
 

 
 

U.S.D. 372 
 

CLASSIFIED PERSONNEL 
 

HANDBOOK 
 

2021-2022 
 

 
   

 
 
 
 
 



 

 1 

 
 
 
 
 
 

 
 

 
 
 
PAGE 

  
Index…………………………………………………………………………………….. 1. 
  
Introduction, U.S.D. 372 Mission Statement, Non-Discrimination Statement, Sexual 
Harassment……………………………………………………………………………..... 

 
2. 

  
Definitions: Classified Employees, Full-Time Employees, Part-Time Employees, 
Calendar-Year Employees, School-Year Employees, KPERS Employees …………….. 

 
3. 

  
Management, Immediate Supervisors, Employee-At-Will, Employment Conditions: 
Application, Appointment, Termination, Resignation ………………………………….. 

 
4. 

  
Conflict of Interest, Payroll Deductions, Job Descriptions, Evaluation .……………….. 5. 
  
Absences, Health Certification, Injury, Time Sheets……………………………………  6. 
  
Pay Periods, Assignment/Transfer, Section 125 Options, Meal/Break Time, Inclement 
Weather………………………………………………………………………………… 

7. 

  
Use of School Equipment, Drivers License……………………………………………. 8. 
  
Compensation:  Non-Certified Employee Salary Schedule……………………………... 9. 
  
Salary Schedule, Overtime, Personnel Files, Non-School Employment ……………… 10. 
  
Benefits: Health Insurance, Leaves: Holiday Leave ………………………………….... 11. 
  
Leaves: Vacation Leave, Leave, Bereavement Leave ……….………………………… 12. 
  
Leaves: Jury Duty, FMLA……………………………………………………………… 13. 
  
Retirement, Savings Clause…………………………………………………………… 14. 



 

 2 

 
INTRODUCTION 

 
This information handbook has been compiled for the convenience of all classified staff 
members.  It contains board of education policy and administrative regulations dealing with 
hiring practices, working conditions, compensation and benefits.  This is not intended to 
answer all questions or concerns regarding classified employees or all conditions of 
employment.  Some questions will necessarily have to be addressed as they occur. 
 
USD 372 MISSION STATEMENT 

 
The mission of Silver Lake USD 372 is to assure that all students learn to their maximum 
potential by providing excellent instruction in a safe, orderly environment; that all students 
graduating are prepared to successfully pursue post-secondary education, or to be 
productively employed; and that students develop good character and citizenship. 

 
NONDISCRIMINATION STATEMENT 

 
USD 372 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.  Any employee who feels he/she has been discriminated against based on any of the 
above, may file a grievance with the immediate supervisor or higher level of management for 
investigation and redress. 

 
Title VI, Title IX, and Section 504 complaints can also be filed with the Region VII 
Office for Civil Rights, U.S. Department of Education, 10220 N. Executive Hills 
Blvd., Kansas City, MO. 54153. 
 

SEXUAL HARASSMENT 
 

Sexual harassment of employees by board members, administrators, or other employees is 
strictly prohibited.  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: 1) submission to such conduct is made either explicitly or implicitly a term or 
condition of employment; 2) submission or rejection of such conduct is used as a basis for 
employment decisions or 3) such conduct has the result of unreasonably interfering with an 
individual’s work performance or creating an intimidating hostile, or offensive working 
environment. (For complete policy see BOE Policy GAAC) 
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DEFINITIONS 

 
CLASSIFIED EMPLOYEES 

 
Staff members who are not by statute required to possess certification by the Kansas State 
Department of Education or are not covered by the negotiated agreement between the SL-
NEA and USD 372, are considered to be classified employees.  Classified employees include 
but are not limited to: clerk, deputy clerk, treasurer, building secretary, paraprofessional, 
food service personnel, operation and maintenance personnel, bus driver, school nurse, and 
occupational therapist. 
 
FULL-TIME EMPLOYEES 

 
Classified personnel who work 30 or more hours per week (6 hours per day) are considered 
to be full-time.  There are two classes of full-time employees: calendar-year employees and 
school-year employees. 

 
PART-TIME EMPLOYEES  

 
Employees who work fewer than 30 hours per week are considered to be part-time 
employees.  There are two classes of part-time employees: calendar-year employees and 
school-year employees. 

 
CALENDAR-YEAR EMPLOYEES  

 
Those employees who are employed for twelve (12) months per year in their full-time 
position are considered to be calendar-year employees.  Calendar-year employees include but 
are not limited to: central office clerical staff, maintenance staff, and custodians. 
 
SCHOOL-YEAR EMPLOYEES   

 
Those employees who do not work during the summer months in their part time or full-time 
position are considered to be school-year employees.  School-year employees include but are 
not limited to: building secretaries, cooks, aides, paraprofessionals, bus drivers, nurses, and 
therapists. 

 
KPERS EMPLOYEES  

 
Any position which is not temporary, not seasonal, and requires 630 or more hours per year is 
subject to the Kansas Public Employment Retirement System.  These employees will need to 
provide the district with an acceptable proof of birth date (example birth certificate) and an 
acceptable proof of any name change (example marriage license, court records).  Effective 
January 1, 2015, all eligible employees will pay 6% of gross salary into the retirement system. 
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MANAGEMENT 
 
Those persons to whom classified personnel are subject and responsible are defined as 
management.  Usually, management includes the superintendent, building administrators, 
and department heads. 

 
IMMEDIATE SUPERVISOR   

 
An immediate supervisor is the person to whom the classified employee is responsible on a 
daily basis.  The immediate supervisor may be management or another classified employee.   
 
EMPLOYEE-AT-WILL  

 
Classified employees will be given a contract stating the beginning dates of employment, 
ending dates of scheduled work days, salary, leaves, and vacations (where applicable).  The 
contract will have an “Employee-At-Will” provision expressing that either party may 
terminate the contract with notification of reasons for termination or resignation. 
 
 

EMPLOYMENT CONDITIONS 
 
APPLICATION   

 
All vacancies for classified staff positions shall be posted in the building workrooms. For 
some positions, advertisements may be placed in local newspapers.  Application forms for 
any vacancies are available on the district website and should be submitted on or before the 
deadline stated.  This policy may be waived by the superintendent in incidences where 
positions must be filled in an expedient manner. 

 
APPOINTMENT   

 
All newly hired classified employees shall be appointed to a position by the superintendent, 
pending final approval by the board of education.  The superintendent shall recommend the 
employment at the next regular board of education meeting. 
 
TERMINATION   

 
Classified employees may be terminated by the superintendent upon notice.  Anyone whose 
employment is terminated will forfeit all accrued benefits and privileges as of the date of 
notification.  Pursuant to BOE Policy GCAA through GCAE, all salary accrued at the time of 
termination shall be paid in full at the next regular pay interval.   

 
RESIGNATION   

 
Classified employees may resign at any time by giving notice.  The notice of resignation 
shall be delivered to the superintendent or the immediate supervisor, who shall document the 
date of receipt.  Any employee who resigns and has been employed three (3) consecutive  
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years, will receive .5 (half) of accrued benefits and privileges as of the date of resignation, 
provided they fulfill their employment obligations by working the two weeks that were 
noticed.  Days not earned will not be paid out if the employee leaves employment prior to the 
end of their contract. 
 
Classified employees who resign at the conclusion of the contract period shall receive full 
compensation for any accrued benefits and privileges. 
 
Pursuant to BOE Policy GCAA through GCAE, all salary accrued at the time of resignation 
shall be paid in full at the next regular pay interval.   
 
CONFLICT OF INTEREST   

 
Classified employees shall engage in no outside employment or business which, by nature or 
duration, will detract from the effective performance of assigned duties.  District employees 
will not attempt to sell to students or influence students to buy any product, article, 
instrument, service, or other such items. 
 
PAYROLL DEDUCTIONS   

 
There are two types of payroll deductions - mandatory and voluntary.  Mandatory deductions 
will be withheld automatically.  Voluntary deductions must be authorized by the employee.  
Mandatory deductions include but are not limited to:    
• State and Federal Income Tax 
• Social Security Tax 
• KPERS Retirement (for those eligible) 
• Garnishment 

 
Voluntary deductions include but are not limited to:   
• Health Insurance (for those eligible)  
• Tax Sheltered Annuities 
• Approved Section 125 Options 
• United Way 
 
JOB DESCRIPTIONS   
 
The superintendent will cause a job description to be written for each classified staff position.  
Job descriptions will outline the general qualifications, expectations, and responsibilities of 
each position.  JOB DESCRIPTIONS ARE NOT POLICY OR CONTRACTS.  Job 
descriptions can be changed to meet new needs and expectations.  Employees may be asked 
to perform duties not stated in the job description.  These new duties should be added to the 
job description if they remain responsibilities of the job for a significant amount of time. 
 
EVALUATION   

 
Evaluation is an ongoing process.  Classified personnel will meet, as a departmental group, 
prior to the beginning of the school year to review expectations of the upcoming school year. 
The departmental group will meet again at the conclusion of the school year to review the 
past school year.  Meetings will be conducted with the immediate supervisors of the 
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classified personnel, along with building principals, and the superintendent when appropriate.  
Individual personnel issues with classified personnel will be addressed as needed on an 
individual basis. 
 
ABSENCES   

 
Regular attendance is important to the productivity and service of the school district.  
Classified employees will be responsible for entering their absence requests in the SmartFind 
system at the earliest possible time.   
 
If an emergency occurs which necessitates an employee leaving the job site, the employee 
should contact the immediate supervisor or other management personnel or their building 
secretary.   

 
HEALTH CERTIFICATION   

 
All classified personnel, except temporary or substitute employees, are required to furnish a 
statement of satisfactory health upon the commencement of employment.  K.S.A. 72-5213 
requires all persons who come in regular contact with pupils to submit a certification of 
health including a statement that there is no evidence of physical condition that would 
conflict with the health, safety, or welfare of the pupils, and that freedom from tuberculosis 
has been established by chest x-ray or negative skin test.  This certificate, the form for which 
is prescribed by the Secretary of Health and Environment, must be signed by a person 
licensed to practice medicine and surgery under the laws of any state.  Additional 
certification is required by the board of education as follows: Bus Drivers - every two (2) 
years or one (1) year if so noted on the physical form.  The board of education will pay $100 
or the actual cost, whichever is less, for the completion of a certification of health.  Forms are 
available in the central office. 
 
INJURY  
 
Any employee who is injured while on the job must inform the immediate supervisor and the 
central office staff as soon as possible.  The district office will call the designated clinic to 
authorize treatment of the injured employee.  Appropriate forms and description of 
circumstances of the injury must be completed in a timely manner.  Please inform medical 
personnel treating the injury that claims should be filed through our worker's compensation 
insurance.  The designated clinic for any employee injuries will be Sunflower Prompt Care, 
3405 NW Hunters Ridge Terrace, Topeka.  If you choose not to use the designated clinic, the 
district liability will only be up to $500 in expenses for the injury. 
 
TIME SHEETS   
 
Every classified employee, except the occupational therapist, is required to clock in and out 
using the electronic time system each day.  Hourly employees are required to submit their 
electronic time card by 9 am on Monday mornings except at the end of each pay period. All 
pay periods will end on the 12th of each month.  Time sheets are to be submitted within two 
days of the end of pay periods.  Classified staff that choose to pro-rate their pay over 12 
months are still required to keep accurate time sheets. 
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PAY PERIODS   
 

Pay checks will be issued on the 20th day of each month, or the first working day before if 
the 20th falls on a weekend or holiday. Each month's salary will be based on the hours 
reported on the time sheet for the pay period just completed.  

 
ASSIGNMENT AND TRANSFER    

 
The board of education reserves the right to assign, reassign or transfer all classified 
employees.  A classified employee may request assignment to any position on the classified 
staff for which a vacancy exists. 
 
SECTION 125 OPTIONS 

 
All insurance enrollments are made through our online application. All employees that work 
30 hours a week or more will receive district paid short term disability insurance. Any 
classified employee may authorize deductions before taxes for the following:   
  
• Health Insurance 
• Flexible Spending (FSA) 
• Health Savings Plan (HSA) 
• Dependent Care FSA 
• Accident 

• Cancer 
• Critical Illness 
• Life Insurance 
• Vision 
• Dental 

 
MEAL AND BREAK TIME   

 
If the employee is relieved from all duties for the purpose of eating, a meal period which 
occurs during the scheduled workday is NOT counted as time worked and should not be 
recorded on the time sheet.  The usual meal period is 30 minutes in length. 

 
State and federal regulations allow food service workers who are actually involved in 
preparing and serving meals (e.g. cooks, aides, secretary, lunch room custodian) to receive a 
free meal.  This does not include lunchroom supervisors.  The employee receiving a free 
lunch must clock out during mealtime and cannot receive pay for meal time. 

 
INCLEMENT WEATHER   
 
Full-time operation and maintenance employees are expected to report to work on days when 
school is dismissed due to inclement weather unless personal safety precludes doing so or 
otherwise notified by the immediate supervisor.  Operations/maintenance staff who work 
during non-planned/non-duty days will have the option to use overtime or compensatory time 
for hours worked beyond 40 hours in the work week.   

 
Part-time employees, school-year employees and central office staff will not report to work 
on days when school is dismissed due to inclement weather.  These days may be made up at 
a later time by decision of the administration and board of education.  The district will pay 
hourly staff for the first 3 snow days that occur.  Salary will be adjusted accordingly.  Unused 
leave may be used to compensate for all snow days that exceed the 3 paid days per paragraph 
3 under Leave. Should any of the employees listed in this paragraph choose to work on a 
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non-planned/non-duty day, they will only be paid for the total number of hours they normally 
would work.  Example: said employee is normally scheduled for 7 hours.  They work for 4 
hours on the non-planned day.  They will then receive 3 hours of snow day pay to make their 
full scheduled 7 hours.  They will not receive 7 hours of snow day pay and then 4 hours of 
work pay.  The exception to this is if the employee was requested to work by their immediate 
supervisor or the superintendent.  In that case they will have the option to be paid for hours 
worked or have compensatory time for hours worked and still receive a full day of snow day 
pay. 
 
USE OF SCHOOL EQUIPMENT  

 
No property owned by USD 372 may be used for personal reasons unless prior approval has 
been granted by the superintendent or building principal. 
 
DRIVERS LICENSE   

 
Employees who drive any school vehicle are required to have in their possession a valid 
Kansas Drivers License when operating a district-owned vehicle.  Employees operating a 
school bus must possess a valid Kansas Commercial Drivers License.  They must also have 
current first aid, CPR card and defensive driving certification.  Staff will supply the central 
office with a copy of their current driver’s license. 
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      COMPENSATION 
 

USD 372 SILVER LAKE 
NON-CERTIFIED EMPLOYEE SALARY SCHEDULE 

2021-2022  
 

STEP   STEP   STEP   
1 $10.44 11 $13.44 21 $16.85 
2 $10.71 12 $13.79 22 $17.19 
3 $10.99 13 $14.01 23 $17.52 
4 $11.29 14 $14.46 24 $17.92 
5 $11.57 15 $14.81 25 $18.32 
6 $11.86 16 $15.14 26 $18.71 
7 $12.14 17 $15.48 27 $19.11 
8 $12.42 18 $15.83 28 $19.52 
9 $12.72 19 $16.17 29 $19.93 

10 $13.09 20 $16.50 30 $20.31 
 
Employment Category              Beginning Grade Range          Range                    Top Grade 
Clerk                                                                 20  16.50-20.31         30 
Assistant Clerk   11  13.44-18.71         26 
Treasurer     20  16.50-20.31         30 
Building Secretary                                         07   12.14-16.85         21 
Lead Cook                                                        09  12.72-18.32         25 
Cook   03  10.99-16.50         20 
Maintenance Supervisor    20  16.50-20.31         30 
Maintenance Employee   11  13.44-18.32         25 
Lead Custodian   11  13.44-19.52         28 
Custodian     07  12.14-16.85         21   
Transportation Director   20  16.50-20.31         30 
Bus Driver   16  15.14-20.31         30 
Activity Trips @ $9 per hour 
Para/Aide   03  10.99-16.50*         20 
Elementary Computer Lab Manager   11  13.44-19.52         28 
Assistant District Technology Coordinator   20  16.50-20.31         30 
Nurse Tech   11  13.44-20.31         30 
*Paraprofessionals, with a written contract, who work with district designated severe students will receive one (1) dollar 
above their step for the time worked with these students. 

Classified Substitute Pay 
Summer Custodial  7.25 per hour 
Food Service Substitute 9.00 per hour 
Custodial Substitute 9.00 per hour 
Para Substitute  9.00 per hour 
Bus Substitute 12.50 per hour 
Secretarial Substitute  9.00 per hour 
Sub Nurse 11.50 per hour 
Maintenance Sub   9.00 per hour 
Employee    9.50 per hour  (Ticket taker, line judge, etc.) 
Non-employee   8.25 per hour  (Ticket taker, line judge, etc.) 
Each employee who reaches top grade is eligible for a yearly increase upon his or her supervisor’s recommendation and board 
approval. 
Extra duty compensation will be paid at a rate established by the negotiated agreement.  Examples of these duties include; ticket 
taking, scorekeeping, dances, etc. 
Employees who are placed on probation for work performance issues will be frozen at their current step. 
 
This salary schedule is to serve as a guide; the superintendent can recommend placement due to experience. 
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SALARY SCHEDULE 
 
The salary schedule included in this handbook is to serve as a guide for the placement of 
classified employees.  There is not an implied understanding, nor a guarantee that classified 
members will automatically proceed from step to step of the salary schedule.  The Board of 
Education reserves the right to determine the feasibility of implementing the salary schedule 
on an annual basis.  
 
OVERTIME 
 
Hours worked in excess of 40 hours per week (Sunday through Saturday) shall be 
compensated at 1 1/2 times regular hourly rate. Any hours of overtime must have prior 
approval of the immediate supervisor before compensation will be made.  Should 
circumstances prevent gaining prior approval, an explanation of the overtime shall be 
documented to the employees’ immediate supervisor. Supervisors will comment their 
approval for the overtime on the employee’s time sheet when they approve it online. 
 
Classified employees who are required to attend inservice/training to maintain employment will 
be compensated for this inservice/training at a rate established by the board of education.  
Compensation for attending required training will not exceed hours stated on the employees’ 
letter of employment. If the inservice or training is in addition to a regular day at work, 
additional hours may be reported on the time sheet.  When one or more employees are driving to 
out-of-town training outside their normal work hours, only the driver will be compensated at 
their hourly rate. 
 
Any classified employee who requests to attend training on his or her own time outside of the 
regular duty day may do so with no salary compensation.  However, the district will provide 
transportation and an enrollment fee to employees with prior approved requests. 
 
All claims against the district for extra duty compensation which were incurred during the 
employees’ contracted period are to be made no later than the end of the pay period in which 
it was worked. 
 
PERSONNEL FILES 
 
Personnel files kept by the district concerning district employees shall be under the 
custodianship of the District Treasurer. 
 
NON-SCHOOL EMPLOYMENT 
 
Employees shall not be excused during their regularly assigned schedule to engage in outside 
employment which, by its nature or duration, will impair the effectiveness of their service to 
USD #372. 
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BENEFITS 
 
HEALTH INSURANCE 

 
Group health insurance is available through the district health insurance plan.  All full-time 
employees (30 hrs. per week) are eligible to join the district health insurance plan.  Any full-
time classified employee, who enrolls in the district health insurance plan, will receive equal 
to the amount of the lowest cost single plan per month toward the premium of a single or 
family plan.  This benefit will be paid for twelve months, or until employment is terminated, 
for all calendar year and school year employees. 
 
Full-time classified employees who wish to retire before age 65 may be eligible to remain in 
the district’s health insurance group provided the following requirements are met: (a) must 
have completed at least ten years of continuous, full-time employment with USD 372; (b) 
must have been enrolled in the USD 372 health insurance group for three consecutive years 
prior to retirement; and (c) must qualify for full KPERS retirement benefits. 
 
If all requirements listed have been met, the classified employee may choose to remain in the 
district’s health insurance group (under either a single or family membership) until reaching 
age 65.  The district will pay toward cost of such insurance as follows: the lesser of either the 
cost of a single policy for the plan chosen by the retiring employee, or the equivalent of 
current classified employee insurance fringe benefit.  
 
An employee wishing to utilize this option must give written notice of this intent to the board 
of education at least 60 days prior to actual retirement date.  If the retired employee drops 
coverage with the USD 372 group health plan, he/she is not eligible for coverage in the 
future.  The retired employee will not be eligible for coverage after retirement if they become 
covered or eligible to be covered under a plan sponsored by another employer.  Under the 
provisions of KSA 12-5040, the retiree will be disqualified for coverage in the month 
following the attainment of age 65. 
 
SALARY PROTECTION INSURANCE 
 
Salary protection (disability) insurance will be provided for full time classified employees.  
 

LEAVES 
 
No days off may be taken without pay if paid leave is available.   
 
HOLIDAY LEAVE   

 
Full-time employees shall be paid for any of the following holidays that fall within their 
terms of employment as stated in the contract: 

1.   New Years Day 4. Labor Day 
2.   Memorial Day                        5. Thanksgiving Day 
3.  Independence Day 6.  Christmas Day 
 

Part-time employees shall be paid for the above holidays that fall within their terms of 
employment prorated to the number of hours worked daily. 
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VACATION LEAVE   
 
Full-time calendar-year employees (reference definition page) will earn vacation days at the 
following rate:  First ten (10) years of employment- one (1) day per month worked; eleven or 
more years of employment – one and one-fourth (1.25) days per month worked. 

 
Part-time and school-year employees do not earn vacation days. 

 
Vacation days are not granted until July 1.  New employees will be granted vacation days based 
on a prorated amount from their date of employment.  Vacation days must be taken between July 
1 and June 30 of school year awarded.  Vacation days are not accumulative.  Classified 
employees will be reimbursed for unused vacation leave (maximum of ½ leave earned) at their 
daily rate of pay for the school year it is earned.  Any days over the maximum ½ leave will be 
paid out at ½ daily rate of pay.  This payment will be made with the July payroll.  If the contract 
is not fulfilled, days taken in excess of days earned will be deducted from the employee’s last 
check.  Days not earned will not be paid out if the employee leaves employment prior to the end 
of their contract. 
 
LEAVE 

 
Each classified employee shall be granted 1 day of leave per month worked, plus two 
additional days (formerly personal leave). Leave days for the employment year shall be 
granted at the commencement of employment or on July 1 thereafter.  Leave shall be 
accumulated to a maximum of four (4) times the annual leave and shall be prorated to the 
number of hours worked daily.  (Example: a nine month employee authorized to work six 
hours per day will be granted nine (9), six (6) hour days of leave accumulative to a maximum 
of 36 days).  If the contract is not fulfilled, days taken in excess of days earned will be 
deducted from the employee’s last check. 
 
Leave is defined as temporary leave with full pay for any reason determined by the 
individual classified employee.  
 
Classified employees may use leave to gain compensation for non-duty days that occur 
during the term of employment.  Non-duty days (for all except operations and maintenance 
personnel) are days that school is not in session because of inclement weather, funerals, or 
student vacations. 

 
Classified personnel will be reimbursed for leave in excess of the maximum allowed at the rate 
of one half their hourly rate of employment.  This payment will be made with the July payroll.  If 
the contract is not fulfilled, days taken in excess of days earned will be deducted from the 
employee’s last check.  Days not earned will not be paid out if the employee leaves employment 
prior to the end of their contract. 
 
BEREAVEMENT LEAVE 
 
All classified employees will be allowed a maximum of five (5) days at the classified 
employees’ discretion per occurrence for the death of family and spouse’s family.  In the 
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event of hardship cases, the superintendent may grant exceptions.  Such bereavement leave is 
to be non-accumulative. 

 
 
JURY DUTY 
 
All classified employees shall be paid for actual time lost due to jury duty less the amount 
paid by the court not including mileage.  The employee must provide to the clerk of the board 
a statement from the court indicating days served and compensation received.  Any employee 
summoned for jury duty more than once during a year shall request the court to excuse the 
duty. 
 
FMLA 
 

USD 372 Family and Medical Leave Plan 
(re: USD 372 Policy GARI) 

 
Family and medical leave as required by federal law shall be granted for a period of not more 
than 12 weeks during a 12-month period.  For the purposes of this policy, a 12-month period is 
defined as beginning the first date the employee takes leave.  Example:  the employee’s leave 
begins on November 2, 2015.  The 12-month period would be November 2, 2015 to November 1, 
2016.  Spouses employed by the district may only take an aggregate of 12 weeks of leave for a 
birth or adoption of a child or to care for a child with a serious health condition. 
 
Leave is available because of (1) the birth of a son or daughter of the employee and to care for 
the son or daughter; (2) the placement of a son or daughter with the employee for adoption or 
foster care; (3) the need to care for a spouse, son, daughter or parent of the employee because of 
a serious health condition; or (4) a serious health condition of the employee that prevents the 
employee from performing the job functions.  (Leave for reason 1 or 2 must be taken within 12 
months of birth or placement). 
 
The leave shall normally be 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 
paid leave shall be used first and counted toward the annual family and medical leave designated 
as family and medical leave. 
 
The employee is eligible for family and medical leave upon completion of 12-months of service 
in the district and employed at least 1250 hours during the preceding year. 
 
During the period of any unpaid family and medical leave the board shall continue to pay the 
employer’s share of the cost of group health benefits in the same manner as paid immediately 
prior to the leave.  Any employee portion of the cost shall be paid by the employee to the clerk of 
the board on the payroll date or other 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. 
 
When leave is foreseeable, the employee shall give written notice 30 days in advance.  If leave is 
not foreseeable, notice will be given as soon as practical. 
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Upon the employee providing notice of need for leave, the employer will notify the employee of: 
A. The reasons that leave will 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. 

 
Family leave (reasons 1 or 2) may not be used intermittently or on a part-time basis without the 
prior approval of the Superintendent  The Superintendent may require an instructional employee 
to continue leave until the end of a semester if the leave begins more than five (5) weeks before 
the end of a semester, lasts more than three (3) weeks and the return would occur during the last 
three (3) weeks of the semester. 
 
If the leave is for a reason other than the employee’s serious health conditions, the 
Superintendent may require an instructional employee to continue leave until the end of a 
semester if: 

1. The leave begins in the last five (5) weeks of a semester, will last more than two (2) 
weeks and the return to work would occur in the last two (2) weeks of a semester. 

or 
2. The leave begins in the last three (3) weeks of a semester, and lasts more than five (5) 

days. 
 
RETIREMENT   
 
Classified employees with 10 years consecutive service upon retirement from the district may 
receive payment for all unused leave at their full hourly rate of salary.  This leave shall also 
include any unused vacation time earned by the employee.  Days not earned will not be paid out 
if retiring prior to the end of the contract period. Retirement is defined as completing 
contractual/letter of employment for the school year signed, unless notice is received prior to 
signing final contract with the date of retirement established. 
 
SAVINGS CLAUSE 
If any statement in this classified employee handbook is in conflict with approved Board of 
Education policy, the Board of Education policy shall supersede the statement in this 
employee handbook. 
 


