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INTRODUCTION 
 
 
This handbook is designed to assist the Douglass classified staff as a quick reference to important 
employment information whether required by law, regulation, board policy or practice. 
It is not intended to take the place of the board policy handbook but rather help clarify and identify the 
important elements for the classified staff.  This handbook has been approved by the board of education, 
making the contents part of enforceable district policy.  
 
The hope is that communications will continue to improve between administration and staff.  Through 
this improved communications the best atmosphere for learning will be nurtured.   
 
 
 This handbook is not an employee contract.  Further, this handbook is not to be considered as either 

an express or implied contract between the school district and the employee. 
 
 Anytime the superintendent is mentioned in this manual, his/her designee is implied. 
 
 As a condition of employment, employees agree to follow rules and regulations which have been 

adopted by the board. 
 
 This handbook may be changed or modified and items added or deleted at any time as recommended 

by the superintendent and approved by the board. 

 

Classified employees are employees-at-will and employment may be terminated at any time, with or 
without cause.  Classified employees employed pursuant to a written contract may still be employees-at-
will in accordance with the written contract and employment may be terminated as provided in the 
written contract. 
 
Though an attempt has been made to include as much information as possible, members are encouraged 
to call or correspond with the school administration any time questions arise or more information is 
needed. 
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Welcome to the Douglass Schools classified handbook.  The buildings, faces, and names all 

change, but one thing never changes, the proud tradition of Douglass Schools.  Parents beam 

with pride each year as they send us their very best.  It is our job to take pride in the work we do 

and to provide the best we can for our students. Pride is defined as, “A sense of one’s own proper 

value or dignity, having SELF-RESPECT.”  “Taking pride in one’s accomplishments and 

abilities, regardless of the level reached, breeds success.”  To have true pride in the job that you 

do means that you will do well!  The same applies to students in their endeavors.  They must 

learn from us how to take pride in all they do.  We are their teachers, role models, and 

encouragers we are the ones that they count on.  Whether you are a teacher, coach, or classified 

employee, you are pivotal in shaping the lives of our youth. What an awesome responsibility we 

have!  This handbook is a guide to all of the important employment information and policies in 

the district. 

 

       Rob Reynolds, Superintendent 
 

 
Equal Opportunity Employer 

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

 
The board shall hire employees on the basis of ability and the district’s needs.  See “Recruitment”.  
  

 
Mission Statement 

 

Douglass Schools – USD 396 Vision 
 

The vision and purpose of Douglass USD 396 is to provide a safe environment with engaging and 
rigorous instruction where all students can reach their highest potential. 

  

 

Douglass Schools – USD 396 

Board of Education Mission 
 

The mission of the Douglass Board of Education is to set policy which will have a vision for the future.  
This vision will assist and challenge teachers in educating our youth in accordance with the expectations 
of state and federal law, while being responsive to community beliefs.  It will strive to bring out the 
talents and capabilities of all who are involved within the school district. 

 

 

 
 

 
Benefits and Compensation 
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Health Insurance 
All active employees working 30 hours per week are eligible for all benefits.  Employees enrolled in 
benefit prior to September 1, 2016 working less than 30 hours but more than 15 hours will be 
grandfathered in the plans they are currently enrolled in. 
 
Life Insurance 
The board shall provide group life insurance coverage with individual limits of $10,000 for regular 
employees who normally work 15 hours or more per week. Upon reaching age 70, the individual limit is 
reduced by 50%. 
 

Sick Leave Bank 

Each classified employee may contribute one day of sick leave to the bank on September first (1st) of 
each year following one year of employment.   Employees who work less than an eight (8) hour day will 
donate the number of hours equivalent to their normal workday hours.   

Employees may draw upon the bank if they meet the following qualifications: 

 
1. The days shall be contributed from the sick leave of individual classified staff 

members at the rate of one day per classified employee per year on a voluntary basis 
until the bank has accumulated 1,500 hours.  If the bank falls below 1,000 hours, the 
classified staff will be given the opportunity to donate the following school year. 

2. Membership for the school year will be established by donating a day of sick leave to 
the sick leave bank at the beginning of any school year.  If the bank has accumulated 
1,000 hours in past years, membership will be carried over from the previous year 
without an additional donation.  Classified Staff who have been employed with the 
district for at least one year will be allowed to join on Sept. 1 of any year (regardless 
of the number of days in the pool) by donating 1 day of sick leave for that year.  

3. Leave days from the Douglass Sick Leave Bank (“DSLB”) may be drawn out only by 
those members who have contributed during that school year by September 1 and 
only after all other sick and personal leave days have been utilized.  

4. If on Sept. 1of a given year the DSLB is below 1,000 hours, membership will be re-
established by classified staff donating 1 day of sick leave for that current year. 

5. A written request for withdrawal of days from the DSLB must be filed in the Central 
Office within the semester in which the pool leave is needed. 

6. The days drawn from the bank may be used for personal illness of the employee or 
the illness of a member of the immediate family (parent, spouse, child).  A statement 
from a doctor may be required. 

7. The maximum number of days that an employee may withdraw from the bank each 
year is thirty days equivalent to their normal workday hours. 

 
The bank usage will be reviewed and approved or non-approved by a sick leave bank committee made up 
of contributing members.  Record keeping will be handled through the Central Office.  The committee 
shall consist of four classified staff members from separate employment categories selected by the 
membership of the DSLB.  The administrator or director of the employee from which a request is made 
will join the committee for review and action on the request.  The decision of the committee is final.  

Forms are available through Frontline Central. 

 
Leaves and Absences (GCRG) 
Leaves of absence may be granted to classified employees.   
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No days off may be taken without pay if paid leave is available. 
 
Leave Request:  Paid leave -- sick leave, personal leave, and bereavement leave 

 

Paid  Leave: 
School term employees working 10-10-1/2 months will be credited with ten days of paid leave.  Twelve 
month employees will be credited with twelve days of paid leave.   Employees hired mid-year will 
receive a pro-rated number of days.   The paid leave may be used as sick leave or bereavement leave.  . 
Unused leave will be accumulated to a maximum of 80 days. 
 

 Sick leave is available for personal illness of the employee or the illness of the employee's spouse, parent, 
child, brother, sister, grandchild, grandparents, or in-laws.  The superintendent shall have the right to 
receive verification of any illness or disability. 
 

 Bereavement and funeral leave will be deducted from available paid leave. 
 

 Personal leave is limited to three days per fiscal year with the ability to bank personal leave to a 
maximum of 6 days total between personal and banked personal leave with a carry-over of 1 day each 
year. Any personal leave taken will first be deducted from the employee’s available personal leave.  Once 
an employee’s yearly personal leave is depleted any further personal leave will be deducted from the 
employee’s banked personal leave.  If a classified employee has a day of personal leave remaining at the 
end of the fiscal year (June 30th), then the day will be transferred to the employee’s banked personal 
leave.  Banked personal leave can only increase by one day per year with a maximum accumulation of 3 
days in the bank.  In essence, an employee could begin a school year with 3 days in the bank and 3 
personal leave days for a total of 6 days.  Requests for personal leave must be given to the employee's 
supervisor at least one week in advance of the period of leave.   

  
 In the event of a catastrophic personal illness or injury of an employee or member of the immediate 

family, each employee is allowed a total of (20) twenty days of leave per contract after the accumulated 
leave has been exhausted, during which time substitute wages only will be deducted.  A doctor's 
verification of illness will be required for this additional leave. 
 

 Upon retirement (at minimum age of 55), if an employee has accumulated sick leave, the employee shall 
receive termination pay at the rate of sixty ($60.00) dollars per day for all accumulated leave up to a 
maximum of forty (40) days.  The total amount will be pro-rated based on the number of hours scheduled 
to work per day.  Payment will be contributed to the employee’s 403(b) employer account. 
   

See Appendix A for a sample request for leave form for bus drivers. 
 

Family and Medical Leave (GARI) 
 

In accordance with the Family and Medical Leave Act and Board Policy GARI, USD 396 provides “eligible 
employees” the right to take a total of 12 weeks unpaid leave for qualifying events. 

 Basic Leave Entitlement: FMLA requires covered employers to provide up to 12 weeks of unpaid, job-protected 
leave to eligible employees for the following reasons: 

1.             Birth or first-year child care; 
2.             Adoption or foster child placement; 
3.             The need to care for an employee’s spouse, child or parent because of a serious health condition; or 
4.             A serious health condition of the employee.   
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Military Family Leave Entitlements: Eligible employees with a spouse, son, daughter, or parent on active duty 
or has been notified of an impending call or order to achieve active duty status 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. 

FMLA also includes a special leave entitlement that permits eligible employees to take up to 26 weeks of leave to 
care for a covered servicemember during a single 12-month period if such servicemember is the employee’s spouse, 
son, daughter, parent, or next of kin. A covered servicemember is: 1) a current member of the Armed Forces, 
including a member of the National Guard or Reserves, who is undergoing medical treatment, recuperation or 
therapy, is otherwise on the temporary disability retired list for a serious injury or illness*; or 2) a veteran who was 
discharged or released under the conditions other than dishonorable at any time during the five-year period prior to 
the first date the eligible employee takes FMLA leave to care for the covered veteran, and who is undergoing 
medical treatment, recuperation, or therapy for a serious injury or illness. 

*The FMLA definitions of “serious injury or illness” for current servicemembers and veterans are distinct from 

the FMLA definition of “serious health condition.” 

Benefits and Protections: During FMLA leave, the employer must maintain the employee’s health coverage under 
any “group health plan” on the same terms as if the employee had continued to work. Any employee portion of the 
cost shall be paid by the employee to the clerk of the board on or before the payroll date or at another time as the 
employee and superintendent may agree.  The board may terminate group health coverage if the employee payment 
is not received within 30 days of the due date. 

Upon return from FMLA leave, most employees must be restored to their original or equivalent positions with 
equivalent pay, benefits, and other employment terms. 

Use of FMLA leave cannot result in the loss of any employment benefit that accrued prior to the start of an 
employee’s leave. 

Eligibility Requirements: Employees are eligible if they have been employed by  the district for at least  12 months, 
and worked at least 1,250 hours over the previous 12 months, and if at least 50 employees are employed by the 
employer within 75 miles. 

Definition of Serious Health Condition: A serious health condition is an illness, injury, impairment, or physical or 
mental condition that involves either an overnight stay in a medical care facility, or continuing treatment by a health 
care provider for a condition that either prevents the employee from performing the functions of the employee’s job, 
or prevents the qualified family member from participating in school or other daily activities. 

Subject to certain conditions, the continuing treatment requirement may be met by a period of incapacity of more 
than 3 consecutive calendar days combined with at least two visits to a health care provider or one visit and a 
regimen of continuing treatment, or incapacity due to pregnancy, or incapacity due to a chronic condition. Other 
conditions may meet the definition of continuing treatment.  It may also apply to periods of incapacity due to 
pregnancy or for prenatal care, chronic serious health conditions, permanent or long-term conditions, and conditions 
requiring multiple treatments. 

Use of Leave: Unless otherwise provided herein, an employee does not need to use this leave entitlement in one 
block. Leave can be taken intermittently or on a reduced leave schedule when medically necessary or when taken due 
to a qualifying exigency. Employees must make reasonable efforts to schedule leave for planned medical treatment 
so as not to unduly disrupt the employer’s operations. Leave due to qualifying exigencies may also be taken on an 
intermittent basis. 

When leave is taken after the birth of a healthy child or placement of a healthy child for adoption or foster care, an 
employee may take leave intermittently or on a reduced leave schedule only if the employer agrees.  Special rules 
may also apply for instructional employees. 

Substitution of Paid Leave for Unpaid Leave: FMLA leave is typically unpaid leave.  However, if the employee has 
any paid vacation, personal, sick, or disability leave that is available for use because of the reason for the leave, the 
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paid leave shall be used concurrently with the family and medical leave.  The superintendent will notify the 
employee prior to or during the leave period that the leave has been designated as paid family and medical leave. 

Employee Responsibilities: When leave is foreseeable, the employee must provide 30 days advance notice in 
writing of the need to take FMLA leave . When 30 days notice is not possible, the employee must provide notice as 
soon as practicable and generally must comply with an employer’s normal call-in procedures. 

Employees must provide sufficient information for the employer to determine if the leave may qualify for FMLA 
protection and the anticipated timing and duration of the leave. Sufficient information may include that the employee 
is unable to perform job functions, the family member is unable to perform daily activities, the need for 
hospitalization or continuing treatment by a health care provider, or circumstances supporting the need for military 
family leave. Employees also must inform the employer if the requested leave is for a reason for which FMLA leave 
was previously taken or certified. Employees also may be required to provide a certification and periodic 
recertification supporting the need for leave. 

Upon the employee providing notice of need for leave, the employer will notify the employee of: 

a. whether the employee is eligible for FMLA leave and the reasons that leave will or will not count as 
family and medical leave, 
b.  Any requirements for medical certification, 
c.  Employer requirement of substituting paid leave, 
d.  Requirements for premium payments for health benefits and employee responsibility for repayment if 
employer pays employee share, 
e.  Right to be restored to same or equivalent job, 
f.  Any employer required fitness-for-duty certifications.            
  

 
 

Holidays (GCRH) 
The following paid holidays will be observed:  New Years, Presidents’ Day, Good Friday, Memorial 
Day, Fourth of July, Labor Day, Thanksgiving Day and Christmas Day.  Full-time, twelve month 
employees will also receive paid holidays on the Friday following Thanksgiving and Christmas Eve.  
Employee must be scheduled to work the week before and the week following a holiday to receive 
holiday pay.  Seasonal employees are not eligible for holiday pay. 
 
Vacations (GCRH) 
Employees who work full time, twelve months shall accrue vacation time at a rate of ten days per year.   
Employees with ten (10) years of service will receive 15 days of vacation.    Maximum vacation carry-
over will be limited to 5 days.   
 
Approval for use of vacation must be requested two weeks in advance with their director or principal. 
 
Vacations must be approved by both the director and the superintendent.   
 
Employees working less than full time and twelve months are not eligible for vacation pay. 
 
Employees leaving the district may be paid for accrued vacation time at the employee’s regular daily rate 
of pay.   
 
Inclement Weather 
Situations where weather closes school, classified employees will be paid up to two days.  Should 
employees be required to work these days, they will be eligible for floating time.  If more than two days 
of closure in a year, 12 month staff will be required to use personal leave to cover the scheduled work 
day. 
 
Participation in Community Activities (GAH) 
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Prior permission must be obtained from the superintendent for participation in any non-school 
community activity which takes place during duty hours. 
 
Political Activities (GCRK) 
Classified staff members shall not use school time, school property or school equipment for the purpose 
of furthering the interests of any political party, the campaign of any political candidate or the advocacy 
of any political issues. 
 
Activity Passes 
The board shall provide each classified employee with a pass to district-sponsored activities with the 
exception of specified athletic tournaments and KSHSAA events.  The pass will be valid for the 
employee, spouse and school-aged children. 
 
Pay Day 
Paychecks for classified employees on a monthly pay schedule will be issued by the 23rd day of each 
month.  In the event a payday falls on Saturday, Sunday or on a holiday, the checks will be distributed on 
the previous Friday.   
 
Loyalty Oath 
As required by current law, all employees must sign a loyalty oath and file the oath with the clerk before 
beginning employment and to be eligible for a paycheck. 
 

Reimbursement/Travel Expenses (GAN) 
The board shall provide reimbursement for expenses incurred in travel related to the performance and 
duties of the district’s employees when approved in advance by the superintendent.   
 
Requests for reimbursement shall have the following attached:  receipts for transportation, parking, 
hotels or motels, meals and other expenses for which receipts are ordinarily available.  Meals will be 
reimbursed at a maximum of $8.00 per meal.  
 
For the authorized use of a personal car staff member shall be reimbursed at a mileage rate established by 
the board should school transportation be unavailable.   
 
See Appendix B for sample reimbursement form. 
 

Medicaid Creditable Coverage 
 

IMPORTANT NOTICE ABOUT YOUR PRESCRIPTION DRUG  

COVERAGE AND MEDICARE 

 
Please read this notice carefully and keep it where you can find it. This notice has information about your 
current prescription drug coverage with USD 396 and about your options under Medicare’s prescription 
drug coverage. This information can help you decide whether or not you want to join a Medicare drug 
plan.  If you are considering joining, you should compare your current coverage, including which drugs 
are covered at what cost, with the coverage and costs of the plans offering Medicare prescription drug 
coverage in your area.  Information about where you can get help to make decisions about your 
prescription drug coverage is at the end of this notice. 
                
There are two important things you need to know about your current coverage and Medicare’s 
prescription drug coverage: 
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1. Medicare prescription drug coverage became available in 2006 to everyone with Medicare. 
You can get this coverage if you join a Medicare Prescription Drug Plan or join a Medicare 
Advantage Plan (like an HMO or PPO) that offers prescription drug coverage. All Medicare 
drug plans provide at least a standard level of coverage set by Medicare. Some plans may 
also offer more coverage for a higher monthly premium. 
 

2. Blue Cross Blue Shield of Kansas has determined that the prescription drug coverage 

offered by USD 396 is, on average for all plan participants, expected to pay out as much as 
standard Medicare prescription drug coverage pays and is therefore considered Creditable 
Coverage.  Because your existing coverage is Creditable Coverage, you can keep this 
coverage and not pay a higher premium (a penalty) if you later decide to join a Medicare 
drug plan. 

  
When Can You Join A Medicare Drug Plan? 
You can join a Medicare drug plan when you first become eligible for Medicare and each year 
from October 15 to December 7. 
  
However, if you decide to drop your current coverage with USD 396, since it is employer sponsored 
group coverage, you will be eligible for a two (2) month Special Enrollment Period (SEP) to join a 
Medicare drug plan. 
  

What Happens To Your Current Coverage If You Decide to Join A Medicare Drug Plan? 
If you decide to join a Medicare drug plan, your current USD 396 coverage will not be affected. You may 
keep your USD 396coverage and this plan may coordinate with Part D coverage. In addition, your current 
coverage pays for other health expenses, in addition to prescription drugs, and you will still be able to 
keep these important benefits if you choose to enroll in a Medicare prescription drug plan. 

If you do decide to join a Medicare drug plan and drop your current USD 396 coverage, be aware that 

you and your dependents may not be able to get this coverage back.  
  
When Will You Pay A Higher Premium (Penalty) To Join A Medicare Drug Plan? 
You should also know that if you drop or lose your current coverage with USD 396 and don’t join a 
Medicare drug plan within 63 continuous days after your current coverage ends, you may pay a higher 
premium (a penalty) to join a Medicare drug plan later. 
If you go 63 continuous days or longer without creditable prescription drug coverage, your monthly 
premium may go up by at least 1% of the Medicare base beneficiary premium.  You may have to pay this 
higher premium (a penalty) as long as you have Medicare prescription drug coverage.  In addition, you 
may have to wait until the following November to join. 
  

For More Information About This Notice Or Your Current Prescription Drug Coverage: 
Contact the Central Office at 316-747-3300.  NOTE: You will receive this notice each year. You will 
also get it before the next period you can join a Medicare drug plan, and if this coverage through USD 
396 changes. You also may request a copy of this notice at any time. 
  

For More Information About Your Options Under Medicare Prescription Drug Coverage: 
More detailed information about Medicare plans that offer prescription drug coverage is in the “Medicare 
& You” handbook. You’ll get a copy of the handbook in the mail every year from Medicare. You may 
also be contacted directly by Medicare drug plans. For more information about Medicare prescription 
drug coverage: 

  

tel:(316)%20747-3300


14 | P a g e  

 

 

If you have limited income and resources, extra help paying for Medicare prescription drug coverage is 
available. For information about this extra help, visit Social Security on the web 
atwww.socialsecurity.gov, or call them at 1-800-772-1213 (TTY 1-800-325-0778). 
 
Remember:  Keep this Creditable Coverage notice.  If you decide to join one of the Medicare drug plans, 
you may be required to provide a copy of this notice when you join to show whether or not you have 
maintained creditable coverage and, therefore, whether or not you are required to pay a higher premium 
(a penalty). 

  

NOTICE OF CHIPRA POLICY 
 

Premium Assistance Under Medicaid and the Children’s Health Insurance Program (CHIP) 
  
If you or your children are eligible for Medicaid or CHIP and you’re eligible for health coverage from your 
employer, your state may have a premium assistance program that can help pay for coverage, using funds from their 
Medicaid or CHIP programs.  If you or your children aren’t eligible for Medicaid or CHIP, you won’t be eligible for 
these premium assistance programs but you may be able to buy individual insurance coverage through the Health 
Insurance Marketplace.  For more information, visitwww.healthcare.gov. 
                
If you or your dependents are already enrolled in Medicaid or CHIP and you live in a State listed below, contact your 
State Medicaid or CHIP office to find out if premium assistance is available.  
  
If you or your dependents are NOT currently enrolled in Medicaid or CHIP, and you think you or any of your 

dependents might be eligible for either of these programs, contact your State Medicaid or CHIP office or dial 1-877-

KIDS NOW or www.insurekidsnow.gov to find out how to apply.  If you qualify, ask your state if it has a program 
that might help you pay the premiums for an employer-sponsored plan.  
  
If you or your dependents are eligible for premium assistance under Medicaid or CHIP, as well as eligible under 
your employer plan, your employer must allow you to enroll in your employer plan if you aren’t already enrolled.  

This is called a “special enrollment” opportunity, and you must request coverage within 60 days of being 

determined eligible for premium assistance. If you have questions about enrolling in your employer plan, contact 
the Department of Labor at www.askebsa.dol.gov or call 1-866-444-EBSA (3272). 
  
KANSAS – Medicaid 
Website:  http://www.kdheks.gov/hcf/ 
Phone: 1-800-792-4884 
   
For additional state information or for more information on special enrollment rights, you can contact either: 
  

U.S. Department of Labor                 
Employee Benefits Security Administration 
www.dol.gov/ebsa 
1-866-444-EBSA (3272)       
  
U.S. Department of Health and Human Services 
Centers for Medicare & Medicaid Services 
www.cms.hhs.gov 
1-877-267-2323, Menu Option 4, Ext. 61565 

 
 

CONTINUATION OF HEALTH PLAN COVERAGE 
 

A federal law, commonly referred to as COBRA (for Consolidated Omnibus Budget Reconciliation Act) 
gives you and your covered dependents the right to continue health plan coverage in certain 
circumstances when it would otherwise end.  These include termination of employment or reduction in 

http://www.socialsecurity.gov/
tel:(800)%20772-1213
tel:(800)%20325-0778
http://www.healthcare.gov/
http://www.insurekidsnow.gov/
http://www.askebsa.dol.gov/
http://www.kdheks.gov/hcf/
tel:(800)%20792-4884
http://www.dol.gov/ebsa
http://www.cms.hhs.gov/
tel:(877)%20267-2323
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hours causing loss of plan eligibility of the covered employee, as well as for covered dependents, the 
death of the covered employee, a divorce or legal separation from the covered employee, or ceasing to be 
an eligible dependent child of the employee. 
 
Qualifying Events - Qualifying events are events that cause an individual to lose his or her group health 
coverage. The type of qualifying event determines who the qualified beneficiaries are for that event and 
the period of time that a plan must offer continuation coverage. COBRA establishes only the minimum 
requirements for continuation coverage. A plan may always choose to provide longer periods of 
continuation coverage. 
  
The following are qualifying events for covered employees if they cause the covered employee to lose 
coverage:  Termination of the employee's employment for any reason other than gross misconduct; 
or Reduction in the number of hours of employment. 
  
The following are qualifying events for the spouse and dependent child of a covered employee if they 
cause the spouse or dependent child to lose coverage: Termination of the covered employee's 
employment for any reason other than gross misconduct; Reduction in the hours worked by the covered 
employee; Covered employee becomes entitled to Medicare; Divorce or legal separation of the spouse 

from the covered employee; orDeath of the covered employee. 
  
In addition to the above, the following is a qualifying event for a dependent child of a covered employee 
if it causes the child to lose coverage: Loss of dependent child status under the plan rules. Under the 
Patient Protection and Affordable Care Act, plans that offer coverage to children on their parents' plan 
must make the coverage available until the adult child reaches the age of 26. 
  

IT IS VERY IMPORTANT THAT YOU NOTIFY USD 396 BENEFITS OFFICE IF YOU 

EXPERIENCE A DIVORCE/LEGAL SEPARATION OR HAVE A DEPENDENT WHO NO 

LONGER MEETS THE ELIGIBILITY RULES OF THE PLAN.  
  
If you do not notify HR of one of these events within 60 days, your covered dependents will lose the right 
to continue their coverage under COBRA.  More details are available in the COBRA notification 
material sent to new health plan participants. 

 
Salary Reduction Plan (GAL) 
Eligible employees may participate in a district salary reduction plan.  Plan options include: 
 
 Dental 
 Vision 
 Medical insurance (Eligible  employees) 
 Flexible spending 
 
The board may change, add or delete benefit options included in the plan. 
 
A participant may elect to terminate his/her Payroll Reduction Agreement or modify the benefits elected 
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 or election changes within thirty days of the date of such 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. 
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403 (b) Employee Contributions 
 
For instructions on how to initiate, change or redirect salary reduction contributions to your voluntary 
retirement plan(s) please refer to the Bay Bridge Employee Handbook 
athttp://www.bbadmin.com/sfr_select_employer.php?id=114. 
 

Salary Reduction Agreements must be given to the payroll office by the 1st of the month to become 
effective on the respective month. 
 

 
 
403 (b) Employee and Employer Contributions 
 

1. A Retirement Plan Portfolio will be established for each classified employee in USD #396.  This 
portfolio will contain up to two (2) accounts.  An Employer Paid Account will be initiated for 
each individual.  An Employee Paid Account will be initiated for each employee at his or her 
request.  

 
2. USD #396 will contribute into each classified employee’s employer paid account each year.  

Hourly employees contributions will be based on the base hours of the classified employee in 
September of each school year.  District directors or employees who have a bachelor’s degree in 
the area in which they are employed will received $1,000 contribution.  The contributions will be 
as follows: 

 

 
 
 

9-1/2 Month-School Term Employees 

Base Hours Contribution 

3-4 Hours $150.00  

5 Hours $200.00  

6 Hours $250.00  

7 Hours $300.00  

8 Hours $350.00  

  11 Month Employees 

Contribution $450.00  

  
12 Month Employees 

Contribution $500.00  

  

Directors/Employees w/ Bachelors Degree (in field of 

work) 

Contribution $1,000.00  

http://www.bbadmin.com/sfr_select_employer.php?id=114
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3. Upon beginning his/her 6th consecutive year of employment with USD #396, each classified 
employee will become vested in 10% of the amount contained within their Employer Paid 
Account.  Their vested portion will continue to increase by an additional 10% per year until the 
employee is 100% vested upon beginning their 15th consecutive year with USD #396.  

Vesting Schedule 

  

  

  

  

  

  

  

                 

Employees who terminate employment with USD #396 after the beginning of their 6th year may 
leave the vested amount in their Employer Paid Account, thereby retaining their continued 
vesting status upon returning to an employment position with USD #396 at a future date.  

4. Employees may voluntarily contribute, from their salary, an amount of their choosing into their 
Employee Paid Account.  Voluntary contributions may not exceed the amount allowed by 
Federal and State laws and regulations.  Employees who choose to make contributions into their 
Employee Paid Account will be fully vested in this account immediately.  

 

5. The USD #396 Retirement Plan Committee, made up of representatives from the   BOE, 
administration and Douglass Teachers Association will select and maintain a group of investment 
options, including Conservative, Moderate and Aggressive investment tracks.  Employees must 
select from these options for all investments into their Retirement Plan Portfolio.  Separate 
investment options may be made for the Employer Paid Account and their Employee Paid 
Account.  Employer paid contributions for each employee who do not make investment elections 
will be placed in an account at the discretion of the school district.  

 NOTE:  This plan in no way limits additional voluntary contributions into separate qualified retirement 
accounts with qualified providers up to the amount(s) allowed by State and Federal laws and regulations.  

6. Employees may access the vested portion of their Employer Paid Account upon termination of 
their employment contract with USD #396.  

 
7. Employer and Employee Paid Contributions and growth will be considered taxable income upon 

distribution from the plan.  Further, a penalty for early withdrawal may apply for distributions 
made prior to the age allowed by State and Federal laws and regulations.  Qualified Rollover 
options may allow a terminated employee to defer taxation until a later date.  

 

Year(s) 
Amount 

Vested 

1-5 0% 

6 10% 

7 20% 

8 30% 

9 40% 

10 50% 

11 60% 

12 70% 

13 80% 

14 90% 

15 100% 



18 | P a g e  

 

 

If any provision of this plan is determined to be in violation of Federal or State laws or 
regulations, then the entire plan shall immediately terminate and shall be of no further force or 
effect unless re-adopted by the Board of Education of USD #396. 
  

8. Borrowing from the employer funded plan is not an option. 
 

9. Plan value day for terminating or retiring staff will be June 30th. 
 

 

Kansas Public Employees Retirement System (KPERS) 
Employees who meet the qualifications for the Kansas Public Employees Retirement System must 
become a member.  An employee contribution as determined by current law will be made each pay date. 
 
Requests for information or questions about procedures should be directed to the designated agent. 
 

WORKERS COMPENSATION (GAOE) 

Benefits are for personal injury from an accident or industrial disease arising out of and in the course of employment 
with the district.  Injuries which occur during recreational or social events, under circumstances where the employee 
is under no duty to attend, and where the injury did not result from the performance of tasks related to normal job 
duties are not covered under workers compensation. 
  
In the event of a workplace injury, employee will provide notice to the employer as soon as he or she is able.  A 
claim could be denied if an employee fails to provide notice by the earliest of the three following options: 

a)      20 calendar days from the date of the accident or the date of injury by repetitive trauma; 
b)      20 calendar days from the date medical treatment is sought for the injury; or 
c)      10 calendar days from my last day of work if I no longer work for 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.  Whenever an employee is absent from work and is receiving workers 
compensation benefits due to a work-related injury or is receiving district paid disability insurance, the employee 
may use available paid sick leave to supplement the workers compensation or district paid disability insurance 
payments.   
  
In no event shall the employee be entitled to a combination of workers compensation benefits and salary in excess of 
his/her full salary.  Available paid sick leave may be used for this purpose until 1)  available paid sick leave benefits 
are exhausted; 2) the employee returns to work; or 3)  employment is terminated.  Sick leave shall be deducted on a 
prorata amount equal to the percentage of salary paid by the district. 
 
The board, through its designated workers compensation coordinator, may require employees who claim or are 
involved in an accident in the course of employment to submit to a post-injury chemical test. This includes instances 
where the district administration or workers compensation coordinator has actual knowledge of an accident whether 
the employee has or has not requested medical treatment. If an employee refuses to submit to an employer requested 
post-injury chemical test, the employee forfeits all related workers compensation benefits. 
  
Additional information about your rights and responsibilities under workers compensation may be obtained from 
your supervisor or the district office.   

 
Unemployment Compensation 
For answers to questions regarding unemployment insurance policies, benefits and claims see your 
personnel representative or contact the nearest Department of Human Resources, District Job Insurance 
Office. 
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Schedules 
 

Work Schedule (GCR) 
Time schedules for classified employees will be assigned by the superintendent.  Bus driver time 
includes one-half hour of pre-trip bus review and clean up. 
 

Overtime 
There shall be no overtime worked unless approved in advance by the superintendent.  All overtime will 
be paid at the rate required by current law.  All approved overtime shall be recorded on the employee’s 
time card. 
 
Overtime pay is paid for hours actually worked in excess of 40 hours.  
 

Compensatory Time 
Payroll Procedure for Reporting Compensatory Time:  For reporting and payroll purposes, compensatory 
time will be figured to the nearest quarter hour based upon the actual amount of time used or accrued for 
non-exempt employees. 
 
Compensatory Time 
Douglass USD 396’s practice is to comply with the requirements of all federal and state employment 
laws.  To comply with the provision of the Fair Labor Standards Act (FLSA), the following procedure is 
established to:  ensure compliance with the compensatory time provisions of the FLSA, promote 
equitable treatment of all non-exempt staff, and provide for adequate record keeping to administer the 
compensatory time procured of Douglass USD 396. 
Human Resources shall be responsible for the implementation and administration of this procedure, 
including the maintenance of the master compensatory time file for all non-exempt (hourly) employees.  
Secretaries; maintenance, and technology employees of Douglass USD 396 are eligible for participation 
in the Compensatory Pay Procedure with approval of their supervisor. 
For all non-exempt (hourly) staff, all hours worked in excess of the normal workday must be approved in 
advance by the appropriate supervisor.  It is understood that all hours in excess of 40 hours actually 
worked during the regular workweek by nonexempt staff will be paid as overtime or accrued as 
compensatory time.  Employees who work extra hours without the permission of their supervisor may be 
subject to disciplinary action. 
Any time worked over 40 hours per week, which is to be handled differently than that department’s usual 
practice must be agreed to by the appropriate Supervisor and the employee in advance of the work being 
performed.   
Compensatory time will be computed at the rate of 1 and ½ hours of compensatory time for every hour 
worked over 40 hours per workweek.  If an hourly employee works more than 8 hours in a day, the first 
option is for the employee to take time off during the same week on the basis of one extra hour worked to 
one hour off in lieu of comp time.   
Every eligible employee may accrue up to 240 hours.  Employees are required to use all compensatory 
time by June 30th of each year unless agreed upon with the Superintendent. 
If a non-exempt employee’s status is changed to being exempt by Douglass USD 396 for any reason, the 
employee will be paid for all accrued compensatory time not later than the next pay day following the 
status change. 
Employees leaving employment for any reason will be paid for all of their remaining accrued 
compensatory time on their final paycheck.  Payment of compensatory time to employees leaving 
employment will be based on the higher of: 

a. The average regular rate of pay for the previous three years of employment, or 

b. The final regular rate of pay received by the employee prior to termination. 
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All compensatory time taken by non-exempt employees will be reported to payroll using the absence 
management software. 
Under FLSA rules, employers must make compensatory hours readily available for use by their 
employees and may set reasonable limitation on use.  Employees will notify their supervisor of their 
intent to take compensatory time no less than one week prior to the start of such leave except in 
exceptional circumstances.  Supervisors will grant the leave required unless doing so will unreasonable 
disrupt the operations of the department.   
Employees who feel they have unreasonably been denied the opportunity to use compensatory time by 
their supervisor may appeal their supervisor’s decision directly to the Superintendent.  The 
Superintendent will consult with the Supervisor and they will jointly reach a decision on the matter that 
will be final. 
 
See APPENDIX G for sample compensatory time off form. 
 

Timesheet Software 
Hourly employees must clock in and out at the beginning and ending of their shift and lunch time.  It 
shall be considered a violation of this policy if any employee clocks in or out for any other employee.  
Such violations may result in disciplinary action up to and including termination.  Employees should 
submit their timesheet after their last clock out of the pay period.  Timesheets shall be submitted through 
the timesheet software by 9:00 a.m. on the 16th of each month. 
 

Breaks 

 
All classified personnel are allowed a break if their regular daily schedule calls for four hours or more of 
continuous work.  Breaks are limited to 15 minutes in length and may not be accumulated or added to 
lunch or dinner hours. 
 
Breaks for meal times, if allowed, shall be scheduled by the director or principal. 
 
No one is to leave a work area without prior approval of the director or principal. 

 

 

Calendar 
 
Refer to the district produced Calendar of Activities or webpage. 
 

Facility Scheduling 
 
Use of school facilities will be scheduled through the building office. 
 

CONDUCT 
 

Prohibited Substances/Drug Free Schools and Communities Act/Drug Free Workplace (GAOA, 

GAOB, JDDA) 
 

 The following serves as the required annual notification to employees regarding the board policy 

on drug free schools/workplace. 
 
The unlawful possession, use, or distribution of illicit drugs and alcohol by school employees on school 
premises or as a part of any school activity is prohibited. 
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As a condition of employment in the district, employees shall abide by the terms of the board policy on 
drug free schools/workplace. 
 
Employees shall not unlawfully manufacture, distribute, dispense, sell, possess or use controlled 
substances in the workplace.  Any employee who is convicted under a criminal drug statute for a 
violation occurring at the workplace must notify the superintendent of the conviction within five days 
after the conviction.  See “Criminal Convictions”. 

 
Within 30 days after the notice of conviction is received, the school district will take appropriate action 
with the employee.  Such action may include the initiation of termination proceedings.   

 
This is intended to implement the requirements of the federal regulations promulgated under the Drug 
Free Workplace Act of 1988, 34 CFR Part 85, Subpart F.  It is not intended to supplant or otherwise 
diminish personnel disciplinary actions which may be taken under existing board policies. 
 

Tobacco Use (GAOC) 
The use of tobacco products in any form and/or electronic cigarettes is prohibited in 
any school building owned or operated by the district  and in school vehicles.   {Any 
use of tobacco products or electronic cigarettes on district  property shall  be only in 
areas designated for such purpose.}   
BOE Approved: August 12, 2013  
 
 

Relations with Students (GAF) 
Employees shall maintain relationships with students which are conducive to an effective educational 
environment.  Employees shall not have any interaction of a sexual nature with any student at any time 
regardless of the student’s age, status or consent. 
 
Staff members shall not submit students to sexual harassment or racial harassment. 
 

Employee Protection (GAO) 
An employee may use reasonable force necessary to ward off an attack, to protect a student or another 
person, or to quell a disturbance which threatens physical injury to others. 
 

Confidentiality 

 

Student Information -- Confidential student information, whether written or oral, shall be handled in a 
confidential manner and be discussed only with the parents/guardians of the particular student and the 
appropriate school personnel. Violations of this rule, which violate the privacy rights of students, could 
result in disciplinary actions being taken against the employee, up to and including termination. 
 

Personnel Information -- Confidential personnel information, whether written or oral, shall be handled 
in a confidential manner and be discussed only with the appropriate school personnel. Violations of this 
rule which violate the privacy rights of personnel could result in disciplinary actions being taken against 
the employee, up to and including termination.  See “Personnel Records”. 

 

Sexual Harassment (GAAC) 
 
Sexual harassment will not be tolerated in the school district.  Sexual harassment of employees or 
students of the district by board members, administrators, certified and classified personnel, students, 
vendors, and any others having business or other contact with the school district is strictly prohibited. 
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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. 

 
No district employee shall sexually harass, be sexually harassed, or fail to investigate or refer a complaint 
of sexual harassment for investigation.  Complaints of sexual harassment by employees will be promptly 
investigated and resolved.  Initiation of a complaint of sexual harassment will not adversely affect the job 
security or status of an employee, nor will it affect his or her compensation or work assignment.  
Violation of district policy shall result in disciplinary action, up to and including termination. 
 
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, or if the 
employee is uncomfortable discussing the issue with his/her supervisor, the employee should discuss the 
problem with the principal or the superintendent. See “Complaints”. 
 
Any act of retaliation against any person who has complained of sexually harassing behavior is 
prohibited and illegal.  Any person who retaliates is subject to immediate disciplinary action, up to and 
including termination. 
 
Employees who do not believe the matter is appropriately resolved may file a written complaint under the 
district’s discrimination complaint procedure.  Confidentiality shall be maintained throughout the 
complaint procedure.  
 

Racial Harassment (GAACA) 

 
Racial harassment is unlawful discrimination on the basis of race, color or national origin.  All forms of 
racial harassment are prohibited at school, on school property, and at al school-sponsored activities, 
program or events.  Racial harassment against individuals associated with the school is prohibited 
whether or not the harassment occurs on school grounds. 
 
No student, employee or third party is to racially harass any student, employee or other individual 
associated with the school.  No district employee should discourage an employer or student from filing a 
complaint, or to fail to investigate or refer for investigation, any complaint lodged under the provision of 
this policy.  Any violation of this policy by an employee shall result in disciplinary action, up to and 
including termination.   
 
Racial Harassment can be physical or verbal or written or graphic.   Any employee that has been harassed 
or has witnessed it should report it to the principal.  No employee should discourage a fellow employee 
or student from reporting such claims.  Retaliation against an employee or student reporting such claims 
will not be tolerated. 
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Bullying by Staff (GAAE, JDDC) 
 
The board of education prohibits bullying in any form, including electronic means, on or while using 
school property, in a school vehicle or at a school-sponsored activity or event.  The administration shall 
propose, and the board shall review and approve a plan to address bullying on school property, in a 
school vehicle or at a school-sponsored activity or event. 
 
The plan shall include provisions for the training and education of staff members.  Staff members who 
bully others in violation of this policy may be subject to disciplinary action, up to and including 
suspension pending a hearing and/or termination.  If appropriate, staff members who violate the bullying 
prohibition shall be reported to local law enforcement. 

 

Gifts (GAJ) 
Unless approved by the principal, employees shall not give gifts to any student or class of students when 
the gifts arise out of a class or school-related activity. 
 
Employees are prohibited from receiving gifts from vendors or sales representatives.  Premiums resulting 
from sales projects sponsored by the district shall become the property of the district.  All other 
premiums, price reductions, and additional merchandise awarded based on district business shall become 
the property of the district. 

 

Solicitations 
Solicitation of Employees (KDC) 
Unless permission is granted by the appropriate supervisor, solicitation of employees by any vendor, 
student, other school district employee or patron during normal duty hours is prohibited. 
 
Solicitations by Employees (GAG) 
No employee will attempt, during the school day or on school property, to sell or endeavor to influence 
any student or school employee to buy any product, article, instrument, service or other items which may 
directly or indirectly benefit the school employee. 

 
No employee will engage in sales or solicitation on behalf of the school or use the school name without 
the prior approval of the principal. 

 
All solicitations of and by staff members during duty hours are prohibited without prior approval of 
supervisors. 

 
Dress Code (GAM) 
The board encourages appropriate dress and personal appearance for all district employees.   
 

Conflict of Interest (GAG) 
District employees are prohibited from engaging in any activity which may conflict with or detract from 
the effective performance of their duties.   
 
No school employee will enter into a contract for remuneration with the district other than a contract for 
employment unless the contract is awarded on the basis of competitive bidding. 
 
No employee will attempt, during the school day or on school property, to sell or endeavor to influence 
any student or school employee to buy any product, article, instrument, service or other items which may 
directly or indirectly benefit the school employee.  See “Solicitations By Employees”. 
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Outside Employment 
Classified employees shall not engage in outside employment which impairs the effectiveness of their 
service. 
 

Criminal Convictions 
Any employee convicted of a felony or driving under the influence, or who enters a plea of guilty or 
diversion agreement, must notify the superintendent within five days after the conviction or diversion 
agreement. 
 

Suspension 
The superintendent shall have the authority to suspend classified employees with pay until the suspension 
is resolved by board action.  The board may suspend with or without pay for a period determined by the 
board. 
 

Termination 
The board may terminate a classified employee at any time, with or without cause. 

 
District Procedures 

 
Assignment and Transfer (GACE) 
The board retains the right to assign, reassign and transfer classified personnel. 
 

Board Policy (GAA) 
Employees shall follow and be familiar with all policies and regulations established by the board of 
education.  Handbooks are adopted by the board and are part of the policy and rules. 
 

Complaints/Grievances 
Any employee may file a complaint with their supervisor concerning a school rule, regulation, policy or 
decision that affects the employee.   
 
The complaint shall be in writing; filed within ten (10) days following the event complained of and shall 
specify the basis of the complaint.  The supervisor shall meet with the employee and provide a written 
response within ten (10) days.  If the employee disagrees with the decision, the employee may appeal to 
the superintendent. 
 

Offers of Employment  
The offer of an employment contract or renewal of an employment contract shall be presented in 
duplicate.  The classified employee shall sign and return both copies within the time period designated by 
the superintendent.  Upon receipt of the signed copies, the contract will be presented to the board for 
approval. 
 
Any written contract shall contain a reference that the contract is an employment-at-will contract which 
may be terminated by either party by giving 2 weeks written notice to the other.  There are no rights of 
continuing employment. 
 
 

Discrimination Complaints (GAEA, KN) 

The following serves as annual notification to employees regarding the board’s policy on non-

discrimination. 
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Discrimination against  any individual on the basis of race, color,  national origin, sex, 
disabil i ty,  age, or religion in the admission or access to, or treatment or employment 
in the district’s programs and activit ies is prohibited.  Harassment of an individual on 
any of these grounds is also prohibited.  Definit ions and examples of what consti tutes 

sexual harassment are found in District  Policy JGEC.  Robert D. Reynolds, 921 E 1 s t  

Street,  Douglass, KS 67039, 316-747-3300  has been designated to coordinate 
compliance with nondiscrimination requirements contained in Tit le VI of the Civil  
Rights Act of 1964, Tit le VII of the Civil  Rights Act of 1964, Tit le IX of the 
Education Amendments of 1972, Section 504 of  the Rehabili tat ion Act of 1973, and 
The Americans with Disabil i t ies Act of 1990.  Information concerning the provisions 
of these Acts,  and the rights provided thereunder, are available from the compliance 
coordinator.   For information about complaint  proc edures see Board Policy KN.   

 
Complaints of discrimination should be addressed to an employee’s supervisor or to the compliance 
coordinator.  Complaints of discrimination against the superintendent should be addressed to the board of 
education or compliance coordinator.   
 
Complaints of discrimination will be resolved using the district’s discrimination complaint procedure.  
See “Complaints/Grievances”. 
 

Chain of Command 
Employees are to follow the proper “chain of command” by first contacting your immediate supervisor 
for resolution of problems.  Exceptions may be made if the supervisor is the source of the complaint, for 
example, in a situation involving sexual or racial harassment.  See GAAC and JGEC for details.  If 
neither of these policies apply, employees shall first discuss all concerns with their immediate supervisor 
before taking additional action. 
 
In the absence of the Principal, contact should be made with the appropriate District Administrator for 
serious situations that cannot wait for the next day for a solution. 
 

Drug and Alcohol Testing (GAOD) 
All district employees performing job functions which require the employee to maintain a commercial 
driver’s license shall be tested for alcohol and drugs as required by current federal law.  Board approved 
rules and regulations necessary to implement the testing program shall be on file with the clerk. 
  
Each new employee who is required to undergo alcohol and drug testing shall be given a copy of the 
appropriate regulations. 
  
Compliance with the required elements of the testing program is a condition of employment as a driver in 
the district. 

 

Evaluations (GCI) 
All classified employees shall be evaluated twice during their first year of employment and as deemed 
necessary by the supervisor or superintendent thereafter.  Evaluation documents will be on file with the 
clerk of the board. 
 
Classified employees shall be evaluated by the supervisor to whom they are assigned.  Classified 
employees shall be evaluated on their personal qualities, their commitment to duty and work-related 
skills related to their job description.  A copy of the completed evaluation will be given to the employee 
after it is signed by the employee and the evaluator and will be placed in the employee’s personnel file. 
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Supervision (GCH) 
The superintendent oversees the district employees.  Each district director has the responsibility to 
supervise all classified employees not directly under the supervision of a building principal.  A building 
principal has the responsibility to supervise all classified staff who are assigned to the building.  
 

Job Descriptions (GACB) 
A job description for each category of classified employee will be developed by the superintendent.  A 
copy of each job description is filed with the clerk and will be available for inspection during regular 
office hours.  
 

Employment Status 
All classified employees are employed on an “at-will” basis, regardless of their length of service, and 
may be dismissed at any time. 
 
See “Termination”. 
 

Lounge 
Lounge areas are intended for employee use during break time.   
 
Jury Duty 
An employee called to jury duty shall be paid regular school wages.  
 

Distribution of Materials (KI) 
Materials from sources outside of the district may not be distributed on school grounds without prior 
permission from the principal.  Examples of outside materials include, but are not limited to, political 
materials, special interest materials and advertisements.   
 
The principal shall determine the time, place and manner for materials distribution. 
 

Orientation 
All new classified employees shall receive an orientation as designed by the supervisor and shall be given 
a copy of this handbook. 
 

Personal Property 
The district is not responsible for employees’ personal property and does not provide insurance on 
employees’ personal property.  If an employee’s personal property is broken, damaged or stolen while the 
employee is on the job, repair or replacement is the employee’s responsibility. 
 

Use of Personal Vehicle 
With prior approval of the administration, classified employees may use their private vehicle to perform 
district business.  To receive mileage reimbursement, the employee shall file a report showing dates, 
number of miles traveled and signature of the employee with the district office. Reimbursement shall be 
made following board approval. 
 
See Appendix B1 for a sample reimbursement form. 
 
Any employee who plans to transport students in his or her personal vehicle must provide proof of 
adequate insurance and a valid driver’s license to the principal prior to transporting students. 
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Weapons 
Employees are prohibited from carrying weapons on school property or at school-sponsored events, 
unless approved in advance and in writing by the superintendent. 

 

 

Recruitment (GCC) 
The superintendent will recruit personnel to fill existing or proposed vacancies and recommend the board 
hire the most qualified candidate. 
 

Interrogation and Investigation of Students (JCAC) 
No one may interrogate or investigate a student on school grounds without the permission of the 
principal. 
 

Searches of Students and Property (JCAB, JCABB) 
If a classified staff member believes there is a need to search a student or property, he/she shall contact 
the principal. 
 
Searches of students or property shall be conducted in accordance with the rules approved by the board. 
Classified personnel shall not search students or property.  No law enforcement officer shall search 
students or property without a search warrant. 
  
Building principals are authorized to search students or property if there is reasonable suspicion that 
district policies, rules or directives are being violated.  All searches by the principal shall be carried out 
in the presence of another adult witness. 
 

Student Privacy Rights 
District employees may have ongoing opportunities to access confidential information or records that are 
only available to the public on a limited review basis.  Much of the information processed by district 
employees is confidential, and law governs its release; for example, driver record and vehicle registration 
information, confidential student records, criminal history background check information, information 
obtained pursuant to Social and Rehabilitation Services (SRS)intervention, social security number in-
formation, and professional misconduct back-ground checks.   
 
Employees are prohibited from divulging information contained in the records and files of the district, 
except to other authorized employees who may need such information in connection with their duties and 
to authorized persons or agencies only in accordance with law, district policies, and administrative rules. 
 
If an employee is approached to provide information inappropriately, the employee must refuse to release 
the requested information unless authorized by his/her supervisor or otherwise required to release the 
information under law or court order.  In all cases, the employee’s immediate supervisor shall be 
informed, immediately, of any requests. 
 
Any employee who inappropriately releases information, or uses confidential information obtained in the 
course of his/her employment with the district for personal reasons or private gain, will be disciplined in 
accordance with Board policies, collective bargaining agreements, and district procedures.  Disciplinary 
action may include severe penalties, up to, and including, discharge. 

 

Resignation 
Classified employees may resign from their jobs in accordance with the employment agreement and 
board policies.   
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Staff Development (GAD) 
All plans for staff development involving expenditure of district funds or which require time away from 
the employee’s assigned responsibilities shall be approved in advance by the superintendent. 

 

Telephone Use 
District telephones are for school business.  Use of phones for personal business should be avoided 
except in case of an emergency.  Use of phones for social calls is not permitted.  Long distance calls 
made in an emergency must be recorded and reported to the employee’s immediate supervisor so 
arrangements may be made to bill the employee. 

 
Records 

 

Personnel Records (CN, GAK) 
Personnel files maintained by the district shall be confidential and in the custody of the appropriate 
supervisor and/or the superintendent.  Employees have the right to inspect their files during regular 
business hours upon proper notice and under the supervision of an administrator. 
 
See “Confidentiality”. 
 

Required Records (GACD) 
Each classified employee must have the following records/forms on file with the business manager 
before the first day of employment: 
 

 Employment application; 

 KPERS enrollment form (if eligible); 

 W-4 withholding certificate; 

 Social security number; 

 Loyalty oath or affirmation; 

 Health assessment form 

 Driver’s license and driving record (if required for position), see “Driving Records,” below; 

 I-9 Employment Verification Form (proof of identity) 

 K-4 Withholding Form 

 Employee Information Form 

 403(b) Annual Notification 
 

Address Changes 
All address changes must be made with the Business Manager before the end of the pay period in which 
the changes took place. 
 

Driving Records (EDAA) 
It shall be the responsibility of all school bus drivers to annually provide documentation to the 
transportation director of the validity of license certification by the Kansas Department of Revenue.  If a 
school bus driver’s license is suspended or revoked at any time, such suspension or revocation shall be 
immediately reported to the superintendent and the driver shall cease driving a school bus until the 
license is restored. 
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REPORTS 

 
Accidents (JGFG) 
Any school employee who discovers an accident on school property shall report the accident to the 
building principal or designated representative. 
 
If the person requires medical treatment, the employee shall: 
 
  Send for medical help; 
  Make the individual as comfortable as possible while waiting for competent medical assistance to 

arrive; and 
  Notify the principal or designated representative.   
 
If an employee present is qualified to administer first aid, that aid may be given.  Qualified employees are 
those employees who have successfully completed an approved Red Cross first aid program or the school 
nurse. 
 

On the Job Injuries (GAOE) 
If an employee is injured on the job, the supervisor should be contacted immediately and a report shall be 
made within ten days.  The supervisor will then be responsible for contacting the district central office, 
who will in turn supply the injured employee with the appropriate forms to complete. 
 
The employee must keep copies of all doctor’s orders and provide a file copy to the district central office.  
The employee must inform the doctor or hospital that he/she is covered by the district workers 
compensation plan.  See “Workers Compensation”. 
 

Child Abuse (GAAD) 
Any district  employee who has reason to know or suspect a child has been injured as a 
result  of physical ,  mental  or emotional abuse or neglect  or sexual abuse, shall  
promptly report  the matter to the local  Kansas Department for Children and Families 

(DCF) office or to the local  law enforcement agency if  the DCF office is not open .   

Employees may fi le a report  of suspected abuse anonymously to either DCF by 
phoning 1-800-922-5330 or to local  law enforcement officials.   The Code for Care of 
Children also provides civil  immunity from prosecution if  the report  is made in good 
faith.  
 The employee making the report  will  not contact  the child’s family or any 
other persons to determine the cause of the suspected abuse or neglect .  
 DCF or Law Enforcement Access to Students on School Premises  
 The building principal shall  al low a student to be intervi ewed by DCF or 
law enforcement representatives on school premises to investigate suspected child 
abuse and shall  act  as appropriate to facil i tate the agency’s access to the child and to 
protect  the student’s interests during the process.  State law grants the investigating 
agency the authority to determine whether a school employee may be present while the 
interview is being conducted, taking into account the child’s best  interests.   If  asked 
to si t  in on the interview by the agency representative conductin g i t ,  the  
building principal or designee thereof shall  oblige such request  in order to provide 
comfort  to the child throughout the process and to facil i tate the investigation.  
 Cooperation Between School and Agencies  
 Principals shall  work with DCF and la w enforcement agencies to develop 
a plan of cooperation for investigating reports of suspected child abuse or neglect .   To 
the extent that  safety is not compromised, law enforcement off icers investigating 
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complaints of suspected child abuse or neglect  on s chool property shall  not be in 
uniform.   
 Reporting Procedure  
 The employee shall  promptly report  to the local  DCF office or law 
enforcement if  DCF is closed.  It  is  recommended the building administrator also be 
notified after the report  is made.  
 If  the building principal has been notified, the principal shall  i mmediately 
notify the superintendent that  the init ial  report  to DCF has been made.  If  appropriate,  
the principal may confer with the school 's  social  worker,  guidance counselor or 
psychologist .   At  no t ime shall  the principal or any other staff  member prevent or 
interfere with the making of a suspected child abuse r eport .  
 If  available, the following information shall  be given by the person 
making the init ial  report:   name, address and age of the st udent;  name and address of 
the parents or guardians;  nature and extent of injuries  
or description of neglect  or abuse; and any other information that  might help establish 
the cause of the child’s condition.  
 Any personal interview or physical  inspection o f the child by any school 
employee shall  be conducted in an appropriate manner with an adult  witness pr esent.  
 State law provides that  anyone making a report  in good faith and without 
malice shall  be immune from any civil  l iabil i ty that  might otherwise be incurred or 
imposed.  
Approved:  August 12, 2013  

 

Vandalism (EBCA) 
Employees shall report any vandalism to their immediate supervisor.  School personnel are expected to 
lock or otherwise secure any files, records or other similar compartments. 
 

Violent Acts (EBC) 
See “Security”. 

Health 
 

School Nurse 
See “Medications, Administering,” and “Accidents”. 
 

HIPAA Policy (ECA) 
The district shall comply with all applicable Health Insurance Portability and Accountability Act 
(HIPAA) provisions ensuring the confidentiality of protected health information. 
 
The district shall provide appropriate and timely professional development activities regarding HIPAA 
requirements. 
 
All staff shall abide by HIPAA requirements and maintain the confidentiality of protected health 
information.  The district shall provide notice to staff and students as required by law. 

 

Asbestos 
An asbestos management plan has been developed for the district.  A copy of the management plan is 
available in each building office. 
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Bloodborne Pathogens (GARA) 
The exposure control plan for bloodborne pathogens is available for review in each building office. 
 
All staff shall receive the training and equipment necessary to implement the plan. 
 
Bloodborne Pathogen: infectious material in blood that can cause disease in humans, including hepatitis 
B, C, & HIV. 
  
Transmission: the spread of infection by direct or indirect contact with infected blood and body fluids.  .  
Bloodborne pathogens can be contracted through sexual contact, through contaminated medical or dental 
equipment, or contact with infected blood from cuts and nosebleeds.  Few cases of AIDS have been 
documented from occupational (work) exposures.  Approximately 8,700 health care workers each year 
contract Hepatitis B. 
 
Prevention: Treat all human blood and body fluids as if it is infectious (universal precautions) and if skin 

or mucus membranes come in contact with blood wash with soap and water.  Wash your hands 

frequently! 
 
Occupational Risk: You are at risk if you 
1)   have a potential of being bitten or scratched (where blood is seen) by a student 
2) clean up blood or body fluids 
3) perform medical procedures 
4) handle sharp objects that are contaminated with blood 
A vaccine that is only for hepatitis B (involves a series of 3 shots & is 90% effective) is available from 
the health department.  See the nurse if you think that you are at risk and need the vaccine. 
 
Protective Equipment:  Gloves, goggles, and masks (provided by the school) for protection when 
handling blood or body fluids or if there is a potential for splashing of contaminated fluid.  If you have an 
open wound on your skin, cover it with a waterproof dressing and keep it clean.    
 
Housekeeping: Clean all equipment and working surfaces as soon as possible after contact with blood or 
other potentially infectious material with the disinfectant provided by the school.  Never pick up broken 
glass with gloved or bare hands. Place contaminated sharps in the red waste containers. 
 
Bloodborne Pathogen Exposure Control Plan:  A manual is located in each school office. 
 
What to do if an exposure occur?  Any specific eye, mouth, other mucus membranes or open wounds that 
is in contact with blood or body fluids containing blood is considered an exposure and needs to be 
reported. Wash the affected area right away with soap and water.  Flush mucous membranes with water. 
A referral to a health care provider will be initiated and treatment will be started based on the risk of 
transmission. 
 
Symptoms: 
Hepatitis:  “Inflammation of the liver” caused by different viruses. There is no cure or specific treatment. 
30% of patients have no signs or symptom and it takes 1-9 months for flu-like symptoms to occur.  
Symptoms progress to jaundice which is a distinct yellowing of the skin & eyes. 
 

HIV: swollen glands, night sweats, fatigue, diarrhea, appetite loss, rapid weight loss and white 

spots in the mouth. 
All staff shall receive the training and equipment necessary to implement the plan. 
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Communicable Diseases (GAR) 
Whenever an employee has been diagnosed by a physician as having a communicable disease, the 
employee shall report the diagnosis and nature of the disease to the superintendent so a proper report may 
be made as required by statute. 
 
An employee afflicted with a communicable disease dangerous to the public health shall be required to 
withdraw from active employment for the duration of the illness in order to give maximum health 
protection to other district employees and to students. 
 
The employee shall be allowed to return to duty upon termination of the illness, when authorized in 
writing by a physician. 
 
The board reserves the right to require a written statement from the employee’s physician indicating the 
employee is free from all communicable disease symptoms. 
 
See “Health Examinations,” next. 
 
Health Examinations 
Custodians, maintenance personnel, teacher aides, secretaries, paraprofessionals, clerks, food service 
workers and others who come into regular contact with students shall complete health examinations as 
required by law. 
 
As a condition to entering employment, new employees in any of these categories in the district are 
required to complete a physical examination at the time of employment with the district.  The employee 
must present a district-approved form, completed by a health care professional, to the clerk, which states 
“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.  If at any time there is a reasonable 
cause to believe any employee is suffering from an illness detrimental to the health of the pupils, the 
school board may require a new certification of health.” (K.S.A. 72-5213)  See “Required Records”. 
 
The board reserves the right to have any employee examined at any time by a physician of the board’s 
choice to determine if the employee is able to fulfill and perform the obligations of employment and to 
abide by and implement the policies and rules of the board.  The costs of any examination required will 
be borne by the board. 
 
Physicals for Bus Drivers 
The district will allow up to $100 for the cost of a physical examination from a physician of the 
employee’s choice.  This payment is made to cover costs that the individual’s health insurance does not 
cover.  Bus drivers should take the appropriate health examination form for their service group with them 
to their physician.  Any additional examination services above the minimum required, such as a chest x-
ray instead of the skin test for tuberculosis screening, will be at the expense of the individual employee.   
 

First Aid (JGFG) 
See “Accidents”. 
 

Medications, Administering (JGFGB) 

 
The supervision of any medications shall be in strict compliance with the rules and regulations of the 
board.  District employees may not dispense or administer any medications, including prescription and 
non-prescription drugs, to students except as outlined in board policy.  Employees are not to diagnose or 
treat. 
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Hazardous Waste 
When hazardous waste material is produced in a class, or otherwise located in the district, its disposal 
shall be in accordance with state and federal laws, rules and regulations.   
 
No employee shall bring hazardous material to school without the prior approval of their supervisor.  
Such material shall be in an appropriate container and properly labeled. 
 
If an employee discovers waste material which is, or may be, hazardous, he/she should notify his/her 
supervisor immediately. 
 
Hazardous wastes include, but are not limited to, wastes which are flammable, corrosive, infectious, 
highly reactive or toxic. 
 
Hazardous waste must be placed in an appropriate container affixed with a hazardous waste label which 
lists the specific contents. 
 
Unlabeled containers, whose contents are undetermined, which may contain hazardous substances, shall 
not be put in trash containers. 
 
All hazardous wastes must be properly labeled and stored appropriately until they can be disposed of 
properly. Placing them in trash containers or the sewer system is not an acceptable disposal method. 
 

Pest Control 
The district periodically applies pesticides inside buildings.  Information regarding the application of 
pesticides is available from the Central Office. 

 
Safety and Security 

 

Accidents, Reporting of (JGFG) 
See “Accidents”. 
 

Drills (EBBE) 
{The plan for emergency drills may be added here.  The building evacuation plan may be added to the 
Appendix.} 
 

Emergency Closings (EBBD) 
When the superintendent decides the weather threatens the safety of students and employees, he/she will 
notify the radio station KFDI, KWCH-12, KAKE-10, KSNW-3, to broadcast a school closing 
announcement.  You will also be notified by the School Messenger system. 
 

Safety Practices 
All employees shall engage in safe lifting, climbing and carrying practices.  Employees shall ask for 
assistance when needed. 
 

Security (EBC) 
Any district employee who believes any of the following has occurred at school, on school property or at 
a school-sponsored activity shall immediately report this information to local law enforcement:   
 

  an act which constitutes the commission of a felony or a misdemeanor; or  

  an act which involves the possession, use or disposal of explosives, firearms or other weapons as 
defined in current law. 
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It is recommended the building administrator also be notified. 
 

Securing Work Area 
Employees are expected to lock or otherwise secure any files, records, safes, tools, vehicles or other 
district equipment at the close of each work day and other appropriate times.  See “Personal Property”. 
 
Building Opening and Closing Time 
Information regarding the opening and closing times of buildings can be found in the building guidelines.  
Any questions regarding the opening and closing time of buildings should be directed to the building 
principal. 
 
Keys 
The building principal and directors are responsible for issuing keys and maintaining a current and 
accurate list of all people who have been issued keys. No keys shall be duplicated without permission.   
 
Keys should be turned in to the appropriate supervisor when an employee is no longer employed by the 
district or is assigned to another building. 
 
Keys shall not be loaned to anyone. Any lost keys shall be reported immediately to the principal or 
director so measures may be taken to maintain safety and security and to protect district property. 
 
Violent Acts (Reporting of) (EBC) 
See “Security”. 
 
Bullying by Students (JDDC, GAAB) 
The board of education prohibits bullying in any form either by any student,  staff  
member, or parent towards a student or by a student,  staff  member, or  parent towards a 
staff  member on or while using school property, in a school vehicle,  or at  a school -
sponsored activity or event.   For the purposes of this policy, the term “bullying” shall  
have the meaning ascribed to i t  in Kansas law.  
 The administration shall  propose, and the board shall  review and approve a 
plan to address bullying as prohibited herein.  The plan shall  include provisions for 
the training and education of staff  members and students and shall  include appropriate 
community involvement as approved by the board.   
 Students who have bull ied others in violation of this policy may be subject  to 
disciplinary action, up to and including suspension and/or expulsion.  If  appropriate,  
students who violate the bullying prohibit ion shall  be reported to local  law 
enforcement.  
BOE Approved:  August 12, 2013  

 
Equipment and Supplies 

 

Appropriate Use of Equipment and Supplies 
Use of equipment and supplies is for the performance of official and approved assignments only.  Use of 
district equipment or supplies for personal projects is prohibited without prior permission of the 
employee’s supervisor. 

 

Computers (IIBG) 
Use of or access to district computers and computer software is limited to district employees and 
students.  Use of computers is for the performance of official and approved assignments only.  Use of 
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district computer equipment or software for personal projects is prohibited without prior permission of 
the employee’s supervisor. 
 
Only software purchased by the district may be loaded onto district computers.  Software licensed to the 
district shall not be used on computers not owned by the district. District software shall not be copied for 
personal use.  See “Copying and Duplicating”. 
 
Employees shall not use electronic communications, including e-mail and the internet, to harass staff, 
students, or other individuals. 
 

No Right to Privacy 
Employees shall have no expectation of privacy or restricted access to any information generated during 
the course of their official duties or entered in any district computers.  Employees waive any right to 
privacy in e-mail messages and consent to the access and disclosure of e-mail messages by authorized 
employees. 
 
Employees shall only use passwords or other encoding or security mechanisms as assigned by the district 
computer system(s) administrator or other officials designated by the board.  The use of a password does 
not affect the employer’s right to monitor.  All forms of electronic communications are monitored by the 
employer to ensure the systems are only being used for official purposes. 
 

Ownership 
Computer materials or devices created as part of any assigned district responsibility undertaken on school 
time shall be the property of the district.  The board’s rules governing ownership of employee-produced 
computer materials are on file with the clerk and are available upon request. 
 

Secure Files 
All employees must secure files containing confidential student information.  See “Confidentiality”. 
 

Internet 
Inappropriate use and/or transmission of any material in violation of any United States or state 
regulation, is prohibited.  This includes, but is not limited to copyrighted material, threatening or obscene 
material, or material protected by a trade secret.  See “Copying and Duplicating”. 
 

Copying and Duplicating (ECH) 
The copyright laws of the United States make it illegal for anyone to duplicate copyrighted materials 
without permission.  Severe penalties are provided for unauthorized copying of all materials covered by 
the act unless the copying falls within the bounds of the “fair use” doctrine.  Any duplication of 
copyrighted materials by district employees must be done with permission of the copyright holder or 
within the bounds of “fair use,” as set forth in board policy. 
 
Specific regulations concerning fair use are posted near district copy machines. 
 

Inventory 
Building Inventories will be maintained and filed with the building office 
 

Ordering Procedures (DJEG) 
All ordering will be handled through the director. 
 

Requisitions (DJEF) 
All ordering will be handled through the director. 

 



36 | P a g e

APPENDIX B 
 USD 396  

Request for Reimbursement 
This form must be submitted within 10 days of incurring the expense. 

The board may provide reimbursement for expenses incurred in travel related to the performance of job-
related duties and responsibilities when approved in advance by the superintendent/other supervisor. 

Reimbursement for use of a private automobile driven, when school transportation is unavailable, to and 
from the location of a professional in- or out-of-state activity will be paid at a rate established by the board.  Mileage 
costs may not exceed the cost of other reasonable forms of travel. 

Authorization for reimbursement of travel expenses shall be considered in advance by the superintendent. 
Mode of travel will be based on, but not limited to, the availability of other transportation, distance and number of 
persons traveling together.  Air fare will be reimbursed at the coach rate.  

Requests for reimbursement shall have the following attached:  receipts for transportation, parking, hotels 
or motels, meals and other expenses for which receipts are ordinarily available.   

With prior approval of the administration, classified employees may use their private vehicle to perform 

district business.  To receive mileage reimbursement, the employee shall file a report showing dates, number of miles 

traveled and signature of the employee with the district office.  Reimbursement shall be made following board 

approval. 

Payable To  ______________________________________  Date Submitted:  ________________ 

Reimbursable Activity 

(receipts must be attached) 

Date of Activity: Purpose of Activity 

Meals 

Auto Mileage @ .56 per mile 

Hotel 

Tips 

Other (please describe) 

Total Amount of Reimbursement Requested 

I hereby certify that this claim sheet is a true statement of authorized expenses incurred while performing district 

business. 

Employee’s Signature:___________________________________  Principal’s Initials:  ____________ 

Central Office Use Only: 

Approved: ________________________________ 
Superintendent of Schools 

Account Number       Amount  

Check Number _______________ _________________________  _______________ 

Date Paid _______________     _________________________  _______________  
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APPENDIX G 
 

 

USD 396 Agreement to Receive Compensatory Time Off 
 
Pursuant to the Fair Labor Standards Act (FLSA), the USD 396 Board of Education has a policy of granting 
compensatory time off to non-exempt employees in lieu of overtime pay for time worked in excess of 40 hours in any 
workweek.  A copy of the policy is provided in the Douglass USD 396 Classified Employee Handbook. 
 

I understand that I must obtain my supervisor’s express written authorization to work overtime prior to working in 
excess of 40 hours in any workweek.  I understand that I will earn compensatory time at a rate of not less than one 
and one-half (1.5) hours for each one hour of overtime worked.  I further understand that I will be allowed to use 
compensatory time within a reasonable period after requesting such use.  However, I also understand that pursuant to 
the board policy and applicable FLSA regulations, the board may require me to use the compensatory time within a 
certain time period, may prohibit the use of compensatory time on certain days, may require that compensatory time 
be cashed out after a particular time period, or may otherwise limit the use of compensatory time. 
 
I hereby knowingly agree and consent to the use of compensatory time in lieu of overtime pay for time worked in 
excess of 40 hours in any workweek, and I accept this as a condition of my employment with the USD 396 Board of 
Education. 
 
 
_________________________________  ______________ 
Employee Signature    Date 
 
_________________________________  ______________ 
Supervisor Signature    Date 
 

 


