the student; name and address of the parents or guardians; nature and extent of injuries or description of neglect or abuse; and any other information that might help establish the cause of the child’s condition.
Any personal interview or physical inspection of the child by any school employee shall be conducted in an appropriate manner with an adult witness present.

State law provides that anyone making a report in accordance with state law and without malice shall be immune from any civil liability that might otherwise be incurred or imposed.

Approved:  7/9/07; August 8, 2011
GAAE

Bullying by Staff  (See EBC, GAAB, JDD, JDDC and KGC)

The board of education prohibits bullying in any form by any student, staff member, or parent towards a student or a staff member on or while using school property, in a school vehicle or at a school-sponsored activity or event.  For the purposes of this policy, the term “bullying” shall have the meaning ascribed to it in Kansas law.  
The administration shall propose, and the board shall review and approve a plan to address bullying as prohibited herein.  The plan shall include provisions for the training and education of staff members.  
Staff members who bully others in violation of this policy may be subject to disciplinary action, up to and including suspension and/or termination.  If appropriate, staff members who violate the bullying prohibition shall be reported to local law enforcement.

Approved:  August 11, 2008; 2/8/16
– Sample Form –

Retype to suit local needs, remove from policy book and file with the clerk and principals.  Form could also be included in staff handbooks.

Report to Local Law Enforcement

USD ___
Pursuant to Kansas law, the administrator or other school employee whose signature appears below is reporting the following crimes:

Briefly describe each incident and the person/s involved in a misdemeanor or felony behavior at school, on school property, or at a school activity.

	Date
	School/Location
	Person/s Involved
	Brief Description of bullying incident/s.



	1.


	
	
	

	2.


	
	
	


School Districts are required by Federal Law and K.S.A.  72-6311 to protect the privacy rights of students under the age of 18.

Signed:____________________________________________________________

          Administrator or other school employee

c/o Superintendent, USD ___; c/employee’s file
Approved:  8/13/18

GAAF  Emergency Safety Interventions (See GAO, JRB, JQ, and KN)
The board of education is committed to limiting the use of Emergency Safety Intervention (“ESI”), such as seclusion and restraint, with all students.  Seclusion and restraint shall be used only when a student's conduct necessitates the use of an emergency safety intervention as defined below.  The board of education encourages all employees to utilize other behavioral management tools, including prevention techniques, de-escalation techniques, and positive behavioral intervention strategies.  

This policy shall be made available on the district website with links to the policy available on any individual school pages.  In addition, this policy shall be included in at least one of the following: each school’s code of conduct, school safety plan, or student handbook.  Notice of the online availability of this policy shall be provided to parents during enrollment each year.  

Definitions

“Campus police officer” means a school security officer designated by the board of education of any school district pursuant to K.S.A. 72-6146, and amendments thereto.

“Chemical Restraint” means the use of medication to control a student’s violent physical behavior or restrict a student’s freedom of movement.

“Emergency Safety Intervention” is the use of seclusion or physical restraint, but does not include physical escort or the use of time-out.

“Incident” means each occurrence of the use of an emergency safety intervention. 

“Law enforcement officer” and “police officer” mean a full-time or part-time salaried officer or employee of the state, a county, or a city, whose duties include the prevention or detection of crime and the enforcement of criminal or traffic law of this state or any Kansas municipality. This term includes a campus police officer.

“Legitimate law enforcement purpose” means a goal within the lawful authority of an officer that is to be achieved through methods or conduct condoned by the officer’s appointing authority.

“Mechanical Restraint” means any device or object used to limit a student’s movement.

“Parent” means: (1) a natural parent; (2) an adoptive parent; (3) a person acting as a parent as defined in K.S.A. 72-3122(d)(2), and amendments thereto; (4) a legal guardian; (5) an education advocate for a student with an exceptionality; (6) a foster parent, unless the student is a child with an exceptionality; or (7) a student who has reached the age of majority or is an emancipated minor.

“Physical Escort” means the temporary touching or holding the hand, wrist, arm, shoulder, or back of a student who is acting out for the purpose of inducing the student to walk to a safe location.

“Physical Restraint” means bodily force used to substantially limit a student’s movement, except that consensual, solicited, or unintentional contact and contact to provide comfort, assistance, or instruction shall not be deemed to be physical restraint.

“School resource officer” means a law enforcement officer or police officer employed by a local law enforcement agency who is assigned to a district through an agreement between the local law enforcement agency and the district.

“School security officer” means a person who is employed by a board of education of any school district for the purpose of aiding and supplementing state and local law enforcement agencies in which the school district is located, but is not a law enforcement officer or police officer.

“Seclusion” means placement of a student in a location where all of the following conditions are met: (1) the student is placed in an enclosed area by school personnel; (2) the student is purposefully isolated from adults and peers; and (3) the student is prevented from leaving, or reasonably believes that he or she will be prevented from leaving the enclosed area.  

“Time-out” means a behavioral intervention in which a student is temporarily removed from a learning activity without being secluded.

Prohibited Types of Restraint

All staff members are prohibited from engaging in the following actions with all students:

Using face-down (prone) physical restraint;

Using face-up (supine) physical restraint;

Using physical restraint that obstructs the student’s airway;

Using physical restraint that impacts a student’s primary mode of communication;

Using chemical restraint, except as prescribed treatments for a student’s medical or psychiatric condition by a person appropriately licensed to issue such treatments; and

Use of mechanical restraint, except:

Protective or stabilizing devices required by law or used in accordance with an order from a person appropriately licensed to issue the order for the device;

Any device used by a certified law enforcement officer to carry out law enforcement duties; 
or

Seatbelts and other safety equipment when used to secure students during transportation.

Use of Emergency Safety Interventions

ESI shall be used only when a student presents a reasonable and immediate danger of physical harm to such student or others with the present ability to effect such physical harm.  Less restrictive alternatives to ESI, such as positive behavior interventions support, shall be deemed inappropriate or ineffective under the circumstances by the school employee witnessing the student’s behavior prior to the use of any ESI.  The use of ESI shall cease as soon as the immediate danger of physical harm ceases to exist.  Violent action that is destructive of property may necessitate the use of an ESI.  Use of an ESI for purposes of discipline, punishment, or for the convenience of a school employee shall not meet the standard of immediate danger of physical harm.

ESI Restrictions

A student shall not be subjected to ESI if the student is known to have a medical condition that could put the student in mental or physical danger as a result of ESI.  The existence of such medical condition must be indicated in a written statement from the student’s licensed health care provider, a copy of which has been provided to the school and placed in the student’s file. 

Such written statement shall include an explanation of the student’s diagnosis, a list of any reasons why ESI would put the student in mental or 

physical danger, and any suggested alternatives to ESI. Notwithstanding the provisions of this subsection, a student may be subjected to ESI, if not subjecting the student to ESI would result in significant physical harm to the student or others.

Use of Seclusion

When a student is placed in seclusion, a school employee shall be able to see and hear the student at all times.

All seclusion rooms equipped with a locking door shall be designed to ensure that the lock automatically disengages when the school employee viewing the student walks away from the seclusion room, or in case of emergency, such as fire or severe weather.

A seclusion room shall be a safe place with proportional and similar characteristics as other rooms where students frequent.  Such room shall be free of any condition that could be a danger to the student, well-ventilated, and sufficiently lighted.

Training

All staff members shall be trained regarding the use of positive behavioral intervention strategies, de-escalation techniques, and prevention techniques.  Such training shall be consistent with nationally recognized training programs on ESI.  The intensity of the training provided will depend upon the employee’s position.  Administrators, licensed staff members, and other staff deemed most likely to need to restrain a student will be provided more intense training than staff who do not work directly with students in the classroom.  District and building administration shall make the determination of the intensity of training required by each position.

Each school building shall maintain written or electronic documentation regarding the training that was provided and a list of participants, which shall be made available for inspection by the state board of education upon request.

Notification and Documentation

The principal or designee shall notify the parent the same day as an incident.  The same-day notification requirement of this subsection shall be deemed satisfied if the school attempts at least two methods of contacting the parent. A parent may designate a preferred method of contact to receive the same-day notification. Also, a parent may agree, in writing, to receive only one same-day notification from the school for multiple incidents occurring on the same day.  

Documentation of the ESI used shall be completed and provided to the student’s parents no later than the school day following the day of the incident.  Such written documentation shall include: (A) The events leading up to the incident; (B) student behaviors that necessitated the ESI; (C) steps taken to transition the student back into the educational setting; (D) the date and time the incident occurred, the type of ESI used, the duration of the ESI, and the school personnel who used or supervised the ESI; (E) space or an additional form for parents to provide feedback or comments to the school regarding the incident; (F) a statement that invites and strongly encourages parents to schedule a meeting to discuss the incident and how to prevent future incidents; and (G) email and phone information for the parent to contact the school to schedule the ESI meeting. Schools may group incidents together when documenting the items in subparagraphs (A), (B) and (C) if the triggering issue necessitating the ESIs is the same.

The parent shall be provided the following information after the first and each subsequent incident during each school year: (1) a copy of this policy which indicates when ESI can be used; (2) a flyer on the parent’s rights; (3) information on the parent’s right to file a complaint through the local dispute resolution process (which is set forth in this policy) and the complaint process of the state board of education; and (4) information that will assist the parent in navigating the complaint process, including contact information for Families Together and the Disability Rights Center of Kansas.  Upon the first occurrence of an incident of ESI, the foregoing information shall be provided in printed form or, upon the parent’s written request, by email. Upon the occurrence of a second or subsequent incident, the parent shall be provided with a full and direct website address containing such information.

Law Enforcement, School Resource, and Campus Security Officers

Campus police officers and school resource officers shall be exempt from the requirements of this policy when engaged in an activity that has a legitimate law enforcement purpose.  School security officers shall not be exempt from the requirements of this policy.

If a school is aware that a law enforcement officer or school resource officer has used seclusion, physical restraint, or mechanical restraint on a student, the school shall notify the parent the same day using the parent’s preferred method of contact. A school shall not be required to provide written documentation to a parent, as set forth above, regarding law enforcement use of an emergency safety intervention, or report to the state department of education any law enforcement use of an emergency safety intervention. For purposes of this subsection, mechanical restraint includes, but is not limited to, the use of handcuffs.

Documentation of ESI Incidents

Except as specified above with regard to law enforcement or school resource officer use of emergency safety interventions, each building shall maintain documentation any time ESI is used with a student.  Such documentation must include all of the following:

Date and time of the ESI,

Type of ESI,

Length of time the ESI was used, 

School personnel who participated in or supervised the ESI,

Whether the student had an individualized education program at the time of the incident, 

Whether the student had a section 504 plan at the time of the incident,

Whether the student had a behavior intervention plan at the time of the incident.
All such documentation shall be provided to the building principal, who shall be responsible for providing copies of such documentation to the superintendent or the superintendent’s designee on at least a biannual basis.  At least once per school year, each building principal or designee shall review the documentation of ESI incidents with appropriate staff members to consider the appropriateness of the use of ESI in those instances.

Reporting Data

District administration shall report ESI data to the state department of education as required.

Parent Right to Meeting on ESI Use

After each incident, a parent may request a meeting with the school to discuss and debrief the incident. A parent may request such meeting verbally, in writing, or by electronic means. A school shall hold a meeting requested under this subsection within 10 school days of the parent’s request. The focus of any such meeting shall be to discuss proactive ways to prevent the need for emergency safety interventions and to reduce incidents in the future.

For a student with an IEP or a Section 504 plan, such student’s IEP team or Section 504 plan team shall discuss the incident and consider the need to conduct a functional behavioral assessment, develop a behavior intervention plan, or amend the behavior intervention plan if already in existence.

For a student with a section 504 plan, such student’s section 504 plan team shall discuss and consider the need for a special education evaluation.  For students who have an individualized education program and are placed in a private school by a parent, a meeting called under this subsection shall include the parent and the private school, who shall consider whether the parent should request an individualized education program team meeting. If the parent requests an individualized education program team meeting, the private school shall help facilitate such meeting.

For a student without an IEP or Section 504 plan, the school staff and the parent shall discuss the incident and consider the appropriateness of a referral for a special education evaluation, the need for a functional behavioral assessment, or the need for a behavior intervention plan.  Any such meeting shall include the student’s parent, a school administrator for the school the student attends, one of the student’s teachers, a school employee involved in the incident, and any other school employees designated by the school administrator as appropriate for such meeting.

The student who is the subject of such meetings shall be invited to attend the meeting at the discretion of the parent.  The time for calling such a meeting may be extended beyond the 10-day limit if the parent of the student is unable to attend within that time period.  Nothing in this section shall be construed to prohibit the development and implementation of a functional behavior assessment or a behavior intervention plan for any student if such student would benefit from such measures.

Local Dispute Resolution Process

If a parent believes that an emergency safety intervention has been used on the parent’s child in violation of state law or board policy, the parent may file a complaint as specified below.

The board of education encourages parents to attempt to resolve issues relating to the use of ESI informally with the building principal and/or the superintendent before filing a formal complaint with the board.  Once an informal complaint is received, the administrator handling such complaint shall investigate such matter, as deemed appropriate by the administrator.  In the event that the complaint is resolved informally, the administrator must provide a written report of the informal resolution to the superintendent and the parents and retain a copy of the report at the school.  The superintendent will share the informal resolution with the board of education and provide a copy to the state department of education.

If the issues are not resolved informally with the building principal and/or the superintendent, the parents may submit a formal written complaint to the board of education by providing a copy of the complaint to the clerk of the board and the superintendent within thirty (30) days after the parent is informed of the incident.

Upon receipt of a formal written complaint, the board president shall assign an investigator to review the complaint and report findings to the board as a whole.  Such investigator may be a board member, a school administrator selected by the board, or a board attorney.  Such investigator shall be informed of the obligation to maintain confidentiality of student records and shall report the findings of fact and recommended corrective action, if any, to the board in executive session.
Any such investigation must be completed within thirty (30) days of receipt of the formal written complaint by the board clerk and superintendent.  On or before the 30th day after receipt of the written complaint, the board shall adopt written findings of fact and, if necessary, appropriate corrective action.  A copy of the written findings of fact and any corrective action adopted by the board shall only be provided to the parents, the school, and the state department of education and shall be mailed to the parents and the state department within 30 days of the board’s receipt of the formal complaint.  

If desired, a parent may file a complaint under the state board of education administrative review process within thirty (30) days from the date a final decision is issued pursuant to the local dispute resolution process.

Approved:  May 11, 2015; 8/10/15; 8/8/16; 8/13/18; 2/11/19
EMERGENCY SAFETY INTERVENTION DOCUMENTATION

Date: ____________________________

Dear: ____________________________

The purpose of this letter is to inform you that on _______________________, at ________ (a.m./p.m.)







                   (date)


      (time)
the need for the use of an Emergency Safety Intervention was required for ___________________________.

(name of student)

K.S.A. 72-6152 provides that emergency safety intervention (hereafter “ESI”) is defined to include the use of seclusion or physical restraint but not the use of time-out or physical escort.  Whenever an ESI is used, the parent(s)/guardian(s) must be informed of the use the day it happens. This notice requirement is deemed satisfied if the school attempts at least two methods of contact to reach the parent or guardian.  By the day following the ESI use, written notification of the following shall be provided to the parent or guardian.

Type of ESI used:

Seclusion ______
Restraint_______Duration of seclusion/restraint: ________ (minutes)  
Location: _________________________

Name of staff member(s) who participated in or supervised the ESI: _________________________________________________________________________________________________________________________________________________________________________

Did the student have an Individualized Education Program (“IEP”), Section 504 Plan, or a Behavior Intervention Plan at the time of the incident? ___________ If so, specify which: ____________________

______________________________

Description of events leading up to the incident: 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________
_____________________________________________________________________________________

Student behaviors necessitating the ESI:

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Steps taken to transition the student back into the educational setting:

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Parents or guardians of the above-named student are invited and strongly encouraged to schedule a meeting to discuss the ESI and how to prevent future ESI use.  Please contact the following staff member at the email address and/or phone number listed below to schedule such a meeting or if you have any questions regarding this use of ESI.  

(Staff Member Name)

(Staff Member Email Address)

(Staff Member Phone Number)

_______________________________________

_______________________

                       (Signature of person completing report)

                                              (Date)

*Parent(s)/guardian(s) notified of this incident on ________________________ by _________________________.

Please feel free to provide feedback or comments concerning this ESI use below and email or deliver them to the staff member specified above.

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

*Original provided to Building Principal

*Copy provided to (Parents/Guardians, Administrative Office)
GAC

Policies and Rules Development Involvement

In the development of personnel policies, rules and regulations, the board shall, to the fullest extent practicable, involve the employees of the district with respect to their ideas, comments and criticism.

Approved:   January 12, 1987

GACA

Positions
New employment positions shall be authorized by the board.  The superintendent shall prepare for board approval a comprehensive list of all new positions, together with their qualifications, duties, and responsibilities, for board consideration. 

Approved:   January 12, 1987; 2/11/19
GACB

Qualifications and Duties
The district may develop a comprehensive job description for each classification of employees.  Such job description(s) shall be filed in the district office.

Approved:   May 14, 1990

GACC

Recruitment
Recruitment – The board delegates recruiting authority to the superintendent.  In carrying out this responsibility, the superintendent may involve administrators and other employees.

Hiring – The board shall approve the hiring of all employees.  No staff member’s employment is official until the contract or other document is signed by the candidate and approved by the board.

Hiring Sequence 

(  Conditional offer of employment is extended to the candidate subject to revocation or, if provisional employment has already begun, termination of employment based upon unsatisfactory results of any reference and/or background checks performed;
(  Acceptance by the candidate is received;
(  Contract or other appropriate document sent to the candidate and candidate’s acceptance signified by a signed document returned to the superintendent; and
(  Approval of the contract or other documents by the board.

Approved:  8/10/97; 7/10/00; July 9, 2001; 8/11/14
GACCA
Nepotism

The board will not consider for full-time employment anyone who is a relative, by birth or marriage, of the superintendent of schools.  If a person is employed within said relationship to the superintendent of schools or other building administrator, said person must be assigned to the supervision of another building administrator for their assignment.

The superintendent shall make every reasonable effort to determine whether candidates for employment in the district are related to any member of the USD 376 Board of Education.  If a candidate for employment is related to any member of the school board, the superintendent will make this fact known to the board before any recommendation is made to fill the vacancy.  It is recommended that the related board member declare conflict of interest and remove themselves from the meeting when final action is taken toward the employee’s contract.

Approved:   9/8/97; 6/12/06; July 9, 2007
GACD

Employment Eligibility Verification (Form I-9) (See GAK)

All district employees, at the time of employment, shall provide verification of identity and employment status to the superintendent.

The superintendent or designee shall maintain a file on all of the district’s employees hired after November 6, 1986, proving that each employee has verified their identity, employment status, U.S. citizenship, or legal alien status.  For additional information see:

https://www.uscis.gov/i-9
Approved:  August 11, 2008

GACE

Assignment and Transfer

The board reserves the right to assign, reassign or transfer all employees.

Approved:  April 12, 2004

GAD

Employment Development Opportunities
Except as may be specified in the negotiated agreement concerning staff members covered thereby, all plans for self-improvement involving expenditure of district funds or which require time away from the employee’s assigned responsibilities shall be approved in advance by the board.

Approved:  January 12, 1987; January 9, 1989; 8/13/18
GADA

In-Service Education
There shall be a program of in-service education for employees which meets minimum statutory requirement, and which promotes continuous professional development, diversification in academic foundations or subject knowledge, improved job effectiveness and enhanced skills. When appropriate, the superintendent shall consult with the staff affected by the in-service.

Approved:  November 9, 1992

GADA-R
In-Service Education

All appropriate employees shall attend in-service education sessions unless excused by the superintendent.  In-service programs may utilize all or a portion of the workday.

Approved:  November 9, 1992

GAE

Grievances
The board shall provide a procedure whereby each employee shall have the opportunity to have employee complaints and grievances timely and fairly considered.

Approved:  January 9, 1989

GAE-R
Grievances
A.  
Purpose - The purpose of this procedure is to provide for the orderly and expeditious adjustment of grievances of individual employees of the school district at the lowest level.

B.  
Definitions

1.  “Grievance” shall mean any alleged violation of the terms and conditions of an employee’s contract of employment and/or negotiated agreement.

2.  “Grievant” means an employee of the district having a grievance.

3.  Words denoting gender shall include both masculine and feminine, and words denoting number shall include both singular and plural.

C. Procedures - The adjustment of grievance shall be accomplished as rapidly as possible.  To that end, the number of days with which each step is prescribed to be accomplished shall be considered as maximum and every effort shall be made to expedite the process.  Under unusual circumstances, the time limit prescribed in this statement may be extended or reduced by mutual consent of the grievant and the person or persons by whom the grievance is being considered.

GAE-R    Grievances

Level 1

A grievant shall first take up the grievance with the immediate administrative supervisor in private informal conference(s).  Every effort shall be made to adjust the grievance in an informal manner.

If the employee is dissatisfied with the outcome of the initial private conference(s), he/she may request, in writing, a formal conference with the immediate administrative supervisor.  Every effort should be made to develop an understanding of the facts and the issues in order to create a climate that will lead to a solution.  The formal conference shall occur within ten school days of the receipt of the written request and shall be documented.

Level 2

In the event that the aggrieved person is not satisfied with the disposition of the grievance at Level 1, or in the event that no decision is reached within ten school days after the presentation of the grievance, the grievant may appeal the matter in writing to the superintendent of schools.

If the grievant appeals the grievance to the superintendent, the superintendent or designated representative shall confer with the grievant in an effort to arrive at a satisfactory solution within ten days after the appeal has been received by the superintendent.

If the grievant does not appeal the grievance to the superintendent within thirty school days after the formal conference at Level 1, the appeal of the grievance shall automatically be waived.

Level 3
If the grievance is not reconciled to the satisfaction of the grievant or if no decision is made within twenty school days after the date the grievance was filed with the superintendent or designated representative under Level 2, then the grievant may appeal the grievance.  This can be accomplished by submitting a written request to the clerk of the board within ten school days after the superintendent or designated representative has rendered a decision or after the expiration of said twenty days.

The board of education shall, within thirty school days after receipt of the written request, meet and confer with the grievant and render a decision to be submitted to the grievant in writing which will be the final disposition of the grievance.

GAE-R    Grievances

Supplemental Conditions
All individuals involved, and all others who might possibly contribute to the acceptable adjustment of a grievance, are authorized and urged to testify with full assurance that no reprisal will follow by reason of such participation.

Upon the final determination of the grievance, the documents, communications and records, excepting a record of the grievance and the final adjustment thereof, and excepting records required by law to be kept and maintained, shall be destroyed.

At each step of the procedure for adjusting grievances after the initial private conference(s) with the immediate administrative supervisor, the grievant shall be entitled to be accompanied by others who might contribute to the acceptable adjustment of the grievance and/or to be represented by legal counsel.

All grievance hearings shall be confidential.

All discussions and hearings shall be conducted at times other than when school is in session.

It is the responsibility of the grievant to utilize the procedure for adjusting grievances as soon as he/she is aware of a grievance.

Excluded from the grievance procedure shall be matters for which law mandates another method of review.  

Only the employee affected may file a grievance or an appeal from Level One and Level Two.

The filing of a grievance at all levels shall be in writing and shall be reasonably specific as to the nature of the complaint.  The grievance should, to the extent possible, describe the alleged event or act, giving rise to the grievance, including the time, date and place of the event or act and the names and addresses of any witnesses thereto.

Approved:   January 9, 1989

GAEA

Complaints of Discrimination   (KN)

Discrimination against any individual on the basis of race, color, national origin, sex, disability, age, or religion in the admission or access to, or treatment or employment in the district’s programs and activities is prohibited.  The GS Principal, 218 S. 5th, Sterling, Kansas  67579  (620) 278-3112 has been designated to coordinate compliance with nondiscrimination requirements contained in Title VI and VII of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972, Section 504 of the Rehabilitation Act of 1973 and The Americans with Disabilities Act of 1990.

Complaints of discrimination should be addressed to an employee’s supervisor or to the compliance coordinator.  Complaints against the superintendent should be addressed to the board of education.

Complaints of discrimination will be resolved using the district’s discrimination complaint procedure.  (See KN)

Approved:  1/12/98; July 14, 2003

GAF

Staff-Student Relations  (See GAAC, GAACA, JGEC, JGECA, KN)
Staff members shall maintain professional relationships with students which are conducive to an effective educational environment.  Staff members shall not submit students to bullying, harassment, or discrimination prohibited by board policy.  Staff members shall not have any interaction of a romantic and/or sexual nature with any student at any time regardless of the student’s age or consent
Approved:  5/10/99; 8/11/03; July 9, 2007; 8/8/16
GAG

Conflict of Interest
District employees are prohibited from engaging in any activity which may be construed as a conflict of interest and detract from the effective performance of their duties.  No employee will attempt, during the school day or on school property, to sell or endeavor to influence any student or school employee to buy any product, article, instrument, service or other such item that would directly or indirectly benefit said school employee.  No school employee will enter into a contract for remuneration with the district other than a contract for employment unless the contract is awarded on the basis of competitive bidding.

Approved:   January 12, 1987

GAG-R
Conflict of Interest
Any district employee shall report alleged violations of the conflict of interest policy to the superintendent.  The superintendent or designee shall make an initial investigation to determine whether said policy has been violated.  Upon substantial evidence of a violation, the superintendent shall report to the board for a board determination.  In the event a district employee has been found to have violated the conflict of interest policy, the board will order the employee, in writing, to cease and desist from all such activities.  If the employee fails to comply, the board may suspend or terminate the employee, as facts of the investigation dictate, pursuant to the provisions of GBK-R.

Approved:  January 12, 1987

GAH

Staff-Community Relations
All staff members are encouraged to reside within the boundaries of the district.  Staff members are encouraged to participate in community activities and organizations, insofar as these activities do not infringe upon school time.

Approved:   January 12, 1987

GAH-R
Staff-Community Relations
Prior permission must be obtained from the superintendent for participation in any non-school community activity which takes place during school time, during which time the employee will be absent from their job.

Approved:   January 12, 1987

 GAHB

Political Activities
Holding Public Office -  Staff members elected or appointed to a public office which restricts the employee’s ability to complete contractual obligations may be required to take unpaid leave for a period of time determined by the board or may be terminated.
Staff members holding a public office, which in the judgment of the board is less than full-time, shall request unpaid leave from the superintendent at least one week in advance.
An employee who must be absent from school to carry out the duties of a public office must take a leave of absence without pay for the duration of the public office.
Political Activity in the Schools - Staff members shall not use school time, school property, or school equipment for the purpose of furthering the interests of any political party, the campaign of any political candidate, or the advocacy of any political issue.

Approved:   January 12, 1987; 8/10/15
GAI

Solicitations
All persons seeking to sell, solicit or display an item relating directly to expenditures of school district funds to any school employee on school premises must first secure permission from the building principal or superintendent before any appointment is made.  All other solicitations of or by school district employees are prohibited.

Solicitations by Staff Members - Solicitation of students or other school employees by staff members during regular school hours for any reason, excepting school sponsored activities, is prohibited.

Solicitations of Staff Members - Solicitations of staff members by any vendor, student, other school district employee or patron of items relating directly to the expenditure of school district funds during normal school hours is prohibited unless permission is granted by the building principal.

Approved:  May 10, 1999

GAI-R

Solicitations
Solicitations of Staff Members - All vendors must secure permission from the building principal to interview a school employee.   If any vendor violates this procedure, they may be barred from making appointments with school employees.  The principal may also recommend to the superintendent of schools not to purchase products or other such items from said vendor.  If a vendor is barred from soliciting in the school system for violation of board policy, the superintendent of schools shall send appropriate notices to each building principal.  The notice will include the name of the vendor, the company and reasons for and length of the suspension.  The superintendent of schools may bar a vendor from soliciting sales from school district employees for a period of time not to exceed twelve months from the date of the suspension.  Said notice will be sent to the vendor in question and to their immediate employer.

Approved:  May 10, 1999

GAJ

Gifts  (Cf. JL, KH)  

Nothing in these rules and regulations will be construed to prohibit the giving of gifts where there is a family relationship.  If a gift is contemplated, the giving of said gift shall not be in school or during a school activity.

Gifts by Staff Members - Staff members are discouraged from giving gifts to any student or class or students when such gifts arise out of a school situation, class or school-sponsored activity.

Gifts to Staff Members - Staff members are prohibited from receiving gifts from vendors, salesmen or other such representatives where the intent of the gift, either expressed or implied, is to influence the employee or cause the employee to represent the vendor, salesmen or other such representatives in a favorable light to the employee’s immediate supervisor, superintendent or the board.

Approved:   December 8, 1980

GAJ-R
Gifts
Gifts to Staff Members - If, upon investigation by the superintendent, an employee of the school district is found to have accepted a gift from any person as outlined in the policy on gifts, but has not attempted to represent the vendor to the building principal, superintendent of schools or board of education in a favorable light, the superintendent of schools may recommend to the board of education that said employee be given a reprimand, in writing, from the board of education stating in full the reasons for the reprimand and a full disclosure of the evidence accumulated by the staff.  Said reprimand will be filed in the employee’s personnel file.

The superintendent of schools or designated representative will be responsible for the administration of this policy for all principals, central staff members, certified staff members who travel between buildings, substitute teachers, all supervisors and all non-certified employees not assigned to a building.  The building principal will be responsible for the administration of this policy for all employees assigned to their building.  If, upon investigation by the building principal, superintendent of schools or designated representative, any employee is suspected of having violated this policy, said administrator will immediately report the alleged violation along with any evidence to the superintendent or the board. The superintendent or designated representative will report the alleged violation to the board at the next regular board meeting.  If it is found, after a hearing before the board of education, that an employee has violated this policy, the employee may be suspended with pay up to thirty days.  A second violation may result in further suspension or termination of the employee after a hearing before the board.

Approved:  May 10, 1999

GAK

Personnel Records  (See GACD, GBI, CEI, CGI, and GCI) 

Personnel files required by the district shall be confidential and in the custody of the records custodian and/or the superintendent.  Employees have the right to inspect their files upon proper notice under the supervision of an appropriate supervisor.  All records and files maintained by the district should be screened periodically by the custodian of records.

All personnel files and evaluation documents, including those stored by electronic means, shall be adequately secured.
Requests for References

Unless otherwise provided by law, a request by a third party for release of any personnel record shall require the written consent of the employee, and shall be submitted to the records custodian who shall respond to the request as the law allows.
Upon receipt of a written request district officials may provide information regarding past and present employees to prospective employers in compliance with current law.  Information that may be provided will include:
employment date(s);

job description and duties while in the district’s employ;

last salary or wage;

wage history;

whether the employee was voluntarily or involuntarily released from
service and the reasons for the separation;
written employee evaluations which were conducted prior to the 
employee's separation from the employer and to which an employee shall 
be given a copy upon request.

Immunity Provided

Unless otherwise provided by law, an employer who responds in writing to a written request concerning a current or former employee from a prospective employer of that employee shall be absolutely immune from civil liability for disclosure of the information noted earlier in this policy to which an employee may have access.

Prohibition on Aiding and Abetting Sexual Abuse

Pursuant to the federal Every Student Succeeds Act, the board prohibits the board, individual board members, and any individual or entity who is a district employee, contractor, or agent from assisting a district employee, contractor, or agent in obtaining a new job if the board, individual, or entity knows, or has probable cause to believe, that such school employee, contractor, or agent engaged in sexual misconduct regarding a minor or student in violation of the
GAK
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law.  For the purposes of this policy, it shall not be deemed assisting in obtaining a new job if the aforementioned individuals or entities participate in the routine transmission of administrative and personnel files in accordance with law and this policy,

Approved:   11/9/92; September 9, 2002; 1/9/17
GAL

Salary Deductions (FLSA)
Only those salary deductions authorized by the board of education will be permitted.

Approved:  May 10, 1999

GAL-R
Salary Deductions (FLSA)
All requests for salary deductions must be submitted to the superintendent of school during the enrollment periods established by the board.  All salary reductions will be within guidelines and regulations of the IRS as may be applicable.

Eligibility for Blue Cross and Blue Shield - The health and accident insurance program is available on an optional basis to regularly contracted and employed personnel and shall not be made available to substitute or other part-time employees.  Application for this insurance is to be made with the clerk of the board of education.

Enrollment Dates for Annuities - The school district shall be notified of the employee’s authorization to make deductions before the 15th of the month prior to the effective date of change.  An employee shall be limited to six changes in a contract year.  The superintendent of schools or clerk of the board shall be authorized to sign agreements for tax deferred annuities on behalf of the school district.

Tax-sheltered Annuity Companies - The board of education will review requests for acceptance of new tax-sheltered annuity companies and mutual fund providers on an annual basis in July of each year.  To qualify for acceptance a company must have an enrollment of a minimum of eight USD 376 employees.  The request for inclusion of a new company must be submitted by the employees themselves and such request must be in the Unified School District 376 office no later than July 1 of the new fiscal year in order to be placed on the July board of education agenda.

Companies who have had recognition prior to September 1, 1994 will continue to be accepted until such time as they no longer have clients employed by USD 376.  In the event a company no longer qualifies under this provision, they will be dropped and must be reinstated in the manner prescribed for any new company.

The district shall comply with the salary basis requirements of the Fair Labor Standards Act (FLSA).  The board prohibits all managers from making any improper deductions for the salaries of exempt employees.  Employees shall be made aware of this policy.

If an employee believes that an improper deduction has been made to his or her salary, the employee should immediately report this information to his or her direct supervisor, or to the clerk of the board of education.

Reports of improper deductions shall be promptly investigated.  If it is determined that an improper deduction has occurred, the employee shall be promptly reimbursed for any improper deduction made.

Approved:   8/14/00; February 14, 2005
GAM

Expense Reimbursement and Credit Cards

Staff use of a district credit card shall be confined to necessary school business.  The board shall annually prescribe limits and restrictions on the use of credit cards and shall monitor monthly receipts and reimbursement expenses.  Credit card use shall be reported monthly to the board.  Expenses for district travel in personal vehicles or extended travel incurred in the performance of official duties shall be reimbursed in accordance with the provisions of GAN.

Approved:  September 9, 2002

GAM

Travel Expenses  (See BBBF and GBRC)

The board shall provide reimbursement for expenses incurred in travel related to the duties of the district’s employees when approved in advance by the superintendent.  Mode of travel will be based on, but not limited to, the availability of transportation, distance and number of persons traveling together.  A first class airfare will be reimbursed only when coach space is not available.

Requests for reimbursement shall have the following attached: receipts for transportation, parking, hotels or motels, meals and other expenses for which receipts are ordinarily available.  For the authorized use of a personal car, including approved travel between buildings, staff members shall be reimbursed at a mileage rate established by the board.

Approved:  August 11, 2003

GAN

Travel Reimbursement – Federal Programs
The board shall reimburse employees and school board for travel costs incurred in the course of performing services related to official business as a federal grant recipient.  School board members must have prior written approval from the federal awarding agency or pass-through entity to get reimbursement for expenses specifically related to a federal award. 

For purposes of this procedure, travel costs shall mean the expenses for transportation, lodging, subsistence, and related items incurred by employees and/or board members who are in travel status on official business as a federal grant recipient. 

Board members and district employees shall comply with applicable board policies established for reimbursement of travel and other expenses.

The validity of payments for travel costs for all district employees shall be determined by the superintendent or designee.

Travel costs shall be reimbursed on a mileage basis for travel using an employee’s or board member’s personal vehicle and on an actual cost basis for meals, lodging and other allowable expenses, consistent with those normally allowed in like circumstances in the district’s nonfederally funded activities, and in accordance with the district’s travel expenses policy GAN.

Mileage reimbursements shall be at the rate approved by the board for other district travel reimbursements. Actual costs for meals, lodging, and other allowable expenses shall be reimbursed only to the extent they are reasonable and do not exceed the per diem limits established by the {board/the federal General Services Administration for federal employees for locale where incurred.}

All travel costs must be presented with an itemized, verified statement prior to reimbursement.

In addition, if these costs are charged directly to the federal award, documentation must be maintained that justifies that:

Participation of the individual is necessary to the federal award, and

The costs are reasonable and consistent with the district’s established policy.

Approved:   August 10, 1987; 8/14/17
GANA

Expense Reimbursement  and Credit Cards (See CEF and GAN)

Non-administrative staff use of a district credit card, if authorized by the staff member’s immediate supervisor, shall be confined to necessary school business and shall be subject to any guidelines for such use established by the board or district administration.  Unless otherwise specified in guidelines established pursuant to this policy, staff members shall retain any receipt(s) for district credit card expenditure(s) and shall provide them to the staff member’s immediate supervisor as soon as practicable following the expenditure.  
The superintendent may designate administrative and other staff members to whom a district credit card will be issued.  The board shall annually prescribe limits and restrictions on the use of district credit cards and shall monitor monthly receipts and reimbursement expenses.  In no case will credit card expenditures in excess of $______ in one {month/year} be authorized for any non-administrative staff member without the prior approval of the superintendent.
All rewards points or cash back payments earned using district credit cards are district property and shall be either applied to future district credit card purchases or remitted to the district treasurer for accounting and deposit.
Accountings of district credit card use shall be provided to the board for review on a monthly basis, and a record of district credit card usage shall be maintained.  Expenses for district travel in personal vehicles or extended travel incurred in the performance of official duties shall be reimbursed in accordance with the provisions of GAN.

Approved:  August 12, 2013; 8/10/15
GAO
Maintaining Proper Control (See JGFB and GAAF)

Each employee is responsible for maintaining proper control in the school.  Unless otherwise specified in board policy, an employee may use reasonable force necessary to ward off an attack, to protect a student or another person, or to quell a disturbance which threatens physical injury to others.

Approved:   May 11, 2015
GAO-R
Staff Protection
Personal Injury Benefits
Whenever a teacher or other employee is absent from school because of personal injury resulting from an assault on school property or at a school-sponsored event, the teacher or employee will be paid full salary less the amount of any workmen’s compensation or district disability insurance received due to such injury until the termination of the employment contract.  No part of such covered absence will be chargeable to annual sick leave.

The board, however, shall have the right to have the employee examined by a physician designated by the board for the purpose of establishing the length of time the employee may be absent, and the board shall make its decision on the basis of the professional opinion of said physician.

The board, in its discretion and upon proper investigation of all facts of the incident, shall provide full support, including its legal counsel, for any assault upon a teacher acting in the discharge of official school duties or any assault as a result of a school-related incident arising out of the discharge of official duties.

Approved:   August 10, 1987

GAOA
  
Drug and Alcohol Free Workplace (See LDD)
Maintaining a drug free work place is important in establishing an appropriate learning environment for the students of the district.  Unless otherwise specified in this policy, the unlawful manufacture, distribution, sale, dispensation, possession, or use of a controlled substance is prohibited at school, on or in school district property; and at school sponsored activities, programs, and events.  Possession and/or use of a controlled substance by an employee for the purposes of this policy shall only be permitted if such substance was obtained directly, or pursuant to a valid prescription or order issued thereto, from a person licensed by the state to dispense, prescribe, or administer controlled substances and any use is in accordance with label directions.
Alternative I

As a condition of employment in the district, employees shall abide by the terms of this policy.

Employees shall not unlawfully manufacture, distribute, dispense, possess, and/or use controlled substances in the workplace.

Any employee who is convicted under a criminal drug statute for a violation occurring at the workplace must notify the superintendent of the conviction within five days after the conviction.  The superintendent shall then ensure that notice of such conviction is given to any granting agency within 10 days of receiving notice thereof.

Within 30 days after the notice of conviction is received, the school district will take appropriate action with the employee.  Such action may include, suspension, placement on probationary status, or other disciplinary action including termination.  Alternatively, or in addition to any action short of termination, the employee may be required to participate satisfactorily in an 

approved drug abuse assistance or rehabilitation program as a condition of continued employment.  The employee shall bear the cost of participation in such program.  Each employee in the district shall be given a copy of this policy.

This policy is intended to implement the requirements of the federal regulations promulgated under the Drug Free Workplace Act of 1988.  It is not intended to supplant or otherwise diminish disciplinary actions which may be taken under board policies or the negotiated agreement.
Maintaining a drug free workplace is important in establishing an appropriate learning environment for the students of the district.  The unlawful manufacture, distribution, dispensation, possession, or use of a controlled substance is prohibited in the district.
Approved:   September 11, 1989; 5/11/15
GAOB

Drug Free Schools (See JDDA and LDD)
The possession, use, sale, distribution, or being under the influence of controlled substances and/or alcohol by school employees at school; on, in, or while utilizing school property; or at school sponsored activities, programs, or events is prohibited.

Employee Conduct - As a condition of continued employment in the district, all employees shall abide by the terms of this policy.  Employees shall not manufacture, distribute, dispense, possess, use, and/or be under the influence of illicit drugs, controlled substances, and/or alcoholic beverages at school; on, in, or while utilizing school property; or at school sponsored activities, programs, or events.  
Possession, use, and/or being under the influence of a controlled substance by an employee for the purposes of this policy shall only be permitted if such substance was: 

1.
Obtained directly from, or pursuant to a valid prescription or order, 


issued to such employee from a person licensed by the state to 


dispense, prescribe, or administer controlled substances; and 

2.
Used, if at all, in accordance with label directions.  
Compliance with the terms of this policy is mandatory.  Employees who are found violating the terms of this policy will be reported to the appropriate law enforcement officers.  Additionally, an employee who violates the terms of this policy may be subject to any or all of the following sanctions:


1. 
Short term suspension with pay;


2. 
Short term suspension without pay;


3. 
Long term suspension without pay;


4. 
Required participation in a drug and alcohol education, treatment, 



    
counseling, or rehabilitation program;


5. 
Termination or nonrenewal of employment relationship.

Prior to applying sanctions under this policy, employees will be afforded any due process rights to which they are entitled under their contracts or the provisions of Kansas law.  Nothing in this policy is intended to diminish the right of the district to take any other disciplinary action.  This policy is not intended to change any right, duty, or responsibilities in the current negotiated agreement.
If it is agreed that an employee shall enter into and complete a drug education or rehabilitation program, the cost of such program will be borne by the employee.  A list of area drug and alcohol counseling and rehabilitation programs, along with 
GAOB 
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names and addresses of contact persons for the programs, is on file with the board clerk.
Employees are responsible for contacting the directors of the programs to determine the cost and length of the program and for enrolling in the programs.  If participation in such a program is required as a condition of continued employment, copies of any documentation related to enrollment in and attendance in such program shall be made available to the board and/or administration upon request.
A copy of this policy shall be provided to all employees.

Approved:  12/9/97; August 11, 2008; 5/11/15
GAOC
     Use of Tobacco Products and Nicotine Delivery Devices  (See JCDAA)
The use of tobacco products in any form and/or of any nicotine delivery device is prohibited for staff members in any district facility; in school vehicles; at school-sponsored, activities, programs, or events; and on school owned or operated property. 

The following definitions apply to this policy.


“Nicotine delivery device” means any device that can be used to deliver nicotine or nicotine salts to the person inhaling from the device.  Such definition shall include, but may not be limited to, any electronic cigarette, cigar, cigarillo, pipe, or personal vaporizer.
 
“Tobacco product” means any product that is made from or derived from tobacco, or that contains nicotine, that is intended for human consumption or is likely to be consumed, whether smoked, heated, chewed, absorbed, dissolved, inhaled or ingested by any other means, including, but not limited to, a cigarette, a cigar, pipe tobacco, chewing tobacco, snuff, or snus. 

“Tobacco product” also means any component or accessory used in the consumption of a tobacco product, such as filters, rolling papers, pipes, and substances used in electronic cigarettes, whether or not they contain nicotine.

Approved:  12/8/03; November 14, 2005; 6/9/14; 8/8/16; 2/11/19
GAOE

Workers Compensation and Disability Benefits (See KFD)
The district will participate in workers compensation as required by current statute.  The combined workers compensation benefits and salary received under allowed paid leave shall not exceed one full day's pay.

All employees of the district shall be covered by workers compensation.  Workers compensation coverage is provided for all employees regardless of assignment, length of assignment, and/or hours worked per day.  Benefits are for personal injury from accident or industrial diseases arising out of and in the course of employment in the district.
An injured employee must notify the designated employer’s workers compensation coordinator or, if the coordinator is unavailable, his or her supervisor within 20 days of the injury or within 20 days of repetitive trauma in order to be eligible for benefits.
The workers compensation plan will provide coverage for medical expenses and wages to the extent required by statute to those employees who qualify; however, the amount of workers compensation benefits and paid leave benefits shall not exceed a regular daily rate of pay.  An employee using paid leave in combination with workers compensation will be charged for one full or partial day of paid leave, as provided for in the applicable leave policy or the negotiated agreement, for each day of absence until the employee’s paid leave is exhausted.
Any employee who is off work and receiving workers compensation benefits shall be required to provide the designated workers compensation coordinator with a written doctor’s release before the employee is allowed to return to work.  In addition, should the employee be released to return to work by a doctor and fail to do so, all benefits under paid leave shall terminate, and those benefits under workers compensation shall be restricted as provided by current statute.
Whenever an employee is absent from work and is receiving workers compensation benefits due to a work-related injury or is receiving district paid disability insurance, the employee may use available paid leave to supplement the workers compensation or district paid disability insurance payments.  Workers compensation benefits and FMLA benefits provided in a board approved plan shall run concurrently if both are applicable. 
In no event shall the employee be entitled to a combination of workers compensation benefits, district paid disability insurance, and salary in excess of his/her full salary.  Available paid leave may be used for this purpose until 1) available paid leave benefits are exhausted; 2) the employee returns to work; 3) the employee is released by the medical provider and a position is offered by the employer, but the employee declines to return to work; or 4) employment is terminated.  Paid leave shall be calculated on a prorata amount equal to the percentage of salary paid by the district. 
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Testing - The board, through its designated workers compensation coordinator, may require a post-injury chemical test as authorized by K.S.A. 44-501 et seq., 
and, if such test is refused, all workers compensation benefits shall be forfeited by the employee.
Choice of Physician - The board shall have the right to choose a designated health care provider to provide medical assistance to any employee who suffers an injury while performing their job.  However, if the injured employee chooses to go to a medical provider other than the designated provider, the recovery for such expenses shall be limited to $500.00.

Approved:  9/9/02; 8/10/09; August 8, 2011; 8/10/15
GAOF

Salary Deductions (See GAL)

Salary deductions shall be made if permitted by board policy, the negotiated agreement, or required or authorized by law.  The district shall comply with the salary basis requirements of the Fair Labor Standards Act (FLSA).
The superintendent shall develop forms to provide information needed to make approved salary deductions.  All requests for salary deductions shall be submitted to the superintendent during enrollment periods established by the board.

Approved:  February 14, 2005; 8/12/13
GAQ

Retirement   (Cf. GBN, GBQ)  

The retirement of any staff member shall be in accordance with current law.

Approved:   January 12, 1987

GAQ-R
Retirement   (Cf. GBN, GBQ)  

The board reserves the right to terminate the employment of any staff member if the board has a good faith doubt that the employee cannot fulfill the employee’s contractual obligations and/or policies and rules of the board because of a mental or physical infirmity.

The board reserves the right to have its employees examined by a physician of its choice to determine whether or not the employee is mentally and/or physically able to fulfill the obligations of the employment contract and/or policies and rules of the board.

The costs for any examination referred to in this rule shall be borne by the board.

Approved:   January 12, 1987

GAR

Communicable Diseases
Whenever an employee has been diagnosed by a physician as having a communicable disease, such employee shall report the diagnosis and nature of the disease to the superintendent so that a proper reporting may be made to the county or joint board of health as required by statute.

An employee afflicted with a severe communicable disease dangerous to the public health shall be required to withdraw from active employment for the duration of the illness in order to give maximum health protection to other district or school employees and to students.

The employee shall be allowed to return to their duties upon termination of the illness, as authorized by the employee’s physician or as authorized by a health assessment team.

The board reserves the right to require a written statement from the employee’s physician indicating that the employee is free from all symptoms of a severe communicable disease.

Communicable disease as defined in this policy shall refer to any infectious or contagious disease as determined by the State Department of Health and Environment or the United States Center’s for Disease Control.

Approved:   September 8, 1986

GAR-R and JGCC-R
Management of Students and Employees with 
Acquired Immunodeficiency Syndrome (AIDS) HTLV-III Infection
ADVISORY COMMITTEE:

The superintendent of schools will appoint a Communicable Disease Evaluation Advisory Committee (CDEAC).  The CDEAC will meet as needed to determine the appropriate school placement of children or employee infected with AIDS/HTLV-III.  The members of the CDEAC may include:

( Appropriate School Personnel

    A.
Building Principal(s) (Chair)

    B.
School Nurse

    C.
Guidance Counselor

(  Director/Health Officer - Rice or Reno County Health Department

( Medical Coordinator/Physician of the individual infected

( School Attorney

( Student’s Parent/Guardian

( Employee and his/her representative of choice

The superintendent of school will not be a member of the CDEAC, but will have approval powers over decisions made by the CDEAC.

PROCEDURES

A.
The CDEAC will review all students/employees known to have the    AIDS/HTLV-III infection.  The school system and health department will immediately report known cases to each other.

B.   
The student’s parent/guardian(s) or employee must identify a physician who will be responsible for the care of the student/employee and who will monitor the student’s/employee’s medical and psychological condition.
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C.    
Prior to the review, the CDEAC Chairperson will obtain appropriate data from the student’s/employee’s designated physician, the student’s parent/ guardian(s), employee, and school, in a confidential manner.  This will require written permission from the student’s parent/guardian(s), or school employee.

D. 
Included in CDEAC meetings, as needed, would be the  parent/guardian(s) of the student, the student (when appropriate), employee, principal, school nurse, and teacher(s).  Persons involved in the education or workplace of AIDS/HTLV-III infected students/employees, should respect the individuals right to privacy.  The number of personnel who are aware of an individual’s condition should be kept to the minimum needed to assure proper care of the person and to detect situations where the potential for transmission may increase, e.g. bleeding injuries.

It is not necessary or appropriate to notify parents of other students, or other school employees regarding the AIDS/HTLV-III status of any student or employee.

E.   
The CDEAC will meet to determine if the student/employee presents an increased risk of transmitting the AIDS/HTLV-III infection.  If so, they will also determine the appropriate restricted setting for the individual. 

F.   
The following items will be considered for all students:


1.   Age


2.   Behavior

  
3.   Neurological and mental status

 
4.   Physical condition
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The CDEAC will recommend a restricted setting for the student if he/she meets any of the following criteria:


1.   Lacks control of body secretions


2.   Exhibits behavior problems which would increase the possibility of 
 
      transmission - such as biting


3.   Has uncoverable, oozing skin lesions


4.   Needs a restricted setting to protect them from the infectious disease 
 
      of others


5.   Needs a restricted setting to protect them from the risk of physical or 
 
      psychological harm in an unrestricted setting.

If none of the above conditions exist, the CDEAC will recommend an unrestricted setting for the student.

G.   
The CDEAC will determine whether or not any school employee with the AIDS/HTLV-III infection poses a potential risk of transmission to other employees or students.  If so, the CDEAC will recommend a restricted setting for the employee.  If a risk does not exist, the CDEAC will recommend continued work in the employee’s regular workplace/position.

H. 
Each member of the CDEAC has one vote.  The CDEAC      recommendation for each student/employee will be decided by a majority of votes.  Five members of the CDEAC will constitute a quorum.  In the case of a tie vote, the superintendent of schools will make the final decision.

I.
The CDEAC will keep written notes of its meetings.  Recommendations will be made; in writing, to the superintendent of schools.  The superintendent must review and approve, in writing, the decision of the CDEAC.   It will be the responsibility of the superintendent to see that a final decision is reached regarding a restricted or unrestricted setting for the student/employee.

J.
During the review process, an infected student/employee may be excluded from school/work.  Exclusion will be done at the superintendent’s discretion, after consultation with the Health Services, and the Director/Health Officer of the Rice or Reno County Health Department.  If such exclusion is anticipated to be more than ten school days, the CDEAC will recommend an interim educational placement.
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MONITORING

A. 
The student’s/employee’s principal or supervisor will be responsible for notifying the CDEAC Chairperson of any changes in the student/employee which would require a reassessment of the educational setting.

B.
The CDEAC Chairperson will call the student’s/employee’s physician and principal/supervisor on a monthly basis to determine if there have been changes in the student’s/employee’s health status which have gone unreported.  The Chairperson will also maintain monthly contacts with the student/employee.  This will include the parent/guardian(s) in the case of a student.

C.
If any changes in the health status of a student/employee with the AIDS/HTLV-III infection occur which may increase the risk of transmission, the CDEAC Chairperson will immediately schedule a CDEAC meeting to discuss the situation.  The student/employee may be excluded from school or workplace at this time (See PROCEDURES - J).

OUTBREAKS OF COMMUNICABLE DISEASES:

If a communicable disease (e.g. measles, or chicken pox) occurs in a school or classroom which could be threatening to an infected student/employee, the infected student’s parent/guardian(s),or the employee, and the student’s/employee’s physician will be notified so the AIDS/HTLV-III infected individual can be excluded from the school during the outbreak.

Approved:   August 10, 1987

GARI

SAMPLE:  FAMILY AND MEDICAL LEAVE PLAN

Family and medical leave as required by federal law shall be granted for a period of up to 12 weeks during a 12-month period.  For purposes of this policy, a 12-month period shall be defined as a fiscal year beginning on July 1 and ending the following June 30.  Spouses who are eligible for FMLA leave and are both employed by the district may be limited to a combined total of 12 weeks of leave during any 12–month period if the leave is taken for birth of the employee’s son or daughter or to care for the child after birth, for placement of a son or daughter with the employee for adoption or foster care or to care for the child after placement, or to care for the employee’s parent with a serious health condition.

Leave is available for the following:

(1) the birth of a son or daughter of the employee and to care for the   

     newborn child;

(2) the placement of a son or daughter with the employee for adoption or 

     foster care and to care for the newly placed child;

(3) to allow the employee to care for the employee's spouse, son, daughter, 

     or parent with a serious health condition;

(4) a serious health condition of the employee that makes the employee   

     unable to perform the functions of his or her job;

(5) any qualifying exigency arising out of the fact that the employee's 

     spouse, son, daughter, or parent is a covered military member on active 

     duty (or has been notified of an impending call or order to achieve active 

     duty) in support of a contingency operation; and

(6) the need to care for a covered service member with a serious injury or 

     illness if the employee is the spouse, son, daughter, parent, or next of kin 

     of the service member  Eligible employees are, for reason (6) only, 

     entitled to a combined total of 26 workweeks of leave during a 12-month 

     period.

This leave shall normally be unpaid leave.  However, if the employee has any paid vacation, personal, or sick leave that is available for use because of the reason for the leave, the paid leave shall be used concurrently with the annual family and medical leave.  The superintendent will notify the employee of the beginning date of family and medical leave and the amount of the employee’s accrued paid leave designated as family and medical leave.

The employee is eligible for family and medical leave if he or she has been employed by the district for at least 12 months and has worked at least 1,250 hours during the 12-month period immediately preceding the commencement of the FMLA leave.

During the period of any unpaid family and medical leave, the board shall continue to pay the employer's share of the cost of group health benefits in the same manner as paid immediately prior to the leave.  Any employee portion of 
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the cost shall be paid by the employee to the clerk of the board on the payroll date or other time as the employee and superinten​dent may agree prior to the commencement of the leave.  The board may terminate group health coverage if the employee's portion of the payment is not received within 30 days of the due date, so long as written notice of the delinquency in payment and the notice of intent to terminate coverage are sent at least 15 days prior to the termination.

When leave is foreseeable, the employee shall give written notice 30 days in advance.  If leave is not foreseeable, notice will be given as soon as is practicable.

Upon the employee providing notice of need for leave, the employer will notify the employee of the following within 5 business days, absent extenuating circumstances:

a. whether or not the employee is eligible for FMLA leave, and

    the reasons that leave will or will not count as family and medical leave;

b. any requirements for medical certification;

c. employer requirement of substituting paid leave;

d. requirements for premium payments for health benefits and employee

    responsibility for repayment if employer pays employee share;

e. right to be restored to same or equivalent jo; and

f. any employer required fitness-for-duty certifications. 

The superintendent may require an instructional employee to continue leave until the end of a semester if the leave begins more than five (5) weeks before the end of a semester, lasts more than three (3) weeks and the return would occur during the last three (3) weeks of the semester.

Leave for reason 1 or 2 must be taken within 12 months of the date of birth or placement of the child.  Family leave for reasons 1 or 2 may not be used intermittently or on a part-time basis without the prior approval of the superintendent.

If the leave is for a reason other than the employee's serious health conditions or for a qualifying exigency as described in section (5) above, the superintendent may require an instructional employee to continue leave until the end of a semester, if:
1. the leave begins in the last five (5) weeks of a semester, will last more

    than two (2) weeks and the return to work would occur in the last two

    (2)weeks of a semester, or
2. the leave begins in the last three (3) weeks of a semester, and lasts more 


        than five (5) days.

Adopted: 8/8/16
GAT

Staff Use of Communication Devices  (See IIBG and IIBGC)

The board encourages district employees to use technology, including communication devices, to improve efficiency and safety.  The district expects all employees to use communication devices in a responsible manner that does not interfere with the employee's job duties.  Employees who violate district policies and procedures governing the use of communication devices may be disciplined, up to and including termination, and may be prohibited from possessing or using communication devices while at work.  Communication devices may not be used in any manner that would violate the district's policy on student-staff relations.
Definitions:
“Communication device” is defined to include all portable devices that send or receive calls or text messages, allow the retrieval of email, or provide access to the Internet.  Communication devices shall include, but may not be limited to cell phones, smart phones, iPads, and tablets.
“Use/Using” for the purposes of this policy mean answering or talking on the phone; sending or responding to a text, e-mail, or other communication; opening and viewing pictures or digital recordings; opening and listening to music or audio communications; accessing social media websites; playing games on such device; continuously checking a communication device; or any activity with a communication device that interferes with the employee’s job duties or appropriate supervision of students.
General Use - The district prohibits employees from using any communication device that interrupts or disrupts the performance of duties by the employee or otherwise interferes with district operations, as determined by the employee's

supervisor.  This prohibition applies regardless of whether the communication device used is owned by the employee or provided by the district.  Employees are responsible for keeping communication devices secure and, if possible, password protected.
Supervision of students and the provision of academic instruction are priorities in the district, and employees who are responsible for supervising and/or providing academic instruction to students must concentrate on these tasks at all times.  Employees shall not use communication devices when they are responsible for supervising students or when their doing so interrupts or interferes with classroom instruction unless any of the following conditions occurs:
· The device is being used to instruct the students being supervised at the time;
· The use is necessary to the performance of an employment-related duty;
· The employee has received specific and direct permission from a supervisor to do so; or 
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· There is an emergency.
Even when these conditions exist, the employee is responsible for obtaining assistance in adequately supervising students during the approved use so that students are supervised at all times.
Use in Vehicles - Regardless of other provisions of this policy, unless there is an emergency, employees shall not use communication devices when:
· Driving district-provided vehicles;
· Operating a vehicle in which a student is being transported when the transportation is provided as part of the employee's job; or

· Supervising students who are entering or exiting a vehicle, crossing thoroughfares, or are otherwise attempting to safely reach their destinations.
Even in emergency situations, employees should first take all possible safety precautions before using communication devices.  Employees are subject to local, state, and federal laws governing use of cell phones while driving and will be solely responsible for all traffic violation liabilities resulting from their use of a phone while driving.
Use of District-Provided Communication Devices - The district may provide communication devices and service to some employees to assist them in carrying out their employment-related duties on and off district property.  Use of a district-provided communication device is a privilege.  The superintendent or designee has sole discretion as to which employees will be provided communication devices and may recall any previously issued communication device.  Employees do not have any expectation of privacy in district-provided communication devices or any information stored on them, and such devices may be confiscated and searched at any time.
Employees are expected to exercise reasonable care to protect district-provided communication devices from damage or theft and must report any such incidents immediately. 
The district may require employees to reimburse the district for any damage or theft that was the result of the employee's negligence.  Users of district-provided communication devices must abide by any use limitations included in the district's service contract.
Personal Use of District-Provided Communication Devices - Personal use of district-provided communication devices is permissible as long as the use does not exceed the limits of the applicable plan.  An employee whose use exceeds plan limitations will be  required to reimburse the district for all expenses beyond those covered by the plan and may have privileges suspended or revoked unless the employee can show that all use was for employment-related duties and the 
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device was not used for personal reasons.  The amount of personal use of a communication device or service paid for under E-Rate can be no greater than the cost allocation submitted in the request for the E-Rate discount.  Staff members electing to use district communication devices for personal reasons will be subject to income tax liability for such benefit.
Staff Bring Your Own Device Policy - Use of employees’ personal communication devices during work hours shall be restricted to classroom or work-related activities.  Such personal communication devices may only be used by the staff member and are not for student use.  The security of personal computing devices is solely the responsibility of the staff member.  Any loss resulting from damage or theft of personal communication devices in the school setting is not the responsibility of the district.
Approved:  August 11, 2014

GBA

Compensation Guides and Contract

The board shall develop compensation guides for the district.

Approved:   August 10, 1987

GARA

Bloodborne Pathogen Exposure Control Plan
The board shall adopt an exposure control plan that conforms with current Occupational Safety and Health Administration (OSHA) standards and regulations of the Kansas Department of Human Resources (KDHR).

The plan shall be accessible to all employees and shall be reviewed and updated at least annually.  All staff shall receive the training equipment necessary to implement the plan.

Approved:  January 11, 1993

GARA-R 
OSHA Standard for Bloodborne Pathogens and the District Exposure Control Plan

In response to OSHA regulations, this school district has developed a written plan that identifies employees who have duties that may expose them to blood and other potentially infectious materials.

USD 376 has developed procedures to protect workers from exposure and will ensure appropriate medical evaluation and treatment if an employee is exposed.  All employees may review the plan during regular school hours.  Copies are available at the school district’s central office and the administrative offices of each school building.

This district will review and update the plan at least annually and more often if necessary to accommodate workplace changes.  The employees will receive training annually on any new or updated information.

HOW BLOODBORNE PATHOGENS ARE TRANSMITTED

You can contract hepatitis B and HIV infections when:

( 
Infectious body fluids and tissues contact your eyes, mouth or other mucous membranes

( 
Infectious body fluids and tissues contact open cuts, scratches, and other breaks in your skin

( 
A contaminated needle, broken glass or other sharp object pierces your skin or mucous membranes

Potentially infection materials include:


blood




cerebrospinal fluid (from brain & spine)


any contaminated body fluid
synovial fluid (from joints & tendons)


semen



pleural fluid (from chest cavity)


vaginal secretions


peritoneal fluid (from abdominal cavity)


amniotic fluid



severed tissue or organ

                                  


pericardial fluid (from heart)

It is not always possible to distinguish among fluids, so treat all body fluids and tissues as if they are known to be infectious.
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TASKS AND ACTIVITIES THAT MIGHT CAUSE EXPOSURE

You are at risk any time you might be exposed to:


liquid or semi-liquid blood or other body fluids


items which could release blood or other body fluids


items that are caked with dried blood or other fluids


contaminated needles, broken glass, or other sharp instruments


exposed tissue from an open wound

HOW TO REDUCE YOUR RISK OF EXPOSURE

Treat all human blood and body fluids as if they are known to be infected with hepatitis B, HIV and other bloodborne pathogens.  The hepatitis B virus can live for 2 weeks in dried blood and HIV can live for 10 minutes.

A.  
Cover open cuts, scratches, or other wounds in your skin with a bandage and use protective equipment such as gloves, masks and gowns whenever contact with blood or other body fluids is possible.

B.  
Wash your hands.  Wash with soap and water if your skin comes into contact with blood or other body fluids.  If blood contacts your eyes or other mucous membranes, flush them with water as soon as possible.  Wash your hands immediately after removing protective equipment.  If soap and water are not available, use antiseptic towelettes or hand cleansers.  Then wash with soap and water as soon as possible.

C.  
Be careful with needles and other sharp instruments.

D.  
Do not eat, drink, smoke, apply lip balm or cosmetics or handle contact lenses in areas where there is a risk of exposure to blood or other body fluids.

E.  
Do not keep food or drink on shelves, countertops, cabinets, etc. where blood or other body fluids may be present.

F.  
Minimize splashing, spraying, spattering, and generation of droplets in all procedures involving blood or other body fluids.
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G.  
Use a brush and dustpan, forceps, tongs or other mechanical means to pick up potentially contaminated broken glassware.  Never pick up by hand even when wearing gloves.

H.  
Remove your clothing if it becomes contaminated with blood or other body fluids and immediately place the clothing in a leak-proof biohazard bag.  Wash contaminated clothing in hot water (160 degrees Fahrenheit) for 25 minutes.  Clothing may also be dry-cleaned.  Handle contaminated laundry as little as possible and with a minimum of agitation.  Do not sort or rinse except in a designated area.  Employees who have contact with contaminated clothing must wear gloves and other protective equipment.

I.  
Clean up spills of blood and other body fluids immediately with a bleach solution or EPA approved disinfectant.

J.  
Dispose of contaminated waste in leak-proof bags or containers.  Contaminated blood and other potentially infectious materials must be disposed in leak-proof bags or containers that have been closed to keep the contents from spilling.  If the outside of a container becomes contaminated, it must be placed within a second container.  Bags and containers must be red in color or marked with the biohazard symbol.  It is legal and within the law to dispose of contaminated waste at landfills.
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PERSONAL PROTECTIVE EQUIPMENT

You must wear personal protective equipment (PPE’s) any time there is a reasonable expectation that blood and other potentially infectious materials might contact your clothes, undergarments, skin, eyes, mouth or other mucous membranes.  Some examples of personal protective equipment are gloves, gowns, lab coats, face shields, masks, eye protection, etc.  Those people who are considered First Aid providers will be expected to use PPE’s.  First aid providers have been offered the hepatitis B vaccination and if they decline, they must sign a declination form.  However, in the future if they continue to have occupational exposure to blood or other potentially infectious materials and they want the vaccination for hepatitis B, they can receive the vaccination series at no charge to them.  First aid providers include principals, coaches and secretaries.

Exemptions to requirement for protective wear:  An employee may decide, temporarily and briefly, under rare and extraordinary circumstances, to forego the equipment.  It must be the employee’s professional judgment that using protective equipment would prevent the delivery of health care or public safety services or would pose an increased hazard to the safety of the employee or injured party.  If this happens, the employer must investigate and document the circumstances to determine if there are ways to avoid it in the future.  Exceptions must be limited.  This is not a blanket exemption.
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WHAT TO DO IF AN EXPOSURE INCIDENT OCCURS

Immediately take the following action if you come into contact with blood or other potentially infectious material through your eyes, mouth, mucous membranes, broken skin or through a puncture from a needle or other sharp object.

(  Wash the affected skin with soap and water

(  If eyes or other mucous membranes are affected, flush with water

(  Contact your immediate supervisor so they can make a written report of the incident and refer you to a licensed health care professional for medical evaluation and follow-up.

(  The written report is a detailed description of how the exposure occurred. 

POST-EXPOSURE EVALUATION AND FOLLOW-UP

After exposure, your employer will arrange for you to receive a confidential medical evaluation from a licensed health care professional.  You will receive laboratory tests and an appropriate follow-up at no cost to you.  The health care professional will give a written report to your employer.  The report will identify whether the hepatitis B vaccine was recommended and whether you received it.  The report will also note that you were informed of the results of the evaluation and that you were told of any medical conditions resulting from exposure that requires further evaluation or treatment.  Any added findings must be kept confidential; your hepatitis B or HIV status will not be reported to your employer.  Your medical records will be kept for the duration of your employment plus 30 years.  Your records will be confidential and no one can see them without your prior written consent.
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District Facilities and Resources

Location of facilities and resources in this district/building:

Hand washing facilities:  student and teacher restrooms

Plastic gloves:  Classrooms, principal’s offices, nurse’s office

Disinfectant/cleaning supplies:  Janitor’s closets

Sharps container, color-coded bags, biohazard labels, designated waste receptacles:  nurse’s office, SHS shop, Ora M. Shields Activity Center custodial room, janitor’s closets

Personal protective equipment:  nurse’s office, janitor’s closets, buses, laundry rooms at SHS and SGS

Laundering facilities:  Sterling High School and Sterling Grade School - gloves and PPE available in each laundry room

Contact persons responsible for distributing and maintaining resources in this district:

(
Antiseptic towelettes, hand cleansers, other hand washing supplies:  maintenance supervisor

(
Disinfectant/cleaning supplies:  maintenance supervisor

(
Sharps containers, color-coded bags, biohazard labels, designated waste receptacles:  maintenance supervisor

(
Personal protective equipment:  maintenance supervisor and school nurse

Person to contact concerning hepatitis B vaccine:  school nurse

Persons to contact concerning disposal of contaminated waste:  building principals, maintenance supervisor, school nurse

Persons to contact concerning laundering of contaminated clothing:  building principals, maintenance supervisor, school nurse
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Persons to contact if an exposure incident occurs:  school nurse, building principals

These employees are considered first aid providers, therefore, they are offered the hepatitis B vaccination:  school nurse, building principals, custodians, coaching staff (except Rule 10 aides), building secretaries

All other faculty and staff not listed above will be offered the post-exposure hepatitis B vaccination if an exposure incident occurs.

Approved:   January 12, 1998

GARI

Family Medical Leave
Eligible district employees shall be provided family and medical leave as provided by a plan approved by the board.  The plan for providing leave under this policy shall be filed with the clerk of the board and made available to all staff at the beginning of each school year.

Approved:   1/10/94; 8/11/08; August 10, 2009
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Family/Medical Leave Plan, USD 376, Sterling
Family and medical leave as required by federal law shall be granted for a period of not more than 12 weeks during a 12-month period.  For purposes of this policy, a 12-month period shall be defined as a fiscal year beginning on July 1 and ending the following June 30.  Spouses employed by the district may only take an aggregated of 12 weeks of leave for a birth or adoption of a child or to care for a child with a serious health condition.

Leave is available for the following:  
1.  
the birth of a son or daughter of the employee and to care for the newborn child;

2.
the placement of a son or daughter with the employee for adoption or foster care and to care for the newly placed child;

3.
to allow the employee to care for the employee’s spouse, son, daughter or parent with a serious health condition;

4.
a serious health condition of the employee that makes the employee unable to perform the functions of this or her job;

5.
a qualifying exigency arising out of the fact that the employee’s spouse, son, daughter or parent is a covered military member on active duty (or has been notified of an impending call or order to achieve active duty) in support of a contingency operation; and
6.
the need to care for a covered service member with a serious injury or illness if the employee is a spouse, son, daughter, parent or next of kin of the service member.  Eligible employees are, for reason (6) only, entitled to a combined total of 26 workweeks of leave during a 12-month period.
(Leave for reason 1 or 2 must be taken within 12 months of birth or placement of the child.)

This leave shall normally be unpaid leave.  However, if the employee has any paid vacation, personal, sick or disability leave that is available for use because of the reason for the leave, the paid leave shall be used first and counted toward the annual family and medical leave.  The superintendent or designee will notify the employee of the beginning date of family and medical leave and the amount of the employee’s accrued paid leave designated as family and medical leave.  

The employee is eligible for family and medical leave if he if she has been employed by the district for a period of at least 12 months and has worked at least 1,250 hours during the 12-month period immediately preceding the commencement of the FMLA leave.
During the period of any unpaid family and medical leave, the board shall continue to pay the employer’s share of the cost of group health benefits in the same manner as paid immediately prior to the leave.  Any employee portion of the cost shall be paid by the employee to the clerk of the board on the payroll date or other time as the employee and the superintendent may agree prior to the commencement of the leave.  The board may terminate group health coverage if the employee’s portion of the payment is not received within 30 days of the due date, so long as written notice of the delinquency in payment and the notice of intent to terminate coverage are sent at least 15 days prior. 
GARI-R-1  Family/Medical Leave Plan USD 376
When leave is foreseeable, the employee shall give written notice 30 days in advance.  If leave is not foreseeable, notice will be given as soon as practicable.  
Upon the employee providing notice of need for leave, the employer will notify the employee of the following within 5 business days, absent extenuating circumstances:

a. whether or not the employee is eligible for FMLA leave,
b. any requirements for medical certification,

c. employer requirements of substituting paid leave,

d. requirements for premium payments for health benefits and employee responsibility for repayment if employer pays employee share,

e. right to be restored to same or equivalent job, and
f. any employer required fitness-for-duty certifications.
Family leave (reasons 1 or 2) may not be used intermittently or on a part-time basis without  the prior approval of the superintendent.
The superintendent may require an instructional employee to continue leave until the end of a semester if the leave begins more than five (5) weeks before the end of a semester, lasts more than three (3) weeks and the return would occur during the last three (3) weeks of the semester.

If the leave is for a reason other than the employee’s serious health conditions or for a qualifying exigency as described in section (5) above, the superintendent may require an instructional employee to continue leave until the end of a semester, if:

1. The leave begins in the last five (5) weeks of a semester, will last more than two (2) weeks and the return to work would occur in the last two (2) weeks of a semester, or

2. The leave begins in the last three (3) weeks of a semester, and lasts more than five (5) days.

Approved:  1/10/94; 8/11/08; August 10, 2009
GARI-R-2
APPLICATION FOR FAMILY/MEDICAL LEAVE

Employee Name:  _______________________________________________

Date submitted:  _________________________ Building or dept: _________
FMLA unpaid leave requested for:

______________ 
Birth/adoption/foster placement and/or care of child.  Eligibility for such leave is limited to within 12 months of birth/placement.  Intermittent leave or a reduced leave schedule for this purpose will be considered only under circumstances approved by the superintendent.

______________
Provide care for serious health condition of spouse, child or parent.

______________
Personal serious health condition that involves a period of incapacity or treatment that requires more than 3 days absence from work.

Anticipated date leave is to begin  ___________________________________

Anticipated date to return to work  ___________________________________






____________________________________








Employee Signature

1/94

GARI-R-3
Family/Medical Leave Eligibility Notification

DATE:

__________________________________

TO:

__________________________________

FROM:

USD 376 BOARD OF EDUCATION

SUBJECT:
REQUEST FOR FAMILY/MEDICAL LEAVE

On _______________________, you notified us of your need to take family/medical leave due to:

· The birth of a child, or the placement of a child for adoption or foster care

· A  serious health condition that you need care for

· A serious health condition affecting your     (    Spouse        (   Child        (    Parent, for which you are needed to provide care.

You notified us that you need this leave beginning on ____________________ and that you expect leave to continue until on or about ________________.

Except as explained below, you have a right under the FMLA for up to twelve (12) weeks of unpaid leave in a 12-month period for the reasons listed above.  Also, your health benefits must be maintained during any period of unpaid leave under the same conditions as if you continued to work.  And you must be reinstated to the same or an equivalent job with the same pay, benefits, and terms and conditions of employment on your return from leave.  If you do not return to work following FMLA leave for a reason other than:  (1) the continuation, recurrence, or onset of a serious health condition which could entitle you to FMLA leave; or (2) other circumstances beyond your control, you may be required to reimburse us for our share of health insurance premiums paid on your behalf during your FMLA leave.

This is to inform you that:

1.
You are        (    eligible             (    not eligible for leave under the FMLA

2.
The requested leave        (  will             (   will not be counted against your annual FMLA

                                                                                         leave entitlement

3.
You      (   will     (   will not be required to furnish medical certification of a serious health condition.  If required, you must furnish certification by __________________ (must be at least fifteen (15) days after you are notified of this requirement) or we may delay the commencement of your leave until the certification is submitted.

Signed   _________________________________________

                       (USD 376 Board of Education)

GARID
Military Leave
Employees are entitled to military leave under the Uniformed Services Employment and Reemployment Act of 1994.  The Act applies to military service that began on or after December 12, 1994 or military service that began before December 12, 1994 if the employee was a reservist or National Guard member who provided notice to the employer before leaving work.

Reemployment rights extend to persons who have been absent from work because of “service in the uniformed services.”  The uniformed services consist of the following military branches:


Army, Navy, Marine Corps, Air Force or Coast Guard.

Army Reserve, Navy Reserve, Marine Corps Reserve, Air Force Reserve or Coast Guard Reserve.


Army National Guard or Air National Guard.


Commissioned corps of the Public Health Service.

Any other category of persons designated by the President in time of war or emergency.

“Service” in the uniformed services means duty on a voluntary or involuntary basis in a uniformed service, including:


Active duty.


Active duty for training.


Initial active duty for training.


Inactive duty training.


Full-time National Guard duty.

Absence from work for an examination to determine a person’s fitness for any of the above types of duty.

The employee may be absent for up to five (5) years for military duty and retain reemployment rights.  There are, however, exceptions that can exceed the five (5) years limit.  Reemployment protection does not depend on the timing, frequency, duration or nature of an individual’s service.  The law enhances protections for disabled veterans including a requirement to provide reasonable accommodations and up to two (2) years to return to work if convalescing from injuries received during service or training.

GARID  Military Leave

The returning employee is entitled to be re-employed in the job that they would have attained had they not been absent for military service, with the same seniority, status and pay, as well as other rights and benefits determined by law.  If necessary, the employer must provide training or retraining that enables the employee to refresh or upgrade their skills so they can quality for reemployment.  While the individual is performing military service, he or she is deemed to be on a furlough or leave of absence and is entitled to the non-seniority rights accorded other individuals on non-military leaves of absence.  Individuals performing military duty of more than 30 days may elect to continue employer sponsored health care for up to 18 months at a cost of up to 102 percent of the full premium. For military service of less than 31 days, health care coverage is provided as if the individual had never left.  All pensions that are a reward for length of service are protected.

Individuals must provide advance written or verbal notice to their employers for all military duty.  Notice may be provided by the employee or by the branch of the military in which the individual will be serving.

Notice is not required if military necessity prevents the giving of notice; or, the giving of notice is otherwise impossible or unreasonable.

Accrued vacation or annual leave may be used (but is not required) while performing military duty.  The individual’s timeframe for returning to work is based upon the time spent on military duty.

Less than 31 days:
Must return at the beginning of the next regularly scheduled work period on the first full day after release from service, taking into account safe travel plus and eight (8) hour rest period.

More than 30 but less than 181 days:  Must submit an application for reemployment within 14 days of release from service.

More than 180 days:  Must submit an application for reemployment within 90 days of release from service.

GARID  Military Leave

The individual’s separation from service must be under honorable conditions in order for the person to be entitled to reemployment rights.  Documentation showing eligibility for reemployment can be required.  The employer has the right to request that an individual who is absent for a period of service of 31 days or more provide documentation showing:


The application for reemployment is timely;


The five-year service limitation has not been exceeded; and,


Separation from service was under honorable conditions.

If documentation is not readily available or it does not exist, the individual must be re-employed.  However, if after re-employing the individual, documentation becomes available that shows one or more reemployment requirements were not met the employer may terminate the individual, effective immediately.  The termination does not operate retroactively.

Questions should be directed to Veterans’ Employment and Training Service, U.S. Department of Labor.

Kansas law also requires reemployment if an individual is called to active duty by the state.

Approved:  12/9/1997: 8/11/08; 8/10/09; July 12, 2010
 GBA
PROFESSIONAL AGREEMENT 

BETWEEN 

USD 376 

STERLING PUBLIC SCHOOLS 

AND 

STERLING TEACHERS ASSOCIATION 

2018-2019

AGREEMENT made and entered into as of the ___ day of ________, 2018 by and between the Board Of Education, Unified School District No. 376, and the Sterling Teacher Association.

This agreement, negotiated by authorized parties of the Board and the Association, ratified in accordance with the provisions of the Professional Negotiation Act, K.S.A. 72-5413, et seq by both the Board and the Bargaining Unit, and signed by the President of the Board and the President of the Association, shall become binding on both parties for-the school year 2018-19.

This agreement shall become effective July 1, 2018 and shall remain in full force and effect to and including June 30, 2019. The Agreement shall be posted on the district web page for access by all Professional Employees. A printed copy will be provided to a Professional Employee upon request to the Superintendent.

Should any part of this Agreement be declared illegal, then that part shall be deleted from the Agreement. All remaining portions shall remain in full effect.


_______________________________



______________________________

Ken Brown, President






Derek Schneider, President

Board of Education






Sterling Teachers’ Association

Sterling Public Schools
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	STERLING UNIFIED SCHOOL DISTRICT #376
	 

	 
	 
	2018-2019 TEACHER'S SALARY SCHEDULE
	 

	
	I
	II
	III
	IV
	V
	VI

	Step
	Bachelors
	Bachelors+18
	Masters
	Masters+15
	Masters+30
	Masters+45



	1
	34,000
	35,100
	36,850
	37,950
	39,300
	40,650

	2
	34,445
	35,570
	37,360
	38,485
	39,835
	41,185

	3
	34,890
	36,040
	37,870
	39,020
	40,370
	41,720

	4
	35,335
	36,510
	38,380
	39,555
	40,905
	42,255

	5
	35,780
	36,980
	38,890
	40,090
	41,440
	42,790

	6
	36,225
	37,450
	39,400
	40,625
	41,975
	43,325

	7
	36,670
	37,920
	39,910
	41,160
	42,510
	43,860

	8
	 
	38,390
	40,420
	41,695
	43,045
	44,395

	9
	 
	38,860
	40,930
	42,230
	43,580
	44,930

	10
	 
	39,330
	41,440
	42,765
	44,115
	45,465

	11
	 
	39,800
	41,950
	43,300
	44,650
	46,000

	12
	 
	40,270
	42,460
	43,835
	45,185
	46,535

	13
	 
	40,740
	42,970
	44,370
	45,720
	47,070

	14
	 
	41,210
	43,480
	44,905
	46,255
	47,605

	15
	 
	41,680
	43,990
	45,440
	46,790
	48,140

	16
	 
	 
	44,500
	45,975
	47,325
	48,675

	17
	 
	 
	45,010
	46,510
	47,860
	49,210

	18
	 
	 
	45,520
	47,045
	48,395
	49,745

	19
	 
	 
	 
	47,580
	48,930
	50,280

	20
	 
	 
	 
	48,115
	49,465
	50,815

	21
	 
	 
	 
	48,650
	50,000
	51,350

	22
	 
	 
	 
	 
	50,535
	51,885

	23
	 
	 
	 
	 
	51,070
	52,420

	24
	 
	 
	 
	 
	51,605
	52,955

	25
	 
	 
	 
	 
	52,140
	53,490

	26
	 
	 
	 
	 
	52,675
	54,025

	27
	 
	 
	 
	 
	 
	54,560

	28
	 
	 
	 
	 
	 
	55,095

	29
	 
	 
	 
	 
	 
	55,630

	30
	 
	 
	 
	 
	 
	56,165

	31
	 
	 
	 
	 
	 
	56,700

	32
	 
	 
	 
	 
	 
	57,235

	 
	 
	 
	 
	 
	 
	 


	ARTICLE II
	
	STERLING UNIFIED SCHOOL DISTRICT #376
	
	
	

	
	
	      2018-2019 SUPPLEMENTAL PAY SCHEDULE
	
	
	

	
	
	
	
	
	
	
	
	
	

	EXPERIENCE
	
	SUPPLEMENTAL DUTY (SEE BELOW)
	
	
	

	IN YEARS
	
	
	
	
	
	
	
	
	

	
	A
	B
	C
	D
	E
	F
	G
	H
	

	0
	468
	547
	821
	1094
	1368
	1641
	1915
	2735
	

	1
	572
	821
	1094
	1368
	1641
	1915
	2188
	3009
	

	2
	572
	821
	1094
	1368
	1641
	1915
	2188
	3009
	

	3
	650
	1094
	1368
	1641
	1915
	2188
	2462
	3282
	

	4
	686
	1094
	1368
	1641
	1915
	2188
	2462
	3282
	

	5
	728
	1149
	1436
	1723
	2010
	2297
	2584
	3447
	

	6
	770
	1203
	1505
	1805
	2106
	2407
	2708
	3611
	

	7
	811
	1258
	1572
	1888
	2202
	2517
	2831
	3774
	

	8
	 
	1312
	1641
	1970
	2297
	2626
	2954
	3938
	

	9
	 
	1368
	1710
	2052
	2393
	2735
	3077
	4103
	

	10
	 
	1423
	1778
	2133
	2489
	2844
	3200
	4267
	

	11
	 
	1477
	1846
	2215
	2584
	2954
	3323
	4431
	

	12
	 
	1532
	1915
	2297
	2680
	3064
	3447
	4595
	

	13
	 
	1586
	1983
	2380
	2776
	3173
	3569
	4759
	

	14
	 
	1641
	2052
	2462
	2872
	3282
	3693
	4923
	

	15
	 
	 
	2106
	2517
	2927
	3337
	3747
	4978
	

	16
	 
	 
	2161
	2571
	2982
	3391
	3802
	5033
	

	17
	 
	 
	2215
	2626
	3036
	3447
	3856
	5088
	

	18
	 
	 
	2270
	2680
	3091
	3501
	3911
	5142
	

	19
	 
	 
	2325
	2735
	3146
	3556
	3967
	5197
	

	20
	 
	 
	2380
	2790
	3200
	3611
	4021
	5252
	

	21
	 
	 
	 
	 
	 
	 
	4076
	5306
	

	22
	 
	 
	 
	 
	 
	 
	4130
	5361
	

	23
	 
	 
	 
	 
	 
	 
	4185
	5415
	

	24
	 
	 
	 
	 
	 
	 
	4240
	5470
	

	
	
	
	
	
	
	
	
	
	

	POINT VALUE
	SUPPLEMENTAL DUTIES
	
	
	
	
	

	0
	A
	Jr. Class, JRHI STUCO, JRHI Academic Contest, J-Teens, DFYIT, National Honor Society

	
	
	HS STUCO, Pep Band, A Few Good Men 

	1
	B
	Asst. Tennis, School Play (each), Asst. Debate, JRHI Cheerleading, JRHI Tennis, Strength Training Coordinator

	2
	C
	Asst. JRHI Football, Asst. JRHI Basketball, Asst. Forensics, Asst JRHI Volleyball

	2
	D
	Head Tennis, Asst. HS Volleyball, Asst. Softball, Head Golf, HS Academic Contest, Asst. Cross-Country

	3
	F
	Asst. HS Football, Asst. HS Basketball, Asst. Track, Head Cross-Country

	3
	G
	Head JRHI Football, Head JRHI Basketball, Head JRHI Volleyball, HS Cheerleading, Head Softball

	3
	H
	Head HS Football, Head HS Basketball, Head HS Track*, Head HS Volleyball

	
	
	
	
	
	
	
	
	
	

	*If high school track program reverts to a separate boys & girls program, rather than a combined program, the pay shall be in column G.
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All academic extension supplemental duty amounts are calculated from the base salary on the adopted Salary Schedule for the applicable school year.

The above levels are experience increments based on performance and/or on the number of years experience in the particular sport.  The Board reserves the right to place any employee on these steps.    

Academic Extension Supplement:  An employee that works in a combination of academic extensions/supplemental duties that earn point values of 5 will receive a 3% supplement to their contract.  An employee that works in a combination of academic extensions/supplemental duties that earn point values of 7 will receive a 4% supplement to their contract.

District Activities

Activities Director_____________________________________________________ $5,000

Activities Supervisor___________________________________________________ $3,000

Instrumental Music Director







  9 %

Secondary Vocal Music Director






  8 %

District Media Director








  8 %

Forensics









  7 %

Debate










  6 %

FCCLA










  6 %

FBLA_______________________________________________________________   6%

District Publicist_______________________________________________________
  6 %

Yearbook Sponsor








 5.5 %

Professional Development Council Chair





 5.5 %

Music Department Assistant







  4 %

Art Sponsor 









  4 %

Webmaster 









  5.3 %

District Activity pay is calculated from the base salary on the adopted salary schedule. Supplements that were based on actual salaries up to the 2016-2017 school year will be frozen at the 2016-2017 rate until the rate calculated from the base salary is greater than the frozen rate.
ARTICLE III:      GENERAL PROVISIONS:
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1. The above schedule is the basis for salary determinations for the 2018-19 school year and is subject to review and possible revision each school year.  The Salary Schedule is not a part of the teaching contract.  Payment according to placement on the Salary Schedule will be conditioned on the ability of the Board of Education to budget the necessary funds.

2. The position of a teacher on the Salary Schedule shall be determined according to experience and professional training at the time of issuing contracts.  If, by reason of summer school credit for which satisfactory evidence is filed in the office of the Superintendent of Schools not later than September 15, a teacher becomes entitled to a higher rating, they will be given a revised contract effective as of October 1 of that year.  All hours credited for advancement shall be approved by the Superintendent and shall be directly related to the teacher’s teaching field.   These deadlines shall be strictly enforced and shall be the only time during the contract year for issuance of an amended contract due to column advancement.

3. At the time of employment, a teacher shall qualify for one step on the Salary Schedule for each documented year of teaching experience.  Partial years shall be treated as full years for placement purposes.  A teacher shall be placed on the highest step for which he or she qualifies as recommended by the Superintendent and approved by the Board of Education.

4. Annual contracts for teaching personnel shall reflect the state-required number of school days or equivalent hours; any state required staff development days, and, a minimum of three teacher workdays.  The 2018-2019 teaching contracts will specify 184 contractual days. 

5. Salary Schedule Advancement:

A. Experience increments cannot exceed the top step for a classification, except in Column VI, an employee may advance only one step vertically and one step horizontally in any one contract year.  Column VI will increase by $535 for each year of service earned after the final step listed.

B. Advanced degree programs (Masters, Specialist, etc.) must meet Kansas State Board of Education accreditation requirements.

C. Advancement from Column I to Column II shall be predicated on:  1) Six college credit hours shall be the minimum requirement for advancement; 2) The equivalent of 240 professional development points shall be the maximum allowed for advancement; 3) All professional development points counted toward advancement shall have been earned within the preceding five year period; and, 4) All professional development points counted toward advancement shall have been earned since the last advancement on the Salary Schedule.
D. Advancement from (Column I, if applicable, or*) Column II to Column III shall be granted only upon completion of a graduate degree program.  * The completion of a graduate degree program shall be the only allowable advancement of more than one column in a contract year.  Proper paperwork must have been completed prior to completion of graduate degree program.  (See Section G).
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E. Advancement from Column III to Column IV or from Column IV to Column V or from Column V to Column VI shall be predicated on:  1) Five college credit hours shall be the minimum requirement for advancement; 2) The equivalent of 200 professional development points shall be the maximum allowed for advancement; 3) All credit hours for advancement shall carry graduate level credit unless otherwise approved by the Superintendent of Schools; 4) All professional development points counted toward advancement shall have been earned within the preceding five year period; and, 5) All professional development points counted toward advancement shall have been earned since the last advancement on the Salary Schedule.

F. Notwithstanding the above, all placements on the Salary Schedule shall continue to be honored for employees contracted during the 2018-2019 year.

Each teacher shall advance on the Salary Schedule as experience and training permits providing the teacher submits the Request for Salary Schedule Advancement to the district office by May 1st.  Such notice shall include information about credit hours and professional development points that will entitle the teacher to advancement to a higher column on the Salary Schedule.  Transcripts verifying satisfactory completion of credit hours and professional development points must be provided to the district office by September 15. The final determination of eligibility for advancement rests with the Board of Education.  

ARTICLE IV:   DEFINED FRINGE BENEFITS
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1. Health Insurance
All employees who are annually contracted and who qualify per the enclosed chart are eligible to receive a fixed dollar fringe benefit to be applied toward the premium payment on the group medical insurance plan sponsored by Unified School District 376.  To receive this benefit an employee must enroll in the USD 376 approved group health insurance program.

The amount to be received per contract month is calculated on the contracted FTE (full-time equivalency) for certified staff. 

The following chart illustrates the monthly benefit for those eligible for this defined benefit:

2018-2019 Benefit Chart

Certified Staff
Per Month Benefit
Additional benefit 



1.0

510.00



50.00


      


  .9  

493.00



47.00


      


  .8

476.00



44.00


      


  .7

459.00



41.00


      


  .6

442.00



38.00


      


  .5

425.00



35.00


      


  .4

408.00



32.00


        


  .3





29.00


        

To receive the defined benefit amount, each employee will be required to complete an election form requesting the benefit amount and will be required to enroll in the approved group health insurance plan, salary protection insurance plan, or other approved section 125 deduction.  Election choices will not be changeable unless a change in family status occurs which allows modification under the regulations of Internal Revenue Code 125.

2. Additional fringe benefit
All employees who are annually contracted and who qualify per the enclosed chart are eligible to receive an additional fixed dollar fringe benefit.  This benefit may be applied toward the premium payment on the group medical insurance plan sponsored by Unified School District 376 or toward the premium payment on the salary protection insurance plan, life insurance, cancer insurance or other approved Section 125 deductions from American Fidelity Assurance Company.  

Part-time employees will receive a pro-rated monthly benefit.

ARTICLE V:    SALARY REDUCTION
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The school district shall establish a program in conformity with Section 125 of the Internal Revenue Code of 1954 as amended, and in compliance with applicable rules and regulations issued by the Internal Revenue Service for Salary Reduction.  Any employee may reduce their salary for non-taxable benefits as set forth in the program and allowable by law.

The employee shall make any salary reduction request within ten days after commencing work in USD 376.  That reduction shall remain in force throughout the twelve months or through the August pay period or upon termination of employment with the district, whichever occurs first.

Employees may elect to make salary reductions for the payment of premiums for insurance policies, including group health, group dental, group vision, group life, cancer, disability, medical and dependent care reimbursement, and any other benefits as selected and approved by the Board.

If none of these options are chosen, the employee shall receive their total salary in cash.

A plan participant will be allowed to change health care or dental care insurance status if the change is due to a change in family status (e.g., marriage, divorce, death of spouse or child, or birth or adoption of child.)

ARTICLE VI:
LEAVE PROVISIONS
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A. Discretionary Leave   

1. At the beginning of each school year, each eligible employee shall be credited with twelve days of discretionary leave.  Unused discretionary leave may accumulate to a carryover maximum of sixty days per year, which when coupled with the annual allowance of twelve days, will provide for a maximum of seventy-two possible days of usable discretionary leave per year. 

2. Discretionary leave is subject to the following:

a. Any leave would be subject to approval of the building principal.

b. Leave requests for the day before or the day after a scheduled vacation* must meet the following qualifications:

1.  Notice must be given to the building principal at least 72 hours in advance.

2. Approval will be based on the availability of a suitable substitute and the overall building operational needs.

*Scheduled vacation includes all days school is not in session, excluding weekends.

c. Substitute teachers would be obtained through the principal in the customary manner.  It is understood that whenever possible, a substitute will be secured and that should a substitute be unavailable, the leave request may be denied.

3.  
A specific reason for leave will not be required for approval, however one of the following categories must be designated on the leave form.

a)  Personal Illness/Disability/Maternity Leave

Covered employees shall receive full daily pay until the maximum number of accumulated discretionary leave days has been exhausted, the last contracted duty day, or until the employee qualifies for KPERS benefits.  If it is necessary for the leave to exceed the accumulated discretionary leave, a pay deduction will occur for all additional days unless covered by other leave policies.

b)  Family Illness

In the event of an illness of a spouse, child, or parent, covered employees shall receive full daily pay until the maximum number of accumulated discretionary leave days has been exhausted or until the last contracted duty day.  If it is necessary for the leave to exceed the accumulated discretionary leave, a pay deduction will occur for all additional days unless covered by other leave policies.

c)   Illness of Others

Covered employees shall receive full daily pay for up to five days per occurrence.  If a single illness exceeds five days, a pay deduction will occur for all additional days unless covered by other leave policies.
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d)  Bereavement

In the event of a death of a spouse, child, or parent, covered employees shall receive full daily pay until the maximum number of accumulated discretionary days has been exhausted or until the last contracted duty day.  If it is necessary for the leave to exceed the accumulated discretionary leave, a pay deduction will occur for all additional days unless covered by other leave policies.

e)  Bereavement of Others

Covered employees shall receive full daily pay for up to five days per occurrence.  If a single bereavement leave exceeds five days, a pay deduction will occur for all additional days unless covered by other leave policies.

f)  Personal Business

Covered employees shall receive full daily pay for up to two days per occurrence.  If a single personal business leave exceeds two days, a pay deduction will occur for all additional days unless covered by other leave policies. 

This policy shall be reviewed on an annual basis during the negotiation process.

B.
Job Related Injury
Absence due to injury incurred in the course of the employee’s employment shall not be charged against the employee’s leave benefits.  The Board shall continue to pay such employee their full salary and benefits during such absence provided that the employee returns to the Board any benefits received under Workmen’s Compensation for each injury or illness.
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C.
Donation of Discretionary Leave Days
To assist district personnel who suffer prolonged illness or disability to work, other district employees will be allowed to donate unused discretionary leave days under the following guidelines:

1. To be eligible to receive donated days, a district employee must present a written formal application to a screening board which shall consist of:  1) the superintendent; 2) the principal of the building where the applicant is employed; 3) the president and vice-president of the Sterling Teacher’s Association.  The employee (or immediate family member) must be under a doctor’s care.  The application must include a written statement concerning the inability to work (or an explanation of the illness/disability of the immediate family member involved).

2. Written notification of approval or disapproval of the application will be made by the screening board to the applicant.


3. If the committee approves a request for donated days, the District Clerk will send an e-mail notification to all school employees informing them of the need to provide an opportunity for all school district employees to donate their unused days.
4. Employees wishing to donate days will notify the District Clerk within three working days, stating the number of days they wish to donate, with 2 days being the maximum allowed.
5. After all donations are made, the Clerk will begin using one day from each donor in the order they were donated.  Should the recipient no longer need the days, or if more days are donated than are needed, or if the contract year ends, unused days shall be returned to the original donor.
6. If all donated days are used, the applicant may not request additional days for the same illness or disability during the same contract year.
7. Each applicant must use all accumulated discretionary leave days before receipt of donated days.
8. Donated days may not be used to cover participants who are eligible to receive Worker’s Compensation or KPERS income.
9. Donated days may not be used for family leave or the care of a child after birth, except to the extent that it is medically necessary.
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D.
Other Leave
Any certified employee may make application to the Board of Education for a leave of absence up to ten additional days not covered by other leave provisions of this agreement.  If approved, the employee shall be charged a payroll deduction in the amount equivalent to employ a substitute teacher for the applicable days.  The Board may grant such extended leave at their discretion. 

E.
Deductions
Whenever deductions are made to an employee’s salary, they shall be made by deducting 1/186th of the salary for the time period involved unless specified differently elsewhere in these provisions.

Note:  All leave provisions for part-time employees will be pro-rated to the nearest tenth unless otherwise stipulated in the leave provision.  

ARTICLE VII:    PAYMENT FOR STAFF TRAINING
Whenever U.S.D. 376, as an employer, requests an employee to attend an in-service training session and said training falls outside of the regularly contracted obligations of the employee, U.S.D. 376 will compensate the employee as follows:

1. 
Teachers will be paid at the rate of 1/186th of the base Salary Schedule for the current year.  Such pay will be pro-rated in increments of ½ or full pay with any training session of four hours or less being ½ the daily rate and any training session of more than four hours being paid at full rate.

2.  No pay will be provided for time spent attending classes, workshops, or other training sessions that are necessary and required for the employee to maintain certification or eligibility for employment.

Summer Curriculum Committee Work
In the event the school district conducts curriculum improvement projects during the summer months, the following will apply:

1. The current rate 1/186th of the base Salary Schedule will be made for each day spent on curriculum work up to a maximum of ten days.  Curriculum committee members will be assigned by the administration.

2. The chairperson of the curriculum committee would be compensated at 20% above the rate of pay per day for committee members.  A maximum of fifteen days would be allowed for compensation.

3. A workday would consist of a minimum of three hours work for ½ days pay and a minimum of six hours work for full days pay.
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Planning Period Assignments

Planning periods shall be defined as time when no student supervision is assigned.   Certified staff shall receive a minimum two week average of 200 minutes of planning time per week during the student day.  In the event the school district should assign student supervisory roles during planning time on an extended basis, compensation shall be made at the rate of 1/8 of their current daily teaching contract.  In the event the school district should request student supervisory roles during the student day as a substitute for another teacher, compensation shall be made at the current substitute teacher rate of pay.

Mentor Teacher Stipend










Whenever the district utilizes the services of a “mentor” teacher for assistance to a beginning teacher or another identified teacher in need of assistance, the mentor teacher shall be eligible for a $300.00 stipend.  Those who serve as a mentor teacher shall file a requisition for services to the district office no later than January 1 of the school year in which they provided this service.  Upon approval, a lump sum payment will be made on February 1st.

ARTICLE VIII:    PAYMENT FOR UNUSED DISCRETIONARY LEAVE
1. At the conclusion of their current contractual year, each eligible employee will be compensated by the district at the rate of $45.00 per day for all accumulated unused discretionary leave in excess of the carryover maximum of sixty days per year.  Said payment will be made in a lump sum payment with the final payroll check.  Upon retirement from the district, the employee will be compensated by the district at the rate of $45.00 per day for all eligible unused sick leave and/or vacation time.  Said payment shall be made in a lump sum payment with the final payroll check.  (See Policy GBRIB-R)  

ARTICLE IX:    EARLY NOTIFICATION OF RESIGNMENT/RETIREMENT
The Board of Education, USD 376, will award a stipend to certified employees based upon early notification to the Board of Education.

A certified employee who announces resignation or retirement plans and who submits a letter of resignation/retirement to the Board of Education, USD 376, shall qualify for this stipend according to the following deadlines:

Prior to January 15th of their contract year shall receive a stipend of $500.  

Prior to February 15th of their contract year shall receive a stipend of $300.

Prior to March 15th of their contract year shall receive a stipend of $150.

The stipend shall be paid with the last payroll issued to the employee.  Notices presented after March 15th shall not qualify.   (See GBQ-R)
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ARTICLE X:    EARLY RETIREMENT PROGRAM FOR CERTIFIED EMPLOYEES
Article X shall apply only to employees hired prior to September 1, 2006.

The following program is established for the benefit of the certified employees of Sterling Unified School District 376 who find it necessary or desirable to retire from employment with the district prior to age 65.  Early retirement is voluntary, at the discretion of the employee, and subject to all of the terms and conditions hereinafter specified.  

Eligibility

An employee satisfying the following requirements is eligible for early retirement:

A. Currently a certified employee who has served a minimum of fifteen consecutive years in the district.
B. Is not less than fifty-seven years of age and not more than sixty-four years of age on/or before September 1 of the year in which early retirement is requested; or anyone who meets the KPERS 85 Point Early Retirement Plan.
C. Eligibility, as specified herein, shall be determined by recommendation of the Superintendent and approval by the Board of Education.  An employee making application for early retirement shall be responsible for providing all information necessary to confirm eligibility for early retirement and all benefits to be paid.
D. An employee may apply for early retirement by giving written notice to the Superintendent and Board of Education no later than the 10th day of May preceding the anticipated retirement date.  Such application shall include the following information:
1. A declaration of the applicant’s intent to elect the early retirement option.

2. The anticipated date of early retirement.

3. The applicant’s date of birth.

4. The age of the applicant at the anticipated date of retirement.

5. The number of years the applicant has been employed by the district.

6. Whether or not the applicant desires to secure health insurance coverage through the district plan, and if so, what arrangement will be made for the payment of the premium.

E. Following official action by the Board of Education, the Superintendent shall notify the applicant of the final disposition of the application and shall inform those who receive approval of the date(s) and amount of early retirement benefits to be paid.
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Benefits

The early retirement benefit shall be computed by the following formula:

A. Determine the applicant’s final salary and benefits as contained in the last contract between the applicant and U.S.D. 376.

B. Multiply this amount by 15%.  This is the maximum allowable annual early retirement benefit.

C. The total maximum retirement benefit shall not exceed 75% of the applicant’s final salary and benefits as contained in the last contract between the applicant and U.S.D. 376.

D. Annual Payment Schedule
a.
For a  person retiring prior to age 60, the maximum annual benefit as computed 
in “B” shall be allowed and shall be payable in equal annual installments over a 
minimum of five years, subject to the provision outlined in “C”.

a. For a person retiring at age 60, the maximum annual benefit as computed in “B” shall be allowed and shall be payable over a five year period in five annual installments.

b. For a person retiring at age 61, the allowable benefit shall be the maximum annual benefit as computed in “B” and shall be payable over a four year period in four annual installments.

c. For a person retiring at age 62, the allowable benefit shall be the maximum annual benefit as computed in “B” and shall be payable over a three years period in three equal annual installments.

d. For a person retiring at age 63, the allowable benefit shall be the maximum annual benefit as computed in “B” and shall be payable over a two year period in two equal annual installments.

e. For a person retiring at age 64, the allowable benefit shall be the maximum annual benefit as computed in “B” and shall be payable within a one year period in one installment.

E. The amount determined by this formula will be paid annually in a lump sum during the first week of February commencing the first February following retirement and ending when the total commitment has been paid.

F. All early retirement benefits shall terminate automatically at the time of final payment or upon the death of the retiree, whichever shall come first.

G. Those approved for early retirement shall be eligible for participation in the district group health coverage plan.  The employee shall make proper arrangements for payment of the monthly premiums to the district Clerk to maintain this eligibility.  All premiums must be submitted to the district office no later than the 15th of the month preceding payment to BC/BS.

 This Eligibility Clause shall be null and void in the event the group insurance carrier would have rules or regulations prohibiting the retiree from participating in the group plan.


All tax obligations and social security shall be deducted as may be required by law.
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ARTICLE XI:
REDUCTION IN FORCE
A.
Reasons for Reduction in Staff
If the Board of Education determines that one of the following reasons exist, a reduction of the certified staff may be implemented:

1. Reduction in the funding level of the district

2. An enrollment decline that effects program levels to the extent that a reduction in staff may be necessary

3. Withdrawal of state certification, accreditation or federal funding for specific curriculum offering

B. Reduction Procedure

Only after each previous step has been exhausted can the next step be implemented.

1. Attrition

2. Non-tenured teachers in area of certification

3. If further reduction is necessary, the Board of Education will consider seniority, and contributions to the district in selecting the positions to be reduced.  Any decision by the Board is final.

4. Notification of the intent to reduce staff will be in writing, to all parties effected, a minimum of thirty days prior to May 1.

C. Recall Provisions
In the event that the Board of Education declares a reduction in staff, the following recall procedures will be implemented:

1. As positions are reduced, the names of teacher effected will be placed on a list in order of their selection.  A teacher’s name will remain on the list for two years.  Removal from consideration can occur with written notice by the effected teacher at any time.

2. If a vacancy occurs, for which a teacher effected by Reduction in Force qualifies, a position may be offered.  Qualifications will be determined by the Board of Education.  Any vacancy may be dealt with by transfer within the district staff before a teacher who has been reduced would be considered.

3. Any teacher affected by the recall procedures shall be returned to the place on the Salary Schedule for which they qualify.  If a teacher waves re-employment, the recall qualification ends.  All action will be in writing and have a ten day time line on all levels. 

ARTICLE XII:  GRIEVANCES

A.  
Purpose - The purpose of this procedure is to provide for the orderly and expeditious adjustment of grievances of individual employees of the school district at the lowest level.
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B.  
Definitions

1.  “Grievance” shall mean any alleged violation of the terms and conditions of an employee’s contract of employment and/or negotiated agreement.

2.  “Grievant” means an employee of the district having a grievance.

3.  Words denoting gender shall include both masculine and feminine, and words denoting number shall include both singular and plural.

D. Procedures - The adjustment of grievance shall be accomplished as rapidly as possible.  To that end, the number of days with which each step is prescribed to be accomplished shall be considered as maximum and every effort shall be made to expedite the process.  Under unusual circumstances, the time limit prescribed in this statement may be extended or reduced by mutual consent of the grievant and the person or persons by whom the grievance is being considered.

Level 1

A grievant shall first take up the grievance with the immediate administrative supervisor in private informal conference(s).  Every effort shall be made to adjust the grievance in an informal manner.

If the employee is dissatisfied with the outcome of the initial private conference(s), he/she may request, in writing, a formal conference with the immediate administrative supervisor.  Every effort should be made to develop an understanding of the facts and the issues in order to create a climate that will lead to a solution.  The formal conference shall occur within ten school days of the receipt of the written request and shall be documented.

Level 2

In the event that the aggrieved person is not satisfied with the disposition of the grievance at Level 1, or in the event that no decision is reached within ten school days after the presentation of the grievance, the grievant may appeal the matter in writing to the superintendent of schools.

If the grievant appeals the grievance to the superintendent, the superintendent or designated representative shall confer with the grievant in an effort to arrive at a satisfactory solution within ten days after the appeal has been received by the superintendent.

If the grievant does not appeal the grievance to the superintendent within thirty school days after the formal conference at Level 1, the appeal of the grievance shall automatically be waived.

Level 3
If the grievance is not reconciled to the satisfaction of the grievant or if no decision is made within twenty school days after the date the grievance was filed with the superintendent or designated representative under Level 2, then the grievant may appeal the grievance.  This can be accomplished by submitting a written request to the clerk of the board within ten school days after the superintendent or designated representative has rendered a decision or after the expiration of said twenty days.

The board of education shall, within thirty school days after receipt of the written request, meet and confer with the grievant and render a decision to be submitted to the grievant in writing which will be the final disposition of the grievance.
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Supplemental Conditions
All individuals involved, and all others who might possibly contribute to the acceptable adjustment of a grievance, are authorized and urged to testify with full assurance that no reprisal will follow by reason of such participation.

Upon the final determination of the grievance, the documents, communications and records, excepting a record of the grievance and the final adjustment thereof, and excepting records required by law to be kept and maintained, shall be destroyed.

At each step of the procedure for adjusting grievances after the initial private conference(s) with the immediate administrative supervisor, the grievant shall be entitled to be accompanied by others who might contribute to the acceptable adjustment of the grievance and/or to be represented by legal counsel.

All grievance hearings shall be confidential.

All discussions and hearings shall be conducted at times other than when school is in session.

It is the responsibility of the grievant to utilize the procedure for adjusting grievances as soon as he/she is aware of a grievance.

Excluded from the grievance procedure shall be matters for which law mandates another method of review.  

Only the employee affected may file a grievance or an appeal from Level One and Level Two.

The filing of a grievance at all levels shall be in writing and shall be reasonably specific as to the nature of the complaint.  The grievance should, to the extent possible, describe the alleged event or act, giving rise to the grievance, including the time, date and place of the event or act and the names and addresses of any witnesses thereto.

ARTICLE XIII:  RESIGNATION

A teacher who resigns after June 1st shall not be released from their contract to accept another position until a competent replacement has been contracted in his place.  Any expense incurred in securing a replacement shall be borne by the teacher requesting the release. Exceptions will be made for moving due to spouse transfer, illness, or other unavoidable circumstance approved by the Board.

In the event that a teacher terminates employment in the district without compliance with board policy, the board may, at their discretion, request the Professional Practices Commission to consider the suspension of the teacher’s certificate and/or charge the teacher $2,500 in liquidated damages to be taken from their final paycheck(s).

ARTICLE XIV:  PERSONNEL RECORDS

Personnel files required by the district shall be confidential and in the custody of the records custodian and/or the superintendent.  Employees have the right to inspect their files upon proper notice under the supervision of an appropriate supervisor.  All records and files maintained by the district should be screened periodically by the custodian of records.

All personnel files and evaluation documents, including those stored by electronic means, shall be adequately secured.
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Requests for References

Unless otherwise provided by law, a request by a third party for release of any personnel record shall require the written consent of the employee, and shall be submitted to the records custodian who shall respond to the request as the law allows.

Upon receipt of a written request district officials may provide information regarding past and present employees to prospective employers in compliance with current law.  Information that may be provided will include:

employment date(s);

job description and duties while in the district’s employ;

last salary or wage;

wage history;

whether the employee was voluntarily or involuntarily released from

service and the reasons for the separation;

written employee evaluations which were conducted prior to the 

employee's separation from the employer and to which an employee shall 

be given a copy upon request.

Immunity Provided

Unless otherwise provided by law, an employer who responds in writing to a written request concerning a current or former employee from a prospective employer of that employee shall be absolutely immune from civil liability for disclosure of the information noted earlier in this policy to which an employee may have access.

ARTICLE XV:  EVALUATION
Policy Statement - The evaluation system shall be continuous and will include all certified employees, K through 12.

The evaluation will be made in writing. All evaluation documents and responses will be maintained in a personnel file at the district office for a period of not less than three years from the date of the evaluation.

The evaluation system will be in compliance with the requirements of the State of Kansas, specifically K.S.A. 72-9001 through 72-9006.

The evaluation system will include provisions for the evaluation of personal qualities and attributes such as, but not limited to, efficiency, personal qualities, professional department, ability, physical and mental health; teaching results and performance, student control and discipline, and all other aspects as may be necessary.

Whenever any evaluation is made of an employee, the written document thereof shall be presented to the employee and the employee shall acknowledge such presentation by their signature.  At any time, not later than two weeks after such presentation the employee may respond thereto in writing.

The original policy and all amendments thereto shall be promptly filed with the State Board of Education.
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The administrative employees to whom this instrument shall apply will be the superintendent of schools and the building principals.  The superintendent of schools shall evaluate building principals, the teachers by the principals and the superintendent of schools shall be evaluated by the board of education.

Evaluation documents and responsibilities thereto shall be available only to the evaluated employee, the board, the administrative staff making the same, the State Board of Education as provided in K.S.A. 72-7515, the board and the administrative staff of any school to which such employee applies for employment, and other persons specified by the employee in writing to their board.

Approved:  8/14/17; 7/9/18
GBA-R
College Hours
To encourage professional growth, a payment of $100.00 per semester hour for credit towards an advanced degree, certificate, or endorsement, or $75.00 per hour for other graduate level classes, will be paid to professional employees subject to the following conditions:

(A) 
All hours must be approved in advance by the superintendent using the 


“College Hour Approval Form.”

(B) 
All hours must be in the teacher’s teaching field unless prior approval is

           received.

(C)
Transcript, receipt of payment, and requisition for reimbursement must be 


received within 30 days of the end of the class.

(D)
Persons eligible for reimbursement must have taught in Sterling Unified


School District 376 at least one year and must be returning for the 


following year.

(E) 
Persons receiving grants, scholarships, or other forms of reimbursement 


will not be eligible for this payment.

(F) 
A maximum of $600.00 will be paid in each budget year to each eligible 


employee.

(G)
A maximum of $3,500 will be allocated to college hour reimbursement 


each budget year, which will be awarded on a first come, first served 


basis. 

(H)
Applications will be accepted beginning at 7:45 a.m. on the following dates 


(or the first following school day if these dates fall on a weekend):



Fall semester:
June 1st



Spring semester:
November 1st



Summer classes:
April 1st

Approved:   April 10, 1995; 8/13/18
GBBA

Qualifications and Duties
The district may develop a comprehensive job description for each classification of certified employees.

Approved:   May 14, 1990

GBBA-R
Qualifications and Duties
Teachers - The educational system seeks to establish an educational environment that will stimulate all persons to pioneer new ways to satisfy the educational needs of pupils or students and society.  The instructional situation where teachers and pupils meet in the classroom is the heart of all school operation.  The educational system, business management, building maintenance, coordinate service and all other services are appraised in terms of their contribution to the progress of instruction.  Teachers in a school are responsible to the principal.  All members of the educational staff are professional colleagues with specialized skills to contribute.

General Duties - Teachers shall be responsible for the care, discipline, and instruction of their pupils during the prescribed school day or any additional time they are placed in a position of responsibility by the principal or superintendent.  They shall endeavor to maintain hygienic conditions and practices in their classrooms and shall report to the principal any serious accident or illness affecting pupils in their charge.  They shall exercise such control over children as would be exercised by a kind, firm and judicious parent.  They shall exercise the greatest care in granting permission for children to leave school at the request of or in the company of any person not a school officer, and then only with the approval of the principal.

GBBA-R    Qualifications and Duties
Teacher’s Administrative Duties - The teacher cannot be concerned solely with teaching subject matter.  There are numerous administrative duties that the teacher must perform in the modern school system.

The administrative duties of the teacher include:

( Guidance of the school life of the student in order to deal systematically with their needs.

( Interpretation of social forces that affect the curriculum and participation in a continuous development of the curriculum.

( Sponsorship of extra curricular activities in order to promote the social development of students.

( Cooperation in the equipping of schools and the care of property.

( Partnership in the enterprise of conducting the school and accepting the responsibilities of understanding the problems of school finance.

( Responsibility for the keeping of records and making of reports.

( Understanding the relationship of education to the local, state, and federal governments.

( Understanding of board social needs to instruct students of their community responsibility and encourage them to participate in community activities.

( Understanding of local school organization in order that the teacher may know for when and to whom he/she is directly responsible.

( Cooperation with the school principal in a common enterprise - the best possible education for every individual student to the end that they may be a good citizen of the community, the state, the nation and the world.

( Understanding of the legal and administrative aspects of state school organization.

( Knowledge of the purposes of the various educational organizations and the activities which they attempt to carry on in the interest of the profession and the public school system.

( Realization that continual professional growth is an obligation that goes with professional development.

( Understanding that improved economic security is a result of public and professional awareness of the school’s needs for keeping pace with a changing society.

GBBA-R    Qualifications and Duties
Recording and Reporting Student Progress - Teachers shall administer the marking system and other means of evaluating student’s progress prescribed for the schools and report to parents the progress of their children as directed.

Reports to Parents - Reports to parents or guardians indicating citizenship traits and progress are filled out as directed by the administration.

Records and Reports - Teachers shall keep daily attendance records and such other records and make such reports as are required by law and the administration.

Teachers shall, at the close of the school year, account to the superintendent through the principals, for all equipment, apparatus, books, keys, supplies, etc., being used in their respective assignments.

General Suggestions for Teachers - Teachers need to believe profoundly in democracy and to practice it skillfully in all phases of human relations.

Teacher’s Attitudes - The attitude that the teacher has toward his/her profession, toward his/her work, toward his/her associates, and above all, toward his/her students and patrons often determines his/her success or failure.  No school system can succeed when the personnel are made up of officers and teachers who are dominated in thought and action by selfish motives.  A school system is not a place for officials or teachers who are jealous, envious, or petty in their dealings with other people.  Teaching is a great profession and carries with it a privilege.  That teacher, who is constantly talking about their rights and how they are overworked, no doubt would be happier and more successful in another vocation.

Criticism and Discord - Teachers should be courteous to one another, refrain from unkind criticism of other employees; avoid the circulation of remarks that would belittle or injure a fellow employee; or sow seeds of discord among themselves or others.  The unethical teacher has no place in a school system.

GBBA-R    Qualifications and Duties
Gossip - Gossiping is just like muddy water.  It will settle much quicker if it is not being stirred up.  It has been said that gossip passes through three gates: Is it true?  Is it kind?  Is it necessary?

Custodial Work - Teachers are asked to aid the custodian insofar as it lies within their power by keeping their rooms neat and clean.

If the custodian’s care of the room is not satisfactory, the matters should be taken up with the principal, not with the custodian.

Sending Children from the Room - Sending students from the room should be kept to a minimum.  If it becomes necessary that a student be sent from the room for disciplinary reasons it is the teacher’s responsibility to see that the student goes directly to the principal and that he/ she knows of the offense.

Students Leaving the Room - Teachers should not allow the students to leave the room too often or unnecessarily.  Unless a teacher is tactful and careful in preventing this, some students will continually and habitually do this in order to wander about and to get out of work.  The conditions of the general health of the child should, of course, be taken into consideration.  No students are to go to town without clearing through the office.  Keep to a minimum.   (See JGFB-R)

Dismissal of Students - No teacher should dismiss his/her students before the regular dismissal bell or permit them to leave the building during school hours without the permission of the principal.  Never send students to solicit during school hours.  (See JGFB-R)  All practice periods should be held during their regularly scheduled periods.  Any exceptions should be cleared through the office.

Interest in Student’s - Teachers should show a real personal interest in student’s work in other classes, in his/her personal problems, his/her family and friends, his/her hobbies, ambitions, likes and dislikes, and his/her extra-curricular activities.  Help the new student to adjust themselves to his/her schoolroom, schoolwork, games and social contacts.  Let the students know that they have been missed when they return to class after a period of absence.

GBBA-R    Qualifications and Duties
Know the Parents - One way to win parents is to show them that teachers are interested in their children.  Make an effort to meet the parents.  Parents and teachers, too often, do not become known to each other until some troubles arise and then they meet under trying conditions.

Sharing Responsibility - It is the business of every teacher to acquaint themselves with the policies/rules of this district and to enforce them.  In carrying out the policies/rules, do so with impartiality.

Tests - Study habits are affected by the tests given.  If tests emphasize small details, students will learn small details.  If tests call for broad understanding, students will aim for broad understanding.  Allow enough time for students to complete the examination.  Many teacher-made tests are too long for the time allowed.  Examinations should not be speed tests except when speed is an important element.  Phrase questions and directions as precisely as possible.  Tests lose their value when students do not understand the questions.  Teachers should study the results of the testing program.  It will help them to know their student’s abilities better.

Grading - Every teacher must be able to justify the grades given a student in each subject; therefore, it is essential that an accurate record of their work must be recorded.

Maintenance of Orderly Conduct - Students are expected to conduct themselves in keeping with their level of maturity, acting with due regard for the supervisory authority vested by the board in all district employees, for the educational purpose underlying all of the school activities, for the widely shared use of school property, and for the rights and welfare of other students.

All employees of the district are expected to share responsibility for supervising the behavior of students and for seeing that they meet the standards of conduct which have been or may hereafter established by the board or its agents.

In each instance in which an employee acts to help a student conduct him/herself properly, emphasis should be placed upon the growth of the student in ability to discipline themselves.

GBBA-R    Qualifications and Duties
Coaches - The head coach is under the general direction of and is responsible to the building principal of the activity.  The specific duties of the head coach of each sport are as follows:

( Directs the sport in compliance with all rules and regulations of the Kansas State High School Activities Association.

( Supervises the use, care, and operation of the gym and other school property during practice and contests.

( Is directly responsible to the building principal for inventory, maintenance, and storage of all athletic equipment related to the sport.

( Is responsible to the building principal in administering the policies of the district regarding medical care for athletic type injuries.

( Will conduct themselves at contests and practice in a manner that exemplifies good sportsmanship and leadership.

( Is responsible to consult the building principal before scheduling any athletic contests, extra practices or practice games.

( The head coach of each sport will submit all requisitions for athletic equipment and supplies to the building principal.

( The head coach of any sport will not conduct any off-season training program that will compete with any other sport.

( The head coach will recommend to the building principal new policies and evaluate the effectiveness of all policies within the assigned area.

( Will submit to the building principal all required reports, forms, and KSHSAA physical examination and consent card.  No student will participate until they have passed a physical exam and the card is completed and is on file.

( Will maintain direct supervision of, and responsibility for, members of their staff (assistant coaches) in the exercising of their coaching duties.

( Will consult the building principal before scheduling practices in over-lapping sports.

GBBA-R    Qualifications and Duties
School Counselor - The school counselor directs the measurement and evaluation program; obtains and interprets occupational and educational information for students; performs counseling service to students and teachers; and conducts and reports on research projects related to guidance.

The school counselor is under the general direction of, and responsible to, the school principal.

The school counselor supervises students during activities of the guidance and counseling program; maintains staff relationships with teachers; and exercises direct supervision of employees assigned to a counselor’s office.

The school counselor’s duties are as follows:

( Assist in maintaining cumulative records of students in the senior high school.

( Secures, organizes and interprets information in cumulative records to pupils, parents and teachers.

( Performs individual and group guidance with pupils whenever a need for such services is indicated and referring to the psychologist those individuals requiring additional services.

( Maintains current information about higher education, special training in occupational fields, uses these materials in individual conferences and in classroom group counseling.

( Studies pupil personnel records for identification of individual differences among students.

( Works individually with students in aiding them to choose subjects from the curriculum for future vocational and educational purposes, available scholarships and financial assistance.

( Works with students, parents, industries and places of business in placement of students in full and part-time jobs.

( Makes follow-up studies on students who withdraw or graduate from school and students who have participated in vocational programs.

( Interviews new students and conducts orientation programs for them.

( Confers with teachers, parents, specialists, and community agencies on educational, health, social, and vocational problems of the students.

( Counsels with students who indicate a desire to drop out of school.

( Helps coordinate and administer district-testing programs.

( Interprets the school program and pupils individual program to the parents.

( Helps staff and students with study habits/skills.

( Works with the curricular coordinators on such items as self-esteem/peer group influences/drug and alcohol abuse programs.

GBBA-R  Qualifications and Duties

School Librarian - The school librarian supplies a school staff and student body with library services; assists teachers and students in selection and use of books and non-book materials; organize library materials for effective use; maintains necessary records and safeguards for all library material.  The school librarian is a teacher operating through the library rather than a classroom.  The librarian should try to help the teachers use the library as a center for learning in the school, and as an essential part of their teaching program.

The school librarian is under the general direction of, and responsible to, the principal of the building assigned.  The librarian is to maintain staff relationships with other teachers and exercise direct supervision over student use of the library.  The school librarian’s specific duties are as follows:

( Plans library assignments with teachers and pupils.  Plans with teachers for visits to library to promote interest in reading.

( Organizes the school’s library materials for effective use.  Evaluates, selects, acquires, and prepares new library materials.

( Directs the work of clerical and student assistants in the library.

( Promotes library conduct of students.

( Helps pupils to develop habits of independent reference work and develops skill in the use of reference material in relation to planned assignments.  Prepares and discusses material with a class studying a particular topic.

( Assists teachers in the selection of books and other instructional materials.  Informs teachers of what the library has to meet their various needs.

( Attends meetings of teachers and serves on curriculum committees.

( Counsels with and gives reading guidance to pupils who have special reading problems.

( Stimulates students to make effective use of the library and its resources and to develop good library habits.

( Professional duty is to interpret the functions of the school library to all with whom you come in contact.

GBBA-R    Qualifications and Duties

Activities Principal - In general, the activities principal will oversee all activities involving Sterling Junior and Senior High Schools.  The activities principal shall also:

Certify the eligibility of all athletes and activities participants.

(a)  
Send all KSHSAA forms as they are needed

(b)   
Collect and file all physical, insurance and ethics forms

Remain current on all activity program guidelines.

(a) Stay current on KSHSAA rules and regulations by attending administrative workshops and readings

(b) Keep informed of League requirements by attending all League meetings

Approve pay for all officials.

(a)   
Have checks ready

(b)   
Have balls, towels, and refreshments ready

Work with activities director to assign workers for activities.

Have supervision responsibility for approximately one-third of the activities programs at Sterling Junior and Senior High School.

(a)   
Manage Girls Classic Basketball Tournament

(b)   
Supervise management of junior high track meets

Determine transportation needs for all activities at Sterling Junior and Senior High School.

Be aware of the general budget potential for each activity during the year.

(a) Approve/disapprove athletic requisitions and forward to superintendent

(b) Request payment for paid services

(c) Approve payment for all officials

(d) Approve payment for all entry fees and purchases

Conduct coaches meetings and communications:  keep all parties informed of policies and needs.

(a) Oversee towel usage

(b) Communicate all KSHSAA reminders

(c) Evaluate all coaches, conduct evaluative conferences both prior to and at the conclusion of each season

Oversee the education and implementation of SHS Ethics Policy and the short and long term planning of all activity facilities.

GBBA-R    Qualifications and Duties

Activities Coordinator - The USD 376 Activities Coordinator shall assist the junior and senior high principals in the organization, coordination and direction of the interscholastic activities programs for the Sterling Junior and Senior High Schools.  In general, the activities coordinator shall perform, but not be limited to, the following duties under the supervision of the activities principal:

Be informed of all applicable League and KSHSAA rules and regulations to ensure that all activities are in compliance.

Determine schedules for each year.


(a)   
Comply with appropriate contracts


(b)   
Publish schedules


(c)   
Notify media as necessary


(d)   
Ensure activities are placed on the district activities calendar

Secure officials for athletic contests.

Assist in the securing and assignment of personnel required for activities.

Be responsible for supervising approximately one-third of the activities programs at Sterling Junior and Senior High School.

(a)   
Co-manage the Boys Invitational Basketball Tournament with Sterling College


(b)   
Supervise management of large tennis and track events

Assist the activities principal in determining transportation needs for school activities.


(a)   
Recommend departure times


(b)   
Recommend type of vehicles needed

(c) 
Recommend special considerations for transportation and travel 
        arrangements

Assist the activities principal with budgeting needs by requisitioning:


(a)   
Medals and trophies as needed


(b)   
Payment for paid services


(c)   
Entry fees


(d)   
Payment for officials

All of the above duties may be designated and/or shared at the discretion of the administration and the board of education.

GBBA-R  Qualifications and Duties

Science and Computer Science Curriculum Coordinator - This position will be created for the purpose of developing and coordinating curriculum efforts in USD 376 for science and computer science.  We recognize that out-of-school time will need to be spent both during the school year and during the summer months.  No set calendar/time limits will be established initially, but the district will expect the coordinator to, with the aid of all science teachers and principals, design an innovative new science curriculum for USD 376.

Specific science curriculum responsibilities include:

Research

1. Study present curriculum to find the topics and strategies that are successful.

2. Review other curriculum guides for possible ideas that may be useful.

3. Review textbooks for scope, sequence and specific ideas.

4. Interview teachers for input of ideas.

5. Develop a library of textbooks, activity guides, computer programs and other learning materials

Design - A comprehensive curriculum guide will be created.

1. This guide will designate what will be taught, as well as how it should be taught.  Teaching strategies for hands-on experience will be described. 

2. Lab activities will be described.

3. Field trips will be coordinated with topics studied.

4. Follow-up writing, reading, math and social studies activities will be    

      suggested.

In-service - The science coordinator and classroom teacher will work together as a team to obtain resources for the above activities.  Together they will plan and conduct the lessons specified in the curriculum guide.  After each lesson, both teachers will critique the activities and general lesson performance.  This evaluation will specify how the experience could be improved to provide more benefits for the student in the year ahead.  This in-service will provide first-hand experience for the classroom teacher in conducting inquiry science classes, handling materials and equipment, and answering student’s questions.

The science coordinator will be present to assist in at least part of each activity, especially start-up and conclusion.  In ongoing labs periodic checks will be made to make suggestions and answer questions.

GBBA-R  Qualifications and Duties

Consultant - Answer questions or solve problems that students and teachers have while studying science.

Kit-builder - Electrical, chemical, collection, weather and other kits will be constructed for those lessons requiring inexpensive and educationally appropriate equipment.

Evaluator - This evaluation will be done throughout the year on each specific lesson at the conclusion of each lesson.  A summation of these evaluations will be completed at the end of the year.  Necessary revisions in the curriculum guide will be done.  This will be done with the input of classroom teachers and principals.

Curriculum Coordinator - Most of the above direct involvement in production of planning and executing lessons will involve grades K-4.  Coordination of topics and lab activities for the entire science program will be another responsibility.  A carefully integrated and coordinated series of field trips will be arranged.  This will be done with the aid of the coordinator, principals and teachers.

Specific computer science curriculum responsibilities include:

Librarian - Control of Software:

1.    Locate                               5.   Catalog

2.    Preview                             6.   Demonstrate

3.    Screen                              7.    Coordinate purchases

5. Order

Hardware - Software Demonstrator:

1.   Help staff use equipment

2.   Help staff and students use programs

GBBA-R  Qualifications and Duties

In-service:  Provide leadership in promoting and providing professional quality in-service programs.  These programs may include these qualities:

1.   District-wide goal

2.   Other incentives

3.   Using the computer in the classroom

      (a)   copying disks

      (b)   using programs, accompanying documentation

4.   Programming

5.   Word processing

6.   Computer literacy

      (a)   how a computer works

      (b)   uses of computers

      (c)    terminology

7.   Computer grade book

8.   Data base management

9.   Administration statistics

      (a)   grades

      (b)   absentees

Contact person for MECC materials.  Disseminate MECC updates to staff - As time goes by, it is expected that various functions of the science curriculum will have been completed and less time will need to be devoted to that area.  It is further expected that additional time will continue to be needed to perform duties with the computer curriculum.

The district will establish an annual compensation for this position dependent upon the qualifications of the coordinator, the efficiency of performance, the expectations of the district and the amount of regular school time available to perform these duties.

For the 1984-85 school term the compensation shall be established at $2,000.  Compensation will be determined annually by the board of education.

GBBA-R  Qualifications and Duties

Health Education Curriculum Coordinator - This position will be created for the purpose of developing, coordinating, and improving the “Health Education” curriculum grades K-12 in USD 376.  The health education curriculum shall be defined as incorporating the following elements:

1.   
Accident Prevention and Safety

2.   
Consumer Health

3.   
Environmental Health

4.   
Family Life Education

5.   
Mental and Emotional Health

6.   
Nutrition

7.   
Personal Health

8.   
Prevention and Control of Disease

9.   
Sex Education

10.  
Substance Abuse and Use

GBBA-R  Qualifications and Duties
The district will expect the following duties to be carried out by the health education coordinator:

(  
Supervise the development of a comprehensive health education curriculum that will meet all appropriate state and local mandates.

(   
Be the permanent chair of the health education committee.

(   
Assist teachers in implementing the curriculum.  This would include placement of activities, teaching strategies, coordination of field trips and where appropriate, serving as a resource person.

(   
Reviewing and revising the curriculum guides annually.  Insuring that other disciplines (i.e. Science) are dovetailed with the health education curriculum.

(   
Attending appropriate workshops and meetings to keep current on subjects.

(   
Help develop a resource (books, audiovisuals, computer programs) guide to assist staff in delivering instruction.

(   
Serve as the USD 376 representative to the ESSDACK council on health 
education related activities.

(   
Assist the district administration and board of education in evaluating 
programs and recommending changes.

The health education coordinator will be allowed one hour per day released time from regular teaching duties in order to help fulfill these responsibilities.

Further, it is recognized that out-of-school time will need to be spent both during the school year and during the summer months.  No set calendar or time limits will be established for out-of-school time, but it is expected and understood that the aforementioned duties will be completed as may be necessary.

In consideration of these extra responsibilities, the health education coordinator will be compensated at an extra supplemental rate as established by the board of education.

GBBA-R    Qualifications and Duties

Curriculum Coordinator - This position will be created for the purpose of coordinating curricular and in-service activities within Unified School District No. 376.  The curriculum coordinator will work with building principals and shall report to the superintendent of schools.

The curriculum coordinator shall have direct responsibility for the state in-service plan and:

(
Shall be responsible for the development, coordination and implementation of a district in-service program that will meet State In-service Plan guidelines.

(
Shall attend meetings and workshops as necessary to keep informed about in-service activities.

(
Shall recommend to the administration those proposals and activities 
necessary to comply with the State In-service Plan.

(
Shall assist the professional staff in individual development programs and make appropriate recommendations to the superintendent and the board of education.

ESSDACK
1.
Shall serve as the USD 376 representative to the ESSDACK council.

2.
Shall keep a record of all workshops and activities attended by staff and shall assist in disseminating this information on a regular basis.  

3.
Shall assist in keeping staff informed of activities and workshops; and, assist in enrollment for such activities.

GBBA-R    Qualifications and Duties

District Curriculum Studies
1.
Shall assist the administration in the annual goals for curricular study.

2.
Shall assist in the selection process for curriculum committees.

3.
Shall develop and recommend to the superintendent a timetable of operation for curriculum committee work.

4.
Shall attend meetings and assist committees as needed.

5.
Shall coordinate all curriculum guide revisions and present recommendations to the superintendent.

The curriculum coordinator will be allowed one hour per day released time from regular teaching duties in order to help fulfill these responsibilities.

Further, it is recognized that out-of-school time will need to be spent both during the school year and during the summer months.  No set calendar or time limits will be established for out-of-school time, but it is expected and understood that the aforementioned duties will be completed as may be necessary.

In consideration of these extra responsibilities, the curriculum coordinator will be compensated at an extra supplemental rate as established by the board of education.

GBBA-R    Qualifications and Duties

USD 376 District Media Director - This position will be created for the purpose of coordinating the curricular, staff development, and student services components associated with media center services in all USD 376 attendance centers.  The district media director will work with all building level administrators and the superintendent of schools.  The district media director will:

(
Provide K-12 curricular materials activities to foster learning skills, research skills, and information access.

(
Assist staff in utilizing and acquiring resources to further the curricular needs of their classroom and their own professional development.

(
Promote the building libraries as a resource for the development of life-long reading habits, including recreational and vocational interests.

(
Plan and organize the resources of all building media centers to enhance K-12 operations and inter-district resource sharing.

(
Maintain proper control of inventory and equipment along with required records of the same.

(
Coordinate, evaluate, and recommend all purchases necessary for the building media centers.

(
Coordinate, evaluate and recommend for purchase all media and media equipment.  Such materials and equipment will be processed and inventory maintained in the building media center although items may be housed in classrooms.

(
Coordinate repair, replacement, disposal and removal from inventory of media and media equipment.

(
Direct and supervise the work of library associates and/or student aides in 
building libraries.

(
Assist in the overall promotion and interpretation of the district library operations to staff, students and the public.

(
Interpret for administration and faculty the information access skills for which students need to demonstrate mastery.

To assist in the fulfillment of these responsibilities, the district will provide appropriate library associates and clerical assistance for the district media director.

Further, the district recognizes that out-of-school time will need to be spent both during the school year and during the summer months.  No set calendar or time limits will be established for out-of-school time.  It is expected and understood that the aforementioned duties will be completed as may be necessary.

In consideration of these extra responsibilities, the district media director will be compensated at an extra supplemental rate established by the board of education.

GBC-R
Recruitment
The superintendent shall make recommendations for the filling of vacancies that may develop within the school district.

Building principals should be consulted about prospective employees when vacancies occur in their buildings.

Whenever possible, at least three persons should be interviewed for each vacancy before that vacancy is filled.  If three interviews are neither possible nor feasible, the superintendent shall report this to the board.  Initial interviews shall ordinarily be conducted by the administration.

The superintendent shall present a listing of all applicants to the board.  The board reserves the right to ask for interviews of any or all of the candidates.

Consideration of the merits of candidates shall be conducted during executive session of the board.

In an emergency situation the superintendent shall be authorized to issue a contract subject to the approval of the board at the next regular or special meeting of the board.

Approved:   February 8, 1988

GBD

Hiring
Teacher Selection - The board of education has the legal responsibility of approving the employment of all employees.  While this responsibility cannot be waived, the board delegates to the superintendent or designated representative the authority to recruit staff members.  In carrying out this responsibility, the superintendent will involve various administrative and teaching staff members as needed.

Approved:  May 10, 1999   

GBD-R
Hiring
All personnel selected for employment will be recommended by the superintendent and approved by the board.

To aid in obtaining the best available staff members for the district’s schools, the board adopts the following general criteria that shall be utilized in the selection process for initial employment:

There shall be no discrimination in the hiring process due to age, handicap, sex, creed, race, color or national origin;

Candidates, if elected, will be assigned to teach primarily their major field and/or major subject area, with elementary education defined as a major field; and

The employment of any staff member is not official until the contract is approved by the board and signed by the candidate.

Approved:   May 14, 1990

GBE

Assignment
The board retains and reserves the right to assign and re-assign all personnel.

Approved:  May 10, 1999

GBE-R
Assignment
The assignment of staff members and their transfer to positions in the various schools and departments of the district shall be made by the administration on the basis of the following criteria, which are listed in order of priority:

(  Contribution that staff member could make to students in a new assignment

(  Qualifications of staff member compared to those of outside candidates both for positions to be vacated and for positions to be filled

(  Opportunity for professional growth

(  Desire of staff member regarding assignment or transfer

(  Length of service in USD 376

Teachers may be required to teach in any grade, room, building, or department as deemed necessary by the administration.

Approved:  May 10, 1999

GBG

Probation
The authority to recommend to the board that certified staff members be placed on probation is delegated to the superintendent of schools or designated representative.  The board, after hearing the superintendent’s recommendation for probation and after evaluating the evidence gathered by the administrative staff, may place a certified staff member on probation.  The board will establish the term of probation. In no event shall said probation extend beyond a one (1) calendar year period without the board first reviewing all pertinent evidence pertaining to the probation including a report by the superintendent on the progress of the certified staff member to meet the conditions of probation.

Approved:   January 10, 1983

GBG-R
Probation
All conditions of probation shall be reduced to writing. One copy shall be given to the employee, one copy shall be placed in the employee’s personnel file and one copy shall be filed in the central office by the clerk of the board with the minutes of the board meeting in which action on said probation was taken.

Failure by an employee to meet the conditions of probation may result in non-renewal or termination of the employment contract.

Approved:  May 10, 1999

GBH

Supervision
The superintendent has the responsibility to supervise principals and central office staff.  The responsibility for the immediate supervision of faculty members rests with each building principal.  The superintendent and other central office staff designated by the superintendent also have a responsibility to supervise faculty members at regular intervals during the school year.

Approved:  May 10, 1999

GBH-R
Professional Leave
Sabbaticals - Any employee desiring a sabbatical leave shall file written application with the superintendent at least ninety days prior to the first day of the requested leave.  The application shall be in writing and shall explain in detail the length of the desired leave, the purpose of the desired leave and the applicant’s reasons why the leave will be of benefit to the district.  The superintendent shall present the request to the board at its next regular or special meeting together with his recommendation.

No sabbatical leave shall be granted for a period longer than one year.  Sabbatical leave shall be without pay, compensation or other benefits.

Conferences and Visitations - Employees desiring to attend conferences and make visitations shall file an application in writing with the superintendent at least thirty days prior to the first date of the leave being requested.  Said request shall explain in detail the length of the leave, the purpose and the opinion of the person requesting said leave as to how it will benefit the district.

Exchange Teaching - Any employee desiring a leave for the purpose of teaching in another district shall file a written application with the superintendent at least ninety days prior to the first day of the requested leave.  Such application shall be in writing and shall explain in detail the length of the desired leave, the purpose of the desired leave and the applicant’s reasons why said leave will be of benefit to the district.  The superintendent shall present said request to the board at its next regular or special meeting together with his recommendation for the board’s consideration.

Approved:   August 13, 1990

GBI

Evaluation   (Cf. CEI, CGI)  

The board shall adopt an approved evaluation instrument.  The instrument shall govern evaluation of teachers, shall be filed with the clerk and may be published in teacher handbooks.

Availability of Evaluation Documents – Completed evaluation documents shall be available to the employee, the superintendent, assistant superintendent, other administrators under whose supervision the teacher works, and others authorized by law.  (See GAK).

Evaluation Criteria – Evaluation criteria shall be established by the board.

Approved:   5/14/90;  August 11, 2003

GBI-R

Evaluation
Policy Statement - The evaluation system shall be continuous and will include all certified employees, K through 12.

The evaluation will be made in writing. All evaluation documents and responses will be maintained in a personnel file at the district office for a period of not less than three years from the date of the evaluation.

The evaluation system will be in compliance with the requirements of the State of Kansas, specifically K.S.A. 72-9001 through 72-9006.

The evaluation system will include provisions for the evaluation of personal qualities and attributes such as, but not limited to, efficiency, personal qualities, professional department, ability, physical and mental health; teaching results and performance, student control and discipline, and all other aspects as may be necessary.

Whenever any evaluation is made of an employee, the written document thereof shall be presented to the employee and the employee shall acknowledge such presentation by their signature.  At any time, not later than two weeks after such presentation the employee may respond thereto in writing.

The original policy and all amendments thereto shall be promptly filed with the State Board of Education.

The administrative employees to whom this instrument shall apply will be the superintendent of schools and the building principals.  The superintendent of schools shall evaluate building principals, the teachers by the principals and the superintendent of schools shall be evaluated by the board of education.

Evaluation documents and responsibilities thereto shall be available only to the evaluated employee, the board, the administrative staff making the same, the State Board of Education as provided in K.S.A. 72-7515, the board and the administrative staff of any school to which such employee applies for employment, and other persons specified by the employee in writing to their board.

Approved:   May 14, 1990

STERLING UNIFIED SCHOOL DISTRICT NO. 376

EMPLOYEE:       
DATE OF CONFERENCE:       
DATE OF WRITTEN SUMMARY TO EMPLOYEE:      
SIGNATURE OF ADMINISTRATOR(S)______________________________________






       ______________________________________





                   ______________________________________

I acknowledge presentation of this document and understand that this document will be kept on file at the district office for a period of not less than three (3) years.

It is further understood that my signature does not necessarily indicate agreement with the evaluation and that I may respond in writing to this evaluation within two (2) weeks.





Signed__________________________________________






            Employee being evaluated
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INTRODUCTION / PURPOSE

Quality education depends on many factors, but one of the most, if not the most important single factor is an effective teacher.  To be an effective teacher involves many variables, but we believe that certain competencies must be present in order to provide the learning experiences, which are required for students in the Sterling Unified School District. For an evaluation instrument to be most effective it must: (1) define those competencies; (2) provide a process for measuring and assessing those competencies; (3) set forth when the evaluation will take place; and (4) provide a vehicle for directing the improvement of instruction.

The purposes for evaluation of teachers are:

· To enhance and improve instructional effectiveness in promoting student learning;

· To provide a positive climate for professional growth and development;

· To provide supervision that is adaptable to needs and assignments;

· To provide an assessment of overall performance based on the district’s performance expectations; and

· To support state law, board of education personnel policies, and the school district’s mission and goal statement.

DEFINITION OF EVALUATIVE STANDARDS

The competencies will be rated in four general categories.  They are: Unsatisfactory, Basic, Proficient, and Distinguished.

Unsatisfactory:  The teacher does not yet appear to understand the concepts underlying the component.

Basic:  The teacher appears to understand the concepts underlying the component and attempts to implement its elements.  Implementation, however, is sporadic, intermittent, or otherwise not entirely successful.  This is minimally competent.

Proficient: The teacher clearly understands the concepts underlying the component and implements it well.

Distinguished:  Teachers at this level are master teachers and make a contribution to the field, both in and outside their school.  Their classrooms operate at a qualitatively different level, consisting of a community of learners, with students highly motivated and engaged and assuming considerable responsibility for their own learning.

SEQUENTIAL STEPS IN THE EVALUATION PROCESS

The development of satisfactory procedures is an important phase of the evaluation process.  Information concerning the sequence to be followed is important to those involved.  Certain steps to be followed in this process are as follows:

Step 1:
Group orientation will be given during faculty meetings prior to the opening of the school year regarding any changes that may have occurred in the evaluation instrument.

Step 2:
Individual orientation regarding the evaluation instrument and the process will be given to all new teachers in the Sterling Unified School District by September 15 of each year.  Teachers employed who may begin their duties after the September 15 date will be given the orientation with two (2) weeks of the date of their employment.

Step 3:
Those teachers who are to receive a full evaluation as outlined in the basic cycle of  evaluation shall be notified no later than September 15 of each year.  In addition to the basic cycle, teachers may be evaluated at any time if there is a specific need.

Step 4:
Each teacher, regardless of their position in the cycle of formal evaluations, shall have no less than one conference with his / her principal each year.  The purpose of these conferences will be to assess the work of the teacher, to assist the teacher with self-improvement, to assist the teacher in solving problems that may be facing him / her, to discuss job targets or to discuss the teacher’s future employment in the school district.

Step 5:
Within five (5) days following any conference, where the formal evaluation instrument or where any written recommendation regarding the work of the teacher is reviewed, the principal shall provide the teacher with two written summaries of the conference and the written evaluation form if used.  The teacher shall, within five (5) days of receiving the summary of the conference and the written evaluation form, if used, sign one (1) copy and return it to the principal.  The other copy, bearing the principal’s signature, shall be the teacher’s copy.  At any time not later than two (2) weeks after such presentation, the employee may respond in writing to the written conference summary and/or the written evaluation form.  A copy of such response shall be signed by the evaluator or his representative and returned to the employee with five (5) days.  The written response shall become part of the conference summary and/or written evaluation file.

Step 6:
All summaries of conferences concerning the work of a teacher will be maintained in a confidential teacher assessment file.  Except by order of a court of competent jurisdiction, evaluation documents and responses thereto shall be available only to the evaluated employee, the Board, the Administrative Staff, the State Board of Education as provided in K.S. A. 72-7515, the Board and the Administrative Staff of any school to which such employee applies for employment, and other persons specified by the employee in writing to his Board.


Such files will be open to inspection only during the normal working day of the school district unless special arrangements are made with the Superintendent of Schools.


Each teacher shall have the right to review his own personal file.  The teacher shall request permission of the principal before reviewing his file.  A copy of the file shall be made available by the principal upon request of the teacher.  An electronic copy may be kept by the evaluator and secured in the building.


Such files shall remain the property of the school district.

TIMES OF EVALUATION

I. The evaluation of teacher competency cannot be completed once and then be expected to remain as a sole basis of competency for a number of years.  Neither is there a need to make an evaluation of an experienced teacher’s competency yearly. Thus, we assume a need to have a structured yet flexible plan.

II.
The basic cycle for evaluation of teacher competency is as follows:

A. Every teacher in the first two (2) consecutive years of his/ her employment with the Sterling Unified School District shall be evaluated at least two (2) times per year.  These evaluations shall be held as follows:

The first shall be no later than the 60th day of the first semester of employment.

The second no later than the 60th day of the second semester of employment.

B. Every teacher in the third and fourth year of his / her employment within the Sterling Unified School District shall be evaluated at least one (1) time each year.  This evaluation shall be held no later than February 15.

C. After the fourth year of employment in the Sterling Unified School District every teacher shall be evaluated at least once in every three (3) years.  In the scheduled years of evaluation, the evaluation shall be held no later than February 15.

D. Teachers who are notified of specific areas of needed improvement shall be given the opportunity to improve and shall be re-evaluated before termination or re-employment.

II. In addition to the basic cycle outlined above, teachers may be evaluated at any time if there is a specific need.  This may be done as part of the formal evaluation process or through special conferences.  The formal instrument may or may not be used, but in any event written recommendations will be made with signed copies to the teacher and building principals as required by Step 5 in the Sequential Steps Section of this evaluation instrument.

The evaluation document is separated by domain (Roman Numeral), component (capital

 letter), and element (Arabic number).  Each element is provided a four level performance 

continuum.  The levels on the continuum are unsatisfactory, basic, proficient, and 

distinguished.  The employee’s level of performance is identified by the appropriate 

element being bolded.  The employee’s previous performance level is italicized.

EVALUATION LEVELS

Regular Supervision:  Regular supervision is the ongoing approach for all teachers to increase the teacher’s instructional effectiveness. Each teacher is provided regular supervision when there are fewer than four (4) unsatisfactory element ratings in an individual domain.

Assistive Supervision:  Assistive supervision is a  concentrated supervision approach to increase the instructional effectiveness of a teacher whose overall performance meets most, but not all, of the school district’s performance areas.  Assistive supervision will be assigned by the administrator when the following conditions are exhibited:

· four (4) or more unsatisfactory element ratings in one domain, or

· more than one unsatisfactory element rating in any one component of one domain.

The administrator will observe the teacher’s instruction frequently, monitor overall performance closely, and provide additional assistance as requested or needed.  The administrator will complete another summative evaluation within a year of the development of this plan to again evaluate the teacher’s overall performance.  If this evaluation indicates that areas specified on the Job Target Plan have improved to meeting district expectations, no further administrative action will be necessary.  When the teacher’s performance continues to be below district expectations, the administrator will decide to either continue providing assistive supervision or assign the teacher to intensive assistance supervision.

Intensive Assistive  Supervision: Intensive assistive supervision is a concentrated and comprehensive supervision approach provided by a team of professional educators to increase the instructional effectiveness of a teacher when the following standards are met:

· has at least four unsatisfactory element ratings in one domain, or

· unsatisfactory ratings in at least three (3) of the components in the domain for consecutive summative evaluations, and / or

· has not made adequate progress under assistive supervision.

The team will consist of no fewer than the teacher, the building administrator and another district administrator assigned by the superintendent.  The teacher has the right to include one other member of his/her choice. Additional members may be added by mutual consent of the teacher and building principal.

The administrators assigned from USD #376 are solely responsible for the evaluation of the intensive assistance performance improvement target plan. The team will be used only to develop the plan and provide help to the teacher when requested.

The administrative members of the intensive assistance team will observe the teacher’s 

instruction frequently, monitor overall performance very closely, and provide intensive 

assistance as requested or needed.  Each administrator will complete summative 

evaluation each semester that a teacher is on intensive assistance supervision to again 

evaluate the teacher’s overall performance.  The intensive assistance performance 

improvement target team will be disbanded if the summative evaluation

 indicates the teacher meets district expectations, or if the teacher requests in writing that

 they no longer want the assistance of the team.

This 2000-2001 school year evaluation places the teacher on:

 FORMCHECKBOX 
  Regular Supervision (Fewer than four unsatisfactory element ratings in an individual domain)

 FORMCHECKBOX 
  Assistive Supervision (Four or more unsatisfactory element ratings in one

                                     domain, or more than one unsatisfactory element rating




  in any three components of one domain.)

 FORMCHECKBOX 
  Intensive Assistive Supervision (Second consecutive evaluation of four or more






      unsatisfactory element ratings in one domain,






      or more than one unsatisfactory element in any






      three components of one domain.)

Administrator Comments:       
Teacher Comments:

PLANNING AND PREPARATION

A. Demonstrates Knowledge of Content and Pedagogy.

	
	Unsatisfactory
	Basic
	Proficient
	Distinguished

	1.  Knowledge of Content
	Teacher makes content errors or does not correct content errors students make.
	Teacher displays basic content knowledge but cannot articulate connections with other parts of the discipline or with other disciplines.
	Teacher displays solid content knowledge and makes connections between the content and other parts of the discipline and other disciplines.
	Teacher displays extensive content knowledge, with evidence of continuing pursuit of such knowledge.

	2.  Knowledge of Prerequisite Skills
	Teacher displays little understanding of prerequisite knowledge important for student learning of the content.
	Teacher indicates some awareness of  prerequisite learning, although such knowledge may be incomplete or inaccurate.
	Teacher’s plans and practices reflect understanding of prerequisite relationships among topics and concepts.
	Teacher actively builds on knowledge of prerequisite relationships when describing instruction or seeking causes for student misunderstanding.

	3.  Knowledge of Content-Related Pedagogy
	Teacher displays little understanding of pedagogical issues involved in student learning of the content.
	Teacher displays basic pedagogical knowledge but does not anticipate student misconceptions.
	Pedagogical practices reflect current research on best pedagogical practice within the discipline but without anticipating student misconceptions. 
	Teacher displays continuing search for best practice and anticipates student misconceptions.


Comments:      
B. Demonstrates Knowledge of Students:

	
	Unsatisfactory
	Basic
	Proficient
	Distinguished

	1.  Knowledge of Characteristics of Age Group
	Teacher displays minimal knowledge of developmental characteristics of age group.
	Teacher displays generally accurate knowledge of developmental characteristics of age group.
	Teacher displays thorough understanding of typical developmental characteristics of age group as well as exceptions to general patterns.
	Teacher displays knowledge of typical developmental characteristics of age group, exceptions to the patterns, and the extent to which each student follows patterns.

	2.  Knowledge of Students’ Varied Approaches to Learning
	Teacher is unfamiliar with the different approaches to learning that students exhibit, such as learning styles, modalities, and different intelligences.
	Teacher displays general understanding of the different approaches to learning that students exhibit.
	Teacher displays solid understanding of the different approaches to learning that different students exhibit.
	Teacher uses, where appropriate, knowledge of students’ varied approaches to learning in instructional planning.

	3.  Knowledge of Students’ Skills and Knowledge
	Teacher displays little knowledge of students’ skills and knowledge and does not indicate that such knowledge is valuable.
	Teacher recognizes the value of understanding students’ skills and knowledge but displays this knowledge for the class only as a whole.
	Teacher displays knowledge of students’ skills and knowledge for groups of students and recognizes the value of this knowledge.
	Teacher displays knowledge of students’ skills and knowledge for each student, including those with special needs.

	4.  Knowledge of Students’ Interests and Cultural Heritage
	Teacher displays little knowledge of students’ interests or cultural heritage and does not indicate that such knowledge is valuable.
	Teacher recognizes the value of understanding students’ interests or cultural heritage but displays this knowledge for the class only as a whole.
	Teacher displays knowledge of the interests or cultural heritage of groups of students and recognizes the value of this knowledge.
	Teacher displays knowledge of the interests or cultural heritage of each student.


Comments:       
C. Selects Instructional Goals.


  

	
	Unsatisfactory
	Basic
	Proficient
	Distinguished

	1.  Value
	Goals are not valuable and represent low expectations or no conceptual understanding for students.  Goals do not reflect important learning.
	Goals are moderately valuable in either their expectations or conceptual understanding for students and in importance of learning.
	Goals are valuable in their level of expectations, conceptual understanding, and importance of learning.
	Not only are the goals valuable, but teacher can also clearly articulate how goals establish high expectations and relate to curriculum frameworks and standards.

	2.  Clarity
	Goals are either not clear or are stated as student activities.  Goals do not permit viable methods of assessments.
	Goals are only moderately clear or include a combination of goals and activities. Some goals do not permit viable methods of assessment.
	Most of the goals are clear but may include a few activities. Most permit viable methods of assessment.
	All the goals are clear, written in the form of student learning, and permit viable methods of assessment.

	3.  Suitability for Diverse Students
	Goals are not suitable for the class.
	Most of the goals are suitable for most students in the class.
	All the goals are suitable for most students in the class.
	Goals take into account the varying learning needs of individual students or groups.

	4.  Balance
	Goals reflect only one type of learning and one discipline or strand.
	Goals reflect several types of learning but no effort at coordination or integration.
	Goals reflect several different types of learning and opportunities for integration.
	Goals reflect student initiative in establishing important learning.


Comments:       
D. Demonstrates Knowledge of Resources.

	
	Unsatisfactory
	Basic
	Proficient
	Distinguished

	1.  Resources for Teaching
	Teacher is unaware of resources available through the school or district.
	Teacher displays limited awareness of resources available through the school or district.
	Teacher is fully aware of all resources available through the school or district.
	In addition to being aware of school and district resources, teacher actively seeks other materials to enhance instruction, for example, from professional organizations or through the community.

	2. Resources for Students
	Teacher is unaware of resources available to assist students who need them.
	Teacher displays limited awareness of resources available through the school or district.
	Teacher is fully aware of all resources available through the school or district and knows how to gain access for students.
	In addition to being aware of school and district resources, teacher is aware of additional resources available through the community.


Comments:      
E. Designs Coherent Instruction.

	
	Unsatisfactory
	Basic
	Proficient
	Distinguished

	1.  Learning Activities
	Learning activities are not suitable to students or instructional goals. They do not follow an organized progression and do not reflect recent professional research.
	Only some of the learning activities are suitable to students or instructional goals.  Progression of activities in the unit is uneven, and only some activities reflect recent professional research.
	Most of the learning activities are suitable to students and instructional goals.  Progression of activities in the unit is fairly even, and most activities reflect recent professional research.
	Learning activities are highly relevant to students and instructional goals.  They progress coherently, producing a unified whole and reflecting recent professional research.

	2.  Instructional Materials and Resources
	Materials and resources do not support the instructional goals or engage students in meaningful learning.
	Some of the materials and resources support the instructional goals, and some engage students in meaningful learning.
	All materials and resources support the instructional goals, and most engage students in meaningful learning.
	All materials and resources support the instructional goals, and most engage students in meaningful learning.  There is evidence of student participation in selecting or adapting materials.

	3.  Instructional Groups
	Instructional groups do not support the instructional goals and offer no variety.
	Instructional groups are inconsistent in suitability to the instructional goals and offer minimal variety.
	Instructional groups are varied, as appropriate to the different instructional goals.
	Instructional groups are varied as appropriate to the different instructional goals. There is evidence of student choice in selecting different patterns of instructional groups.

	4.  Lesson and Unit Structure
	The lesson or unit has no clearly defined structure, or the structure is chaotic. Time allocations are unrealistic.
	The lesson or unit has a recognizable structure, although the structure is not uniformly maintained throughout. Most time allocations are reasonable.
	The lesson or unit has a clearly defined structure that activities are organized around. Time allocations are reasonable.
	The lesson’s or unit’s structure is clear and allows for different pathways according to student needs.


Comments:      
F. Assess Student Learning.

	
	Unsatisfactory
	Basic
	Proficient
	Distinguished

	1.  Congruence with Instructional Goals
	Content and methods of assessment lack congruence with instructional goals.
	Some of the instructional goals are assessed through the proposed approach, but many are not.
	All the instructional goals are nominally assessed through the proposed plan, but the approach is more suitable to some goals than to others.
	The proposed approach to assessment is completely congruent with the instructional goals, both in content and process.

	2.  Criteria and Standards
	The proposed approach contains no clear criteria or standards.
	Assessment criteria and standards have been developed, but they are either not clear or have not been clearly communicated to students.
	Assessment criteria and standards are clear and have been clearly communicated  to students.
	Assessment criteria and standards are clear and have been clearly communicated to students.  There is evidence that students contributed to the development of the criteria and standards.

	3.  Use for Planning
	The assessment results affect planning for these students only minimally.
	Teacher uses assessment results to plan for the class as a whole.
	Teacher uses assessment results to plan for individuals and groups of students.
	Students are aware of how they are meeting the established standards and participate in planning the next steps.


Comments:      
CLASSROOM ENVIRONMENT

Creates an Environment of Respect and Rapport

	
	Unsatisfactory
	Basic
	Proficient
	Distinguished

	1.  Teacher Interaction with Students
	Teacher interaction with at least some students is negative, demeaning, sarcastic, or inappropriate to the age or culture of the students.  Students exhibit disrespect for teacher.
	Teacher-student interactions are generally appropriate but may reflect occasional inconsistencies, favoritism, or disregard for students’ cultures.  Students exhibit only minimal respect for teacher.
	Teacher-student interactions are friendly and demonstrate general warmth, caring, and respect.  Such interactions are appropriate to developmental and cultural norms.  Students exhibit respect for teacher.
	Teacher demonstrates genuine caring and respect for individual students.  Students exhibit respect for teacher as an individual, beyond that for the role.

	2.  Student Interactions
	Student interactions are characterized by conflict, sarcasm, or put downs.
	Students do not demonstrate negative behavior toward one another.
	Student interactions are generally polite and respectful.
	Students demonstrate genuine caring for one another as individuals and as students.


Comments:      
Establishes a Culture for Learning.

	
	Unsatisfactory
	Basic
	Proficient
	Distinguished

	1.  Importance of  the Content
	Teacher or students convey a negative attitude toward the content, suggesting that the content is not important or is mandated by others.
	Teacher communicates importance of the work but with little conviction and only minimal apparent buy-in by the students.
	Teacher conveys genuine enthusiasm for the subject, and students demonstrate consistent commitment to its value.
	Students demonstrate through their active participation, curiosity, and attention to detail that they value the content’s importance.

	2.  Student Pride in Work
	Students demonstrate little or no pride in their work.  They seem to be motivated by the desire to complete a task rather than do high-quality work.
	Students minimally accept the responsibility to “do good work” but invest little of their energy in the quality of the work.
	Students accept teacher insistence on work of high quality and demonstrate pride in that work.
	Students take obvious pride in their work and initiate improvements in it, for example, by revising drafts on their own initiative, helping peers, and ensuring that high-quality work is displayed.

	3.  Expectations for Learning and Achievement
	Instructional goals and activities, interactions, and the classroom environment convey only modest expectations for student achievement.
	Instructional goals and activities, interactions, and the classroom environment convey inconsistent expectations for student achievement.
	Instructional goals and activities, interactions and the classroom environment convey high expectations for student achievement.
	Both students and teacher establish and maintain through planning of learning activities, interactions, and the classroom environment high expectations for the learning of all students.


Comments:       
Manages Classroom Procedures.

	
	Unsatisfactory
	Basic
	Proficient
	Distinguished

	1.  Management of Instructional Groups
	Students not working with the teacher are not productively engaged in learning.
	Tasks for group work are partially organized, resulting in some off-task behavior when teacher is involved with one group.
	Tasks for group work are organized, and groups are managed so most students are engaged at all times.
	Groups working independently are productively engaged at all times, with students assuming responsibility for productivity.

	2. Management of Transitions
	Much time is lost during transitions.
	Transitions are sporadically efficient, resulting in some loss of instructional time.
	Transitions occur smoothly, with little loss of instructional time.
	Transitions are seamless, with students assuming some responsibility for efficient operation.

	3.  Management of Materials and Supplies
	Materials are handled inefficiently, resulting in loss of instructional time.
	Routines for handling materials and supplies function moderately well.
	Routines for handling materials and supplies occur smoothly, with little loss of instructional time.
	Routines for handling materials and supplies are seamless, with students assuming some responsibility for efficient operation.

	4.  Performance of Non-Instructional Duties
	Considerable instructional time is lost in performing non-instructional duties.
	Systems for performing non-instructional duties are fairly efficient, resulting in little loss of instructional time.
	Efficient systems for performing non-instructional duties are in place, resulting in minimal loss of instructional time.
	Systems for performing non-instructional duties are well established, with students assuming considerable responsibility for efficient operation.

	5.  Supervision of Volunteers and Paraprofessionals.
	Volunteers and paraprofessionals have no clearly defined duties or do nothing most of the time.
	Volunteers and paraprofessionals are productively engaged during portions of class time but require frequent supervision.
	Volunteers and paraprofessionals are productively and independently engaged during the entire class.
	Volunteers and paraprofessionals make a substantive contribution to the classroom environment.


Comments:      
Manages student behavior.

	
	Unsatisfactory 
	Basic
	Proficient
	Distinguished

	1.  Expectations
	No standards of conduct appear to have been established, or students are confused as to what the standards are.
	Standards of conduct appear to have been established for most situations and most students seem to understand them.
	Standards of conduct are clear to all students.
	Standards of conduct are clear to all students and appear to have been developed with student participation.

	2.  Monitoring of Student Behavior
	Student behavior is not monitored, and teacher is unaware of what students are doing.
	Teacher is generally aware of student behavior but may miss the activities of some students.
	Teacher is alert to student behavior at all times.
	Monitoring by teacher is subtle and preventative.  Students monitor their own and their peers behavior, correcting one another respectfully.

	3.  Response to Student Misbehavior
	Teacher does not respond to misbehavior or the response is inconsistent, overly repressive, or does not respect the student’s dignity.
	Teacher attempts to respond to student misbehavior but with uneven results, or no serious disruptive behavior occurs.
	Teacher response to misbehavior is appropriate and successful and respects the student’s dignity, or student behavior is generally appropriate.
	Teacher response to misbehavior is highly effective and sensitive to student’s individual needs, or student behavior is entirely appropriate.


Comments:      
Organizes Physical Space.

	
	Unsatisfactory
	Basic
	Proficient
	Distinguished

	1.  Safety and Arrangement of Furniture
	The classroom is unsafe, or the furniture arrangement is not suited to the lesson activities, or both.
	The classroom is safe, and classroom furniture is adjusted for a lesson, or if necessary, a lesson is adjusted to the furniture, but with limited effectiveness.
	The classroom is safe, and the furniture arrangement is a resource for learning activities.
	The classroom is safe, and students adjust the furniture to advance their own purposes in learning.

	2.  Accessibility to Learning and use of Physical Resources
	Teacher uses physical resources poorly, or learning is not accessible to some students.
	Teacher uses physical resources adequately, and at least essential learning is accessible to all students.
	Teacher uses physical resources skillfully, and all learning is equally accessible to all students.
	Both teacher and students use physical resources optimally, and students ensure that all learning is equally accessible to al students.


Comments:      
INSTRUCTION.

A. Communicates Clearly and Accurately

	
	Unsatisfactory
	Basic
	Proficient
	Distinguished

	1.  Directions and Procedures
	Teacher directions and procedures are confusing to students.
	Teacher directions and procedures are clarified after initial student confusion or are excessively detailed.
	Teacher directions and procedures are clear to students and contain an appropriate level of detail.
	Teacher directions and procedures are clear to students and anticipate possible student misunderstanding.

	2.  Oral and Written Language
	Teacher’s spoken language is inaudible, or written language is illegible.   Spoken or written language may contain many grammar and syntax errors.  Vocabulary may be inappropriate, vague, or used incorrectly, leaving students confused.
	Teacher’s spoken language is audible, and written language is legible.  Both are used correctly.  Vocabulary is correct but limited or is not appropriate to students’ ages or backrounds.
	Teacher’s spoken and written language is clear and correct.  Vocabulary is appropriate to students’ age and interests.
	Teacher’s spoken and written language is correct and expressive, with well-chosen vocabulary that enriches the lesson.


Comments:      
B. Uses Questioning and Discussion Techniques.

	
	Unsatisfactory
	Basic
	Proficient
	Distinguished

	1.  Quality of Questions
	Teacher’s questions are virtually all of poor quality.
	Teacher’s questions are a combination of low and high quality.  Only some invite a response.
	Most of teacher’s questions are of high quality.  Adequate time is available for students to respond.
	Teacher’s questions are of uniformly high quality, with adequate time for students to respond.  Students formulate many questions.

	2.  Discussion Techniques
	Interaction between teacher and students is predominantly recitation style, with teacher mediating all questions and answers.
	Teacher makes some attempt to engage students in a true discussion, with uneven results.
	Classroom interaction represents true discussion with teacher stepping to the side, when appropriate.
	Students assume considerable responsibility for the success of the discussion, initiating topics and making unsolicited contributions.

	3.  Student Participation
	Only a few students participate in the discussion.
	Teacher attempts to engage all students in the discussion, but with only limited success.
	Teacher successfully engages all students in the discussion.
	Students themselves ensure that all voices are heard in the discussion.


Comments:       
C. Engages Students in Learning.

	
	Unsatisfactory 
	Basic
	Proficient
	Distinguished

	1.  Representation of Content
	Representation of content is inappropriate and unclear or uses poor examples and analogies.
	Representation of content is inconsistent in quality.  Some is done skillfully, with good examples; other portions are difficult to follow.
	Representation of content is appropriate and links well with students’ knowledge and experience.
	Representation of content is appropriate and links well with students’ knowledge and experience.  Students contribute to representation of content.

	2.  Activities and Assignments
	Activities and assignments are inappropriate for students in terms of both their age or  backrounds. Students are not engaged mentally.
	Some activities and assignments are appropriate to students and engage them mentally, but others do not.
	Most activities and assignments are appropriate to students.  Almost all students are cognitively engaged in them.
	All students are cognitively engaged in the activities and assignments in their exploration of content.  Students initiate or adapt activities and projects to enhance understanding.

	3. Grouping of Students
	Instructional groups are inappropriate to the students or to the instructional goals.
	Instructional groups are only partially appropriate to the students or only moderately successful in advancing the instructional goals of a lesson.
	Instructional groups are productive and fully appropriate to the students or the instructional goals of a lesson.
	Instructional groups are productive and fully appropriate to the instructional goals of a lesson.  Students take the initiative to influence instructional groups to advance their understanding.

	4.  Instructional Materials and Resources
	Instructional materials and resources are unsuitable to the instructional goals or do not engage students mentally.
	Instructional materials and resources are partially suitable to the instructional goals, or students’ level of mental engagement is moderate.
	Instructional materials and resources are suitable to the instructional goals and engage students mentally.
	Instructional materials and resources are suitable to the instructional goals and engage students mentally.  Students initiate the choice, adaptation, or creation of materials to enhance their own purposes.

	5.  Structure and Pacing
	The lesson has no clearly defined structure, or the pacing of the lesson is too slow or rushed, or both.
	The lesson has a recognizable structure, although it is not uniformly maintained throughout the lesson. Pacing of the lesson is inconsistent.
	The lesson has a clearly defined structure around which the activities are organized.  Pacing of the lesson is consistent.
	The lesson’s structure is highly coherent, allowing for reflection and closure as appropriate.  Pacing of the lesson is appropriate for all students.


Comments:      
D. Provides Feedback to Students.

	
	Unsatisfactory
	Basic
	Proficient
	Distinguished

	1.  Quality: Accurate, Substantive, Constructive and Specific
	Feedback is either not provided or is of uniformly poor quality.
	Feedback is inconsistent in quality. Some elements of high quality are present; others are not.
	Feedback is consistently high quality.
	Feedback is consistently high quality.  Provision is made for students to use feedback in their learning.

	2.  Timeliness
	Feedback is not provided in a timely manner.
	Timeliness of feedback is inconsistent.
	Feedback is consistently provided in a timely manner.
	Feedback is consistently provided in a timely manner.  Students make prompt use of the feedback in their learning.


Comments:       
E. Demonstrates Flexibility and Responsiveness.

	
	Unsatisfactory
	Basic
	 Proficient
	Distinguished

	1.  Lesson Adjustment
	Teacher adheres rigidly to an instructional plan, even when a change will clearly improve a lesson.
	Teacher attempts to adjust a lesson, with mixed results.
	Teacher makes a minor adjustment to a lesson, and the adjustment occurs smoothly.
	Teacher successfully makes a major adjustment to a lesson.

	2.  Response to Students
	 Teacher ignores or brushes aside students’ questions or interests.
	Teacher attempts to accommodate students’ questions or interests.  The effects on the coherence of a lesson are uneven.
	Teacher successfully accommodates students’ questions or interests.
	Teacher seizes a major opportunity to enhance learning, building on a spontaneous event.

	3. Persistence
	When a student has difficulty learning, the teacher either gives up or blames the student’s lack of success on the student or the environment.
	Teacher accepts responsibility for the success of all students but has only a limited repertoire of instructional strategies to use.
	Teacher persists in seeking approaches for students who have difficulty learning, possessing a moderate repertoire of strategies.
	Teacher persists in seeking effective approaches for students who need help, using an extensive repertoire of strategies and soliciting additional resources from the school.


Comments:      
PROFESSIONAL RESPONSIBILITIES

A. Reflects on Teaching.

	
	Unsatisfactory
	Basic
	Proficient
	Distinguished

	1.  Accuracy
	Teacher does not know if a lesson was effective or achieved its goals, or profoundly misjudges the success of a lesson.
	Teacher has a generally accurate impression of a lesson’s effectiveness and the extent to which instructional goals were met.
	Teacher makes a thoughtful and accurate assessment of a lesson’s effectiveness and the extent to which it achieved its goals and can cite general references to support the judgement.
	Teacher makes a thoughtful and accurate assessment of a lesson’s effectiveness and the extent to which it achieved its goals, citing many specific examples from the lesson and weighing the relative strength of each.

	2.  Use in Future Teaching
	Teacher has no suggestions for how a lesson may be improved another time.
	Teacher makes general suggestions about how a lesson may be improved.
	Teacher makes a few specific suggestions of what he may try another time.
	Drawing on an extensive repertoire of skills, the teacher offers specific alternative actions, complete with probable successes of different approaches.


Comments:      
B. Maintains Accurate Reports.

	
	Unsatisfactory
	Basic
	Proficient
	Distinguished

	1.  Student Completion of Assignments
	Teacher’s system for maintaining information on student completion of assignments is in disarray.
	Teacher’s system for maintaining information on student completion of assignments is rudimentary and only partially effective.
	Teacher’s system for maintaining information on student completion of assignments is fully effective.
	Teacher’s system for maintaining information on student completion of assignments is fully effective.  Students participate in the maintenance of records.

	2.  Student Progress in Learning
	Teacher has no system for maintaining information on student progress in learning, or the system is in disarray.
	Teacher’s system for maintaining information on student progress in learning is rudimentary and partially effective.
	Teacher’s system for maintaining information on student progress in learning is effective.
	Teacher’s system for maintaining information on student progress in learning is fully effective.  Students contribute information and interpretation of the records.

	3.  Non-instructional Records
	Teacher’s records for non-instructional activities are in disarray, resulting in errors and confusion.
	Teacher’s records for non-instructional activities are adequate, but they require frequent monitoring to avoid error.
	Teacher’s system for maintaining information on non-instructional activities is fully effective.
	Teacher’s system for maintaining information on non-instructional activities is highly effective and students contribute to its maintenance.


Comments:      
C. Communicates with Families.

	
	Unsatisfactory
	Basic
	Proficient
	Distinguished

	1.  Information about the Instructional Program
	Teacher provides little information about the instructional program to families.
	Teacher participates in the school’s activities for parent communication but offers little additional information.
	Teacher provides frequent information to parents, as appropriate, about the instructional program.
	Teacher provides frequent information to parents, as appropriate, about the instructional program.  Students participate in preparing materials for their families.

	2.  Information about Individual Students
	Teacher provides minimal information to parents and does not respond or responds insensitively to parent concerns about students.
	Teacher adheres to the school’s required procedures for communicating to parent . Responses to parent concerns are minimal.
	Teacher communicates with parents about students’ progress on a regular basis and is available as needed to respond to parents concerns.
	Teacher provides information to parents frequently on both positive and negative aspects of student progress. Response to parent concerns is handled with great sensitivity.

	3.  Engagements of Families in the Instructional Program
	Teacher makes no attempt to engage families in the instructional program, or such attempts are inappropriate.
	Teacher makes modest and inconsistently successful attempts to engage families in the instructional program.
	Teacher’s efforts to engage families in the instructional program are frequent and successful.
	Teacher’s efforts to engage families in the instructional program are frequent and successful.  Students contribute ideas for projects that will be enhanced by family participation.


Comments:      
D. Contributes to the School and District.

	
	Unsatisfactory
	Basic
	Proficient
	Distinguished

	1.  Relationship with Colleagues
	Teacher’s relationships with colleagues are negative or self-serving.
	Teacher maintains cordial relationships with colleagues to fulfill the duties that the school or district requires.
	Support and cooperation characterize relationships with colleagues.
	Support and cooperation characterize relationships with colleagues. Teacher takes initiative in assuming leadership among the faculty.

	2.  Service to School
	Teacher avoids becoming involved in school events.
	Teacher participates in school events when specifically asked.
	Teacher volunteers to participate in school events, making a substantial contribution.
	Teacher volunteers to participate in school events making a substantial contribution, and assumes a leadership role in at least some aspects of school life.

	3.  Participation in School and District Projects
	Teacher avoids becoming involved in school and district projects.
	Teacher participates in school and district projects when specifically asked.
	Teacher volunteers to participate in school and district projects, making a substantial contribution.
	Teacher volunteers to participate in school and district projects, making a substantial contribution, and assumes a leadership role in a major school or district project.


Comments:       
E. Grows and Develops Professionally.

	
	Unsatisfactory
	Basic
	Proficient
	Distinguished

	1.  Enhancement of Content Knowledge and Pedagogical Skill
	Teacher engages in no professional development activities to enhance knowledge or skill.
	Teacher participates in professional activities to a limited extent when they are convenient.
	Teacher seeks out opportunities for professional development to enhance content knowledge and pedagogical skill.
	Teacher seeks out opportunities for professional development and makes a systemic attempt to conduct action research in his classroom.

	2.  Service to the Profession
	Teacher makes no effort to share knowledge with others or to assume professional responsibilities.
	Teacher finds limited ways to contribute to the profession.
	Teacher participates actively in assisting other educators.
	Teacher initiates important activities to contribute to the profession, such as mentoring new  teachers, writing articles for publication, and making presentations.


Comments:      
F. Shows Professionalism.

	
	Unsatisfactory
	Basic
	Proficient
	Distinguished

	1.  Service to Students
	Teacher is not alert to students’ needs.
	Teacher’s attempts to serve students are inconsistent.
	Teacher is moderately active in serving students.
	Teacher is highly proactive in serving students, seeking out resources when necessary.

	2.  Advocacy
	Teacher contributes to school practices that result in some students being ill-served by the school.
	Teacher does not knowingly contribute to some students being ill-served by the school.
	Teacher works within the context of a particular team or department to ensure that all students receive a fair opportunity to succeed.
	Teacher makes a particular effort to challenge negative attitudes and helps ensure that all students, particularly those traditionally under served, are honored in the school.

	3.  Decision Making
	Teacher makes decisions based on self-serving interests.
	Teacher’s decisions are based on limited, though genuinely professional, considerations.
	Teacher maintains an open mind and participates in team or departmental decision making.
	Teacher takes a leadership role in  team or departmental decisions are based on the highs professional standards.


Comments:      
GBK

Suspension
The superintendent shall have the authority to suspend licensed employees with pay pending further board action.

The superintendent may suspend licensed employees with pay for any reason, including, but not limited to, one or more of the following:  alleged violation of board policy, rule or regulation; refusal or failure to follow a reasonable directive of an administrator; the filing of a complaint against the employee with civil or criminal authority; the alleged commission of an offense involving moral turpitude; or other good cause.

If a suspension without pay is imposed on an employee, the employee is entitled to pay until the employee has been advised of the basis for suspension and has been given an opportunity to respond.

Approved:   8/10/87; August 11, 2008
GBM

Transfer
The board retains and reserves the right to transfer any employee at any time.

Approved:  May 10, 1999

GBN

Separation
The board shall not renew any teacher’s contract following its expiration in any case where the board is of the opinion that such renewal would not be in the best interests of the district.

Approved:   August 10, 1987

GBN-R
Separation
All administrative recommendations for dismissal and nonrenewal of certified personnel given to the board shall be accompanied by a detailed documentation justifying any such recommendation.

Non-renewal of Non-Tenured Teachers - Reasons for non-renewal shall not be stated either in writing or verbally in any notice of nonrenewal given to a non-tenured teacher.  No hearing shall be afforded a non-tenured teacher except as provided by law.

Approved:   August 10, 1987

GBO

Resignation
Option 1:

The board shall consider any licensed employee’s resignation which is submitted to the board in writing.  The board may accept resignations from employees under contract when the resignation will be in the best interests of the district.  Also see the negotiated agreement.

A licensed employee who has signed a contract and accepted a teaching position in the district for the coming year or who has not resigned by the continuing contract notice deadline shall not be released from that contract to accept another position until a suitable replacement has been employed.

If the licensed employee terminates employment in the district without complying with board policy, the board may petition the State Board of Education to have the teacher’s license suspended.

Option 2:

The board shall consider any licensed employee’s resignation which is submitted to the board in writing.  The board may accept resignations from employees under contract when the resignation will be in the best interests of the district and when such resignations are accompanied by full payment for any applicable liquidated damages due to the board for release from contract pursuant to the negotiated agreement.  

If the licensed employee terminates employment in the district without complying with board policy and the negotiated agreement on liquidated damages, the board may petition the State Board of Education to have the teacher’s license suspended.

Exit Interviews

Exit interviews may be conducted after an employee resigns.

Approved:   May 14, 1990; 8/13/18
GBP

Re-employment
The board shall give no preference to former employees in filling vacancies.

Approved:  May 10, 1999

GBQ

Retirement     (Cf. GBN, GCQ) 

The retirement age for any staff member shall be in accordance with current law.

Approved:   September 12, 1983

GBQ-R
Retirement  (Early Notification Of)

The Board of Education, USD 376, will award a $350.00 stipend to retiring certified employees based upon early notification to the board of education.

A certified employee who announces retirement plans and who submits a letter of resignation due to retirement to the Board of Education, USD 376, prior to March 1st of their contract year shall qualify for this stipend.

The stipend shall be paid with the last payroll issued to the employee.  Retirement notices presented after March 1st shall not qualify.

Approved:   5/28/92; September 11, 2006
GBQA

Reduction of Teaching Staff
If the board decides the size of the teaching staff must be reduced, guidelines in the following rule or the negotiated agreement shall be followed.  Insofar as possible reduction of staff shall be accomplished by attrition due to resignations and retirement.

Approved:   December 9, 1997

GBQA-R
Reduction of Teaching Staff
To reduce the teaching staff, the administrative staff will utilize the following:

To determine the number of teaching positions to be reduced, the administrative staff will determine the educational program for the district in accordance with the educational goals established by the board.  In determining which teachers will be non-renewed due to reduction in force, the number of teachers needed to implement the district’s educational program will then be determined by the administrative staff based on those educational goals.

The educational goals and needs of the district, individual certifications, qualifications, training, skills, interests, and evaluations shall be considered.

In the event two or more teachers have similar certifications, qualifications and skills in a teaching area, those teachers who have tenure will be retained over those who are non-tenured.  In the event all of the teachers have similar certifications, qualifications and skills and all are tenured, the teacher(s) who best meets the needs of the district, considering the factors outlined above and any other relevant factors, will be retained.

Any certified employee who has not been re-employed as a result of reduction of the teaching staff shall be considered for reemployment if a vacancy exists for which the teacher would qualify.  The board shall not be required to consider reinstatement of any teacher after a period of one year from the date of nonrenewal.  Certified employees who may be eligible for reemployment are required to notify the district of their current address.  The superintendent will recommend to the board reinstatement of any teacher deemed qualified and able to serve the best interest of the district. 

Approved:   December 9, 1997

GBR

Work Schedule (See JGFB)
For the district to develop the educational environment to the best advantage, certain guidelines are necessary.

Approved:   8/10/87; February 14, 2005
GBR-R
Work Schedule (See JGFB)
Certified personnel must be at their assigned area during each duty day.  Any teacher who finds it necessary to leave while supervising students shall first secure approval from the principal.  Building and playground assignments shall be made by the principal.

Work Schedules – When school is in normal session, the minimum length of the school day for full-time licensed and professional staff shall be 15 minutes prior to the start of school to 20 minutes after school dismissal.  Work schedules for other employees shall be defined by the superintendent consistent with the Fair Labor Standards Act (FLSA) and the provisions of this policy.
Attendance Required – Regular attendance is required of all employees subject to leave provisions in district policy or the negotiated agreement, as appropriate.  Excessive absences or tardiness, unauthorized leave or unexcused absences may result in disciplinary action including termination of employment.

Approved:  7/8/91; 5/5/03; 2/14/02; March 14, 2005
GBRC

Professional Development  (See GBRH and GAN)

There shall be a program of professional development for employees, which meets minimum statutory and State Board of Education requirements.  The program shall promote:


( continuous professional development

( improving academic achievement for all students

( diversification in academic foundations or subject knowledge

( improved job effectiveness and enhanced skills

When appropriate, the superintendent shall consult with the staff about professional development activities.

All appropriate employees shall attend professional development sessions unless excused by the superintendent.  Professional development programs may use all or a portion of the workday.

Approved:  August 11, 2003

GBRD

Staff Meetings

Staff meetings for certified personnel might be called by the administration only.

Approved:  September 11, 1989

GBRE

Additional Duty

The board may establish other educational assignments that may extend beyond the school day or time class is in session.  Compensation for such assignments, if any, will be as specified in the negotiated agreement.

Approved:  September 11, 1989; 8/8/16
GBRF

Travel Expenses
Teachers shall be available for student and/or parent conferences at mutually convenient times.  The principal may schedule individual or building-wide parent-teacher conferences as necessary.
Approved:  May 10, 1999; 2/8/16
GBRF-R
Travel Expenses

The superintendent or designated representative will grant authorization for reimbursed travel expenses.  Mode of travel will be based on availability of transportation, distance and number of persons traveling together.  When traveling by air, first class fare will be reimbursed only when coach space was not available.  

Receipts for transportation, parking, hotels or motels, meals and such other expenses for which receipts are ordinarily available will be attached to expense vouchers.  For the use of a personal car, the rate of reimbursement will be the IRS allowable expense rate per mile for each mile actually and necessarily traveled unless otherwise stipulated in advance by the board.

Travel between buildings or in the district in the exercise of official assignments will be reimbursed at the state rate per mile.

Approved:  February 11, 1985

GBRG
Non-school Employment
Professional employees shall not be permitted to engage in outside employment that, by its nature or duration, will impair the effectiveness of their professional service.

Approved:  May 10, 1999

GBRGA
Consulting
Professional employees may be excused by the board of education to perform technical or professional services as consultants to other school districts, government agencies or private industry.

Approved: May 10, 1999

GBRGA-R
Consulting
Requests for approval to serve as a consultant shall be submitted in writing to the superintendent.

Approved:  May 14, 1990

GBRGB
Tutoring for Pay
Because of the potential for abuse, the board of education reserves the right of exclusive access to the professional services of certified employees during the term of the contract.

Recognizing that circumstances may dictate some variations from the policy, the board of education reserves the right to make exceptions in very restricted circumstances.

Approved:  May 10, 1999

GBRGB-R
Tutoring for Pay
Parents who feel that their children need tutoring may discuss the situation with the building principal, counselor or the teacher.  Tutoring assignments may be accepted by the teacher involved when recommended by the principal and superintendent and approved by the board of education prior to the beginning of any such instruction.

Approved:  May 10, 1999

GBRH

Leaves and Absences

Personnel may be granted professional leave.

Sabbaticals - No sabbatical leave shall be granted with pay.  Sabbatical leaves without pay may be granted at the discretion of the board.

Conferences and Visitations - The superintendent shall have the authority to grant leaves of absence not to exceed five consecutive school days for any employee during any school year for the purpose of attending educational conferences or school visitations.

Exchange Teaching - All leaves for exchange teaching shall be granted at the discretion of the board.

Approved:  August 10, 1987 

GBRH-R
Professional Leave
Sabbaticals - Any employee desiring a sabbatical leave shall file written application with the superintendent at least ninety days prior to the first day of the requested leave.  The application shall be in writing and shall explain in detail the length of the desired leave, the purpose of the desired leave and the applicant’s reasons why the leave will be of benefit to the district.  The superintendent shall present the request to the board at its next regular or special meeting together with his recommendation.

No sabbatical leave shall be granted for a period longer that one year.  Sabbatical leave shall be without pay, compensation or other benefits.

Conferences and Visitations - Employees desiring to attend conferences and make visitations shall file an application in writing with the superintendent at least thirty days prior to the first date of the leave being requested. Said request shall explain in detail the length of the leave, the purpose and the opinion of the person requesting said leave as to how it will benefit the district.

Exchange Teaching - Any employee desiring a leave for the purpose of teaching in another district shall file a written application with the superintendent at least ninety days prior to the first day of the requested leave.  Such application shall be in writing and shall explain in detail the length of the desired leave, the purpose of the desired leave and the applicant’s reasons why said leave will be of benefit to the district.  The superintendent shall present said request to the board at its next regular or special meeting together with his recommendation for the board’s consideration.

Approved:  August 13, 1990

GBRIB
Illness    (Cf. GCRGB and GBA-R) 
The following employees may be provided with leaves of absence with pay for illness:  administrators, central office personnel, teachers and any non-certified position at the discretion of the board.

Approved:    July 13, 1998

GBRIB-R
Leave  (Cf. GCRGB and GBA-R) 
Specified employees shall be granted sick leave according to this schedule:

Teachers:  (See GBA-R)

Custodians and other classified personnel on annual contracts shall be granted twelve days annually for discretionary leave purposes.  Unused leave may accumulate to a carryover maximum of forty-eight days per year, which when coupled with the annual allowance of twelve days will provide for a maximum of sixty possible days of usable discretionary leave in a year.

Other classified personnel, including building secretaries, cooks, library aides and bus drivers, shall be granted ten days annually for discretionary leave purposes.  Unused leave may accumulate to a carryover maximum of fifty days per year, which when coupled with the annual allowance of ten days will provide for a maximum of sixty possible days of usable discretionary leave in a year.

Other employees not designed by policy shall have discretionary leave granted as per their contracts.

The following provisions apply to leave usage:

Discretionary Leave
a)  Personal Illness/Disability/Maternity Leave

Covered employees shall receive full daily pay until the maximum number of accumulated discretionary leave days has been exhausted, the last contracted duty day, or until the employee qualifies for KPERS benefits.  If it is necessary for the leave to exceed the accumulated discretionary leave, a pay deduction will occur for all additional days unless covered by other leave policies.

b)  Family Illness

In the event of an illness of a spouse, child, or parent, covered employees shall receive full daily pay until the maximum number of accumulated discretionary leave days has been exhausted or until the last contracted duty day.  If it is necessary for the leave to exceed the accumulated discretionary leave, a pay deduction will occur for all additional days unless covered by other leave policies.

c)   Illness of Others

Covered employees shall receive full daily pay for up to five days per occurrence.  If a single illness exceeds five days, a pay deduction will occur for all additional days unless covered by other leave policies.

GBRIB  Illness
d)  Bereavement

In the event of a death of a spouse, child, or parent, covered employees shall receive full daily pay until the maximum number of accumulated discretionary days has been exhausted or until the last contracted duty day.  If it is necessary for the leave to exceed the accumulated discretionary leave, a pay deduction will occur for all additional days unless covered by other leave policies.

e)  Bereavement of Others

Covered employees shall receive full daily pay for up to five days per occurrence.  If a single bereavement leave exceeds five days, a pay deduction will occur for all additional days unless covered by other leave policies.

f)  Personal Business

Covered employees shall receive full daily pay for up to two days per occurrence.  If a single personal business leave exceeds two days, a pay deduction will occur for all additional days unless covered by other leave policies. 

This policy shall be reviewed on an annual basis during the negotiation process.

Job Related Injury
Absence due to injury incurred in the course of the employee’s employment shall not be charged against the employee’s leave benefits.  The Board shall continue to pay such employee their full salary and benefits during such absence provided that the employee returns to the Board any benefits received under Workmen’s Compensation for each injury or illness.

Unused Discretionary Leave at Retirement
Upon retirement from the district, eligible employees will be compensated by the district at the rate of $45.00 per day for all eligible unused discretionary leave and/or vacation time.  Said payment shall be made in a lump sum payment included with the final payroll check of the fiscal year.

Persons resigning their positions prior to retirement will not be compensated for any unused discretionary leave and/or vacation time.

Approved:  4/8/96; 8/11/03; August 9, 2004
GBRIBA
Disability Leaves

The board of education may grant leaves of absence for disability without pay.  A leave of absence is a temporary suspension of duties subject to the board’s policies/rules generally.  (See GBN, GBN-R)

Approved:  May 10, 1999

GBRIBA-R
Disability Leaves
Any employee who becomes disabled due to illness or injury or anticipates becoming disabled for reasons including, but not limited to, surgery, hospital confinement, medical treatment, confinement at home by order of the employee’s physician, or pregnancy may become eligible for a leave of absence based upon said disability upon compliance with the rules hereinafter set forth.

Any employee who reasonably anticipates becoming disabled because of any of the reasons set forth above shall give written notice to the superintendent of the condition expected to result in the disability is known to the employee.  In addition, such notice shall contain a statement from the employee specifying the date on which the employee wishes to commence disability leave and the expected date on which the employee wishes to resume duty following recovery from said disability and a statement from the employee’s physician concerning the employee’s present general health and physical capacity to work.

Where an employee desires to continue in the performance of duty during the period of time from the date of giving notice to the superintendent, as set forth above, to the date of disability, the employee shall be permitted to do so only when the employee’s physician provides a statement explaining that said employee is physically capable of continuing to perform assigned duties.  Such statement shall establish the time period, in the opinion of said physician, during which the employee is expected to be capable of performing said duties.

After consultation with the employee, the employee’s immediate supervisor, if any, principal, and superintendent shall determine whether or not the employee is capable of performing assigned duties up to the date requested by the employee.

In no event shall the board be obligated to permit an employee anticipating a state of disability to continue in the performance of duty where the performance of said employee has substantially declined from that performance shown by the employee prior to consultation with the superintendent provided in the paragraph immediately preceding.

GBRIBA-R
Disability Leaves
The statement of the employee’s physician concerning the employee’s general health and physical capacity to work shall be submitted to the board of education together with the recommendation of the superintendent concerning the employee’s continued performance of assigned duties.  The board will consider both the recommendations of the superintendent and the physician’s statement when acting to allow said employee’s continued performance of assigned duties after notification of the anticipated disability.  The board reserves the right to have the employee examined by a physician of the board’s choice at school district expense.

Failure or refusal of the employee to furnish a physician’s report or to be examined by the board’s physician shall preclude the employee from receiving any sick leave benefits for any disability and effect a waiver of said eligibility to resume assigned duties.

If the employee does not agree to the findings of the superintendent, the employee may request a hearing before the board to state reasons for continuance of assigned duties.  The hearing must be requested by the employee in writing within a reasonable period of time prior to the regular board of education meeting when said employee’s future employment status will be determined.  Said request will be delivered to the superintendent or the clerk of the board.

GBRIBA-R  Disability Leaves

The board will make its decision within a reasonable period of time after hearing all of the evidence presented by the employee, the superintendent and the employee’s physician.  Said decision will be based on the evidence presented at the hearing. 

Returning to Duty - The employee who submits a written physician’s report that the employee is physically fit for full-time employment may be declared eligible for resumption of duties.  If the superintendent or the employee’s immediate supervisor has a good faith doubt that the employee is capable of resuming regular duties, the superintendent shall conduct an inquiry to determine whether the employee is capable of resuming regular assigned duties.  The findings and conclusions of the superintendent’s inquiry will be given to the employee in writing at the conclusion of the investigation.  If the findings and conclusions are contrary to the opinion of the employee and the employee’s physician, the employee may request a hearing before the board to resolve the matter.  The written request for said hearing should be given to the clerk of the board within a reasonable period of time after receipt of the superintendent’s report.  The board will hold the hearing at the next regularly scheduled board meeting.

Whenever, in the opinion of the board, the dates for the commencement of an anticipated disability leave and/or the dates for the resumption of duties would substantially interfere with the administration of the school or with the education of students, the requested dates may be changed by the board.

Teachers and principals shall resume assigned duties no later than the first day of the school year following the date that the teacher or principal was declared eligible for resumption of duties.  Failure to appear for resumption of duties shall be deemed a resignation by the teacher or principal.

When it is mutually agreed to between the employee and the board that the employee will not resume contracted duties for the school year in which the employee would be eligible to resume duty, the employee shall be separated from employment as provided by board action and/or policy GBN and GBN-R.  The board will have discharged its responsibility after offering to allow the employee to resume duty in the first vacancy for which the employee is eligible that occurs after the employee has been declared eligible for resumption of duty.

GBRIBA-R  Disability Leaves

If the board has a good faith doubt that an employee, not returning to duty after a disability, is actually unable to resume contracted duties, the board may request that the employee be examined by a physician of the board’s choice at district expense.  If the physician’s report is that the employee is able to resume work, the board may require the employee to do so or to be placed on unpaid leave and possible suspension.  The employee may request a hearing to resolve the matter before the board as herein provided previously.

District disability or sick leave benefits shall be reduced by any duplicating monetary benefit received by the employee under any plan, including a plan established by law, toward which the board contributes or for which the board pays.  The board will retroactively adjust district benefits provided by the board under one plan when granted prior to the notice that the employee has elected to file for benefits under another plan provided in full or in part by the board, for example, an employee’s utilizing paid sick leave for a disability and filing for benefits under workmen’s compensation which would be paid, duplicate all or part of the benefit provided earlier, and increase the employer’s contribution rate because of the loss-experience record.

Such retroactive adjustment may involve a prorated deduction in wages to compensate for duplication of benefits or an endorsing all or part of the benefit over to the district.  In either case, a pro-rata of sick leave taken earlier will be reinstated to the employee’s accrued accumulated sick leave.  The adjustment will be conducted as group insurance 

Companies coordinate benefits so that the employee receives the best adjustment of his full claim, but never more than the full amount of his claim.  Such an adjustment shall not affect any personal insurance coverage carried by the employee in which the board is not a contributor.

Extensions or Reductions of Leave - Where disability leaves have been approved, the commencement or termination dates thereof may be further extended or reduced for medical reasons upon application by the employee to the board.  Such extensions or reductions may be granted by the board for additional reasonable periods of time provided, however, that the board may alter the requested dates upon a finding that such extension or reduction would substantially interfere with the administration or the school and/or with the education of the students and provided further that such change by the board is supported by reasonable evidence.

The provisions of this regulation shall not be deemed to impose on the board any obligations to grant or extend a leave of absence to any employee beyond the end of the contract school year in which the leave is obtained.

GBRIBA-R  Disability Leaves


Leave Benefits - All personnel benefits accrued by the employee at the date the disability leave begins will be retained during disability leave unless the person concerned shall have severed an employment relationship by resignation.  No additional personnel benefits will accrue during the period of disability leave except as expressly provided by law.

The provisions of this policy and regulation shall not be applicable and shall be of no force or effect during any period of time not covered by a contract of employment with the employee.

“A leave of absence due to a disability is subject to the limitations of accumulated sick leave as specified in the current negotiated agreements and contract of the employee and the board.”

Approved:   December 9, 1991

GBRID
Military Leave (Also GARID, GCRG) 

Any employee, upon written request to the superintendent, shall be granted leave to cover the length of their required service, as defined below, in the military force of the United States.  A copy of the appropriate military orders shall accompany each request for military leave.  On the date of release from service, the employee shall notify the superintendent of their availability and possible date of return to employment.

Service veterans returning to active duty have a four-year duty period that may be extended to five years at the option of the military service.  Such employees have a ninety day period following release to report for re-employment with the district.  This type of military leave shall be without pay.

Employees who are guardsmen or reservists taking initial active duty training will have thirty-one days after release to report for re-employment with the district.  This type of military leave shall be without pay.

Guardsman or reservist taking annual training, special school or special duty will report for re-employment with the district immediately following release plus any necessary travel time.  This type of military leave may be with pay subject to board approval.

Failure to return within the time period allowed without notice to the superintendent shall result in cancellation of the military leave, and the employee shall receive no credited service in the district for the time served on military leave.  Continued absence may result in termination of employment.

Military leave shall be limited to the length of service required by the induction of the draftee or the orders to active duty of enlisted reserves or members of the national guard plus the applicable time period following release.  Military leave for guardsmen or reservists who are ordered to active duty shall be limited to the date when the officer can by his own actions terminate such active duty or the date of his orders to inactive status, whichever may occur first.

GBRID  Military Leave
An employee on military leave, if he makes application to the superintendent within the applicable time period after the effective date of their release from active duty, shall be returned to a position comparable to the position held at the time the leave was granted.  The employee’s salary and benefit status upon return from military leave shall be the same as it would have been if leave had not been taken.  The district shall have a ten day grace period to make arrangements for re-employment of the employee, and the superintendent shall make every effort consistent with law and the wishes of the employee to minimize any possible adverse effect of employment changes on the educational program.

In the event the requested military leave causes an educational disservice to the education of the students of the district, the superintendent shall notify the commanding officer who signed the orders, requesting an adjustment in the orders.  If the superintendent is not satisfied with the response, he/she shall seek further assistance by calling 1-800-336-4590 to request a consultation with an officer in the National Committee for Employer Support of the Guard and Reserve, Office of the Secretary of Defense, 1735 North Lynn Street, Arlington, VA  22209.

Approved:   September 12, 1983

GBRIF
Bereavement
Each covered employee may be granted a maximum of ten days annually for funeral attendance or bereavement issues related to a death.  Funeral or bereavement leave will be subject to the limitations of accumulated sick leave and provisions in Board policy.

Approved:   8/9/82; August 11, 2003

GBRJ

Arrangement for Substitute
Substitute teachers shall be obtained to provide for a level of instruction commensurate with the regular teacher’s performance as nearly as practicable.

Approved:  May 10, 1999

GBRJ-R
Arrangement for Substitutes
Employment and Pay of Substitute Teachers:  Substitutes are always employed and paid by the school system.

Emergency Substitute Teachers:  It shall be the Board position to employ emergency substitutes as the need exists.  Pre-requisites will be a minimum of 90 college hours, with an emphasis in education, and board approval.

Sterling USD 376 Substitute Teachers Pay:  Substitute pay shall be established each year by the board of education.

Beginning with eleventh (11th) day of continuous employment in the same position, the substitute pay shall be at a rate established annually by the board.

All substitutes are to be secured by the building principal or designated representative.  A monthly substitute report shall be filed in the superintendent’s office.  This report will be forwarded to the clerk of the board for payment.  The report is due the 20th of each month.

Approved:   December 7, 1998    

GBRL-R
Staff Protection
Personal Injury Benefits:  Whenever a teacher is absent from school because of personal injury resulting from an assault by a student or school patron on school property or at a school-sponsored event, the teacher will be paid full salary less the amount of any workmen’s compensation or disability insurance received due to such injury until the termination of the employment contract.  No part of such covered absence will be chargeable to annual sick leave.

The board, however, shall have the right to have the teacher examined by a physician designated by the board for the purpose of establishing the length of time the teacher may be absent, and the board shall make its decision on the basis of the professional opinion of said physician.

The board, in its discretion and upon proper investigation of all facts of the incident, shall provide full support, including its legal counsel, for any assault upon a teacher acting in the discharge of official school duties.

Approved:   January 11, 1980

GBU

Ethics
An educator in the performance of assigned duties shall:
· meet and continuously maintain applicable certification or licensure requirements as defined by state and/or federal law for position held;
· actively support and pursue the district’s educational mission;
· recognize the basic dignity of all individuals;
· maintain professional integrity;
· avoid accepting anything of substantial value offered by another which is known to be or which may appear to influence judgment or the performance of duties;
· accurately represent professional qualifications; and
· be responsible to present any subject matter in a fair and accurate manner.

Approved:   January 12, 1987; 1/9/17
GCA

Compensation and Work Assignments
Classified employees shall be paid according to pay rates established by the board.  Payment shall be made at the established pay date following the end of each pay period.
Work Assignments – Subject to board approval, the superintendent shall develop time schedules for all classified employees.  Work assignments for classified employees shall be made by the superintendent.

Attendance Required – Regular attendance is required of all employees subject to leave provisions in district policy, employee handbooks or other documents approved by the board.  Excessive absences or tardiness, unauthorized leave or unexcused absences may result in disciplinary action including termination of employment.

Workweek – For the purposes of Fair Labor Standards Act (FLSA) compliance, the workweek will be 12:00 am Sunday until 11:59 pm Saturday.

Classification of Employees – For purposes of compliance with the Fair Labor Standards Act (FLSA), the superintendent shall ensure that all job positions are classified as exempt or nonexempt and that employees are made award of such classifications.

Overtime – No non-exempt employee shall work more that 40 hours per week without the permission of the appropriate supervisor.   Principals and supervisors shall monitor employees’ work to ensure that the overtime provisions of this policy and the Fair Labor Standards Act are followed.  All employees shall be compensated for overtime worked, at a rate of one and a half times their normal rate of pay for any hours worked over 40 in a workweek.

Nonexempt employees whose workweek is less than 40 hours will be paid at the regular rate of pay for time worked up to 40 hours.  Overtime pay will be provided only if an employee works more than 40 hours in a workweek.
Compensation for Out-of Town/Overnight Trips (See GAN) – When classified personnel are required to be out of town on district business, they shall be compensated in the following manner, unless overnight student supervision is required:
Regular or overtime pay (or compensatory time) as appropriate for time away from home MINUS:

1. Eight hours for sleep when overnight;

2. Reasonable time for meals (normally one hour per meal); and

3. Time used exclusively for pleasure or personal business.

Approved:   9/10/84; March 14, 2005
GCBA

Qualifications and Duties
A comprehensive job description for each classification of non-certified employees may be developed.

Approved:   May 14, 1990

GCBA-R
Qualifications and Duties
Bus Drivers
All bus drivers are directly responsible to the superintendent.  A bus driver must comply with and observe all the provisions of the vehicle code and all rules and regulations as prescribed by the Safety Department of Kansas.

All bus drivers are required to attend a school bus driver’s clinic, workshop or school to become fully qualified.  New bus drivers to this district are required to attend a school bus driver’s clinic, workshop or school during the first year of employment.  Registration, meals and transportation will be furnished by the school district.

Bus drivers are to be paid a rate that complies with the Fair Labor Standards Act as amended.  Time shall be calculated from the time that the driver leaves the bus storage location or home, until the driver returns to the bus storage location or home.

Custodians - Custodians shall be responsible for the safe and satisfactory conditions of their individual buildings and grounds, plus all machinery and equipment relating to heating, plumbing, ventilating, and operation of the school, except audio-visual equipment.  Each custodian is under the direct supervision of the principal, but shall also be under the general supervision of the superintendent.

Custodians may be required to be on duty during evenings for affairs sponsored by the school or when any building is rented for other purposes, and shall conform to all rules relating to use of school buildings that have been established by the board of education.

No custodian shall be absent from duty during school hours, except with the consent of the school principal and/or the superintendent.

In the event of unsatisfactory service, custodians shall be notified in writing on or before May 15.

The custodian shall be on duty twelve months per year, with two weeks paid vacation.  Custodial vacation time will be increased to three weeks after eight years of continuous service.

GCBA-R  Qualifications and Duties
Maintenance Supervisor - The maintenance supervisor, in addition to their custodial duties, will be responsible to district employees for suggestions in maintenance problems such as heating, plumbing and cleaning.  They will also be responsible for submitting requests to the superintendent on purchases that are to be let for bids.  They shall also be responsible for inventory control and for coordinating work schedules.

School Secretary - The office personnel of all buildings are constantly in the public eye.  The school secretary is a reflection of the whole school system.  The dignity and efficiency maintained in the office is an example to all observers.

The phone should be answered by saying “_____________ office, (your name) speaking.”  Phone conversations should be brief and courteous.

The public should be met with dignity, courtesy, professionalism and politeness.

The office is the headquarters for all personnel.  Needs and problems should be handled in the most efficient manner possible.

The school secretary should not surmise answers to questions.  If the secretary is authorized to give information, verify that the person seeking such information is authorized to have the information.  The secretary should not speak anywhere or anytime on behalf of the school office without having been authorized to do so.

The school secretary is entrusted with confidential information.  Personnel that use poor judgement in regards to confidentiality must be transferred or released.  Office personnel will be selected and retained according to these qualifications:

(   Congeniality with co-workers

(   Knowledge of work

(   Ability to meet public

(   Confidential nature

(   Willingness to undertake all assignments

(   Punctuality 

(   Interest in work without visiting

Approved:   May 14, 1990

GCC

Recruitment
The superintendent will recruit non-certified personnel to fill existing or proposed vacancies with the intent to recommend to the board and hire the best-qualified person available.

Approved:  May 10, 1999

GCE

Assignment
The board reserves the right to assign or reassign all non-certified employees.

Approved:  May 10, 1999

GCH

Supervision
The superintendent or  designated representative has the responsibility to supervise all non-certified employees not directly under the supervision of a building principal.  A building principal has the responsibility to supervise all non-certified employees who are assigned to their building as provided for within the context of GCBA-R.

Approved:  May 10, 1999

GCI

Classified Evaluation
All classified staff shall be evaluated, by their immediate supervisor, a minimum of once a year.  This evaluation should be completed by February of each year.

Whenever any evaluation is made of an employee, the written document thereof shall be presented to the employee and the employee shall acknowledge such presentation by their signature.  At any time, not later than two weeks after such presentation the employee may respond thereto in writing.

Approved:
April 10, 2000   

GCK

Suspension
The superintendent shall have the authority to suspend classified employees with or without pay.  If a suspension without pay is imposed on a classified employee, the employee is entitled to pay until the employee has been advised of the basis for suspension and has been given an opportunity to respond.

Approved:  5/10/99;  August 11, 2008
GCKA

Probation
Classified employees may be placed on probation providing the following conditions are met:

1.
The board and administration shall review the work record and performance of the employee.

2.
The board, after this review, may place an employee on probation.  The board will establish the term of probation.  In no event shall said probation extend beyond a one year calendar period without the board first reviewing all pertinent evidence relating to the probation, including a report by the superintendent on the progress of the classified employee to meet the conditions of probation.

3.
All conditions of probation shall be reduced to writing. One copy is to be given to the employee; one copy to be placed in the employee’s personnel file; and one copy shall be filed by the board clerk with the official minutes of the board meeting in which action on said probation was taken.

4.
Failure by an employee to meet the terms and conditions of probation may result in non-renewal or termination of the employee.

Approved:   October 8, 1984

GCM

Transfer
The board reserves the right to transfer any non-certified employee.

Approved:  May 10, 1999

GCO

Resignation
Non-certified employees may resign from their jobs in accordance with the rules of the board of education.

Approved:  May 10, 1999

GCQ

Retirement
The retirement age for any staff member will be in accordance with current law.

Approved:  May 10, 1999

GCQ-R
Retirement (Cf. GBN, GBQ) 

Although the normal retirement age under KPERS and federal law is 70 years of age, the board retains the right to retire its employees before age 70 if the board has a good faith doubt that the employee can fulfill the employee’s contractual obligations and/or the policies and rules of the board because of a mental or physical infirmity.  The board reserves the right to have its employee examined by a physician of its choice to determine whether or not the employee is mentally and/or physically able to fulfill the obligations of the employment contract and/or the policies and rules of the board.

The costs for any examination referred to in this rule will be borne by the board.

Approved:   September 12, 1983
GCR

Working Conditions
The board of education will make every effort to establish and maintain adequate working conditions.

Time Schedules  -  The board delegates to the superintendent the authority to develop time schedules for all non-certified employees, subject to approval by the board.

Work Load - Work load assignments for non-certified personnel, i.e., clerical, maintenance, custodial, food service and transportation, shall be made by the superintendent or designated representative after careful deliberation and evaluation of personnel and positions.

Approved:  May 10, 1999

GCR-R
Working Conditions
Time Schedules – The superintendent or designated representative will assign time schedules for non-certified employees at the beginning of the employment term.

Work Load - The normal workload for non-certified personnel shall consist of 40 hours per week.

Approved:   May 14, 1990

GCRE

Travel Expenses
The board of education will provide reimbursement for expenses incurred in travel related to the performance of non-certified employees and approved in advance by the superintendent.

Approved:  May 10, 1999

GCRE-R
Travel Expenses
For use of a personal car, the rate of reimbursement will be the state allowable expense rate per mile for each mile actually and necessarily traveled unless otherwise stipulated in advance by the board.

Approved:   May 14, 1990

GCRF

Non-school Employment
Non-certified employees shall not be excused during their regularly assigned time schedule to perform outside work.  Non-certified employees shall engage in no outside employment that, by nature or duration, will impair the effectiveness of their assigned duties.

Approved:  May 10, 1999

GCRG
Leaves and Absences
Non-certified employees may be granted leaves and absences.

Emergency and Legal - Non-certified employees may be granted emergency and legal leave.

Military Leave   (Also GBRID, GARID) - Any employee, upon written request to the superintendent, shall be granted leave to cover the length of their required service, as defined below, in the military forces of the United States.  A copy of the appropriate military orders shall accompany each request for military leave.  On the date of release from service, the employee shall notify the superintendent of their availability and possible date of return to employment.

Service veterans returning to active duty have a four-year duty period that maybe extended to five years at the option of the military service. Such employees have a ninety-day period following release to report for re-employment with the district.  This type of military leave shall be without pay.

Employees who are guardsmen or reservists taking initial active duty training will have thirty-one days after release to report for re-employment with the district.  This type of military leave shall be without pay.

Guardsmen or reservists taking annual training, special school or special duty will report for re-employment with the district immediately following release plus any necessary travel time.  This type of military leave may be with pay subject to board approval.

Failure to return within the time period allowed without notice to the superintendent shall result in cancellation of the military leave and the employee shall receive no credited service in the district for the time served on military leave.  Continued absence may result in termination of employment.

Military leave shall be limited to the length of service required by the induction of the draftee or the orders to active duty of enlisted reserves or members of the National Guard plus the applicable time period following release.  Military leave for guardsmen or reservists who are ordered to active duty shall be limited to the date when the officer can by their own actions terminate such active duty or the date of their orders to inactive status, whichever may occur first.

GCRG    Leaves and Absences

An employee on military leave, if they make application to the superintendent within the applicable time period after the effective date of their release from active duty, shall be returned to a position comparable to the position held at the time the leave was granted.  The employee’s salary and benefit status upon return from military leave shall be the same as it would have been if leave has not been taken.  The district shall have a ten-day grace period to make arrangements for re-employment of the employee and the superintendent shall make every effort consistent with law and the wishes of the employee to minimize any possible adverse effect of employment changes on the educational program.

In the event the requested military leave causes an educational disservice to the students of the district, the superintendent shall notify the commanding officer who signed the orders, requesting an adjustment in the orders.  If the superintendent is not satisfied with the response, further assistance shall be sought by calling 1-800-336-4590 to request a consultation with an officer in the National Committee for Employer Support of the Guard and Reserve, Office of the Secretary of Defense, 1735 North Lynn Street, Arlington, VA  22209.

Approved:  September 12, 1983

GCRGB
Leave (Cf. GBRIB and GBA-R)

Classified employees may be granted discretionary leave.

Approved:  7/13/98; August 9, 2004

GCRGB-R
Leave
Classified employees may be granted discretionary leave in accordance with the Policy GBRIB.  Part-time employees may be granted discretionary leave in proportion to their part-time status.

At the conclusion of their current contractual year, the eligible employees will be compensated by the district at the rate of $45.00 per day for all accumulated-unused discretionary leave in excess of the carryover maximum of fifty days per year.  Said payment will be included with the final payroll check of the fiscal year.  This pay shall be prorated for classified employees based on the number of contracted hours in the fiscal year in accordance with the Policy GBA-R.
Approved:    7/13/98; August 9, 2004
GCRH
    Vacations
The custodian shall be on duty twelve months per year, with ten days paid vacation.  Custodial vacation time will be increased to fifteen days after eight years of continuous service.  Vacation days must be used during the current contract year and may not accumulate.  Part-time custodians employed on an annual basis will receive ten days paid vacation based on their average weekly hours/rate.

Approved:    April 8, 1996

GCRI

Paid Holidays

Paid holiday leave may be granted to classified employees.

Approved:  May 10, 1999

GCRI-R
Paid Holidays
Custodians and hourly employees:  Christmas, New Years,  Memorial Day, July 4, Labor Day, and Thanksgiving.

Approved:  May 10, 1999

GCRJ

Custodial Pay Schedule
Full-time (40 hrs/week) custodians will be paid on an annual contracted basis:

LEVEL I
No Experience

LEVEL II
1-3 years of experience in USD 376 and/or qualified  experience

LEVEL III
4-7 years of experience in USD 376 and/or qualified experience

LEVEL IV
Over 8 years of experience in USD 376 and/or qualified experience

Maintenance Supervisor:
15% over Level III Salary

Part-time custodians less than 40 hours per week will be paid an hourly wage to be determined annually by the board of education.

All salaries to be determined on an annual basis.

The above listed categories shall serve as a guide for placement of all USD 376 classified positions.  Advancement will be made, by the Board of Education, with a corresponding length of service and a positive evaluation.

Approved:  December 11, 2000

