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INTRODUCTION 
 

 

This handbook is for you, as office personnel you are a valuable resource this organization has.  It is  

 

intended to help guide the management of a very diverse organization, the High Plains Educational  

Cooperative. 

The HPEC central office staff, administrators and this handbook support the High Plains Educational 

Cooperative’s mission and policies and are available to assist you in providing educational services to 

districts and their students. 

 

 

 

 

 

 

An Equal Employment/Educational Opportunity Agency 
The High Plains Educational Cooperative does not discriminate on the basis of sex, race, color, 

national origin, disability, or age in admission, access to, treatment or employment, in its 

programs or activities.  Any questions regarding HPEC’s compliance with Title VI, Title IX, ADA, 

or Section 504 may be directed to the Coordinator, who is the Director of the HPEC. The 

Director can be reached at (620)356-5577 at 621 E. Oklahoma, Ulysses KS 67880. The Assistant 

Secretary for Civil Rights, U.S. Department of Education is also available. 
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Organization and Administration 
  

The High Plains Educational Cooperative (HPEC) is governed by an elected Board of Directors with 

seventeen members, one member chosen by each respective district.  The Board selects a president and 

vice-president from its membership each year.  A clerk, treasurer, and attorney are appointed by the 

Board on an annual basis.  The Board functions according to the powers delegated from the State of 

Kansas, and legally is a subdivision of the State government. 

 

The function of the Board of Directors is that of establishing the policies by which the HPEC is 

governed.  The execution of these policies is the responsibility of the employees of the HPEC. 

 

HPEC teachers will be ultimately responsible to the special education director; however, their immediate 

responsibility shall be to the building principal and superintendent.  HPEC teachers shall promptly and 

consistently carry out the instructions of the local administrators when there exist no discrepancies 

between the local administrative instructions and the policies of HPEC. 

 

It shall be the duty of the HPEC teachers to be informed concerning the rules, policies, and regulations 

of the local board of education as well as the HPEC Board stated herein. 

 

 

Personnel Selections 
 

Philosophy - The philosophy of the High Plains Educational Cooperative Board of Directors and 

administrative staff calls for the employment of the best teachers available.  Once this has been done, 

every effort is extended to ensure that teachers are successful.  The success or failure of a teacher to 

perform up to expected standards is dependent upon the cooperation and attitude of the teacher, 

supervisory personnel and administration. 

 

Equal Employment Opportunity - It shall be the policy of the Board of Directors to recruit, promote, 

demote, and transfer employees in a manner which will avoid discrimination on the basis of race, color, 

creed, national origin, age, sex, marital status, or handicapping condition. 

 

The Director of Special Education is charged with the responsibility of carrying out the spirit and the 

stated intent of this policy.  In so doing the Director shall initiate and coordinate programs and efforts to 

carry out such federal and state mandates, which have been and shall be issued in this regard. 

  

Employment of Relative - A wife and husband may be eligible for employment in High Plains 

Educational Cooperative. 

 

Certificate of Health 
 

Certificate of Health - Each person beginning employment with HPEC is required to provide a signed 

certificate of Health. Both sections of the form should be completed. 

 

 

Background Checks 
 

Background Checks - HPEC will not require background checks beyond June 30, 2001.  
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Personnel Privileges, Benefits, and Service 

Payday-Salary checks for all classified employees will be issued on the 27th day of each month. In the 

event a payday falls on Saturday, Sunday or on a holiday, the checks will be distributed on the preceding 

High Plains Central Office workday. An employee who begins work for the district before the 15th of 

the month and has all the necessary forms filled out and turned in to the bookkeeper by the 15th will 
receive a monthly check based on the number of hours worked that month. The first pay day for the 

school year is Sept. 27th. Please allow up to one week for the post office to deliver mail. Direct deposit 

is strongly suggested. 

 

Fringe Benefits – All office personnel, .8 time or more are provided with a Single Health, Single 

Dental, Short Term Disability and $10,000 Life Insurance Policy at no charge to them. No financial 

compensation may be paid in lieu of benefits. Family Insurance Coverage is available for purchase.  

Teladoc Service -All HPEC KPERS eligible employees can participate in the online Teladoc program.  

Teladoc is a 24/7 telemedicine service offered through American Health.  Once you are employed by 

HPEC, the plan is effective starting the first of the month following 60 days of employment.  After the 

waiting period you will be able to register on the Teladoc website https://www.teladoc.com 

• Once enrolled, the member contacts Teladoc using the toll-free number or by logging on to 

the Teladoc website or phone app.  Members must complete their medical history before the 

consultation. 

• The physician responds to the patient over the phone or through video.  The doctor, who is 

licensed in the member’s state, listens to the member’s issues, questions and concerns. 

• The medical issue is resolved with a recommendation for the correct treatment or, if necessary, 

with a referral to the primary care physician or the ER.  Physicians can also prescribe 

medications if appropriate. 

• The physician updates the patient’s health record, which members can view any time and 

choose to share with their physician. 

Workman’s Compensation -The Board of Directors provides workmen’s compensation benefits for all 

employees.  If an employee should sustain any injury while on the job, they should contact the Director 

or Treasurer at HPEC Central Office as soon as possible in order to report the injury for insurance 

benefits.  In order to receive any insurance benefit, all claims must be reported on the Workmen’s 

Compensation Form within 5 days and then the insurance agency will be notified within 20 days from 

the date of injury. If you are unable to fulfill the job requirements as specified in current employment 

setting within 5 days, please notify the Director for accommodations or reassignment. 

Kansas Workers Compensation Social and Recreational Act: K.S.A. 44-501 precludes recovery of 

workers compensation benefits when the injury occurs while the employee is “voluntarily participating 

in fighting or horseplay; or reckless violation of safety rules or regulations”. 

HPEC has the right to request a drug/alcohol test when a worker’s compensation claim arises. 

 

 

Kansas Public Employees Retirement System (KPERS) - All public-school employees working 630 

hours or more during a calendar year are required to participate in this program.  This system requires a 

deduction from your gross salary.  There is no membership fee involved.  Your contribution plus interest 

are returnable from KPERS should you terminate employment with the HPEC in accordance with 

KPERS regulations.  Under this system, you are entitled to retirement benefits, accident benefits, death, 

and total disability benefits. Be sure to keep your beneficiary information updated if you have changes. 
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See www.KPERS.org for more information. 

 

Social Security - (also known as FICA) The Board of Directors is required by law to withhold a 

percentage of your wages as per state and federal guidelines. The amounts withheld from your paycheck 

along with a contribution from HPEC will be credited towards your Social Security/Medicare benefits. 

It is important that you always use the correct Social Security number. Also, you should make sure the 

name you use at work is the same as the name shown on your Social Security card. If you ever change 

your name, you should change your name on your Social Security card, too.  Be sure to provide a copy 

of your updated Social Security card to HPEC to change your payroll information. 

 

403(b) Investment Options - The High Plains Educational Cooperative will withhold money to be 

invested in tax deferred annuity programs.  Beginning September 24, 2008, AF Plan Serve will be the 

administrator for all 403(b) regulations in accordance with Internal Revenue Service. An approved 

salary reduction agreement must be sent to the High Plains payroll office before deductions can begin.  

Changes may only be made during open enrollment.  A list of approved providers can be obtained at 

HPEC Central Office. 

 

Professional Liability Insurance - the HPEC provides personal injury liability insurance in the amount 

of $1,000,000 per occurrence to all staff.  Professionals and paraeducators are responsible for securing 

their own personal professional insurance coverage. 

  

Financial Institutions - When there are at least 5 HPEC employees signed up with an institution, the 

HPEC will withhold money for individuals to be invested or to pay loans.   Presently deductions are 

made to Garden City Teachers Federal Credit Union.  An authorization for deduction form can be 

obtained from the credit union/bank. 

 

Outside Employment - The initial obligation of the teacher is to the students of HPEC districts.  There is 

no type of outside employment or community obligation, which will supersede the professional’s 

responsibility to the children.  Before any professional makes a commitment to outside employment or 

other such obligation, he/she should make sure in advance that it does not interfere with his/her school 

duties and responsibilities. 

 

 

Provisions for Office Personnel 
 

Employment Security - Your position offers maximum security.  HPEC records verify that professionals 

are not dismissed without just cause following a thorough review of the individual situation. 

 

Grievance Procedure - The Board of Directors reserves the right to terminate a contract for reasons of 

cruelty, immorality, negligence, or incompetence, but only after notice and an opportunity for the person 

to be heard.  (KSA 72-1617) 1955.  See pages 13-15 of Negotiated Agreement. 

  

Complaints by employees relative to HPEC and its personnel will be considered if the proper steps are 

taken.  The recommended method is for the employee to register his complaint with the principal or 

immediate supervisor.  If a satisfactory solution cannot be developed, the employee has the right to 

present his complaint to the Director of Special Education. 

 
Confidentiality- HPEC maintains official IEP records, teacher evaluations, paraeducator 

evaluations, Board of Directors information and HIPPA sensitive information. Confidentiality is 

http://www.kpers.org/
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critical for all office staff. Please keep files, records and other information confidential. If you have 

a question about releasing information, please visit with the Director. 

 

Chain of Command- To a degree the office chain of command depends on who your immediate 

supervisor is. However, the general chain of command for the organization (with the exception of 

the Board of Directors) is this: Director, Assistant Director(s). Other duties may be assigned by 

the Director when necessary. 

 

At this point in time all of the positions that are identified as Central Office positions are necessary 

positions. Everyone fulfills a vital function in the overall work of the office. If everyone focuses on 

his or her specific job responsibilities 100% of the time, the office will function smoothly. We must 

work very closely together in order for the mission of the Coop to be realized. This requires 

MAXIMUM effort and cooperation from every one of us in the central office since we work so 

closely together. It requires loyalty and commitment from all of us. We all have a responsibility for 

the welfare and good standing of the Coop. The pride and attitude with which we approach our 

duties judge us all. Positive attitudes pay positive dividends.  

 

 

Drug Free Workplace 
(ADOPTED 9/20/90) 

 

The Board of Directors believes that maintaining a drug free work place is important in establishing an 

appropriate learning environment for students.  As a condition of employment in the HPEC board 

policy, employees shall abide by the terms of this policy.  Employees shall not unlawfully manufacture, 

distribute, dispense, possess, 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 

Director of the conviction within five (5) days after the conviction.  Within 30 days after the notice of 

conviction is received, the HPEC will take appropriate action with the employee.  Such action may 

include the initiation of termination proceedings, suspension, placement on probationary status, or other 

disciplinary action.  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. 

 

This policy is intended to implement the requirements of the federal regulations promulgated under the 

Drug Free Workplace Act of 1988, 34 CFR Part 85, Subpart F.   It is not intended to supplant or 

otherwise diminish disciplinary personnel actions, which may be taken under existing board policies or 

the negotiated agreement. 

 

 

Harassment 
(ADOPTED 7/17/97) 

 

Sexual harassment will not be tolerated in any High Plains Educational Cooperative service or activity.  

Sexual harassment of employees or students by board members, administrators, certificated and support 

personnel, students, vendors, or any others having business or other contact with HPEC is strictly 

prohibited. 
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Sexual harassment shall include, but not be limited to, sexual advances, requests for sexual favors, and 

other verbal or physical contact of a sexual nature when: (1) submission to such conduct is made either 

explicitly or implicitly a term or condition of an individual’s employment; (2) submission to or rejection 

of such conduct by an individual is used as the basis for employment decisions affecting such individual; 

or (3) such conduct has the purpose or effect of unreasonably interfering with an individual’s work 

performance or creating an intimidating, hostile or offensive working environment. 

 

No district employee shall sexually harass, be sexually harassed, or fail to refer a complaint of sexual 

harassment for investigation.  Complaints of sexual harassment by employees will be promptly 

investigated and resolved.  Initiation of a complaint of sexual harassment will not adversely affect the 

job security or status of an employee, nor will it affect his or her compensation or work assignment.  

Violation of this policy shall result in disciplinary action, including termination against any employee. 

 

Employees who believe they have been subjected to sexual harassment should discuss the problem with 

their immediate supervisor.  If an employee’s immediate supervisor is the alleged harassed, the 

employee should discuss the problem with the building principal.  If the building principal is involved, 

the employee should discuss it with the HPEC area supervisor.  If the area supervisor is involved the 

employee should discuss it with the director of the HPEC (HPEC).  If the director is involved, the 

employee should discuss it with the president of the Board of Directors. 

 

Employees who do not believe that the matter is appropriately resolved through this meeting may file a 

written complaint under the district’s discrimination complaint procedure.  (See teacher handbook or 

paraeducators handbook, or BOD Policies and Procedures manual).  Confidentiality shall be maintained 

throughout the complaint procedure. 

 

HPEC employees shall not sexually harass, or permit sexual harassment of a student by another 

employee, student, non-employee or non-student.  Neither shall a student sexually harass another student 

or students.  Violation of this policy shall result in disciplinary action.  This action may include 

termination of an employee, or disciplinary action against the student(s) involved.  Supervisors who fail 

to follow this policy or who fail to investigate complaints shall be in violation of this policy.  If the 

teacher is the object of a harassment complaint, the student may report directly to the principal.  If the 

principal is involved, the student may report to the superintendent of the district or to the area supervisor 

from HPEC.  If either of these individuals involved, the student may report to the other individual, or to 

the director of HPEC.  If the Director is involved, the student may report to the president of the Board of 

Directors. Complaints filed against the director or any HPEC administrator shall be heard by the Board 

of Directors.   

 

Definitions 

• Sexual harassment may include, but not limited to: 

• Sexual oriented communication, including sexually oriented verbal “kidding” or harassment or 

abuse; 

• Subtle pressure or request for sexual activities; 

• Persistent attempts to change a professional relationship into a personal, social-sexual 

relationship; 

• Creating a hostile school environment, including the use of innuendoes or overt or implied 

threats; 

• Unnecessary touching of an individual, e.g., patting, pinching, hugging, repeated brushing 

against another person’s body; 

• Requesting or demanding sexual favors accompanied by implied or overt promise of preferential 
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treatment with regard to a student’s grades or status in any activity; or  

 

Sexual assault or battery as defined by current law: 

Any student who believes he or she has been subjected to sexual harassment should discuss the 

problem with his/her principal, or another certified staff member.  Initiation of a sexual harassment 

complaint will not cause any adverse reflection on the student.  The initiation of a student’s 

complaint shall not adversely affect the permanent job security or status of any employee or student 

until a finding of fact determines that improper conduct occurred.  However, the teacher or 

administrator may be placed upon a paid leave of absence, pending completion of the investigation.  

Strict confidentiality shall be maintained throughout the complaint procedure. 

Prompt and complete reporting of any sexual harassment incident is expected.  Full reporting should be 

provided within 24 hours of any sexual harassment incident. 

 

 

Anti-Bullying Policy  

(ADOPTED 7/19/2007) 

 

Senate Bill 68 was passed by the 2007 legislature requiring school districts to adopt policies prohibiting 

bullying on school property, in school vehicles or at school sponsored activities. Each district will adopt 

and implement a plan to address bullying as well as provide training for staff. The Kansas legislature 

defines bullying as: Any intentional gesture or any intentional written, verbal or physical act or threat 

that is sufficiently severe, persistent or pervasive that creates an intimidating, threatening or abusive 

educational environment for a student or staff member that a reasonable person, under the 

circumstances, knows or should know will have the effect of: 

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

b. Damaging a student’s or staff member’s property; 

c. Placing a student or staff member in reasonable fear of harm to the student or staff member; 

or 

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

member’s property; or any form of intimidation or harassment prohibited by the board of 

education of the school district in policies concerning bullying adopted pursuant to this 

second or subsection (e) or K.S.A. 72-8205, and amendments thereto. 

 

“School vehicle” means any school bus, school van, other school vehicle and private vehicle used to 

transport students or staff members to and from school or any school sponsored activity or event. 

High Plains Educational Cooperative staff will comply with the legislative requirements through 

policies set forth in each member district. High Plains Educational Cooperative staff working in 

member districts buildings are expected to follow local district policies and procedures. Please 

contact the building principal where you are based regarding the appropriate procedures to follow. 

 

Jason Flatt Act 
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 The Legislature has passed and the Governor has signed SB 323 which is known has the Jason Flatt 

Youth Suicide Awareness Act. The provisions of this bill relevant to suicide awareness and prevention 

are:  

• The board of education of each school district shall provide suicide awareness and prevention 

programming to all school staff and shall notify the parents or legal guardians of students enrolled 

in such school district that the training materials provided under such programming are available 

to such parents or legal guardians.  

• Such programming shall include at a minimum:  

o At least one hour of training each calendar year based on programs approved by the State 

Board of Education. Such training may be satisfied through independent self-review of 

suicide prevention training materials; and  

o A building crisis plan developed for each school building. Such plan shall include:  

▪ Steps for recognizing suicide ideation;  

▪ Appropriate methods of interventions; and  

▪ A crisis recovery plan 

On or before January 1, 2017, the State Board of Education shall adopt rules and regulations necessary 

to implement the provisions of this section.  

 

 

McKinney-Vento Act: Education of Homeless and Displaced Youth 
(Adopted 7/19/2018) 

 

Homeless Students (See EDAA and JBC)  

The district, in accordance with state and federal laws and the Kansas state plan will ensure that homes 

children in the school district have access to a free and appropriate public education.  Homeless students 

are individuals who lack a fixed, regular, and adequate nighttime residence.  For the purposes of this 

policy, a student awaiting foster care placement shall not be considered homeless. 

Note: The reader is encouraged to review regulations and forms for related information. 

 

 

Bloodborne Pathogen Standards 
(ADOPTED 9/20/90) 

 

In December, 1991, the Occupational Safety and Health Administration (OSHA) published final 

regulations governing the treatment of exposure to bloodborne pathogens and other potentially 

infectious body fluids in entities subject to OSHA.  The Kansas Department of Human Resources 

(KDHR), is granted the authority to inspect places of public employment, including school districts, for 

documenting conditions or methods of operation which may be dangerous or injurious to employees 

pursuant to K.S.A. 44-636.  Each school district is required to have a written exposure control plan 

which contains: an exposure determination and a schedule and method of implementation for (1) 

methods of compliance; (2) hepatitis B vaccination; (3) post-exposure evaluation and follow up; (4) 

communication of hazards and (5) record keeping.  High Plains Educational Cooperative is required to 

comply with the bloodborne pathogens regulations regarding exposure to transmittable diseases in the 

work place.  Compliance is assured through following local district policies and procedures.  Please 

contact the building principal where you are based regarding the appropriate procedures to follow.  

Inoculations are voluntary and free of charge to High Plains employees. 

Emergency Safety Interventions 
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Emergency safety interventions (ESI) means the use of seclusion or physical restraint when a student 

presents an immediate danger to self or others.  Violent action that is destructive of property may 

necessitate the use of an emergency safety intervention.  Physical restraint means bodily force used to 

substantially limit a student’s movement. This is not the same as physical escort which is the temporary 

touching or holding of the hand, wrist, arm, shoulder or back of a student who is acting out for the 

purpose of inducing the student to walk to a safe location.  Seclusion, when used with a student in the 

school setting, means that ALL of the following conditions are met: 

The student is placed in an enclosed area by school personnel. 

The student is purposefully isolated from adults and peers. 

The student is prevented from leaving, or reasonable believes that the student will be prevented from 

leaving, the enclosed area. 

 

In school suspension is not seclusion.  Time out in a classroom or school setting means a behavioral 

intervention in which a student is temporarily removed from a learning activity without being confined 

and such would not meet all of the above requirements to be considered seclusion.   

 

KSDE does not promote the use of ESI with any student.  Every effort should be made to prevent the 

need for the use of restraint and for the use of seclusion.  We are charged with making every effort to 

reduce and, in time, eliminate the need for ESIs through the use of preventive strategies and supports for 

all students. 

 

High Plains Educational Cooperative staff is expected to follow policies and procedures, training and 

reporting expectations of their assigned member district.  HPEC provides training in research-based 

behavior interventions.  Such training is designated for staff most likely to interact with students with 

significant behavior challenges.  We encourage staff to use de-escalation and positive behavior 

reinforcement techniques with all students.  Please contact the HPC Central Office for additional 

information. 

 

 

Board of Directors: Director – Office Personnel Relationships 
 

It is the full responsibility and legal right of the Board of Directors to make all decisions pertaining to 

the business and personnel of the HPEC.  Relationships between all groups (Board of Directors, 

administrators, teachers) exists through the channels of communication.  Effective communication is 

necessary among all groups.  Respecting appropriate channels of communication is necessary to ensure 

efficient operation of the HPEC. 

 

Office Hours - Office hours for the HPEC Central Office are 8:00 a.m. to 5:00 p.m. Monday through 

Friday August through May.  Central Office hours for the summer months are adjusted. 

 

Duty Day – The workday begins at 8:00 A.M. for all central office personnel and ends at 5:00 P.M. with 

one hour taken for lunch.  

 

Breaks- Breaks are not required. Everyone may routinely take 15-minute break in the morning and 

in the afternoon. Please attempt to schedule breaks so that no more than 4 people are on break at the 

same time. The phone must be covered at all times. Do not plan to run personal errands on break 

time. 
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Lunch-Lunch hour is an hour long. It is preferred that everyone takes his or her full hour for lunch. 
It is good to get away. We do not trade lunch for leaving the office early nor do we use it for comp 
time. The lunch schedule will be determined each August. The phone will be covered during the 
lunch hour. Please stay with your assigned time.  

 

Snow Days-If USD #214 is closed, a designated person will forward the HPEC phone number to 

the Director's cell phone. If the Director is unavailable, an assistant director will be selected to take 

the days call via cell phone 

 
Dress-We do not have a specific dress code the office, however, we should remember that this is a 
business office and our manner of dress should reflect just that. Please take pride in the office and 
your appearance. 

 

Kitchen Area-Do not leave a mess in the kitchen area. Wash your own dishes and throw away 

empty containers. If you dirty it up - clean it up. We all should support each other when staff is 

having meetings in the office. If you are the administrative assistance in charge of the group 

meeting please be sure to ask for assistance with setting up the room and clean up. 

 

Music/Radio-The music needs to be kept at a low level. We need to be considerate of those 
working around us. 

 

Leaves - Beginning with the twenty-first (21st)day of the on-the-job employment, each Central 

Office staff is granted emergency leave that may be used for sickness or bereavement. Emergency 

leave granted is 96 hours per year and 32 hours which may be used as personal leave days. Days 

are prorated with start date during the year. Emergency leave may accumulate up to 640 hours. 

When the employee's leave time meets or exceeds 640 hours, emergency leave will be paid down to 

520 hours at a rate of $18.00 per 8 hours. Payment will be made with the July payroll. Leave will 

cover absence for employee’s own illness, or illness in employee's immediate family of the spouse, 

which will include husband, wife, father, mother, brother, sister, children, grandmother, grandfather 

or relatives if they reside in the home of the employee; and bereavement. The HPEC Director may 

request additional information from any employee who is absent from work for 3 consecutive days 

or more. Please use leave wisely.  

Witness or Jury Leave-Employees of HPEC shall be excused for jury duty with no jeopardy to their 

employment. Substitutes, when necessary, will be obtained in the usual manner and will be paid by their 

local school district. The para will receive their regular daily salary minus such compensation for jury 

duty as is normally established by the court. An Application for Leave and a copy of the court payment, 

this amount (7 hours) will be deducted from your pay, must be sent to HPEC Central Office. The 

Director has the authority to request from the court that the employee be excused from service, or his 

service be delayed, provided the special nature of the employee’s qualifications would make it difficult 

to secure an adequate substitute or if the timing of the proposed jury duty affords a threat to the welfare 

of the HPEC or children concerned. Please mark “jury duty” in the other column. 

 

Vacations- Central Office personnel are entitled to 80 hours annual leave per year which 8 hours 

is earned per month worked. All vacation days must be taken between July 1 - June 30.   Up to 40 

hours may be carried from one school year to another, not to exceed a total of 120 hours total 

vacation hours.  Use your vacation days. If you don't use them, you lose them. 

 

Personal days are not to be used the day before or the day after a holiday. However, a vacation 
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day can be used before or after a holiday. Do not expect vacation days to be granted two weeks 

prior to August inservice. 

 

Comp Time / Overtime- Routine activities associated with the Central Office positions can be 

accomplished throughout the normal 8-hour workday.  Occasionally it becomes necessary to devote 

additional time beyond the duty day to complete specific projects. When this occurs, the additional 

time allocated for the project completion becomes comp time/overtime. Comp time is figured at 

time and a half when more than 40 hours have been worked in a week. Comp time must be 

associated with a specific job/project and must be approved in advance by the immediate supervisor 

or the Director. Ordinarily comp time must be used with in 5 working days after accumulating 

comp hours or will be paid as over time. Under no circumstances will comp time be carried over to 

the next month/timesheet. 
 

All comp time must be properly logged on your monthly timesheet at the completion of the 

project, signed by the immediate supervisor or Director. (Rev. 6/17/94)  

 

Central Office and Telephone Responsibilities-Central office and telephone responsibilities will 

be determined each August and a duty sheet developed. There must be a clear chain of phone 

answering responsibilities at all times. Everyone will share in that responsibility from time to 

time. Please attempt to have the phone answered by the second ring. 

 

If calls come in requesting specific information regarding services, students, or our personnel 

questions, please refer the call to the appropriate administrator or department staff member. Do 

not attempt to answer specific type of questions for which you may not have the correct 

information. All questions from Media sources (e.g. T.V., newspaper, reporter's etc.) are referred 

to the Director. 

 

 

Cell Phone Use – Personal cell phones may be used during business hours.  Please limit the amount of 

time used for personal calls.   

 
Texting - High Plains Education employees will adhere to Senate Bill 300 in regards to texting while 

driving. For full details see 
http://www.kslegislature.org/li_2016/b2015_16/statute/008_000_0000_chapter/008_015_0000_article/008_015_0

111_section/008_015_0111_k/
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