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MISSION STATEMENT OF USD 428

Our mission is to educate and prepare all students to become responsible citizens and lifelong
learners.

POLICY 100.00: INTRODUCTION

The classified employees of Unified School District 428 provide vital services to the operation of the school district
and to the effective education of students. Attainment of the USD 428 goals and objectives is possible only through
cooperative efforts. The essential tasks which the classified employees complete and the positive professional

relationships which they develop with co-workers and students are recognized as vital links in the overall growth of
Unified School District 428.

The Board of Education, believing that open communication of employees is vital, encourages conversation from
employees regarding work-related concerns.

The Classified Personnel Handbook is not an employee contract. Further, this handbook is not incorporated in or

made a part of any employee contract. The policies within the Classified Personnel Handbook are not negotiable
with the USD 428 administration or with the Board of Education.

POLICY 101.00: CLASSIFIED PERSONNEL

POLICY 101.01 -- DEFINITION OF CLASSIFIED PERSONNEL POSITIONS

District classified personnel are employees who are not required to hold certification by the Kansas State Board of
Education. The classified personnel of Unified School District 428 shall include maintenance, custodial,
transportation, food service, secretarial, teacher assistant, library assistant, paraprofessional, playground supervision,
and lunchroom supervision personnel. The classified personnel understand and agree to the following details.

Additional information and policies may be implemented from time to time by USD 428.
¢ The Classified Personnel Handbook is not an employment agreement or a guarantee of employment.

The employee is an “at will” employee, which means that either the employee or USD 428 may terminate the
employment relationship, for any reason or for no reason.

¢ The employee’s status as an at will employee can only be changed through a written agreement duly authorized
and executed by the USD 428 Board of Education.

» To the extent any policies herein conflict with the general policies of the Board of Education, the general policies
shall control.

POLICY 101.02 - GLOSSARY OF TERMS FOR CLASSIFIED PERSONNEL

A classified employee's time shall be calculated in relationship to an eight-hour day, 2,080 hours per year. A part-
time employee who works in two (2) or more areas should combine contracted working hours to determine
classification. The combined total cannot exceed forty (40) hours per week or 2,080 hours per year.

Full-Time Position: A full-time classified employee works eight (8) hours per day, forty (40) hours per week, two
thousand eighty (2,080) hours per year.

Part-Day Full-Time Position: The part-day full-time employee works more than six (6) hours a day but fewer than
eight (8) hours a day for a period of twelve (12) months. The employee is on year-round employment status,
including work assignments through school recesses.




Part-Time Position: A part-time classified employee works less than two thousand eighty (2,080) hours a year and
for a period less than twelve (12) months.

Overtime: Overtime hours are those hours worked in excess of forty (40) hours a week.

Contracted Position: A contracted employee is one who has been issued a written contract for terms of
employment, whether it is for full time or part time.

Part-Day / Part-Week: Persons who work particular tasks sporadically (i.e., drivers who are retired or who are
working other jobs outside the district employment) are defined as part-day part-week employees. Such persons
receive no benefits and have no recall provisions.

Temporary Position: A temporary position non-recurring and not more than ninety (90) days in duration. The
length of the work day may be eight (8) or fewer hours. This position is a substitute or temporary replacement
posttion for another employee.

Seasonal Position: A seasonal position is a position of less than six (6) months' continuous duration which may
recur on a regular time cycle (primarily applicable to summer employees).

POLICY 102.00: PROFESSIONAL GROWTH

POLICY 102.01 -- CONTINUING EDUCATION / PROFESSIONAL GROWTH

Unified School District 428 believes that professional growth (instruction and training) strengthens job skills;
therefore, classified employees are encouraged to participate in professional growth.

In order for professional growth hours to be considered worthy of approval, the hours must pertain directly to the job
assignment of the employee and must have approval of the employee's immediate supervisor and/or principal.
Completion sheets, along with proper documentation when applicable, must then be submitted to the District
Education Center for recording of professional growth for file purposes.

POLICY 102.02-- REGISTRATION / EXPENSES / COMPENSATION / TRANSPORTATION

1. When the administration assigns a classified employee to attend a professional meeting, seminar, or
convention, USD 428 will pay advance registration and lodging expenses.

2. Approved meal costs and related known costs which are not included in Item 1 (above) will be prepaid to the
classified employee. Allowable meal costs, uniform for all employment categories, shall meet the currently

approved rates for in-state and out-of-state travel. Convention banquet prices, when appropriate, are paid in
registration fees.

3. Arrangements for registration, lodging, and transportation will be made by District Education Center personnel,
with cooperative efforts from the applicant in order to provide a cross check for accuracy and completeness.

4. A classified employee who incurs unexpected district-related expenses during approved travel may, upon
completion of the travel, request reimbursement. The employee must complete and submit the form
WORKSHEET FOR APPROVED TRAVEL EXPENSES in a timely manner, with receipts attached. The district

will remit the documented amount, if approved by appropriate personnel as authorized by the Board of
Education.

5. Classified personnel assigned by the administration to attend meetings/seminars/conventions will receive
compensation according to guidelines of the Fair Labor Standards Act.



6.  Authorized travel time directly to and from an assigned seminar or meeting is compensable, although bona fide
meal periods are not work time. Periods during which an employee is completely relieved from duty and which
are long enough to enable the person to use the time effectively for his or her own purposes are not hours
worked. The classified employee will record authorized time for travel and conference instruction, as
explained in aforesaid sentences, on the district-approved time sheet for payment through the payroll process.

Specific questions relating to travel assignments and arrangements may be directed to personnel at the District
Education Center.

7. All travel must receive prior approval from the District Education Center. District-owned vehicles are to be
used for authorized travel (see Item 3 above). If an employee uses a privately-owned vehicle when not
authorized to do so, reimbursement for such travel will be denied. If an employee is authorized to use a
privately-owned vehicle, the employee will be reimbursed for actual miles traveled at a rate established by the
Board of Education.

8. With the approval from the Director of Business and Operations, classified personnel who wish to attend an
approved meeting pertaining directly to the job assignment of the employee at their own expense may be
allowed the necessary time without pay deduction.

POLICY 103.00: EMPLOYMENT

POLICY 103.01 -- NONDISCRIMINATION / EQUAL OPPORTUNITY EMPLOYMENT POLICY

Unified School District 428, Great Bend, practices equal employment opportunity as well as equal opportunity in
the administration of and admissions to the educational programs of the district. Furthermore, the district complies
with federal, state, and local laws prohibiting discrimination on the basis of handicap, race, creed, color, religion,
national origin, ancestry, or sex. Inquiries regarding compliance with any nondiscriminatory practices may be
directed to the Superintendent of Schools, Unified School District 428, 201 Patton Road, Great Bend, Kansas, or to
the Regional Office for Civil Rights, 324 East 11th Street, Kansas City, Missouri 64106. Information obtained
from pre-employment inquiries are used in no discriminatory manner.  Consideration for full-time, part-time,
temporary, and seasonal employment are based only on those factors that directly affect the applicant's ability to
perform the job and which would not conflict with any applicable federal or state law.

POLICY 103.02 - NEW EMPLOYEE PAYROLL SET-UP PROCEDURES

Each new employee must submit an Application for Employment, provide his/her Social Security card, and
complete necessary paper work at the District Education Center Payroll Department. Necessary forms include but
may not be limited to the following: W-4 Withholding Certificate, KPERS Enrollment (if applicable); Oath (state
regulation); Data Sheet (for personnel file); Tuberculin Health Certificate (Board of Education regulation); I-9
(federal regulation) as well as accompanying documents for I-9; and other forms as required by the USD 428
Payroll Department. For bus drivers, a driving record will be secured. No payroll check may be issued until the
information has been properly submitted. It is the responsibility of the employee to notify the Payroll Clerk of
subsequent changes in the details submitted on the employment forms, including address changes.

POLICY 103.03 - TIME SHEETS / PAY DAYS

Classified employees must keep accurate time sheets which account for all regular and overtime hours of work. No
classified employee should work overtime without specific pre-authorization from a supervisor or the Director of
Business and Operations. All records must be signed by the appropriate supervisor and the employee. Classified
employees may not volunteer to remain longer than their appointed shift and should finish work on time and leave
the premises. Original time sheets for classified employees must be clearly identified and must be submitted to the
supervisor in a timely manner, according to the schedule which is issued each fiscal year (usually due in the District
Education Center the tenth day of the month). Valid signatures of the supervisor and employee are required on the
page. The appropriate dates for Sunday through Saturday should be recorded in the DATE column (example:
January 5-11).



Absences for sick leave, holidays, etc., should be so indicated on the appropriate date of the time sheet, specifically
indicating the category of leave (vacation, personal illness, etc.) the employee wishes to utilize. Actual hours
worked should be precisely noted, with clock times as well as number of hours worked. When the day has more
than one category of absence used, this information should be clearly provided on the time sheet [example: regular

work time (with clock times indicated) -- 4 hours; personal illness (with no clock times indicated) -- 4 hours; total:
8 hours].

Salary compensation for classified employees is issued the twenty-fifth (25th) day of the month. In the event pay

day falls on Saturday, Sunday, or a holiday, the checks will be issued on the work day immediately prior to the
Saturday, Sunday, or holiday.

POLICY 103.04 -- COMPENSATION

Unified School District 428 classified employees will be compensated through the provisions of a formal salary
schedule. (See Appendix.)

Progress through the steps of the salary schedule is attained with longevity (one salary step per one complete year of
employment) as well as with quality and exemplary job performance (based on observation and evaluation).
Allowance for movement on the salary schedule, which would be effective July 1 (beginning of fiscal year), is a joint
decision of the immediate supervisor and the Director of Business and Operations.

After attainment by an employee of all steps in employment categories on the salary schedule, adjustments to salary
would be only through percentage changes / increases to the base of the salary schedule, as approved by the Board of
Education. Changes in job classifications (moves from one job category to another job category) would result in
placement at the actual job classification. Previous compensation will not be grandfathered from one job
classification to another.

POLICY 103.05 -- OVERTIME

Overtime compensation will be paid to employees who are requested or required to work more than forty (40) hours
a week. Under no circumstances may an employee work more than forty (40) hours a week without prior approval of
the immediate supervisor and the Director of Business and Operations. All overtime will be paid at the rate required
by current statute.

POLICY 103.06 - PAYROLL DEDUCTIONS / REDUCTIONS

The Board of Education will provide that, whenever duly authorized by any classified employee on appropriate
forms, District Education Center personnel shail make the necessary payroll deductions for the following purposes.

Retirement*

Withholding taxes -- federal and state
Social Security

Medicare

Tax-sheltered annuities**

Authorized employee deductions

mHoQws

F.1. United Way
F.2, Credit union

F.3. Government bonds

F.4, Disability income protection
F.5. Life insurance

F.6. Town and County Racquet Club
F.7. Term life insurance ‘



G. Approved Plan 125 deductions

G.1. District-approved health insurance
G.2. Child / dependent care expenses
G.3. Medical expense reimbursement
G.4. Group cancer insurance

G.5. Vision care

G.6. Dental protection plan

*School employees who work six hundred thirty (630) hours or more per year must participate in KPERS.
Participation requires a deduction of four percent (4%) of gross salary. After being enrolled in KPERS for ten

(10) years, an employee becomes vested, which allows eligibility for retirement benefits upon meeting KPERS
retirement guidelines.

**Upon employment, newly-hired personnel will be given the opportunity to select a tax-sheltered annuity from the
established list (employee must carry out enrollment procedures with the appropriate T.S.A. agent). All
employees have the opportunity to enter into new T.S.A.'s (from the approved list), end participation, or change
financial data relating to existing T.S.A.'s according to the following scheduled: from August 1 to September 1,
from December 15 to January 10, and from March 15 to April 10 of any calendar year. Membership in the
Town and Country Racquet Club could be entered as a payroll deduction on any of the three (3) aforesaid dates.
Classified personnel are responsible for informing both the T.S.A. companies and the USD 428 Payroll Clerk of
changes in their plan(s). The district will not notify companies of changes.

POLICY 103.07 -- PLAN 125

As noted in Policy 103.06, Unified School District 428 has approved participation by employees in Plan 125, a
salary reduction plan, with optional benefits, subject to change depending on participation. Categories are: group
health insurance; child / dependent care expenses; medical expense reimbursement; dental protection plan; group
cancer insurance; and vision care. The one enrollment date in Unified School District 428 in this plan each
calendar year is prior to September 1. The employee must complete the Plan 125 election form and file it with the
Payroll Clerk in a timely manner in order to receive payroll compensation. Other than at the September 1 date, the
Plan 125 participant may elect to terminate his/her enrollment or change the elected benefits only if his/her family
status has changed. A participant has a change in family status upon marriage, divorce, death of a spouse or child,
birth or adoption of a child, or termination of employment of a spouse. The participant shall supply written
verification to the district of such change and must make any termination, election, or change within thirty (30) days
of the date of such change in family status. A participant desiring to make such change may discontinue
participation or reduce benefits, but an election of new or increased benefits shall be subject to the requirements of
the particular non-taxable benefit(s) selected.

POLICY 103.08 -- SUBSTITUTES FOR CLASSIFIED PERSONNEL

At the request of the supervisor, substitutes for classified personnel may be employed for absences.

POLICY 103.09 -- EVALUATIONS
Each classified employee will be formally evaluated in the spring (March 1 through June 15) each year by the
employee's immediate supervisor. The formal evaluation will become a part of the employee's employment file.
POLICY 103.10 -- TRANSFERS / PROMOTIONS
Job vacancies for classified personnel are posted within the district two (2) work days prior to public advertising.

During the posting and advertising time frame, classified employees are encouraged to request in writing changes in
job assignments which they feel are promotions within their profession. Current employees, like any other



applicants, are subject to the interview process. A transferring employee should note that employment moves result
in placement on the appropriate salary step for that position.

POLICY 103.11 -- CONFIDENTIALITY

All information learned at the work place should be handled in a confidential manner and discussed only with the
appropriate school personnel. If questioned about district policies or practices, the employee should refer the
questioner to the appropriate school personnel. Violations of this rule on the privacy rights of individuals could
result in disciplinary action against the employee, possibly including termination.

POLICY 103.12 -- COMPLAINTS / GRIEVANCE PROCEDURE

Any classified employee who has cause to do so may submit a complaint in writing to his/her immediate supervisor.
If the complaint is not resolved within ten (10) working days after submission, the employee may submit the
complaint to the Director of Business and Operations or any other District Education Center administrator.

District Education Center administrators will review the complaint with the employee and make a recommendation
to the learning center principal or appropriate supervisor concerning possible resolution(s). The District Education
Center administrators will make a determination for resolution of the complaint and inform the employee within ten
(10) working days of the decision.

POLICY 103.13 -- SUSPENSIONS / TERMINATIONS

As a condition of employment, employees agree to follow rules and regulations which have been adopted by the
Board of Education. Employment of classified personnel may be terminated by either party without notice; however,
when the district deems it appropriate, it will provide an employee two weeks’ notice. In exchange, the district asks
its employees to provide two weeks’ notice.

Any classified employee may be suspended from the work place by the Director of Business and Operations pending
a complete investigation of alleged charges.

POLICY 103.14 -- HARASSMENT: SEXUAL

1t shall be violation of district policy (see Board of Education Policy Manual) to sexually harass a student or another

employee or to permit sexual harassment by an employee or non-employee. Sexual harassment may include, but not
be limited to the following:

*Sexually oriented communication, including sexually oriented verbal "kidding" or harassment or abuse;

*Subtle pressure or requests for sexual activity;

*Persistent unwelcome attempts to change a professional relationship into a personal, social-sexual
relationship;

*Creation of a hostile work environment, including the use of innuendoes or overt or implied threats;

*Unnecessary touching of an individual, e.g., patting, pinching, hugging, and repeated brushing against
another person's body;

*Requesting or demanding sexual favors accompanied by implied or overt threats concerning an individual's
employment;

*Requesting or demanding sexual favors accompanied by an implied or overt promise of preferential
treatment with regard to an individual's employment; and/or

*Sexual assault or battery as defined by current law.

Sexual harassment is to be reported immediately to an employee’s immediate supervisor or to the Director of
Business and Operations.



POLICY 103.15 -- HARASSMENT: GENERAL

It shall be violation of district policy (see Board of Education Policy Manual) to harass another employee or student
generally or to permit the general harassment of an employee by an employee or non-employee. Harassment may
include, but not be limited to the following:

*Continual verbal "kidding;"
*Continual verbal abuse; and/or

*Obstructions or attempted obstructions to prohibiting another employee from performing assigned duties
efficiently.

General harassment is to be reported immediately to an employee's supervisor or to the Director of Business and
Operations.

POLICY 103.16 -- REPORTING CHILD ABUSE

Any classified employee who suspects that a child's physical or mental health or welfare is being adversely affected
by physical, psychological, or sexual abuse will immediately report this fact to the learning center principal, the
Director of Business and Operations, or another District Education Center administrator. District employees will not
contact the child's family or any other person(s) to determine the cause of the suspected abuse or neglect. It is not
the responsibility of the school employee to prove that the child has been abused or neglected.

POLICY 103.17 -- WEAPONS
Unified School District 428 allows no employee to knowingly possess, handle, or transmit any object that can
reasonably be considered a weapon on the school grounds at a school activity, function, or event.
POLICY 103.18 -- SOLICITATIONS
Solicitations of Employees

Unless permission is granted by the appropriate supervisor, solicitation of employees by any vendor, students, other
school district employees, or patrons during normal duty hours is prohibited.

Solicitation by Emplovyees
No employee may attempt during regular hours or on school property to sell or endeavor to sell or influence any

student or school employee to buy any item or service which would directly or indirectly benefit the school
employee.

Solicitation by Supervisors

Solicitations of school employees by supervisors during regular school hours for any reason other than school-
sponsored activities is prohibited.

POLICY 103.19 -- CONFLICT OF INTEREST

District employees are prohibited from engaging in any activity which conflicts with or detracts from the effective
performance of their duties. No supervisor / employee job combination may be filled by a husband and wife or a
parent and child. ’

POLICY 103.20 -- OUTSIDE EMPLOYMENT

The classified employee shall not be excused during work times to perform outside work. The employee shall
engage in no outside employment which, by nature or duration, will impair the effectiveness of assigned duties.






