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INTRODUCTION 

 
 

WELCOME LETTER 
 

This Employee Handbook is designed to provide general information about benefits, 

working conditions, policies and practices affecting your employment with Belle Plaine 

USD 357.  Our objective is to provide you with a work environment that is conducive to 

both personal and professional growth.   Belle Plaine Schools welcomes the initiative, 

loyalty, and commitment to excellence of all of its employees.   

 

If you are a new employee of Belle Plaine USD 357, I would like to extend my warmest 

welcome to Belle Plaine, “Home of Quality Schools.”   As a new employee, you will 

soon see that Belle Plaine USD 357 sets very high standards for all of our employees, 

ensuring that the educational experiences offered to our students is of the highest quality.   

We believe that each employee contributes directly to the district’s success in providing 

quality schools, and we hope you will take pride in being a member of our team.   If you 

are a current employee, I would like to express my appreciation for your continuing 

service to this district. 

 

You are responsible for reading, understanding, and complying with the provisions of this 

handbook.  Please do not hesitate to ask any questions that will help you learn your job 

more quickly, clarify policies, or fully understand expectations.  If you find that this 

resource does not answer all your questions, I would encourage you to speak with your 

supervisor or building administrator.  

 

I hope that you will find your employment at Belle Plaine USD 357 not only challenging, 

but also enjoyable and rewarding. 

 

Sincerely, 

James Sutton, Ed.D. 

 
MISSION STATEMENT 

 

Unified School District 357 is committed to providing quality education to our students, 

to maintaining a partnership with the greater community, and to preparing our students to 

become life-long learners and contributing participants in a changing world community.  

 
PURPOSE OF EMPLOYEE HANDBOOK 
 

At USD 357 there are two categories of employees, certified and classified. Certified 

employees are professionals who are required to hold a professional license issued by the 

Kansas State Department of Education.  This segment includes teachers, school 

counselors, principals, assistant principals, Title I, and administrative staff.  USD 357 has 

a negotiated agreement with the Belle Plaine NEA, which also governs the certified staff, 

however not all certified employees are included in the negotiated agreement.  
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Classified employees are not required to hold a license issued by the Kansas State 

Department of Education.  This segment includes secretaries, bus drivers, custodians, 

para educators, library aides, recess and lunchroom supervisors, food service, 

maintenance, transportation personnel, and others.  

 

This handbook is designed to acquaint certified and classified employees with USD 357 

and provide you with general information about working conditions, benefits, and 

policies affecting your employment. This handbook applies to all employees unless 

otherwise indicated. It is your responsibility to read this handbook carefully and refer to it 

whenever questions arise.  For those employees covered by the negotiated agreement, 

that agreement is the overriding document on any policy in this handbook. Adhering to 

the policies described in this handbook is considered a condition of continuous 

employment.  However, nothing in this handbook alters the “at-will” status of any 

employee not covered by the negotiated agreement.  

 

The contents of this handbook shall not constitute nor be construed as a promise of 

continued employment or as a contract between USD 357 and any of its employees. The 

handbook is a summary of our policies, which are presented here only as a matter of 

information.  All items described within this handbook are approved by the Board of 

Education. Current federal, state, local, and board policies will prevail in matters not 

addressed in this employee handbook. 

 

The policies in this handbook are to be considered guidelines.  USD 357, at its option, 

may change, delete, suspend, or discontinue any part or parts of the policies in this 

handbook at any time without prior notice.  If any provision in this employee handbook is 

found to be unenforceable or invalid, it will invalidate only that portion of the book and 

not the entire employee handbook. 

 

USD 357’s policies, benefits, and rules as explained in this handbook may change from 

time to time as education, legislation and regulations, and economic conditions dictate.  

You will be given updates or replacement pages if and when provisions are changed. 

 

You are responsible for reading, understanding, and complying with the provisions of this 

handbook. Our objective is to provide you with a work environment that is conducive to 

both personal and professional growth. 

 

This version of the employee handbook supersedes all previous manuals, handbooks, 

letters, memoranda, and understandings, with the exception of the negotiated agreement. 

If you have any questions or wish to receive further information about any particular 

section in this handbook, please contact the District Office. 
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EQUAL EMPLOYMENT OPPORTUNITY AND 
NONDISCRIMINATION - GAAA 

The board shall hire all employees on the basis of 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 the Superintendent at 719 N. Main, P.O. 

Box 760, Belle Plaine, Kansas 67013; phone number 620-488-2288. 

or 

Equal Employment Opportunity Commission 

400 State Avenue, 9th Floor 

Kansas City, Kansas 66101 

1-800-669-4000 

or 

Kansas Human Rights Commission 

900 SW Jackson, Suite 568-S 

Topeka, Kansas 66612-1258 

785-296-3206 

or 

United State Department of Education 

Office for Civil Rights 

One Petticoat Lane 

1010 Walnut Street, Suite 320 

Kansas City, Missouri 64106 

 

We believe in and utilize equal opportunity and employment practices.  The Superintendent 

serves as our Equal Opportunity Coordinator and has overall responsibility for assuring 

compliance with this policy.  The Superintendent may be reached at 620-488-2288.  All 

employees are responsible for supporting the concept of equal opportunity and diversity and 

assisting our district in meeting its objectives. 

 

 

AT-WILL EMPLOYMENT STATEMENT 
 

Unless otherwise stated in your contract, work agreement, or the negotiated agreement, as 

applicable, your employment with USD 357 is voluntary and is subject to termination by 

you or the district at-will, at any time, with or without cause, and with or without notice.  

Nothing in the handbook shall be interpreted to be in conflict with or to eliminate or 

modify in any way the employment at-will status of USD 357 employees. 

 

This policy of employment-at-will may not be modified by any employee and shall not be 

modified in any publication or document unless otherwise stated above.   
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This employee handbook is not intended to be a contract of employment or a promise to 

extend an offer of employment. 

I-9 IMMIGRATION REFORM POLICY 
 

USD 357 complies with the Immigration Reform and Control Act of 1986 by employing 

only United States citizens and non-citizens who are authorized to work in the United 

States.  On the first day of employment, all employees are asked to provide original 

documents, verifying the right to work in the United States, and to sign a verification 

form required by federal law (INS Form I-9).  If an individual cannot verify his/her right 

to work within three days of hire, USD 357 must terminate his/her employment. 

 

 

 

EMPLOYMENT POLICIES

 
 

EMPLOYMENT TERMINATION POLICY 
 

Termination of employment is an inevitable part of personnel activity within any 

organization, and many of the reasons for termination are routine. Below are examples of 

some of the most common circumstances under which employment is terminated: 

 Resignation—voluntary employment termination initiated by an employee; 

 Termination—involuntary employment termination initiated by USD 357; 

 Layoff—involuntary employment termination initiated by USD 357 for non-

disciplinary reasons. 
 

VOLUNTARY SEPARATION (RESIGNATION): 
An employee who resigns his or her employment voluntarily shall resign in good 

standing, providing the employee gives a minimum of two weeks written notice to his or 

her immediate department head.  Under appropriate circumstances, a shorter period of 

notice may be approved by the district.   

 

If an employee fails to report to work for three consecutive days without informing the 

supervisor or principal of the absence, the administration will assume that the employee 

has abandoned his or her job, and it will be treated as a voluntary resignation. 

(Employees covered under the negotiated agreement will follow the guidelines laid out in 

the agreement.) 

 

INVOLUNTARY SEPARATION: 
Reasons for involuntary separation initiated by USD 357 may include, but are not 

restricted to: misrepresentation on employment application, chronic absenteeism or 

tardiness, misconduct, possession or use of drugs or alcohol, theft or dishonesty, 

insubordination, intentional, wrongful or unlawful misconduct, betrayal of 

confidentiality, ineffectual performance, deliberate or gross negligence, unauthorized 

possession of weapons or explosives on the premises, and other just cause.  Employees 

covered by the negotiated agreement should consult that agreement for provisions 

relating to their separation from employment.  
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Furthermore, voluntary or involuntary separation will require the following:  

 

1. When allowed by law, policy, and/or the negotiated agreement for employees 

which such applies, any outstanding financial obligations owed to USD 357 will 

be deducted from your final check. If your final check does not sufficiently cover 

the money owed to USD 357, you will remain liable for that amount. 

2. Except as required by law, the negotiated agreement, or by separate agreement, 

employee salary and benefits will end on the date of termination. 

3. Upon resignation from USD 357, an accurate address is necessary for at least one 

year for tax purposes. 

 

PAY ON TERMINATION:  
An employee terminated from employment shall receive a final paycheck on the first 

regularly scheduled payday following termination. 

 

DEFINITION OF CLASSIFIED POSITIONS 

 FULL-TIME POSITION: A full-time classified employee works eight (8) hours 

per day, forty (40) hours per week, and two thousand eighty (2080) hours per 

year.  A full-time position constitutes 1 Full Time Equivalency (FTE). 

 PART-TIME POSITION: A part-time classified employee works less than a full 

day but throughout the calendar year (except for vacation time).  A part-time 

position constitutes less than 1 FTE.  The FTE is calculated based on the number 

of hours scheduled. 

 PART-YEAR POSITION: A part-year classified employee works primarily 

during the school year. 

 TEMPORARY POSITION: A temporary classified employee works only during 

the summer or on short term special assignments during the school year. Such a 

position may be either full or part-time. – 

Certified employee positions are defined in the negotiated agreement. 
 

Employees are classified as either exempt or non-exempt for pay administration purposes, as 

determined by the federal Fair Labor Standards Act (FLSA). 

The definitions of the worker classification categories can be summarized as follows: 

EXEMPT - Employees who meet any of the FLSA’s exemption standards, including 

managerial, department heads, professional, sales or some administrative employees. 

NON-EXEMPT - Employees whose positions do not meet the FLSA exemption standards. 

Overtime work is prohibited without specific department head authorization for these 

employees. 
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HARASSMENT-FREE WORKPLACE POLICY 

The Board of Education is committed to providing a positive and productive working and 

learning environment, free from prohibited harassment.  Therefore, USD 357 will not 

tolerate harassment based on age, race, gender, color, religion, national origin, disability, 

or covered veteran status. Such conduct is prohibited in any form at the workplace, at 

work-related functions, or outside of work if it affects the workplace. This policy applies 

to all USD 357 employees, parents, students, guests, vendors, and persons doing business 

with USD 357. 

 

Sexual harassment warrants special mention. Sexual harassment has been defined 

according to USD 357 policy as: 

 Unwelcome sexual advances, requests for sexual favors, and other verbal or 

physical conduct of a sexual nature when: 

 Submission to such conduct is made a term or condition, either explicitly or 

implicitly, of an individual’s employment; 

 Submission to or rejection of such conduct by an individual is used as a factor in 

decisions affecting that individual’s employment; or 

 Such conduct has the purpose or effect of interfering with an individual’s work 

performance or creates an intimidating, hostile, or offensive working 

environment. 

Examples of conduct prohibited by this policy include, but are not limited to: 

 

 Unwelcome sexual flirtation, advances, or propositions; 

 Verbal comments related to an individual’s age, race, gender, color, religion, 

national origin, or disability; 

 Explicit or degrading verbal comments about another individual or his/her 

appearance; 

 The display of sexually suggestive pictures or objects in any workplace location 

including transmission or display via computer; 

 Any sexually offensive or abusive physical conduct; 

 The taking of or the refusal to take any personnel action based on an employee’s 

submission to or rejection of sexual overtures; and 

 Displaying cartoons or telling jokes which relate to an individual’s age, race, 

gender, color, religion, national origin, or disability. 

If you believe that you are being subjected to workplace harassment, you should: 

 

 If you feel comfortable enough to do so, tell the harasser that his or her actions are 

not welcome, and they must stop. 

 Report the incident without delay to your immediate supervisor/principal, or the 

USD 357 Superintendent. 

 Report any additional incidents or retaliation that may occur to one of the above 

resources. 
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Any reported incident will be investigated immediately and thoroughly. Complaints and 

actions taken to resolve complaints will be handled as confidentially as possible, given 

USD 357’s obligation to investigate and act upon reports of such harassment.  

Appropriate actions will be taken by USD 357 to stop and remedy all such conduct, 

including interim measures during a period of investigation. 

 

Retaliation of any kind or discrimination against an employee who reports a suspected 

incident of harassment or who cooperates in an investigation is prohibited. An employee 

who violates this policy or retaliates against an employee in any way will be subject to 

disciplinary action up to and including immediate termination. 

VIOLENCE-FREE WORKPLACE 

It is USD 357’s policy to provide a workplace that is safe and free from all threatening 

and intimidating conduct. Therefore, USD 357 will not tolerate violence or threats of 

violence in any form in the workplace, at work-related functions, or outside of work if it 

affects the workplace. This policy applies to USD 357 employees, parents, students, 

guests, vendors, and persons doing business with USD 357. 

 

It is a violation of this policy for any individual to engage in any conduct, verbal or 

physical, which intimidates, endangers, or creates the perception of intent to harm 

persons or property.  

 

 Examples include but are not limited to: 

 Physical assaults or threats of physical assault, whether made in person or by 

other means (i.e., in writing, by phone, fax, e-mail, text, or social media). 

 Verbal conduct that is intimidating or has the purpose or effect of threatening the 

health or safety of a co-worker. 

 Possession of firearms or any other weapon in violation of District policy on 

District property, in a vehicle being used on District business, in any District 

owned or leased parking facility, or at a school-related function. 

 Any other conduct or acts that the administration believes represents an imminent 

or potential danger to work place safety/security. 

Anyone with questions or complaints about workplace behaviors may discuss them with 

a supervisor/principal or the District Superintendent. USD 357 will promptly and 

thoroughly investigate any reported occurrences or threats of violence.  Violations of this 

policy will result in disciplinary action, up to and including immediate termination of 

employees. Where such actions involve non-employees, USD 357 will take action 

appropriate for the circumstances. Where appropriate and/or necessary, USD 357 will 

endeavor to take legal actions that are available and necessary to stop the conduct and 

protect USD 357 employees and property. 

 

In addition to this policy, the District has a policy in place to address student behavior 

concerning weapons and bullying.  For information on these policies, please contact your 

school principal. 
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WORKPLACE BULLYING POLICY 
 

USD 357 is committed to providing a safe and healthy work environment for all employees. 

As such, USD 357 prohibits bullying of any kind 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 and will deal with complaints accordingly. This 

policy applies to employees while working, at work functions and while traveling on 

business. 

Bullying is defined as any intentional gesture or any intentional written, verbal, electronic, 

or physical act or threat either by any student, staff member, or parent towards a student or 

by any student, staff member or parent towards a staff member that is sufficiently severe, 

persistent, or pervasive that it creates an intimidating, threatening, or abusive educational 

environment that a reasonable person, under the circumstances, knows or should know will 

have the effect of: 

 Harming a student or staff member, whether physically or mentally; 

 Damaging a student’s or staff member’s property: 

 Placing a student or staff member in reasonable fear of harm; or 

 Placing a student or staff member in reasonable fear of damage to the student’s or 

staff member’s property. 

 

Bullying also includes cyberbullying.  “Cyberbullying” means bullying by use of any 

electronic communication device through means including, but not limited to, e-mail, instant 

messaging, text messages, blogs, mobile phones, pagers, online games, and websites. 

Bullying can be: 

 An isolated incident or persistent incidents 

 Carried out by a group or an individual 

 Either direct or indirect 

 Verbal or physical 

 

Some examples of bullying include: 

 Abusive or offensive language 

 Unwelcome behavior 

 Unreasonable insults or criticism (especially in public) 

 Teasing and/or spreading rumors 

 Trivializing of work or achievements 

 Exclusion or isolation 

 

Bullying can have devastating results. If you witness bullying or suspect bullying is taking 

place, report it to your supervisor and/or District Office immediately. All suspected 

incidents of bullying will be thoroughly investigated, and disciplinary measures will be 

taken accordingly. 
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GENERAL COMPLAINTS 
Any employee may file a complaint with their supervisor concerning a school rule, 

regulation, policy or decision that affects the employee.  The complaint shall be in writing, 

filed within ten (10) days following the event complained of and shall specify the basis of 

the complaint.  The supervisor shall meet with the employee and provide a written response 

within ten (10) days.  If the employee disagrees with the decision, employee may appeal to 

the superintendent.  The superintendent’s decision shall be final.  Employees covered by the 

negotiated agreement shall follow procedures outlined in that document. 

COMPLAINTS OF DISCRIMINATION 
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 Superintendent, PO Box 760, Belle 

Plaine, KS 67013, 620-488-2288 or the district compliance coordinator 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. 

DRUG FREE WORKPLACE /SCHOOL POLICY- GAOA 

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 
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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 the accordance with label directions. 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 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. 

 

DRUG AND ALCOHOL TESTING POLICY: 

MAINTENANCE, CUSTODIAL AND CDL EMPLOYEES 

Under the rules for implementing the Omnibus Transportation Employee Testing Act of 

1991, every local public school district is required to conduct pre-employment controlled 

substance testing, reasonable suspicion, random, and post-accident controlled substance 

and alcohol testing of each employee who is required to obtain a Commercial Drivers’ 

License (CDL). Belle Plaine USD #357 also conducts pre-employment controlled 

substance screening for employees who operate equipment and handle hazardous 

chemicals, including maintenance and custodial employees.  Offers of employment are 

contingent upon the results of such tests. 

 

An employee covered by the rules is prohibited from refusing to take a required test. 

Under the rules, school districts are also required to impose penalties on covered 

employees whose test results confirm prohibited alcohol concentration levels or the 

presence of a controlled substance.  The district must also comply with extensive new 
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reporting and record keeping requirements; adopt an employee alcohol and controlled 

substance misuse program; and provide for alcohol and controlled substance misuse 

information for employees.   

 

Testing is required for CDL, maintenance, and custodial purposes. USD 357 reserves the 

right to request an employee or applicant in such safety sensitive positions to submit to 

drug and/or alcohol testing for the purpose of: 

 Pre-employment testing; 

 Random testing; 

 Post-accident testing; and 

 Reasonable suspicion testing. 

USD 357 will follow all federal and state regulations concerning drug and alcohol testing.   

 
NURSING MOTHERS POLICY 
 

USD 357 will accommodate the transition of mothers who are returning to work after the 

birth of a child for up to 1 year. 

 

Nursing mothers will be provided with reasonable break time to express breast milk 

during the workday. Nursing mothers returning from maternity leave should speak with 

their supervisor or administrator regarding their needs. Department heads or principals 

will work with nursing employees to develop a break schedule that is reasonable, 

accounts for needs that may vary from day to day, and creates the least amount of 

disruption to school operations. 

 

USD 357 will provide a private area for nursing employees to express breast milk. 

 

Breaks to express milk will be paid. Employees may use normal break and lunch periods 

to accommodate additional nursing needs. However, if the breaks needed to express milk 

exceed the standard daily break time, then the employee must use personal time (either in 

the form of an unpaid break or paid time off). 

 

If you have any further questions or concerns regarding this policy, please contact your 

immediate supervisor or Principal. 

 

 

WORKPLACE CONDUCT 

CHILD ABUSE 
The Kansas Child Protection Act (K.S.A. 38-2223) requires any district employee who 

has reason to suspect that a child has been harmed as a result of physical, mental or 

emotional abuse or neglect or sexual abuse, the person shall report the matter promptly to 

the Department for Children and Families (Child Abuse Hotline 1-800-922-5330) or to 

the local law enforcement agency. It is also recommended that the building principal be 

notified before the report is submitted. 
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District employees will not contact the child's family or any other persons to determine 

the cause of the suspected abuse or neglect. It is not the responsibility of the employee to 

prove that the child has been abused or neglected. 

CONFIDENTIALITY 

All student/personnel information and materials are to be handled in a confidential 

manner and shall not be discussed with anyone other than the appropriate district 

personnel. If questioned about district policies or practices, employees shall refer a 

member of the public to the appropriate district personnel. Documented violations of this 

procedure could result in disciplinary action being taken against the employee, up to and 

including termination. 

CONFLICT OF INTEREST 

All employees have a duty to further the aims and goals of USD 357 and to work on 

behalf of its best interest. Employees should not place themselves in a position where the 

employee’s actions or personal interests may be in conflict with those of USD 357.   

CODE OF CONDUCT 

School employees are expected to represent the school in the best possible light at all 

times. You are expected to be cordial and respectful with every child and adult that you 

come in contact with. Confidentiality of student and employee issues will be respected. 

Confidentiality is one area where there can be NO compromise.  

 

Standards of Professionalism: 

All staff will endeavor to: 

 Work as a member of the educational team in helping to improve the overall 

instructional program of the school. 

 Work cooperatively with other employees. 

 Model appropriate behavior. 

 Promote consideration of others. 

 Facilitate cooperation between all persons in the school community. 

 Refer questions and concerns respectfully. 

 Avoid unfavorable criticism of other teachers and staff. 

 Hold in confidence information which has been given in confidence. 

 Refrain from needless gossip, as it destroys people and teams. 

 

STAFF-STUDENT RELATIONS 
 

Staff members shall maintain professional relationships with students which are 

conducive to an effective educational environment. Staff members shall not submit 

students to bullying, sexual harassment, or racial harassment. 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, status, or consent.  
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DRESS CODE 
Your pride in both yourself and as a representative of our school district is reflected in 

your appearance and image you create.  We feel our image is important and request that 

our employees maintain standards of dress and appearance appropriate to the 

organization as a whole and your individual position responsibilities.  Dress, grooming, 

personal cleanliness, and professional behavior standards contribute to the professional 

image we present to our students, parents and visitors.  Therefore, while performing 

duties for our organization, employees are expected to dress in attire appropriate to the 

work environment and to behave in a professional and business-like manner at all times.  

 

If an employee is unsure about the dress and appearance guidelines, they are encouraged 

to consult with their supervisor.  If an employee reports to work in questionable attire or 

appearance, a notification and/or discussion will occur with the employee to advise and 

counsel them regarding the inappropriateness of the attire.  Depending upon the 

circumstance the employee may also be sent home and directed to return to work in 

proper attire.  Any work time lost will be unpaid.  Continued or frequent departures from 

these guidelines will not be permitted and employees who come to work inappropriately 

dressed or groomed may be disciplined up to and including termination. 
 

GIFTS 

Employees are prohibited from receiving gifts of value from vendors, salespersons, or 

other such representatives.  Token gifts, such as coffee mugs, occasional meals, pens, etc. 

are normally less than $25 in value, and are acceptable. 

PERSONAL CONDUCT AND DISCIPLINARY ACTION POLICY 

The work rules and standards of conduct for USD 357 are important, and the District 

takes them seriously.  All employees are urged to become familiar with these rules and 

standards and are expected to follow the rules and standards faithfully in doing their own 

jobs and conducting business for USD 357.  Please note that any employee who deviates 

from these rules and standards will be subject to corrective action, up to and including 

termination of employment.  Certified employees may have additional rights provided by 

the negotiated agreement. 

 

Disciplinary actions may entail, but may not be limited to, verbal, written, final 

warnings, plans of improvement, suspension, or termination.  Not all of these actions 

may be followed in some instances. USD 357 reserves the right to exercise discretion in 

discipline and to take disciplinary action it considers appropriate, including termination at 

any time.  Prior warning is not a requirement for termination unless otherwise provided in 

the employee’s contract, work agreement, or in the negotiated agreement.  If you are 

disciplined, copies of your warnings are placed in your personnel file unless otherwise 

provided by the negotiated agreement.  The following are examples, not intended to be all 

inclusive, of violations that may result in disciplinary action: 

 Absenteeism and/or tardiness; 

 Unsafe work practices; 

 Discourtesy to a student, parent, co-worker, volunteer, or the general public.; 

 Using abusive or profane language; 
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 Ineffectual job performance. 

In addition to those situations discussed elsewhere in this handbook, listed below are 

some other examples where immediate termination could result: 

 Refusal or failure to follow directives from a supervisor or the Superintendent. 

 Breach of confidentiality relating to the district, employee, or student information. 

 Any act of harassment. 

 Altering, damaging, or destroying district property or records, or another 

employee’s or student’s property. 

 Dishonesty, stealing or attempting to steal district, co-worker, student, or vendor 

property. 

 Providing false or misleading information to any USD 357 representative or on 

any USD 357 records including the employment application, benefit forms, time 

cards, expense reimbursement forms, etc. 

 Fighting or threatening a co-worker, student or vendor.  

 Possession of firearms or weapons on district property. 

 Failure of a drug or alcohol test. 

 Failure to call in and report to work for three or more consecutive days or failure 

to return to work after an authorized leave. 

This list is general in nature and is not intended to be all-inclusive. USD 357 reserves the 

right to terminate an employee at any time for any lawful reason with or without prior 

disciplinary counseling or notice when not prohibited by the employee’s contract, work 

agreement, or the negotiated agreement.  Nothing in this Handbook or any other USD 

357 document is intended to modify “at-will” employment, promise progressive 

discipline or disciplinary counseling, or promise notice in circumstances where USD 357 

considers immediate termination or discipline to be appropriate under the circumstances.  

 

Certified employees may have additional rights provided by the negotiated agreement. 

 

MEAL POLICIES AND PROCEDURES 

USD #357 participates in the Federal School Nutrition Program.  Meal prices shall be 

determined annually by the Board of Education.  USD #357 has established a policy 

allowing a maximum of 3 meal charges for all students and adults.  Any student or adult 

failing to keep his/her account solvent as required by the district shall not be allowed to 

charge further meals until the negative account balance has been paid in full. 

At the end of the school year, negative balances will roll into the following school year 

and any payments made thereafter will be applied the negative balance first.  

 

SAFETY POLICIES

 
GENERAL SAFETY 
 

All employees are required to wear appropriate safety equipment and follow appropriate 

safety precautions according to USD 357 policy at all times.  Failure to comply with 

safety policies may result in disciplinary action. 
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SAFETY RULES  

It is USD 357’s policy to maintain a safe and secure working environment for all 

employees and clients.  The district wants to ensure that our employees remain safe and 

injury-free when accidents are preventable. We expect our employees to refrain from 

horseplay, careless behavior, and negligent actions.  

 

While working, employees must observe safety precautions for their safety and the safety 

of others. All work areas must be kept clean and free from clutter and debris. Any 

hazards or potentially dangerous conditions must be corrected immediately or reported to 

a supervisor.  

If you are involved in an accident, you must comply with the following procedure: 

 

 If someone is seriously injured, obtain immediate medical assistance. 

 Report the accident to a supervisor or building administrator immediately, even if 

you are not sure whether it is truly work-related. Even small, insignificant 

injuries, left untreated, can result in more serious conditions. 

 Follow your supervisor’s direction to obtain the necessary medical treatment for 

non-serious injury. 

 Immediately fill out an accident report regardless of the severity of the injury. 

 Employees who fail to comply with these procedures are subject to disciplinary 

consequences. 

ACCIDENT REPORTING 

If an accidental injury arises out of and in the course of employment, the claim based 

upon such injury may be compensable. If an employee is injured on the job, the 

employee’s direct supervisor or administrator must be contacted as soon as possible after 

the injury.  

 

 The employee and supervisor are responsible for completing the appropriate 

forms, which must be returned immediately to the District Office. Forms are 

available at the District Office. 

 Failure to notify the supervisor immediately of the accident/injury may prohibit 

payment of workers’ compensation benefits and may cause the employee to face 

disciplinary action up to and including discharge.   

 The employee must maintain copies of all doctor's orders and provide a copy to 

the District Office.  

 The employee must inform the doctor or hospital that he/she is covered by the 

district workers’ compensation plan. 

Prior to returning to work an employee who is receiving worker’s compensation shall be 

required to provide the District Office with a written doctor's release. In addition, should 

the employee be released by a doctor to return to work and fail to do so, all benefits under 

sick leave shall end and those benefits under workers’ compensation shall be restricted as 

provided by current statute. 
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WORKERS' COMPENSATION 

Employees of USD 357 are covered by workers’ compensation insurance provided by the 

district.  All work-related injuries or illnesses will be managed through the district’s 

workers compensation program.  The district abides by all the regulations regarding the 

investigation and compensation for workers injured within the scope of their duties to the 

district.  

 

 All employees should be aware that certain behaviors involved in an injury or 

illness may exclude the individual for benefits through the workers compensation 

system, including, but not restricted to:   

 Injuries occurring when the employee is intoxicated or under the influence of any 

drugs, barbiturates, or other stimulants not prescribed to the individual by a 

physician. 

 Refusal of the injured worker to submit to a drug or alcohol test. 

 Injuries resulting from recreational and social activities unless such recreational or 

social activities are expressly required of the employee by the district. 

 Injuries resulting from horseplay. 

The Board of Education of USD 357 utilizes a specific provider for its occupational 

health needs.  Please refer to the employee bulletin board in your building for the latest 

information on this provider.  All incidents must be reported to your direct supervisor 

immediately, and necessary forms completed.  In order to be eligible for workers 

compensation benefits, any employee incurring a work-related injury must utilize the 

district selected provider as the first medical contact. 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.   

HEALTH EXAMINATIONS and TB TESTS  

All employees who come into regular contact with students are required to submit a 

certification of health form signed by a person licensed to practice medicine and surgery 

under the laws of the state prior to commencing employment.  The certification shall 

include a statement that there is no evidence of physical condition that would conflict 

with the health, safety, or welfare of the pupils; and that freedom from tuberculosis has 

been established by chest x-ray of negative tuberculin skin test.  (K.S.A. 72-6266).  Any 

cost incurred is the responsibility if the employee.  The district will accept physicals and 

TB test that were issued no more than 12 months prior to employment date.  

BLOODBORNE PATHOGENS  

Employees whose job responsibilities include "occupational exposure" to blood borne 

pathogens must receive training related to "universal precautions" which is an approach 

to infection control. According to the concept of universal precautions, all human blood 

and certain body fluids are treated as if known to be infectious for Human 

Immunodeficiency Virus (HIV) or Hepatitis B Virus (HBV). 
 

The district will make the Hepatitis B vaccine and vaccination series available free of 

charge to any classified employee of the district who has occupational exposure. 
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Employees who decline the Hepatitis B vaccine will sign a waiver form. An employee 

who initially declines the Hepatitis B vaccination may later request the vaccination. The 

district will then provide the vaccination to the employee. 

FIRE AND TORNADO DRILLS 

Fire and tornado drills are scheduled throughout the year for employee and student safety.  

Your building principal will give instructions on the proper procedures for these drills.  

You are expected to participate and fully cooperate in these drills. 

SCHOOL CLOSINGS/SNOW DAYS 

All classified employees will be compensated at their regular rate if it is requested by the 

immediate supervisor that the employee report to work.  

 

All other 9 and 10 month classified employees may elect to use a personal day or up to 16 

hours of sick leave in order to be compensated for an inclement weather day. 

 

All other 12 month classified employees may elect to use a personal day, vacation day, or 

up to 16 hours of sick leave in order to be compensated for an inclement weather day.  

SCHOOL EMERGENCY PROCEDURES 

USD 357 has procedures in place for emergencies that may arise in the district.  You will 

receive training and may receive a copy of the School Emergency Procedures Guide from 

the Crisis Plan Coordinator or the building principal.  Please study the plan and be aware 

of the responsibilities of your position in the event of an emergency. 

SECURITY OF BUILDINGS 

Maintaining the security of USD 357 buildings is every employee’s responsibility.  When 

you leave USD 357’s premises, make sure that all entrances are properly locked and 

secured. 

USE OF TOBACCO PRODUCTS AND NICOTINE DELIVERY 
DEVICES 
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. 

For the purpose of this policy, “nicotine delivery device” means any device that can be used 

to deliver nicotine 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. 

DRIVING WHILE ON DISTRICT BUSINESS 

Driver inattention is a factor in a majority of motor vehicle accidents. We are not only 

concerned about your welfare as a USD 357 employee, but also the welfare of others who 

could be put in harm’s way by inattentive driving.  As a driver, your first responsibility is 

to pay attention to the road. When driving on USD 357 business the following applies. 
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TRANSPORTATION OF STUDENTS 
USD 357 employees occasionally transport students or other district personnel.  It is 

important that they take this role responsibly and will focus only on the task of driving to 

the location and not allow distractions to interfere.  

 

ELECTRONIC DEVICES  
Electronic devices used while driving is a common, often harmful, distraction. We are 

concerned about your safety as well as the safety of others. For this reason, the use of cell 

phones or any electronic device while driving is prohibited. Do not accept or place 

calls/text/tweets (or any similar communication) unless it is an emergency, meaning the 

call cannot wait until you safely pull off the road or arrive at your destination.  It is the 

responsibility of the employee to know and obey the laws regarding cell phone use. 

 

OBEY THE LAW 
USD 357 is not responsible for any moving traffic violations, parking tickets, or any 

other city ordinances or state/federal laws regarding your driving habits and 

operation/care of your personal motor vehicle. Any tickets issued are the employee’s 

responsibility. 

 

COMMUNICABLE DISEASES 
 

An employee diagnosed by a physician as having a communicable disease as defined in 

current regulations must report the diagnosis and nature of the disease to the 

Superintendent so proper reporting may be made to the county or joint board of health as 

required by current law. 

  

An employee afflicted with a communicable disease that is hazardous to public health 

shall be suspended from duty for the duration of the contagiousness in order to give 

maximum health protection to other school employees and students.  

 

 

 

COMPENSATION, BENEFITS AND WORK 

PERFORMANCE 

 
PERFORMANCE EVALUATIONS 
 

The district shall maintain a formal performance evaluation plan for all classified 

employees. Evaluation criteria shall be based on individual job descriptions. 

 

USD 357 classified employees may be evaluated twice per year in their first year of 

employment. Subsequent evaluations will take place once a year. A classified employee, 

his/her supervisor or the USD 357 Board of Education may request an evaluation of a 

classified employee at any time.  
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PAY DAY 

District employees may choose to receive their monthly pay by direct payroll deposit 

with the bank of their choice or by payroll check.  The payroll date will be the first day of 

the month for February, March, April, May, June, August, September, October, 

November, & December unless the first (1st) day of the month falls on a Saturday (in 

which case payday will be on Friday) or on Sunday, or legal holiday, in which case the 

payroll date will be the next business day. 

   

The payroll date can be as late as the fifth (5th) of the month for January or July unless the 

fifth (5th) day falls on a Saturday, Sunday, or legal holiday, in which case the payroll date 

will be the next business day following the Saturday, Sunday, or holiday. 
 

ELECTRONIC TIME SHEETS 

Time sheets are required for all hourly classified employees of USD 357. Time sheets 

must be electronically approved by the employee and the supervisor.  Any overtime must 

be approved by the immediate supervisor. Time sheets must be received in the District 

Office by 10:00 a.m. on the 26th of each month. Timely submission is required for being 

paid. 

 

Each employee must only use his or her own time card. Employees who use a time card 

other than their own will be subject to disciplinary action up to and including discharge. 

BENEFITS 
 

Employees who work 20 or more hours per week will be eligible for the benefits listed 

below.  Unless otherwise noted, your insurance benefits will be effective the first of the 

month following date of hire.   

 

Your lawful spouse is also eligible to participate in many of our benefit options.  The 

eligibility for your dependent children may vary by benefit plan and your unique 

situation.  It is important for you to understand the guidelines of each product so your 

dependents may receive the appropriate coverage.   

 

 Medical and Prescription Drug Program 

 Dental  

 Vision 

 Flex Spending/Dependent Care Spending Account 

 Voluntary Benefits 

 

USD 357 contributes a monthly dollar amount for twelve-month employees, determined 

annually by the Board, to be applied towards health, dental, or vision insurance 

premiums. Any nine or ten-month employee will receive a similar amount only for the 

months worked. Substitute personnel will not be eligible for benefits.  

 

For more information regarding your benefits please see your benefit guide.  
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KPERS 
 

All permanently employed personnel working at least 630 hours per year will have 

retirement benefits through the Kansas Public Employees Retirement System. 

 
SUMMER INSURANCE PREMIUMS 
 

Nine or ten-month employees will have their summer insurance premiums prorated and 

deducted in advance throughout the year as a payroll reduction. This money will be held 

in escrow to be used for the July and August insurance premiums.  
 
 
 

SPECIFIC DEPARTMENT INFORMATION  
  

BUS DRIVERS   

School buses owned by USD #357 Belle Plaine shall be used only for activities of the 

public schools for transportation to and from school and for authorized school activity 

trips in accordance with Board Policy EDDA. 

 

Employment will be subject to state guidelines.   

 

Every year, bus drivers must present to the Board of Education a completed physical 

examination form signed by the licensed physician chosen by USD #357 to complete 

driver physicals. The Board of Education will pay for this examination.   

 

All bus drivers will be expected to attend the annual safety meeting, regularly scheduled 

safety meetings, or meetings called by the Transportation Director. Those drivers unable 

to attend the regularly scheduled meeting will be required to review the material shared in 

the meeting and complete a series of questions pertaining to the safety information shared 

at that meeting. 

 

Bus drivers will adhere to all safety measures outlined by the Kansas Division of Motor 

Vehicles. Driver handbooks can be downloaded at www.ksrevenue.org/pdf/dlhb.pdf  or 

are available in the transportation office. 

 

Bus drivers on regular routes and activity trips shall stop at all railroad crossings. 

The following credentials are required in order to drive a school bus: 
 

1. Must hold a valid Kansas CDL with S and P endorsements. 

2. Must never have had any driver’s license revoked. 

3. Must have at least 12 hours of training with a qualified driver trainer. Training 

will be paid at minimum wage. 

4. Must have 20 hours driving experience with students while under the supervision 

of an approved driver trainer. Training will be paid at minimum wage. 

5. Must have yearly First Aid and CPR training. 

http://www.ksrevenue.org/pdf/dlhb.pdf
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6. Must have current Defensive Driver training. 

7. Must attend monthly safety meetings (a minimum of 10 annually). 

8. Must complete all forms and produce all information necessary for payroll 

purposes. 

9. Must complete all reports neatly and on time. 

10. Must perform pre and post trip inspections. 

11. Employment is governed by state regulations regarding criminal or legal issues.  

 

While working, the law says you must not: 

1. Go on duty when under the influence of any narcotic, illegal drug, alcoholic 

beverage or liquor, regardless of the latter’s alcoholic content, nor shall any driver 

consume any narcotic, illegal drug, alcoholic beverage or liquor while on duty. 

2. Have in your possession any narcotic, illegal drug or alcoholic beverage or liquor. 

3. Drive any school bus more than ten (10) consecutive hours or more than an 

aggregate of ten (10) hours spread over a period of sixteen (16) consecutive hours. 

4. Drive without your seatbelt locked. 

5. Permit a bus, when traveling, to coast with the transmission in neutral or the 

clutch disengaged. The doors of the bus shall be closed before such bus is put into 

motion and shall remain closed when traveling, except that the service door may 

be opened upon the approach and passing over of railroad tracks. 

6. Fill a fuel tank while the engine is running or when students are inside the bus. 

Fuel shall not be carried or transported except in the regularly provided fuel tank 

of the bus. 

7. Put a bus in motion until all students are seated. When unloading students, the bus 

driver shall not allow students to leave their seats until the bus comes to a 

complete stop. 

8. Allow anyone, other than school personnel and students regularly assigned 

thereto, to ride the bus unless the director or the director’s authorized 

representative has issued a permit of a type and form approved by the Director of 

Transportation. 

9. Require any student to leave the bus before each student has reached his or her 

destination. 

10. Leave the bus while the engine is running. 

11. Make any repairs, except as may be necessary while on the road, unless he/she is 

the mechanic charged with the care and maintenance of the bus. 

12. Forget that the school bus shall be inspected by the driver daily, before use, to 

ascertain this it is in safe condition, equipped as required by all provisions of law, 

and that all equipment is in good working order. The driver shall test for the 

proper operation of the parking, service, and emergency braking systems, and 

shall open and close all doors. No student shall be transported until any defects 

discovered have been corrected. 
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SCHOOL PROCEDURE GUIDES 
 

Each school (building) has adopted its own personnel procedures, which may include but 

are not limited to: mission/vision statement, staff support, organizations, activities, 

announcements, duty days, hallway supervision, and classroom procedures. It is your 

responsibility to read and understand what is expected of you in a normal work day in 

regard to these separate environments. Please see your building administrator for more 

information on these documents.  

 

 

TIME AWAY AND LEAVE BENEFITS 

 
HOLIDAYS: PAID/NON-PAID 12 MONTH EMPLOYEES 
 

Full time 12-month employees shall be granted regular school holidays as paid vacation 

days. Normally this will include: 

 Labor Day 

 Thanksgiving Day and the Friday following Thanksgiving 

 December 24, 25, and 26 

 New Year’s Day 

 President’s Day 

 Good Friday (only in years this day does not fall during Spring Break) 

 Memorial Day 

 July 4th 
 

HOLIDAYS: PAID/NON-PAID 9 AND 10 MONTH EMPLOYEES 
 

 Labor Day 

 Thanksgiving Day and the Friday following Thanksgiving 

 December 24, 25, and 26  

 New Year’s Day 

 President’s Day 

 Good Friday (only in years this day does not fall during Spring Break) 

 

Days may be adjusted depending on the calendar adopted by the board. To receive 

holiday pay, an employee must be in pay status the scheduled work day before and after 

the holiday(s) and working a minimum of a 9 month schedule. This includes all 

employees working a 9-month schedule. Pay status is defined as physically on the job or 

on “paid leave” or on “paid vacation” for the full scheduled working day. 
 

LEAVE REPORTING PROCEDURES  
 

All employees must report absences through the automated absence reporting system by 

6:45 on the morning of their absence.  Employees should check with their immediate 

supervisor for further instructions. 
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LEAVES AND ABSENCES 

Regular attendance is required of all employees subject to leave provisions in district 

policy and the negotiated agreement, as applicable. Excessive absences or tardiness, 

unauthorized leave, or unexcused absences may result in disciplinary action, up to and 

including termination.  For employees covered by the negotiated agreement, the terms of 

such agreement shall control concerning the use and availability of leave.  

 

SICK LEAVE 
Sick leave is available for the personal illness of the employee or the illness of the 

employee’s spouse, child, grandchild, parent, and parent or child of the employee’s 

spouse. Under certain circumstances, the employee may be required to provide 

documentation from a physician identifying the nature of the illness. Employees must 

have a physician’s written permission to return to work after an extended leave due to 

injury or illness.  

 

Up to 3 days of sick leave may also be used to cover absences for the death or burial of a 

spouse, child, parent, sibling, grandparent, or grandchild of the employee or the death and 

burial of the parent or sibling of the employee’s husband or wife. 

 

Full time classified employees shall receive 80 hours of sick leave each year. If the 

employee works less than 40 hours per week, their sick leave hours will be prorated 

according to the number of hours worked each week. Maintenance and custodial 

employees in their first year of service will accrue sick leave at a rate of 6.67 hours per 

month.   

 

Teachers can accrue sick leave up to a maximum of 70 days.  All other employees can 

accrue unlimited sick leave. If an employee leaves the employment of the district for any 

reason, no payment will be made for unused sick leave. 

  

SICK LEAVE BANK  
USD 357 has an established sick leave bank. Each employee must contribute one day of 

their sick leave to the bank each year that days are solicited to remain a member. An 

employee may withdraw up to 30 days each year from the bank in the event they or an 

immediate family member (father, mother, husband, wife, or child) suffer from a 

prolonged illness (in excess of 3 days). Before drawing from the bank, the employee must 

have exhausted all their personal, sick, and vacation leave. To make request from the sick 

leave bank, the employee must submit a written request to the sick bank committee along 

with a statement from the employee’s doctor. The decision of the committee is final.  

 

PERSONAL LEAVE 
Personal leave is for the purpose of conducting personal activities that cannot be 

completed outside of the regular workday. Personal leave is limited to eight hours per 

year for full time classified employees. Certified employees will receive 2 personal leave 

days per year. Part time employee’s personal leave will be prorated according to the 

number of hours worked each day. A request for personal leave must be given to the 

supervisor at least one week in advance. Unused personal leave will be rolled into the 

employee’s sick leave. 



USD 357: EMPLOYEE HANDBOOK  
 

 
28 

 

NOTE: Personal leave on the day before or after an authorized school holiday will be 

restricted to personal or family affairs but shall not be used for vacation or recreational 

purposes.  
 

LEGAL LEAVE, INCLUDING SUBPOENA 
The superintendent may grant employees legal leave without pay to attend to legal 

matters. Unusual situations will be brought before the Board of Education for final 

approval.  

 

ABSENCE FOR LEGAL MATTERS 

    Any employee required to attend a legal action in a court of law as a witness, 

plaintiff or defendant. 

    Any employee that is not required by court order or subpoena, but requests leave 

to settle any legal action filed against or instigated by the employee. 
 

JURY DUTY 
Personnel shall not be penalized financially for serving jury duty. Any person called to 

jury duty will be granted paid leave, and such leave will not be deducted from the 

employee’s credited paid leave. The employee is not required to relinquish their jury 

stipend to the district.  
 

VACATION 
Vacation is defined as paid non-working days granted to 12-month classified employees. 

It shall be taken at a time mutually agreed upon by the employee and the employee’s 

supervisor.  If a classified employee terminates employment, he or she will be paid for 

any remaining unused vacation time.  

 

Accumulation of vacation days: 

    Employees with less than one year of service to the District will accrue vacation 

at the rate of 6.67 hours per month, accrued as of the last day of the month.  

    Employees with more than one year of continuous, full-time employment will 

receive 80 hours vacation per year. Such time will be credited to the employee 

each July 1st. 

    Yearly vacations will be scheduled with the appropriate supervisor. No more than 

160 hours of vacation can be accumulated, and no more than 40 hours can be 

carried over from one year to the next.  
 

OVERTIME 
For those personnel of USD 357 who work on a regular, supervised, total hours basis per 

week, any hours worked over the regular 40-hour week (regular work hours) will be 

considered overtime. All overtime hours shall have prior approval of the appropriate 

classified supervisor. Overtime will be paid at the rate of time and one half.  

 

During declared emergencies, supervisors are authorized to change any work schedule 

deemed necessary to maintain a working force to meet the emergency, but no more than 
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12 hours in duration. Effort will be made to minimize disruption to an employee’s regular 

duty hours.  
 

TIME OFF TO VOTE  
 

USD 357 encourages all employees to vote. It is the policy of USD 357 to comply with all 

state election law requirements with respect to providing employees, when necessary, with 

time off to vote. Please see your supervisor or the District Office with questions if you feel 

you need time off to vote.  

 

FAMILY AND MEDICAL LEAVE ACT (FMLA) 
Upon hire, USD 357 provides all new employees with notices required by the U.S. 

Department of Labor (DOL) on Employee Rights and Responsibilities under the Family 

and Medical Leave Act . 

 

If you have any questions, concerns or disputes with this policy, you must contact the 

District Office in writing. 

 

GENERAL PROVISIONS  
Under this policy, USD 357 will grant up to 12 weeks (or up to 26 weeks of military 

caregiver leave to care for a covered service member with a serious injury or illness) 

during a 12-month period to eligible employees. The leave will generally be unpaid, 

although paid leave may be used concurrently therewith as allowed by board policy  and 

the negotiated agreement for employees which such applies.  

 

ELIGIBILITY  
To qualify to take family or medical leave under this policy, the employee must meet the 

following conditions:  

 

 The employee must have worked for USD 357 for 12 months or 52 weeks. The 12 

months or 52 weeks need not have been consecutive. Separate periods of 

employment will be counted, provided that the break in service does not exceed 

seven years. Separate periods of employment will be counted if the break in 

service exceeds seven years due to National Guard or Reserve military service 

obligations or when there is a written agreement, including a collective bargaining 

agreement, stating the employer’s intention to rehire the employee after the 

service break. For eligibility purposes, an employee will be considered to have 

been employed for an entire week even if the employee was on the payroll for 

only part of a week or if the employee is on leave during the week.  

 The employee must have worked at least 1,250 hours during the 12-month period 

immediately before the date when the leave is requested to commence. The 

principles established under the Fair Labor Standards Act (FLSA) determine the 

number of hours worked by an employee. The FLSA does not include time spent 

on paid or unpaid leave as hours worked. Consequently, these hours of leave 

should not be counted in determining the 1,250 hours eligibility test for an 

employee under FMLA.  

http://www.dol.gov/whd/regs/compliance/posters/fmlaen.pdf
http://www.dol.gov/whd/regs/compliance/posters/fmlaen.pdf
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 The employee must work in a work site where 50 or more employees are 

employed by USD 357 within 75 miles of that office or work site.  

TYPE OF LEAVE COVERED  
To qualify as FMLA leave under this policy, the employee must be taking leave for one 

of the reasons listed below:  

 

 The birth of a child and in order to care for that child. 

 The placement of a child for adoption or foster care and to care for a newly placed 

child. 

 To care for a spouse, child or parent with a serious health condition (described 

below). 

 The serious health condition (described below) of the employee that makes the 

employee unable to perform the functions of his or her job. 

 

A serious health condition is defined as a condition that requires inpatient care at a 

hospital, hospice or residential medical care facility, including any period of incapacity or 

any subsequent treatment in connection with such inpatient care or as a condition that 

requires continuing care by a licensed health care provider. 

 

This policy covers illnesses of a serious and long-term nature, resulting in recurring or 

lengthy absences. Generally, a chronic or long-term health condition that would result in 

a period of three consecutive days of incapacity with the first visit to the health care 

provider within seven days of the onset of the incapacity and a second visit within 30 

days of the incapacity would be considered a serious health condition. For chronic 

conditions requiring periodic health care visits for treatment, such visits must take place 

at least twice a year.  

 

Employees with questions about what illnesses are covered under this FMLA policy or 

under USD 357 sick leave policy are encouraged to consult with the District Office.  

 

If an employee takes paid sick leave for a condition that progresses into a serious health 

condition, and the employee requests unpaid leave as provided under this policy, USD 

357 may designate all or some portion of related leave taken as leave under this policy, to 

the extent that the earlier leave meets the necessary qualifications.  

 

 Qualifying exigency leave for families of members of the National Guard or 

Reserves or of a regular component of the Armed Forces when the covered 

military member is on covered active duty or called to covered active duty. 

An employee whose spouse, son, daughter or parent has been notified of an impending 

call or order to covered active military duty or who is already on covered active duty may 

take up to 12 weeks of leave for reasons related to or affected by the family member’s 

call-up or service. The qualifying exigency must be one of the following: a) short-notice 

deployment, b) military events and activities, c) child care and school activities, d) 

financial and legal arrangements, e) counseling, f) rest and recuperation, g) post-
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deployment activities, and h) additional activities that arise out of active duty, provided 

that the employer and employee agree, including agreement on timing and duration of the 

leave. 

 

Covered active duty means: 

 In the case of a member of a regular component of the Armed Forces, duty during 

the deployment of the member with the Armed Forces to a foreign country. 

 In the case of a member of a reserve component of the Armed Forces, duty during 

the deployment of the member with the Armed Forces to a foreign country under 

a call or order to active duty under a provision of law referred to in Title 10 

U.S.C. §101(a)(13)(B). 

The leave may commence as soon as the individual receives the call-up notice. (Son or 

daughter for this type of FMLA leave is defined the same as for child for other types of 

FMLA leave except that the person does not have to be a minor.) This type of leave 

would be counted toward the employee’s 12-week maximum of FMLA leave in a 12-

month period. 

 Military caregiver leave (also known as covered service member leave) to care for 

an injured or ill service member or veteran. 

An employee whose son, daughter, parent or next of kin is a covered service member 

may take up to 26 weeks in a single 12-month period to take care of leave to care for that 

service member. 

 

Next of kin is defined as the closest blood relative of the injured or recovering service 

member.  

 

The term covered service member means: 

 A member of the Armed Forces (including a member of the National Guard or 

Reserves) who is undergoing medical treatment, recuperation or therapy or is 

otherwise in outpatient status, or is otherwise on the temporary disability retired 

list, for a serious injury or illness. 

 A veteran who is undergoing medical treatment, recuperation or therapy for a 

serious injury or illness and who was a member of the Armed Forces (including a 

member of the National Guard or Reserves) at any time during the period of five 

years preceding the date on which the veteran undergoes that medical treatment, 

recuperation or therapy. 

The term serious injury or illness means: 

 In the case of a member of the Armed Forces (including a member of the National 

Guard or Reserves), an injury or illness that was incurred by the member in line of 

duty on active duty in the Armed Forces (or that existed before the beginning of 

the member’s active duty and was aggravated by service in line of duty on active 
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duty in the Armed Forces) and that may render the member medically unfit to 

perform the duties of the member’s office, grade, rank or rating. 

 In the case of a veteran who was a member of the Armed Forces (including a 

member of the National Guard or Reserves) at any time during a period when the 

person was a covered service member, a qualifying (as defined by the Secretary of 

Labor) injury or illness that was incurred by the member in line of duty on an 

active duty in the Armed Forces (or that existed before the beginning of the 

member’s active duty and was aggravated by service in line of duty on active duty 

in the Armed Forces) and that manifested itself before or after the member 

became a veteran. 

AMOUNT OF LEAVE 
An eligible employee may take up to 12 weeks for the first five FMLA circumstances 

above (under heading “Type of Leave Covered”) under this policy during any 12-month 

period. USD 357 will measure the 12-month period as a rolling 12-month period 

measured backward from the date an employee uses any leave under this policy. Each 

time an employee takes leave, USD 357 will compute the amount of leave the employee 

has taken under this policy in the last 12 months and subtract it from the 12 weeks of 

available leave, and the balance remaining is the amount of time the employee is entitled 

to take at that time. 

 

An eligible employee can take up to 26 weeks for the FMLA military caregiver leave 

circumstance above during a single 12-month period. For this military caregiver leave, 

USD 357 will measure the 12-month period as a rolling 12-month period measured 

forward. FMLA leave already taken for other FMLA circumstances will be deducted 

from the total of 26 weeks available.  

 

If a husband and wife both work for USD 357 and each wishes to take leave for the birth 

of a child, adoption or placement of a child in foster care, or to care for a parent (but not a 

parent "in-law") with a serious health condition, the husband and wife may only take a 

combined total of 12 weeks of leave. If a husband and wife both work for USD 357, and 

each wishes to take leave to care for a covered injured or ill service member, the husband 

and wife may only take a combined total of 26 weeks of leave. 

 

EMPLOYEE STATUS AND BENEFITS DURING LEAVE  
While an employee is on leave, USD 357 will continue the employee's health benefits 

during the leave period at the same level and under the same conditions as if the 

employee had continued to work.  

 

EMPLOYEE STATUS AFTER LEAVE  
An employee who takes leave under this policy may be asked to provide a fitness for duty 

(FFD) clearance from the health care provider.  

 

USE OF PAID AND UNPAID LEAVE  
All paid vacation, personal and sick leave runs concurrently with FMLA leave.  
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Disability leave for the birth of a child and for an employee's serious health condition, 

including workers' compensation leave (to the extent that it qualifies), will be designated 

as FMLA leave and will run concurrently with FMLA.  
 

INTERMITTENT LEAVE OR A REDUCED WORK SCHEDULE  
The employee may take FMLA leave in 12 consecutive weeks, may use the leave 

intermittently as provided in law (take a day periodically when needed over the year) or, 

under certain circumstances, may use the leave to reduce the workweek or workday, 

resulting in a reduced-hour schedule. In all cases, the leave may not exceed a total of 12 

workweeks (or 26 workweeks to care for an injured or ill service member over a 12-

month period).  

 

CERTIFICATION FOR THE EMPLOYEE’S SERIOUS HEALTH CONDITION  
USD 357 will require certification for the employee’s serious health condition. The 

employee must respond to such a request within 15 days of the request or provide a 

reasonable explanation for the delay. Failure to provide certification may result in a 

denial of continuation of leave. 

 

CERTIFICATION FOR A FAMILY MEMBER’S SERIOUS HEALTH CONDITION 
USD 357 will require certification for the family member’s serious health condition. The 

employee must respond to such a request within 15 days of the request or provide a 

reasonable explanation for the delay. Failure to provide certification may result in a 

denial of continuation of leave.  

 

CERTIFICATION OF QUALIFYING EXIGENCY FOR MILITARY FAMILY 
LEAVE 
USD 357 will require certification of the qualifying exigency for military family leave. 

The employee must respond to such a request within 15 days of the request or provide a 

reasonable explanation for the delay. Failure to provide certification may result in a 

denial of continuation of leave.  

 

CERTIFICATION FOR SERIOUS INJURY OR ILLNESS OF COVERED 
SERVICE MEMBER FOR MILITARY FAMILY LEAVE 
USD 357 will require certification for the serious injury or illness of the covered service 

member. The employee must respond to such a request within 15 days of the request or 

provide a reasonable explanation for the delay. Failure to provide certification may result 

in a denial of continuation of leave.  

 

RECERTIFICATION 
USD 357 may request recertification for the serious health condition of the employee or 

the employee’s family member when circumstances have changed significantly, or if the 

employer receives information casting doubt on the reason given for the absence, or if the 

employee seeks an extension of his or her leave. Otherwise, USD 357 may request 

recertification for the serious health condition of the employee or the employee’s family 

member every six months in connection with an FMLA absence.  
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PROCEDURE FOR REQUESTING FMLA LEAVE  
All employees requesting FMLA leave must provide the HR manager with verbal or 

written notice of the need for the leave. Within five business days after the employee has 

provided this notice, the HR manager will provide the employee with the DOL Notice of 

Eligibility and Rights.  

When the need for the leave is foreseeable, the employee must provide the employer with 

at least 30 days' notice. When an employee becomes aware of a need for FMLA leave 

less than 30 days in advance, the employee must provide notice of the need for the leave 

either the same day or the next business day. When the need for FMLA leave is not 

foreseeable, the employee must comply with USD 357’s usual and customary notice and 

procedural requirements for requesting leave.  

 

DESIGNATION OF FMLA LEAVE 
Within five business days after the employee has submitted the appropriate certification 

form, USD 357 Administrator will provide the employee with a written response to the 

employee’s request for FMLA leave. 

 

VACATION AND SICK LEAVE 
Employees on family leave will not accrue any seniority, vacation, or sick leave benefits. 

HEALTH INSURANCE COVERAGE 
USD 357 will continue to provide health care coverage under the same provisions as 

prior to the leave. Where the employee fails to return from leave, USD 357 can recover 

the premium(s) that have been paid on behalf of the employee to maintain health care 

coverage.  If failure to return to work is due to the continuation, recurrence, or onset of a 

serious health condition beyond the employee’s control, the employee will not be liable 

for health care premiums paid while on family leave.  In such cases, a certification issued 

by a health care provider may be required. 

RELIGIOUS OBSERVANCES 

Federal and state equal opportunity laws generally require employers to accommodate the 

religious beliefs of employees, but do not require them to provide paid leave.  USD 357 

respects your religious beliefs and will consider unpaid leave to employees who, for 

religious reasons, must be away from work on days of normal operation. USD 357 

reserves the right to verify these religious beliefs. 

 

Beyond this, we must reconcile employees’ religious obligations with the requirements of 

running a school district and serving students.  Supervisors will authorize schedule 

changes and/or additional use of vacation leave or unpaid leave, only where the requested 

arrangement, in the supervisor’s judgment, neither prevents the requesting employee 

from meeting the requirements of the job nor unfairly burdens other employees. 

 

Employees who need time off for religious observance should request leave from their 

supervisors at least two weeks in advance.  Time off is granted only with prior approval 

but will not be unreasonably withheld. 
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INFORMATION & OFFICE SECURITY

 
 

PERSONAL COMMUNICATION DEVICES 
 

Staff possession or use of personal communication devices on district property, in district 

facilities during the work day and while the staff is on duty may be permitted subject to 

the limitations set forth in this language and consistent with any additional school rules. 

At no time will a personal communication device be used in a manner that interferes with 

staff duties and the responsibility for the supervision of students. 

 

A personal communication device is a device, not issued by the district, which emits an 

audible signal, vibrates, displays a message, or otherwise summons or delivers a 

communication to the possessor of the device. These devices include, but are not limited 

to, walkie-talkies, either long or short-range portable radios, portable scanning devices, 

cell phones, pagers, personal digital assistants (PDAs), laptop computers, or similar 

devices with wireless capability. This also includes other digital audio and video devices 

such as, but not limited to, iPods, iPads, radios and TVs. 

 

Personal cell phones/pagers and other digital audio and video devices shall be silenced 

during instructional (or class) time, while on duty or at any other time where such use of 

the device would cause a disruption of school activities or interfere with work 

assignment. Cell phones which have the capability to take photographs or video shall not 

be used for such purposes while on district property or while a staff member is on duty in 

district-sponsored activities, unless expressly authorized by the principal or supervisor. 

Laptop computers and PDAs brought to school will be restricted to classroom or 

instructional-related activities only. The district will not be liable for loss or damage to 

personal communication devices brought to district property and district-sponsored 

activities. 

 

Staff members will utilize social network sites (e.g., Facebook, Twitter, etc.) judiciously 

by not posting confidential information about students, staff, or district business. Staff 

members will treat fellow employees, students, and the public with respect while posting. 

Communication with students using personal communication devices or through social 

media will be appropriate, professional, and related to school assignments or activities. If 

communicating with students electronically, staff should use district e-mail using mailing 

lists to a group of students rather than individual students. Refer to Social Media Policy 

below for more instructions regarding social media. 

 

Texting students is discouraged unless it is for school related business.  

 

Exceptions to the prohibitions set forth in this policy may be made for health, safety, or 

emergency reasons with superintendent approval. 

 

Staff members are subject to disciplinary action up to and including dismissal for using a 

personal communication device or social media in any manner that is illegal or violates 

the terms of this policy. The taking, disseminating, transferring, or sharing of obscene, 

pornographic, or otherwise illegal images or photographs, whether by electronic data 
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transfer or otherwise (commonly called texting, sexting, emailing, etc.) may constitute a 

crime under state and/or federal law. Any person taking, disseminating, transferring, or 

sharing obscene, pornographic, or otherwise illegal images or photographs, will be 

reported to law enforcement and/or other appropriate state or federal agencies. 

SOCIAL MEDIA 

Our district is committed to maintaining a good relationship with employees and with the 

outside world.  It directly benefits the district as a whole as well as the employees and the 

community if USD 357 maintains a positive reputation and excellent image in the public 

eye. The way the public views USD 357 is vital to promoting our schools, gaining new 

students, retaining first-class employees, and recruiting new employees.  

 

USD 357 recognizes that many employees have their own individual social networking 

accounts and use them on their own time. We ask those individuals to keep in mind that 

some actions on a personal site are visible for the entire social networking community 

and are no longer private matters. While USD 357 will not be continuously monitoring 

employees’ personal conduct on social networking sites, it is a good guideline to assume 

that anything posted on your personal social networking profile could potentially be seen 

by other employees at the district. 

It is important that employees use their time while at work to conduct district business.   

 

It is not appropriate for employees to: 

 Use social networking sites to conduct personal or non-district business, browsing 

social networking sites for non-district business, updating personal information, 

or reading e-mail alerts regarding personal social networking activity during 

working hours. 

 Micro-blog for a non-business purpose on social network sites during your work 

shift, whether on a district provided computer or a personal device, during 

working hours. 

 Use micro-blogging features to talk about district business on a personal account, 

even on non-working time.  

 Post anything he/she would not want a supervisor or administrator to see. 

 Post any pictures or comments involving the district or other USD 357 employees 

or students that could be construed as inappropriate. 

 Allow others to post inappropriate or sensitive information regarding USD 357 

anywhere on your profile. 

While USD 357 has no intentions of controlling employees’ actions outside of work, it is 

important that employees use discretion when posting content on the Internet, and 

especially on social networking sites that could affect USD 357’s operations or 

reputation.  

 

This policy serves as a notice on the practice of social networking for all employees to 

read and understand.  You have a responsibility to the district and your co-workers.  

Disregard of this policy, with or without intent may result in disciplinary action, up to 

and including termination. 
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TECHNOLOGY: USD 357 ACCEPTABLE USE POLICY 

A wide variety of technologies, Internet access, and email are available to students and 

staff of USD 357.  The goal in providing access to this technology is to support the 

educational objectives and mission of the district and to facilitate students in becoming 

digital citizens.  

 

Technology use and Internet access rely on the cooperation of users adhering to strict 

guidelines.  These guidelines are set forth in this document so that all users are aware of 

the responsibilities they assume.  If a user violates any of these guidelines, his/her use of 

the technology may be terminated.  Employees must carefully read the terms and 

conditions and understand their significance. 

 

TERMS AND CONDITIONS 

 USD 357 will provide filtered Internet access as required by the Children’s 

Internet Protection Act (CIPA), and USD 357 staff will make reasonable efforts to 

monitor student access and communications over the Internet. 

 Privacy is not a right of users of the network. The district may need to view 

contents of files, Internet logs, or email in order to ensure proper use of the 

network, to diagnose and correct technical problems, or to assure compliance with 

laws and policies.  Users should not expect privacy and will be monitored.  

 USD 357 is not responsible for loss of data, service interruptions, the accuracy of 

information obtained via the Internet or unavailable technology time – a student 

should not wait until a deadline is near to use the network for research or 

assignments. 

 USD 357 staff will educate minors about appropriate online behavior, including 

interacting with other individuals on social networking websites and in chat 

rooms, cyber bullying awareness and response, and safe usage of electronic 

communication. 

 Staff use of district technology and email should be in support of learning and 

educational research only.  

 Staff account names and passwords provided to each user are intended for the 

exclusive use of that person and are not to be shared. 

 All staff is expected to treat technology equipment with care and respect.  

 Staff should use good judgment while using school technologies. 

 

IT IS A VIOLATION OF THE ACCEPTABLE USE POLICY TO:  

 Represent oneself as someone other than who they are, including using someone 

else’s account number or password (i.e. “fraud” or “identity theft”). 

 Create mailing lists for non-school purposes with district email addresses. 

 Attempt to use and/or install any anonymizer/circumvention software. 

 Access, attempt to access or transmit information that is obscene, abusive, 

threatening or pornographic (If a user encounters a potentially inappropriate 

Internet site, address, home page or data source, the user is expected to 

immediately notify their immediate supervisor and then terminate contact with 

such site or source). 

 Use the network for financial gain; commercial, illegal, or political activity. 
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 Ignore copyright laws. 

 Plagiarize (claiming another person’s writings as your own). 

 Intentionally waste network resources. 

 Engage in racist activities, hate mail, harassment, anti-social behaviors, cyber 

bully or other inappropriate online behavior. 

 Connect non-school equipment to the school network without approval (laptops, 

smartphones, tablets, etc.). 

 Install any software without prior approval of the Technology Director.  

 Intentionally upload viruses, malware, or spyware. 

 Pirate district programs. 

 Delete, change, view, or move files other than your own. 

 Attempt or achieve unauthorized entry into systems or accounts. 

 Reconfigure or change setups in the computer system. 

 Open files dangerous to the integrity of the network. 

 Vandalize or misuse technology equipment.  

 

WHEN USING DISTRICT TECHNOLOGY: 

 The employee will adhere to all rules of courtesy, etiquette, policies, guidelines, 

and laws regarding access and information as prescribed by federal, state, local 

laws and district policies. 

 The employee understands and agrees that any district issued email account or 

other communication medium will be used strictly for school-related educational 

purposes.  

 The employee shall waive any right to privacy in my use of the Internet, 

electronic communications, files, folders and network use, and consent to the 

access, monitoring, and disclosure of use of the Internet, email and network use 

by authorized USD 357 employees.  

 

POLICY ADMINISTRATION: Interpretation, application, and modification of this 

Acceptable Use Policy are within the sole discretion of Belle Plaine USD 357. Any 

questions or issues regarding this policy should be directed to Belle Plaine USD 357 

administration. USD 357 may immediately implement any policy deemed necessary by 

the administration in regard to the USD 357 AUP. 

 

PROPERTY RIGHTS: The computers, computer network, and all the files contained 

therein are the property of USD 357. The district has the right to specify who uses its 

equipment and the information contained therein, under what circumstances, and to what 

purpose.  Equipment purchased by the district belongs solely to the district.  Neither 

employees, volunteers, nor students in the district have ownership rights to any 

equipment loaned to them by the district. 

 

CYBERBULLYING: Cyberbullying will also not be tolerated. "Cyberbullying" means 

bullying by use of any electronic communication device through means including, but not 

limited to, e-mail, instant messaging, text messages, blogs, mobile phones, pagers, online 

games, and websites. This can include but is not limited to: sending mean text, e-mail, or 

instant messages; posting inappropriate pictures or messages about others in blogs or on 
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websites; using someone else’s user name to spread rumors or lies about someone via the 

internet or school network. 

 

ENFORCEMENT: The district shall uphold laws pertaining to the use of technological 

equipment and the information contained on them and/or generated by its use.  Anyone 

found to be violating such laws may be subject to suit for civil damages and/or 

prosecuted by the district to the full extent of the law.  

 
 

CONFIDENTIAL INFORMATION 
 

It is important that employees in no way compromise the position of USD 357 by 

improper disclosure of confidential information to other parties who are not employees, 

officers, directors, or agents of USD 357 or even to other employees who do not require 

the information in the performance of their duties.  It is the responsibility of every 

employee to safeguard our citizens and USD 357’s confidential information. 

 

Confidential information about USD 357’s business is the property of USD 357 and may 

be used only in the discharge of the employee’s responsibilities.  Use of such information 

for the employee’s personal benefit or the benefit and interest of another party is 

unlawful, and the employee could become liable to USD 357 for any personal benefit 

derived from the use of such information or for any damage to USD 357 by the disclosure 

of such information. 

 

A VIOLATION OF CONFIDENTIALITY COULD RESULT IN DISCIPLINARY 

ACTION UP TO AND INCLUDING TERMINATION. 
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Receipt of USD 357 Employee Handbook:  
Effective January 1, 2019 

 
The Employee Handbook is a compilation of personnel policies, practices, and 

procedures currently in effect at USD 357, an equal opportunity employer. 

This handbook is designed to introduce employees to the organization, familiarize you 

with USD 357 policies as they pertain to you as an employee, provide general guidelines 

on work rules, disciplinary procedures, and other issues related to your employment, and 

to help answer many of the questions that may arise in connection with your 

employment. 

This handbook and any other provisions contained herein do not constitute a guarantee of 

employment or an employment contract, expressed or implied.  You understand that your 

employment is “at-will” and that your employment may be terminated for any reason, 

with or without cause, and with or without notice by USD 357 or employee. Only the 

Board of Education has the authority to enter into a signed written agreement 

guaranteeing employment for a specific term.  This handbook is intended solely to 

describe the present policies and working conditions at USD 357.  This handbook does 

not purport to include every conceivable situation; it is merely meant as a guideline, and, 

unless laws prescribe otherwise, common sense shall prevail.  Federal, state, and/or local 

laws will take precedence over USD 357 policies, where applicable. 

Personnel Policies are applied at the discretion of USD 357. USD 357 reserves the right 

to change, withdraw, apply, or amend any of our policies or benefits, including those 

covered in this handbook, at any time. USD 357 may notify you of such changes via a 

printed memo or notice of amendment to or reprinting of this handbook, but may, in its 

discretion, make such changes at any time, with or without notice and without a written 

revision of this handbook. 

I understand copies of the Employee Handbook will be readily accessible to me for 

my use away from the workplace. I realize I may obtain and keep a personal copy 

for long-term use upon request, but the handbook will remain the property of USD 

357. 

By signing below, you acknowledge that you have read and understand the contents of 

the USD 357 Employee Handbook, including but not limited to all Discrimination and 

Harassment Policies contained within this Handbook and agree to abide by them. You 

understand it is your responsibility to read and comply with the policies contained therein 

and any revisions made to it.  Furthermore, unless otherwise provided in your contract or 

work agreement, you acknowledge you are employed “at-will,” and this Handbook is not 

a contract of employment. 

_______________________________________  ______________________ 

Signature       Date 

_______________________________________________________________ 

Please print your full name 
This copy is provided for your records. 

Please sign and date the separate copy 

provided and return it to the District Office. 


