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This handbook is being developed in an attempt to clarify, standardize, and bring 
consistency to the rules, regulations, and policies that govern the employment 
and working conditions of the classified or support staff (such as clerical, 
custodial, food service, teachers’ aides, and transportation employees) who work 
for the Pike Valley U.S.D. #426 school system.  Everything contained in this 
handbook must conform to all State and Federal laws as well as policies and 
regulations developed and established by the Kansas State Board of Education 
and the Board of Education of Pike Valley U.S.D. #426 Republic County, Kansas. 
 
Included in this handbook are policies, regulations, and practices that pertain to 
leaves, holidays, vacations, and other items that affect the working conditions of 
classified staff.  The terms and conditions of this handbook are a part of the 
employment contract between the Board of Education of Unified School District 
# 426 and the classified employee.  It is important that each classified employee 
read and understand the contents of this handbook.  If, after reading this 
handbook, there are any unanswered questions, or if anything is not clear, the 
employee should discuss it with the immediate supervisor.  It is intended to 
continue the use of programs outlined in this handbook and to improve benefits 
and revise policies and procedures whenever it appears that such changes are 
practical.  Employees are encouraged to make recommendations and comments 
to the immediate supervisor that might benefit the students, staff and patrons of 
this school district. 
 
Job descriptions have been developed for every position of employment in the 
school district.  As in any job, these requirements may change as time goes on.  It 
will be necessary to review, revise, and up-date these job descriptions in order to 
keep them current with the actual day-to-day operations of the school district.  
Each job description indicates the name or position of the employee’s immediate 
supervisor whenever there is a question or concern; the employee should first 
communicate with the immediate supervisor. 
 
Pike Valley U.S.D. #426 does not discriminate on the basis of race, religion, color, 
national origin, gender, age or disability in admission or access to, or treatment 
or employment in its programs and activities.  If anyone feels discriminated 
against, that person should immediately notify the Superintendent of Schools. 
 
I’d like to take this opportunity to convey how important the classified staff is to 
the operation and mission of our school district.  Education simply could not 
succeed without the diligence, cooperativeness, and commitment of the bus 
drivers, cooks, custodians, secretaries, and teacher’s aides.  We are all in this 
business together and only by working hand-in-hand can the best possible 
education be delivered to the children of our district. 
 

Steve Joonas, Superintendent 
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KANSAS PUBLIC EMPLOYEES RETIREMENT 
SYSTEM 
 
 
For information on Kansas Public Employees Retirement System (KPERS) please visit their website at 

https://www.kpers.org/ or contact Board Clerk, Ashley Brzon. 
 

EMPLOYMENT INFORMATION/PAYROLL 
PROCEDURES 
 
Equal Opportunity Employer 
Unified School District No. 426 does not discriminate on the basis of sex, race, 
color, national origin, disability, or age in admission or access to, or treatment or 
employment in, its programs or activities.  Any question regarding the District’s 
compliance with Title IX, or Section 504 may be directed to the Superintendent 
of Schools, 101 School St., Scandia, KS 66966.  (785) 335-2206. 
 
Confidentiality 
Information learned at school or related to the school district should be handled 
in a confidential manner and be discussed only with appropriate school 
personnel.  Violations of this rule, which violate the privacy rights of specific 
individuals, could result in disciplinary action being taken against the employee, 
including termination. 
 
Bloodborne Pathogen Exposure Regulations 
The Board of Education has adopted a Bloodborne Pathogen Exposure Plan, 
which conforms to Current Occupational Safety and Health Administration 
standards and regulations of the Kansas Department of Human Resources 
(KDHR). 
 
The School District will make the Hepatitis B vaccine and vaccination series 
available to any employee of the district who has occupational exposure and falls 
within Category I of the exposure determination.  In light of the OSHA directive 
in early July 1992, indicating that persons who render first aid only as a 
occasional duty, responding solely to injuries resulting from work place incidents, 
generally at the location where the injury occurred may be offered post-exposure 
vaccination rather than pre-exposure vaccination, the district will make the 
hepatitis B vaccine and vaccination rather than pre-exposure vaccination, the 
district will make the Hepatitis B vaccine and vaccination series available to 
employees in categories II and III  within 24 hours of possible exposure to HBV. 
 
The Hepatitis B vaccination and any medical evaluation required before the 
vaccine can be administered will be provided to the employee at no cost.  The 
Republic County Health Department will administer the vaccine to employees of 
the district at the Republic County Health Department, 1206 18th St., Belleville, 
Kansas.  Although booster does of Hepatitis B vaccine are not currently 

https://www.kpers.org/
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recommended by the U.S. Public Health Service, if such booster doses are 
recommended, in the future, the district will make the booster does available at 
no cost to all employees who have occupational exposure. 
 
Freedom of Information 
Recent Kansas Legislature has amended the Kansas Open Records Act.  As an 
employee you need to be aware of the possible ramifications that these changes 
will have to you personally.  By law all school districts in Kansas are required to 
provide information to the public that requests it.  The Freedom of Information 
Officer in Pike Valley USD #426 is Steve Joonas.  If upon written notice the 
officer receives a request for personnel information the following is required to be 
provided. 
1. Name of Employee 
2. Position Held 
3. Annual Salary 
4. Length of Employment 
 
We are not required and will not provide the following information. 
1. Employee Addresses 
2. Employee Telephone Numbers 
3. Employee Health Insurance/Cancer Insurance etc Purchases 
4. Employee Recommendation Letters 
5. Employee Transcripts 
6. Employee Discipline Records 
 
Questions related to this item may be discussed with the Freedom of Information 
Officer. 
 
Workers Compensation 
All classified employees of the district shall be covered by workers compensation.  
Workers compensation coverage is provided for all employees regardless of 
assignment, length of assignment, and/or hours worked per day.  Benefits are for 
personal injury from accident or industrial diseases arising out of and in the 
course of employment in the district. 
 
The workers compensation plan will provide coverage for medical expenses and 
wages to the extent required by statute to those employees who qualify; however, 
the amount of workers compensation benefits and sick leave benefits shall not 
exceed a regularly daily rate of pay.  An employee using sick leave, or other 
available leave, in combination with workers compensation will be charged for 
one full or partial day of sick leave, as provided for in the sick leave policy, for 
each day of absence until the employee’s sick leave is exhausted. 
 
Any employee who is off work and drawing compensation shall be required to 
provide the clerk of the board with a written doctor’s release before the employee 
is allowed to return to work.  In addition, should the employee be released to 
return to work by a doctor and fail to do so, all benefits under sick leave shall be 
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ended and those benefits under workers compensation shall be restricted and 
provided by current statute. 
 
Compensation will not be allowed for social or recreational injuries where there is 
no duty required by the employer that the employee is required to attend the 
event which results in the injury. 
 
1. When a job-related injury or illness occurs which is covered by workers 

compensation, the following procedure is to be followed. 
 
2. Notify your Direct Supervisor and USD 426 Board Clerk as soon as possible. 
 
3. Employee must complete the “Employee Report of Accident” and return to the 

district office. 
 
4. Supervisor must complete and return their report of the accident. 
 
5. Any witnesses to the accident must complete and return a report of the 

accident. 
 
6. Do not file a job-related accident on your individual health insurance 

program.  Indicate it is a workers compensation claim and all bills should be 
forwarded to the district office. 

 
While statute requires that the report of an injury be made within ten (10) days of 
the accident (or the workers compensation claim is barred), the district’s workers 
compensation insurance company requests that all claims be turned in within 
twenty-four hours of the incident.  If you have failed to turn your claim in time, 
and you can show just cause, an extension of the reporting period can be 
requested. 
 
Payroll Procedures 
Every classified employee is required to maintain, sign, and submit a time card to 
the immediate supervisor on a form provided by the school district.  Since so 
much depends on the information written on the time card, it is important that it 
be accurate.  After the immediate supervisor has checked the time card for 
accuracy, it is then forwarded to the administrative office and prepared for 
payment. 
 
A workweek for Unified School District No. 426 begins at 12:00 midnight on 
Sunday and ends at 11:59 p.m. on Saturday.  Overtime is paid at the rate of time-
and-a-half only when the employee works more than 40 hours in any one-work 
week.  Time is to be kept to the nearest quarter of an hour.  No overtime is to 
be worked unless prior approval is obtained from the immediate 
supervisor. 
 



8 

 

Payroll checks will be distributed on the 15th of each month.  If the 15th falls on a 
Saturday, Sunday, or Holiday, the checks will be distributed on the last working 
day preceding the 15th. 
 
All payroll periods end on the last day of the month.  Time cards are to be 
completed, signed by the employee, and submitted to the immediate supervisor 
on the following day.  The immediate supervisor is to review, check for accuracy, 
sign and forward all time cards to the administrative office by the end of the third 
day of the month. 
 
Additional Pay 
Full time bus drivers are expected to keep their buses in good condition.  The 
district will pay the bus driver $15.00 each time the bus is washed.  Additionally 
at the end of the school term when a bus driver details their bus they will be paid 
$50.00.  In both incidents this work must be noted on their time card.  A verbal 
request is not acceptable. 
 
Those bus drivers who house their diesel buses at their homes in the winter 
months will receive $75.00 per season to keep these units plugged in. 
 
Bus drivers who attend the monthly safety meetings will be paid $10.00 per hour.  
When bus drivers attend CPR or First Aid classes they will be paid $10.00 an 
hour. 
 
Food service employees will be paid $10.00 per meeting of the WCCR.        
 

FRINGE BENEFITS 
 
Fringe Benefit 
USD 426 will pay up to $500.00 a month towards a single full health insurance 
policy for each classified employee who participates in Unified School District 
#426 health insurance program up to the age of 65.  At age 65, the classified 
employee will move to Medicare Health insurance program supported by the 
district paying up to $500.00 a month towards the premium.   
   
Physicals 
The school district will pay for the cost of a physical for bus drivers who are 
required to have a bus driver physical. 
 
Uniforms 
Full-time Custodian staff will be responsible for purchasing two sets of 
shirt/trouser uniforms per school year.  The employee will be reimbursed up to 
$125.00 per school year upon purchasing the uniforms themselves and 
submitting their receipts to the district office for reimbursement. 
 
Full-time Food Service staff will be responsible for purchasing shirts for their 
uniform per school year.  The Full-time Food Service staff will be reimbursed up 
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to $125.00 per school year upon purchasing the uniforms themselves and 
submitting their receipts to the district office for reimbursement. Part-time Food 
Service staff will be reimbursed up to $50.00 per school year upon purchasing 
the uniforms themselves and submitting their receipts to the district office for 
reimbursement. 
 
IRS Section 125 Cafeteria Plan 
Employees who work more than 17 ½ hours a week may reduce their salary and 
wages by an annual amount up to the maximum allowed by law for a pre-tax 
allocation toward the following benefits: 
 
1. Group Health and Hospitalization Insurance 
2. Supplemental Health Care Insurance (Cancer or Intensive Care) 
3. Salary Protection Insurance 
4. Group Term Life and Accidental Death and Dismemberment Insurance 
5. Licensed Child and Day Care Services 
6. Medical Reimbursement  
 
Any unexpended money committed by the employee for one of these benefits 
remaining at the end of the contract year shall revert to the Board.  Each 
employee may execute the salary reduction agreement once each year during the 
month of August.  The deductions will become effective with the October payroll 
check.  After this annual allocation is made for each selected benefit, the only 
change, which will be made, is one that is allowed by the Internal Revenue 
Service Code. 
 
Voluntary tax-sheltered Annuities 
Pursuant to K.S.A. 72-8603 and Internal Revenue Service Code Section 403(b), 
any classified employee may voluntarily reduce their individual salary and 
contribute to a tax-sheltered annuity up to the maximum allowed by law.  
Classified employees will be allowed to initiate and/or change their contributions 
once each year during the month of August that will be effective with the 
September payroll check. 
 
Optional Group Life – KPERS 
If you are covered by the KPERS group life plan, you are eligible for Optional 
Group Life Coverage.  If you purchase the additional coverage, it can be 
continued throughout your active employment with any employer who has 
affiliated to provide this coverage.  Enrollment in the Optional Group Life plan 
must be done within 14 days of the membership date.  Coverage begins the first 
day of the month that the employer deducts the premium. 
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Leaves 
 
Sick Leave 
On the first day of the fiscal year, each eligible employee shall be granted twelve 
days of sick leave, three days will be designated discretionary leave for the fiscal 
year. The unused discretionary will revert to sick leave. Sick leave can be carried 
over to the next year.  
 
The employee may use their sick leave immediately upon returning to work for 
the school year.  Sick leave shall be taken according to the employee’s hourly 
workday. 
 
Each classified employee wishing to use sick leave should request its use on the 
form provided by the school district.  The form will be submitted to the 
immediate supervisor who will indicate approval or denial and, if approved, will 
forward the form to the Superintendent of Schools.  The Superintendent, or his 
designee, will approve or deny the request and communicate the decision to the 
employee and immediate supervisor.  Any classified employee may be required to 
provide evidence necessary to establish that the employee is entitled to use sick 
leave credits under the circumstances of the request.   
 
Sick leave with pay shall be granted only for the following reasons: 
1. Illness or disability of the classified employee including personal appointment 

with a physician, dentist or other recognized health practitioner; which 
cannot be done other than during the working day. 

2. Illness, disability, or death of a family member and a family member’s 
personal appointments with a physician, dentist or other recognized health 
practitioner when the illness, inability or appointment reasonably requires the 
employee to be absent from work, which cannot be done other than during the 
working day. 

3. Legal quarantine of the employee; or 
4. The adoption of a child by an employee or initial placement of a foster child in 

the home of an employee, when the adoption or initial placement reasonably 
requires the employee to be absent from work. 

 
Sick leave is available for the personal illness of the employee or the illness of the 
employee’s spouse, child, grandchild, parent or the parent or child of the 
employee’s spouse. 
 
If the Superintendent of Schools has evidence that a classified employee cannot 
perform the employee’s duties because of illness or disability, if the employee has 
accumulated sick leave, and if the employee refuses or fails to apply for sick leave, 
the employee’s sick leave, may require use of any accumulated vacation leave, the 
Superintendent may request a written release by a licensed health or mental 
health care professional ultimately responsible for patients health care before the 
employee is allowed to return to work.  If the classified employee has exhausted 
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all sick leave and accumulated vacation leave, the Superintendent may grant the 
employee leave without pay. 
Sick Leave Bank 
 
At the beginning of the 2021-2022 school term and each school term thereafter, 
the board shall accept donations of days into a district wide sick leave bank.  Each 
full time staff member will be allowed to donate one day each school term to the 
sick leave bank.  The maximum number of days allowed in the sick leave bank 
will be 90 days. 
 
Staff wishing to donate one day of their sick leave to the bank shall do so by filing 
a form with the Clerk of the Board by the end of August each school term.  The 
Clerk of the Board will maintain proper records of such donations. 
 
Only those employees that donate into the sick leave bank will be eligible to 
withdraw from the bank.  Requests to withdraw from the sick leave bank shall be 
made to the building principal.  The building principal will then take the request 
to the sick leave committee.  The sick leave committee for the Elementary will 
consist of the Elementary Principal, Jr/Sr High School Principal, and one high 
school teacher in the association.  The High School committee will consist of the 
Jr/Sr High School Principal, Elementary Principal, and one teacher from the 
Elementary in the association.  Each application of withdrawal from the sick 
leave bank shall be for blocks of five days at a time.  The maximum number of 
days to be granted to an individual employee is ten days per school term, unless 
the committee approves more in an emergency.   
 
Following every two-year cycle the sick leave bank could feasibly be at the 
maximum of 90 days.  If that is the case, one day of sick leave shall be granted 
back to those employees who donated to the sick leave bank, therefore allowing 
new staff an opportunity to donate a sick day to the bank at the beginning of the 
next school term. 
 
 
Bereavement and Legal Leave 
Classified employees shall be granted the same Bereavement and Legal leave days 
as granted to the certified staff by way of their negotiated agreement. 
 
Bereavement and Legal leave shall be granted on the first day of the fiscal year 
and may be used by the employee upon return of their duties for the school year. 
 
Each classified employee wishing to use Bereavement or Legal leave shall request 
its use on the form provided by the school district.  The form will be submitted to 
the immediate supervisor who will indicate approval or denial, and if approved 
will forward the form to the Superintendent of Schools.  The Superintendent or 
his designee will approve or deny the request and communicate the decision to 
the employee and immediate supervisor. 
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Bereavement leave is paid leave in the event of the death of a member of the 
family covered by sick leave. Bereavement leave is limited to three days per 
occurrence. Bereavement leave will be deducted from available paid leave. 
 
Family and Medical Leave 
Family and medical leave as required by federal law shall be granted for a period 
of not more than twelve (12) weeks during a twelve (12) month period.  For 
purposes of this policy, a twelve (12) month period shall be defined as a fiscal 
year beginning on July 1 and ending the following June 30.  Spouses employed by 
the district may only take an aggregate of twelve (12) weeks of leave for a birth or 
adoption of a child or to care for a child with a serious health condition. 
 
Leave is available because of 
 
1. The birth of a son or daughter of the employee and to care for the son or 

daughter. 
2. The placement of a son or daughter with the employee for adoption or foster 

care. 
3. The need to care for a spouse, son, daughter or parent of the employee 

because of a serious health condition. 
4. A serious health condition of the employee that prevents the employee from 

performing the job functions.  (Leave for reason 1. or 2 must be taken within 
twelve (12) months of the birth or placement.) 

 
The leave shall normally be unpaid leave.  However, if the employee has any paid 
vacation, emergency, or sick leave that is available for use because of the reason 
for the leave, the paid leave shall be used first and counted toward the annual 
family and medical leave.  The superintendent will notify the employee prior to or 
during the period of leave that the leave has been designated as paid family and 
medical leave. 
 
The employee is eligible for family and medical leave upon completion of twelve 
(12) months of service in the district and employed at least 1,250 hours during 
the preceding year. 
 
During the period of any unpaid family and medical leave the Board shall 
continue to pay the employer’s share of the cost of group health benefits in the 
same manner as immediately prior to the leave.  The employee shall pay any 
employee portion of the cost to the clerk of the board on the payroll date or other 
time as the employee and superintendent agree.  The board may terminate group 
health insurance coverage if the employee payment is not received within thirty 
(30) days of the due date. 
 
When leave is foreseeable, the employee shall give written notice thirty (30) days 
in advance.  If leave is not foreseeable, notice will be given as soon as practical. 
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Upon the employee providing notice of need for leave, the employer will notify 
the employee of: 
1. The reasons that a leave will count as family and medical leave. 
2. Any requirements for medical certification. 
3. Employer requirement of substituting paid leave. 
4. Requirements for premium payments for health benefits.  
5. Right to be restored to same or equivalent job. 
6. Any employer required fitness-for-duty certifications. 
 
Family leave (reasons 1 or 2) may not be used intermittently or on a part-time 
basis without prior approval of the superintendent.  In the event that Federal Law 
adjusts the above stipulations or guidelines, the Federal Law will supersede all 
district guidelines. 
 
Leave without Pay 
Each classified employee wishing to use leave without pay shall request its use on 
the form provided by the school district.  The form will be submitted to the 
immediate supervisor who determines whether approval of each request is for the 
good of the service and will indicate approval or denial, and if approved will 
forward the form to the Superintendent of Schools, The Superintendent, or his 
designee, will approve or deny the request and communicate the decision to the 
employee and immediate supervisor.  The Superintendent may request use of 
accumulated vacation leave, and if appropriate, accumulated sick leave, before 
approval of leave without pay.  Any classified employee may be granted leave 
without pay for a reasonable period of time consistent with the effective 
fulfillment of the employee’s duties.  Any leave that exceeds thirty (30) calendar 
days shall be reported to the board. 
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Personal Leave 
New 12 month employees will receive 1.5 days of personal leave after 6 months of 
employment.  They will receive an additional 1.5 days of personal leave after 12 
months of employment.  (board approved 02.12.2018) 
 
On the first day of the fiscal year, each eligible employee shall be granted a total 
of ten days of sick leave and three days of personal or discretionary leave.   
 
Personal leave shall be taken according to the employee's hourly workday.  
Personal days may be used on 'snow-days' when school is not in session in order 
to be paid. 
 
Each classified employee wishing to use personal leave should request its use on 
the form provided by the school district.  The form will be submitted to the 
immediate supervisor who will indicate approval or denial and, if approved will 
forward the form to the Superintendent of Schools.  The Superintendent, or his 
designee, will approve or deny the request and communicate the decision to the 
employee and immediate supervisor.  In the event that the request is to use 
personal days for snow days, the proper documentation must still be completed.  
Personal leave does not accumulate from year to year. 
 
Unauthorized Leave 
Use of unauthorized leave shall be entered into the classified employee’s 
personnel and time records.  Habitual or flagrant use of unauthorized leave shall 
be grounds for disciplinary action, including dismissal. 
 
When a classified employee takes unauthorized leave, the Superintendent of 
Schools shall determine whether use of accumulated leave credits shall be 
allowed, whether leave without pay shall be granted, or, in a case of habitual or 
flagrant use of unauthorized leave, whether a salary decrease, suspension, 
demotion, dismissal or other disciplinary action shall be proposed or taken. 
 
Paid Holidays 
Classified employees will be granted Holiday Leave with pay in accordance to the 
following schedule: 
 
12 Month Employee 

 Labor Day  

 Thanksgiving and the day after 

 Christmas Eve and Christmas Day 

 New Year’s Day 

 Good Friday 

 Memorial Day 

 4th of July 
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If a holiday falls on a Saturday, the employee will be given Friday off (with pay) 
and if the holiday falls on a Sunday, the employee will be given Monday off (with 
pay). 
 
If any classified employee is eligible for vacation leave and if any of the above 
scheduled holidays occur within the period of an employee’s vacation, those days 
shall not be charged against the employee’s vacation credits. 
 
Paid Vacation 
New 12 month employees will be eligible for 5 days of vacation with pay after six 
months of employment.  They will be eligible for 5 more days of vacation with pay 
after 12 months of employment.  (board approved 02.12.2018) 
 
Each classified employee who is on a 12-month contract shall be entitled to two 
weeks of vacation with pay, which shall be granted on the first day of the fiscal 
year.  In no case shall overtime worked be factored in as the amount of vacation 
allowed. 
 
Any employee hired during the school year term will have their vacation days 
prorated according to the amount of months worked.   
 
Sick Leave for Personal Leave 
Classified employees may gain one additional day of personal leave by forfeiting 
two sick leave days.  A classified employee must be employed by USD 426 for two 
years to use this provision. 

 

9 Month Employee 

 Labor Day 

 Thanksgiving Day 

 Christmas Day 

 New Year’s Day 

 Good Friday 
 

10 and 11 Month Employee 

 Labor Day 

 Thanksgiving Day 

 Christmas Day 

 New Year’s Day 

 Good Friday 

 Memorial Day 
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Job Description-Cook 
 
Purpose:  The Cook assists in the supervision of food preparation and supervises 

kitchen operations.  To accomplish these tasks the Cook must work closely with 
the staff and administration of UASD No. 426. 

 
Responsible to: Building Principal 
 
Payment Rate: Cooks will start at a salary commensurate with qualifications and 
experience. 
 
Qualifications: 
1. High school diploma or equivalent. 
2. Experience in large-scale food preparation and kitchen management. 
3. Health and Inoculation Certificate on file in the Central Office (after employment 

offer is made). 
4. Desire to continue career improvement. 
 
Essential Functions: 
1. Assist in the supervision of kitchen operations. 
2. Ensure that all activities conform to district guidelines. 
3. Communicate effectively with members of the school district and community. 
4. React to change productively and handle other tasks as assigned. 
5. Appropriately operate all equipment as required. 
6. Support the value of an education. 
7. Support the philosophy and mission of U.S.D. No. 426. 
8. Physical Requirements/Environmental Conditions 
9. Requires prolonged sitting or standing. 
10. Requires physical exertion to manually move, lift, carry, pull, or push heavy objects 

or materials. 
11. Requires stooping, bending, and reaching. 
12. Must work in noisy and crowded environments. 
13. Must work in and around fumes and odors. 
 
General Responsibilities 
1. Assist in kitchen operations. 
2. Assist in directing the activities of other employees. 
3. Assist in the training of employees. 
4. Prepare food and clean kitchen equipment. 
5. Maintain proper sanitary safety practices and standards. 
6. See that district policies are observed during all activities. 
7. Keep abreast of new information, innovative ideas and techniques. 
8. Adhere to all district health and safety policies, including all precautions of the 

Bloodborne Pathogens Exposure Control Plan. 
9. Other duties as assigned by the Administrative Staff. 
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Job Description- Bus Driver 
 

Purpose:  The bus driver will provide a safe and positive transportation to and from 
school. 
 
Responsible To: Superintendent 
 
Payment Rate: Bus drivers will be paid according to the rate set forth by the Board of 
Education. 
 
Qualifications: 

 
1. High school diploma or equivalent. 
2. Health and Inoculation Certificate on file in the Central Office (after employment 

offer is made). 
3. Desire to continue career improvement. 
4. Essential Functions: 
5. Assist in facilitating the personal, social, and intellectual development of students. 
6. Ensure that all activities conform to district guidelines. 
7. Communicate effectively with members of the school district and community. 
8. React to change productively and handle other tasks as assigned. 
 
Physical Requirements/Environmental Conditions: 
 
1. Must work in noisy and crowded environments. 
 
General Responsibilities: 
 
1. Transport students of the district to and from school. 
2. To hold an approved Commercial Drives License as required by law. 
3. To adhere to and observe all the provisions of the Vehicle Code and all regulations 

prescribed by the State Department of Public Instruction and the Traffic Safety 
Department of the State Highway Commission. 

4. Become familiar with traffic laws of the state. 
5. To keep bus clean and check daily to see that equipment is in good condition. 
6. To submit evidence of having passed a physical examination 
7. Receive an annual health certificate issued for Kansas school bus drivers and 

completion of a first aid course. 
8. To be responsible for the conduct of pupils while in the bus under the direction of the 

superintendent of schools. 
9. To follow school bus routes and schedules as furnished by the school administrators 

and approved by the board. 
10. To attend an area school for school bus drivers for which the board shall pay the 

expenses of the bus driver while attending such meeting. 
11. To perform such other related services as may be mutually agreed upon. 
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Job Description - Custodian 
 
Purpose:  The Custodian provides a safe, attractive, comfortable, and clean 

environment to ensure full and productive use of district facilities.  To 
accomplish these tasks the Custodian must work closely with the staff and 
administration of U.S.D. No. 426. 

 
Responsible to: Building Administrator 
 
Payment Rate: Custodians will start at a salary commensurate with qualifications and 
experience. 
 
Qualifications: 
1. High school diploma or equivalent. 
2. Health and Inoculation Certificate on file in the Central Office (after employment 

offer is made). 
3. Ability to understand chemical hazards. 
4. Ability to work independently without supervision. 
5. Desire to continue career improvement. 
6. Knowledge of minor electrical, plumbing, and heating and air conditioning repair 

work. 
 
Essential Functions: 
1. Provide a safe, attractive, comfortable, and clean environment to ensure full and 

productive use of district facilities. 
2. Ensure that all activities conform to district guidelines. 
3. Communicate effectively with members of the school district and community. 
4. React to change productively and handle other tasks as assigned. 
5. Appropriately operate all equipment and machinery as required. 
6. Support the value of an education. 
7. Support the philosophy and mission of U.S.D. No. 426. 
 
Physical Requirements/Environmental Conditions: 
1. Requires physical exertion to manually move, lift, carry, pull or push heavy objects 

or materials. 
2. Requires stooping, kneeling, crawling, bending, turning, and reaching. 
3. Requires climbing and balancing, 
4. Must work indoor and outdoors year-round. 
5. Must work in noisy and crowded environments. 
6. Must work in and around dust, fumes, and odors. 
 
General Responsibilities: 
1. Keep building and premises (including sidewalks, driveways, play area, and parking 

lots) neat and clean at all times. 
2. Clean classroom and office floors daily.  Dump pencil sharpeners.  Dump trash and 

replace bags.  Dust furniture.  Line up desks.  Clean blackboards, markerboards, 
erasers, and chalk trays.  Clean classroom sinks. 
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3. Clean corridors each day.  Dust lockers, wash and repair as needed.  Clean drinking 
fountains daily. 

4. Mop restroom floors and clean all sanitary fixtures daily.  Clean mirrors.  Fill soap, 
towel, and toilet dispensers. 

5. Sweep bleachers, stage and stairs.  Mop as needed. 
6. Throughout the building, replace light bulbs as needed, Remove gum, tape, and 

marks from floor and walls.  Dust walls as needed.  Clean air return and vent louvers 
as needed.  Dust window ledges.  Buff and recoat floor as needed.  Wash windows 
inside and outside at least twice each year and more frequently if necessary. 

7. Perform minor electrical, plumbing, heating and air conditioning repairs. 
8. Sweep, shovel, and sand walks as appropriate. 
9. Open and close buildings each day. 
10. Raise the United States and Kansas flags before school commences and take down 

the same after closing. 
11. Regulate heat, ventilation, and air conditioning systems to provide temperatures 

appropriate to the season and to ensure economical usage of fuel, water, and 
electricity. 

12. Check emergency lights and fire extinguishers, fill in date and initial the tag. 
13. Check daily to ensure that all exit doors are open and all panic bolts are working 

properly during the hours of building occupancy. 
14. Ensure that all doors and windows are secured and all lights are turned off (except as 

necessary for safety reasons) at the close of school each day. 
15. Immediately report unauthorized persons to the Principal. 
16. Immediately report damaged school property to the Principal. 
17. Move furniture or equipment as directed. 
18. Make building repairs and promptly report needed major repairs to the Principal. 
19. See that district policies are observed at all times. 
20. Keep abreast of new information, innovative ideas, and techniques. 
21. Adhere to all district health and safety policies, including all precautions of the 

Bloodborne Pathogens Exposure Control Plan. 
22. Other duties as assigned by the Administrative Staff. 
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Job Description - Central Office Secretary 
 
Purpose:  The central office secretary provides office and clerical support to assist with 

the efficient operation of the school district.  To accomplish these tasks the 
Central office Secretary works closely with the staff and administration of U.S. D. 
No. 426. 

 
Responsible to:  The Superintendent and Board Clerk 
 
Payment Rate: Central office secretary will start at a salary commensurate with 
qualifications and experience. 
 
Qualifications: 
1. High school diploma or equivalent. 
2. Health and Inoculation Certificate on file in the Central Office (after employment 

offer is made). 
3. Experience as a secretary. 
4. Demonstrated typing and filing skills. 
5. Experience in using various computers and computer programs. 
6. Desire to continue career improvement. 
 
Essential Functions: 
1. Provide office and clerical support to assist with the efficient operation of the school 

district. 
2. Ensure that all activities conform to district guidelines. 
3. Communicate effectively with members of the school district and community. 
4. React to change productively and handle other task as assigned. 
5. Appropriately operate all equipment as required. 
6. Support the value of an education. 
7. Support the philosophy and mission of U.S. D. No. 426. 
8. Requires prolonged sitting or standing. 
9. Screen visitors and telephone calls, directing them to the appropriate 

person/department. 
10. Compose, type and copy correspondence, reports, bulletins, records and other 

materials. 
11. Obtain, gather, and organize pertinent data as needed. 
12. Take and transcribe oral dictation. 
13. Maintain an orderly filing system. 
14. Schedule appointments, make travel arrangements, and assemble material for 

meetings. 
15. Assist in planning meeting agendas, and assist in preparing meeting summaries. 
16. Keep abreast of new information, innovative ideas and techniques. 
17. Adhere to all district health and safety policies, including all precautions of the 

Bloodborne Pathogens Exposure Control Plan. 
18. Other duties as assigned by the Board Clerk or Superintendent. 
 



21 

 

Job Description - School Secretary 
 
Purpose:  The school secretary provides office and clerical support to assist with the 

efficient operation of the school.  To accomplish these tasks, the secretary works 
closely with the staff and administration of each attendance center. 

 
Responsible to: Principal 
 
Payment Rate: School secretary will start at a salary commensurate with 
qualifications and experience. 
 
Qualifications: 
 
1. A high school diploma or equivalent. 
2. Health and inoculation certificate on file in the central office (after employment offer 

is made). 
3. Experience as a secretary. 
4. Demonstrated keyboarding and filing skills. 
5. Experience in using various computers, computer programs and office machines. 
6. Knowledge of and experience in bookkeeping and accounting. 
7. Possess valid and current Kansas driver’s license. 
8. Desire to continue career improvement. 
 
Essential Functions: 
 
1. Provide office and clerical support to assist with the efficient operation of the school 

and district. 
2. Ensure that all duties are conducted according to district guidelines. 
3. Communicate effectively with members of the school district and community. 
4. React to change productively and handle other task as assigned. 
5. Appropriately operate all equipment as required. 
6. Maintain confidentiality. 
7. Support the philosophy and mission of U.S.D. No. 426. 
8. Physical Requirements/Environmental Conditions: 
9. Requires prolonged sitting or standing. 
10. Must work in noisy and crowded environments. 
11. Requires repetitive fine-motor functions. 
 
Performance Responsibilities: 
 
1. Greet all visitors courteously, determine their needs, and direct or escort them to the 

proper person. 
2. Answer office telephone positively and respond appropriately to requests for 

information. 
3. Screen and route incoming mail. 
4. Compose, type, and copy correspondence, reports, bulletins, records, and other 

materials. 
5. Obtain, gather, and organize pertinent data as needed. 
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6. Maintain an orderly filing system. 
7. Schedule appointments, make travel arrangements, and assemble material for 

meetings. 
8. Maintain student records as required and process requests for such records. 
9. Process all changes and adjustments in student’s schedules, type enrollment cards, 

report cards, etc. 
10. Maintain all student attendance records. 
11. Assist in preparation of the school calendar. 
12. Submit rosters to other schools as needed. 
13. Prepare rosters and programs for sports and other activities. 
14. Process all paperwork involving enrollment of new students. 
15. Assist in preparation of graduation programs, award certificates, and activity 

handbooks. 
16. Verify quantities delivered of materials and distribute to staff. 
17. Send free and reduced lunch approvals/denials to parents, and maintain accurate 

records. 
18. Call parents to confirm absences. 
19. Distribute office passes and notes as directed. 
20. Maintain and submit a daily log of school hours completed. 
21. Assist with hiring substitutes, record staff absences, and submit staff reports to the 

Principal. 
22. Coordinate the Parent/Teacher Conference schedule. 
23. Receipt organizational funds, lunch money and other building monies and make 

deposits in a timely fashion when appropriate. 
24. Summarize and balance entries recorded in ledger at the end of the each month. 
25. Reconcile checks with bank statement and verify bank balance with statement. 
26. Maintain confidentiality of all information and records relating to students and staff. 
27. Maintain an attractive and efficient working area while ensuring smooth operation of 

the office. 
28. Within district guidelines administer first aid/medications to children. 
29. Assume responsibility for collection and dissemination of all forms of mail. 
30. Adhere to all district health and safety policies, including all precautions of the 

Bloodborne Pathogens Exposure Control Plan. 
31. Maintain professional confidentiality in all areas. 
32. Perform other duties as assigned by the principal. 
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Job Description - Teacher Aide 
 
Purpose: The Classroom Aide assists the Instructor in creating a positive learning 

environment to facilitate the personal, social, and intellectual development of 
students. To accomplish these tasks, the Classroom Aide works closely with the 
staff and administration of U.S.D. No. 426. 

 
Responsible To: Principal 
 
Payment Rate: Classroom aides will start at a salary commensurate with 
qualifications and experience. 
 
Qualifications: 
1. High School diploma or equivalent. 
2. Health and Inoculation Certificate on file in the Central Office (after employment 

offer is made.) 
3. Desire to continue career improvement. 
 
Essential Functions: 
1. Assist in facilitating the personal, social, and intellectual development of students. 
2. Assist in establishing a positive learning environment, and respond to the individual 

needs of students. 
3. Ensure that all activities conform to district guidelines. 
4. Communicate effectively with members of the school district and community. 
5. React to change productively and handle other tasks as assigned. 
6. Appropriately operate all classroom equipment. 
7. Support the value of an education. 
8. Support the philosophy and mission of U.S.D. No. 426. 
9. Physical Requirements/Environmental Conditions 
10. Must work in noisy and crowded environments. 
 
General Responsibilities 
1. Assist in the instruction and supervision of students. 
2. Assist students with remedial work. 
3. Tutor students as directed. 
4. Assist with small group instruction. 
5. Monitor student progress. 
6. Grade papers and assists with recordkeeping. 
7. Prepare instructional materials and supplies for use. 
8. Attend staffing and general staff meetings. 
9. Assist in the maintenance and inventory of materials. 
10. Work effectively with students, teachers, parents, community agencies, and other 

groups. 
11. See that district policies are observed during all activities. 
12. Keep abreast of new information, innovative ideas and techniques. 
13. Adhere to all district health and safety policies, including all precautions of the 

Bloodborne Pathogens Exposure Control Plan. 
14. Other duties as assigned by the Instructor, Principal, or other administrative staff. 
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All classified employees must sign and return this page to the USD 
426 District office.  

 

 

I (employee’s name)        have read 

the USD 426 Classified Employee handbook and agree to follow the 

guidelines as presented in the handbook.  

 

Signed         Date    


