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CLASSIFIED EMPLOYEE HANDBOOK 
INTRODUCTION 

 

This Handbook will provide you with the information concerning the District, your benefits, and 

your responsibilities.  It is not designed to provide specific practices or policies for every 

situation.  Questions concerning specific practices and policies, or how the general rules apply, 

should be discussed with your supervisor.  Read this handbook carefully and keep it for future 

reference. 

 

This handbook is prepared for informational purposes only and does not constitute a contract 

between the District and its employees, and should not be construed as such.  The policies and 

information contained in this Handbook may be changed or amended at any time by the District, 

with or without notice.  The District will attempt to notify all classified personnel of any changes 

made in Federal Laws, State Laws, and District Policies that would affect their working 

conditions.  Employment by the District is “at will”, not for a definite term.  Your employment 

may be terminated by the District or by you at any time, for any reason.  No supervisor of the 

District or any other person, except the Superintendent of the District, has any authority to enter 

into any agreement of employment for a specified period of time or make any binding 

representations or agreements inconsistent with this Handbook. 

 

 

EQUAL EMPLOYMENT OPPORTUNITY 
 

It is the policy of the District to provide equal employment opportunity without unlawful 

discrimination based on race, color, religion, sex, national origin, ancestry, disability, veteran 

status, or any other unlawful reason.  The District prohibits any employee or supervisor from 

engaging in sexual harassment, which has been defined as follows: 

 

“Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of 

a sexual nature constitute sexual harassment when (1) submission to such conduct is made 

whether explicitly or implicitly a term or condition of an individual’s employment, (2) 

submission to or rejection of such conduct by an individual is used as basis for employment 

decisions affecting such individual, or (3) such conduct has the purpose or effect of unreasonably 

interfering with an individual’s work performance or environment.” 

 

Any person employed by the District who engages in such unlawful conduct will be subject to 

discipline, including discharge.  Any questions or complaints concerning equal employment 

opportunity including sexual harassment are to be reported immediately to the Superintendent of 

Schools.  Any questions or complaints in this regard will be handled promptly. 

 

Any sexual harassment should be reported to the employee’s immediate supervisor or the 

superintendent of schools if the harassment is not addressed by the immediate supervisor. 
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DEFINITIONS OF TERMS 
 

CLASSIFIED PERSONNEL: (Sometimes referred to as non-certified) Those staff members 

who perform services which do not require teacher, administrator, or other certification granted 

by the Kansas State Board of Education.  Classified personnel include, but are not limited to:   

District Clerk, District Treasurer, Central Office Secretary, Building Secretaries, Clerical Aides, 

Teacher Aides, Paraprofessionals, Food Service Workers, Maintenance and Custodial Workers, 

Bus Drivers, and Transportation Mechanics. 
 

FULL-TIME TWELVE (12) MONTH SUPERVISORY EMPLOYEES: Full-time twelve 

(12) month supervisory employees are those employed full-time and are paid an annual wage 

because of their supervisory responsibilities. 
 

FULL-TIME TWELVE (12) MONTH EMPLOYEES: Full-time (12) month employees are 

those employed for six (6) or more hours per day for twelve (12) months. 
 

FULL-TIME SCHOOL YEAR EMPLOYEES: Full-time school year employees are those 

assigned to work four (4) or more hours per day for at least nine (9) months that school is in 

session. 
 

PART-TIME EMPLOYEES: Part-time employees are those employees assigned to work less 

than four (4) hours per day. 
 

TEMPORARY EMPLOYEES: Temporary employees are those employed in a position 

expected (at the time of employment) to be in effect no more than ninety (90) calendar days.  A 

temporary employee filling the same position more than ninety (90) calendar days shall be 

considered as becoming full-time and will be placed on probationary status if all other eligibility 

requirements are met and shall be entitled to all benefits accrued from date of employment. 
 

SUBSTITUTE EMPLOYEES: Substitute employees are those employed to fill a position as a 

substitute for another employee on a day-to-day basis. 
 

ADMINISTRATOR: The term “Administrator” shall mean the Superintendent of this School 

District, or the duly designated representative. 
 

MANAGEMENT: (Supervisory Personnel) Management is defined as those persons to which 

classified employees are responsible and work under the supervision of.  Normally, management 

shall include the Superintendent and Building Principals. 
 

IMMEDIATE SUPERVISOR: Immediate Supervisor is defined as the person to which the 

classified employee is responsible and works under on a daily basis.  Normally, Immediate 

Supervisor shall include the Superintendent, Building Principals, Clerk of the Board, Director of 

Maintenance, Transportation Engineer, Title I Coordinator, and Head Cook. 
 

BOARD: The term “Board” shall mean the Board of Education of this School District and in the 

Handbook shall mean the same as the “District”. 
 

WORK WEEK: The term “work week” shall consist of a period of seven (7) consecutive days 

beginning on Monday and ending on Sunday. 
 

WORK YEAR:  “Work year” shall mean the time from the first through last work day of any 
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fiscal year. 

 

 

HEALTH 

 

The District may require employees to take medical and other examinations (including 

drug/alcohol screening tests) at any time required by the District.  However, such tests will be 

paid for by the district. 

 

All classified staff members (except temporary workers not working with students such as 

ballgame workers) are required to furnish a statement of satisfactory health upon starting their 

tenure.   State law requires all persons (employees or other persons under the supervision of the 

school district) who come in regular contact with the pupils to submit a health certificate signed 

by a person licensed in any state to practice medicine or surgery.  The certificate, the form for 

which is prescribed by the Secretary of Health and Environment, must indicate that such person 

is free from a condition that would conflict with the health, safety or welfare of the pupils and 

that freedom from TB has been established by a chest X-ray or negative skin test. 

 

Bus drivers must meet specific certification requirements for physical examinations and are 

subject to Drug and Alcohol testing as outlined in Board Policy GAOD Drug & Alcohol Testing. 

 

 

 

EMPLOYMENT RELATIONSHIP 

 

APPOINTMENT:    Employment with the school district is based on a mutual agreement, the 

fulfillment of which rests upon good faith, acceptance and performance of job responsibilities, 

and fair and reasonable business conduct. 

 

PROBATION: A sixty (60) working day probationary period is assigned to all newly hired 

employees.  The purpose of the probationary period is to provide the management an opportunity 

to observe the new employee’s capabilities and gather additional background information.  

Employment can be terminated at any time during this period and employees are not eligible for 

any leave benefits.  At the end of sixty (60) working days, if the employee’s performance is 

satisfactory, the employee will be placed on regular status.  If it is apparent that the employee is 

not performing satisfactorily and if training and counseling has not resulted in sufficient 

progress, the employee may be terminated without advance notice during the probationary 

period. 

 

TERMINATION: Employees may be terminated upon the recommendation of the 

Superintendent or his/her designated representative. Two (2) weeks severance pay may be given 

if recommended by the superintendent.  Elimination of the position for misconduct on the part of 

an employee may result in his/her immediate dismissal without consideration of severance pay.  

Any person whose employment is terminated through dismissal for misconduct will forfeit all 

accrued privileges, including leave entitlement.  Paychecks will be issued at the next regular pay 

period following termination.  Employees dismissed for willful misconduct may be ineligible for 

re-employment. 

 

RESIGNATIONS: Employees must give written notice to resign.  They may resign at any time 
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by giving two (2) weeks notice.  In the event less than two (2) weeks notice is given, it will be so 

noted in the employee’s record.  The Superintendent may permit a waiver of the two (2) weeks 

notice if circumstances warrant.  Paychecks will be issued at the next regular pay period 

following the date of resignation.  The last paycheck may be held until written notice of 

resignation, school keys, uniforms or other district property or equipment has been turned in. 

 

 

MISCONDUCT: Misconduct is defined as a willful violation of a material duty owed to the 

employer by the employee.  Misconduct includes, but is not limited to: 

1. Tardiness 

2. Absenteeism 

3. Careless or negligent conduct 

4. Leave without approval 

5. Dishonesty 

6. Insubordination or refusal to follow directions 

7. Theft of school property 

8. Unapproved use of school premises/property 

9. Unauthorized possession of firearms or other dangerous weapons on school district 

property. 

10. Consumption, use, possession, selling, distribution, or being under the influence of 

illegal drugs, alcohol, or other controlled substances unless prescribed by a 

physician, while on duty or on school district property 

11. Abusing school property 

12. Physical assault/battery on another employee, student, or visitor 

13. Divulging confidential information 

14. Violation of school district rules, regulations or policies 

15. Fraud or fraudulent activities 

16. Sexual Harassment 

 

NON-SCHOOL EMPLOYMENT: Classified employees shall not be excused during their 

regular assigned time schedules to perform outside work.  Classified employees shall engage in 

no outside employment which, by nature or duration, will impair the effectiveness of their 

assigned duties. 

 

CONFLICT OF INTEREST: School district employees are prohibited from engaging in 

activities which will distract from the effective performance of their duties.  No employee will 

attempt to sell, or endeavor to influence any student of this school district to buy any product, 

article, instrument, or service or other such item.  No school employee will enter into a business 

contract with the school district unless the contract is awarded on the basis of competitive 

bidding. 

 

CONDUCT: All personnel are expected to maintain their conduct above reproach.  Fraternizing 

and overly friendly situations with students and staff will not be permitted.  The use of 

inappropriate language, gestures or violence will be just cause for disciplinary action.  An 

atmosphere and spirit of cooperation is expected of every employee in the daily performance of 

his/her job.  He/She should communicate well with the people he/she comes in contact with 

during the course of his/her duties.  Insubordination will not be tolerated.  Supervisors are 

responsible for those employees they have been assigned to supervise.  Their instructions are to 

be followed at all times, and any refusal to do so shall be reason for termination. 
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APPEARANCE: Employees will be expected to wear appropriate attire in order to maintain a 

neat, clean appearance.   

 

 

 

 

 

 

JOB DESCRIPTIONS: Job descriptions are useful and helpful in staffing, wage and salary 

placement and training.  Also, job descriptions can assist employees and supervisors by 

communicating job responsibilities and expectations.  However, JOB DESCRIPTIONS ARE 

NOT WRITTEN AS A FIXED POLICY.  On the contrary, job descriptions are merely 

guidelines which can be changed over time to meet present demands and expectations for the 

School District.  From time to time, employees may be asked to perform duties and handle 

responsibilities that are not in their job descriptions.  If, over time, the new duties and 

responsibilities remain a significant part of the assignment, the job description will be changed. 

 

JURY DUTY: Classified employees called to jury duty may be paid their regular rate of pay 

regular school wages if the employee endorses all jury duty pay for school days missed over to 

the district.  for time off for jury duty upon the Superintendent's approval. Requests to give 

testimony (insurance or litigation claims or to serve as an expert witness) are not covered. 

 

ABSENCE FROM WORK: Good attendance is important to the overall productivity of the 

school district and will reflect very strongly on an employee’s evaluation as well as his/her value 

to the employer.  If an employee is unable to report for work he/she should personally (if able) 

call his/her immediate supervisor as follows: 

 Employee(s) Supervisor 

 Bus Drivers Transportation Director 

 CLC Aides CLC Coordinator 

 Cooks Head Cook 

 Clerk Superintendent 

 Computer Technician Superintendent 

 Custodians/Maintenance Maintenance Director 

 District Secretary Superintendent 

 Head Cook Superintendent 

 Facilities Director Superintendent 

 Music Aide Music Teacher 

 Secretary (HS, PreK-8) Principal 

 Title I Aides Title I Manager 

 Title I Manager PreK-8 Principal 

 Transportation Director Superintendent 

 

This should be done at the earliest possible time the employee knows he/she is unable to report 

for work.   The supervisor will find a substitute, if needed, or instruct the employee to contact the 

Substitute Coordinator to find a substitute.  An absence form should be filled out and turned into 

the immediate supervisor within one school day after return. 

 

A classified employee whose personal illness or physical disability precludes such employee 
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from personal/sick leave must request from the Board of Education any additional leave for 

absence due to personal health circumstances.  It will then be the Board of Education’s 

determination if the employee may remain employed by the district. 

 

In the event of an emergency involving the employee or his/her family which requires the 

employee to leave the job site, he/she shall inform his/her immediate supervisor.  If he/she 

cannot contact their supervisor, they then should attempt to contact the superintendent or his 

designee.  If unsuccessful, a fellow employee should be contacted and requested to inform the 

supervisor or Superintendent as soon as possible. 

 

HEALTH AND SAFETY 

 

FIRE PREVENTION: Employees should be constantly on the alert for potential fire hazards 

and should report such hazards to their immediate supervisor.  All employees should familiarize 

themselves with building warning signals and evacuation procedures. 

 

ACCIDENT OR INJURY: In the event an employee is injured at work he/she shall inform 

his/her supervisor immediately.  The supervisor will then be responsible for contacting the 

Superintendent or his/her designee who will in turn supply the injured employee with the 

appropriate forms to be completed.  It is the employee’s responsibility to keep copies of all 

doctor’s orders and provide the central office with a copy. Be sure to inform the doctor or 

hospital that you are covered by the Valley Falls - U.S.D. #338 Worker’s Compensation Plan. 

 

REQUIRED RECORDS 

 

PAYROLL INFORMATION: The following information and/or forms are required to be 

maintained in the central office: 

 

1. Copy of employee application, contract 

2. I-9 form for Immigration and Naturalization 

3. Copy of Social Security Card & Driver’s License 

4. Federal W-4 withholding form 

5. Kansas K-4 withholding form 

6. Salary schedule placement 

7. Building/position placement 

8. Time worked (cards or sheets) 

9. Accrued leave 

10. Absences for annual leave and vacation leave 

11. Physical examination forms 

12. For bus drivers: Copy of license, copy of first aid training, copy of receipt of Drug 

and Alcohol Testing Policy, Record of Drug and Alcohol Testing History 

13. Direct Deposit Form 

14. TB Test Result Form 

15. Loyalty Oath 

16. Emergency Contact Form 

17. KPERS Enrollment Documentation, if eligible 

18. Open Enrollment Forms 

19. Dental & Health Insurance Enrollment 
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An employee’s individual records can be made available for inspection upon his/her request. 

 

TIME CARDS/SHEETS: Each hourly employee is required to use Attendance on Demand to 

maintain an accurate time card/sheet with the exception of bus drivers.  Bus drivers will maintain 

a paper timesheet, filled out to the nearest quarter hour, and must turn them into the 

Transportation Director at the end of their shift on the 25th day of each month.  All paper time 

cards/sheets must be approved, contain the signature of the immediate supervisor, and be turned 

into the Clerk by the 26
th

 day of each month unless otherwise directed.  If time card/sheets are 

not received by the clerk, by the 26
th

 day of the month, the employee will have to wait until the 

next pay period to be paid. 

 

PAYROLL DEDUCTION INFORMATION: There are two types of payroll deductions - 

mandatory and voluntary.  The mandatory deductions will be withheld automatically.  The 

voluntary deductions must be authorized by the employee.  The following are some examples of 

each: 

 

Mandatory: 1. State and Federal Income Tax 

2. Social Security 

3. Retirement (K.P.E.R.S.) - for those qualified 

4. Garnishment 

5. Direct Deposit Authorization 

 

Voluntary: 1. Health & Dental Insurance - for those qualified 

2. Tax Sheltered Annuities 

3. Others as approved 

 

STATE AND FEDERAL INCOME TAX: State and Federal income taxes are withheld at the 

rates determined by the information from the K-4 and W-4 form.  If you desire any changes from 

your current status, you will need to submit an updated K-4 or W-4 form. 

 

SOCIAL SECURITY: Social Security rate is determined by the Division of Social Security.  

The present rate will be given to you by the Clerk of the Board upon request. 

 

RETIREMENT (K.P.E.R.S.): The Kansas Public Employment Retirement System is a 

retirement package developed and administered by the State.  This program is mandatory for 

all full-time twelve (12) month employees and all full-time school year employees as well as 

part-time employees who work over 630 hours a calendar year. 

 

HEALTH INSURANCE: Group health insurance is available on a single, employee/spouse, 

employee/children or family plan for all full-time twelve (12) month employees and all full-time 

school year employees.  Employees must be assigned to work thirty (30) or more hours per week 

to be eligible for Group Health Insurance.  A waiver for insurance must be on file for those 

covered elsewhere. 

The Board of Education will continue to provide a single full paid health insurance policy for the 

2019-2020 school year.  Starting in the 2020-21 school year, the district shall pay a maximum of 

$850 per month toward a single health insurance policy as part of the district’s group policy.   

For any classified employee who has discontinued insurance or employment, monthly payments 

will be discontinued at the end of that month. 
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ANNUITIES: For those employees interested, the district will deduct from your paycheck an 

amount designated by you to be paid into an annuity.  Employees may enroll only with those 

companies the District has approved. 

 

FRINGE BENEFIT EMPLOYER MATCHING 403b CONTRIBUTION PLAN: 

 

USD #338 will provide a matching retirement benefit in a 403(b) account with the following 

stipulations: 

1. The minimum contribution for a classified employee would be $25 per month.  The 

district will match $1:$1 up to $50.00 per month for each employee choosing to 

participate in the benefit. 

2. The district’s matching benefit will end once the employee reaches 65 years of age, 

the employee is KPERS retired, or is no longer employed by the district. 

3. An employee becomes fully vested with the district once they have been employed 

with the district 10 years; 

4. An employee begins to be vested with the district once they begin their 6
th

 year of 

employment.  

5. The following vesting schedule will be used: 

a. If an employee leaves the school district prior to 6 years of employment 

with the district, they will not receive the district-matching funds which 

they have acquired.  They will have full access to the portion of funds they 

have contributed. 

b. If an employee leaves the school district after 6 years of employment with 

the district, they will receive 20% of the district-matching funds which 

they have acquired.  They will have full access to the portion of funds they 

have contributed. 

c. If an employee leaves the school district after 7 years of employment with 

the district, they will receive 40% of the district-matching funds which 

they have acquired.  They will have full access to the portion of funds they 

have contributed. 

d. If an employee leaves the school district after 8 years of employment with 

the district, they will receive 60% of the district-matching funds which 

they have acquired.  They will have full access to the portion of funds they 

have contributed. 

e. If an employee leaves the school district after 9 years of employment with 

the district, they will receive 80% of the district-matching funds which 

they have acquired.  They will have full access to the portion of funds they 

have contributed. 

f. If an employee leaves the school district after 10 years of employment 

with the district, they will receive 100% of the district-matching funds 

which they have acquired.  They will have full access to the portion of 

funds they have contributed. 

In the 19-20 school year, staff may make changes in contribution amounts and vendor choice 

during an open enrollment before the January payroll.  District contributions will begin in 

January 2020. 
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SECTION 125 PLAN: You may have deducted from your paycheck designated amounts to be 

paid into any of the plans listed below.  

 

1. Medical Insurance 

2. Medical Expense Reimbursement 

3. Dependent Care Reimbursement 

4. Life Insurance 

5. Dental Insurance 

6. Disability Insurance 

7.      Accident Insurance 

8. Vision Insurance 

 

FAMILY AND MEDICAL LEAVE 

 

Family and Medical Leave as required by the Family and Medical Leave Act of 1993, shall be 

granted for a period of not more than 12 weeks during a 12-month period unless otherwise 

specified below.  For purposes of this policy, a 12-month period shall be defined as a fiscal year 

beginning on July 1 and ending the following June 30.  The employee is eligible for Family and 

Medical Leave after having completed at least 12 months of service in the School District and 

having been employed at least 1,250 hours during the preceding year.  If both spouses are 

employed by the School District they may each take up to 12 weeks of leave for illness of a 

child, spouse, or themselves. Spouses who are eligible for FMLA leave and are both employed by the 

district may be limited to a combined total of 12 weeks of leave during any 12–month period if the leave 

is taken for birth of the employee’s son or daughter or to care for the child after birth, for placement of a 

son or daughter with the employee for adoption or foster care or to care for the child after placement, or to 

care for the employee’s parent with a serious health condition. 

 

Basic Leave Entitlement 

FMLA requires covered employers to provide up to 12 weeks of unpaid, job-protected leave to 

eligible employees for the following reasons: 
● the birth of a son or daughter of the employee and to care for the newborn child; 

● the placement of a son or daughter with the employee for adoption or foster care and to care for 

the newly placed child; 

● to allow the employee to care for the employee's spouse, son, daughter, or parent with a serious 

health condition; 

● a serious health condition of the employee that makes the employee unable to perform the 

functions of his or her job; 

● any qualifying exigency arising out of the fact that the employee's spouse, son, daughter, or 

parent is a covered military member on active duty (or has been notified of an impending call or 

order to achieve active duty) in support of a contingency operation; and 

● the need to care for a covered service member with a serious injury or illness if the employee is 

the spouse, son, daughter, parent, or next of kin of the service member  Eligible employees are, 

for whatever reason (6) only, entitled to a combined total of 26 workweeks of leave during a 12-

month period. 
 

1. Leave for reason 1 or 2 must be taken within 12 months of birth or placement. 

2. A serious health condition is an illness, injury, impairment, or physical or mental 

condition that involves either an overnight stay in a medical care facility, or continuing 

treatment by a health care provider for a condition that either prevents the employee from 

performing the functions of the employee’s job, or prevents the qualified family member 

from participating in school or other daily activities. 
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Subject to certain conditions, the continuing treatment requirement may be met by a period of 

incapacity of more than 3 consecutive calendar days combined with at least two visits to a health 

care provider or one visit and a regimen of continuing treatment, or incapacity due to pregnancy, 

or incapacity due to a chronic condition. Other conditions may meet the definition of continuing 

treatment. 

 

 

 

 

Use of Leave 
An employee does not need to use this leave entitlement in one block.  Leave can be taken 

intermittently or on a reduced leave schedule when medically necessary. Employees must make 

reasonable efforts to schedule leave for planned medical treatment so as not to unduly disrupt the 

employer’s operations. Leave due to qualifying exigencies may also be taken on an intermittent 

basis. 

 

Military Family Leave Entitlements 

Eligible employees whose spouse, son, daughter or parent is on covered active duty or call to 

covered active duty status may use their 12-week leave entitlement to address certain qualifying 

exigencies. Qualifying exigencies may include attending certain military events, arranging for 

alternative childcare, addressing certain financial and legal arrangements, attending certain 

counseling sessions, and attending post-deployment reintegration briefings. 

FMLA also includes a special leave entitlement that permits eligible employees to take up to 26 

weeks of leave to care for a covered service member during a single 12-month period. A covered 

service member is:  (1) a current member of the Armed Forces, including a member of the 

National Guard or Reserves, who is undergoing medical treatment, recuperation or therapy, is 

otherwise in outpatient status, or is otherwise on the temporary disability retired list, for a serious 

injury or illness*; or (2) a veteran who was discharged or released under conditions other than 

dishonorable at any time during the five-year period prior to the first date the eligible employee 

takes FMLA leave to care for the covered veteran, and who is undergoing medical treatment, 

recuperation, or therapy for a serious injury or illness.* 

*The FMLA definitions of “serious injury or illness” for current service members and 

veterans are distinct from the FMLA definition of “serious health condition”. 

 

 

Employee Responsibilities 
Employees must provide 30 days advance notice of the need to take FMLA leave when the need 

is foreseeable. When 30 days notice is not possible, the employee must provide notice as soon as 

practicable and generally must comply with an employer’s normal call-in procedures. 

Employees must provide sufficient information for the employer to determine if the leave may 

qualify for FMLA protection and the anticipated timing and duration of the leave. Sufficient 

information may include that the employee is unable to perform job functions, the family 

member is unable to perform daily activities, the need for hospitalization or continuing treatment 

by a health care provider, or circumstances supporting the need for military family leave. 

Employees also must inform the employer if the requested leave is for a reason for which FMLA 

leave was previously taken or certified.  Employees also may be required to provide a 

certification and periodic recertification supporting the need for leave. 
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The leave will normally be unpaid leave.  However, if the employee has accumulated any paid 

annual leave (vacation), personal leave, or sick leave, the paid leave will be used first.  The 

District will notify the employee prior to or during the leave period that those leave days have 

been designated as paid Family Medical Leave. 

 

During the period of any unpaid Family and Medical Leave, the School District shall continue to 

pay the employer’s share of the cost of group health benefits in the same manner as was paid 

immediately prior to the leave.  Any employee portion of the costs shall be paid by the employee 

on the payroll date or other time as the employee and the Superintendent or his designee may 

agree.  The School District may terminate group health coverage if the employee’s payment is 

not received within 30 days of the due date. 

 

 

Upon the employee providing notice of need for leave, the School District will notify employee 

of: 

 

1. The reasons that leave will count as Family and Medical Leave 

2. Any requirements for medical certification 

3. School District requirements of substituting paid leave and employee responsibility for 

payment if the School District pays employee share 

4. Right to be restored to same or equivalent job 

5. Any School District required fitness-for-duty certifications 

 

 

TERMINATION 

 

The Board reserves the right to terminate the employment of any staff member if the Board has 

good faith doubt that the employee cannot fulfill the employee’s obligations and/or policies and 

rules of the Board because of mental or physical infirmity. 

 

The Board reserves the right to have employees examined by a physician of the Board’s choice 

to determine whether or not the employee is mentally and/or physically able to fulfill the 

obligations of the employment agreement and/or policies and rules of the Board.  The costs of 

any examination referred to in this rule shall be borne by the Board. 

 

 

JOB CONNECTED INJURY 

 

See Board of Education Policy: GAOE Workers Compensation 

 

LEAVES 

 

CHARGEABLE LEAVES: 

 

At the beginning of the school year, classified employees shall be credited with twelve (12) 

discretionary days of leave. Should any employee not complete his/her work year, the accrual of 

leave shall be prorated.  For example, an employee working half or less of the anticipated work 

year shall receive six (6) or less days of leave and an employee working more than half the 

anticipated work year shall receive seven (7) to twelve (12) days of leave depending upon the 
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length of employment.  A salary adjustment due to prorating will be made on the employee’s 

final check. 

 

For record keeping, each day of leave must be designated by the employee as (1) sick, (2) 

discretionary, or (3) vacation.  If the employee refuses to designate the leave as one of the above, 

it shall be considered as being number two (2), discretionary. Leave days must be taken at least 

one half day at a time. 

Employees shall be allowed to accumulate the unused portion of each year’s leave as sick leave 

to a maximum of sixty (60) days.  The maximum number of days for sick leave which may be 

available for use at any time shall not exceed sixty (60) days. 

 

Upon completion of ten (10) consecutive years of employment in the district, employees shall be 

entitled to be paid for any accumulated sick leave over fifty (50) days [maximum twelve (12) 

days per year] at the rate of fifty-eight ($58.00) dollars per day. 

 

An employee qualifying for retirement shall be paid fifty-eight dollars ($58.00) for each day of 

unused accumulated sick leave after their last day of employment with the school district.  Fifty-

eight  ($58.00) dollars shall be paid to the beneficiary(s) for each day of unused accumulated 

sick leave if the employee dies while employed by the district. 

 

The following are guidelines for implementation of this agreement.  Staff shall not be required to 

follow these guidelines however, the Board of Education may use them to evaluate the continued 

use of this policy. 

 

1. In case of an employee’s own personal illness, after three (3) consecutive days of 

absence, the administration may request the employee to furnish a statement, signed by a 

licensed physician, stating the employee was unable to perform his/her duties for health 

reasons.  After three (3) consecutive days of leave due to illness or disability a doctor’s 

release to return to work may be requested by the administration. 

 

2. If the employee determines the leave is strictly for personal reasons, unless extenuating 

circumstances exist, the following should apply: 

 

A. Each employee shall determine and notify usage of this leave to his/her immediate 

supervisor in writing as far ahead of time as possible.  Unless the situation is an 

emergency, at least twenty four (24) hours notice should be given. 

 

B. This leave should not normally be used to extend any holiday or vacation time. 

 

 

NON-CHARGEABLE LEAVES: 

1. Other Leave: Regular classified employees may be granted other leave for service of 

court, when called for service of court, when called for jury duty or subpoenaed as a 

witness, provided the employee is not a party to the action. 

2. Leave Without Pay: Leave without pay shall not be requested until all other available 

leave is exhausted. 

3. Non-chargeable Leave: Non-chargeable leave requires the approval of the Superintendent 

or his designee. 
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GENERAL INFORMATION/REQUIREMENTS 

 

WORK SCHEDULE: The hours and length of the work day, week and year will vary according 

to position. The Superintendent or the Superintendent’s designee will instruct each employee as 

to their schedule and any deviations from the specified work schedule requires prior approval of 

the employee’s supervisor.  If it becomes necessary for any classified employee to work 

longer than their budget work day in any week, the time must be approved by the 

immediate supervisor.  The signature of the immediate supervisor or superintendent on the 

time card/sheet is required for the “extended hours” to be approved.  Any compensatory 

time an employee earns must be used within the pay period in which it is earned.  Also, any 

compensatory time earned in lieu of overtime (over the 40 hour work week) shall have a time 

value of one and one-half hours for each hour worked.   

 

REST PERIODS: Eight hour classified employees are authorized one 15 minute break in the 

morning and one 15 minute break in the afternoon.  A 30 minute unpaid lunch period will be 

provided approximately 4 hours into the work day.  An employee who works between 4 and 7.5 

hours is entitled to one 15 minute break to be taken at the discretion of the immediate supervisor.  

Classified employees are allowed a rest period for each four consecutive hours of scheduled 

work.  The rest periods are subject to the following guidelines: 

1. Rest periods shall not be scheduled during the first and last hour of a shift. 

2. Rest periods are limited to fifteen minutes in duration. 

3. Rest periods shall not be accumulated nor used to leave the assignment early. 

 

MEAL TIME: A bona fide meal period which occurs during the scheduled workday (greater 

than six hours) is NOT hours worked if the employee is completely relieved from duty for the 

purpose of eating a regular meal.  Unless otherwise stated, a bona fide meal period will be 30 

minutes in length. 

 

When an employee’s bona fide meal period is interrupted for work related duties they are to 

indicate the same on that time card/sheet so compensation may be given.  Stated in another way, 

all employees more than six hours must show a meal period of at least 30 minutes on their time 

card.  If they are interrupted for work related duties during the meal period, the employee is to so 

indicate on the time card and they may be compensated for a bona fide meal time. 

 

1. Food Service Employees: State and Federal Law allows food service workers (those 

actually preparing and serving food - this does not include those supervising the dining 

area) to have a free meal.  The eating time cannot be compensated,  Food Service 

Employees are allowed 30 minutes of time for lunch. 

 

 

INCLEMENT WEATHER OR SPECIAL EVENTS CAUSING SCHOOL TO CLOSE: 

 

Full-time twelve (12) month hourly employees and full-time twelve (12) month supervisory 

employees:  All twelve (12) month hourly employees (Clerk of the Board, Administrative 

Assistants, Custodians and Maintenance personnel) and full-time eleven (11) and/or twelve (12) 

month supervisory employees (Food Service Director, Director of Maintenance and 

Transportation Engineer), are expected to report to work on days when school for students has 

been canceled due to inclement weather or an unscheduled special event unless otherwise 
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notified.  Full-time twelve (12) month hourly employees and full-time twelve (12) month 

supervisory employees will be required to work these days or take them as vacation or leave 

unless otherwise determined by the superintendent. 

 

Full-time school year employees and Part-time employees: Full-time school year employees 

(Teacher Aides, Cooks,) and Part-time employees (Bus drivers and Teacher Aides) will not be 

required to work when school for students has been canceled due to inclement weather or an 

unscheduled special event unless otherwise notified.  These employees MAY elect to use up to 

three (3) days of accumulated leave each year for scheduled days of school for students canceled 

due to weather conditions or an unscheduled special event.  Employees MAY NOT use 

accumulated leave for those days missed if they are postponed and rescheduled. 

 

Temporary and substitute employees: Temporary and substitute employees will not be 

required to work when school for students has been canceled due to inclement weather or an 

unscheduled special event unless otherwise notified. 

 

 

WORKER’ COMPENSATION: The Board of Education will provide worker’s compensation 

insurance which provides benefits in the event of a work-related injury or illness.  Benefits help 

pay for medical treatment and any income you may lose while recovering.  Specific benefits are 

prescribed by law, depending on the circumstances of each case.  To be assured of maximum 

coverage, you are required to report work-related accidents immediately to your 

supervisor.  Your supervisor will complete the appropriate forms and forward the forms to the 

Central Office. 

 

 

TRANSFERS: The Superintendent has the responsibility for assignment of individual classified 

employees. A classified employee may be reassigned or transferred when it is deemed to be in 

the best interest of the school district. 

 

USE OF DISTRICT EQUIPMENT: No property owned by U.S.D. #338 shall be used for 

personal reasons away from the work station unless prior approval has been granted by the 

Superintendent or Building Principal.   

 

DRIVER’S LICENSE: School employees that drive any school vehicle are expected to have in 

their possession a valid Kansas Driver’s License when operating school district vehicles.  

Employees operating school buses must possess a valid license to operate a school bus.  They 

must also have current qualifications for first aid and defensive driving. 

 

 

COMPENSATION 

 

SALARY SCHEDULE: Classified employees shall be paid according to the salary schedules or 

wage scales established each year by the Board of Education.  Annual advancement is not 

guaranteed.  It will be based upon, but not limited to, the following factors: Job Performance; 

Improvement of Skills; Cooperation and Attendance. 

 

The hourly rate of pay shall apply to the first 40 hours worked during the work week.  Hours 

worked in excess of 40 hours will be paid the rate of time and one-half.  Double the hourly rate 
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of pay shall be paid an employee who is called to work on an observed holiday or Sunday, after 

the employee works 40 hours within said week. 

 

PAY DATE:     Classified employees will receive their pay on or about the 5th of each month, 

by direct deposit, following a monthly cycle. 

 

COMPENSATION TIME: The use of compensation time is discouraged!  Compensation time 

must be approved in advance by the employee’s immediate supervisor.  A written log must be 

maintained by the immediate supervisor indicating how much compensation time was 

earned, when it was earned, and when it was used.  Compensation time must be used 

within the same pay period it is earned. 
 

 

HOLIDAYS: All regular full-time classified employees are eligible for holiday pay for the 

following holidays: 

 

(1) Labor Day, (2) Thanksgiving Day, (3) Christmas Day, (4) New Year’s Day, (5) Good Friday, 

(6) Memorial Day, (7) Independence Day and (8) the Friday After Thanksgiving. 

 

Should the holiday fall on a week-end, employees will be granted the holiday leave on the prior 

or next regular work day before/following the holiday, provided that the day is not a regular 

school day.  If such is the case, the employee shall be granted one day leave on the next week 

day when school is not in session and not a holiday listed above.   

 

Any time school must be in session on any designated holiday, all classified employees shall be 

required to work and the holiday will not be observed.  To be eligible for holiday pay, the 

employee must work the last day before and the first day after the holiday or those days must be 

approved leave. 

 

VACATIONS: Full-time twelve (12) month employees, building secretaries, and the head cook 

will be  granted ten (10) days paid vacation each work year.  If employment begins after July 1st 

of the school year, vacation will be prorated (to the nearest whole number).  The vacation shall 

be approved by the employee’s immediate supervisor and shall be scheduled as much in advance 

as possible.  Vacation days must be used within the same year earned - they may not be 

carried over into the  next work year.  Vacation days must be taken at least one half day at a 

time.  

 

 

Full-time twelve (12) month employees who have completed their 10th year of employment will 

receive fifteen (15) vacation days. 

 

Vacation hours, sick leave, leave and hours worked combined within one week SHALL NOT 

enable an employee to receive overtime. Overtime is paid only for working over forty (40) hours 

in one week. 

 

 

 

EVALUATION PROCEDURE 
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The School District desires to employ and retain those persons who continue to grow and 

improve in the performance of their employment duties.  In order to maintain a high standard of 

performance and continue the improvement of support services, periodic performance 

evaluations of all classified employees will be made as follows: 
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1. With respect to all new classified employees, a performance evaluation will be completed 

by the end of the initial three month probationary period.  That evaluation will include a 

recommendation of continued employment, termination of employment, or an extended 

probationary period. 

 

2. A performance evaluation will be completed for each non-probationary employee.  Such 

evaluation will be conducted by the immediate supervisor of the classified employee or 

by other administrative or supervisory personnel, as to which the employee is assigned.  

Additional performance evaluations may be performed if it is determined that a classified 

employee’s job performance does not meet the standard requirement by the School 

District.  A copy of the written performance evaluation will be provided to the evaluated 

employee and a copy will be delivered to the Superintendent’s Office no later than June 

15th of the evaluation year for placement in the classified employee’s personnel file. 

 

 

EARLY RETIREMENT 

 

The Board will provide a voluntary early retirement program for classified staff members.  The 

substance and procedures of the program, and any changes thereto, are in each instance to be 

determined by the Board. Alterations shall not be applied retroactively to affect any retired 

employee receiving benefits from this program.  Employees meeting the criteria set forth in this 

policy shall be eligible for the early retirement benefit as specified herein: 

 

1. A single membership in the district approved health insurance for all employees currently 

enrolled in the district insurance program, through the last month of the employee’s 64th 

year of age or until the employee begins Medicare coverage – whichever comes first, 

with the premium paid by the district. 

 

Eligibility and Requirements for All Early Retirement Benefits: 

 

A. Currently a full-time classified employee in the district who has served at least ten (10) 

years of full-time service in the district, or currently a part-time classified employee who 

has previously served at least ten (10) years as a full-time employee in Valley Falls 

U.S.D. #338. 

 

B. Is not less than 62 years of age, and not more than 64 years of age on or before June 30. 

 

C. An employee may apply for early retirement by giving written notice which shall be 

submitted on, or before, the 1st day of April preceding the anticipated retirement 

date, and shall include the following: 

 

1. A declaration of intent to retire. 

2. The anticipated date of retirement. 

3. The applicant’s date of birth and age at time of retirement. 

4. The number of years the applicant has been employed (full-time and part-time) 

with the district. 

5. All other information necessary to confirm eligibility for early retirement and 

benefit to be paid. 
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Position Sub Rate  

Aide Manager, Title I $9.50  

Aide, Title I $9.50  

Bus Driver $11.47  

CLC Aide $9.50  

CLC Coordinator $9.50  

Clerk of the Board $9.50  

Computer Technician $9.50  

Cook $9.50  

Cook, Head $9.50  

Custodian $9.50  

Maintenance $9.50  

Maintenance Director $9.50  

Secretary $9.50  

Secretary, District Office $9.50  

Transportation Manager $9.50  

Tutor, Part Time $9.50  

 

Effective August 14, 2017

New Classified Substitutes beginning September 10, 2012 or 

later will be paid as reflected in the sub rate scale on this 

page - $9.50/hour for all classified substitutes except bus 

drivers who will be paid $11.47/hour. 

 

Classified Substitutes that have worked for the district prior 

to September 10, 2012 will be paid at the 2011-12 classified 

substitute rates. 
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APPENDIX B – Chain of Command 

 


