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All employees shall follow all applicable board policies, rules and regulations. 

 
 

DEFINITION OF PERSONNEL 
 

The classified personnel of Unified School District Number 322 shall include all custodial, food 
service, secretarial, para-educators, bus drivers and rule 10 personnel.  
 
 
DESCRIPTION OF DISTRICT/PERSONNEL STRUCTURE 

 
Patrons:  Patrons include all persons residing in the unified school district.  They supply the 

product and funds that enable the district to exist and operate.  The patrons of the district elect 
the Board of Education members, who become the local governing body for the district. 

 
Board of Education:  The Board of Education is the elected local governing body of the school 

district.  The Board of Education is responsible for formulating policy and overseeing the 
execution of the established policies.  The Board of Education elects a chief executive officer 
of the district (superintendent of schools). 

 
Superintendent of Schools:  The Superintendent of Schools is the chief executive officer of the 

school district.  It is the responsibility of the superintendent that all Board of Education 
policies as well as all state and federal laws and policies are adhered to by all students and 
employees of the school system.  The superintendent reports directly to the Board of 
Education. 

 
Building Principals:  For purposes of the Classified Personnel Handbook the building principals’ 

duties will be defined as follows: 
 

§ The management of their assigned building. 
§ The building principal is directly responsible for the actions of classified personnel 

assigned to that building. 
§ The building principals report directly to the superintendent. 

 
Central Office Staff:  Central office staff is classified personnel who are assigned specific tasks 

(payroll, accounts payable, bookkeeping, purchasing, fixed assets, transportation).  The central 
office staff report directly to the clerk of the board and the superintendent. They include but 
are not limited to the clerk of the board and the treasurer.  The clerk and treasurer of the board 
are positions appointed annually by the Board of Education. 

 
Head Cook:  (revised: 6/14/04, 6/13/05) The head cook is responsible for all meals prepared by personnel 

in the kitchen.   In addition, the head cook is responsible for professional development 
training, supply and equipment ordering, menu planning, related areas of the food service 
program and other duties as assigned.  The head cook reports directly to the food service 
director (superintendent) but also coordinates with the building principals and maintenance 
supervisor.  
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DESCRIPTION OF DISTRICT/PERSONNEL STRUCTURE – (CONT’D) 
 

 
Food Service Personnel:  Food service personnel are charged with all aspects of preparing, serving, 

and cleaning as related to meal preparation.  Food service personnel report to the head cook.   
 
Head of Maintenance:  (new: 7/17/23) The district Head of Maintenance is responsible for the overall 

maintenance and management of all district facilities and grounds with custodial and/or 
transportation duties as needed and assigned.   The Head of Maintenance will be assigned to 
oversee and provide the house- and groundskeeping of all buildings within the district and will 
be responsible for routine maintenance and management of district buses and other vehicles.  
Additional duties will include coordinating with outside vendors (custodial, maintenance, and 
transportation) as needed.  The Head of Maintenance reports to the superintendent, but also 
coordinates with the building principals in custodial duties pertaining to that building.     

 
 
Building Custodians:  (revised: 6/13/05) The building custodians are charged with the responsibility of 

keeping their assigned buildings clean and sanitary, with all trash, etc., picked up from the 
grounds, as well as other assigned tasks to keep the facilities at 100 percent. There are also 
some seasonal positions throughout the summer. The building custodians report to the 
Custodial-Maintenance Supervisor but also coordinate with the building principals. 

 
Office Managers:  Office managers are charged with the responsibility of maintaining building 

student and financial records; public, staff and student communication; and carrying out other 
tasks as assigned by the building principal, to whom they report.   

 
Para-Educators:  The para-educators are to assist with duties that will allow more academic 

engagement time by the certified staff.  The para-educator reports to the certified staff 
members in whose department they work and to the building principal.   

 
Rule 10 Personnel:  Rule 10 personnel are those persons employed in the area of activities.  Their 

duties are defined in the KSHSAA Handbook, Rule 10.  They report to the coach or sponsor to 
whom they are assisting, to the activities director, and to the building principal.  These are 
temporary positions. 

 
Bus Drivers:  (revised: 6/13/05) Bus drivers are charged with the responsibility of safely operating a 

district bus on the regular routing of children and in some cases, activity trips.  The bus drivers 
report to the Custodial-Transportation Supervisor and the transportation director (the 
superintendent).   
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EMPLOYEE BENEFITS 
 

 
1. Plan 125, An Employee Salary Reduction Plan (GAOF):  (revised: 6/13/05) USD 322 has 

approved participation by employees in Plan 125, a salary reduction plan. 
 
 Optional benefits are: 
             USD 322 Employee Health Plan 
             Salary Protection Insurance 
             Cancer Insurance 
            Term Life Insurance  
 
2. Medical and Hospitalization Insurance:  (revised:6/14/04, 6/13/05) 

USD 322 provides USD 322 Employee Health Plan compensation to eligible classified 
personnel working 630 or more contracted duty hours per contract year.   
 

 
3. Term Life and Accidental Death and Dismemberment Insurance:  All classified 

employees, who are active *Kansas Public Employees’ Retirement System (KPERS) 
members, will receive $15,000 term life and accidental death and dismemberment insurance.  
Premiums will be paid by the district.  

  *In order to qualify for participation in the KPERS, the employee must work at least 630 hours 
annually and must have a permanent, rather than temporary, job. 

 
 

WORKERS COMPENSATION (GAOE) 
 

All school employees shall be under the Workers Compensation program governed by regulations 
of the State of Kansas. Workers Compensation will include extended medical benefits. 
 All injuries must be reported to the immediate supervisor, and then to the building principal, 
who is responsible for notifying the Central Office.  Determination by the Central Office of the 
proper insurance coverage is essential before medical attention is administered by a physician, other 
than emergency care. 
 DEFINITION OF INJURY – An injury shall not be deemed to have been directly caused by 
employment where it is shown that the employee suffers disability as a result of the natural aging 
process or by the normal activities of day-to-day living.  Also, “arising out of and in the course of 
employment” excludes injuries to employees while engaged in recreational or social events under 
circumstances where the employee was under no duty to attend and where the injury did not result 
from the performance of tasks related to normal job duties or as specifically instructed to be 
performed by the employer. 
 NOTICE OF ACCIDENT – State statute provides for a strict notice of injury within 10 days 
of the accident or the claim is barred.  If the employee can show just cause, the reporting period can 
be extended to 75 days. 
 
 
DISTRICT ACTIVITY PASSES 

 
District activity passes (non-transferable) will be issued to district employees annually. 
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CLASSIFIED PAYMENT SCHEDULE/EVALUATION (GCA) 

 
 
1.  Payment Schedule  (revised: 7/17/23)  Payments will be made in accordance with the current the 

Negotiated Agreement. All entry salaries will be recommended to the Board by the 
superintendent using the currently approved Classified Salary Schedule. 

 
2.   Rule10   (revised: 6/14/04)   Shall be paid per terms and conditions stated in the current Negotiated 

Agreement.  
 
3.  Evaluations   (revised: 6/14/04)  All newly hired classified personnel shall be evaluated at six (6) 

month intervals, twice per year for the first year of employment.   Thereafter, evaluations will be 
conducted annually.   

 
 
 
 
SUBSTITUTES FOR CLASSIFIED PERSONNEL (GCI & GCI-R) 
Excluding Central Office, Office Managers, and Rule 10  (revised: 6/13/05) 

 
1.    Short-term substitutes for classified personnel shall be employed on the following schedule: 
  $10/hour 
 
2. Short-term substitutes for bus drivers shall be employed on the following schedule: 
  $18/hour (or 90% of current base driver wage) 
  
 
 
SALARY DEDUCTIONS (GAOF) 

 
The Board of Education will provide that, whenever duly authorized by any classified employee on 
appropriate forms, the Central Office shall make the necessary deductions over a 12-month period 
for the following purposes: 
 

1. USD 322 Employee Health Insurance Plan (Made in compliance with 125 plan) 
2. Retirement (KPERS*) 
3. Withholding taxes—federal and state 
4. Social Security 
5. Tax-sheltered annuities 
6. Authorized employee deductions 

 
*In order to qualify for participation in the Kansas Public Employees’ Retirement System (KPERS) 
and/or the USD 322 Employee Health Insurance Plan, the employee must work at least 630 hours 

annually and must have a permanent, rather than temporary, job.  
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WORK AND LEAVE TIME (GCRG) 
 

1. Work Time:  The length of employment for classified personnel shall be established by the 
 letter-of-employment and the school calendar.  Classified personnel are employees at will.  
 No oral statements or statements in the employee handbook are intended to create a right to 
 continuing employment.  
 

A. Food service, bus drivers and para-educators will be limited to days school is in 
session plus one (1) day prior to the beginning of school and one (1) day at the end 
of the school year.   They will not work on teacher inservice or teacher work days.  
(revised: 6/13/05) 

 
B.   (GCA) Classified personnel shall hold to their letter-of-employment hours; if 

additional time is required and approved by the employee’s supervisor, the wage and 
hour laws will apply. 

  
2. Leave Time:  (revised: 6/14/04)  The Board of Education extends to all classified personnel, 

with the exception of rule-10 personnel, sick leave and temporary leave according to the 
following schedule:      

 
        
 Personnel Temporary Leave Cumulative Sick Bank 
 12-month employee 15 days 90 days 
 10.5-month employee   13 days 80 days 
 9-month employee 11 days 60 days 
 

Note:   An allowed leave day is defined as the length of the work day as defined on the current work 
agreement (example: a leave day for an 8-hour / day employee would be defined as 8 hours). 

 
 

A.   Temporary Leave:  (revised: 7/17/23)  Is for the purpose of conducting personal 
activities that may not be completed outside the workday.  Requests for personal 
leave must be approved by the employee’s supervisor.  

 
1)  Temporary leave days do not accumulate as temporary leave, however, unused     

temporary leave days will be carried forward as accumulated sick bank days. 
  

B. Sick Bank:  (revised: 6/14/04) Sick leave days shall be allowed for use in personal 
illness, pregnancy (with a five {5} day limit for the father), doctor’s appointments, or 
in the case of death or serious illness in the immediate family.  Immediate family 
shall include the spouse, son or daughter, father, mother, sister, brother or 
grandparents of the employee and his/her spouse. 

   
1) Unused temporary leave days shall be added to the next year’s accumulative 

days up to the maximum allowed. 
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WORK AND LEAVE TIME (GCRG) – CONT’D 
 

 
 

C. Jury Duty:  Any employee called to jury duty will be granted paid leave and such 
leave will not be deducted from the employee’s credited paid leave.  Any and all 
court payments made to the employee, with the exception of mileage reimbursement, 
will be forfeited to the district. 

 
D. Vacation (GCRH-R):  (revised: 6/14/04)   Paid vacation for full-time 12-month 

classified employees is as follows: 
 1st year – no paid vacation 
 Over 1 year – 6 years: two (2) weeks paid vacation 
 7 years and over: three (3) weeks paid vacation 

All requests for vacation leave must be approved in advance by the employee’s 
supervisor.  Classified employees eligible for vacation may take no more than ten 
(10) vacation leave days per summer break and for custodians only if no more than 
two (2) custodians are gone at the same time.   Any and all remaining classified 
vacation leave days must be taken during the school year but for custodians no more 
that one (1) custodian per day may use a vacation leave day on the same school year 
day.   Approval for custodian vacation will in all cases be based first on seniority and 
then to ensure that no more than 2 custodians per day are absent during summer 
break or no more than 1 custodian per day is absent during the school year.  Unused 
vacation leave days may not be carried over into the next contract year.   

    
E. Holiday (GCRI):   (revised: 6/14/04, 6/13/05, 7/17/23) 

  1)  As designated on the current Adopted School Calendar.  
a) Including: 4th of July, Labor Day, Thanksgiving, Christmas, New Year’s 
Day, Good Friday, Easter Monday, Memorial Day 

2)  First full week of July, excluding July 4th*.  All 12-month Employees only.   
*Holiday that falls on Saturday will be observed on the Friday prior to or if it 

falls on Sunday it will be observed on the following Monday.  
 

F. Compensation Time: 
 Compensation time for classified employees is neither encouraged nor forbidden.  It 

can be requested in emergency and/or times of mutual need and must be agreed upon 
in advance by the employee, supervisor, and superintendent.  Compensation time 
matters will be considered on a case-by-case basis. 

  
G. Unpaid Leave 

 The board may grant a period of unpaid leave as determined by the board.  The 
period of leave and reason for unpaid leave shall be determined by the board.  The 
board shall not be required to pay any salary or benefits during periods of unpaid 
leave except as may be required by law. 

 
3. Procedure for Requesting Leave:   (revised: 7/17/23) An employee of the district who finds it 

necessary to be away from his/her job of employment, should follow the following 
procedure: 



 

Classified Personnel Handbook Page 9 Adopted August, 2003 [Revised 2005]
  

 A.   The immediate supervisor is notified of the need for leave and the reasons prior to the 
beginning of each workday. Earlier notification is desired if possible and paperwork 
completed. 

 B.   To be paid for leave at the next pay period, Attendance on Demand must be used to 
document the leave must be completed accurately and at the appropriate time. It is the 
employee’s responsibility to complete the necessary forms.  

C.   When any classified staff member finds that he/she is unable to be on the job, he/she 
shall call or have some other person call his/her supervisor at the earliest convenient 
time. If the supervisor cannot be reached, a designated representative shall be called. 
The supervisor or his designee shall be responsible for securing a substitute.  

D.   Leave (temporary) must be used before sick bank time; sick bank leave may only be 
used for medical reasons listed under the Work and Leave Time section above.  

 
 
 
CONFIDENTIALITY 

 
 
(revised: 7/17/23)  All student information and records are to be handled in a confidential manner and 
shall not be discussed with anyone other than the appropriate district personnel. If questioned about 
district policies or practices, employees shall refer a member of the public to the appropriate district 
personnel. Repeated, documented violations of this procedure could result in disciplinary action 
being taken against the employee up to and including termination. 

 
 
 

DRESS CODE 
 

 
(revised: 7/17/23)  Appropriate dress and personal grooming are an individual responsibility and a 
matter of personal pride. The impression given to others through personal appearance is important 
to the employee and district. Employees are asked to use good judgment concerning appearance. 
Clothing shall be appropriate for the job, in good repair and clean. Any method of dress that may 
attract undue attention, disrupt, or interfere with the mission of the district is not permitted. 

 
 
 
KEYS/PASS CARDS 

 
 
(revised: 7/17/23)  School keys/pass cards shall not be loaned/given to students or unauthorized 
personnel at any time for any purpose. Any loss of keys/pass card shall be reported immediately 
to the principal so that measures may be taken to protect district property. District Treasurer will be 
responsible for issuing door keys/pass card and maintaining an accurate up-to-date list in the district 
office of all people who have been issued keys. Building principals are responsible for retrieving all 
keys/pass card provided to any employee under their authority when the employee is no longer a 
district employee or is assigned to another building. No keys/pass card shall be duplicated 
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without permission. Bus keys shall be requisitioned through the Transportation Supervisor or the 
District Office. If this procedure is not adhered to, loss of access to keys/pass card could occur. 
 

 
CERTIFICATION OF HEALTH (KSA 72-5213) 

 
Classified personnel, prior to employment, shall be required to submit a certificate of health on a 
form prescribed by the secretary of health and environment and available at the central office per 
State Statute 72-5213.  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 of health.  Bus drivers and food service personnel shall be 
required to renew their certification of health every two years. The Board of Education shall pay for 
the health examination of classified personnel. 

 
 
 

COMMUNICATIONS BETWEEN EMPLOYEES AND BOARD 
 

All communications concerning school business from the Board to Employees and from the 
Employees to the Board shall be made through the proper channels of communications:  Staff 
member to Supervisor to Principal to Superintendent to Board and Board to Superintendent to 
Principal to Supervisor to Staff member. 
 
 
 
COMPUTER USAGE (IIBG) 

 
Employees shall have no expectation of privacy when using district e-mail or other official 
communication systems.  E-mail 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 e-mail or 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. 
 
 
 
CRISIS 

 
In the event of an emergency, an announcement will be made:  “We are in lockdown.  Lock all 
doors now!”  If this announcement is made, please shut your doors and keep all students in your 
rooms until there has been an all-clear announcement.  Please review and familiarize yourself with 
the crisis plan. 
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APPENDICES 
 

 
Additional policies pertaining to classified personnel shall be found in the USD 
322 Policy Handbook.    Select sections of the USD 322 Policy Handbook are 
provided in the Classified Personnel Handbook for reference purposes: 
 

§ Appendix EDAA/EDDA/EDDA-R – School Vehicles 
 
§ Appendix GA – Policies that apply to all employees. 
 
§ Appendix GC – Policies that apply to classified staff. 
 

 
 
 
REFERENCE MATERIALS 
(Available upon request) 

 
 

§ USD322 Crisis Plan 
 
§ USD322 Policy Handbook 
 
§ KSHSAA Handbook 
 
§ Food Service Facts a publication of Nutrition Services, Kansas State 

Department of Education 
 
§ School Bus Incident Report – To be completed by bus drivers as 

documentation of student behavior offenses. 
 
 
 
  


