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Vision 

Central will be a safe and caring environment equipped with educators and technology that support 21st century 
learning through collaboration and innovative thinking.  With the involvement of the communities, Central will develop 

lifelong learners. 

Mission 

Preparing each student to live as a productive, respectful, healthy, responsible citizen of the world. 

Ideal Culture 

Students, Parents, Staff, and Communities working together to create a welcoming, supportive, safe, positive, student 
focused environment. 

Core Values 

As we grow as a school district, it has become more and more important to define our core values.  These values 
determine our behaviors, which lead to our outcomes.  They guide our decisions, help us recruit top talent, and enable 

us to grow.  Central core values are: 
 

★ Student first - student centered, with an emphasis on the whole child. 
We do what is right for our students - even if it’s difficult to do.  We know it is possible to give every child an opportunity 
to pursue their dreams.  In order to prepare students to be successful, we believe that we must also expose children to 

the arts, culture, physical fitness and a broader education that encompasses more than core academic subjects. 
 

★ Inclusive environment to promote school pride. 
Central fundamentally understands the importance of partnering with families and community members to fully develop 

the potential of each student. We believe it takes a community- family members, business partners, educators, role 
models and other children- to create and sustain a supportive, productive and engaging learning environment. 

 
★ Promote a positive team and family spirit. 

We’re in this together and assume the best of each other.  We encourage each other through actionable feedback and 
we celebrate our successes- big and small, and take the time to appreciate others.  Great teams know that the sum of 

the whole is greater than the individual parts! 
 

★ Be Adventurous!  Embrace and drive change through a Growth Mindset. 
Growth Mindset is shown through taking risks, being bold, perseverance through tough times, having a vision, and 

finding creative solutions to problems.  
 

★ Provide opportunities to achieve success.  
We provide all students with appropriate and rigorous curriculum and high-quality instruction that recognizes 

differences in needs and learning styles. We advocate for the resources necessary to support successful teaching and 
learning and we use our resources responsibly for the maximum benefit of students. 

 
★ Communicate openly with integrity and respect. 

Great communication is vital to our success.  Open & direct dialogue between administration, staff, and especially our 
stakeholders (students, parents & community members) is crucial.  We expect everyone to be direct, respectful, timely, 

honest and open with communication at all times! It shows that you are interested and that you care. There is great 
truth in the following axiom: “People don’t care how much you know until they know how much you care.” 
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Applicability 
This Employee Handbook shall apply to all full-time and regular part-time employees.  It does 
not apply to the superintendent, principals, supervisory employees, temporary employees or 
substitute employees. 
 

Effect of Employee Handbook 
This Employee Handbook is not intended to imply any contract of employment or any 
contractual rights.  This Employee Handbook manual does not represent a contractual obligation 
on the part of the Central Community School District or its duly authorized representatives.  It is 
each employee’s responsibility to become familiar with the policies and procedures of this 
organization.  This Employee Handbook shall be maintained solely by the District.  The Board of 
Directors of the Central Community School District and/or the District’s administration has the 
ability to interpret and imply provisions of the Employee Handbook. 
 

Effective Dates 
This Employee Handbook shall be effective upon being approved or accepted by the Board of 
Directors of the Central Community School District or its duly authorized representatives.  It 
shall be in effect for the duration of the school year in which it was approved, unless it is 
modified using appropriate procedures, including providing notice to all employees covered by 
this Employee Handbook. 
 

Savings Clause 
Should any section or language of this Employee Handbook be declared illegal by a court of 
competent jurisdiction, then that section or language shall be deleted from this Employee 
Handbook to the extent that it violates the law.  The remaining sections and language shall 
remain in full force and effect. 
 

Definitions 
The term "Board", as used in this handbook, shall mean the Board of Directors of the Central 
Community School District or its duly authorized representatives. 
 
The term “District”, as used in this handbook, shall mean the Central Community School District. 
 
The term "employee", as used in this handbook, shall mean all full-time and regular part-time 
employees.  The term “employee” does not mean the superintendent, principals, supervisory 
employees, temporary employees or substitute employees. 
 
Non-Discrimination Statement: 
The District and the Board will not discriminate in employment opportunities on the basis of 
age, race, creed, color, gender, sexual orientation, gender identity, national origin, religion, 
disability or genetic information.  The Board requires all persons, agencies, vendors, contractors, 
and other persons and organizations doing business with or performing services for the school 
district to subscribe to all applicable federal and state laws, executive orders, rules and 
regulations pertaining to contract compliance and equal opportunity. 
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Equal Employment Opportunity: 
The District will provide equal opportunity to employees and applicants for employment in 
accordance with applicable equal opportunity and affirmative action laws, directives and 
regulations of federal, state and local governing bodies.  Opportunity to all employees and 
applicants for employment includes hiring, placement, promotion, transfer or demotion, 
recruitment, advertising or solicitation for employment, treatment during employment, rates of 
pay other forms of compensation, and layoff or termination.  The District will take affirmative 
action in major job categories where women, men, minorities and person with disabilities are 
underrepresented.  Employees will support and comply with the District’s established equal 
employment opportunity and affirmative action policies. 
 

Grievance Procedures: 
1. Definitions 

a. A grievance is a claim by an employee, or a group of employees, that there has 
been a violation, misinterpretation, or misapplication of any provision of this 
handbook. 

b. An "aggrieved person" is the person or persons making the complaint. 
2. Purpose 

a. The purpose of this procedure is to secure, at the lowest possible level, 
equitable solutions to the problems, which may from time to time arise 
affecting employees. Both parties agree that these proceedings will be kept 
confidential as may be appropriate at any level of the procedure. 

3. Employee and Association Rights 
a. An employee shall be free to adjust individual complaints with the Employer, 

without representation. However, at no time will an employee be denied 
representation if requested by the Grievant. 

b. Every employee covered by this handbook shall have the right to present 
grievances in accordance with these procedures.  

4. Time Limits 
a. The failure of an employee, to initiate or appeal a grievance to the next level 

within the prescribed time limits shall act as a bar to any further appeal and an 
administrator's failure to give a decision within the time limits shall permit the 
employee to proceed to the next step. All time limits consist of school days, 
except that when a grievance is submitted less than ten (10) days before the 
close of the current school term, it will be processed within a maximum of thirty 
(30) days. School days for the purpose of the grievance procedures shall mean 
those consecutive contract days of employment of each individual employee. 
The time limits, however, may be extended by mutual agreement. 

b. It is agreed that any investigation or other handling or processing of any 
grievance by the employee shall be conducted so as to result in no interference 
with or interruption whatsoever of the instructional program and related work 
activities of the employee. 

5. Level One 
An attempt shall be made to resolve any grievance in informal, verbal discussion 
between the employee and the employee’s immediate supervisor or principal. 
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6. Level Two 
If the grievance cannot be resolved informally, the employee shall file the grievance in 
writing in the form of Grievance Report Form A and at a mutually agreeable time, 
discuss the specific provisions of this handbook affected and state the remedy 
requested. The filing of the formal, written grievance at the second level must be within 
ten (10) days from the date of occurrence or the event or from the time the employee 
became aware of the event giving rise to the grievance. The Principal or the Principal’s 
designee shall make a decision on the grievance and communicate it in writing to the 
employee and the Superintendent within seven (7) days after receipt of the grievance. 
The employee shall acknowledge receipt of a copy of the written decision of the 
Principal or the Principal’s designee on the grievance report form by the employee's 
signature.  

7. Level Three 
In the event the grievance has not been satisfactorily resolved at the second step, the 
employee shall file, within five (5) school days of the employee's receipt of the 
Principal's or the Principal’s designee written decision at the second step, a copy of the 
grievance with the Superintendent. Within seven (7) school days after such written 
grievance is filed, the employee and the Superintendent or the Superintendent’s 
designee shall meet to resolve the grievance. If the grievance is not satisfactorily 
resolved by such meeting, the Superintendent or the Superintendent’s designee shall 
make a decision on the grievance and communicate it in writing to the employee and 
the Principal or the Principal’s designee, within seven (7) school days at the third step 
grievance meeting. The employee shall acknowledge receipt of a copy of the written 
decision of the Superintendent or the Superintendent’s designee on the grievance 
report form by the employee's signature.  The Superintendent’s decision on the 
grievance is final. 

Hours of Work, Attendance, and Absenteeism 

All certified employees are required to work a minimum of 8-hours a day. Employees are 
expected to be in the employee’s classroom ready to greet students by 8:05 a.m.. 
(Elementary students will not be dismissed into the school until 8:05 a.m.) 
 
Non-certified employees are required to work the hours they are assigned.    
 
Absences should be reported between 6:00 a.m. and 7:00 a.m. or the night before by 10:00 
p.m.  When reporting absences employees must make contact by phone with one of the 
following persons and should be done in the order they are listed. (Text messaging and 
emails are not allowed) 
Reporting an absence:  
1.  Contact the Elementary Secretary at (563) 880-1016, if unable to make contact  
2.  Contact the Secondary/District Secretary at (563) 880-1599, if unable to make contact

 
3.  Contact your building administrator.  

Wages and Salary 
1. Payroll Payment Periods 
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Upon presentation to the Board of a written authorization from an individual 
employee by the fifth day of the month prior to the payment of that particular 
employee's next forthcoming payroll draft, the Board shall deduct from the salary 
of such employee and make appropriate remittance for annuities and insurances. 
 
Such deductions shall continue throughout the remaining payroll periods during 
the duration of this Agreement. Any employee may cancel such authorization by 
notifying the Board in writing not later than sixteen (16) days preceding the next 
payroll date. Once thus withdrawn, a new authorization for the same deduction 
shall not be received or honored for the remainder of that contract term. 
 
Date of monthly payment will be on or before the 25th of the month. Employees 
have the option of receiving ten (10) or twelve (12) equal payments. The decision 
must be made and reported in writing to the District Office by the end of the fifth 
school day after the start of the school year. Employees will be paid by direct 
deposit. 
 

2. Teacher Salary Schedule 

YRS STEP BA  BA + 15  BA + 30  MA  MA + 15  

0 1 36,810 1.00 38,282 1.04 39,755 1.08 41,227 1.12 42,700 1.16 

1 2 38,282 1.04 39,755 1.08 41,227 1.12 42,700 1.16 44,172 1.20 

2 3 39,755 1.08 41,227 1.12 42,700 1.16 44,172 1.20 45,644 1.24 

3 4 41,227 1.12 42,700 1.16 44,172 1.20 45,644 1.24 47,117 1.28 

4 5 42,700 1.16 44,172 1.20 45,644 1.24 47,117 1.28 48,589 1.32 

5 6 44,172 1.20 45,644 1.24 47,117 1.28 48,589 1.32 50,062 1.36 

6 7 45,644 1.24 47,117 1.28 48,589 1.32 50,062 1.36 51,534 1.40 

7 8 47,117 1.28 48,589 1.32 50,062 1.36 51,534 1.40 53,006 1.44 

8 9 48,589 1.32 50,062 1.36 51,534 1.40 53,006 1.44 54,479 1.48 

9 10 50,062 1.36 51,534 1.40 53,006 1.44 54,479 1.48 55,951 1.52 

10 11 51,534 1.40 53,006 1.44 54,479 1.48 55,951 1.52 57,424 1.56 

11 12 53,006 1.44 54,479 1.48 55,951 1.52 57,424 1.56 58,896 1.60 

12 13 54,479 1.48 55,951 1.52 57,424 1.56 58,896 1.60 60,368 1.64 

13 14 55,951 1.52 57,424 1.56 58,896 1.60 60,368 1.64 61,841 1.68 

14 15   58,896 1.60 60,368 1.64 61,841 1.68 63,313 1.72 

15 16     61,841 1.68 63,313 1.72 64,786 1.76 

16 17       64,786 1.76 66,258 1.80 

17 18       66,258 1.80 67,730 1.84 

18 19         69,203 1.88 

19 20         70,675 1.92 
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3. Supplemental Salary Schedule 

2018-2019 Activities Salary 
Schedule 

    
YRS STEP   
0 1 28,500 1.00 
1 2 29,640 1.04 
2 3 30,780 1.08 
3 4 31,920 1.12 
4 5 33,060 1.16 
5 6 34,200 1.20 
6 7 35,340 1.24 
7 8 36,480 1.28 
8 9 37,620 1.32 
9 10 38,760 1.36 
10 11 39,900 1.40 
11 12 41,040 1.44 
12 13 42,180 1.48 
 
 
Activity Director 15% 
If the activities director has a degree in administration, an evaluator's certificate and is 
required to evaluate programs and coaches, his or her salary will be based on the MA lane 
with appropriate years of experience. If the activities director does not meet the above 
qualifications in their entirety, the supplemental salary will be 15% computed on the BA 
salary track.  
 

Baseball 

Head Baseball Coach only (Or) 15.5% 

Head Baseball Coach and… 13.5% 

Assistant Baseball Coach 9.5% 

 

Basketball 

Head Basketball Coach (1 boys, 1 girls) 13.5% 

Assistant Basketball Coach 9.5% 

Junior High Basketball Coach 6% 

 

Cross Country (boys and girls) 

Head Cross Country Coach 13.5% 

Junior High Cross Country 6% 

 

Football 
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Head Football Coach 13.5% 

Assistant Football Coach 9.5% 

Co-Head Football Coaches 11.5% 

Junior High Football Coach 6% 

If combined position (Assistant and Junior High) 9.5% 

 

Golf 

Golf Coach for both boys and girls (Or) 13.5% 

Boys Golf 6.75% 

Girls Golf 6.75% 

Assistant Golf Coach 9.5% 

 

Softball 

Head Softball Coach only (Or) 15.5% 

Head Softball Coach and… 13.5% 

Assistant Softball Coach 9.5% 

 

Strength & Conditioning 

Six month 13.5% 

Full year 27%  

 

Track 

Head Track Coach (1 boys, 1 girls) 13.5% 

Assistant Track Coach 9.5% 

Junior High Track Coach 6% 

 

Volleyball 

Head Volleyball Coach 13.5% 

Assistant Volleyball Coach 9.5% 

Junior High Volleyball Coach 6% 

 

Wrestling 

Head Wrestling Coach 13.5% 

Assistant Wrestling Coach 9.5% 

Junior High Wrestling Coach 6% 

If a combined position (Assistant and Junior High) 9.5% 

 

Cheerleading Sponsor 5% 

 

Dramatics (Two – three act or equivalent productions) 9.5% 

 

Extracurricular Band – Lead Instructor 15.5% 
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Extracurricular Vocal Music 10% 

 

FFA – Adult Farmer or Young Farmer 3% 

 

School Yearbook 7% 

 

Selling tickets – outdoor events (per-night) $40 

 

Individual Speech 7.75% 

 

Large Group Speech 7.75% 

 

Student Council 3.5% 

 

4. Non-Certified Base Salary Scale 

Secretaries: $13.00/hour 
 
Social Worker: BA - $36,451 MA - $40,825 
 
Associates: $11.17/hour  

 
Certified Paras: $11.42/hour 
 
Maintenance Supervisor: $16.50/hour 
 
Custodian: $11.00/hour 
 
Food Service Director: $15.50/hour 
 
Food Service Employee: $10.25/hour 
 
Bus Drivers: Base Pay Per Month - $1,526.60; Mileage over 20 - $11.74 per mile; Activity Rate - 
$13.59/hour; Suburban and Special Education Routes - $1.00 a mile 

Benefits 
1. Holidays 

The regular and extended contract of employees shall include six (6) paid holidays. 
Such holidays include Labor Day, Thanksgiving, Christmas Day, New Year’s Day, 
Good Friday and Memorial Day.  12-month contract employees will also receive July 
4th, Christmas Eve, and New Year’s Eve for a total of nine (9) paid holidays.  
 

2. Leaves 
a. Paid leave will be granted in quarter day increments. 
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b. Certified Sick Leave -  
Accumulated 
First year of employment 12  days 
Second year of employment 13 days 
Third year of employment 14 days 
Fourth and subsequent years of employment 15 days  

Sick leave may be accumulated to a total of one hundred twenty-five (125) 
days and may be used for the actual sickness of the employee when an 
employee is absent during the workday because of an illness, quarantine, 
injury or physical or mental disability of the employee.  Additional days will 
be classified as personal leave. 

 
c. Classified Sick Leave – 

Accumulated 
First year of employment 10 days 
Second year of employment 11 days 
Third year of employment 12 days 
Fourth year of employment 13 days 
Fifth year of employment 14 days 
Sixth and subsequent years of employment 15 days 
 
Sick leave may be accumulated to a total of one hundred five (105) days 
based on a nine (9) month basis.  Classified employees working beyond nine 
months will have their days adjusted according to board policy.  Sick leave 
may be used for the actual sickness of the employee when an employee is 
absent during the workday because of an illness, quarantine, injury or 
physical or mental disability of the employee.  Appointments approved by 
the Superintendent can be used as sick leave.  Additional days will be 
classified as personal leave. 
 

d. Extended Sick Leave -   
An employee who is unable to work because of personal illness or disability 
and who has exhausted all accumulated sick and personal leave may be 
granted an extended unpaid leave upon the following conditions:  The 
employee's attending physician shall submit in writing to the 
Superintendent a statement attesting to the fact the employee is unable to 
perform the employee’s contractual duties, the reason therefore, and the 
approximate length of said illness or disability.  The Board may grant an 
extended sick leave without pay for the duration of the illness or disability 
or until the end of the school year whichever the Board decides.  An 
employee can donate up to 5 days of the employee’s own sick leave to an 
employee that has a long-term sickness or disability. The employee who the 
sick leave is being donated to must be out of sick leave. The Superintendent 
must approve the donation of up to 5 days. The Superintendent's decision is 
not grievable. 
 

e. Bereavement Leave - Employees are granted leave on the following plan: 
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i. Husband, wife, child, mother or father-------------------------------5 days 

ii. All other days as 1 day with additional days being granted by the 
Superintendent.  

This leave is for each occasion and is not accumulative.  Days used will not 
be charged against sick leave.  All days granted by the Superintendent are 
considered bereavement leave and will not count against an employee's 
other leave.  The Superintendent's decision is not grievable. 
 

f. Personal Leave – 
The Board will grant three (3) days leave with full pay each year for personal 
leave.  Personal leave will not be permitted on full day professional 
development days and days of scheduled parent-teacher conferences 
unless approved by the Superintendent.  The first five (5) employees to 
notify administration, in writing, of their intention to take personal leave 
shall be entitled to such leave for that day.  Such notification shall be given 
seventy-two (72) hours in advance except in case of emergency in which 
event an employee who has not given prior notification may take personal 
leave provided the employee filed an accurate report of absence 
immediately upon returning to work.  Each employee must sign the 
employee’s own card.   

 
On days personal leave is not permitted, emergency leave may be granted 
by the sole discretion of the Superintendent.  If emergency leave is taken, it 
shall be charged against the employee's personal leave and the decision of 
the Superintendent shall not be grievable.  Personal leave may be 
accumulated to a maximum of six (6) days for certified staff, four (4) days 
for classified staff.   Unpaid leave to extend personal leave must be 
approved by the superintendent.   

 
g. Professional Leave – 

An employee may be excused from their assigned duties without loss of 
pay and with substitute provided by the employer when, at the request of 
the District, they represent the District at a meeting related to their 
professional area.  Expenses will be paid by the District for professional 
leave, however, meals will be reimbursed only if overnight travel is 
involved. 

 
Application for permission to attend such meetings must be in writing to 
the Superintendent. 

 
Junior Varsity and Varsity coaches may be granted one day to attend clinic 
or professional development of their specific activity in that contracted 
year to be approved by the Athletic Director and Superintendent.  Coaches 
of multiple sports will only receive one day and these days cannot be 
carried over to another school year. 
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In addition to the above, employees may request leave for meetings or 
activities related to their professional area with the payment of expenses to 
be determined at the sole discretion of the Superintendent.  This decision of 
the Superintendent shall not be grievable. 
 

h. Extended Unpaid Leaves of Absence – 
An extended leave of absence for college work, illness, injury or other 
reasons may be granted by the Board.  Each extended unpaid leave of 
absence may be granted for a period of time not to exceed one year from 
the first day of absence.  An extended unpaid leave of absence may be 
renewed at the discretion of the Board. 
 

i. Jury Duty – 

An Employee shall be excused from the employee’s assigned duties 
without loss of pay when the employee serves on jury duty; however, 
the employee shall remit jury fees received by the employee to the 
District. 
 

j. Maternity Leave –  
Female employees disabled by pregnancy shall be granted leave.  Such 
disability will be charged to the accumulated sick leave of the employee and 
may not exceed eight (8) calendar weeks from the day the baby is born. 
The doctor may file a statement that the employee’s condition is not 
satisfactory to assume full responsibility after eight (8) weeks and then 
additional sick leave may be granted.  Employees may take an additional 
four (4) weeks unpaid without a doctor’s statement. 
 

k. Parental Leave – 
The mother and father of the child are eligible to use two (2) paid parental 
leave days at the time of the birth of the child.  The mother and father of the 
child are eligible to use two (2) paid parental leave days at the time of the 
adoption of the child. 
 

l. Family Leave – 
An employee is allowed to use up to eight (8) family leave days for the medical 
care of immediate family with the last four (4) days to be taken out of sick 
leave.  If the employee has no sick leave, the days will be unpaid.  Immediate 
family is defined as spouse, children, stepchildren, parents, stepparents, and 
parents in-law. Other family situations may be addressed with the 
Superintendent. The Superintendent's decision regarding whether an 
employee is eligible for family leave for other family situations is not 
grievable. 
 

3. Certified Insurance 
a. Long-term Disability - 

The District will provide each employee with long-term disability insurance. 
 

b. Health/Major Medical and Dental - 
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i. The District shall provide hospitalization and major medical 
insurance coverage for employees and their dependents. 

ii. The District’s goal is to offer an equitable insurance package for all 
employees.  The District will pay $700.00 per month to each 
certified employee for their choice of the following plans: 

1. Classic 100: $601.60 single, $1,775.95 family, $1,196.46 
Ee/Sp, $1,108.48 Ee/Ch 

a. Classic 100 is frozen 
2. Classic 500: $566.87 single, $1,669.36 family, $1,125.33 

Ee/Sp, $1,042.73 Ee/Ch 
3. Select 750: $532.41 single, $1,563.61 family, $1,054.75 

Ee/Sp, $977.50 Ee/Ch 
4. HDHP 2000: $441.70 single, $1,285.22 family, $868.98 

Ee/Sp, $805.78 Ee/Ch 
iii. If excess funds remain those qualifying funds will be placed in an 

HSA or Flexible Spending Account and no longer be given out as 
cash. 

iv. The District will pay the cost of single dental insurance at a cost of 
$40.50 a month. 

 
4. Classified Insurance 

a. Long-term Disability - 
The District will provide each employee with long-term disability insurance. 
 

b. Health/Major Medical and Dental - 
i. The District shall provide hospitalization and major medical 

insurance coverage for employees and their dependents. 
ii. The District will pay a maximum of $342.94 per month to a 

12-month employee for health coverage.  

iii. Employees who do not qualify for the full benefit will receive 
benefits per board policy. 

iv. Dental coverage is available at the employee’s expense. 

Transfers 
1. Voluntary Transfers 

The Superintendent shall post vacancies which occur during the school year and for 
the following school year upon knowledge of vacancies.  Any employee possessing 
the necessary certification may apply to the Superintendent for a voluntary transfer. 
Applications shall be in writing and shall name the transfer for which the applicant 
wishes consideration.  The granting of such transfer will be based upon the needs of 
the District as determined by the Superintendent in the Superintendent’s sole 
discretion and such decision by the Superintendent shall not be grievable. 
 Applications shall not carry over from one posting to another. 

 
2. Involuntary Transfers 

Notice of an involuntary transfer shall be given in writing to the affected employee 
as soon as possible. 
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Reduction in Force 
The authority for determining numbers and assignment of staff and class size rests exclusively 
with the School Board.  Staff reduction will be based on certification, evaluation, academic 
preparation, extra duty assignments, and seniority.  All other things being equal, seniority shall 
prevail.  If re-employed within one year of staff reduction, an employee shall retain sick leave 
and other benefits accrued prior to layoff.  An employee reduced shall have the right to recall 
not exceeding one year. 

Central CSD Teacher Evaluation Plan 
The purpose of this evaluation plan is to provide the district with an evaluation system that is in 
compliance with Iowa Code.  Sources of information used as data should be aligned to Central’s 
Core Values and the Iowa Teaching Standards. 
 
The evaluation plan provides a way for teachers at all levels to collaboratively and 
independently work to improve personal growth, thus improving climate, culture, and student 
achievement.  
 
Tier One: Beginning Teacher/New to District 
All newly hired teachers, including those with previous  
experience, will complete the first two years of the plan. 
 
Steps: 

1. Attend New Teacher Orientation with your TLC Mentor.  Review the Central Employee 
Handbook, Central Core Values and Iowa Teaching Standards.  Set meeting dates and 
goals with your mentor.  Set formal evaluations with your principal. 

2. Three formal evaluations will be conducted for each teacher in years one and two. Two 
of the formal evaluations will take place by February 1. The third evaluation must be 
held prior to the required summative evaluation conference, March 30. Each evaluation 
will include a pre-observation meeting, formal observation utilizing Central’s Walk 
Through App,  and post-observation meeting between the teacher and principal with all 
the necessary forms completed. Additional formal evaluations may be conducted at the 
discretion of the principal. 

a. Informal observations may also be used at the discretion of the principal. 
Informal observations may include any and all things that reflect overall 
performance. 

3. Meet weekly with assigned TLC Mentor Teacher.  A log will be kept of these meetings. 
4. Complete a minimum of one coaching cycle with the instructional coach. 
5. A final summative conference will be held for the first and second year teachers on or 

before March 30. Prior to the summative conference, teachers will provide their mentor 
and principal with an End of the Year Reflection on Central’s Core Values and the Iowa 
Teaching Standards.  During the final summative conference the administrator and 
teacher will review the End of the Year Reflection together with feedback based on the 
required and informal evaluations conducted during the school year.  The second year 
teacher’s written evaluation must include the principal’s licensure recommendation for 
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the teacher or a recommendation for continued participation in the District’s Mentoring 
and Induction Program. This continuing participation should not exceed one year. 

Tier Two: Career Teacher Evaluation 
All teachers who have been employed with the district for a minimum of two years and hold a 
standard teaching license. 
 
Steps: 

1. Review the Central Employee Handbook, Central Core Values and Iowa Teaching 
Standards.  Submit a Personal Growth Plan to your building principal by September 1st. 
Principals will review and approve the plans collaboratively with the teacher.  

2. At the end of the 1st semester complete a Personal Growth Plan Mid-Year Reflection. 
Submit reflection to your building principal no later than January 31st. 

3. Prior to checking out at the end of the school year, teachers will arrange a meeting with 
their building principal to go over the End of the Year Reflection together. 

4. One formal evaluation will be conducted at least once every three years. The formal 
evaluation must be held prior to the required summative evaluation conference, March 
30. Each formal evaluation will include a pre-observation meeting, formal observation 
utilizing Central’s Walk Through App,  and post-observation meeting between the 
teacher and principal with all the necessary forms completed. Additional formal 
evaluations may be conducted at the discretion of the principal. 

a. Informal observations may also be used at the discretion of the principal. 
Informal observations may include any and all things that reflect overall 
performance. 

5. The Teacher Quality Committee will review and provide input regarding any appropriate 
peer review and/or collaboration processes. 

Tier Three: Intensive Assistance Plan 
The Tier Three process may begin at any time. Due to the personal nature of this plan, 
confidentiality is expected of all participants. 
 
When a determination has been made that an employee will be placed on an intensive 
assistance plan, a letter will be sent to the employee to formally notify the employee that they 
will be placed on an intensive assistance plan. A copy will be forwarded to the Superintendent’s 
office and is placed in the employee’s personnel file. The employee should also be notified of 
their right to request assistance from their local association. A conference will be held between 
the employee and the principal to discuss the employee’s placement on an Intensive Assistance 
Plan. At the end of the Intensive Assistance Plan, one of three recommendations will be made: 

 
a. The problem is resolved.  The employee is removed from the Intensive 

Assistance Plan, returned to Tier II and placed on cycle for evaluation. 
b. Progress is noted, the timelines are extended but may not exceed twelve 

months according to Iowa law and work continues on the Intensive 
Assistance Plan. 

c. The problem is not resolved and not noted.  Actions are then taken by the 
District to (a) terminate the employee’s contract immediately; (b) terminate 
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the employee at the end of the year; or (c) issue the employee a one year 
non-renewable contract. 

Evaluation of Coaches and Sponsors 
The High School Principal will formally and informally evaluate coaches and sponsors during and 
at the end of their perspective seasons.  The High School Principal will seek student input 
through the Extra-Curricular Student Survey, given to each participant at the end of the season. 
This input will be shared with coaches and sponsors prior to their end of the season evaluation. 
At the end of each season, coaches and sponsors will fill out and submit the Coach/Sponsor 
Evaluation Form to the High School Principal no more than two weeks after the last event.  The 
High School Principal will add their comments to the form and arrange a meeting with the 
coach/sponsor to discuss.  The High School Principal will sign-off before evaluation is placed in 
the coach/sponsors file.  

Evaluation of Classified Staff 
Administration will annually review classified staff.  Prior to April 30th, all classified staff will 
fill out the Classified Evaluation Form and return that to their immediate supervisor. 
Administration will make comments and meet individually with classified staff for final 
approval. 

Safety Provisions 
1. Employee Equipment 

Each employee will be provided with a desk and a storage area.  Lockable storage 
facilities will be provided whenever possible. 

2. Protective Devices 
Those employees, who, as part of their assigned duties, must conduct or be 
present in shop, art or laboratory classes, shall wear safety equipment provided 
by the District.  Such equipment shall be worn in a proper manner by the 
employee. 

3. Unsafe and Hazardous Conditions 
Employees shall not be required to work under unsafe or hazardous conditions or 
to perform tasks which endanger their health, safety, or well-being. 

4. Protection of Employees 
Nothing in this handbook shall be intended to limit or restrict the actions of an 
employee who is acting within the scope of the employee’s employment in the 
defense of the employee’s person or other persons or property from 
non-aggravated assaults or injury.  This provision nor any other part of this 
handbook shall not be construed as a condonation of unlawful or tortious 
conduct on the part of an employee.  Employees will provide whatever 
cooperation is reasonably necessary either in regard to an investigation by the 
lawful authorities of the State of Iowa or the District of alleged incidents involving 
tortious and/or illegal conduct.  The District is not bound to give support to an 
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employee when, in the determination of the District, an employee appears to 
have engaged in illegal or unwarranted tortious conduct. 

5. Reporting Assaults 
An employee shall immediately report cases of assault suffered by an employee in 
connection with the employee’s employment to the employee’s Principal or other 
immediate supervisor and to law enforcement.  Such notification shall be 
immediately forwarded to the Superintendent.  The Superintendent shall act as a 
liaison between the employee and law enforcement. 

6. Bomb Threats 
No employee shall be asked or required to search for a bomb. 

Professionalism 
1. Code of Ethics 

It is each employee’s responsibility to conduct themselves professionally and in 
accordance with any applicable ethical requirements based upon their position, 
certification, and/or licensure. 
 

2. Dress Code 
We want all of our families to feel comfortable with and confident in our team, so 
please dress in a manner that reflects professionally (business casual) on education as a 
profession. Daily activities may influence your dress and we trust you will consistently 
exercise good judgment in this regard; casual dress is not appropriate every day and for 
every interaction. All of us know what is and is not appropriate for the workplace.  If you 
experience uncertainty about acceptable, professional business casual attire for work, 
the immediate supervisor should be contacted. 
 
All employees are expected to wear their Central badges at all times.  Fridays are 
designated as Central Pride Day.  Employees are allowed to wear jeans on Fridays as 
long as they are wearing a Central shirt.  Employees choosing not to wear a Central shirt 
should follow the Monday-Thursday dress code. 
 
Employees furnished work uniforms are expected to keep them clean and in good 
repair.  The uniforms must be returned to the District when they become unwearable or 
upon termination of employment. 

3. Communication 
Communication is a Core Value of the Central Community School District.  Regular 
communication with stakeholders is very important and cannot be underestimated. 
Good news is always welcomed and often balances perception when bad news needs to 
be shared.   Do not consider a report card or JMC as communication.  It is not the 
student’s or parent’s responsibility to contact a teacher if the student is struggling. 
Communication should take place through face-to-face, a phone call, or email.  When a 
student is struggling with academics or behaviors, communication should take place 
face-to-face or through a phone call.  If communicating through an email, it is best 
practice to have a peer review that email before sending.  Teachers need to check their 
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email at the start and end of the day.  Make certain to respond to inquiries from 
stakeholders within 48 hours.  

 
4. Staff Technology Use / Social Networking 

Usage of the District’s technology resources is a privilege, not a right, and use entails 
responsibility.  All information on the District’s computer system is considered public 
record.  Therefore, users of the District’s computer network must not expect, nor does 
the District guarantee, privacy for e-mail or use of the District’s computer network 
including websites visited.  The District reserves the right to access and view any 
material stored on District equipment or any material used in conjunction with the 
District’s computer network.  
 
By signing this handbook you acknowledge having read school board policy 415.0 and 
415.0-R, Staff Use of Social Media.  
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I acknowledge that I have received or can access a copy of the Central Community School 
District’s Employee Handbook.  I understand the Employee Handbook contains important 
information about the Central Community School District and my role, responsibilities and 
duties as an employee.  I acknowledge I am expected to be familiar with the contents.  I also 
understand that I should consult the Superintendent or Business Manager with any questions I 
have about the contents of the Employee Handbook or any questions that I feel were not 
addressed. 

I understand that the Employee Handbook is a general source of information and may not 
include every possible situation that may arise.  I acknowledge that the Employee Handbook is 
not intended, and does not constitute a contract between the Central Community School 
District and any one or all of its employees 

 
____________________________________________________________________________ 

Employee’s Signature                                                               Date 

 
 
____________________________________________________________________________ 

Employee’s Name (Printed) 

 

TO BE PLACED IN EMPLOYEE’S PERSONNEL FILE - COPY PROVIDED TO EMPLOYEE 
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GRIEVANCE REPORT FORM "A" 
Central Community Schools, Elkader, Iowa 52043 

 

DATE FILED: NAME OF GRIEVANT: 
  
DISTRIBUTION OF FORM: 
1. _____ Association President  3. _____ Grievant's Immediate Supervisor 
2. _____ Grievant  4. _____ Superintendent or his/her designee 
  
A.  Date alleged violation, misinterpretation or misapplication occurred: 
  
B.   Section(s) of Agreement alleged to have been violated, misinterpreted or misapplied:   
  
C.   Statement of grievance: 
  
D.  Relief sought: 
 
  
Signature of Grievant: Date: 
  
 
Disposition by immediate Supervisor or Principal: 
 
 
Signature of Immediate Supervisor or Principal:  Date: 
  
 
I, the grievant, received a copy of this decision by the administration at Step II of the 
grievance procedure this ________ day of __________________, 20_____. 
 
Signature of Grievant: 
  
 
Disposition by the Superintendent or his or her designee at Step III: 
  
 
Signature of Superintendent or his or her designee:  Date: 
  
 
I, the grievant, received a copy of this decision of the administration at Step III of the 
grievance procedure this __________ day of _______________, 20_____. 
  
Signature of Grievant: 
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Central CSD 
Pre-Observation Form 

 
Teacher Name Date 
  
 
1. What standard will this lesson be aligned to and what DOK level is expected to 
meet that standard? 
 
 
 
2.  What is the learning goal of the lesson (where is the learner going, where am I 
going)? 
 
 
 
3. What success criteria will be shared with students? 
 
 
  
4. How will you elicit evidence of learning? 
 
 
 
5.  What Central Core Values / Iowa Teaching Standards will be demonstrated in 
the lesson? 
 Student first – student centered, with an emphasis on the whole child. (ITS- 1, 

2, 3, 4, & 8) 
 Inclusive environment to promote school pride. (ITS- 5, 6, & 8) 
 Promote a positive team and family spirit. (ITS- 6, 7, & 8) 
 Be Adventurous!  Embrace and drive change through a Growth Mindset. (ITS- 

4, 7, & 8) 
 Provide opportunities to achieve success. (ITS- 2, 3, 4, 7, & 8) 
 Communicate openly with integrity and respect. (ITS- 1, 5, 6, & 8) 
 
 
6. Additional information: 
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Central CSD 
Post-Observation Form 

 
Teacher Name Date 
  
 
1. As I reflect on the lesson, did ALL students meet my learning goal for the lesson? 
 
 
 
2.  What evidence of learning did I elicit to show my learning goal was met? 
 
 
 
3. What instructional modifications do I need to make based on this evidence? 
 
 
  
4. What is the next skill in the learning progression to meet this standard? 
 
 
 
5.  What Central Core Values / Iowa Teaching Standards did I demonstrate in the 
lesson? 
 Student first – student centered, with an emphasis on the whole child. (ITS- 1, 

2, 3, 4, & 8) 
 Inclusive environment to promote school pride. (ITS- 5, 6, & 8) 
 Promote a positive team and family spirit. (ITS- 6, 7, & 8) 
 Be Adventurous!  Embrace and drive change through a Growth Mindset. (ITS- 

4, 7, & 8) 
 Provide opportunities to achieve success. (ITS- 2, 3, 4, 7, & 8) 
 Communicate openly with integrity and respect. (ITS- 1, 5, 6, & 8) 
 
 
6. Additional information: 
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Central CSD 
Personalized PD Plan 

 
Teacher Name Date 
  
 

1. What is the focus of your Personalized PD Plan? 
 

Teacher Comments: 

Administrator Comments: 

 
2. How do you believe this plan will improve your teaching? 

 
Teacher Comments: 

Administrator Comments: 

 
3. How does this plan align with Central’s Core Values? 

a. Which Core Values do you feel you need the most improvement in? 
 

Teacher Comments: 

Administrator Comments: 

 
4. What baseline data have you gathered to show a need for this plan? 

a. Attach baseline data. 
 

Teacher Comments: 

Administrator Comments: 

 
5. How will you elicit evidence that this plan is improving your teaching? 

a. How are your outcome goals? 
 

Teacher Comments: 

Administrator Comments: 
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6. How will this plan have a positive impact on your team? 
a. Students? 

 
Teacher Comments: 

Administrator Comments: 

 
7. How can I support this plan as your leader? 

a. What tools and/or resources will you need? 
 

Teacher Comments: 

Administrator Comments: 

 
 
 

Teacher Comments: 

 
 

Administrator Comments: 

 
 
 

Teacher Signature & Date Administrator Signature & Date 

  

 
 
Copy to be placed in personnel file 
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Central CSD 
Personalized PD Mid-Year Reflection 

 
Teacher Name Date 
  
 

1. What progress have you made with your Personalized PD Plan? 
a. Have you met with a coach? 

 
Teacher Comments: 

Administrator Comments: 

 
2. What challenges have you encountered with this plan? 

a. How did you overcome these challenges? 
 

Teacher Comments: 

Administrator Comments: 

 
3. Have you elicited evidence that this plan is improving your teaching? 

a. If yes, attach evidence. 
 

Teacher Comments: 

Administrator Comments: 

 
4. Describe how this plan aligns with Central’s Core Values. 

 
Teacher Comments: 

Administrator Comments: 

 
5. What changes have you seen in how you teach? 

a. How students are learning? 
 

Teacher Comments: 

Administrator Comments: 
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6. How do you envision sharing this plan with others? 

 
Teacher Comments: 

Administrator Comments: 

 
7. How can I support this plan as your leader? 

a. What tools and/or resources will you need? 
 

Teacher Comments: 

Administrator Comments: 

 
 
 

Teacher Comments: 

 
 

Administrator Comments: 

 
 
 

Teacher Signature & Date Administrator Signature & Date 

  

 
 
Copy to be placed in personnel file 
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Central CSD 
End of Year Reflection Form 

 
Teacher Name Date 
  
 

1. What were your major milestones and accomplishments during the recent 
school year? 

 
Teacher Comments: 

Administrator Comments: 

 
2. What challenges did you encounter during the recent school year? 

a. Is there anything we can do to help you avoid or overcome these in the 
future? 

 
Teacher Comments: 

Administrator Comments: 

 
3. Where do you see opportunities to grow within your team and the district? 

 
Teacher Comments: 

Administrator Comments: 

 
4. Describe where you are with your Personalized PD? 

 
Teacher Comments: 

Administrator Comments: 

 
5. What are your goals for the next year? 

a. How can we help you achieve your goals? 
b. What tools and/or resources will you need? 

 
Teacher Comments: 
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Administrator Comments: 

 
 

6. How can I improve as your leader? 
a. Is there anything I’m doing or have done that is holding you back 

from becoming your best? 
 

Teacher Comments: 

Administrator Comments: 

 
 

7. On a scale of 1-5 with 5 being the highest, please grade yourself on Central’s 
Core Values: 

1-5 Central Core Values 
 Student first - student centered, with an emphasis on the whole child. 

We do what is right for our students - even if it’s difficult to do.  We know it is possible to give 
every child an opportunity to pursue their dreams.  In order to prepare students to be successful, 
we believe that we must also expose children to the arts, culture, physical fitness and a broader 
education that encompasses more than core academic subjects (ITS- 1, 2, 3, 4, & 8) 

 Inclusive environment to promote school pride. 
Central fundamentally understands the importance of partnering with families and community 
members to fully develop the potential of each student. We believe it takes a community- family 
members, business partners, educators, role models and other children- to create and sustain a 
supportive, productive and engaging learning environment. (ITS- 5, 6, & 8) 

 Promote a positive team and family spirit. 
We’re in this together and assume the best of each other.  We encourage each other through 
actionable feedback and we celebrate our successes- big and small, and take the time to 
appreciate others.  Great teams know that the sum of the whole is greater than the individual 
parts! (ITS- 6, 7, & 8) 

 Be Adventurous!  Embrace and drive change through a Growth 
Mindset. 
Growth Mindset is shown through taking risks, being bold, perseverance through tough times, 
having a vision, and finding creative solutions to problems. (ITS- 4, 7, & 8) 

 Provide opportunities to achieve success.  
We provide all students with appropriate and rigorous curriculum and high-quality instruction that 
recognizes differences in needs and learning styles. We advocate for the resources necessary to 
support successful teaching and learning and we use our resources responsibly for the 
maximum benefit of students. (ITS- 2, 3, 4, 7, & 8) 

 Communicate openly with integrity and respect. 
Great communication is vital to our success.  Open & direct dialogue between administration, 
staff, and especially our stakeholders (students, parents & community members) is crucial.  We 
expect everyone to be direct, respectful, timely, honest and open with communication at all 
times! It shows that you are interested and that you care. There is great truth in the following 
axiom: “People don’t care how much you know until they know how much you care.” (ITS- 1, 
5, 6, & 8) 
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Teacher Comments: 

 
 

Administrator Comments: 

 
 
 

Teacher Signature & Date Administrator Signature & Date 

  

 
 
Copy to be placed in personnel file 
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Central CSD 
Intensive Assistance Plan 

 
Teacher Name Date 
  
 

1. Specific concern(s) related to Central’s Core Values and the Iowa Teaching 
Standards: 

 
2. How do you plan to address the concern(s)? 

 
3. What evidence will you elicit to show this plan has addressed the concern(s)? 

 
4. Proposed Timeline: 

a. Set meeting dates and deadlines. 
 

5. How can I support this plan as your leader? 
a. What tools and/or resources will you need? 

 
6. Next Meeting Date: 

 
 
 
 

Teacher Signature: Date: 

 
 

Administrator Signature: Date: 

 
 
Signature of the teacher does not indicate that the teacher agrees with the content of the 
review, only that they have received a copy. 
 
Copy to be placed in personnel file 
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Central CSD 
Intensive Assistance Final Summary 

 
Teacher Name Date 
  
 
Information and Evidence supporting Evaluator’s recommendation: 
 
 
 
 
 
Evaluator’s Recommendation: 
 

 The problem is resolved.  The employee is removed from the Intensive 
Assistance Plan, returned to Tier II and placed on cycle for evaluation. 

 Progress is noted, the timelines is extended but may not exceed twelve 
months according to Iowa law and work continues on the Intensive 
Assistance Plan. 

 The problem is not resolved and not noted.  Actions are then taken by 
the District to (a) terminate the employee’s contract immediately; (b) 
terminate the employee at the end of the year; or (c) issue the employee a 
one year non-renewable contract.  

 
 
 
 
 
 

Teacher Signature: Date: 

 
 

Administrator Signature: Date: 

 
 
Signature of the teacher does not indicate that the teacher agrees with the content of the 
review, only that they have received a copy. 
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Copy to be placed in personnel file 
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