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Dodge City Public Schools 

CLASSIFIED EMPLOYEE HANDBOOK 

Welcome.  We are glad that you have chosen to work in UNIFIED SCHOOL DISTRICT 443 Ford County, 
Dodge City, Kansas hereinafter referred to as Dodge City Public Schools.  Your decision to join our 
district workforce will be one of mutual benefit.  While assisting the district in its goals of providing 
quality education to students you will have the opportunity to develop a successful career. 

This handbook has been developed to assist you in your daily work and to answer the questions that 
arise most frequently.  It is not an employee contract, and no language contained within these pages 
should be interpreted either as a contract provision or as a promise of employment.  The information is 
only intended to describe the present operating procedures of USD 443.  The board of education 
reserves the right to make amendments or changes to this handbook at any time. If any portion of this 
handbook is in conflict with the provisions of an existing Federal or State statute, the provisions of the 
statute will apply.   

Changes which occur between revised editions of the entire handbook will be posted at 
www.usd443.org/employee/current employee information/handbooks.  In that way, employees can 
check for any updates that may impact a particular employment situation and that may require specific 
knowledge of current handbook provisions.   

No administrator or supervisor of Dodge City Public Schools has any authority to enter into any 
employment agreement contrary to this manual unless specifically approved by the superintendent and 
the Board of Education.  

Your classified employment at the Dodge City Public School District is on an “at-will” basis and is for no 
definite period and may, regardless of the date or method of payment of wages or salary, be terminated 
at any time with or without cause. Other than the Superintendent of Schools and the Board of 
Education, no supervisor, manager, principal or other person, irrespective of title or position, has 
authority to alter the at-will status of your employment or to enter into any employment contract for a 
definite period of time with you.  Any agreement with you altering your at-will employment status must 
be in writing and signed by the Superintendent of Schools and the Board of Education. 

Thank you again for choosing Dodge City Public Schools. 
 
 
 
 
 
 
 
 
 
2019-20 Edition:   This handbook replaces the existing 2018-19 handbook that was adopted by the 
Board of Education.  

http://www.usd443.org/employee/current
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District Mission and Operations 
 
The mission of Dodge City Public Schools is to prepare our students to be capable, contributing 
participants in a changing world. 
 
Classified employees are a vital part of the day-to-day operations that contribute to the accomplishment 
of this mission.  District operations often involve various groups of people working together on teams or 
committees to carry out tasks related to the mission.  There is an active classified staff advisory 
committee that works directly with the superintendent of schools and other administrators to discuss 
suggestions, concerns, rumors, policy issues, in-service opportunities, and other topics of interest to 
classified staff members.  Employees are encouraged to be a part of shared decision making processes 
whenever such involvement is appropriate.  As people work together, they learn together.  In this way 
employees are expected to model the same goals that the district has established for students: 
 

 Demonstrate a high level of achievement in academics, critical thinking, problem solving, and 
use of technology 

 Demonstrate proficiency in many forms of communication 

 Demonstrate the ability to work cooperatively and independently 

 Participate as productive responsible members of the community 

 Have a positive respect for self, others, and our world 

 Demonstrate workplace competencies 

 

Educational Equity and Excellence 
 
Dodge City Public Schools, USD 443, is committed to enhancing the learning, working, and social 
environment for its students and employees. This commitment has been evident in a number of efforts 
throughout the district. 

For its students, Dodge City Public Schools has accepted a belief that an effective school system 
addresses diversity by providing awareness and training related to the knowledge, skills, behaviors, and 
dispositions needed for an equitable and quality education. This is provided to all students regardless of 
age, creed, ethnicity, gender, learning capabilities, language difference, physical characteristic, or race. 

For its employees, Dodge City Public Schools has taken steps to assess hiring practices and to correct 
deficiencies where they might exist. The district emphasized the need for effective recruitment and 
hiring of racial and ethnic minorities; establishing and promoting programs that encourage and support 
education as a career for diverse population groups; and initiating ways to ensure a supportive and 
satisfying educational and work environment.  

Staff development opportunities are provided to enhance the professional performance of all 
employees in the district to assure that all employees possess the skills and knowledge to fully achieve 
the District Goals. 
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We are committed to: 

 developing a cohesive and inclusive school environment that maintains high expectations for all 
students; 

 continuing to increase the graduation rate; 

 creating school cultures that promote and demonstrate equitable treatment that is inclusive of 
all parents, students, and staff; 

 developing curriculum that reflects multiple perspectives of diverse populations and fosters a 
multicultural approach to content; 

 increasing our recruitment efforts to employ culturally diverse faculty and staff; 

 implementing policies that are culturally fair and eliminating practices that are culturally biased 
(tracking, assessment practices, disciplinary measures); and 

 providing professional development opportunities that will support teachers in the areas of 
diversity, equity, and instructional strategies to meet the needs of all students. 

 
For the Dodge City community, Dodge City Public Schools sponsors and assists with numerous 
community activities that help to foster and support the rich diversity found in Dodge City. 

“Diversity is an asset to be valued, celebrated, and respected.” 
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Classified Personnel Definitions 
 
Accompanist:  Responsible for providing accompaniment for rehearsals, performances and assisting the 
music director as needed. 

Activity Assistant:  a person who helps with various responsibilities connected with a school activity or 
special event 

Activity Supervisor:  a person who is responsible for the overall operation of a school activity, special 
event, or a major function within the scope of the activity or event 

Aide:  see Paraprofessional. 

Apprentice:  a part-time employee who is learning job skills by practical experience and who is 
accountable to a full-time certified, classified, or administrative staff member.  An apprenticeship is 
intended to be a training assignment of limited duration.  While length of service may vary, an 
apprenticeship usually will last from one to four years.  No benefits other than an hourly wage will apply. 

“At-Will” Employee:  Implies that if two parties agree on an employment relationship in which no 
definite duration is stated, then either party can terminate the employment at any time for any good 
reason.   

Benefits: Conditions or financial considerations that are in addition to salary for certain defined 
positions. 

Classification:  a system of categorizing positions with similar or related job skills.  Various job titles that 
more clearly reflect the general nature of specific jobs may be found in each classification. 

Clerk:  an employee responsible for general office or warehouse work which may include typing, 
entering data, filing, and maintaining various records and accounts. 

Custodial/Maintenance: a classification that includes general laborers, laundry workers, custodians, 
handlers of mail and freight, grounds workers, mechanics, and employees in skilled trades such as 
carpenters, electricians, plumbers, etc. 

Employee Status:  an assignment made on the basis of hours, days, and annual length of service i.e., full-
time, part-time etc. 

Exempt Classified supervisor: a classification of employee whose specific job duties and salary meet all 
the requirements of the Fair Labor Standards Act for a standard exemption.  

Food Service: a classification that includes positions within the Nutrition Department that include cooks, 
cashiers, manager trainees, managers, nutrition training, inventory, and delivery. 

Fiscal Employee:  an employee whose job description requires accountability for financial matters 
and/or district funds. 

Full-time Employee:  an employee who is regularly scheduled to work 8 hours per day, 5 days per week, 
and 260 days per year includes approved holidays and vacation days.  All three criteria must be met for 
full-time employee status and corresponding benefits.  
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Grounds: a classification for employees who are assigned to specified duties on district grounds and 
who have more specialized duties than employees in general custodial/maintenance classifications. 

Half-Time Employee:  A part time employee who works a minimum of 1040 hours per year; is regularly 
scheduled to work 4 hours per day and is school year or full year status. All three criteria must be met 
for half-time employee status and corresponding benefits. 

Health Services: a classification that includes different levels for school nurses. 

Hiring Practices:  Under the Immigration and Naturalization Act, Dodge City Public Schools may hire only 
persons who may legally work in the United States (i.e., citizens and nationals of the U.S.) and aliens 
authorized to work in the U.S. Dodge City Public Schools will verify the identity and employment 
eligibility of anyone to be hired, which includes completing the Employment Eligibility Verification Form 
(I-9). 

Information Systems: a classification that includes computer operators, data processors, computer and 
software support specialists, and systems operators/trainers. 

Job Classification:  see Classification. 

Job Description:  an outline that states the purpose, qualifications, essential functions, 
physical/environmental conditions, and general responsibilities of a particular position.  A job 
description is intended to provide a general idea of work involved but will not include every detail that 
might be required within the parameters of the general description. 

Paraprofessional:  an employee whose primary job responsibility involves assisting with the operation of 
a classroom, a child care program, or other department/school related responsibility.  Instructional 
paraprofessionals are required by the federal No Child Left Behind regulations to have a minimum of 48 
college hours to be hired in the district. Information on acceptable alternatives to demonstrate 
knowledge may be obtained through the Human Resources Office in the Administration Building. 
Paraprofessionals in non-instructional assignments are not required to meet this regulation.  

Part-time Employee:  a non-temporary employee who does not qualify for either full-time, half-time or 
school year employee status.  Working hours determine two separate categories within the part-time 
employee status: 

 An employee who works at least 3 hours per day, 5 days per week, and a minimum of 120 days 
per year.   

 An employee who works fewer than three hours per day and/or fewer than 5 days per week on 
a regular basis.  

Secretary:  an employee who manages correspondence, tasks, and/or specific detail work of an 
administrative or management level supervisor.  Responsibilities will vary among different levels within 
the job classification. 

School year employee: an employee who is regularly scheduled to work at least 6 hours per day, 5 days 
per week, and a minimum of 180 days per year.  All three criteria must be met for school year employee 
status and corresponding benefits. Positions that require more days beyond the minimum but are still 
less than full-time will remain in school year status.  
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Secretary/Clerical/Fiscal: a classification that includes positions involving secretarial, clerical, and/or 
fiscal responsibilities.  A wide range of responsibilities can be found within the job descriptions and 
various levels of this classification.  Certain positions may have primary responsibilities in one of these 
areas while other positions may have some involvement with each of the areas. 

Shift Differential Pay: Shift differential is paid to full-time, 12-month employees in positions other than 
regular day shift whose regularly scheduled work falls between 5:00 pm. and 6:00 am, with the following 
stipulations: (with approval from Executive Director of Human Resources, may be prorated for less than 
full-time, 12-month employees): 

 Payment is authorized for shifts in which 50% or more of the scheduled work hours fall between 
5:00 p.m. and 6 a.m.  

 Shift differential pay is a flat rate of $100 per month.  An employee who is regularly scheduled 
to work a shift designated as eligible for shift differential, but who is required temporarily to 
work day shift will continue to receive shift differential pay for all hours worked. “Temporarily” 
may mean a single shift intermittently or a regular schedule for a period of up to four weeks. 

Special Services: a classification which may have a number of responsibilities related to one or more 
different classifications but which have additional duties that involve work in special areas such as 
program recruiting, parent involvement, staff and/or parent training, program compliance monitoring, 
public relations, etc.  Special services positions often involve responsibilities related to home/school or 
public relations, community services, referral agency operations, and special grant or program 
regulations which at times require work outside of school facilities. 

Specialist: a classification that includes positions that require specific licensing, education or experience 
related to the position. 

Substitute:  a temporary employee who works in the absence of another employee. 

Summer Employee:  a temporary employee hired to perform duties during the summer months. 

Technology Support: a classification which includes positions that is instrumental in the acquisition, 
installation, and routine maintenance of computer hardware or hardware systems. 

Temporary Employee:  an employee hired for a short-term assignment intended to last no more than 
one school term or summer term and which ends upon completion of the necessary duties.  Such 
employees are paid on an hourly basis with no additional paid benefits except as required by law.   

Transportation:  a classification for bus drivers.  Different salary ranges are provided for driving time and 
for sitting time. 

Minimum Wage Position: a temporary position requiring general non-skilled labor or a position offering 
practical training in a particular vocational or career area.  A regular full-time or school year employee 
generally supervises such positions closely. 
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General Information 
(Topics are arranged alphabetically.) 

This section provides general information pertaining to all classified positions.  Management level 
supervisors who desire to have a more specific handbook for their area of responsibility may submit 
department manuals.  A complete listing of board policies pertaining to personnel issues may be found 
in Section G of the board policy manual available on the district website. 
 
The term board as used in this handbook refers to the Dodge City Public Schools Board of Education.   
 
The term superintendent refers to the chief administrator of the district or his/her designee. 

Assignment and Transfers. (Board Policy GACE) The superintendent shall make classified personnel 
assignments after consideration of the personnel and positions involved.  See also Transfer. 

Attendance. Employees are expected to be in regular attendance and to work according to time 
schedules approved by the supervisor/administrator in charge. Employees should personally notify 
supervisors prior to the beginning of their work shift of any circumstances that would cause an 
employee absence or schedule change. In the event of an extended foreseeable leave, notice should be 
provided to the supervisor thirty days in advance or as soon as possible prior to the leave.  Failure to 
report absences or schedule changes to the supervisor may result in termination of employment. See 
also: Work Schedules. 

Authority to Hire. (Board Policy GACC) The board authorizes the superintendent to appoint classified 
employees and to start them on the job as the needs of the district dictate.  Employees shall be 
recruited to fill existing or proposed vacancies and shall be recommended to the board for approval.  
Board approval is required before an offer of employment becomes official. 

Background Investigations. (Board Policy GACC) Employees may be subject to criminal history record 
checks and/or other background investigations as required by state and federal law. The board may 
offer provisional employment pending the results of a criminal history background check on the 
individual. This may involve submission of fingerprints to the Kansas Bureau of Investigation, the Federal 
Bureau of Investigation, or both agencies. Notwithstanding any other provision to the contrary, 
employment is subject to termination by the board without further proceedings and without reference 
to any other law or contractual arrangement if the results of the criminal history check reveals a 
conviction of any offense, or of any attempt to commit any offense as specified in K.S.A. 1999 Supp. 72-
1397 and amendments thereto.  
 
Benefits. Certain benefits in addition to salary are provided for many positions as determined by 
employee status. All benefits are prorated for positions that are not filled for the entire fiscal year. 

Breaks. See Rest Periods. 

Bullying, Harassment and Intimidation. (Board Policies JDDC, GAAA, GAAB, GAAC, JCE, JDD, JGEC, 
JGECA, and EBC)  The Board of Education for Unified School District 443, Dodge City, Kansas is 
committed to a safe and civil educational environment for students, employees, volunteers, and patrons 
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free from harassment, intimidation and bullying.  This environment stresses the prevention of 
harassment, intimidation or bullying by integrating prevention and intervention education and training 
for all staff. 

Harassment, intimidation or bullying means any intentional written or electronic media message, verbal, 
or physical act, including, but not limited to, one shown to be motivated by any characteristic of race, 
color, religion, ancestry, national origin, gender, gender identity, marital or veteran status, sexual 
orientation, mental or physical disability or “other distinguishing characteristics”, when such conduct or 
communication: 

 Has the purpose or effect of substantially interfering with an individual’s work or school 

environment; 

 Physically harms a student or damages the student’s property; or 

 Is so severe, persistent, or pervasive that it creates an intimidating or threatening education 

environment; or 

 Has the effect of substantially disrupting the orderly operation of the school. 

“Other distinguishing characteristics” can include, but are not limited to, physical appearance, 
clothing or other apparel, and socioeconomic status. Harassment, intimidation or bullying can take 
many forms, including: slurs, rumors, jokes, innuendoes, demeaning comments, drawings, cartoons, 
pranks, gestures, physical attacks, threats, hazing or other written, verbal or physical action.  

“Intentional acts” refers to the individual’s choice to engage in the act rather than the ultimate 
impact of the action(s). 

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

All employees and volunteers shall be familiar with, and follow Board of Education policies on 
harassment, intimidation and bullying.”  

 

Child Abuse.  Any district employee who suspects that a child's physical or mental health or welfare is 
being adversely affected by physical, psychological, or sexual abuse will immediately report this fact to 
the local Social Rehabilitation Services (SRS) office or to the local law enforcement agency if the SRS 
office is not open.  The building administrator should also be notified after the report is made. 
 
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 school employees to prove that the child has 
been abused or neglected. 
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Confidentiality.  Maintaining confidential information is an extremely high priority in the district.  Staff 
members have access to business systems, future plans, student records, personnel records, and other 
information that is considered confidential.  Protecting this information by safeguarding it when in use, 
filing it properly when not being used, and discussing it only with those who have a legitimate need to 
know is an extremely high priority for all concerned parties.  Violations of privacy rights of specific 
individuals could result in disciplinary action including termination being taken against the employee. 

Dress Code. (Board Policy GAM) Appropriate dress and personal grooming are an individual 
responsibility.  The impression given to others through personal appearance is important to the 
employee and to the district.  Employees are asked to be responsible and use good judgment concerning 
appearance.  Clothing shall be appropriate for the job, in good repair, and clean.  Any method of dress 
that may attract undue attention, disrupt, or interfere with the mission of the district is not permitted.  
If, in the professional opinion of any supervisor, an employee's attire is disruptive or inappropriate, that 
employee will be referred to his/her immediate supervisor for a conference.  If uniforms are approved 
for particular departments, employees are expected to follow departmental regulations. 

 Drug Free Workplace. (Board Policy GAOA) The Board of Education believes that maintaining a drug 
free work place is important in establishing an appropriate learning environment for the students of the 
District.  The manufacture, use, possession, sale, transfer, or purchase of or being under the influence 
of any illegal drugs or other controlled substances in any unlawful or unauthorized manner by a 
classified employee is prohibited on District property or at any school sponsored event. 

 
As a condition of employment in the District, classified employees shall abide by the terms of this policy.  
Any classified employee violating this policy shall be subject to disciplinary action up to and including 
termination, and may be referred to the appropriate authorities for possible criminal prosecution. 
 
Classified employees covered by this Agreement may be required to be tested for the presence of drugs 
and/or a breath sample for the testing of the presence of alcohol where there is reasonable suspicion to 
believe that the classified employee, when appearing for duty or on the job, is under the influence of 
alcohol or other drugs or his/her job performance is impaired by the use or abuse of alcohol or other 
drugs or if there is verified information pointing toward possible abuse of alcohol or drugs. 
 
Reasonable suspicion must be based upon objective facts or specific circumstances that present a 
reasonable basis to believe that the classified employee is under the influence of or is using or abusing 
alcohol or drugs.  Examples of reasonable suspicion shall include, but are not limited to: slurred speech, 
distinguishing odor or smells associated with drug or alcohol use, disorientation, abnormal conduct or 
behavior.  In addition, such reasonable suspicion must be documented in writing.  Written 
documentation must be presented as soon as possible to the classified employee, who shall maintain 
this report in the strictest confidence, except that a copy shall be released to any person designated by 
the affected classified employee.  Requested tests under this policy must be taken within two (2) hours 
of this request. Failure to submit to the requested test may result in termination 
 
All sample collection shall be conducted off-site by non-Unified School District 443 personnel and will be 
subject to observation and verification as determined by the collection facility. Classified employees 
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found to have positive test results may be terminated or be subject to random drug testing at the 
request of the district for a period of up to eighteen (18) months. 
 
Any classified employee charged under a criminal drug statute may be temporarily suspended with pay 
pending a Board of Education employment decision per Board Policy GCK. The classified employee may 
be transferred, or reassigned by the Superintendent pending final disposition of such charges. 
 
Any classified employee who is convicted under a criminal drug statute must notify the Superintendent 
or his designated representative of the conviction within five (5) 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 actions 
with the employee. Any classified employee who is convicted under a criminal drug statute for the 
manufacture, sale, transfer, purchase with intent to sell, or possession with intent to sell of any drugs or 
other controlled substances in any unlawful or unauthorized manner may be transferred, reassigned or 
terminated. 
 
Any classified employee who is convicted under a criminal drug statute for the use, possession, or 
purchase for the classified employee’s use only, of any illegal drug or other controlled substance in an 
unlawful or unauthorized manner or is under the influence of such on district owned property or at any 
school sponsored activity may be suspended with pay or placed on probationary status.  The classified 
employee, at the classified employee's expense, shall be required to successfully complete the 
requirements of an approved drug abuse assistance or rehabilitation program as a condition of 
continued employment.  The failure of the classified employee to successfully complete such program 
may be grounds for termination.  A second occurrence for the same or similar offense may result in the 
classified employee being suspended, transferred, reassigned or terminated. 
 
Enforcement of this policy shall be by the Board of Education and/or the Superintendent of Schools or 
designated representative. 
 
Each classified employee in the district shall have access to a copy of this policy. 
 
This policy is intended to implement the requirements of the Federal Regulations promulgated under 
the Drug-Free Work Place Act of 1989, 34 CFR Part 85, Subpart F.  It is not intended to supplant or 
otherwise diminish disciplinary personnel actions which may be taken under existing laws. 
 

Employee Application for Change in Position. (Board Policy GACE) A list of district vacancies is posted 
on the district website as positions are known to be available.  Generally such lists are posted for a 
minimum of five days prior to filling any listed vacancy.  However, a classified employee vacancy may be 
filled prior to the expiration of the five day posting period when, in the opinion of the Director of Human 
Resources, the necessary functional operations of the district will be adversely affected by the vacancy.  
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A classified employee who desires to apply for a change in position must submit an Alio Applicant Portal 
application to the Executive Director of Human Resources.    Any full-time, school-year, or part-time 
employee may apply for a change in position to any department in the district.  Substitutes and those 
employees on temporary employment status must also submit an Alio Applicant Portal Application to 
apply for a change in position.   

Current district employees will be considered along with other applicants for available classified 
positions.  Supervisors will select candidates to interview and make appropriate recommendations to 
the Director of Human Resources, based on interviews and school staffing needs, with respect to filling 
any vacant classified position. The respective supervisor should notify all internal applicants scheduled 
for a personal interview when final action has been taken regarding the vacancy. 
 

Employee Assistance Program (EAP). Dodge City Public Schools contracts with New Chance, Inc. for 
confidential counseling to help employees and/or their family members work through difficult issues 
that may arise in their lives.  Confidential counseling services can help families that may be experiencing 
difficulty with marital, psychological, family, chemical abuse, medical, financial, vocational, and legal 
problems that make it difficult for an employee to perform job duties in a responsible and satisfactory 
manner.  There is no charge for an employee to contact a New Chance counselor, and all such contacts 
are strictly confidential.  However, a New Chance counselor may refer the employee for treatment or 
other services with another agency.  In such a case, the cost would be the responsibility of either the 
individual or the individual's insurance carrier where applicable.  New Chance, Inc. is located at 2500 E. 
Wyatt Earp.  The telephone number is 620-225-0476. 

Employee Expectations.  All district employees are expected to complete employment documents and 
business forms prior to beginning employment with USD 443. Upon accepting a position with the 
district, employees are required to abide by all district policies and guidelines including handbooks, 
written agreements, and other regulations that apply to the position. It is the responsibility of the 
employee to know and process the information provided in the initial district employment packet 
available in the Human Resources office. Employees will be provided with a list of required employment 
documents and shall sign a verification statement following acceptance of a job offer. Employees who 
fail to report absences in advance to their immediate supervisor may be separated from employment.  

Employer Initiated Transfer. Whenever it is deemed necessary and in the best interest of the school 
district, the superintendent or a designee may transfer a classified employee to any classified position 
for which such employee is qualified to perform the employment duties.  Prior to making such a 
transfer, the superintendent or a designee will confer with the classified employee.  Following such 
conference, a final decision will be made concerning the proposed transfer, and written notification of 
such final decision will be sent to the respective classified employee. 

Equal Opportunity Employer. (Board Policy GAAA, Title VII of the Civil Rights Act of 1664, as Amended) 
The district is an equal opportunity employer.  Discrimination on the basis of disability, race, color, 
creed, national origin, sex, age, or religion is prohibited under federal and state law as well as board 
policy.  Consideration for full-time, school year, part-time, and seasonal employment will be based only 
on those factors that directly affect the applicant's ability to perform the job which would not conflict 
with any applicable federal or state law.   
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Equal Employment Opportunity/Affirmative Action Statement. Dodge City Public Schools is an Equal 
Opportunity/Affirmative Action Employer. The District complies with all Federal and state legislation 
prohibiting discrimination on the basis of race, religion, color, national origin, ancestry, sex, age, 
disability and veteran status. In addition, District policies prohibit discrimination on the basis of sexual 
orientation, marital status and parental status. USD 443 does not discriminate on the basis of race, 

color, national origin, sex, age, religion, military status, primary language, and/or disability.  This non-
discrimination policy applies to admission, employment, programs, activities, and providing equal 
access to Boy Scouts and other designated youth groups.  A lack of English language skills will not be 

a barrier to admission and participation in the Career and Technical (vocational) and/or other 
educational programs of the school. 

Evaluation of Classified Employees (Board Policy GCI and GAK) All classified employees should be 
evaluated twice during the first year of employment and at least once a year during subsequent years. 
 
All administrative supervisors are responsible for the evaluation of classified employees under their 
supervision. In the case of district divisions or building departments, the head administrative supervisor 
may delegate evaluation responsibilities to lower level supervisors concerning employees in their 
respective departments; however, such evaluations shall also be signed by the head administrative 
supervisor. Principals are expected to evaluate paraprofessionals. Input may be sought from teachers, 
but teachers are not to be the evaluators. Evaluations of head custodians and kitchen managers should 
have signatures of a principal and the respective district level classified supervisor. 
 
Classified employees should be evaluated on their personal qualities, their commitment to duty, and 
specific work-related skills that are directly related to their job description.  Each employee upon 
request, may receive a copy of the completed evaluation after the employee and the evaluator sign it. 
The supervisor may retain a copy for reference purposes. 
 
In the case of multiple building assignments or work sites where an employee's work is supervised by 
several administrators or supervisors, the evaluating supervisor must collaborate with at least one other 
administrator or supervisor to assist in the completion of the evaluation.  The signature of a second 
administrator must be obtained to indicate agreement concerning the evaluation being completed for 
the employee. 
 
If, in the judgment of the employee, the evaluation is inaccurate, unfair, or incomplete, a response may 
be attached to the evaluation report, and the employee may request a review of the evaluation by the 
superintendent of schools or a designee.  Such a response and/or request shall be made in writing 
within ten working days following the evaluation conference with the supervisor.  A copy of the request 
for review must also be sent to the evaluating administrator for his/her information.  The 
superintendent or the designee shall then review all aspects of the evaluation within five working days 
and render a written judgment concerning the evaluation. 
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 Grievance Procedure (Board Policy GAE) The purpose of this grievance procedure is to provide for the 
prompt and orderly adjustment of grievances of individual employees of the school district at the 
lowest level. 

 
Procedures: 

 Level 1: Grievants shall first take up their grievance with  an immediate supervisor in private 
informal conference(s) within ten working days after the occurrence of the event upon which a 
grievance is based or after the grievant becomes aware of such event.  If the employee is 
dissatisfied with the outcome of the initial private conference(s), a formal conference may be 
requested with an immediate administrative supervisor.  Every effort should be made to 
develop an understanding of the facts and the issues in order to create a climate that will lead to 
a solution. Departments with procedures to involve a grievance committee and/or policy council 
should utilize such resources before the employee proceeds to Level 2. 

 Level 2: In the event that the aggrieved person is not satisfied with the disposition of the 
grievance at Level 1, the matter may be appealed in writing to the superintendent or the 
Superintendent’s designee.   If the grievant appeals the grievance to the superintendent or 
designee, the superintendent or designee shall confer with the grievant in an effort to arrive at a 
satisfactory solution.  If the grievant does not appeal the grievance to the superintendent within 
thirty working days after the formal conference at Level 1, the grievance shall automatically be 
waived.  The decision rendered by the Superintendent or designee shall be the final disposition 
of any grievance.   
 

Health and Safety Issues and Training.  

 Bloodborne Pathogens Exposure Control Plan. Training is provided for all employees and is 
required annually for all employees. Employees are to observe universal precautions. This 
means that all human blood and certain human body fluids are to be treated as if known to be 
infectious with Human Immunodeficiency Virus (HIV), Hepatitis B Virus (HBV), or other 
potentially infectious materials.  Disposable latex gloves or other appropriate protective 
equipment must be used when the potential for exposure to human blood or body fluids is 
present.  Any exposure incident must be reported to an administrative supervisor or school 
nurse for immediate attention and medical referral if necessary.  Information regarding the 
Bloodborne Pathogens Exposure Control Plan can be found in the USD 443 District Safety 
Handbook, accessible at www.usd443.org  

 Emergencies. In case of emergencies, it is most important that employees notify the immediate 
supervisor.  Employees should become familiar with building or department crisis plans that 
have been developed for their assigned locations.  This includes the means of seeking shelter 
and/or exiting the building.  Any work-incurred injury must be reported promptly to the 
supervisor or the personnel office no matter how insignificant it may seem at the time of 
occurrence.  All injuries or accidents that would involve worker compensation must be reported 
within ten days.  See also Worker Compensation. 

http://www.usd443.org/
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 Hazard Communication Program. Training is provided and required annually of all district 
employees. The Dodge City Public Schools Hazard Communication Program informs employees 
of their right to know about chemical hazards in the workplace and how to handle chemicals 
safely. Information regarding the Hazardous Communication Program can be found in the USD 
443 District Safety Handbook, accessible at www.usd443.org  

 Lockout/Tagout Program. The Dodge City Public Schools Lockout/Tagout Program is designed to 
prevent the unintended release of stored energy that may energize machines or equipment. 
Training is provided to affected employees.  A copy of the program will be made available to any 
employee upon request to the supervisor of maintenance or the director of human resources. 

 Sexual Harassment.  (Board Policy GAAC) Sexual Harassment will not be tolerated in the school 
district.  Training is provided and required annually for all employees.  Sexual harassment of 
employees or students of the district by board members, administrators, certificated and 
support personnel, students, vendors, and any other having business or other contact with the 
school district is strictly prohibited. All forms of sexual harassment are prohibited at school, on 
school property, and at all school-sponsored activities, programs, or events. Sexual harassment 
against individuals associated with the school is prohibited, whether or not the harassment 
occurs on school grounds. It shall further be a violation of policy for any employee to discourage 
a student or another employee from filing a complaint, or to fail to investigate or refer for 
investigation, any complaint lodged under the provisions of policy. Violation of the district policy 
by any employee shall result in disciplinary action, up to and including termination. 

Sexual harassment shall include, but not be limited to, unwelcome sexual advances, requests for 
sexual favors, and other verbal or physical conduct of a sexual nature when: 

 submission to such conduct is made either explicitly or implicitly a term or condition of an 
individual’s employment; 

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

 such conduct has the purpose or effect of unreasonably interfering with an individual’s work 
performance or creating an intimidating, hostile, or offensive working environment. 

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

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 
harasser, the employee should discuss the problem with the building principal or the district 
compliance coordinator. Employees who do not believe the matter is appropriately resolved 
through this meeting may file a formal complaint under the district’s discrimination complaint 
procedure (Board Policies GAAB and KN). 

http://www.usd443.org/
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Complaints received will be investigated to determine whether, under the totality of the 
circumstances, the alleged behavior constitutes sexual harassment under the definition outline 
above. Unacceptable conduct may or may not constitute sexual harassment, depending on the 
nature of the conduct and its severity, persuasiveness, and persistence. Behaviors that are 
unacceptable but do not constitute harassment may also result in employee discipline. 

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

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

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

False or malicious complaints of sexual harassment may result in corrective or disciplinary action 
against the complainant. See also Board Policies GAAB, GAAC, and KN. 

 Slips, Trips and Falls. Training is provided and required annually for all employees. Slips, trips and falls 
are the number one reason for a work-place injury in the United States. In general, slips and trips occur 
due to a loss of traction between the shoe and the walking surface or an inadvertent contact with a 
fixed or moveable object which may lead to a fall. Work-related slips, trips and falls incidents can 
frequently result in serious disabling injuries that impact a district employee’s ability to do his or her 
job, often resulting in:  

  Lost workdays 
Reduced productivity 
Expensive worker compensation claims, and 
Diminished opportunity to provide a successful learning environment for district 
students 
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 Bullying Prevention. (Board Policy GAAE, JDDC, KGC) Training is provided and required annually for all 
employees. 

 Suicide Awareness/Prevention. The district will comply with state and/or federal regulations pertaining 
to increasing awareness and prevention of suicide. Training is provided and required annually for all 
employees. 

 Homeless Education. The district will comply with state and/or federal regulations pertaining to 
increasing awareness and education regarding students and/or families that may be homeless and the 
services that may be available to homeless individuals and families. Training is provided and required 
annually for all employees. 

 

Holiday. (Board Policy GCRI) Paid holidays apply only to employees in full-time, half-time and school 
year status.   

 Employees who qualify for full-time, half-time or school year employee status will receive holiday pay as 
approved by the board.  An employee must be in current pay status or have an approved leave request 
for either the day before or the day following the holiday.  All holiday pay is exclusive of Saturdays or 
Sundays.  Employees who need to be in buildings during the Christmas/New Year and Spring 
Break/Easter school vacations may make alternate arrangements with supervisors as necessary.  Time 
sheets should list "holiday" to reflect days as approved.  
 
When a holiday falls on Saturday, it is observed the preceding Friday provided school is not in session.  
When a holiday falls on Sunday, it is observed the following Monday provided that school is not in 
session.  On the day school is dismissed for Thanksgiving, Christmas, and Easter vacations, all full-time 
employees may leave two hours before the end of their regular shift provided school is not in session.  
Employees who need or choose to work the remainder of their shift may take the two hours at a later 
time as approved by the immediate supervisor. 
 
Employees in full-year positions working full-time and half-time, qualify for sixteen paid holidays: 
Independence Day (1), Labor Day (1), Thanksgiving/Christmas/New Year (9), Martin Luther King, Jr. Day 
(1), Spring Break/Easter (3), and Memorial Day (1). The hours regularly worked by the employee 
determine the number of hours each holiday is paid. 
 
Employees in school-year positions working part-time , half- time, and school year who work greater 
than 1040 hours and less than 2000 hours qualify for ten paid holidays: Labor Day (1), 
Thanksgiving/Christmas/New Year (5), Martin Luther King, Jr. Day (1), Easter or Spring Break (2), and 
Memorial Day (1). The hours regularly worked by the employee determine the number of hours each 
holiday is paid. 
 
Beginning with the December 2014 Christmas Holiday and the 2015 Spring Break/Easter Holiday: 
12-month employees will have the following options –with prior principal/supervisor approval – 
regarding any remaining work days that are not included as paid holiday days with the Christmas Holiday 
and the Spring Break/Easter Holiday: 
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 Work the remaining days beyond the paid holiday work days OR 

 Use available vacation and/or personal leave for the remaining days beyond the paid holiday 
work days OR 

 Take the remaining days beyond the paid holiday work days as leave without pay OR 

 Some combination of the above three options. 
It is an option for principals/supervisors to determine that a building/office/department will be CLOSED 
for all/part of the Christmas and/or Spring Break/Easter recess.  The principal/supervisor must be able to 
document and verify the necessity of work, while the principal/supervisor, students, and other staff are 
on recess. 
 
Inclement Weather Provisions. (Board Policy GCR): In the event of school cancellation, classified staff 
shall receive inclement weather days prorated on the number of average daily working hours.  Classified 
personnel who are needed to provide essential services during times of inclement weather are expected 
to work as requested by their immediate supervisor. Such employees would be eligible to receive equal 
time off at a later date and should mark time sheets accordingly.  In the event of an early dismissal due 
to inclement weather, employees will be dismissed and be paid for the balance of the day.  
 
 
Job Classification Review Process. Any classified staff member shall have the right to request a review 
of his/her current job description and job classification.  A management level supervisor may also make 
such a request on behalf of an employee or employee group.  The review is for classification and job 
description analysis purposes only.  It is not to be utilized for requesting an extension of working hours, 
which is strictly a matter for the annual budget review process submitted through the appropriate 
administrator.  A job classification review will involve the following procedures: 
 
The employee and the management level supervisor will review the current job description and propose 
a revision. Such revision must be done within the parameters of approved district classification 
categories. 
 
If the revised job description suggests a reclassification at a higher level, the employee and the 
management level supervisor must prepare written rationale for the proposed reclassification. This 
should include an analysis of job responsibilities in comparison to other existing job descriptions within 
the proposed classification and a study of salary and benefit information paid for similar position in 
other school districts or in private industry unless such rationale is based solely upon the achievement of 
an established educational standard within the same classification category. Any proposed 
reclassification must meet any established educational standard that would exist for the higher 
classification. Any proposed reclassification based upon an established educational standard with the 
same classification category may be sent directly to the director of human resources for approval 
without further action. Such approval shall be effective at the beginning of the next fiscal year unless a 
vacancy for such a position occurs first.  
 
If the employee and management level supervisor are in agreement with the rationale and purpose for a 
proposed reclassification, a written recommendation with all support documentation shall be made to 
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the Cabinet level administrator responsible for the particular department. If either the management 
level supervisor or Cabinet level administrator denies the proposed reclassification, a written copy of 
such denial may be forwarded to the director of human resources for review. 
 
Upon receipt of a recommendation to either approve or deny a reclassification request, the Cabinet 
level administrator shall discuss the recommendation with the director of human resources in light of 
current staffing and budget factors. The results of such discussion, either favorable or unfavorable, shall 
be presented to the Cabinet by the Director of Human Resources for a final determination. 
 
All decisions made by the Cabinet will be final. Prior salary enhancement shall also be reassigned to the 
higher classification unless such classification is done based on obtaining an education standard that 
makes such classification possible. The employee shall be notified of the Cabinet decision by the director 
of human resources or the immediate administrative supervisor. 
 
Job Descriptions. A job description for each classified position is filed in the human resources office.  Job 
descriptions determine the classification level and define the salary range of each position.  
Qualifications and essential functions must align with the standards specified on the district form for the 
particular classification level.  Any classified employee may request a job description for his/her position 
at any time.  If a current job description is not on file, the employee and the appropriate supervisor will 
be requested to draft an updated copy on a standard district form for the respective classification level 
and send it to the human resources office. Standard job description forms for each job classification may 
be requested at any time from the human resources office. Job descriptions should not be randomly 
developed without regard to standard district forms unless approved by the director of human 
resources. 
 
Kansas Public Employees Retirement System. Kansas has mandated policies stating which employees 
are required to participate in the state retirement program.  The guidelines are subject to change at any 
time, but questions about current Kansas Public Employees Retirement System (KPERS) guidelines 
should be directed to the Benefits Specialist. An employee contribution that is determined by current 
statute will be made each payroll period.  The state provides employees with an annual statement each 
year that summarizes contributions and other pertinent details.   

 
Leave Absences and Vacations. (Board Policy GCRH and GCRG) Classified employees may be granted 
leaves and absences according to the approved guidelines listed below.  The length of the average 
working day for each employee determines daily benefits for all leaves and absences. Daily leave 
allowances for each employee will be converted to hourly amounts for computer tracking. 

 Bereavement Leave. (Board Policy GBRH)  Bereavement leave is available for full-time, half-time, 
school year, and part-time employees working 3 or more hours per day on a regular basis.  Such 
leave shall not exceed 10 days per school year to attend the funeral of a relative or close friend 
without deduction from salary. Such annual temporary leave days shall not be cumulative and 
shall be prorated for service of less than one year. 

 Elective and Appointive Leave. Supervisors may grant requests for short term leave to fulfill 
duties related to an elective or appointive office that may require periodic absences to attend 
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state, regional, or national meetings of professional or governmental organizations. No more 
than 3 days per year would be approved for such leave. Any approved requests for elective or 
appointive leave that would exceed the 3-day limit shall result in no payment of salary for the 
time exceeding the limit unless personal leave is used in conjunction with such requests. 

 Family and Medical Leave. (Board Policy GARI) District employees shall be provided family and 
medical leave in compliance with current federal law and regulation.  FMLA leave is calculated on 
a 12 month rolling period which is defined as a calendar year beginning with the 1st granted FMLA 
request and ending the following year.  FMLA also includes a special leave entitlement that 
permits eligible employees to take up to 26 weeks of leave to care for a covered service member 
during a single 12-month period. A covered service member is a current member of the Armed 
Forces, including a member of the National Guard or Reserves, who has a serious injury or illness 
incurred in the line of duty on active duty that may render the service member medically unfit to 
perform his or her duties for which the service member is undergoing medical treatment, 
recuperation, or therapy; or is in outpatient status; or is on the temporary disability retired list. 

Eligible employees with a spouse, son, daughter, or parent on active duty or call to active duty 
status in the National Guard or Reserves in support of a contingency operation may use their 12-
week leave entitlement to address certain qualifying exigencies. Qualifying exigencies may 
include attending certain military events, arranging for alternative childcare, addressing certain 
financial and legal arrangements, attending certain counseling sessions, and attending post-
deployment reintegration briefings. 

Since the integration of these laws and policies can be quite complicated, employees are 
encouraged to review the information on the website and contact the Dodge City Public School’s 
Benefits Specialist for detailed information pertaining directly to their individual situation. 

 Jury Duty. Employees shall be excused for jury duty with no jeopardy to their employment.  
Under this arrangement, the employee may choose to have a pay deduction made for the time 
he/she was absent from duty or to turn in to the district any compensation other than mileage or 
expenses which was received for jury duty during the time he/she would have normally been on 
duty with the district. Time spent for purposes of jury selection that is not compensated by the 
court system should be reported as legal leave. 

 Leave Without Pay. Vacation, holiday, personal and sick leave should provide adequate scope, 
under normal circumstances, to avoid requests for leave without pay. However at the discretion 
of the supervisor and approval of the superintendent, leave without pay may be granted to 
classified employees in circumstances where paid leave is not available or appropriate. 

 Legal Leave. Temporary leave may be granted without loss in pay for legal proceedings that are 
beyond the control of the employee and when an order of the court or duly issued subpoena is 
received. Legal leave for proceedings that the employee initiates for personal business matters is 
unpaid leave unless the superintendent grants specific prior approval. 

 Military Duty. (Board Policy GARID)  Any employee, upon written request to the superintendent, 
shall be granted leave in accordance with federal or state law to cover the length of his/her 
required service in the military forces of the United States. A copy of the appropriate military 
orders shall accompany each request for military leave. All military leave shall be without pay. 
See Board Policy GARID (Military Leave). 
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 Personal Leave.  All classified employees who are eligible for sick leave days will have the 
flexibility to use two (2) of those days per year as personal leave days. Personal leave days will be 
based upon the average number of hours worked per day by each individual and shall not be 
accumulative. 

 Professional Leave. Classified employees may be allowed to attend approved conferences and 

workshops that pertain to the responsibilities of their individual job assignments.  Such requests 
must be submitted for approval on a district conference leave form to the supervising 
administrator and then forwarded to the director of human resources for final approval.  The 
frequency and number of requests will be considered along with availability of budget in 
determining final approval of requests. 

 Sick Leave.  Sick leave shall be granted in accordance with employee status as indicated below.  

The average length of the working day for each employee (8 hours, 7 hours, 6 hours, etc.) 
determines the number of hours of daily sick leave. Daily sick leave benefits for each employee 
will be converted to an hourly amount for computer tracking.  Sick leave days will be applied at 
the beginning of each school year and will be prorated when employment is less than one 
year/school year in length. Sick leave is not eligible to be paid to employee at separation. 

Full-time and Half-time.  An hourly amount equivalent to a maximum of 12 average 
length working days will be granted annually with proration to occur when employment 
is for less than one fiscal year.  An hourly accumulation up to the equivalent of 105 days 
will be allowed.  Any overpayment for a prorated year will be deducted from the final 
paycheck. 

School-Year.  An hourly amount equivalent to one average length working day per 
month will be granted annually with proration to occur when employment is for less 
than one school year.  An hourly accumulation up to the equivalent of 105 average 
length days will be allowed.  Any overpayment for a prorated school year will be 
deducted from the final paycheck.  Positions such as elementary secretary that call for 
an extended school year and summer hours will still be in school year status for paid 
holidays but will have prorated sick leave hours applied according to the length of the 
extended school year or summer work days.  Employees who work less than the 
assigned hours will have sick leave prorated or adjusted accordingly. Other employees 
who work a minimum of 3 hours/day on a regular basis but less than full-time will have 
sick leave allocated in a similar manner. See Employee Status. 

Part-time. Over 3 Hours per Day on a Regular Basis.  An hourly amount equivalent to 
one average length working day per full month worked will be granted annually with 
proration to occur when employment is less than one school year in length. An hourly 
accumulation up to the equivalent of 105 average length days will be allowed. Any 
overpayment for a prorated school year will be deducted from the final paycheck. 

Sick leave may apply to illness or injury of the employee or to the illness or injury of a relative of 
the employee. See also Family and Medical Leave in this section and the Salary Reduction Plan 
section. 
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Employees with accumulating sick leave will be able to keep their accumulation if status should 
change to less than 3 hours per day and/or less than 5 days per week on a regular basis. In such 
cases, no further accumulation would occur, but absences may be paid from a current balance 
as long as the balance remains. Sick leave days shall be credited as of July 1 or when the 
employee begins work for each school year. 

Upon the death of a current classified employee, the beneficiary of that person will receive pay 
for the amount of sick leave that the employee had accumulated or one and one-half additional 
months’ pay from the time of death, whichever is greater. 

 Vacation. (Board Policy GCRH) Only full-time and half-time employees will qualify for paid 
vacation.  Vacation time is earned through June 30 based on the number of months worked 
during each fiscal year, therefore, any leave without pay, whether continuous or in aggregate, in 
any single year of service which exceeds 20 working days, will prorate earned Vacation.  In 
addition periods of leave without pay may also affect the employee’s contributions to and 
benefits payable from the Kansas Public Employees Retirement. On July 1 of each year a full or 
prorated benefit will be credited for use during the following 12 months. An adjustment on 
earned vacation days may be applied for family medical, disability, or worker compensation 
leave.  An employee cannot accrue more than the maximum amount of vacation allowed for any 
particular year of employment.  Vacation time will be prorated for new or separating employees 
who do not complete a full fiscal year of employment on a July 1 through June 30 cycle.  Annual 
maximums are approved in accordance with the following lengths of service. 

  For first year of service . . . . . . . . . . . . .5 days maximum 
  For two through nine years of service. 10 days maximum 
  For ten or more years of service. . . . . .15 days maximum 

All vacations are subject to the approval of the superintendent through the appropriate 
supervisor.  All vacation time must be taken in the twelve-month period following the accrual of 
days on July 1.    No payment of salary in lieu of vacation time will be made except upon 
separation from employment. Days cannot be accumulated beyond the specified maximums 
except for provisions at retirement as described below.  

When an employee retires from the district, payment will be made for all earned vacation days 
that have not been used during the twelve months preceding the date of retirement. This will 
apply even though the number of unused days may exceed normal limits of accumulation. In no 

instance will an employee be paid for any carry-over days upon separation of service from the 

District. Employees are encouraged to take unused vacation days into consideration prior to 
submitting their retirement so that unused days would be within limits of maximum 
accumulation on the last day worked if possible. This provision pertains only to retirement from 
regular employment and is not applicable to normal resignations or other reason for separation 
prior to formal retirement. 

 
Lectures, Meetings and Training Programs. The time employees spend at these programs is not 
considered working time if the following criteria are met: 

 
1. Attendance is outside of the employee’s regular working hours; 
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2. Attendance is voluntary; Voluntary attendance means the activity is not required by the 
employer. 

3. The course, lecture or meeting is not directly related to the employee’s job; and 
4. The employee does not perform any productive work while attending the meeting or program. 

 

Overnight Trips. If a non-exempt employee is required to take an overnight trip, the employee is paid 
for all hours on duty.  If the employee is completely free from duty for a period of time to enable the 
employee to effectively use the time for his or her own purposes, such hours are not considered 
“worked” under FLSA. 
 

Overtime Work/Pay. (Board Policy GCR) Employees will be assigned specific starting and quitting times 
and may perform absolutely no work outside this schedule unless specifically authorized by the 
immediate supervisor. Any employee who works before or after the scheduled starting time without 
authorization is subject to disciplinary action by the immediate supervisor.  

The workweek for classified personnel shall be Sunday through Saturday.  No individual employee may 
work more than forty hours in any workweek unless the overtime work is approved in advance by the 
employee's supervisor. Approved overtime will generally be only for emergency or other unusual 
circumstances.  Overtime should not be approved on a routine basis.  Supervisory personnel responding 
to emergency or hazardous situations requiring prompt attention are exempt from this policy. 

Hours paid for sick leave, approved holidays, or vacation periods do not apply toward hours worked in 
computing overtime pay.  Hourly employees should mark their time sheets according to the actual hours 
worked to show schedules or schedule variations that occur during each week.  Part-time or half-time 
employees working in two or more different departments should turn in separate time sheets for each 
position.  Such employees and their respective supervisors must monitor the accumulation of weekly 
hours so that overtime does not occur without required approval.  All overtime payments are to be 
made according to the current regulations of the Wage and Hour Division of the U.S. Department of 
Labor. See also: Time Sheets. 
 

Physical Examinations. As a condition to entering employment, a new employee that comes into direct 
contact with students may be required to complete a physical examination at the time of employment 
with the district.  If required, the employee must present a Kansas Certification of Health form signed by 
a person licensed to practice medicine and surgery under the laws of any state.  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 
or negative tuberculin skin test. Although an employee may establish freedom from tuberculosis 
through services of the Ford County Health Department, a licensed physician must sign the certificate 
with regard to the physical examination results if a physical examination is required for the job.  The cost 
of completing the initial certification of health shall be the responsibility of the employee.  If at any time 
there is reasonable cause to believe that any such person is suffering from an illness detrimental to the 
health of the pupils, the board may require a new certification of health. 
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Resignation, Retirement and Rehire. (Board Policy GCO).  Classified employees may resign from their 

jobs at any time. Dodge City Public School District makes no claims of continued employment toward 
classified employees.  An initial employment offer, or any statement or representation in this document 
or in any other District communication should be construed as an implied contract of permanent 
employment. Nothing in this document should be read or interpreted as to alter an employee's at-will 
status. Employees who leave the District voluntarily, and in good standing are usually eligible for rehire. 

Any employee rehired who returns to work after a separation of less than one academic year may have 
their benefits reinstated at the level when separation began; less any time owed back to the District. 
Other circumstances may affect the District’s decision to reinstate benefits except for those governed by 
law. 

A former employee who has been rehired after separating employment for more than one academic (1) 
year is considered a new employee. The District is not required to owe any returning employee for 
previous time earned for vacation, sick, etc. 

Retirement Compensation. Classified employees who retire from Dodge City Public Schools after at 
least twenty years of employment may qualify for additional salary during their final year of 
employment if certain criteria related to their job assignments are met. 

Employees in full-time and school year status who have worked a minimum of six hours per day, five 
days per week, and 180 days per year for a minimum of twenty years may be eligible for $2000 
additional salary compensation in their final year of employment. 

Employees in part-time and half-time status who have worked a minimum of 3 hours per day, 5 days per 
week, and 120 days per year for a minimum of twenty years and who do not meet qualifications for full-
time or school year employees may be eligible for $1000 additional salary compensation in their final 
year of employment. 

Such payment shall be made in addition to their normal salary and shall be made as part of the 
employee’s consideration for the last year of service to the school district provided, however, that to be 
eligible for such payment the employee must give written notice to the superintendent of his/her 
intended retirement by May 10 of the year preceding the last school year prior to such retirement. Such 
notice shall be irrevocable upon acceptance by the board. However, the notice deadline may be 
extended to no later than September 1 when, in the sole discretion of the board, circumstances so 
warrant. 

Upon acceptance of an employee's intended retirement letter by the board, the director of human 
resources will prepare the necessary paperwork for the business office so that the correct budget 
amount is encumbered for the following budget year.  The sum will be distributed as salary in each 
monthly paycheck during the last year of employment so that taxes, social security payments, 
retirement benefits, and other applicable business requirements are handled correctly 

 
Rest Periods (Breaks). Rest periods may be flexible due to the individual employee's work schedule; 
however, the daily hours worked allow for rest periods according to the following schedule: 
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   Daily Hours Worked            Rest Periods 
   7 hours or more . . . . . . . 15 min. AM; 15 min. PM 
   4 to 6 1/2 hours . . . . . . . 10 min. AM; 10 min. PM 
   3 1/2 hours or less. . . . . . NONE ----------------- 

It should be noted that breaks are to be included on time sheets as time worked. Employees are not 
permitted to work through break times in order to leave work before the end of their regular shift. 

Salary Enhancement.  Dodge City Public Schools will provide salary enhancement to participating full 
time, part-time, or school year classified staff for college credit or in-service points earned while 
employed by Dodge City Public Schools in accordance with the Classified Staff Development Program.  

Each salary enhancement unit requires a total of 4 college credit hours, 80 in-service points, or an 
equivalent combination of both. The number of points should be established, and a development plan 
should be approved before an employee attends a convention or workshop. Each salary enhancement 
unit will be worth 10 cents per hour in addition to the normal step on the salary schedule. A maximum 
of 10 salary enhancement units (or $1.00 per hour) may be granted. 

 College Credit. The director of human resources must approve any college credit used for salary 
enhancement. College credit completed prior to initial employment or before July 1, 1996, 
whichever is later, shall not be approved except in the case of Bachelor’s Degree credit. An 
explanation of this exception can be found later in this section. Approved college courses will be 
eligible for partial tuition reimbursement when proof of payment for tuition expenses and a 
copy of a passing grade sheet are submitted to the human resources office. The amount of 
payment to be made shall be one half of the tuition expenses charged by Fort Hays State 
University or Dodge City Community College or one half of the amount of tuition actually paid by 
the employee, whichever is less. The applicable tuition rate will be calculated according to the 
rate charged by the institution for the year in which the course was taken. Classified employees 
shall no longer be eligible for district tuition reimbursement when the maximum salary 
enhancement ($1.00 per hour) has been attained, or when a maximum of 60 college hours are 
completed, whichever event occurs first. 

When a supervising administrator and the director of human resources so approve, 20 college credit 
hours from a Bachelor’s Degree earned prior to employment in the district may be applied toward salary 
enhancement for persons in positions that do not require a Bachelor’s Degree. This does not apply to 
positions that require degrees because degree considerations are built into the respective salary 
schedule classifications. No tuition reimbursement would be available for courses taken for a Bachelor’s 
Degree earned prior to employment with the district. The 50-cent per hour salary enhancement from 
the 20 hours would provide one half of the maximum salary of $1.00 per hour as allowed in the district 
salary enhancement guidelines. 

 In-service Points.  In-service points and college hours may be applied to all job classifications. 
However, when an employee changes positions within the district, the following guidelines will 
be observed concerning transfer of in-service points and college credit hours: 
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For positions or classifications which are not determined by college degrees or other required 
certification standards, in-service points and college credit hours that applied to the previous 
classification in the district will transfer to the new position or classification with the corresponding 
salary enhancement unit(s) applying to the new salary assignment.   

For positions or classifications in which a certain college degree, a Child Development Associate 
Credential or similar educational standard is required for a higher salary range within the same job 
classification category, an individual that attains such standard may be reassigned to a higher 
classification while remaining in the same position under certain conditions. Such conditions would 
include a justifiable need for the higher standard in the current position, budget authority, and 
approval by the immediate administrative supervisor and the director of human resources.  Such a 
reassignment would apply to job classification categories such as the Health Services, certain Special 
Services positions, or other classification categories that have degree or other 
education/certification standards to be met for assignment to particular positions and/or salary 
ranges. The change in assignment and salary would generally become effective on July 1 of the 
following fiscal year. When such a reassignment recommendation is made to a higher salary range 
within the same job classification category by attaining a degree or other standard required to hold 
the position, no salary enhancement units from the previous job assignment will transfer to the new 
job assignment. 

In-service points are earned according to the following criteria: 

 A total of 20 in-service points is equal to 1 semester hour of college credit. 

 An approved instructional seat time hour, excluding breaks and meals, that is earned in 
training or workshop sessions is equal to 1 in-service point. 

 A maximum of 20 in-service points per employee per year may be earned in seat time for 
work on each district committee. 

 In-service points can be earned for preparing and presenting programs to fellow employees. 

 No in-service points will be awarded for study/preparation time for employees obtaining 
additional certifications/university hours on transcript. Only the conversion of 20 in-service 
points equal to 1 semester hour of college credit OR appropriate conversion of CEU’s equal 
to in-service points. 

All in-service points used for salary enhancement must be submitted to the Classified Development 
Council (CDC) through the Frontline Professional Growth for approval.  

All in-service points must appear on an official district in-service transcript issued by the in-service 
secretary. Workshop credit such as continuing education units for specialized training must be 
entered into the Frontline Professional Growth in order to appear on a district transcript before it 
will be recognized for salary enhancement purposes. College credit will be accepted from official 
college transcripts. 

A Salary Enhancement Request Form must be submitted to the Director of Human Resources by 
May 31 to assist in budget planning. All work for in-service points to be applied toward salary 
enhancement must be completed, entered in Frontline Professional Growth and approved by the 
Classified Development Council (CDC), no later than June 30. All college credit to be applied toward 
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salary enhancement must be completed, grade issued and official college transcript sent and 
received in the Human Resources Office no later than June  30. The responsibility for meeting the 
deadlines indicated in this section is an individual employee responsibility. Failure to meet the 
deadlines may result in additional salary enhancement not awarded in the designated fiscal year. 

For salary enhancement purposes, an official transcript is required. Grade sheets are not satisfactory 
for maintaining course and grade records in employee personnel files. Transcripts are not 
automatically sent to the Human Resources office. It is not the responsibility of the Human 
Resources Office to request official transcripts for employees. 

Any regular salary schedule changes will be implemented as soon as possible after July 1 or as 
approved by the Board of Education.  

 

Salary Placement. Salary placement is determined by job classification placement on the approved 

range of the current district classified salary schedule.  New employees generally begin on step A of the 
respective range unless salary consideration for similar experience with another employer is 
recommended and approved by both the immediate supervisor and the Administrative Cabinet.   As of 
January 1, 2019, employees will be moved across the columns of the Classified Salary Chart based on 
years of experience in the district. Each July 1, years of service will be reviewed and those with 5 years of 
full-time, uninterrupted service to the district will move from Column A to Column B. Likewise, those 
with 10 years will move from Column B to Column C, those with 15 years will move from Column C to 
Column D, and those with 20+ years will move to column E. Those individuals that were “grandfathered 
in” on January 1, 2019 will continue to receive the same percentage or dollar amount (depending on 
how raises are calculated each year) as those in Columns A-E on the Classified Salary Chart and will 
receive additional column movement if/when movement results in a salary increase. Initial placement 
on the Revised Salary Chart (approved by the Board of Education to be effective 1/1/19) was based on 
full-time continuous years of service in the employee’s primary job. Extra duty is not included in years of 
service calculations. Those employees working less than full-time will not be entitled to column 
movement on a part-time position. Salary increased approved by the Board of Education for all classified 
primary jobs will apply regardless of step placement or placement outside of the salary schedule. This 
process for Salary Placement will be observed under the annual approval and direction of the USD 443 
Board of Education. The salary schedule will be reviewed annually by the board to determine what 
changes and advancements will be approved for the coming year.  Advancement in step will only occur 
on July 1 or as approved by the board. Reclassification recommendations approved by the Board in any 
given fiscal year become effective on the following July 1 unless approved otherwise. 

Salary Reduction Plan. (IRS Section 125) District employees may participate in a salary reduction plan as 
provided by the district.  Programs available for qualified individuals under the plan may include health 
insurance, short term disability insurance, group term life insurance, dependent care services, and 
medical reimbursement.  The plan shall comply with all provisions and rules of the Internal Revenue 
Service.  The companies that provide the insurance benefits are selected either by the board or in 
cooperation with Dodge City NEA.  The board will select the agency to administer dependent care and 
medical reimbursement, and the board will pay any administrative fees for such services. 
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To calculate the salary reduction participation, the salary and benefits for each employee are totaled for 
a gross amount and reduced by the cost of the above benefits selected by the employee, if any.  Taxes 
are calculated on the employee's gross salary after the deduction for the costs of benefits selected, 
resulting in a tax benefit for the employee. 

An annual fringe benefit amount is paid in monthly installments by the board for all qualified full-time, 
half-time and school year classified employees to participate in approved insurance programs offered 
through the district.  The board paid benefit must be applied to qualified benefit options; it cannot be 
taken as cash. Failure to enroll in qualified options will result in forfeiture of the annual fringe benefit 
supplement. However, employees may elect to exceed the minimum participation amount through 
enrolling in a payroll reduction agreement by September 1 of each year.  A participant may elect to 
terminate his/her payroll reduction agreement or modify the benefits elected during a given plan year 
only if his/her family status has changed.  A participant has a change in family status upon marriage, 
divorce, death of a spouse or child, birth or adoption of a child, or termination of employment of a 
spouse.  The participant shall supply written verification to the district of such change and must make 
any termination, election, or other change within thirty days of the date of the change in family status.  
A participant desiring to make such change may discontinue participation or reduce benefits or elect 
new or increased benefits subject to the requirements of the particular nontaxable benefit selected and 
consistent with the change in family status.  In the event that payroll deductions exceed the earned 
wages in any given pay period, it is the responsibility of the employee to submit premium payments to 
the business office in a timely manner to enable premium payments to continue. 

New employees hired after the initial enrollment date have thirty days following the date of their 
employment in which to enroll in the salary reduction program.  A description of benefit coverage can 
be obtained from the Dodge City Public Schools Human Resources Office. 

In the event of extended illness, use of Family and Medical Leave, or depletion of accumulated sick leave 
balances, all payroll deduction or salary reduction commitments will be discontinued when the last 
eligible leave day has been used.  An exception exists only in regard to medical insurance payments as is 
explained in the Family and Medical Leave section of Leaves, Absences, and Vacations.  The district may, 
however, allow the employee to make personal payments to the district prior to payroll dates for 
commitments that the employee would request the district to continue on his/her behalf.  Such 
agreements would be subject to approval by the superintendent. 

 
Separation. (Board Policy GBN) All classified employees serve at the pleasure of the board and may be 
terminated at any time by a majority vote of the board for good reason. As such, an employee who 
wishes to discontinue employment with the district is requested to submit a resignation in writing to the 
supervisor or administrator in charge.  In order to provide for a smooth transition between employee 
assignments, a two week advanced notice is appreciated when possible.   

 Return of District Property. The employee must return all District property prior to the last day of 
work.  This includes laptops, printers, desk/office keys and documentation (electronic and hard 
copy) used for or created for District business.   

The supervisor will complete a Termination Report (AR-13) and initiate the process for a final 
paycheck that may include vacation time if required under District policy.  The employee must 
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contact the Business Office to resolve travel and operational advances owed to the District prior 
to the last day of work.  If an employee has used more sick leave or vacation time than they had 
accrued at the time of termination, the vacation or sick leave used will be recovered from the 
final paycheck.  

 Final Paycheck. When resignations or extended illnesses occur and the employee is no longer 
eligible for salary payments, the final payment of salary shall be determined by multiplying the 
applicable hourly rate times the number of hours for which payment was to be received.  If salary 
has been previously paid on a prorated monthly basis, the amount of past payments will be 
subtracted from the calculated total earnings due in order to determine the amount of the final 
payment.  

 

 Vacation Leave.  When an eligible employee resigns or retires, the employee’s final paycheck 
must include a terminal payment for accumulated vacation hours not to exceed the amount 
earned in one year.  Payment of accumulated vacation hours shall be computed at the 
employee's current compensation rate. If an employee separates employment with the district 
then is rehired, vacation leave starts accruing as if rehire is a new employee to the district. 
 

 Sick Leave or Personal Days.  Employees who resign are not eligible for payment of accumulated 
sick leave and any sick leave used above what was accrued, must be recovered from the final 
paycheck.  For more details on sick leave for regular classified staff, see Leave Absences and 
Vacations/Sick Leave.   

Sick Leave Bank. Following are the guidelines for utilization of the Sick Leave Bank:   

Purpose:  A sick leave bank shall be established to assist classified employees who have 
exhausted the classified employee’s accumulated sick leave, by providing those classified 
employees eligible with additional temporary sick leave days from the bank.   

The Bank:  At the beginning of each school year, the Board of Education will provide a total of 
300* days to the bank to be used as set forth herein.  Unused bank days shall not be 
accumulated from year to year.  

*Employees have no vested ownership in the bank since the expense of the absent employee is 
bore by the district, not contributing employees. The Board retains the right to increase days, 
limit the number of days withdrawn, suspend, or terminate the bank in whole or in part at any 
time. 

Eligibility for Participation:  In order to be eligible to participate in withdrawals from the bank, a 
classified employee must meet all of the following criteria for a catastrophic illness or injury 
which is defined as: a life-threatening condition or combination of conditions affecting the 
mental or physical health of the employee.  This illness or injury does require the services of a 
physician.   

1. In the case of extended catastrophic illness or injury, the classified employee must have 
exhausted all of his/her accumulated personal, vacation and sick leave days. 
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2. Sick leave may apply to illness or injury of the employee outside the workplace or to the 
illness or injury of a relative of the employee.  

3. The classified employee must submit an application for use of bank days to the Human 
Resource Office on a form provided by the office and must submit all additional 
information as requested. 

Procedure:  The eligible classified employee, as determined by the above criteria must file an 
application for use of bank days through the Human Resources Office on the form provided.  
The application should be filed as soon as all of the above criteria have been met, or in advance 
thereof, if medical evidence is available indicating a reasonable expectation that all criteria will 
be met.  The application must be received in the Human Resources Office prior to the last 
contract day of the school year in which the absence occurred.  An application received after 
such deadline will not be considered.  Bank days may not be awarded for days past employee’s 
normal employment schedule. 

Upon receipt of the application, the Human Resources Director will review the application and 
may request additional information prior to rendering a decision of the use of bank days from 
the classified employee, the business office, a physician, or other source to assist in the decision 
making process. 

A doctor’s statement concerning the nature and expected duration of the illness or injury must 
be submitted with applications and include a description of the illness or injury.  All requests 
must indicate the number of sick leave days requested and information related to this request.  
Information requested from the classified employee should be provided as soon as possible. 

Bank days credited to any one individual may not exceed ten (10) days for any one contract 
year.  In the event it is determined that bank days should be credited to the classified employee, 
the Human Resources Director shall determine the date from which such days will be credited, 
and such date may be retroactive to the date of the expiration of the classified employee’s 
chargeable personal, vacation and sick leave days.  Classified employee attendance records, 
physician directive, and/or other employment documents may be used to determine how many 
days may be credited from the bank. 

The classified employee receiving bank days shall be paid for each bank day credited a sum not 
to exceed 75% of the classified employee’s contracted hourly rate excluding supplemental or 
extra duty pay.  However, any daily payments from the bank may be reduced by any worker 
compensation and/or KPERS disability benefits that would be paid for the same day(s).  Any 
combination of such benefits could not exceed the 75% daily rate factor in order to have days 
credited from the bank.  Personal disability insurance plans taken either through district plans or 
private carriers shall not be applicable to the benefit combination as described previously when 
such premium payments are maintained by classified employee option rather than by district 
requirements. 

Criteria for Consideration Include the Following: 
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1. The situation must be of a critical/emergency nature such as an immediate family 
member with a very serious illness where extensive care is required or another family 
crisis when the employee must be away from work.  The emergency leave bank is not 
designed to cover routine family illnesses or circumstances.  Leave without pay may be 
an option in a situation of a non-emergency nature.  

2. In the event of immediate family illness, the employee must have depleted all personal, 
sick, and vacation leave.  

3. In the case of employee illness, the employee must have depleted all personal, sick, 
short-term disability and vacation leave.  In addition, this would be a case in which long-
term disability (full-time employees only) is not available.  

4. The employee must provide physician's certification and/or other appropriate 
documentation for the employee or immediate family member.  

5. The procedure must be administered in an equitable and consistent manner for all 
employees.  

6. Fiscal considerations must be addressed.  
7. The employee must have demonstrated a responsible use of leave over his/her tenure 

at the District.  If this is in question the decision will be made based on the judgment of 
the Sick Leave Bank Committee. 

The following guidelines will be taken into consideration when determining whether bank days 
should be credited; however, the Human Resources Director shall be responsible for 
determining the applicability and appropriateness of such guidelines and may make allowance 
for individual circumstances when it is appropriate to do so.  Factors which may be considered 
in making decisions include but are not necessarily limited to the following: 

 The number of bank days available. 

 The applicability of worker compensation or disability benefits. 

Reasons for Denial.  An employee requesting use of the Sick Leave Bank may have his or her sick 
leave usage audited.  The audit may cover the two years preceding the employee’s request.  
Patterns of absence indicating abuse of sick leave used by the employee will be reviewed, noted, 
and considered.  Patterns of abuse are most often indicated by frequency, duration and time of 
absences.  Illnesses of three or more days will not be considered abuse unless a clear pattern is 
established. 

Family and Medical Leave Act (FMLA):  As with all other leaves granted under the FMLA, such 
leave will run concurrently with any FMLA eligible sick leave granted. 

Application of Agreement Decisions not Grievable:  It is agreed that any and all decisions relating 
to the use of bank days and the interpretation of this agreement shall not be the basis for any 
grievance.  Provided, however, in the event of a denial of all or a portion of the application, the 
Human Resource Director shall provide the applicant with the reasons for the denial, and will 
upon a written request of the applicant received by the Director within five (5) business days of 
the denial meet with the applicant to discuss the reasons for the denial and to consider a review 
of the denial based upon additional information submitted by the applicant. 
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Review:  The Classified sick Bank Committee may request an accounting of the sick leave bank at 
any time and any disputes of days granted may be returned to the bank.  

 

Substitute Classified Employees. Substitute employees are not generally hired for classified staff unless 
the position is one that must be filled to avoid disruption of the daily operation.  An attempt to employ 
temporary substitutes will be made when an extended absence would cause a hardship in the overall 
operation of the building or department.  When temporary substitutes are needed for classified 
positions, payment is to be made according to step A of the respective salary range or according to 
qualifying educational criteria where applicable. 

Supplemental Salary for Fringe Benefits. Full-time, half-time and school year employees may be eligible 
to receive an approved annual supplemental salary for the purchase of fringe benefits corresponding to 
their respective employee status. Newly created positions that are eligible for fringe benefits for 
insurance and that begin mid-year shall have such benefits prorated for the remainder of the fiscal year. 

New full-time classified staff hired after July 1, 2000, will be required to apply the board paid 
supplemental salary for fringe benefit to purchase a minimum of a single health insurance policy in the 
district health insurance program in order to receive the available amount. Failure to participate in at 
least a single health policy would result in forfeiture of any board paid fringe benefit that would apply 
toward such policy. No fringe benefit paid for insurance can be taken as cash. Only full-time employees 
hired prior to July 1, 2000, will be able to maintain supplemental insurance coverage in lieu of district 
health insurance without participating at the required minimum level of health insurance. 

After July 1, 2000, newly hired school year (minimum 9 month) employees must apply any fringe benefit 
amount paid by the Board to an insurance program available through the district IRS Section 125 
Cafeteria Plan. However, such school year employees hired after July 1, 2000, are not eligible to 
participate in the district health insurance plan.  

With the change in administrative regulations in July 2000, the school year employees who were 
enrolled in the district health insurance plan prior to July 1, 2000, were allowed to continue with district 
health insurance coverage. Also at that time, some full-time employees had been using their 
supplemental salary for alternate forms of insurance coverage. Those employees were allowed to 
continue that practice as part of a “grandfathered” agreement. However, those employees were unable 
to receive any increases to the benefits unless they began to participate in the health insurance plan. 
Some employees began to apply all their board paid supplement to the health insurance plan and also 
became eligible for approved increases in the supplement. At that point, the option for alternate 
insurance coverage was no longer available unless at least a single health premium was elected first. 

If any employee begins to participate in the health insurance program, there is no longer an option to 
drop coverage and return to alternate insurance options. No supplemental benefit paid for health 
insurance can be applied to alternate insurance benefits once it has been designated for health 
insurance coverage. Failure to continue health insurance coverage shall result in forfeiture of the board 
paid supplement for that purpose. 
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A part-time or half-time employee who works at least 3 hours per day, 5 days per week, and a minimum 
of 120 days per year will be allowed one sick leave day per full month worked with no annual 
accumulation and no additional paid benefits except as required by law. 

A part-time employee who works fewer than three hours per day and/or less than 5 days per week on a 
regular basis will be paid on an hourly basis with no additional paid benefits except as required by law. 

Other benefits as required by law are provided such as KPERS (retirement) contributions, worker 
compensation and unemployment benefits to qualifying individuals, social security payments, etc.  See 
also KPERS and Worker Compensation sections. 

Additional information can be found under Salary Reduction Plan. 
 
Beginning with the 2015-16 school year, due to the implementation of the federal Affordable Care Act 
(ACA), USD 443 is required to keep track of hours worked for each employee. Employees averaging 30 or 
more hours per week became eligible for the district-paid health insurance benefit effective with the 
October 1, 2015 plan year.  Current regulations require periodic verification of hours work by the district 
to determine eligibility, with the final verification of hours worked completed at the end of July, prior to 
the start of the new health insurance plan year beginning annually on October 1. 
 

Smoking and Tobacco Products. (Board Policy GAOC, KG, JCDAA) No employee, student, or visitor shall 
use any tobacco product in any form in or on any district property, including the Toalson Sports 
Complex.   

Staff Development. Dodge City Public Schools has a Classified Development Council that is responsible 
for recommending in-service guidelines and professional growth activities to the Board of Education in 
order to foster professional growth for classified employees. Under the district in-service plan, 
employees can take workshops and/or college classes to advance their own professional knowledge and 
to enhance payment above regular placement on the district salary schedule. This involves using 
approved development plans submitted to the Classified Development Council through the Frontline 
Professional Growth which includes evidence of professional work completed.  (Board Policy GAD) 

Classified staff members are encouraged to contact the in-service secretary with specific questions 
about program operations and procedures. It is expected that employees will take responsibility for 
their own professional growth in addition to meeting minimum requirements for their job assignments. 
See also: Salary Enhancement, College Credit, and In-service Points.  

Suspension. (Board Policy GCK)The superintendent or designated representative may suspend classified 
employees for cause with pay pending a final determination.  

Time Sheets. Supervisors must not allow employees to work beyond their approved work shift without 
getting supervisor approval and providing an appropriate explanation for the variation from the regular 
work schedule. No “comp time” records are to be kept separate from official work records. Flexibility 
that remains under 40 hours in a week is not a problem as long as the work records accurately reflect 
the time worked. Supervisors are responsible for monitoring hours that employees actually work.  
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If hours are authorized, they must be recorded. Failure to follow the provisions of the Fair Labor 
Standards Act is a violation of the law, and such incidents will be taken seriously with appropriate 
disciplinary measures being applied as needed. The following procedures summarize expectations for 
completing and submitting work records. 

 Work records must be accurate. The actual time of arrival and time of leaving must be reflected 
accurately by using established procedures and time clocks where applicable. 

 Employees must be paid at the rate of time and one-half their regular hourly rate for 
compensable hours over 40 during a work week.  A workweek is composed of a fixed and 
regularly recurring period of 168 hours, or seven consecutive 24-hour periods.  

 The beginning of the workweek may be changed only if the change is intended to be permanent 
and not to circumvent the law.  Each workweek stands alone.  

 Only essential overtime will be approved, and it must have prior approval of the supervisor 
when possible. 

 Only the non-exempt (hourly) classified staff members are eligible for overtime payments; 
certified staff and exempt employees and supervisors are ineligible for overtime. 

Hourly employees may not volunteer for work that is a part of their job description; volunteer work 
must be outside of normal job responsibilities. Qualified volunteer work must be done without coercion 
and must be part-time work of an occasional and sporadic nature. According to the Fair Labor Standards 
Act occasional and sporadic work such as taking tickets for school activities does not qualify for overtime 
if it is not a condition of employment and it is undertaken voluntarily in an assignment that is different 
from regular job responsibilities. 
 

Training, Other. The following training will be conducted annually and classified employees must 
complete the training each year: 

 Slips, Trips and Falls 

 Hazardous Materials 

 Sexual Harassment 

 Bullying Prevention 

 Suicide Awareness and Prevention 

 Bloodborne Pathogens 

 Homeless Education 

Travel Time. The principles that apply in determining where time spent in travel is compensable time 
depend upon the kind of travel involved: 

 Home to work travel – not payable as work time 

 Home to work on special one-day assignment in another city – is payable as work time except 
for the time the employee would normally spend commuting to the regular work site. 

 Travel all in the day’s work – If the travel is part of the principle activity it is payable as work 
time. 
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 Travel away from home community – If an employee is kept away from home overnight the 
District will not consider time spent in travel outside of regular working hours as a passenger on 
an airplane, train, boat, bus, or automobile payable as work time. 

Approved district travel expenses will include lodging and meals should the trip require an overnight 
stay. 

 
 
Work Schedules. The superintendent or a designated supervisor shall establish work schedules and 
assignments for classified personnel. All employees are expected to report to work as directed by their 
designated supervisors. Failure to notify the immediate supervisor in advance of absences may result in 
separation from employment. See also: Attendance, Employee Expectations, and Time Sheets. 
 
Worker’s Compensation. (Board Policy EBAA) All employees of the district shall be covered by worker 
compensation regardless of assignment, length of assignment, and/or hours worked per day. Benefits 
are for personal injury from accident or industrial diseases arising out of and in the course of 
employment in the district. Benefits help pay for medical treatments and part of any income the 
employee may lose while recovering.  The law prescribes specific benefits depending on the 
circumstances of each case.   

If an accident occurs on the job, the employee should notify the immediate supervisor and seek medical 
care as necessary through the provider authorized by the district. Injuries during the day should be seen 
at Western Plains Express Care, 112 Ross Blvd. in Dodge City. If a serious injury occurs during an evening 
or on a weekend, an employee should see the physician on call at the Western Plains Hospital 
emergency room. If the employee seeks treatment from a doctor not authorized by the employer, the 
employer or its insurance carrier is only liable up to $500. 

The employee must file a written report through the immediate supervisor within 10 days of the 
accident in order to avoid a possible denial of the claim by the insurance provider. (Within 24 hours is 
recommended to expedite processing.) Any extension of time would require just cause for the delay and 
would not exceed 75 days.  Section I of the Dodge City Public Schools Worker Compensation 
Accident/Injury Report is to be completed by the employee; Section II of the report is to be completed 
by the supervisor and sent to the Human Resources Office.  The information will be reported through 
the Human Resources Office to the worker compensation carrier. Copies of all correspondence from the 
employee, the insurance provider, and the medical providers should be sent to the human resources 
office to maximize communication and record keeping on behalf of the employee. 

For the latest information on benefit levels, the employee may contact the Claims Advisory Section at 
the Kansas Division of Workers Compensation in Topeka at 1-800-332-0353 or 1-785-296-2996. 

District policy permits an employee to receive combined worker compensation benefits and salary 
allowed under sick leave or other available leave, but such combined daily compensation shall not 
exceed the regular daily rate of pay. The district salary portion from sick or other available leave shall be 
determined by the difference between the disability payment and the assigned daily wage. The 
corresponding number of hours shall be deducted from any accumulated sick leave or other available 
leave until such leave is used. It is the responsibility of the employee to contact the payroll department 
to coordinate the use of any available leave balances with the payment of worker compensation 
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benefits. When all appropriate leave is used, the employee will only receive the applicable worker 
compensation benefit until the end of the benefit period. 

Qualified injuries or illnesses must arise out of and in the course of employment. An injury that occurs as 
a result of the natural aging process or by the normal activities of day-to-day living is not defined as 
being directly caused by employment. Injuries that occur to employees while engaged in recreational or 
social events are also excluded. Participation in such events is an option of the employee when there is 
no work-related requirement to attend and where the injury did not result from the performance of 
tasks related to normal job duties or to specific instructions by the employer. 
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USD 443 Sick Leave Bank 

                                   Application for Use of Sick Bank Days 
 

Applications to use the emergency leave bank will be processed in accordance with the emergency leave bank 
procedures in the Leave Section of the Negotiated Agreement, Classified Handbook or the Administrative 
Handbook. Applicants should consult the appropriate document for additional information.  

Please send completed form and physician’s statement to  

the executive director of Human Resources at 1000 N. 2
nd

 Avenue. 

Date of Application      Personnel ID Number   
   

Name      Position     Location 
   

Number of Days Requested for Reimbursement  (not to exceed actual unpaid days; 
maximum 10)  

Have you previously used the sick Leave Bank?   Yes  No   If yes, what are the date(s) and 
reason(s) for prior use?           
    

My reason for Leave is (check):     Personal Illness   Illness of relative (certified Only)     

Is this a work related injury or illness?  Yes   No  

Have you applied for or received disability from Social Security, Worker’s Compensation or KPERS?     
Yes  No 

If yes, please attach an explanation of your eligible benefits      
   

Employee Statement/ Explanation: (A physician’s statement may be attached in lieu of or in addition to 
an employee statement. A release to return to work is requested for all employee illness or injuries.) 
             
             
             
             
             
             
  

First date due to this condition was:    Date of Return to Work:   
   

Paid (Contract) Days Missed:   Unpaid Days:  *Date accumulated leave expires 
   

Physician’s Name:     Address:      Phone 
#:    
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Physician’s Signature:     (as requested) 
* In order to be eligible for reimbursement from the emergency leave bank, an employee must have exhausted all 
accumulated illness, vacation, and personal leave days.  
(To be completed by Sick Leave Bank Administrator) 

Request is disapproved for the following reason(s):  
  Condition does not meet definition     All earned leave not exhausted 
  Insufficient Medical information for determination     Additional medical clarification or input required 

 
Disapproval      Date    

 
Request is approved        # Days/Hours Approved 
   
Comments            
             
             
       
The above employee is eligible for emergency sick leave consideration and sufficient hours exist in the Sick Leave 
Bank to support this application. Records indicate the employee’s accrued leave was or will be exhausted as of 
___________. 

 
Approval      Date    



42 
 
 
 

Elementary and Early Childhood Attendance Centers 

 Bright Beginnings Early Childhood Center 
200 Comanche –620-371-1220 

A.C.Barker, Principal/EHS-HS Director 

barker.arthur@usd443.org 

Sheila Hermocillo, Education & Disabilities Specialist 

hermocillo.sheila@usd443.org  

Bianca Alvarez, Family & Community Specialist 

alvarez.bianca@usd443.org 

Kathy Gemaehlich EHS Specialist/Kansas Parents as 

Teachers Coordinator 

gemaehlich.kathy@usd443.org 

Betsey Morin, Fiscal Specialist 

moran.betsey@usd443.org 

            Beeson Elementary 

1700 W. Beeson Rd. – 620-471-2113 
Martha Mendoza, Principal 

mendoza.martha@usd443.org 

          Central Elementary 
1100 Central Avenue – 620-471-2104 

Cherry Deges, Principal 
deges.cherry@usd443.org 

         Linn Elementary 
1900 W. Linn St. – 620-471-2114 

Amy Olivares, Principal 
olivares.amy@usd443.org 

            Miller Elementary 
1100 Avenue G – 620-471-2102 

Tim Skinner, Principal 
skinner.tim@usd443.org  

     Northwest Elementary 
2100 Sixth – 620-471-2115 
Kim Armstrong, Principal 

armstrong.kim@usd443.org  

                Ross Elementary 
3001 6th Ave – 620-471-2103 

Amy Loder, Principal 
loder.amy@usd443.org 

Jayne Diaz, Assistant Principal 
diaz.jayne@usd443.org   

               Soule Elementary 
401 Soule Street – 620-471-2116 

Greg Preston, Principal 
preston.greg@usd443.org 

        Sunnyside Elementary 
911 Sunnyside – 620-471-2112 

John Montford, Principal 
montford.john@usd443.org 

        Wilroads Gardens Elementary 
11558 E. Main Rd. – 620-471-2101 

Erica Teran, Principal 
teran.erica@usd443.org  

 

Middle School Attendance Centers 

Comanche Middle School     Dodge City Middle School 
Rachael Pitchford, Principal     2000 Sixth Avenue—620-471-2100 
pitchford.rachael@usd443.org     Faye Wells, Principal 
        wells.faye@usd443.org 
Justin Briggs, Assistant Principal/Athletic Director  Pam Algrim, Assistant Principal 
briggs.justin@usd443.org     algrim.pam@usd443.org 
        Gilbert Still, Assistant Principal/Athletic Director 
        still.gilbert@usd443.org 

mailto:barker.arthur@usd443.org
mailto:hermocillo.sheila@usd443.org
mailto:alvarez.bianca@usd443.org
mailto:gemaehlich.kathy@usd443.org
mailto:mendoza.martha@usd443.org
mailto:deges.cherry@usd443.org
mailto:olivares.amy@usd443.org
mailto:skinner.tim@usd443.org
mailto:armstrong.kim@usd443.org
mailto:loder.amy@usd443.org
mailto:diaz.jayne@usd443.org
mailto:preston.greg@usd443.org
mailto:montford.john@usd443.org
mailto:teran.erica@usd443.org
mailto:pitchford.rachael@usd443.org
mailto:briggs.justin@usd443.org
mailto:still.gilbert@usd443.org
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High School Attendance Center 

Dodge City High School 
2201 Ross Blvd. – 620-471-2110 

Jacque Feist, Principal 
feist.jacque@usd443.org 

Michael Martinez, Associate Principal 
martinez.michael@usd443.org 

Patrick Crowdis, Assistant Principal 
crowdis.patrick@usd443.org 

Camilla Hartzler, Assistant Principal 
hartzler.camilla@usd443.org  

Brian Myers, Assistant Principal 
myers.brian@usd443.org 

Amy Herter, Assistant Principal 
herter.amy@usd443.org 

Jonathan Hansen, Assistant Principal 
Hansen.jonathan@usd443.org 
Jay Gifford, Athletic Director 

gifford.jay@usd443.org  
Shawn Steiner, Activities Director 

steiner.shawn@usd443.org  
 

Alternative and Therapeutic Attendance Centers 

                  Alternative Education 
200 Comanche – 620-371-1275 

Jason Scheck, Principal 
scheck.jason@usd443.org 

                      Therapeutic Education 
200 Comanche – 620-225-2076 Ext 3237 

Brian Hastings, Director 
hastings.brian@usd443.org

 

Central Administration Information 

            Superintendent of Schools 
Dr. Fred Dierksen, Superintendent of Schools - 620-371-1070 

dierksen.fred@usd443.org  
 
 

District Safety Officer 
Shawn Lampe 

lampe.shawn@usd443.org 
620-371-1000 

      Employee Benefits 
Marcia Gutierrez, Benefits Specialist - 620-371-1040 

gutierrez.marcia@usd443.org 

mailto:feist.jacque@usd443.org
mailto:martinez.michael@usd443.org
file://home/admhome/NANCE_RAMONA/Handbooks/crowdis.patrick@usd443.org
mailto:hartzler.camilla@usd443.org
mailto:myers.brian@usd443.org
mailto:herter.amy@usd443.org
mailto:herter.amy@usd443.org
mailto:Hansen.jonathan@usd443.org
mailto:Hansen.jonathan@usd443.org
mailto:gifford.jay@usd443.org
mailto:steiner.shawn@usd443.org
mailto:scheck.jason@usd443.org
mailto:hastings.brian@usd443.org
mailto:dierksen.fred@usd443.org
mailto:lampe.shawn@usd443.org
mailto:lampe.shawn@usd443.org
mailto:gutierrez.marcia@usd443.org
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         Payroll Services 
Chris Smith, Payroll Supervisor - 620-371-1020 

smith.chris@usd443.org 

 District Compliance, ADA, Title IX Coordinator 
Dr. Ramona Nance, Executive Director of Human Resources - 620-371-1004 

nance.ramona@usd443.org 
 

USD 443 Non-Discrimination Statement 

USD 443 does not discriminate on the basis of race, color, national origin, sex, age, religion, military status, 
primary language, and/or disability.  This non-discrimination policy applies to admission, employment, programs, 
activities, and providing equal access to Boy Scouts and other designated youth groups.  A lack of English language 
skills will not be a barrier to admission and participation in the Career and Technical (vocational) and/or other 
educational programs of the school. 

Grievance Procedure 

USD 443 has adopted an internal grievance procedure providing for prompt and equitable resolution of complaints 
alleging noncompliance with Section 504 of the Rehabilitation Act of 1973 in any program or activity administered 
by the District. The following have been designated as Section 504 Coordinators: 

Title VI, Age Discrimination Act, Section 504 or other pertaining to Employment:  Executive Director of Human 
Resources, 1000 2ndAvenue, Dodge City Kansas 67801 (620) 371-1004. 

American Disabilities Act, Section 504 or other pertaining to facilities:  Executive Director of Business & 
Operations, 1000 2nd Avenue, Dodge City Kansas 67801 (620) 371-1001. 

Title IX, Section 504 or other pertaining to students:  Assistant Superintendents of Elementary or Secondary 
Education, 308 W. Frontview, Dodge City, Kansas 67801, (620) 227-1763. 
 
Any person who believes he or she has been subjected to discrimination on the basis of disability in a program or 
activity administered by USD 443 may file a grievance under this procedure. Retaliation against a person who files 
a complaint of discrimination on the basis of disability pursuant to the grievance procedure, or persons who 
participate in related proceedings, is prohibited. 
 
               Procedure: 

 Grievances must be submitted to the appropriate Section 504 Coordinator within 30 calendar days of 
the date the person filing the grievance becomes aware of the alleged discriminatory action. 

 A complaint must be in writing, containing the name and address of the person filing it. The complaint 
must state the problem or action alleged to be discriminatory and the remedy or relief sought. 
A complaint form is available. 

 The Section 504 Coordinator (or his/her designee) shall conduct an investigation of the complaint. This 
investigation may be informal, but it must be thorough, affording all interested persons an 
opportunity to submit evidence relevant to the complaint. The Section 504 Coordinator will maintain 
the files and records of the USD 443 relating to such grievances. The Section 504 Coordinator shall 
maintain the confidentiality of the person who files a complaint. 

 The Section 504 Coordinator will issue a written decision on the grievance no later than 30 days after 
its filing. 

mailto:smith.chris@usd443.org
mailto:nance.ramona@usd443.org
http://www.usd443.org/files/filesystem/DISCRIMINATION%20COMPLAINT%20FORM1.pdf
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The availability and use of this grievance procedure does not prevent a person from filing a complaint of 
discrimination on the basis of disability with the U.S. Department of Education, Office for Civil Rights, 8930 Ward 
Parkway, Suite 2037, Kansas City, Missouri, 64114, (816) 268-0550. 
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Dodge City Public Schools PO Box 460 - 1000 N Second Ave 
Dodge City, KS 67801 
www.usd443.org 
USD 443 - HR Department, 620-371-1004 

 
 

 
 
 
 
 
 

Your Information. Your Rights. 

Our Responsibilities. 
This notice describes how medical 

information about you may be 

used and disclosed and how you 

can get access to this information. 

Please review it carefully. 

 
 
 
 
 
 
 

 

When it comes to your health information, you have certain rights. This section explains your 

rights and some of our responsibilities to help you. 

Get a copy of your  

health and claims records 

• You can ask to see or get a copy of your health and claims records and other 

health information we have about you. Ask us how to do this. 

• We will provide a copy or a summary of your health and claims records, usually 

within 30 days of your request. We may charge a reasonable, cost-based fee. 

Ask us to correct health 

and claims records 

• You can ask us to correct your health and claims records if you think they are 

incorrect or incomplete. Ask us how to do this. 

• We may say “no” to your request, but we’ll tell you why in writing within 

60 days. 

Request confidential 

communications 

• You can ask us to contact you in a specific way (for example, home or office 

phone) or to send mail to a different address. 

• We will consider all reasonable requests, and must say “yes” if you tell us you 

would be in danger if we do not. 

continued on next page 

Your Rights 

http://www.usd443.org/
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Ask us to limit what 

we use or share 

• You can ask us not to use or share certain health information for treatment, 

payment, or our operations. 

• We are not required to agree to your request, and we may say “no” if it 

would affect your care. 

Get a list of those with 

whom we’ve shared 

information 

• You can ask for a list (accounting) of the times we’ve shared your health 

information for six years prior to the date you ask, who we shared it with, 

and why. 

• We will include all the disclosures except for those about treatment, 

payment, and health care operations, and certain other disclosures (such as 

any you asked us to make). We’ll provide one accounting a year for free but 

will charge a reasonable, cost-based fee if you ask for another one within 

12 months. 

Get a copy of this 

privacy notice 

• You can ask for a paper copy of this notice at any time, even if you have 

agreed to receive the notice electronically. We will provide you with a paper 

copy promptly. 

Choose someone 

to act for you 

• If you have given someone medical power of attorney or if someone is your 

legal guardian, that person can exercise your rights and make choices about 

your health information. 

• We will make sure the person has this authority and can act for you before 

we take any action. 

File a complaint if 

you feel your rights 

are violated 

• You can complain if you feel we have violated your rights by contacting us 

using the information on page 1. 

• You can file a complaint with the U.S. Department of Health and Human 

Services Office for Civil Rights by sending a letter to 200 Independence 

Avenue, S.W., Washington, D.C. 20201, calling 1-877-696-6775, or visiting 

www.hhs.gov/ocr/privacy/hipaa/complaints/. 

• We will not retaliate against you for filing a complaint. 

Your Rights continued 

http://www.hhs.gov/ocr/privacy/hipaa/complaints/
http://www.hhs.gov/ocr/privacy/hipaa/complaints/
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For certain health information, you can tell us your choices about what we share. If you 

have a clear preference for how we share your information in the situations described below, talk to us. Tell 

us what you want us to do, and we will follow your instructions. 

In these cases, you have 

both the right and choice 

to tell us to: 

• Share information with your family, close friends, or others involved in 

payment for your care 

• Share information in a disaster relief situation 

• Contact you for fundraising efforts 

If you are not able to tell us your preference, for example if you are 

unconscious, we may go ahead and share your information if we believe it is 

in your best interest. We may also share your information when needed to 

lessen a serious and imminent threat to health or safety. 

In these cases we never 

share your information 

unless you give us 

written permission: 

• Marketing purposes 

• Sale of your information 

 
 

 

How do we typically use or share your health information? We typically use or share your health 

information in the following ways. 

Help manage 

the health care 

treatment you 

receive 

• We can use your health information 

and share it with professionals who are 

treating you. 

Example: A doctor sends us information 

about your diagnosis and treatment plan 

so we can arrange additional services. 

Run our 

organization 

• We can use and disclose your 

information to run our organization 

and contact you when necessary. 

• We are not allowed to use genetic 

information to decide whether we 

will give you coverage and the 
price of that coverage. This does 

not apply to long term care plans. 

Example: We use health information 

about you to develop better services 

for you. 

Pay for your 

health services 

• We can use and disclose your health 

information as we pay for your health 

services. 

Example: We share information about 

you with your dental plan to coordinate 

payment for your dental work. 

Administer 

your plan 

• We may disclose your health information 

to your health plan sponsor for plan 

administration. 

Example: Your company contracts with us 

to provide a health plan, and we provide 

your company with certain statistics to 

explain the premiums we charge. 

continued on next page 

Your Choices 

Our Uses and Disclosures 
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How else can we use or share your health information? We are allowed or required to share 

your information in other ways – usually in ways that contribute to the public good, such as public health and 

research. We have to meet many conditions in the law before we can share your information for these purposes.  

For more information see: www.hhs.gov/ocr/privacy/hipaa/understanding/consumers/index.html. 

Help with public health 

and safety issues 

• We can share health information about you for certain situations such as: 

• Preventing disease 

• Helping with product recalls 

• Reporting adverse reactions to medications 

• Reporting suspected abuse, neglect, or domestic violence 

• Preventing or reducing a serious threat to anyone’s health or safety 

Do research • We can use or share your information for health research. 

Comply with the law • We will share information about you if state or federal laws require it, 

including with the Department of Health and Human Services if it wants to 

see that we’re complying with federal privacy law. 

Respond to organ and tissue 

donation requests and work 

with a medical examiner or 

funeral director 

• We can share health information about you with organ procurement 

organizations. 

• We can share health information with a coroner, medical examiner, or 

funeral director when an individual dies. 

Address workers’ 

compensation, law 

enforcement, and other 

government requests 

• We can use or share health information about you: 

• For workers’ compensation claims 

• For law enforcement purposes or with a law enforcement official 

• With health oversight agencies for activities authorized by law 

• For special government functions such as military, national security, 

and presidential protective services 

Respond to lawsuits and 

legal actions 

• We can share health information about you in response to a court or 

administrative order, or in response to a subpoena. 

 

We never market or sell your personal information. 

 
 

• We are required by law to maintain the privacy and security of your protected health information. 

• We will let you know promptly if a breach occurs that may have compromised the privacy or security of your 

information. 

• We must follow the duties and privacy practices described in this notice and give you a copy of it. 

• We will not use or share your information other than as described here unless you tell us we can in writing. If you 

tell us we can, you may change your mind at any time. Let us know in writing if you change your mind. 
 

For more information see: www.hhs.gov/ocr/privacy/hipaa/understanding/consumers/noticepp.html. 

 

Changes to the Terms of This Notice 

We can change the terms of this notice, and the changes will apply to all information we have about 
you. The new notice will be available upon request, on our web site, and we will mail a copy to you. 

 

Our Responsibilities 

http://www.hhs.gov/ocr/privacy/hipaa/understanding/consumers/index.html
http://www.hhs.gov/ocr/privacy/hipaa/understanding/consumers/noticepp.html
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06-01-2019 

 

 

This Notice of Privacy Practices applies to the following organizations. 

 

USD 443--Dodge City Public Schools 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

USD 443 - HR Department, Phone: 620-371-1004 

 


