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SPECIAL INFORMATION 
AND 

ANSWERS TO FREQUENTLY ASKED QUESTIONS 
 
Equal Opportunity Statement 
 
USD 470 is an equal opportunity employer and selects the best matched individual for the job based 
upon job related qualifications, regardless of color, race, creed, sex, national origin, age, handicap or 
other protected groups under state, federal or local Equal Opportunity laws. 
 
Personnel Records  
 
Personnel files required by the district shall be confidential and in the custody of the records custodian 
and/or the superintendent.  Employees have the right to inspect their files upon proper notice under the 
supervision of an appropriate supervisor.  All records and files maintained by the district should be 
screened periodically by the custodian of records. 
 
All personnel files and evaluation documents, including those stored by electronic means, shall be 
adequately secured. 
 
BENEFITS – Full Time and Part Time Employees 
 
1. All benefits, paid leave, insurance, etc. are offered only to full time employees. 
 

A full time employee is an employee whose job assignment consists of 20 or more hours in a 
normal work week.  The notice of employment will indicate “full” or “part” time. 

 
Full time employees are also classified as “12 month” or “9 month” and certain benefits such as 
vacations only apply to full time 12 month employees. 

 
2. Salary Insurance, Life Insurance:  District paid.  All full time employees. 
 
3. Health Insurance Allowance:  Any amount to be paid toward a health plan shall be determined by 

the board of education for full time employees who work a minimum of 30 hours per week and who 
belong to the District Group Health Insurance Plan.  A full time employee who works between 20 
and 29 hours per week will receive half the established amount toward District Group Health 
Insurance.  Balance of cost to be paid by employee. 

 
4. Paid Leave:  Only full time employees will receive paid leave benefits. 
 
5. Vacations:  Only full time 12 month employees receive vacation benefits.  See vacation explanation 

in this handbook. 
 
6. Holidays:  Full time 12 month employees are granted 12 paid holidays each year.  Other full time 

employees are granted paid holidays as shown on notice of employment. 
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7. KPERS:  Positions designated as “Covered Positions” are required to be covered by KPERS 
(Kansas Public Employee Retirement System).  These positions are those which normally consist of 
approximately 630 hours per year. 

 
GRIEVANCES:  Procedure 
 
Most grievances can be solved by talking to your supervisor.  If not satisfied, ask to meet with the Asst. 
Superintendent of Business/Operations for a conference.  If still not satisfied put your grievance in 
writing and submit to the Superintendent. (See page 6 in handbook.) 
 
 
PAY DAY:  When checks are issued 
 
Payday is the 20th of each month unless otherwise scheduled by the district administration.  Checks will 
be issued on payday to all personnel--not the evening before.  If payday comes on a weekend or holiday, 
checks will be issued on Friday or the day before the holiday. 
 
TIME Sheets:  Who and When 
 All Classified Staff personnel other than salaried supervisors must fill out time sheets.   Time sheets 

must be approved by your supervisor.  They must be turned in by the date designated by the district 
administration.  Failure to turn in a time sheet may result in no paycheck for that month. 

 
OVERTIME:  Who and When 
 
You must have permission from your supervisor to work overtime.  To receive overtime pay it must be 
shown on your time sheet. (See section in handbook.)   
 
NOTICE OF EMPLOYMENT:  Definition 
 
The Notice of Employment is not a contract.  It is an estimate of the hours you will work and indicates 
your hourly rate and other information.  There is no guarantee you will receive the total estimated 
amount indicated unless your supervisor approves the maximum number of hours shown.  Employment 
is “at will” and may be terminated at any time the supervisor and Asst. Superintendent of 
Business/Operations/Director of Operations determines the termination is in the best interest of the 
district. 
 
Board policies and sample forms at back of handbook. 
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Hours, Workweek, Weekends  The "Notice of Employment" form indicates the normal number of 
hours to be worked each day for your position.  Your supervisor will inform you of the starting and 
ending time for the position and building to which you are assigned. 
 
The workweek will be 12:00 a.m. Sunday until 11:59 p.m. Saturday with the regular workweek being 
five days, Monday through Friday.  Some positions may call for other days of work or the workweek 
may vary if school is not in session.  Your "Notice of Employment" will indicate your workweek. 
 
Unless your "Notice of Employment" indicates your workweek consists of Saturday or Sunday working 
days you will normally not be expected to work on weekends.  However, the Asst. Superintendent of 
Business/Operations may declare an emergency and assign any employee to work on one or more days 
of the weekend.  
 
The "Notice of Employment" indicates the maximum number of hours allowed for that position. It is not 
a guarantee of hours to be worked. 
 
Comp Time Classified Staff may accumulate comp time for additional hours over 40 worked.  The 
immediate supervisor will keep recording of comp time.  The immediate supervisor must approve use of 
comp time. 
 
Overtime Requirements Unless stated on the "Notice of Employment" no position shall consist of 
more than 8 hours per day, 5 days per week or a total of 40 hours per week. 
 
Overtime work is not encouraged; however occasional overtime may be necessary.  Overtime must be 
authorized by the supervisor in charge, documented and approved.  In accordance with the Fair Labor 
Standards Act, overtime will be paid at time and one-half times the employee’s regular rate of pay for 
each hour worked in a workweek in excess of 40 hours per week,  In lieu of paying actual overtime 
wages, employees will be encouraged to take compensatory time off.  Compensatory time, like vacation 
time, is paid time off.  When employees use compensatory time, they are paid for each hour used at their 
regular hourly rate of pay.  The time off must be not less than one and one-half hours for each hour of 
overtime worked.  Accrued compensatory time should be used within a reasonable period after it is 
earned, and preferably used during the same pay period, unless to do so would unduly disrupt the 
operations of the school. 
 
Before an employee qualifies for overtime hours, 40 regular hours must be worked. (An employee who 
is absent one day for any reason is not eligible for overtime until 40 hours are actually worked. A four-
hour employee is not eligible for overtime for working five hours.) 
 
Job Evaluation A written evaluation will be made on each employee at least once during the school 
year.  Completion of  evaluations is the responsibility of the immediate supervisor. The employee will 
sign the evaluation indicating it has been discussed with the employee.  A copy will be given to the 
employee. 
 
Pay Periods, First Payday The pay periods are established each school year and are posted in each 
building.  Payroll is distributed on the 20th of each month.  If the 20th is on a Saturday or Sunday 
payroll is distributed on Friday. 
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For new employees the first payday will include any hours worked during the current pay period. 
 
12-month employees are paid in 12 equal payments.  Pay received on the 20th is payment for the entire 
month. 
 
Pay Increases, Promotion Any change in salary schedules will be effective July 1 of each year as 
determined by Board of Education action. Advancing on the salary schedule is not automatic and no 
increase will be given for employees on job probation. 
 
Pay increases as a result of a change of position will become effective on the date of the new 
assignment. 
 
The policy of U.S.D. 470 is to employ the best-suited individual for each position.  If an employee 
wishes to be considered for a possible vacancy which might occur during the year, a letter indicating this 
should be sent to the Asst. Superintendent of Business/Operations 
 
Vacations 12-month employees shall be given two weeks paid vacation.  Vacation pay will be figured 
on a 40 hour week, unless the employees work week is less than 40 hours in which case it will be 
figured on the average hours worked.  After eight or more consecutive years employed by U.S.D. 470, 3 
weeks paid vacation will be granted.  On July 1 after the completion of the eighth year of employment, 
five (5) additional vacation days are granted.  Thereafter vacation days are accrued at the rate of fifteen 
(15) days per year.  (NOTE:  A 9 month position and a different 3 month summer position is not 
considered a 12 month position.)  First year employees are granted vacation time according to a pro-
rated amount on July 1. No vacation days will be carried forward beyond June 30 of the year following 
the one in which the vacation days were accrued unless approved by the Asst. Superintendent of 
Business/Operations. 
 
Holidays  Some classifications of employees (indicated on "Notice of Employment") will be given 
the holidays as listed below with pay.  Employees will be paid for the number of hours they are regularly 
scheduled to work each day (maximum 8 hours).   
 

Labor Day 
 Arkalalah – 1/2 day in the afternoon  

Thanksgiving Day – Wednesday before and Friday following Thanksgiving Day 
 Two days during school Christmas Vacation* 
 One day for New Year's Day** 
 Memorial Day 
 Independence Day** 
 Two days during Spring Break* 
 Good Friday 
 
 *These days shall be designated by the district administration 
 **If this day falls on a regular working day the employee will not be required to work, but will 

receive pay for that day.  If this day falls on a Saturday or Sunday, the employee will be given one 
additional day off with pay.  This day will be designated by the district administration. 

 
Employees working ten and one-half months shall receive the following paid holidays:  Labor Day, 
Thanksgiving Day, Christmas Day and Memorial Day. 



 5 

 
Health Certificate All employees by state law must have a current health certificate on file in the 
Personnel Office.  Certificates must be renewed every 3 years (2 years for bus drivers). 
 
Loyalty Oath All employees by state law must have a loyalty oath on file in the Personnel Office. 
 
125 Salary Reduction Plan Employees may take advantage of the IRS 125 Salary Reduction Plan 
which enables the employee to purchase health insurance and other benefits without paying income tax 
on the cost.  Information in regard to the plan will be given to the  employee at the time of employment. 
 
Annuities  Classified employees are eligible to participate in Voluntary TSA, 403(b) Annuities and 403 
(b7) Custodial Account Mutual Funds.  Payroll deductions for Voluntary TSA’s or other 403(b) and 
403(b7) Custodial Accounts shall be limited to only those vendors approved by the Board of Education 
and that have an Investment Provider Agreement included in the district’s 403(b) Plan Document.  
Request for changes can be made anytime, and will become effective on the first payroll cycle 14 days 
after notification. 
 
K.P.E.R.S. Membership in Kansas Public Educators Retirement System (KPERS) is mandatory for all 
state employees, including those employees of USD 470. The district will adhere to KPERS regulations 
applicable to your employment. The law requires that all employees who are employed in a position that 
requires 630 hours or more employment per year or if the employee is employed in two or more 
positions totaling at least 630 hours per year (180 days and 3.5 hours/day) will contribute to KPERS. 
 
Employees hired prior to July 1, 2009 and working in a covered position (630 hours or more), contribute 
four percent of gross earnings to KPERS. 
 
Employees, who are new to KPERS, hired on or after July 1, 2009 and working in a covered position 
(630 hours or more), contribute six percent of gross earnings to KPERS. 
 
An employee is also covered under a basic group life insurance equal to 150 percent of their annual 
salary under KPERS. 
 
If an employee terminates his employment with U.S.D. 470 and does not accept employment with 
another employer covered by KPERS, then that employee may make application and receive all money 
paid to KPERS plus interest. 
 
Rest Periods If possible two 15-minute breaks will be scheduled for employees working 8 hours or 
more in one day.  Breaks may be given employees, but breaks are not mandated by law and are given 
only when they do not interfere with the completion of assigned duties.  Unused breaks may not be 
accumulated to count toward comp time or overtime. 
 
Work Rules Work rules and procedures will be developed by the immediate supervisor.  These rules 
shall be followed according to the directions of the immediate supervisor. 
 
Discipline Procedures When any breach of discipline occurs the immediate supervisor will have a 
conference with the employee.  See “Employee Counseling Report.”   The results of the conference will 
in most cases be recorded and signed by the employee and the supervisor.  This signed record of the 
conference will be filed in the employee's personnel folder. 
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Suspensions, probations and terminations will be recommended by the immediate supervisor and 
approved by the Asst. Superintendent of Business/Operations if the Asst. Superintendent of 
Business/Operations concurs with the recommendation of the immediate supervisor. 
 
For alleged serious breach of discipline the immediate supervisor may suspend an employee with pay 
pending further investigation of the problem.  The Asst. Superintendent of Business/Operations or 
Superintendent of Schools may suspend an employee without pay for any alleged serious breach of 
discipline pending investigation of the incident.  If the employee is cleared of charges of breach of 
discipline and the employee is not terminated or does not resign then back pay will be given the 
employee as if the suspension had not occurred. 
 
 
Sexual Harassment and Other Harassment All employees have the right to a work environment 
free from intimidation and harassment because of their sex, race, age, religion and ethnic origin.  U.S.D. 
470 prohibits any physical, verbal or visual harassment.  An employee shall report any complaints to 
their immediate supervisor, building principal or the district compliance coordinator. 
 
See board policy at back of this handbook. 
 
Termination An employee who is terminated will be given the opportunity to meet with the immediate 
supervisor and the Asst. Superintendent of Business/Operations before written notice of termination is 
given.  The Asst. Superintendent of Business/Operations shall make the final decision in regard to 
terminating an employee.  Employees who voluntarily resign will be asked to sign a letter to that effect. 
 
Employee Handbook Every employee shall be given a copy of the Employee Handbook at the time of 
employment.  Policies and regulations in the handbook may be changed at any time at the discretion of 
the   Board of Education.  No change shall become effective until employees have been notified of the 
change and no change shall be retroactive. 
 
Attendance, Punctuality Attendance and punctuality are of extreme importance in the operation of 
a school district.  When an employee is absent or late to work another employee or a substitute may be 
assigned to perform the duties that are necessary for the day-to-day operation of the district.  Realizing 
that there are times when personal or health problems may cause the absence of an employee, but also 
realizing that the orderly operation of the support services of the school district is a necessity, the 
following guidelines are established: 
 
 1. Two or more absences a month are considered excessive. 
 
 2. Two or more tardies a month are considered excessive. 
 
 3. Unauthorized absences will be considered a serious problem.  An employee may be subject to 

disciplinary action.  
 
 4. Any absence other than illness must have prior approval. 
 
 5. The employee will call or otherwise inform the immediate supervisor as early as possible on the 

day of the absence when the absence is due to illness or an unexpected emergency. 
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 6. The employee will call or otherwise inform the immediate supervisor as early as possible when 

the employee will be late to work. 
 
 7. Any employee with an illness lasting more than two days or illness occurring more than two days 

in one month may be required to have a physician's verification of the illness.  
 
Dress Code Although certain uniforms may be required for special positions or groups of employees, 
the general dress code for all employees is simply that clothing shall be appropriate for the job, in good 
taste, in good repair and clean. 
 
Telephone Calls In/Out Personal calls during work hours should be limited to emergencies.  No 
personal long distance calls will be made on District phones without prior permission of building 
principal or immediate supervisor. 
 
Grievance Procedure An employee having a problem during the workday is to confer with the 
immediate supervisor to attempt to reach a solution.  If the employee is not satisfied with the decision of 
the immediate supervisor he or she is to inform the Asst. Superintendent of Business/Operations and 
arrange for a conference. 
 
Any employee not satisfied with the decision of the Asst. Superintendent of Business/Operations may 
appeal the decision in writing to the Superintendent. 
 
Paid Leave Various positions are granted paid leave days.  Paid leave days are granted at the rate of 1 
per month.  12-month employees are granted a total of 12 per year, other full time employees are granted 
a total of 9 per year.  Days are credited to the employee on July 1.  New employees are credited with a 
pro-rated number of days awarded to date of employment.  New employees are not granted paid leaves 
until they have been employed by the district for 20 working days. 
 
Absences approved for Paid Leave will be paid for based upon the number of regularly scheduled work 
hours (maximum 8 hours). 
 
 
 
 
Absences covered by Paid Leave are as follows: 
 
 Illness of Employee 
 
 Funerals - Maximum 3 days for relatives 
  Maximum 3 days for out-of-town funerals 
  1/2 day for local funerals 
  (Days may be extended with prior approval of Asst. Superintendent of Business/Operations) 
 
 Family Illness - Spouse, children, mother, father, and anyone living in the residence of employee. 
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 Personal Leave - Each full-time Classified Staff employee may use a maximum of two (2) days of 
paid leave per school year for personal leave.  Notice for personal leave will be submitted to the 
employee's supervisor at least two (2) working days in advance. 

 
 
 Business - (If business is of such a nature that it cannot be conducted after regular working hours or 

on weekends.)  Maximum of two (2) days.  Absence must be approved in advance by the Asst. 
Superintendent of Business/Operations.  Leave shall not be granted for such reasons as recreational 
activities, travel, any item relating to second business, job hunting, interview, bad weather and 
vehicle breakdown. 

 
 Days of business leave shall not be granted on days immediately before or after any vacation, nor 

during the first and last weeks of the school year. 
 
Paid Leave used for funerals, business and personal leave must be approved in advance. 
 
12-month employees may accrue Paid Leave to a total of 90 days. 
 
9-month employees may accrue Paid Leave to a total of 60 days. 
 
Unused Paid Leave is not additional compensation and will not be compensated for at the time the 
employee leaves the employment of U.S.D. 470.  The employee will be charged for any days used when 
the yearly total is pro-rated to the time of termination of employment and the number of days used 
exceeds the pro-rated days. 
 
Paid Leave Deductions for Less Than a Full Day: 
 

Hours will not be recorded when paid leave is used. 
 
Only full days and 1/2 days as shown below. 

1 hour  No deduct if time can be made up with Supervisor approval.* 
2-4 hours 1/2 day. 
Over 4 hours 1 day. 

*If Supervisor allows time to be made up no paid leave request needs to be filled out and 
absence does not need to be shown on time card. Absences over 1 hour cannot be made up 
unless approved by Asst. Superintendent of Business/Operations. One hour absences that 
cannot be made up will be counted as 1/2 day paid leave deduct. 

 
Request for Paid Leave Request for paid leave and vacation must be made on the request form, signed 
by your supervisor and approved by the Central Office before paid leave is approved. This form must be 
completed and approved before the absence for any paid leave except illness. For an absence due to 
illness the form must be completed on the day the employee returns to work. 
 
Unpaid Emergency Leave When an employee requests unpaid emergency leave for personal reasons, 
such requests must be approved in advance by the immediate supervisor. 
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Jury Duty/Legal Leave Employees will be paid for the number of hours they are regularly scheduled 
to work when they are absent for jury duty or are subpoenaed to appear as a witness. 
 
Any jury fees or witness fees paid to the employee will be given to U.S.D. 470. 
 
Accidents All accidents sustained or observed will be reported immediately to the supervisor or 
building principal.  The required accident report forms will be completed within 24 hours of the 
accident.  If injured on the job and medical attention is needed, employee will report to Payroll or 
Personnel Clerk within 24 hours to complete worker's compensation forms. 
 
Social and recreational injuries arising out of and in the course of employment are no longer 
compensable under workers’ compensation law.  Examples of this type of situation are:  sports activities 
where faculty challenges a specific group, games before school, at lunch, or after school, basketball 
benefit games, etc. 
 
Procedure to be followed: 
 
 1. Report the accident to the immediate supervisor. 
 2. If medical attention is needed, contact Personnel or Payroll so an appointment can be made at 

Ark City Clinic (they are contracted to perform the initial diagnosis). 
 3. Return the "Report of Accident" form to the central office so the district can initiate the claim 

with our workers comp. insurance provider within 10 days of the accident. 
 4. Obtain prescribed drugs at local pharmacy. 
 5. File any doctor's statements, prescription bills, etc. with the central office. 
 
 
Safety All employees will observe all safety rules and regulations.  They will immediately report to 
their supervisor or building principal any condition that in their opinion constitutes a safety hazard.  No 
disciplinary action will be taken against any employee who refuses to perform an assignment when in 
the employee's judgment the assignment or task cannot be performed without danger to the employee or 
the assignment violates safety procedures. 
 
 
Use of School Equipment No employee will use for personal use any equipment or supplies 
belonging to U.S.D. 470.  No equipment belonging to U.S.D 470 will be loaned or removed from a 
building for non-school use without the approval of the Asst. Superintendent of Business/Operations. 
 
 
Use of School Facilities No employee will use school facilities for personal use or allow the use of 
school facilities by any individual or group unless a Facility Rental Agreement has been obtained and 
approved.  Form available from the central office. 
 
 
Visitors During Time Employee is on Duty Friends, relatives, children, spouses are not to visit with 
or remain on the premises when an employee is on duty.  They may deliver messages or wait to pick up 
the employee at the end of a shift, but during working hours it is expected that the employee's undivided 
attention will be given to his or her job duties. 
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Inclement Weather Days  If an employee cannot report to work because of inclement weather the 
following procedure will be followed: 
 

1. Employee must notify supervisor upon determining an inability to report for work because of 
adverse weather. 

 
2. Supervisor must approve absence before employee's reporting time. 

 
3. If absence is approved: 

 
12-month employees 

a)  Days will be deducted from paid leave.  
b) If employee has no available paid leave, days will be deducted from vacation days or 

considered a salary deduct. 
c)   If late less than 2 hours, time may be made up with approval of supervisor. 
d) If late 2-4 hours, 1/2 day will be deducted from paid leave or vacation. 
e) Time cards will indicate absence and reason. 

 
and all other employees 

a) Absence deducted from paid leave if position entitles employee to paid leave. Otherwise, 
it will be a salary deduct. 
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