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USD #378
CLASSIFIED STAFF HANDBOOK
OF POLICIES AND PROCEDURES

The goals of the personnel policies set forth in this handbook is to create the best possible
educational climate for the students of Unified School District 378.  These policies are 
designed to prevent misunderstanding by the personnel of the district about their duties 
and privileges. 

The following policies have been approved by the Board of Education of USD 378 and 
shall serve as guidelines for your employment.  This handbook is presented as a matter of
information and direction regarding policy, benefits and other useful information.  This 
handbook may be changed or modified and items added or deleted at any time as 
recommended by the superintendent and approved by the board.

This handbook is not an employee contract.  Further, this handbook is not 
incorporated in, or made a part of, any employee contract.  This handbook is also not 
to be considered as both an express or implied contract between USD 378 and the 
employee.  No employee has authority to create an employee contract by modification of 
this document.  As a condition of employment, employees agree to follow rules and 
regulations, which have been adopted by the Board of Education.  

NOTE:  Anytime the superintendent is mentioned in this handbook, his/her designee is 
implied.

The Board of Education, the administration and certified staff are proud to have you as 
part of the classified staff of Riley County Unified School District 378.  You have been 
selected for the position you hold because your qualifications indicate that you are the 
best person to fill the position.

Classified personnel are all employees who are not required to hold a Kansas State 
Educational Certificate.  This group includes custodial, maintenance, food service, office,
paraprofessional, aides, and transportation personnel.

Classified employees play an important role in the school district by helping provide a 
safe, orderly and healthy environment and by being the support group who assists the 
certified staff.  The importance of your job should never be underestimated.  Involvement
with students, whether on the buses or in the hallways, often sets the tone for the 
students’ day.  Classified personnel are an important part of an “effective school”.

Classified employees are employees-at-will and employment may be terminated at any 
time, with or without cause.
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USD 378 MISSION STATEMENT
The mission of USD 378, Riley County, is to put into action our 
district’s motto, “All our children learning.” The Riley County 
schools are a place where students will be empowered to learn and 
will graduate as responsible citizens with skills in creative 
thinking, decision making, communication, self-discipline, and 
cooperation.

Equal Opportunity Employer
USD 378, Riley County, Kansas, does not discriminate on the basis of gender, race, 
color, national origin, religion, handicap/disability, or age in its programs or activities.  
Any questions regarding the District’s compliance with Title VI, Title IX, or Section 504,
Americans with Disabilities Act, and the Age Discrimination act may be directed to the 
Grade Level Principals, who have been designated as the Compliance Coordinators.
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DEFINITIONS

Full-time, 12 Month Employee – An employee working 40 hours per week, 12 months 
of the calendar year.

Part-time, 12 month Employee – An employee working less than 40 hours per week, 12
months of the calendar year.

Full-time, 9 Month Employee – An employee working at least six hours per day during 
the school term.

Part-time, 9 Month Employee – An employee working less than six hours per day 
during the school term.

Work Week – The USD 378 work week begins at 12:00 a.m. Sunday, and ends at
 11:59 p.m. Saturday.

Overtime - Hours in excess of 40, worked in any given week.
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Accidents, Reporting of
See Policy GAOE Workers Compensation or Disability Benefits
Any school employee who discovers an accident on school property shall report the 
accident to the building principal.

If a person requires medical treatment, the employee shall:

 Send for medical help

 Make the individual as comfortable as possible while waiting for competent 
medical assistance to arrive

 Notify the principal or designated representative.

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

If an accidental injury to any USD 378 employee arises out of and in the course of 
employment, a claim based upon such injury may be compensable.  In the event of an 
injury on the job, whether or not there is a need to seek medical care, the employee 
should:

1. Notify his or her supervisor immediately.  Failure to notify his or her supervisor 
within 10 calendar days of the accident/injury may bar payment of workers’ 
compensation benefits.

2. Obtain from the Treasurer’s office, complete, and return “Report by Injured 
Employee” (Appendix A).

3. The injured employee may initially consult any medical provider.  Notify the 
medical provider at that time of the circumstances of the injury and that Workers’ 
Compensation benefits may be applicable.

4. The medical provider should submit all billings for services to the Worker’s 
Compensation Company.

5. Provide to the USD 378 District Office, within two working days, copies of all 
doctor’s orders. 

Workers’ compensation does not cover injuries to employees engaged in recreational or 
social events, unless the employee was required to attend and the injury resulted from 
performing normal job duties or duties specifically instructed to be performed by an 
administrator or supervisor.

Activity Passes-Employee ID badges
USD 378 shall provide each classified employee with an Activity Pass-Employee ID 
badges for admittance to any USD 378 school activity for the school year indicated on 
the pass-badge.  Some athletic tournaments and Kansas State High School Activity 
Association events may be exempt from the pass.
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Annuity Plan
The board shall transmit tax-sheltered annuity funds on behalf of its employees pursuant 
to K.S.A. 72-8602.  Employees working a minimum of 17 ½ hours per week may request

a separate salary deduction agreement for the purpose of contributing to a tax-sheltered 
annuity.  The Board shall allow its employees to adjust their contributions twice a year by
giving notice to the Clerk by the 10th of each month.  This deduction is subject to KPERS
and FICA.

Assignments
Work Week
The standard USD 378 work week shall begin at 12:00 a.m. Sunday and end at 11:59 
p.m. Saturday.  This shall dictate the basis for overtime worked and compensation in 
excess of the 40 hour work week.  (See Overtime)

Duty Day
See Policy GCR, GCR-R, GCR-R-2 Working Conditions
The superintendent or designated representative will assign time schedules for classified 
employees at the beginning of the employment term.

District Office Clerical Personnel: the superintendent will determine Length of duty 
day.

Building Office Clerical Personnel: The superintendent will determine Length of duty 
day.

Custodial Personnel:  The base schedule consists of 40 hours per week.  Regular 
Monday through Friday schedules will be provided with one-half hour for lunch.

Food Service Personnel:  The regular school-term schedule will be 40 hours per week, 
Monday through Friday.  The Food Service Director will provide specific hours for 
personnel and allow one-half hour for lunch.

Transportation Personnel: The transportation director will determine actual work 
hours, including extra duty activities and trips.  Time schedules for morning and evening 
route drivers will vary, according to route assignments.

All Other Classified Personnel:  The superintendent or building administrator will 
determine scheduled working hours.

Work Duties
Work duty assignments shall be made by the superintendent, building administrator, 
special education director, and supervisor, based upon an evaluation of personnel 
positions.  See individual job descriptions.
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Transfers
Employees may be transferred at any time to a new location or position at the discretion 
of the superintendent and approval of the Board of Education.

Attendance and Punctuality
Attendance and punctuality are of extreme importance in the operation of a school 
district.  When an employee is absent, late to work, or late returning to work, it may be 
necessary to assign another employee or substitute to perform the duties which are 
necessary for the day-to-day operation of the district.  It is realized that there are times 
when personal or health problems may cause the absence of an employee; however, the 
orderly operation of the support services of the school district is a necessity.

Background Checks
Background checks will be conducted on every newly hired employee per the signed 
application.

Blood borne Pathogens
In late 1991, the Occupational Safety and Health Administration (OSHA) issued safety 
standard regulations for the handling of bloodborne pathogens by entities subject to its 
control.  Although public entities in the State of Kansas are not subject to OSHA, state 
statutes give the Kansas Department of Human Resources (KDHR) the authority to 
inspect public entities, such as school districts, for safety.  In the spring of 1992, KDHR 
announced that it would apply the OSHA standard for bloodborne pathogens to public 
entities in the State of Kansas.  The Exposure Control Plan for Bloodborne Pathogens in 
USD 378 has been implemented to achieve compliance with the State directive.

All employees of USD 378 shall be in-service initially and annually as outlined in the 
Exposure Control Plan.  (The Exposure Control Plan for Bloodborne Pathogens in USD 
378 can be reviewed in each building.)

Board Policy
Employees shall follow and be familiar with all policies and regulations established by 
the Board of Education.  Policy books are located in each building’s library and 
principal’s office.

Bonding
USD 378 Board of Education officer position of Treasurer shall be bonded in the amount 
equal to the average daily balance of the district’s checking account.

Breaks
Breaks are not required under state and federal law.  However, all classified personnel are
allowed a break if their regular daily schedule calls for four hours or more of continuous 
work.  Breaks are limited to 15 minutes in length and may not be accumulated or added 
to lunch or dinner hours.
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Bullying
See Policy GAAE Bullying by Staff; KGC Bullying by Parents
The board of education prohibits bullying in any form either by any student, staff 
member, or parent towards a student or by a student, staff member, or parent towards a 
staff member on or while using school property, in a school vehicle or at a school-
sponsored activity or event.  For the purposes of this policy, the term “bullying” shall 
have the meaning ascribed to it in Kansas Law.

Staff members who bully others in violation of this policy may be subject to disciplinary 
action, up to and including suspension and/or termination.  If appropriate, staff members 
who violate the bullying prohibition shall be reported to local law enforcement.

Parents participating in prohibited bullying conduct aimed at district students and/or staff 
members may jeopardize their access to district facilities; district property; school 
sponsored activities, programs, and events; and/or district students and/or staff members 
through the district’s communication systems.  As appropriate, reports to local law 
enforcement will be filed to report criminal bullying behaviors.

Bus Driver Qualifications
(See Bus Driver Handbook)

Bus drivers and substitute bus drivers will be subject to the Omnibus Transportation 
Employee Testing Act of 1991.  (See Drug and Alcohol Testing)

All bus drivers must comply with and observe all the provisions of the vehicle code and 
all rules and regulations prescribed by the Safety Department of the Kansas Department 
of Transportation as contained in the laws and regulations governing school pupil 
transportation in Kansas.

The District will pay for drivers to take defensive driving every year.  The District will 
also pay drivers $25.00 for first aid certification and $50.00 for CPR certification.  
Copies of the first aid and CPR certification must be given to the Transportation Director 
and a copy attached to an Extra Duty form given to the Treasurer.  

Change in Status
Notification to the USD 378 District Office should be made within 10 calendar days of 
any change in mailing address, home telephone number, or change in family status which
might alter Internal Revenue Code (IRC) section 125 fringe benefits, including marriage 
or divorce, birth or adoption of a child, change in employment status by the employee or 
spouse, or the taking of an unpaid leave of absence by the employee or spouse.

Child Abuse
See Policy GAAD Child Abuse
The Kansas Child Protection Act (KSA 38-716-724) requires that any employee who 
suspects that a child’s physical or mental health or welfare is being adversely affected by 
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abuse or neglect immediately report this fact to the local Department of Children and 
Family office, or the local law enforcement agency if the DCF office is not open.  It is 
required that the building administrator also be notified before the report is made.  In the 
event that the child is the administrator’s child, the superintendent, not the building 
administrator, will be notified.

Employees will not contact the child’s family or any other persons 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.

Communicable Diseases
See Policy GAR Communicable Diseases
An employee diagnosed by a physician as having a communicable disease shall report the
diagnosis and nature of the disease to the superintendent.  Withdrawal from active 
employment for the duration of the illness shall be required.

Upon authorization by the employee’s physician, the employee shall be allowed to return 
to work.  The Board of Education may require a written statement from the employee’s 
physician certifying freedom from all symptoms of the communicable disease.  
Information regarding employees with communicable diseases shall be reported to the 
appropriate board of health as required by statute but shall otherwise be maintained 
confidentially.

Compensation
See Policy GCA Compensation Guides and Work Agreements/Contracts
USD 378 is in the process of developing formal salary schedules for classified personnel. 
New employees are placed on an entry-level salary or hourly wage which reflects the new
employee’s work experience and professional training, as well as the demands of the 
position for which they are employed.

Salary or wage increases, when granted by the Board of Education, will begin July 1 of 
each year.  Every classified employee will be notified in writing of the amount of 
increase granted.  With the exception of new hires which may receive a pay increase at 
the time of the employee’s quarterly review.

Complaints
See Policy KN Complaints
Any employee may file a complaint with their immediate supervisor concerning a school 
rule, regulation, policy or decision that affects the employee.

The complaint shall be in writing; filed within ten (10) days following the event 
complained of and shall specify the basis of the complaint.  The supervisor shall meet 
with the employee and provide a written response within ten (10) days.  If the employee 
disagrees with the decision, the employee may appeal to the superintendent.  The 
superintendent’s decision shall be final.
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Computer/Technology
See Policy IIBG Computer Use
Employees shall have no expectation of privacy when using district technology.  
Technology messages shall be used only to conduct approved and official district 
business.  All employees must use appropriate language in all messages.  Employees are 
expected to conduct themselves in a professional manner and to use the system according
to these guidelines or other guidelines published by the administration.

Any computer application or information in district computers or computer systems is 
subject to monitoring by the administration.  The district retains the right to duplicate any
information in the system or on any hard drive.  Employees who violate district computer
policies are subject to disciplinary action up to and including termination.

All staff are required to read and sign the “Acceptable Use of Technology by Staff” and 
the Social Media acknowledgment form.

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

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

Conflict of Interest
See Policy GAG Conflict of Interest
District employees are prohibited from engaging in activities, which conflict with or 
detract from the effective performance of their duties.

Copyright Policy
See Policy ECH Printing and Duplicating Services
The copyright laws of the United States make it illegal for anyone to duplicate 
copyrighted materials without permission.  Severe penalties are provided for 
unauthorized copying of all materials covered by the act unless the copying falls within 
the bounds of the “fair use” doctrine.

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

Crisis Plan
A crisis plan is in place for the district.  All employees will be given a copy of the plan.  
The crisis plan will be reviewed at the beginning of each year during in-service.

Department Meetings
Some departments will schedule meetings weekly or monthly.  Attendance is required for
each classified person in that department.

Discrimination Complaints
See Policy GAAA Equal Employment Opportunity and Nondiscrimination; and Policy KN
 Complaints
Discrimination against any individual on the basis of race, color, national origin, sex, 
disability, age or religion in the admission or access to, or treatment or employment in the
district’s programs and activities is prohibited.  Brad Starnes, 204 West Kansas, Riley, 
KS 66531; Telephone (785) 485-4000, has been designated to coordinate compliance 
with nondiscrimination requirements contained in Title VI of the Civil Rights Act of 
1964, Title IX of the Education Amendments of 1972, Section 504 of the Rehabilitation 
Act of 1973, and the Americans with Disabilities Act of 1990.

Complaints of discrimination should be addressed to the employee’s supervisor or to the 
compliance coordinator.  Complaints of discrimination against the superintendent should 
be addressed to the Board of Education.

Complaints of discrimination will be resolved using the district’s discrimination 
complaint procedure.

Distribution of Materials
Materials from sources outside of the district may not be distributed on school grounds 
without prior permission from the principal.  Examples of outside materials include, but 
are not limited to, political materials, special interest materials and advertisements.

The principal shall determine the time, place and manner for material distribution.

Dress Code
Appropriate dress and personal hygiene are an individual responsibility.  The impression 
given to others through personal appearance is important to the employee and to the 
district.  Employees are asked to be responsible and use good judgment concerning 
appearance.  Clothing shall be appropriate for the job, in the good repair and clean.
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Any method of dress that may attract undue attention, disrupt, or interfere with the 
mission of the school district is not permitted.  If, in the professional opinion of any 
supervisor, an employee’s attire is disruptive or inappropriate, their supervisor will confer
with that employee.

Driving Records
See Policy EDAA School Vehicles
It shall be the responsibility of all school bus drivers (CDL holders) to annually provide 
documentation to the superintendent of the validity of license certification by the Kansas 
Department of Revenue.  If a school employee who drives a district vehicle as part of his 
or her work assignment (including bus drivers) has his or her license suspended or 
revoked at any time, such suspension or revocation shall be immediately reported to the 
superintendent and the driver shall cease driving a school vehicle until the license is 
restored.   

Any employee asked to drive a school vehicle with or without students must give a copy 
of their license to the district office personnel.  The employee must also read and sign a 
waiver to allow the district office personnel to run a check on their license.  Upon the 
receipt of the license check and clearance by the School District’s insurance company, 
the employee will be added to the district’s insurance policy for drivers and be allowed to
drive a vehicle.

Drug Free Schools and Communities
See Policy GAOA Drug Free Workplace; Policy GAOB & GAOB-2 Drug Free Schools;  
GAOC Use of Tobacco and Electronic Cigarettes; Policy JDDA Drug Free Schools
The Board of Education believes that maintaining a drug free workplace is important in 
establishing an appropriate learning environment for the students of the district.  As a 
condition of employment in the district, all employees shall abide by the terms of USD 
378 policy.
The unlawful possession, use, or distribution of illicit drugs and alcohol by school 
employees on school premises or as a part of any school activity is prohibited.  This 
policy is required by the 1989 amendments to the Drug Free Schools and Communities 
Act, P.L. 102-226, 103 St. 1928.

A copy of the USD 378 policy, as required by the Drug Free Schools and Communities 
Act, and a listing of Assessment and Treatment Resources, is available from the board 
clerk.

Policy GAOB Employee Conduct
As a condition of continued employment in the district, all employees shall abide by the 
terms of this policy.  Employees shall not unlawfully manufacture, distribute, dispense, 
possess or use illicit drugs, controlled substances, or alcoholic beverages on district 
property or at any school activity.  Compliance with the terms of this policy is 
mandatory.  Employees who are found violating the terms of this policy shall be reported 
to the appropriate law enforcement officers.  Additionally, an employee who violates the 
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terms of this policy shall be subject to the following sanctions: 

 Short-term suspension with pay:

 Short-term suspension without pay:

 Long term suspension without pay:

 Required participation in a drug and alcohol education, treatment, counseling, or 
rehabilitation program; and/or

 Termination or dismissal from employment.

Prior to applying sanctions under this policy, employees will be afforded all due process 
rights to which they are entitled under their contract or the provisions of Kansas law.  
Nothing in this policy is intended to diminish the right of the district to take any other 
disciplinary action, which is provided for in district policies.

If it is agreed that an employee shall enter into and complete a drug education or 
rehabilitation program, the cost of such program shall be the responsibility of the 
employee.  Drug and alcohol counseling and rehabilitation programs are available for 
employees of the district.  A list of available programs along with names and addresses of
contact persons for the program is on file with the board clerk.

Employees are responsible for contacting the director of the program to determine the 
cost and length of the program, and of enrolling in the programs.
A copy of this policy and a list of available drug and alcohol counseling programs shall 
be provided to all employees.

Drug and Alcohol Testing
See Policy GAOD Drug and Alcohol Testing
Under the rules for implementing the Omnibus Transportation Employee Testing Act of 
1991, every local public school district is required to conduct pre-duty controlled 
substance testing, and reasonable suspicion, random and post-accident controlled 
substance and alcohol testing of each employee who is required to obtain a Commercial 
Drivers’ License (CDL).  An employee covered by the rules is prohibited from refusing 
to take a required test.

Under the rules, school districts are also required to impose penalties on covered 
employees whose test results confirm prohibited alcohol concentration levels or the 
presence of a controlled substance; comply with extensive new reporting and record 
keeping requirements; adopt an employee alcohol and controlled substance misuse 
program; and provide alcohol and controlled substance misuse information for 
employees, supervisor training and referral of employees to employee assistance 
programs.

With the exception of certain state criminal laws, the Act preempts inconsistent state and 
local laws.  In particular, the Act requires that school districts take appropriate steps to 
ensure that their employment practices and policies:
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1. Conform to federal rules governing privacy collection techniques;
2. Incorporate the Department of Health and Human Services’ mandatory guidelines

for controlled substance testing and comparable safeguards for alcohol testing;
3. Require confirmation of any initial positive result if quantified;
4. Require collection of split urine specimens;
5. Guarantee confidentiality of test results; and
6. Provide for a scientifically random selection of employees to be tested.  

Dual Employment/Two Separate Jobs
When an employee is scheduled to work two different jobs during the regular workday, 
these responsibilities must be met as scheduled unless their direct supervisor for each 
position has granted prior approval.

Emergency Drills
All employees are required to follow procedures established and posted at each building.

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

Employee Conduct
This list is not meant to be exclusive or exhaustive; employees may be disciplined or 
terminated for misconduct such as: 

Insubordination, willful or repeated disregard of safety rules or orders, intoxication, 
dishonesty, and/or acts not conducive to a safe and efficient performance of duty, 
and other just causes make the employee subject to disciplinary action. Termination 
may result from even a first-time offense when appropriate.

Employees are discouraged from using any form of profanity or vulgarity (i.e. written, 
verbal, computer messages, etc.).  Infractions may be cause for disciplinary action.

The specific penalty in each case will depend on the rule violated, the severity of the 
situation, the frequency of policy violations for the particular employee, and the 
employee's overall conduct.

Employment Letters
All employees of the district will receive an Employment Letter each year.  However, all 
classified employees are employed on an “at-will” basis, regardless of their length of 
service, and may be dismissed at any time.
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Employment Paperwork
All forms may be found in the Appendix
All USD 378 employees must submit to the USD 378 District Office upon initial 
employment the following employment paperwork:

 Application for Employment

 W-4 Withholding Certificate

 K-4Withholding Certificate

 Oath or Affirmation of Officer or Employee (KS Form 4-250-110) This must be 
signed in front of, and notarized by, a Notary Public

 I-9 Form Employment Eligibility Verification  INS Form OMB 1115-0136

 Driver’s License (copy) or other acceptable document to establish identity (See I-
9 form), and for the purpose of district vehicle insurance

 Driver’s License check form signed (copy) to allow license check prior to driving 
a school vehicle 

 Copy of voided check with Automatic Deposit form (as your paychecks)
 Social Security Card (copy) required for W-2 reporting purposes and to establish 

employment eligibility

 National Screening Bureau (NASTB) Background Check Request Form

 Health Certification (See Health Certifications), as appropriate Certification of 
Health for School Personnel, or Medical Examination to Determine Physical 
Condition of Driver and TB Test

 Acceptable Use Policy

 Emergency Medical Consent Form  This must be signed in front of, and notarized
by, a Notary Public

When applicable, employees must also submit additional employment paperwork, which 
may include:

 Health Insurance Application or Waiver (all employees working a minimum of 6 
hrs per day, 9 months per year or 17 ½ hours per week, 12 months per year) 

(KPERS Enrollment (all employees working 3 ½ or more hours per day) 

 Benefit Election Form  (125 plan) (all employees working 17 ½ or more hours per

week) 
 Affirmation of Drug and Alcohol Testing Policy (bus drivers)

 Driving Record (if required for position)

ALL REQUIRED PAPERWORK MUST BE ON FILE AT 
THE USD 378 DISTRICT OFFICE WITHIN FIVE 

WORKING DAYS FROM THE FIRST DAY OF WORK TO 
BE ELIGIBLE FOR A PAYCHECK.  (See Payroll)

Employment Status
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All classified employees are employed on an “at-will” basis regardless of their length of 
service and may be dismissed at any time, with or without cause.

Equipment and Supplies
Appropriate Use of Equipment and Supplies
See Policy KGA Use of Personal Property and Equipment

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

Computers-see Policy IIBG Computer Use
Use of or access to district computers and computer software is limited to district 
employees and students.  Use of computers is for the performance of official and 
approved assignments only.

Use of district computer equipment or software for personal projects is prohibited without
prior permission of the employee’s supervisor.

Only software purchased by the district may be loaded onto district computers.  Software 
licensed to the district shall not be used on computers not owned by the district.  District 
software shall not be copied for personal use.
Employees shall not use electronic communications, including e-mail and the Internet, to 
harass staff, students, or other individuals.

No Right to Privacy – Employees shall have no expectation of privacy or restricted 
access to any information generated during the course of their official duties or entered in
any district computers.  Employees waive any right to privacy in e-mail messages and 
consent to the access and disclosure of e-mail messages by authorized employees.

Employees shall only use passwords or other encoding or security mechanisms as 
assigned by the district computer system administrator or other officials designated by the
board.  The use of a password does not affect the employer’s right to monitor.  The 
employer, to ensure the systems are only being used for official purposes, monitors all 
forms of electronic communications.

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

Secure Files – All employees who are responsible for district files containing confidential
student information must secure these files at the completion of each day’s work.  See 
“Confidentiality”.
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Internet – Inappropriate use and/or transmission of any material in violation of any 
United States or state regulation, is prohibited.  This includes, but is not limited to 
copyrighted material, threatening or obscene material, or material protected by a trade 
secret.  

Specific regulations concerning fair use are posted near district copy machines.

Evaluations
See Policy GCI Classified Employee Evaluation
Classified employees shall be formally evaluated twice yearly during the first two years 
of employment with the district and once yearly thereafter.  The evaluation will be done 
in terms of performance criteria developed for each position.  The evaluation will be 
conducted by the administrator immediately supervising that employee or by a designee 
determined by that administrator.  The purpose of the evaluation is to promote 
satisfactory performance on the part of the employee and to determine if the employee’s 
performance merits continued employment.

The administrator conducting the evaluation shall review the results of the evaluation 
with the employee.  The evaluator and the person being evaluated shall sign and date the 
evaluation document.  The signature of the classified employee indicates only that he/she 
is aware of the contents of the document.  The classified employee’s signature does not 
necessarily signify agreement with the contents of the document.

An employee who disagrees with the evaluation statement may write a statement setting 
forth his/her specific disagreement with the evaluation.

Exempt Employees
Exempt employees are employees that receive an annual salary.
Examples of Exempt positions are:  Principal, Superintendent

Facility Use
See Policy KG Use of School Facilities by Community Groups
Employees may schedule the use of the buildings, such as the gyms or cafeteria for 
activities.  The scheduling of the buildings must be done at the specific building with the 
building principal/secretary.  Specific guidelines regarding use and fees are available in 
each building.

Family Medical Leave Act
See Policy GARI Family Medical Leave
(See Leaves and Conditions)

Field Trips
Employees wanting to attend field trips or activity trips with their children, must ask for 
the time off, using vacation, personal time, or comp time from their supervisor.  Should 
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an employee be asked to attend a field trip or activity trip, as a sponsor must receive 
approval from their supervisor and pay must also be discussed and approved.

Fringe Benefits
The Board of Education shall provide certain employment benefits for classified 
employees:

Workers’ Compensation
The board shall provide workers’ compensation coverage for all employees according to 
current statute and board policy.

Notice of Accidents – Employees must notify the employer within 10 days of an accident
or the claim may be barred.  Additional information about your rights and responsibilities
under workers compensation may be obtained from your supervisor or the district office. 
(See Accident.)    Also, see Appendix for sample accident report forms.

Coverage – Benefits are for personal injury from accident or occupational disease arising 
out of and in the course of employment with the district.  Injuries that occur during 
recreational or social events under circumstances where the employee is under no duty to 
attend and where the injury did not result from the performance of tasks related to normal
job duties are not covered under workers compensation.

Any employee who is off work and drawing workers compensation shall be required to 
provide the human resources officer with a written doctor’s release before the employee 
is allowed to return to work.  In addition, should the employee be released to return to 
work by a doctor and fail to do so, all benefits under sick leave shall be ended and those 
benefits under workers compensation shall be restricted as provided by current statute.

Coordination With Leave Benefits – The workers compensation plan will provide 
coverage for medical expenses and wages to the extent required by statute to those 
employees who qualify.  Whenever an employee is absent from work and is receiving 
workers compensation benefits due to work-related injury or is receiving district paid 
disability insurance, the employee may use available paid sick leave to supplement the 
workers compensation or district paid disability insurance payments.

In no event shall the employee be entitled to a combination of workers compensation 
benefits and salary in excess of his/her full salary.  Available paid sick leave may be used
for this purpose until 1) available paid sick leave benefits are exhausted; 2) the employee 
returns to work; or 3) employment is terminated.  Sick leave shall be deducted on a 
prorated amount equal to the percentage of salary paid by the district.

Unemployment Compensation
The board, as provided by current law, shall provide unemployment compensation for all 
eligible employees.  For answers to questions regarding unemployment insurance 
policies, benefits and claims, contact the Department of Human Resources, District Job 
Insurance Office, 1430 SW Topeka Blvd., Topeka, KS 66612-1880 (785) 296-1724
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Gifts
See Policy GAJ Gifts
See Policy JL Gifts
Staff members are prohibited from receiving gifts from vendors, salesmen or other such 
representatives.  The giving and receiving of gifts between staff and students is 
discouraged.

Hazardous Waste
When hazardous waste material is produced in a class, or otherwise located in the district,
its disposal shall be in accordance with state and federal laws, rules and regulations.

No employee shall bring hazardous material to school without the prior approval of the 
supervisor.  Such material shall be in an appropriate container and properly labeled.

If an employee discovers waste material, which is or may be hazardous, he/she should 
notify his/her supervisor immediately.

Hazardous wastes include, but are not limited to, wastes that are flammable, corrosive, 
infectious, highly reactive or toxic.

Hazardous waste must be placed in an appropriate container affixed with a hazardous 
waste label that lists the specific contents.

Unlabeled containers whose contents are undetermined and that may contain hazardous 
substances shall not be put in trash containers.

All hazardous wastes must be properly labeled and stored appropriately until they can be 
disposed of properly.  Placing them in trash containers or the sewer system is not an 
acceptable disposal method.

Health Certifications
See Policy GAR Communicable Diseases
Kansas law 72-5213 requires that every board of education require all persons, whether 
employees of the school district or under the supervision thereof, who come in regular 
contact with the pupils of the school district to submit a certification of health signed by a
person, licensed to practice medicine.  The certification shall include a statement that 
there is no evidence of physical condition that would conflict with the health, safety, or 
welfare of the pupils; and that freedom from tuberculosis has been established by chest
x-ray or negative tuberculin skin test.

As a condition of employment, all new employees contracted by USD 378 are required to
submit such a certification to the District Office on a district-approved form.  This initial 
health certification (with negative TB) is valid until such time that there is reasonable 
cause to believe that the employee is suffering from an illness detrimental to the health of
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the students.  If such a determination is made, the Board of Education may require a new 
certification of health.  Cost of this second required examination will be borne by the 
Board.  In such instances where an employee has had a positive TB skin test, a chest x-
ray shall be required.  (Appendix)

The required health certification must be on file at the District Office on or before the 
20th of the current month for the employee to be eligible for a paycheck.  Failure by the 
employee to provide the required health certification may result in suspension and an 
unpaid absence until such time the certification is provided to the district.

The Board of Education reserves the right to have any employee examined at any time by
a physician of the Board’s choice to determine if the employee is mentally and/or 
physically able to fulfill the obligations of employment and/or the policies and rules of 
the Board.  Costs of the required examination will be borne by the Board.

Bus Drivers
State law requires that bus drivers pass a physical examination after an employment offer 
but prior to duty, within two years of the last completed physical examination, or at any 
time at the request of the physician, District or State Department of Transportation.  All 
bus driver physicals must be on the approved D.O.T form.  The District will pay for 
physicals performed per the District’s physician’s contract.

Food Service Personnel

State law requires that food service workers pass a physical examination prior to duty. At
the time of employment, public school districts are required to obtain a Certification of 
Health for School Personnel (Form 22-A) for each employee. The form must be 
completed by a licensed physician and includes a tuberculosis test and a statement 
certifying the health of the employee.

Health Insurance
A health insurance provider and package option(s) shall be approved by the Board of 
Education to full time employees. 

Enrollment or changes in coverage may be allowed with proper application, including a 
required health profile, or when a change in family status occurs, such as marriage, 
divorce, death, birth of a child, child reaching age limit or married, loss of health 
coverage by spouse, or other allowed circumstances.  In addition to these changes, all 
changes in name/address should be submitted to the USD 378 District Office on the 
required change form.

Retirees of USD 378, under the provisions of House Bill 2838, may be eligible for 
continued coverage under the District’s group health insurance coverage until the age of 
65.   For those that retire from USD 378 and are rehired by USD 378, the district will 
continue to offer health insurance at the rate provided per the teacher’s negotiated 
agreement for a single plan (presently 80%) for Full time (40 hours a week)-12 month 
employees.



20

However, the rate of the district provided benefit for Full Time (40 hours a week)-9 
month employees will be proportional to the amount of the contract.  (i.e.-9/12=.75, so 

you would receive .75 of the 80% health insurance single fringe benefit).

Part time 12 month employees (less than 40 hours a week-12 calendar months working at
least 6 hours a day) will receive single heath insurance benefits proportional to the 
amount of the contract. (I.e.-6/8 hours=.75, so they would receive .75 of the 80% health 
insurance single fringe benefit).

Part time 9 month employees (less than 40 hours a week-9 calendar months working at 
least 6 hours a day) will receive single heath insurance benefits proportional to the 
amount of the contract. (i.e.-6/8 hours=.75 of 9/12 months=.75     equals .75 of 

.75=.5625, so they would receive .5625 of the 80% health insurance single fringe 
benefit).

Upon retirement, per BOE policy and state statute 12-5040 - if you’ve worked 10+ years 
for USD 378 you would be able to purchase, at full price, group health insurance until 
age 65.

Should an employee terminate employment, the District will notify that employee of 
eligibility for continued health insurance coverage.  Under federal law 99-272 Title X 
(COBRA) former employees, and eligible dependents, are eligible for continued health 
insurance coverage under the USD 378 group plan for up to 18 months beyond the 
expiration of current coverage.  Premiums, set by the insurance company will be billed 
directly to the employee.  Employees must complete an Application for Continuation of 
Group Health Coverage (COBRA) form designating continued coverage.  Coverage must
be elected within 60 days of notification from the District.

Holidays
See Policy GCRI Paid Holidays
The Board of Education shall designate the following as paid holidays for all 12-month 
employees:  Labor Day, Veteran’s Day, Thanksgiving Day and Friday, Christmas Day, 
New Year’s Day, Martin Luther King, Jr. Day, Presidents Day, Spring Holiday, 
Memorial Day, and Fourth of July.  In the event that a designated paid holiday occurs on 
a weekend, the superintendent will designate an adjacent weekday to be used as a day for 
paid leave.

Nine month employees are eligible for the following paid holidays if they fall between 
the first and last day of school:  Labor Day, Veteran’s Day, Thanksgiving Day and 
Friday, Christmas Day, New Year’s Day, Martin Luther King, Jr. Day, Presidents Day, 
Spring Holiday and Memorial Day.

All schools in the district will be closed on Labor Day, Veteran’s Day, Thanksgiving Day
and Friday, Christmas Day, New Year’s Day, during winter breaks established annually, 
during spring break established annually, Martin Luther King, Jr. Day, Presidents Day, 
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and on Memorial Day.

The Board of Education District Office will be closed on Labor Day, Veteran’s Day, 
Thanksgiving Day and Friday, Christmas Day, New Year’s Day, Martin Luther King, Jr. 
Day, Presidents Day, Spring Holiday, Memorial Day, and Fourth of July.

Inclement Weather
Snow days for all classified staff

Below are guidelines that we will follow when we have snow days or school is called off 
due to weather/road conditions.

1. The expectation is that you will be at work, if you can safely get to work.  Your 
work may be to clear snow from the walks, doing paperwork, cleaning the 
kitchen, or cleaning your area. Your supervisor must direct your work.  If you 
cannot get to work, the district will handle snow days in the same manner it 
handles teacher contract snow days.  You will be paid for the first 3 days missed 
due to snow.

2. Should there be a 4th and 5th day missed due to snow/weather, you will need to 
work to be paid or use leave that you have available to you.  Your options are to 
work that day, if you are able to come in; schedule a “make up” day with your 
supervisor; or you may use leave time.    Your direct supervisor must clear “make 
up” time and the work is to be completed outside of your regular day.  Comp 
time, personal, or vacation days that are available may be used. 

Days missed on the 6th day and beyond, additional school days will be scheduled and you
will be required to work.

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

Job Descriptions
A comprehensive job description for all positions is on file at the district office.  Job 
descriptions shall be the basis for evaluation.

Jury Duty
See Policy GCRG Leaves and Absences
All employees of the District shall be excused for jury duty with no jeopardy to their 
employment.  Advance notice shall be given to the employee’s supervisor, including 
completion of a Request for Leave form.  An employee who is released from jury duty 
before 3:00 p.m. is to report back to his or her respective school for duty.
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An employee is entitled to any mileage and expense reimbursement paid for jury or 
witness duty.  Any other compensation received for jury or witness duty performed 
during normal district duty hours must be signed over to Riley County USD 378 in order 
to be paid for time off for jury duty.

Keys
Building administrators will be responsible for issuing door keys and maintaining an 
accurate up-to-date list in the school office of all people who have been issued keys.  
Building principals are responsible for retrieving all keys provided to any employee 
under their authority when the employee is no longer a district employee or is assigned to
another building.

Lost or misplaced keys should be reported to the building administrator immediately.  
Under no circumstances are keys to be given to students.  No key is to be duplicated by 
an employee.  Keys are not to be loaned to anyone.

KPERS (Kansas Public Employees Retirement System)
USD 378 employees who work 3 ½ hours or more per day qualify for membership in the 

Kansas Public Employees Retirement System and are required by State law to enroll.  An
employee contribution as determined by statute (currently 4% of gross salary. Starting 
January 1st all employees will be moving to 6%) will be made each payroll period.  
Requests for information or questions about procedures should be directed to the 
Treasurer.

Leaves and Leave Conditions
See Policy GCRG Leaves and Absences
An employee on leave from duty shall be compensated at his/her regular rate of pay 
while absent, if the following conditions are met:  

1. Applicable leave is earned and/or available to the employee.
2. The supervisor and/or building administrator is notified of the need for leave and 

the reasons prior to the beginning of each workday, or 48 hours in advance of use 
of personal leave.

3. Some departments use a, Request for Leave form, which is submitted to the 
supervisor in advance when possible, or at the earliest opportunity upon return to 
work.  The form must be received in the District Office by the payroll cut-off date
(10th of each month).  It is the employees’ responsibility to complete the 
necessary form. (Appendix)

4. If sick leave is used for personal illness continues for 3 or more consecutive days, 
the employee will be asked to provide the superintendent or the Board of 
Education a certificate from a licensed physician verifying the employee’s illness 
or physical disability.

Maximum leave allowances shall be extended on July 1, or upon initial employment.  
Leave balances will be shown on the employee’s paycheck stub.  Leave allowances will 
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be pro-rated for employees beginning employment after the beginning of the fiscal/school
year.

Earned/available leave must be used before “Leave without Pay”.  Hourly employees 
shall not work extra hours as a means of taking time off later without utilizing leave.

Earned leave may be used to supplement payments received under the Workers’ 
Compensation Law.

Upon retiring and being hired back to the district; employees will retain all “earned” 
leave per their present contracts (sick leave, vacation).  However, the same prorated 
percentages as used with health insurance will be used to determine annual leaves.  

CLASSIFIED EMPLOYEE LEAVE ALLOWANCES PER YEAR

Employee Category
Sick 
Leave**

Max Sick
Leave++

Personal
Leave

Bereavement 
Leave

Vacation 
Leave

Bus Drivers 10 Day 80 Days 2 Days 5 Days ----------

Reg. Ed Aides 10 Days 80 Days 2 Days 5 Days ----------

Building Secretaries (part 
time)

10 Days 80 Days 2 Days 5 Days ----------

Custodial
Maintenance

12 Days 80 Days 2 Days 5 Days 10 Days; *

Food Service 10 Days 80 Days 2 Days 5 Days ----------

Building Secretaries (full 
time)

12 Days 80 Days 2 Days 5 Days 10 Days; *

USD Office 12 Days 80 Days 2 Days 5 Days 10 Days *

+ Personal leave must be used by June 30.
++ The category of maximum sick leave has been established to help support employees 
should a serious illness or accident occur.  These days are provided as a benefit to be used
in a legitimate manner by employees.  These days are not to be used as personal leave or 
vacation leave when an employee is planning to leave USD 378 due to retirement or job 
termination.  Should this be suspected, employees will be required to provide certification
of illness or physical disability from a licensed physician.  See Sick Leave Bank for 
extended sick leave.

*After 10 years employees will received one additional day per year to a maximum of 15 
days.
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Family Medical Leave
See Policy GARI Family Medical Leave  (Appendix)

Personal Leave
On July 1 each year every classified staff member will receive 2 personal days of leave.  
Personal leave may be taken in quarter-day increments.  Leave will be paid according to 
the number of hours normally worked.  Unused leave at termination of employment will 
not be reimbursed.  Personal leave is not carried over to the next year.

Professional Leave
Employees wishing to attend conferences, workshops, seminars, or other educational 
opportunities shall submit a request for leave form to their supervisor and/or building 
administrator at least two calendar weeks prior to the first day of the requested leave. 
Information shall include the length of the leave, the purpose of the leave, and reasons 
why the leave will benefit the District.

Sick Leave
Classified employees who work a minimum of 4 hours per day will receive 10 days of 
sick leave per year, cumulative to 80 days.  A sick leave day is based on the number of 
hours an employee is scheduled to work.    Sick leave may be taken in two-hour 
increments.  Sick leave covers the employee and his/her immediate family.  A member of
the immediate family includes mother, father, wife, husband, son, daughter, brother, 
sister, or other extended family at the discretion of the superintendent.  The above shall 
include the father, mother, sister and brother of the employee’s spouse.  Disability or 
illness caused by pregnancy is covered by sick leave provided the employee has 
accumulated sick leave.  Unused sick leave will not be paid upon termination of 
employment.

Employees have the option to join the “Classified Sick Leave” bank.  Information about 
the sick leave bank is available in the district office.

Vacation Leave
Twelve-month employees receive 10 days of vacation leave upon completion of the first 
year of work.  (NOTE:  Vacation time is equal to employee’s contracted workday.)  
Vacation leave is granted on July 1 of each year.  The amount of vacation granted to an 
employee during their first year will be pro-rated on July 1 based upon the starting date of
employment.  An employee has 18 months from July 1 to use granted vacation leave.  
Leave not used within the timeframe will be forfeited.  Vacation time must be arranged 
with the building principal or superintendent.  After completing 10 years of continuous 
full time employment an employee will receive an additional vacation day to a maximum 
of 5 days.  Unused vacation time will not be paid upon termination of employment.

Leave without pay
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Absence from work for reasons other than the above must be discussed with your 
supervisor.

Meal Breaks
Employees are allowed a meal break.  The length and specific time for the meal break 
will be scheduled with the employee’s supervisor at the time of hire or at a time when the
employee has a change in duties.  For efficiency of operations of the building, the 
principal may request that you not leave the building during your lunch period.  

Meal Benefit
Food Service employees (those who prepare the meals) required working in the cafeteria 
during breakfast or lunch may receive their meal at no charge.  Employees eligible for 
this benefit will be informed of this at the time of their hire or at a time when they have a 
change in duties.

Meal Reimbursement
An employee required to be on a trip during a mealtime may be reimbursed for the 
meal(s).  An expense form is to be completed with the meal receipt attached.  Meal 
reimbursement is:  breakfast $5.00; lunch $7.00; supper $7.00 or $19.00 total for the day, 
if on the trip for all three meals.

Medications, Administering
The supervision of any medications shall be in strict compliance with the rules and 
regulations of the board.  District employees may not dispense or administer any 
medication, including prescription and non-prescription drugs, to students except as 
outlined in board policy.

Mileage Reimbursement
Employees asked to work in both buildings will be reimbursed at the current mileage rate
adopted by the board of education.  Mileage will be submitted monthly on an expense for
detailing dates driven and number of miles.  Reimbursement will be paid on the regular 
expense pay dates.

Military Leave
See Policy GARID Military Leave

Nepotism
See Policy GAGA Nepotism
The Board will not generally employ in a full-time position anyone who is spouse, son, 
daughter, mother, father, mother-in-law, father-in-law, sister, brother, step-children, 
grandparents, grandchildren, son-in-law, daughter-in-law, sister-in-law and brother-in-
law of any member of the Board.
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The district will avoid personnel hires and assignments that place a related family 
member in supervision or evaluation over another related family member.  

This provision shall not apply to any person who has been regularly employed by the 
Board in a full-time position prior to the election of a new board member to whom the 
person is related.

Non Exempt Positions
Non Exempt positions are positions that receive hourly wages, subject to the wage and 
hour laws.
Non Exempt positions are: Bus Driver, Cook, Board Treasurer, Secretaries, 
Administrative Assistant and Custodian

Outside Employment
See Policy GCRF Non-School Employment
Classified employees shall not engage in outside employment which, by nature or 
duration, impairs the effectiveness of their service.

Overtime
Classified employees who work more than 40 hours per week, (see “Definitions”) will be
compensated at the rate required by law.  All overtime hours must be approved in 
advanced and have written approval by the supervisor.  (Appendix)

Pay Advances
It is the district’s practice not to provide pay advances to employees.

Payroll
Payroll periods/dates will be established annually and will be made available to 
employees.

Payroll weeks shall begin on Sunday (12:00 a.m.) and end on Saturday (11:59 p.m.).  
Payroll checks will be direct deposited on the 27th of each month.  If the 27th falls on a 
weekend or holiday, checks will be issued on the business day preceding the weekend or 
holiday.

Payroll checks will not be issued to an employee with incomplete employment 
paperwork.  (See Employment Paper work).

Personal Property
USD 378 does not provide insurance on employees’ personal property and therefore does
not assume any liabilities.  If an employee’s personal property is broken, damaged or 
stolen while the employee is on the job, repair or replacement is the employee’s 
responsibility.
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Personnel Files, Examination of
See Policy GAK Personal Records
USD 378 employees shall have the right to examine the contents of their personnel file 
by giving notice to the USD 378 Freedom of Information Officer 24 hours in advance.  
Examination of the records must be done in the presence of the Freedom of Information 
Officer or his/her designee.

Pest Control
The district periodically applies pesticides inside buildings.  Information regarding the 
application of pesticides is available from the District Office and/or the pest control 
provider. 

Physicals
Kansas Law 72-5213(a) - Every board of Education shall require all employees of the 
school district, who come in regular contact with the pupils of the school district, to 
submit a certification of health on a form prescribed by the secretary of health and 
environment.  The certification shall include a statement that there is no evidence of 
physical condition that would conflict with the health, safety, or welfare of the pupils; 
and that freedom from tuberculosis has been established by check x-ray or negative 
tuberculin skin test.  If at any time there is reasonable cause to believe that any such 
employee of the school district is suffering from an illness detrimental to the health of the
pupils, the school board may require a new certification.

CDL license holders, by law, must have a physical exam on the prescribed form, at least 
every 2 years.  The District will pay for physicals performed per the District’s physician’s
contract.

Public Information
See Policy CN Public Records
USD 378 will maintain such records as defined in Section 3 (f) (1) of H.B. 2327 (L.1983,
Ch. 171) shall be open to the public for its inspection or copying with the exception of 
those records described in Section 7, Ch. 171, L. 1983.  Such records shall be available to
the public for inspection or copying upon request to the Freedom of Information Officer.
Examination of the records must be done in the presence of the Freedom of Information 
Officer or his/her designee.

Employee information, which includes home address and phone number, shall not be 
considered public information, unless authorized by the employee in writing.

Purchasing Procedures
See Policies DJE Purchasing, and DJEG Purchase Orders and Contracts
No purchase is to be made for personal use when the order or billing is made to the 
school district and then paid by a personal check or cash.  This is in violation of school 
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district policy and circumvents state sales tax regulations.  Contact your supervisor to 
discuss supplies and materials needed for your job/position.

Recruitment
The Board of Education (BOE) may choose to hire an individual for a specific position 
when a vacancy occurs, or the district may recruit classified personnel to fill positions 
approved by the board.  The supervisor, building administrator, or designated interview 
committee, and/or the superintendent shall interview candidates for positions.  Following 
the interviews, a recommendation will be made to the BOE.

The following methods may be used to fill a vacancy:

1. Review of the district’s completed application file
2. Posting of vacancy
3. Screening of applicants
4. Interviewing of selected applicants
5. Notification of results
6. Recommendation of candidate to board for approval
7. Offering a position if board approval is granted

If the board wishes, vacancies involving promotion or lateral moves within the system 
will be announced so present employees may apply for the position.   If a current 
employee applying for the position is qualified, he/she will be given consideration.
All current staff members who would like to be considered for vacancies or transfers 
shall submit a written request.  All such requests will be handled in the same manner as 
outside applications.

Reduction in Force
If the Superintendent determines the need to reduce the number of classified positions, 
the Superintendent shall recommend a reduction in force to the Board of Education.  The 
board shall have the responsibility for determining the number of classified positions to 
be reduced in the district and the specific employees to be released.

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

Resignation
Employees resigning employment should give written notice of intended termination 
including anticipated date of departure and reason for resignation.  On or before their 
final working day, employees must return to their supervisor all district property 
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including but not limited to keys, files, etc. before payment will be made for any earned 
wages.  The supervisor will notify the District Office when the terminated employee has 
turned in all district property.

Retirement
Any retirement procedures shall be in accordance with current law.  Contact the School 
Board Treasurer for assistance.

Salary Deductions
See Policy GAL Salary Deductions
USD 378 employees may participate in a salary deduction plan as provided by the 
district.  Salary deductions are subject to KPERS, FICA, and federal and state income 
taxes.  One or more of the following deductions may be designated, on or before 
September 1 each year, or within 30 calendar days of initial employment, or as 
participation indicated by the carrier:

 Health Insurance

 Disability Income Insurance

 Group Life Insurance

 Cancer Insurance

 Dental Insurance

Monies from salary deduction will be paid to companies selected by the employee.  All 
paperwork necessary for the district office to complete the process will be conducted with
the employee.  Annuity companies will be discouraged from soliciting the district office 
and only when necessary will the district office contact the annuity company.

The selection of items purchased through salary deduction must be completed by the 10th

of each month.  A participant may elect to terminate enrollment in a salary deduction plan
as desired but may be subject thereafter to open enrollment, waiting periods, or pre-
existing conditions.

Deductions required by law will be made from each monthly paycheck for the following:

 Federal Income Tax

 State Income Tax

 FICA

 KPERS (if position requires 635 hours per year)

Salary deductions will be withheld from the employee’s monthly payroll check.  When it 
is anticipated that an employee will not receive a payroll check each month, an additional
amount, as appropriate to maintain insurance coverage, shall be withheld from 
anticipated payroll checks.

Salary Reduction
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USD 378 employees working a minimum of 17 ½ hours per week may participate in a 

salary reduction plan as provided by the district.  Employees will be given the 
opportunity to execute a salary reduction agreement once annually.  Once the annual 
allocation is made for each selected benefit, the only change that will be allowed is for a 
fluctuation in health care premium and change in family status.  One or more of the 
following options may be designated:

Health Insurance Cancer Insurance
Disability Insurance Group Life Insurance (up to $50,000)
Dependent Care & Dental Insurance
Unreimbursed Medical
Expense Reimbursement

A participant may elect to terminate the payroll reduction agreement or modify the 
benefits elected only if 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 or elect new or 
increased benefits subject to the requirements of the particular nontaxable benefit 
selected and consistent with the change in family status. 

Salary reductions will be withheld from the employee’s monthly payroll check.  When it 
is anticipated that an employee will not receive a payroll check each month, an additional
amount as appropriate to maintain insurance coverage, shall be withheld from anticipated
payroll checks.

School Breaks
Nine month employees may not use sick leave during school breaks such as Spring Break
or Winter Break.  Employees may use personal days or comp time.

Searches of Students and Property
See Policy JCAB Searches of Property
If a classified staff member believes there is a need to search a student or property, he/she
shall contact the principal.

Searches of students or property shall be conducted in accordance with the rules 
approved by the board.  Classified personnel shall not search students or property.  If a 
law enforcement officer desiring to search a student’s locker or property has a search 
warrant, the principal shall permit the search which shall be made in the presence of the 
principal.
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Building principals are authorized to search students or property if there is reasonable 
suspicion that district policies, rules or directives are being violated.  All searches by the 
principal shall be carried out in the presence of another adult witness.

Securing Work Area
Employees are expected to lock or otherwise secure any files, records, safes, tools, 
vehicles or other district equipment at the close of each workday and other appropriate 
times.  See “Personal Property.”  

Security
See Policy EBC Security and Safety
Any district employee, who believes an act that poses a threat to safety and security, as 
defined in current law, has been or will be committed at school or at a school-sponsored 
activity shall immediately report this information to local law enforcement or School 
Resource Office (SRO).  It is required that the building administrator also be notified.  
Anyone making a report in accordance with State law and without malice is immune 
from any civil liability.

Sexual Harassment
See Policy GAAC Sexual Harassment
Sexual harassment of employees or students of the district is strictly prohibited. All forms
of sexual harassment are prohibited at school, on school property, and at all school-
sponsored activities, programs or events.  Sexual harassment against individuals 
associated with the school is prohibited, whether or not the harassment occurs on school 
grounds. Sexual harassment shall include, but not be limited to, unwelcome sexual 
advances, requests for sexual favors, and other verbal or physical conduct of a sexual 
nature.

No district employee shall sexually harass, be sexually harassed, or fail to investigate or 
refer a complaint of sexual harassment.  Employees who believe they have been 
subjected to sexual harassment should discuss the problem with their immediate 
supervisor, the building administrator, or superintendent, as appropriate.

A violation of the district’s sexual harassment policy may result in disciplinary action, 
including termination, against any employee found guilty of such violation.

Sick Leave Bank
Classified staff can elect to participate in a Sick Leave Bank.  Information is given to 
every classified employee at the beginning of the school year.  Employees can join the 
sick leave bank by giving, generally, 2 days.  Then the employee is able to request 10 
sick leave days should the employee run out of sick leave.  Specific information is 
available at the District Office.

Snow days
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(See Inclement Weather)

Solicitations
See Policy GAI Solicitations
Solicitation of employees by any vendor, student, other district employee or patron 
during normal duty hours is prohibited without prior approval of the superintendent.  No 
employee may attempt, during regular duty hours on school property, to sell or endeavor 
to influence any student or employee to buy any item or service that would directly or 
indirectly benefit the soliciting employee.

Substitutes
The district as needed may employ substitutes.  Substitutes shall be paid a fee established 
by the board of education.  The department supervisor when needed will call substitutes 
or the substitute will be notified through an on-line notification system-ASEOP.

Substitute Work
An employee may not work as a substitute causing the employee to go into overtime 
without prior approval from their supervisor.  The superintendent or the employee’s 
immediate supervisor must request all substitute work.

Supervision
The superintendent has the responsibility to supervise all classified employees not 
directly under the supervision of a building principal.  A building principal has the 
responsibility to supervise all classified staff that is assigned to the building.    

Supplemental Duties
An employee that requests and is approved by their supervisor and the Board of 
Education to coach will be paid such salaries as negotiated with the Superintendent.

Suspension
See Policy GCK Suspension
The superintendent shall have the authority to suspend classified employees with or 
without pay.  If a suspension without pay is imposed on a classified employee, the 
employee is entitled to pay until the employee has been advised of the basis for 
suspension and has been given an opportunity to respond.

Telephone/Fax and Copiers
Employees are allowed to use the telephones, fax machines, copiers for personal use.  
However, it is requested that usage be kept at a minimum and used at times that are not 
disruptive to the employee’s workday.   A fee may be charged to the employee for 
excessive use.
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Termination
The board may terminate a classified employee at any time, with or without cause.

Timeclocks/Timecards
All hourly employees are required to use the timeclocks provided at all attendance 
centers each time they report to or depart from district duty.  Employees must utilize 
timeclocks at all times (including lunch periods).  Supervisors may approve other 
methods of documenting duty hours worked when a time clock is not available.
Time cards should be accurate and complete, including:

 Date for ending of payroll week (Friday)

 Clocked hours on appropriate day of week (1st day is Monday)

 Leave time should be designated as holiday, personal, sick, bereavement, 
vacation, or leave without pay. (Appropriate Request for Leave forms should be 
initiated and submitted.  (See Leave)

 Name of substitute, if known

 Handwritten changes or notations on a timecard should be approved and initialed 
by the supervisor.

 Authorization of Overtime forms must be completed and signed by immediate 
supervisor if more than 40 hours are worked in one week.

Timecards are picked at the buildings the following Monday

Tobacco Use
See Policy GAOC Use of Tobacco Products and Electronic Cigarettes
The use of tobacco products in any form and/or electronic cigarettes is prohibited in any 
school building owned or operated by the district and in school vehicles.  {Any use of 
tobacco products or electronic cigarettes on district property shall be only in areas 
designated for such purpose.}  

Travel/Training Expenses
See Policy GAN Travel Expenses
Employees may be allowed paid Professional Development Leave to attend educational 
or professional development meetings.  Some expenses, including lodging, meals, 
registrations, fuel, and turnpike tolls may be reimbursable by the district, but must have 
prior approval by the building administrator.  Submit a Request for Leave form to the 
building administrator.

District-owned transportation must be requested.  Request a district-owned vehicle by 
submitting the appropriate paperwork (USD 378 Bus/Van/Car Request) to the 
transportation director.  Employees must complete an application for approval to drive 
district transportation before they will be allowed to drive a district vehicle.  If no district-
owned vehicle is available, a personal vehicle may be used and mileage will be 
reimbursed at the rate established by the board of education.
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Employees using school vehicles are responsible for recording mileage on the provided 
log sheet and notifying the Transportation Director of any concerns about the vehicle.

Hourly employees shall be compensated at their regular hourly rate for actual time in 
conference/workshop sessions (not including meal breaks).  Compensation for travel time
to and from the meetings shall also be paid when the session is outside the District.  
Transportation personnel driving overnight trips will be paid the appropriate hourly rate 
until 11:00 p.m. and beginning again at 7:00 a.m. the next morning.

All reimbursement claims for actual expenses must be substantiated by an original cash 
receipt or paid invoice and submitted to the building administrator on a Request for 
Reimbursement form.  (Appendix)  Claims for authorized use of a personal car will be 
reimbursed at the current Board adopted rate.

Uniform Allowance
The custodial and maintenance staff is provided uniform each year.  USD 378 purchases 
five shirts. The District pays for the embroidery of the employee’s position with the 
district on each shirt.   The employee is responsible for laundering.   The employee will 
be required to wear a uniform shirt at all times when on duty.

Use of Private Vehicle
See Policy GAN Travel Expenses
Contracted employees with job assignments in two or more attendance centers in the 
district shall be allowed reimbursement for actual miles traveled during the regular duty 
day when travel is authorized in their personal vehicle.  Request for Reimbursement shall
include travel dates, number of miles traveled, and signature of the employee.  This may 
be submitted for reimbursement on a monthly or quarterly basis, ands must be submitted 
within the fiscal year (July 1 through June 30).

Employees may be authorized the use of a personal vehicle and reimbursement for 
mileage at such times a school vehicle is unavailable for travel to approved conferences, 
workshops, seminars or other approved meetings.

Vacations
See Policy GCRH Vacations
(See Leaves and Leave Conditions)

Vandalism
See Policy EBCA Vandalism
Employees shall report any vandalism to their immediate supervisor.

Violent Acts
See Policy EBC Security and Safety
(See Security)
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Weapons
See Policy KGD Disruptive Acts at School or School Activities
Employees are prohibited from carrying weapons on school property or at school-
sponsored events.


