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SECTION 1: INTRODUCTION 

1.1 Introduction 

The purpose of the Gardner Edgerton School District Classified Employee Handbook (hereafter 
“Handbook”) is to introduce newly hired classified employees to USD 231; explain current policies, 
practices and benefits; and serve as a reference tool. It is very important to be thoroughly familiar 
with the policies and procedures contained in this Handbook, as well as any additional policies or 
procedures which may be communicated. 

 
It is important to understand classified employees are hired in an "at will" employment relationship, 
which means either the employee or USD 231 can end employment at any time, with or without 
notice, for any reason or no reason at all. Please note, only the Superintendent or the 
Superintendent’s designee has the authority to alter an employee’s at-will employment status or 
make promises of any kind regarding the conditions or terms of employment for any employee of 
USD 231, and then, only in writing and pending Board of Education approval. 

 
The information contained in this Handbook does not, and is not intended to, create a contract of 
employment or benefits, and does not create any express or implied contractual rights. The policies 
contained in this Handbook may be altered, modified, or deleted by USD 231 at any time without 
notice. If there are errors or information subject to interpretation, USD 231 Administrators may 
interpret, change or correct that information. Although the Handbook has been drafted with as 
much attention to detail as possible, some information pertaining to USD 231’s policies or 
procedures may have been unintentionally omitted. 

 
Please read this Handbook in its entirety, within 15 days of your employment, to fully understand its 
contents. If there is any item that is not understood, please request clarification from the immediate 
supervisor or the Human Resources Department. This Handbook supersedes all previous 
handbooks, manuals, letters, memoranda, or understandings, which may have been issued on 
subjects, contained herein. 

 
Subsequent updates to this handbook will be made to permanent copies retained at various 
locations within our schools and buildings and will also be posted in electronic format on USD 231’s 
intranet or internet website. 

 
All employees are expected to assist with the governance of these policies and standards. Any 
employee with knowledge of any violations of the following policies has a responsibility to report 
violations to his/her immediate supervisor or the Human Resources Department. 

 
SECTION 2: OVERVIEW 

2.1 About USD 231 

As a recognized leader in the state of Kansas, USD 231 has established goals and implements 
programs and policies, which reach far beyond merely meeting expectations. Our commitment to 
excellence and passion for working with young people has created an excellent organization whose 
primary objective is to maximize the potential of all students while at the same time providing an 
enriching professional experience for all employees. 
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2.2 Mission Statement 

Empower all students to meet the challenges of the future. 

 
SECTION 3: EMPLOYMENT POLICIES 

3.1 Equal Employment, Anti-Harassment & Civility 

USD 231 is firmly committed to creating and maintaining a workplace where everyone (including 
applicants, employees, students, volunteers, parents, vendors and the general public) is treated with 
dignity, fairness, and respect. Every employee has the right to work in an environment free of 
harassment and discriminatory conduct. Such behavior is contrary to USD 231’s objectives, and 
may subject USD 231 to legal exposure. To achieve our objectives, USD 231 has established a high 
standard of conduct. Any employee who engages in conduct that violates this policy will be subject 
to disciplinary action, up to and including termination. 

 
Equal Employment Opportunity 
USD 231 is proud to be an Equal Opportunity employer and does not discriminate on the basis of 
sex, race, color, national origin, disability or age in admission or access to, or treatment or 
employment in, its programs or activities. Any questions or complaints regarding the District’s 
compliance with Title VI, Title IX, or Section 504 may be directed to Director of Human Resources at 
913.856.2016 or to the U.S. Department of Education, Office for Civil Rights, 1010 Walnut Street, 
Suite 320 Kansas City, Missouri, 64106. 

 
Immigration Law Compliance 

USD 231 is committed to employing only those who are authorized to work in the United States and 
does not unlawfully discriminate on the basis of citizenship or national origin. 

 
In compliance with the Immigration Reform and Control Act of 1986, each new employee, as a 
condition of employment, must complete the Employment Eligibility Verification Form I-9 and 
present documentation establishing identity and employment eligibility within three working days of 
the employee’s date of hire. Any employee with an expiring work authorization must renew the 
authorization prior to its expiration, or the employee will be terminated. Former employees who are 
rehired must also complete the Form I-9 if they have not completed one with USD 231 within the 
past three years or if their previous Form I-9 is no longer retained or valid. All offers of employment 
are conditioned upon the receipt of satisfactory evidence of an employee's authorization to work in 
the United States. 

 
Employees with questions or seeking more information on immigration law issues are encouraged 
to contact the Human Resources Department. Employees may raise questions or complaints about 
immigration law compliance without fear of reprisal. 

 
Reasonable Accommodation 
Employees with disabilities are encouraged to advise USD 231 of any accommodations they 
believe need to be made for them to perform the essential functions of their jobs. Employees 
should also advise USD 231 of any facilities they believe need to be made accessible and usable by 
individuals with disabilities. Any information related to this matter should be discussed with the 
Human Resources Department. 
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Harassment, Including Sexual, Racial & Disability Harassment 
It is the policy of USD 231 that all employees have a right to work in an environment free of 
harassment, either verbal or physical, which is based on: race, religion, color, sex, disability, 
national origin or ancestry, age or any other reason. In keeping with this commitment, USD 231 will 
not tolerate harassment of employees by anyone, including any supervisor, coworker, faculty 
member, vendor, volunteer, student, parent or legal guardian, based on these characteristics. Such 
conduct, or interference with the investigation of an alleged incident, may result in disciplinary 
action, up to and including termination. Employees should direct any questions or concerns about 
this policy to the Human Resources Department. 

 
In accordance with Board Policy GAAC, sexual harassment includes, but is not limited to: 

a) Unwelcome sexual advances, requests for sexual acts or favors, or other verbal or physical 
conduct of a sexual nature; 

b) Any statement or implication that an individual’s submission to or rejection of such sexual 
conduct could be used as a condition of employment, or as the basis for any employment 
decision affecting such individual; and 

c) Any conduct, whether physical or verbal, which has the purpose or effect of substantially 
interfering with an individual’s work performance or creating an intimidating, hostile or 
offensive work environment. This includes, but is not limited to, slurs, jokes or degrading 
comments of a sexual nature; sexual flirtation, sexual advances or propositions; abuse of a 
sexual nature; graphic verbal comments about an individual’s body; sexual innuendo or 
suggestive comments; sexually oriented “kidding” or “teasing”; unwanted physical touching, 
such as patting or pinching another’s body; and the display in the workplace of sexually 
suggestive printed or visual materials, clothing, objects or pictures. 

 
Every employee must avoid any conduct that reasonably could be interpreted as discrimination or 
harassment under this policy, even if such conduct was not intended as offensive. 

 
Harassment prohibited by Board Policy GAACA includes racially or disability-motivated conduct 
which: 

a) Affords an employee different treatment, solely on the basis of race, color, national origin, 
or disability, in a manner which interferes with or limits the ability of the employee to 
participate in or benefit from the services, activities or programs of the school; 

b) Is sufficiently severe, pervasive or persistent so as to have the purpose or effect of creating 
a hostile working environment; 

c) Is sufficiently severe, pervasive or persistent so as to have the purpose or effect of 
interfering with an individual’s work performance or employment opportunities. 

 
Racial or disability harassment may result from verbal or physical conduct or written or graphic 
material. 

 
The District encourages all victims of prohibited harassment and persons with knowledge of such 
harassment to report the harassment immediately. Complaints of prohibited harassment will be 
promptly investigated and resolved. 

 
Employees who believe they have been subjected to prohibited harassment should discuss the 
problem with their immediate supervisor or the Director of Human Resources. If an employee’s 
immediate supervisor is the alleged harasser, the employee should discuss the problem with the 
Director of Human Resources. Employees who do not believe the matter is appropriately resolved 
through this meeting may file a formal complaint under the District’s discrimination complaint 
procedure in Board Policy KN. 
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Complaints received will be investigated to determine whether, under the totality of the 
circumstances, the alleged behavior constitutes prohibited harassment under the definitions 
outlined in policy. Unacceptable conduct may or may not constitute prohibited harassment, 
depending on the nature of the conduct and its severity, pervasiveness and persistence. Behaviors 
which are unacceptable but do not constitute harassment may also result in employee discipline. If 
discrimination or harassment has occurred, the District will take prompt, remedial action to prevent 
its reoccurrence. 

 
Any employee who witnesses an act of harassment or receives a complaint of harassment from 
another employee or a student shall report the complaint to his or her immediate supervisor or the 
Director of Human Resources. Employees who fail to report complaints or incidents of prohibited 
harassment to appropriate school officials may face disciplinary action. School administrators who 
fail to investigate and take appropriate corrective action in response to complaints of sexual, racial 
or disability harassment may also face disciplinary action, up to and including termination. 

 

Initiation of a complaint of sexual, racial, and/or disability harassment in good faith will not 
adversely affect the job security or status of an employee, nor will it affect his or her compensation. 
Any act of retaliation or discrimination against any employee who has filed a complaint or testified, 
assisted, or participated in any investigation, proceeding, or hearing involving a sexual, racial, or 
disability harassment complaint is prohibited. Any employee who retaliates is subject to immediate 
disciplinary action, up to and including termination from employment. 

 
Civility 
All employees shall act in a manner that demonstrates civility, fairness and respect in dealing with 
fellow employees, students, parents, patrons, visitors and anyone else having business with USD 
231. Uncivil behavior is prohibited. 

 
Uncivil behavior is defined as any behavior that is physically or verbally threatening, either overtly  
or implicitly, as well as behavior that is coercive, intimidating, violent, or harassing. Examples of 
uncivil behavior include, but are not limited to, use of profanity, personally insulting remarks, attacks 
on a person’s race, gender, nationality, religion, or behavior that is out of control. Such interactions 
could occur in telephone conversations, voice mail messages, face-to-face conversations, and 
written communications and/or email messages. 

 
Any uncivil behavior by an employee should be reported to the employee’s immediate supervisor or 
to the Human Resources Department. A record shall be made of the alleged incident and the action 
taken. Confidentiality shall be observed whenever possible to protect the complainant and the 
alleged offending person. Students and employees may be subject to additional action under 
building and/or USD 231 policy or guidelines. Retaliation against a person who reports a claim of 
uncivil behavior is prohibited. Aside from being uncivil, these behaviors may be violations of Board 
Policy {such as for bullying (GAAE), sexual harassment (GAAC), or racial and disability harassment 
(GAACA)} or a violation of law. 

 
USD 231 believes interactions among individuals should be of a positive and productive nature. In 
accordance with this belief, it is the policy of USD 231 to treat everyone -- fellow employees, 
students, parents, patrons, visitors, anyone having business with USD 231 -- with fairness and 
respect. USD 231 also expects that anyone having interaction(s) with everyone associated with 
USD 231 will treat them with professionalism, courtesy, dignity and respect. 
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What is "civil behavior"? 
 

It is USD 231’s policy, in accordance with the law and accepted rules of a civil society, to maintain an 
environment, which is legal, ethical and non-abusive. The policy is not intended to deprive anyone 
of his/her right to freedom of expression; its intent is to maintain a reasonable and safe environment 
for all. 

a) Civil behavior is polite. Even when we disagree with each other, we can be polite. 
Remember: civility is often verbal, but it can be nonverbal as well. 

b) Civil behavior is controlled. When we are civil, we allow reason and respect to control our 
behavior. 

c) Civil behavior is the best means of accomplishing one's goals through self-expression, 
persuasion and acknowledgement of others. 

 
After a report is files, the complaint will be discussed with the individual about whom it has been 
made. If the incident is found to violate USD 231 policy, the offending party can be subject to 
disciplinary action (student, employee) and/or restricted from access to school building or school 
personnel (vendor, patron). 

 
Anyone having interaction with employees of USD 231 shall treat them with professionalism, 
courtesy, dignity and respect. 

 

 
3.2 Bullying 
The Board of Education prohibits bullying in any form by any student, employee, or parent towards 
a student or an employee on, or while using school property, in a school vehicle or at a school- 
sponsored activity or event. 

 
Bullying means: Any intentional gesture or any intentional written, verbal, electronic, or physical act 
or threat either by any student, employee, or parent towards a student or by any student, employee 
or parent towards an employee that is sufficiently severe, persistent, or pervasive that it creates an 
intimidating, threatening, or abusive educational environment that a reasonable person, under the 
circumstances, knows or should know will have the effect of: 

a) Harming a student or employee, whether physically or mentally; 

b) Damaging a student’s or employee’s property: 

c) Placing a student or employee in reasonable fear of harm; or 

d) Placing a student or employee in reasonable fear of damage to the student’s or employee’s 
property. 

 
Bullying also includes cyberbullying. "Cyberbullying" means bullying by use of any electronic 
communication device through means including, but not limited to, e-mail, instant messaging, text 
messages, blogs, mobile phones, pagers, online games and websites. 

 
Additionally, bullying means any form of intimidation or harassment prohibited by the Board of 
Education of the school district in policies concerning bullying adopted pursuant to K.S.A. 72-8256 
or subsection (e) of K.S.A. 72-8205, and amendments thereto. USD 231 will not tolerate these 
actions by students, employees, or parents. 

 

For the purposes of this plan and its authorizing policies, “parent” includes a biological, adoptive, or 
stepparent; guardian; custodian; or other person with authority to act on behalf of a student. 

 
Similarly, an “employee” means any person employed by the district. 
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The administration shall propose, and the Board shall review and approve a plan to address 
bullying as prohibited herein. The plan shall include provisions for the training and education of 
employees. 

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

 
3.3 Conflict of Interest 
Employees are expected to devote their best efforts to the interests of USD 231. USD 231 
recognizes the right of employees to engage in private endeavors unrelated to USD 231 business. 
However, a policy of full disclosure will be followed to assess and prevent potential conflicts of 
interest from arising. Employees are required to acknowledge review of this Handbook, indicating 
acceptance to the terms of this and other policies, upon completing a review of this Handbook. 

 
Nothing in this policy is intended to restrict investment activity or require disclosure of any 
investment by any employee in any business or district, when such investment does not conflict with 
these policies. 

 

While this policy does not set forth all the circumstances which might develop, the following is set 
forth in an effort to provide employees with general guidance: 

 
a) Full-time employees may not engage in outside work, which will interfere with their primary 

job at USD 231 or engage in any activity of a nature, which may diminish USD 231’s 
business or opportunities. Part-time employees have an obligation to devote the agreed 
upon amount of time to employment with USD 231. 

b) No outside work may be done during regular working hours, and no USD 231 
building/facility, equipment, labor or supplies may be used to conduct outside activity. If 
employees do any permissible outside work, they are not to suggest such work is by, for, or 
in the name of USD 231. 

c) Employees may not accept gifts or favors whose value exceeds $50 from anyone with 
whom USD 231 does business without prior authorization by your supervisor. This includes 
meals, drinks and entertainment. If it is not clear that a particular gift may create a conflict 
of interest, discuss the situation with your supervisor. 

d) Employees may not offer or solicit any type of services or items other than those 
represented or authorized by USD 231 to students or their families. 

e) Employees may not hire relatives with whom they will have a direct supervisory relationship 
above or below them in the chain of command or in any instance where such hiring may 
present a conflict of interest for an employee. 

 
Any questions regarding a possible conflict of interest with USD 231 or outside work should be 
discussed with your supervisor in advance of the possible conflict or the performance of outside 
work. Failure to disclose information related to this policy may lead to disciplinary action, up to and 
including termination. Employees unsure whether communication with your immediate supervisor 
might constitute violation of this policy, please contact the Human Resources Department prior to 
discussing the matter with your supervisor. 
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3.4 Confidentiality 
During the course of employment, employees may work with information which is confidential and 
proprietary, which may include, but is not limited to: students, including information pertaining to 
and belonging to students; current and prospective student lists; student files; computer systems; 
software; photographs; digital images; blueprints; future plans; fee information; ideas; concepts; 
know-how; means; methods; techniques; structure; marketing plans; research and development; 
improvements; proposals; estimates; drawings; processes; personnel information, including the 
compensation and identity of other employees of USD 231 and the affiliates; financial statements 
and financial forecasts; pricing and financial data; purchasing information; statistics; safety 
information and handbooks; operational information; intellectual property; internal business 
procedures; business plans; information concerning planned or pending acquisitions or divestitures; 
and information concerning purchase of major equipment or property. 

 
Maintaining confidentiality is important to the competitive position in the industry and, ultimately, to 
the ability to provide employment stability and serve our communities. Employees must protect this 
information by safeguarding it when in use, filing it properly when not in use, and discussing it only 
with those who have a legitimate business need to know. The duty to maintain confidentiality 
extends after your separation from USD 231. 

 

Upon receipt of the Handbook, employees will be required to sign the Handbook Acknowledgment, 
indicating it has been read, understood and agree to comply with the provisions for maintaining the 
confidentiality of USD 231 information. Any employee who discloses confidential or proprietary 
information to anyone outside USD 231 will be subject to disciplinary action, up to and including 
termination. 

 
Should employment at USD 231 terminate for any reason, employees shall promptly surrender, 
without retaining copies, all tangible things that contain confidential information, including all 
computer hardware and software (including data and computer files), computer printouts, computer 
disks, thumb drives, work papers, files, student lists, supplier lists, telephone and/or address books, 
internal memoranda, appointment books, calendars, letters, records, documents, blueprints, books, 
forms, plans, handbooks, slides, transparencies, recordings, booklets, photographs (or similar 
reproductions), digital images, training and seminar materials, files, or photo negatives. Failure to 
meet these obligations may result in legal action. 

 

 
3.5 Technology Acceptable Use Policies (Board Policies IIBF, IIBG and IIBGC) 
USD 231 offers its students and employees access to state-of-the-art computer technology, 
electronic mail, telephone, voicemail and the World Wide Web. These technologies, along with 
other technologies now in use or developed in the future which facilitate communications shall be 
referred to herein as “communications technology”. The purpose of this policy is to define the 
responsible and acceptable use of communications technology, and to set forth the consequences 
for non-compliance with this policy. 

 
No Expectation of Privacy – All persons utilizing USD 231 communications technology recognize 
that their activity may be monitored by other employees of USD 231 to ensure that their use of the 
computer technology complies with applicable law and with the terms of this policy. Accordingly, all 
persons utilizing USD 231’s communications technology recognize that they have no expectation of 
privacy arising from such use, and waive all privacy rights they may otherwise possess under the 
Electronic Communications Privacy Act of 1986 arising from such use. 
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Rules of Acceptable Use – All persons utilizing USD 231’s communications technology are deemed 
to agree with the following rules as a condition of their use of USD 231’s communications 
technology: Users shall adhere to the following guidelines of acceptable use: 

• All use of the Internet will be in support of educational activities. 

• Users will report misuse and breaches of network security. 

• Users shall not access, delete, copy, modify, nor forge other users’ e-mails, files, or data. 

• Users shall not use other users’ passwords nor disclose their password to others. 

• Users shall not pursue unauthorized access, disruptive activities, nor other actions 
commonly referred to as “hacking,” internally or externally to the district. 

• Users shall not disclose confidential information about themselves or others. 

• User shall not utilize unlicensed software. 

• Users shall not access or permit access to pornography, obscene depictions, or other 
materials harmful to minors. 

• Users shall not erase, change, rename or render unusable any other user’s computer files 
or programs (except for persons expressly authorized to do so by the Director or 
Technology). 

• Users shall maintain the confidentiality of, and shall not permit others to use, their logon 
name or password. 

• Users shall neither use nor attempt to discover another user’s password, or in any way 
access another user’s e-mail or computer files. 

• Except for occasional personal use, users shall not use USD 231’s communications 
technology for any non-instructional or non-administrative purpose. 

• Users shall not use USD 231’s communications technology for any unlawful purpose, such 
as the illegal copying or installation of software, or the illegal sharing or distribution of 
copyrighted works. 

• Users shall not install, copy, change or transfer any hardware, software or documentation 
without express permission from the Director of Technology. The use of personal hardware 
or software is prohibited without the express permission from the Director of Technology. 
USD 231 does not assume any responsibility or liability for any personal hardware or 
software used in the District. 

• Users shall not create copy or knowingly propagate any computer virus or worm. 

• Users shall not deliberately use USD 231’s communications technology to annoy or harass 
others. 

• Users shall not deliberately access, create, send or forward any obscene, sexually explicit, 
racist, sexist, threatening or otherwise offensive messages, files or images. 

• Users shall not use USD 231’s communications technology for commercial purposes, to 
solicit the sale of personal items, or to endorse political candidates or ballotmeasures. 

• Users shall not login or attempt to login to USD 231’s communications technologies as a 
network administrator without proper authorization. 

• Users shall not intentionally damage or misuse USD 231’s communications 
technologies. 

• Users shall not alter the hardware setup of or software settings on computers, printers, 
networks or other peripheral devices, without the express authorization of the Director of 
Technology. 

• Users will not remove communications technology hardware from USD 231 facilities 
without the express written permission of the Director of Technology. 

• Users should not normally reveal personal information about themselves or other users 
(including home addresses or telephone numbers) on USD 231’s communications 
technologies. 

• Users shall not access or permit access to pornography, obscene depictions, or other 
materials harmful to minors. 
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• Users agree to cooperate fully with any investigation of their use of USD 231 
communications technologies. 

• Users who identify a security problem with USD 231’s communications technologies shall 
not demonstrate the problem to other users, but shall instead report the problem to their 
building principal or the Director of Technology immediately. 

 

E-mail Guidelines – In addition to the foregoing rules, users are expected to adhere to the following 
guidelines when using e-mail on USD 231’s communications technologies: 

• Users should check their e-mail regularly and respond properly. 

• Users should frequently delete unwanted items and empty their “Trash” folder. 

• Users should refrain from using all “CAPS” or exclusively uppercase letters in 
their messages. 

• Users should use the “cc” and “bcc” functions sparingly, to ensure that messages are 
received only by those persons with a genuine need to read them. 

• Users should subscribe to only those listservs and other subscription lists that are needed 
for their business or professional development. 

• Users shall not use profanity or other inappropriate language in their e-mail 
messages. 

• Users should make reasonable efforts to send, or arrange for the receipt of, messages 
containing large attachments (larger than 2MB) before or after normal school hours. 

 
Copyright Practices – Users may not duplicate or distribute copyrighted materials unless such 
duplication or distribution meets “fair use” standards or unless written permission from the copyright 
holder has been received. Users who desire guidance on whether a particular use is “fair use” are 
directed to http://www.utsystem.edu/ogc/intellectualproperty/ccmcguid.htm for a discussion of that 
doctrine in the educational environment. Users with additional questions should contact their 
teachers, building principals or the Director of Technology. In appropriate cases where the answer 
to a question is unclear, USD 231 Legal Counsel may be consulted. 

 

Consequences for Violation of Policy – Any user who violates this policy may be subject to 
disciplinary action at the discretion of a user’s supervisor, or the Board of Education in cases, which 
legally require Board action. In the case of USD 231 employees, disciplinary actions may include 
reprimand, termination of the privilege to use certain USD 231 communications technology, 
suspension, or termination from employment in particularly egregious cases or cases involving 
repeat offenses. 

 
3.6 Employee Suggestions & Concerns 
USD 231 values the input of employees and is committed to maintaining a work environment in 
which everyone can communicate openly and without fear of retaliation or discrimination. USD 231 
promotes an “open door” philosophy of management. Our culture is participative, friendly, 
accessible and supportive. USD 231 encourages employees to have open discussions with their 
supervisors and management to communicate their views and concerns. All suggestions and 
complaints received will be considered. Confidentiality will be maintained where appropriate. 

http://www.utsystem.edu/ogc/intellectualproperty/ccmcguid.htm
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3.7 Grievance Procedures (Board Policy GAE) 
As used in this policy, the following terms shall have the following meanings: 

 
Grievant: A District employee for whom the terms of the negotiated agreement do not apply who 
has a grievance in accordance with the terms of this policy. 

 
Grievance: A grievance shall be an alleged violation of the express terms of any written policy of 
the Board, with the exception of the Board’s non-discrimination and/or harassment policies, in 
which case the employee must file a complaint in accordance with the procedures of Board Policy 
KN. The Superintendent or designee shall have the right to identify those items that are subject to 
the grievance process. 

 
Days: The term “days” as used herein shall refer to Monday through Friday, except for legal 
holidays or school holidays. In computing any period of time mentioned in this policy, the day of the 
act or event shall not be included; the last day of the period so computed shall be included, unless 
it is a Saturday, Sunday, legal holiday or school holiday, in which event the period shall run until the 
end of the next day that is not a Saturday, Sunday, legal holiday or school holiday. 

 
Any grievance shall be in writing and shall include the following: Be signed by the grievant; be 
specific as to the facts alleged and how such facts constitute a violation of the policy or 
policies in questions; contain a synopsis of the facts giving rise to the alleged violation; cite 
the specific policy or portion thereof which has allegedly been violated; contain the date of 
the alleged violation; and specify the relief requested. 

 
The grievant shall provide a copy of the written grievance to his or her supervisor and the Human 
Resources Department. If the grievance as submitted does not comply with the requirements stated 
above, the Board of Education or the Superintendent may request that the employee resubmit the 
grievance. Such a request shall be accompanied by written notification that identifies the specific 
areas to be clarified. An employee shall have three days after receipt of such written notification to 
resubmit the grievance. Any grievance that does not conform to the requirements stated above may 
be rejected for that reason alone. 

 
During and notwithstanding the pending disposition of any grievance, the grievant shall continue to 
perform his or her employment duties and assignments. Nothing in this policy shall preclude an 
employee from discussing a grievance with his or her immediate supervisor in an effort to resolve a 
grievance informally. 

 
At any level of the grievance procedure, the Board of Education or the Superintendent may 
challenge whether an asserted claim is grieve-able under this policy. There are three levels of the 
grievance process: 

 
Level I 
Within five days of the event that is the subject of the grievance, the grievance shall be placed in 
writing in accordance with the provisions of this policy and shall be submitted to the grievant’s 
immediate supervisor. Within five days after receipt of the grievance, the supervisor shall confer with 
the grievant in an effort to resolve the grievance. Within five days following such a conference, the 
supervisor shall submit a written decision to the grievant and to the Human Resources Department. 

 
Level II 
In the event the employee is not satisfied with disposition of the grievance at level one, the 
employee shall, within five days following receipt of the level one decision, submit the written 
grievance to the supervisor’s supervisor. Within five days following receipt of the grievance, the 
administrator/supervisor identified as the supervisor’s supervisor shall confer with the grievant in an 
effort to resolve the grievance. As soon as reasonably practicable (normally within five days 
following such a conference), the supervisor’s supervisor shall submit a decision in writing to the 
grievant and the Human Resources Department. 
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Level III 
In the event the employee is not satisfied with disposition of the grievance’ at level two, the 
employee shall, within five days following receipt of the level two decision, submit the written 
grievance to the Superintendent. Within five days following receipt of the grievance, the 
Superintendent shall confer with the grievant. As soon as reasonably practicable (normally within 
five days following such conference), the Superintendent shall submit a final decision in writing to 
the grievant. 

 
SECTION 4: EMPLOYMENT STATUS & RECORDS 

4.1 Definitions of Employment Status 

The following terms are used to describe the classification of employees and their status: 

 
Exempt - Employees whose positions are designated as executive, administrative, professional, or 
other exemptions, as prescribed by federal and state wage and hour laws. These employees are 
exempt from overtime pay. 

 
Non-exempt/Classified - Employees whose positions are not designated as executive, 
administrative, professional, or any exemption, as prescribed by federal and state wage and hour 
laws. These employees are paid time and one-half of their regular rate of pay for actual hours 
worked in excess of 40 per week. 

 
Full-Time - Employees regularly scheduled to work at least 2,080 hours per year. Full-time 
employees are eligible for all USD 231 benefits, provided they meet specific plan eligibility 
requirements. Please refer to the Employee Benefits & Services section of this Handbook or 
contact the Payroll and Benefits Clerk or Human Resources Department for further information 
regarding eligibility. 

 

Part-Time - Employees regularly scheduled to work at least 630 hours but less than 2,080 hours per 
year. While part-time employees do receive all legally mandated benefits (such as Social Security; 
Kansas Public Employee Retirement System (KPERS); access to health insurance for employees 
scheduled to work 20 or more hours per week; and workers’ compensation insurance), they are 
ineligible for USD 231’s other paid benefit programs. Conversely, part-time employees who work at 
least 3.5 hours per day may purchase benefits on a voluntary basis excluding health insurance, 
which requires a work schedule of 20 or more hours per week. 

 
Other Part-Time - Employees scheduled to work on a regular basis but who work less than 630 
hours per year. Other Part-Time employees are not eligible for KPERS or USD 231’s other benefits 
programs. 

 
Regular - At-will employees, with no pre-established time limits or expectations for their tenure with 
USD 231. Regular full-time employees may be eligible for USD 231 benefits, provided they meet 
eligibility requirements. 

 
Temporary/Seasonal - At-will employees who are temporarily hired for a pre-established, limited 
period, usually during peak workloads or for vacation relief. Such workers may or may not be on 
USD 231’s payroll. These workers are notified of the temporary nature of their work assignments, 
although they may work a full-time or part-time schedule. Temporary workers are not eligible for 
USD 231 benefits. 

 
Supervisor - Employees who are responsible for making decisions, regarding hiring, promotion, 
disciplinary action, and terminations, or as defined by law. 

 
Any questions regarding employment classification or status should be directed to the Human 
Resources Department. All classifications of employees are expected to comply with all USD 231 
policies and rules governing employee conduct 
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4.2 Commencement of Employment 
The employee employment commencement date is the first day on which the employee reports for 
work and is entered into the payroll records. 

Each completed year following the employment commencement date will be the anniversary date. 
If an employee begins at USD 231 on a part-time or temporary basis and accepts full-time 
employment, the anniversary date and year will be the date upon which the employee first 
commenced regular full-time employment. 

 
4.3 New Employee Information & Training 
Information regarding performance and compliance with USD 231 policies and expectations will be 
provided through communication with the Human Resources Department, Business and Finance 
Department, immediate supervisors, and the content provided within this Handbook. Covered 
topics generally include, but are not limited to personnel policies, benefits, and general 
administrative procedures. Additionally, employees spend appropriate time with their supervisor 
and others learning the specific functions of their position. This training period can vary in length. 

 
4.4 Job Postings 
Available classified positions will be posted as appropriate. If an individual would like to be 
considered for a posted classified position, or would like to refer someone who is qualified, that 
individual should contact the hiring supervisor noted on the posting or the Human Resources 
Department and complete a Classified Employee Request for Transfer form. 

 
Whenever it is deemed in the best interests of USD 231, the Human Resources Department may 
transfer a classified employee to any classified position for which such classified employee is 
qualified to perform the essential functions of the job. Prior to making such transfer, Human 
Resources Department personnel or a designee shall confer with the classified employee. 
Following such conference, the Human Resources Department shall make a final decision 
concerning the proposed transfer and shall send written notification to the classified employee. 

 
External candidates may be considered at any point in the posting process at USD 231’s discretion. 

 
4.5 Introductory Probationary Period 
The first 90 days of employment are considered a probationary period. During this time period, USD 
231 will assess compatibility with the position and the organization. Likewise, in turn, the employee 
can also use this period as an opportunity to evaluate the organization. 

 
At the end of the probationary period, the supervisor will discuss job performance with the 
employee and may extend the probationary period. Completion of the probationary period does not 
guarantee employment for any specific period of time. As an “at-will” employee, either the employee 
or USD 231 may elect to terminate employment during or after the probationary period, for any 
reason or no reason at all. 

 
4.6 Performance Appraisals 
In accordance with Board policy GCI, classified employees shall be evaluated twice during their  
first year of employment and at least once a year by March 31 during subsequent years. The 
employee and his/her supervisor or the building administrator will discuss the performance 
evaluation, which then becomes part of the employee’s personnel file. The evaluation process may 
include consideration of performance, attendance, cooperation, reliability, compliance with 
procedures, and skills. Written appraisals will be completed by the employee’s supervisor. 

 
USD 231 may conduct individual performance reviews more frequently, should circumstances call 
for such reviews. The employee is encouraged to solicit evaluations of their performance from their 
supervisor at any time. 
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4.7 Personnel Records & Information 
Important events in each employee’s history with USD 231 will be recorded and kept in the 
employee’s personnel file. These files are only made available to authorized persons or 
governmental agencies as required by law. 

 

The employee may review his/her personnel file upon prior written request submitted to the Human 
Resources Department. The Human Resources Department will attempt to provide the personnel 
file within a reasonable time after receiving the written request. This review may take place only with 
a USD 231 representative present. Personnel files may not be removed from the records area. See 
Board Policy GAK for more information. 

 
The employee is responsible for notifying the Human Resources Department of changes in 
address, telephone number, and/or family status (births, marriage, death, divorce, legal separation, 
immigration status, etc.), as income tax status and group insurance may be affected by these 
changes. 

 
4.8 Information Requests & Employment References 
Requests for employee information received from outside USD 231, including requests for 
references on current or former employees, must be directed to the Human Resources 
Department. Only the Superintendent or designee may give employment references. Supervisors 
and other employees are prohibited from providing personal or employment references on current 
or former employees. 
 
Employees who violate this policy may be subject to disciplinary action, up to and including 
termination. See Board Policy GAK for more information. 

 
4.9 Work Schedules 
Employee schedules are based on business needs and may vary. The employee will be informed of 
his/her work schedule by the supervisor, and the employee is expected to be flexible, as the work 
schedule may be subject to change based on business needs. Exact times for meal breaks may 
vary based on work schedules, shifts, and departments. Overtime and weekend work may also be 
required, but will only be assigned and authorized by supervisory personnel. 

 
For non-exempt employees, requests to deviate from the general working schedule must be 
authorized in advance by your immediate supervisor. If you have any questions regarding your 
schedule, please see your supervisor. Employees are expected to be ready to begin work at the 
start of their designated workday or pre-defined schedule. 

 
Classified employees shall not be excused during their regularly assigned work schedule to perform 
outside employment. Classified employees shall not engage in outside employment, which 
interferes with their work duties in accordance with Board policy GCRF 

 
All non-exempt/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. Breaks for meal times, although not required by 
law and if allowed, shall be scheduled by the supervisor. 

 
Summer hours will be observed during a portion of the time school is not in session. Normal 
summer hours will be 10 hours per day Monday through Thursday. Those hours may also vary 
depending on staffing needs and operational demands. 

 
USD 231 may require employees to travel between work locations based on business needs. 
Travel time between locations is considered hours worked. Conversely, an employee’s beginning 
and ending commute is not considered hours worked. 
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4.10 Time Records 
All employees are expected to report hours worked or time off in an accurate manner using the 
correct USD 231 designated process. Employees must accurately record all work hours and 
authorized time off for vacation, sick, personal leave, other leave (jury duty, FML, disability, etc.), and 
holidays. Time off without pay is not an option until all allotted (sick leave/vacation) time is 
exhausted. 

 
Employees failing to properly record time (including in and out for all meal periods), signing in or out 
for another employee, or having another employee sign in or out for you are all violations of this 
policy and may result in disciplinary action, up to and including termination. 

 
If the employee has any questions regarding time records or his/her paycheck, please see the 
immediate supervisor. Please refer to the Overtime Pay section of this Handbook regarding your 
time records for overtime worked. 

 
4.11 Separation from Employment 
All classified/non-exempt employees of USD 231 are employed “at-will.” Both the employee and 
USD 231 have the right to sever the employment relationship at any time, with or without notice, 
for any reason or no reason at all unless otherwise provided in the employee’s contract or work 
agreement, as applicable. The employee's conclusion of work or separation of employment from 
the district is defined as last physical day worked. Insurance benefits cease on the last day of the 
month in which the employee separates from service unless otherwise specified. If the separating 
employee is eligible, continuation insurance coverage information will be provided during the 
separation process or mailed to the employee in accordance with state and federal law. 

 
If an employee decides to sever his/her employment with USD 231, we respectfully request two 
weeks of notice. Failure to provide at least two weeks’ notice may preclude future employment with 
USD 231. Please advise your supervisor and/or the Human Resources Department of your decision 
in writing so an orderly transition can be made. It is our goal when an employee voluntarily leaves 
USD 231 that he/she has an exit meeting with his/her supervisor or building administrator to solicit 
feedback regarding employment with USD 231. Employees will also be advised of final pay 
arrangements and the status of benefits on the last day of employment. For employee-initiated 
separation of employment, the last physical day worked, will be considered the end of employment 
with the district. 

 
A classified employee may be suspended from employment duties, with or without pay, or may be 
terminated from employment with the USD 231, with or without cause. Notice of any such action 
shall be in writing and shall be delivered to the classified employee. 

 
The termination process includes turning in all USD 231 property directly to your immediate 
supervisor, such as computers, cell phones, file cabinets, calculators, files, documents, software, 
building passes, employee handbook, parking passes, parking ID’s, key cards, keys, and 
equipment, as applicable. 
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4.12 Early Retirement Plan 
A classified employee who is retiring with KPERS may be eligible for a single paid health and 
dental insurance benefit until age 65 provided the following requirements are met: 

a) Attain the age of 54 

b) Have been employed with USD 231 for a total of 15 years 
c) Retiring in the KPERS system 
d) Notify the Department of Human Resources in writing four (4) months before the date of 

which he/she intends to retire, and submit a letter of resignation 
e) Terms apply to classified staff who retire during/after the 2021-2022 school year 

 
The paid health and dental insurance benefit will terminate the first of the month in which the retiree 
turning age 65, or upon the retiree being offered insurance coverage through a different employer 
after retirement. USD 231 retains the right to terminate this paid benefit at any time with 60 days’ 
written notice. Should the retiree die before age 65, the district would not be responsible for any 
retiree paid health benefit beyond the month of death. 

 
SECTION 5: EMPLOYEE CONDUCT 

5.1 Performance Standards 

Each employee is responsible for performing assigned duties adequately and properly. Personnel 
policies and procedures must be followed. 

 
Employees are expected to respect coworkers and should not act in a manner that obstructs or 
hinders other employees from completing their duties. 

 
USD 231 expects employees to operate in a manner that is safe for themselves, their coworkers, and 
our students as well as to follow USD 231’s safety procedures at all times. 
 
USD 231 expects all employees to uphold USD 231’s mission as well as certain standards of 
conduct within USD 231 and in their dealings with students and the general public. In order to 
maintain these principles, employees will: 

a) Meet all commitments; 

b) Be honest in all business relationships; 

c) Exercise common sense; 

d) Utilize sound judgment; 

e) Take initiative towards professional improvement; 

f) Gain the respect of students and co-workers; 

g) Be accountable for your own work; 

h) Work with co-workers and supervisor to make constructive suggestions for positive 
change; 

i) Strive to bring out the best in others; 

j) Use tact and courtesy in dealings with coworkers, students, and third parties; and 

k) Develop your written and verbal communication skills. 

 
5.2 Standards of Conduct 

To maintain a safe and productive work environment, certain guidelines pertaining to our conduct 
and relationships must be followed. We strive to take a constructive approach to discipline; 
ensuring actions, which would interfere with job performance, or USD 231’s operations are not 
continued. 

 
Violations of these standards will be taken seriously and may subject employees to disciplinary 
action, up to and including termination. Supervisors have authority to enforce standards of conduct 
and other USD 231 policies or procedures. (Please refer to the Definitions of Employment Status 
section 4.1 for further explanation of the term “Supervisor.”) To protect our employees and USD 
231, employees witnessing a violation are required to immediately report such an incident to a 
supervisor. 
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This list is intended to be representative of the types of activities that may result in disciplinary 
action, up to and including termination. It is not intended to be comprehensive, and, therefore, USD 
231 may impose discipline up to and including termination for any other violation of law or policy or 
inappropriate conduct not listed below. This policy does not alter the employment-at-will 
relationship between you and USD 231. This list is not intended to and does not prohibit any 
conduct that is protected by law. 

a) Violation of USD 231’s policies and/or procedures with regard to equal opportunity 
employment and nondiscrimination, conflict of interest, confidentiality of information and 
records, solicitation, information requests and employment references, time records, 
standards of conduct, attendance, punctuality, tobacco or electronic cigarette use, 
substance abuse and use in the work setting, workplace violence, bullying, overtime, use of 
district equipment and facilities, communication device, fax and voicemail use, acceptable 
use of internet and computer usage, workplace safety policies, or other policies included in 
this Handbook. 

b) Engaging in acts of dishonesty, fraud, theft, or sabotage. 
c) Unauthorized possession of property belonging to USD 231, a student, or another 

employee. 

d) Stealing and/or other misappropriation of cash or cash equivalents. 

e) Fighting, horseplay, practical jokes, or other conduct, which may endanger or disrupt 
anyone on our premises or in the course of your job duties. 

f) Drinking alcohol and/or the use of controlled substances on the job or during lunch time or 
reporting to work under the influence. 

g) Refusing to cooperate with investigations, providing false information, or otherwise 
interfering with or obstructing an USD 231 investigation. 

h) Violating criminal laws on USD 231 premises or while performing USD 231 business. 

i) Criminal conduct that reflects negatively on your trustworthiness or dedication to personal 
safety or reasonably may be expected to damage USD 231’s reputation in the community. 

j) Threatening, intimidating, coercing, harming, or interfering with the performance of 
employees, applicants, students, vendors, or the general public. 

k) Falsifying employment applications, resumes, time records, personnel documents, student 
documents, or any other records belonging or relating to USD 231, or intentionally giving 
false information to anyone who makes such records. 

l) Insubordination, including refusal to work on an assigned job, refusal to comply with 
instructions, refusal to comply with USD 231 policies, and refusal to work overtime. 

m) Instigating, encouraging, or participating in any illegal or unprotected work stoppages, 
slowdowns, or picketing. 

n) Inability to establish sound relationships with students, parents, legal guardians, 
supervisors, or other USD 231 employees, as determined by management. 

o) Unauthorized, willful, or careless waste, damage, removal, or destruction of USD 231 
materials, property, equipment, or supplies. 

p) Wasting time, loitering, or leaving your place of work without permission during working time. 

q) Conduct that reflects adversely on USD 231. 

r) Disclosing to any person, including television, radio, and print media representatives, any 
confidential information relating to USD 231 business, as defined in Board policy or law. 

s) Carelessness or neglect of job duties, which results in the loss, damage, or destruction of 
USD 231, employee, or student property. 

t) Performance that does not meet USD 231 requirements or expectations. 

u) Failure to comply with safety precautions, which are necessary for the welfare or interests 
of USD 231, its employees, or students. 

v) Failing to immediately report any accident, incident, work-related injury, fire or other 
emergency to your supervisor, and if appropriate, the proper authorities. 

 
The reporting process described in this policy does not apply in situations where other specific 
instructions are outlined, such as those in the Equal Employment Opportunity and Anti-Harassment 
policy. In such cases, all employees should follow the procedures provided in those policies. 



Gardner Edgerton School District 
Classified Employee Handbook 

20 

UNIFIED SCHOOL DISTRICT 231 GARDNER EDGERTON 

CLASSIFIED EMPLOYEE HANDBOOK 

 

 

 

5.3 Relations with Students 

All employees will maintain relationships with students which are conducive to an effective 
educational environment. Employees will not have ANY interaction of a romantic or sexual nature 
with any student at any time regardless of the student’s age, status, or consent. Violation of this 
policy will result in disciplinary action, up to and including termination, and reports to law 
enforcement, as appropriate. 

 
5.4 Attendance Standards 
Punctuality and regular attendance are essential to the proper operation of USD 231. Excessive 
employee absences or tardiness creates undesirable performance factors for all employees. Those 
found to be in violation of USD 231’s standards may be subject to disciplinary action, up to and 
including termination. Employees may also be required to make up time missed. 

 
Employees arriving late, leaving early, or not reporting to work for any reason (unless an 
unexpected medical or other emergency makes it impossible to do so), must inform the supervisor 
or the building administrator as soon as possible, but no later than one-hour prior to the scheduled 
start of your workday by making “direct contact” with him/her. Leaving voicemail messages or 
sending email is not considered a “direct contact.” Employees unable to reach their supervisor must 
leave a message and call back to speak directly to their supervisor or the building administrator. 
Failure to call in properly will be considered an unreported absence and may result in disciplinary 
action. 

 
For sick leave use of three or more consecutive scheduled workdays, the employee may be 
required to provide a written physician’s statement to the supervisor. However, the supervisor may 
request written documentation for an absence of any length. If an employee is absent from work for 
three or more consecutive scheduled workdays without properly contacting his/her supervisor, 
termination procedures will be implemented. Additionally, five or more absences or tardies during 
any quarter may also lead to disciplinary action. 

 
Finally, unless the employee is on an authorized leave of absence, the employee must maintain 
contact with the supervisor throughout any absence extending beyond one day, notifying him/her 
daily whether and when the employee will be returning to work. 

 
5.5 Dress & Personal Appearance 
Parents, patrons, and visitors gain a lasting impression of USD 231 not only from our actions, but 
also from our physical appearance. All employees are expected to adhere to generally accepted 
good grooming habits and to report to work properly dressed for assigned job duties. The guidelines 
set forth in this policy should be followed during all scheduled work shifts. 

 

Clothing should be clean; neat; properly tucked; of appropriate fit, coverage, and support; 
concealing all undergarments; consistent with safety standards; and contributing to the overall 
positive impression of USD 231. “Business casual” dress is permitted, unless otherwise specified; 
however, employees are still expected to present a neat appearance and are not permitted to wear 
ripped, disheveled, or suggestive clothing. 

 
Attire considered inappropriate for our environment includes, but is not limited to: shorts or skorts 
(unless permitted by a supervisor); skirts with hem shorter than arm’s length when arms are 
extended straight downward at the employee’s sides; T-shirts (not including USD 231 issued          
T-Shirts), tank tops, tube tops, or halter tops; bare midriff/cropped tops; strapless or spaghetti strap 
tops or dresses; lounge wear, sweat clothes or athletic wear; jewelry which interferes with 
professional appearance; clothing with degrading, political, or offensive slogans; caps, hats, or 
bandanas. Shoes must be worn at all times. Any employee, who, in the discretion of management, 
is not appropriately dressed for work, may be sent home to change. 
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Good grooming and personal hygiene habits must be maintained at all times. Employees with 
excessive or inappropriate tattoos will be required to have them covered. Piercings (other than 
earrings) should not be visible at any time. Hair should be clean, combed, and neatly trimmed and 
must not interfere with an employee’s vision or ability to perform work assignments. Sideburns, 
mustaches, and beards should be neatly trimmed. 

 
Any and all modifications to the aforementioned dress and personal appearance standards may only 
be made after obtaining administrative approval. 

Questions on this policy should be directed immediately to your supervisor or the Human 
Resources Department. 

 
5.6   Tobacco & Electronic Cigarette Use 
In accordance with Board Policy GAOC, 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. Further, all district exterior properties shall be visibly smoke-free in places students are 
likely to be present. The use of tobacco and/or electronic cigarettes in district outdoor athletic 
stadiums is also prohibited immediately before, during, and immediately after school-sponsored 
activities. 

 
Employees are free to smoke or use electronic cigarettes off USD 231 premises (non-smoking 
areas include within 10 feet of building entrances, open windows, or air intake areas; parking lots; 
and anywhere else on USD 231 property) during their non-working hours (i.e., before work, during 
lunch breaks, and after work). USD 231 does not condone “smoke breaks” during normal working 
hours and/or on USD 231 property. Employees who violate this policy and/or disarm any USD 231 
fire protection equipment will be subject to disciplinary action, up to and including termination. 

 
5.7 Substance Abuse 
USD 231 upholds the obligation to its employees, students, parents, and/or legal guardians and the 
general public, to reasonably ensure safety in our workplace, comply with federal and state health 
and safety laws and regulations, and prevent accidents. We also believe that, by following this policy, 
the safety, health, and productivity of employees will improve. 

 

The use, possession, sale, transfer, manufacture, purchase or being under the influence of illegal 
drugs, alcohol, or other intoxicants by employees at any time on USD 231 premises or while 
involved in any business relating to USD 231 is prohibited, except as provided below. Employees 
must not report for duty or be on USD 231 property while under the influence of, or in the 
possession of, any intoxicating liquor, marijuana, narcotic or other illegal or illegally obtained 
substance. 

 

Individuals who appear to be unfit for work or who are involved in an accident while on USD 231 
premises or otherwise in the course of employment with USD 231, may be subject to a fitness-for- 
duty examination and/or drug-testing at a designated medical facility. When necessary, USD 231 
may inspect and/or search all USD 231 property, as well as any employee’s personal property on 
USD 231 premises, for alcohol, controlled or illegal substances, or any other substances, which 
impair job performance. Refusal to submit to any such inspection or refusal to cooperate in any 
investigation may result in disciplinary action, up to and including termination. Any illegal or 
controlled substances discovered on USD 231 premises will be turned over to the appropriate law 
enforcement agency and may result in criminal prosecution. 

 

Prescription drugs are allowed to be used and possessed during work hours provided they are in 
the possession of and used only by the individual for whom they are prescribed, under the 
conditions prescribed by a treating physician, and they do not impair an employee’s performance or 
endanger the employee and/or other individuals in the workplace. Any infraction or violation of this 
policy may result in disciplinary action, up to and including termination. 
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If there is reasonable cause to believe that an employee has violated this policy, such employee 
shall be reported to appropriate law enforcement officers, as appropriate. Additionally, an employee 
who is determined to be in violation of this policy may be subject to the following sanctions: 

• Short-term suspension with or without pay; 

• Long-term suspension without pay; 

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

• Termination of employment. 

Prior to being subjected to such sanctions, an employee shall be afforded all due process rights to 
which he or she is entitled under Board of Education policy or any applicable employment contract. 
Nothing in this policy is intended to limit or restrict the right of USD 231 to take any other 
disciplinary action that is provided for by Board policies or an employment contract. 

 

Any employee, who is convicted of violating a criminal drug statue, when such violation occurred on 
USD 231 property or at a USD 231 sponsored function, must notify the Superintendent of the 
conviction in writing within five days after the conviction. Within 30 calendar days after written notice 
of the conviction is received; USD 231 shall take appropriate disciplinary action with respect to the 
employee. 

 
5.8 Workplace Violence 
USD 231 recognizes the unfortunate increase in workplace violence in our society and has a strong 
commitment to ensuring our workplace remains safe. 

 
To help employees understand and report behavior which could lead to violent incidents, we have 
included this list of prohibited conduct. This list of behaviors should not be considered all-inclusive, 
but merely a list of examples to be considered. These and other violent actions may result in 
disciplinary action, up to and including termination: 

a) Intentionally causing physical injury to another person. 

b) Making verbal, physical, or written (including e-mail and text messages) threats of 
violence/intimidation. 

c) Aggressive or hostile behavior. 

d) Intentionally damaging USD 231 property or property of another employee. 

e) Personal possession of a weapon (prohibited weapons include any form of weapon or 
explosive restricted under local, state, or federal law; this includes all firearms, knives, or 
other weapons except as provided in Board Policy KGD) in the employee’s vehicle, at a 
school attendance facility, on school property, at a school-supervised activity, or at a 
school-sponsored function. 

f) Committing acts motivated by or related to, sexual/racial/disability harassment, 
discrimination, or domestic violence. 

g) Retaliatory actions against an individual who reported a workplace violence incident. 

 
When necessary, USD 231 may inspect and/or search all USD 231 property, as well as any 
employee’s personal property on USD 231 premises. 

 
While USD 231 does not expect employees to be skilled at identifying potentially dangerous 
persons, employees are expected to exercise good judgment in recognizing behavior which could 
be a sign of a potentially dangerous situation. Such behavior includes but is not limited to the 
following: 

a) Discussing weapons. 

b) Displaying overt signs of extreme stress, resentment, hostility, or anger. 

c) Making threatening remarks. 

d) Exhibiting harassing and/or menacing behavior. 

e) Sudden or significant deterioration of performance. 
f) Displaying irrational or inappropriate behavior. 
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If you have any concerns about safety or have any knowledge of someone or something, which may 
cause a threat to you, your co-workers, USD 231 property, or USD 231 students, please report this 
information immediately to your supervisor and/or the Human Resources Department. 

 
5.9 Possession of a Weapon by an Employee 
Except as provided in Board Policy KGD, USD 231 prohibits any employee from being in 
possession of a weapon at a school attendance facility, on school property, at a school- supervised 
activity, or at a school-sponsored function. Any employee found to be in violation of this policy shall 
be subject to disciplinary action, which may include termination of employment. The Superintendent 
shall have discretionary authority to modify any disciplinary action on a case-by-case basis. 
1. As used in this policy, the term “weapon” means an instrument or object used, or which may be 

used, as a means, defense, or destruction, including, without limitation: 
a) Any object which will, or is designed to, or may readily be converted to expel a 

projectile by the action of an explosive or other means; 

b) The frame or receiver of any object described in the preceding example; 

c) Any firearm muffler or silencer; 

d) Any explosive, incendiary or gas (a) bomb, (b) grenade, (c) rocket, (d) missile, (e) 
mine, or similar device; 

e) Any bludgeon, sand club, metal knuckles, or throwing star; 

f) Any knife, commonly referred to as a switch-blade, which has a blade that opens 
automatically by hand pressure applied to a button, sparing, or other device in the 
handle of a knife, or any knife having a blade that opens or falls or is ejected into 
position by the force of gravity or by an outward, downward, or centrifugal thrust or 
movement; 

g) Any electronic device designed to discharge immobilizing levels of electricity, 
commonly known as a stun gun; and 

h) Any other object that is designed for or intended for use as a destructive or injurious 
device. 

 
2. As used in this policy, the phrase “possession of weapon” includes a weapon in an employee’s 

personal possession, as well as in an employee’s motor vehicle except as provided in Board 
policy KGD, desk, locker, backpack, or purse. Possession of mace or other similar chemical 
agents in quantity and/or concentration typically designed for individual personal defensive 
purposes shall not be considered as possession of a weapon. Possession of larger quantities 
and/or concentrations of mace or other similar chemical agents than is typically designed for 
individual personal defensive purposes will be considered as possession of a weapon. Usage 
of mace or other similar chemical agents will be considered as usage of a weapon if the usage if 
found to be for non-defensive purposes. Employees who are negligent in their possession of 
mace or other similar chemical agents will be subject to disciplinary action. 

 
3. The provisions of this policy do not apply if possession of the weapon is specifically authorized 

in writing by the Superintendent or designee. 

 
5.10 Political Advocacy by Employees 
All USD 231 employees shall enjoy the rights and privileges of any free citizen in matters of a 
political nature, except for these restrictions: 
1. Employees shall not use school time, school property, or school equipment for the purpose of 

furthering the interests of any political party, the campaign of any political candidate, or the 
advocacy of any political issue. 

 
2. No USD 231 employee shall use USD 231 students for the purpose of campaign solicitations or 

for the promotion, election, or defeat of any candidate for public office or for advocacy of any 
political issue. 
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SECTION 6: COMPENSATION 

6.1 Compensation 

USD 231 strives to provide compensation that is competitive for our community and profession.  

Compensation for each position is based on: 
a) Knowledge, experience, initiative, skill, education, training, dependability, cooperation, 

aptitude, ability, and overall performance; 
b) Variety and scope of responsibilities; 
c) Demands of the position. 

 
Wage increases are neither automatic nor periodic. A wage adjustment does not automatically follow a 
performance review. 

 
6.2 Pay Dates 
Unless otherwise designated by USD 231, non-exempt/classified employees will be compensated 
on a biweekly basis (every other Friday) for work performed during the previous time period. When 
a pay date occurs on a holiday, checks will generally be issued on the last workday preceding the 
holiday. Unless there are extenuating circumstances, all payments will be made via direct deposit, 
to an appropriate account designated by the employee. 

 
6.3 Direct Deposit 
USD 231 maintains a direct deposit program for its employees. Using the direct deposit option will 
enable employees to have their paychecks deposited directly into their personal checking and/or 
savings account by the morning of payday. To participate in the program, employees must fill out a 
Direct Deposit Authorization form and submit the form along with a voided personal check from their 
account(s) to the Payroll and Benefits Clerk. Any employee who would like to participate in the 
program may contact the Human Resources Department or the Business and Finance Department 
for more information. 

 
6.4 Payroll Deductions 
When an employee begins employment with USD 231, they must complete a W-4 tax form 
declaring any dependents. It is the employee’s responsibility to determine the appropriate number 
of deductions. 

 
Various payroll deductions are made each payday to comply with federal and state laws pertaining to 
taxes and insurance. Deductions will be made for the following: 

a) Federal and State Income Tax Withholding; 

b) Social Security (FICA) / Medicare; 

c) Other items designated by the district or for the benefit of the employee, or required or 
authorized by state law. 

USD 231 will perform the required legal deductions based on information provided. At the end of 
each calendar year, the employee will be supplied with a Wage and Tax Statement (W-2) Form. This 
statement summarizes the income and deductions for the year. Questions regarding these 
deductions need to be addressed to the Payroll and Benefits Clerk. 

 
Improper pay deductions (such as those based on variations in the quality and quantity of work) from 
the salaries of exempt employees are prohibited. Any employee who feels an improper salary 
deduction has been made should alert the Payroll and Benefits Clerk immediately. The issue will be 
investigated and corrected if appropriate. Additionally, a good faith effort will be made to assure it 
does not occur again. 
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6.5 Overtime Pay 
USD 231’s overtime pay policy conforms to the applicable provisions of the Fair Labor Standards Act 
and Kansas law. 

 
The overtime pay policy includes the following principal elements: 

a) Non-exempt employees will be paid straight time for all actual hours worked up to and 
including 40 hours in one workweek. 

b) Non-exempt employees will be paid time-and-one-half their regular rate of pay for actual 
hours worked in excess of 40 hours in one workweek. For purposes of computing overtime, 
the workweek begins at 12:00 a.m. on Sunday and ends at 11:59 p.m. on Saturday. 

c) Only regular hours worked will be used to calculate overtime pay. Paid time off for sick 
leave, holidays, vacation, personal days, jury duty, inclement weather days (“snow days”) 
and bereavement will not be considered “hours worked.” 

d) Employees may be required to work overtime when necessary. Overtime worked by non- 
exempt employees must be authorized in advance by your supervisor. Overtime is never at 
the employee’s sole discretion. Failure to receive approval for overtime in advance may 
result in disciplinary action, up to and including termination. 

e) Under rare circumstances and with prior approval from a district level administrator, 
employees may be paid at their individual overtime rate for non-overtime hours worked. A 
higher rate can be adjusted based on the approval of the employee’s immediate supervisor. 

f) Exempt employees are not eligible for overtime pay or any compensation or bonuses 
based on hours worked. 

 

If overtime is required, employees are expected to work it. Overtime should only be assigned to non- 
exempt employees in those situations where the supervisor in charge is convinced the work is 
essential to meet established schedules or deadlines. Advance notice will be given to employees 
whenever possible; however, employees should be aware emergencies occasionally arise which do 
not permit advance notification. In an emergency situation, the supervisor in charge will make every 
effort, as soon as possible, to notify those employees who are scheduled for overtime work. 

 
6.6 Administering Wage Assignments & Garnishments 
It is expected employees will meet their financial obligations without involving USD 231. However, 
when necessary, USD 231 will, in accordance with the law, administer wage assignments and 
garnishments and process them in the legally prescribed manner, which involves withholding the 
required amount from each paycheck until the debt is paid or a release is received and obligation 
ceases. 

 
Due to the additional work and expense incurred by USD 231 in complying with these proceedings, 
USD 231 may assess up to the legally prescribed fee for processing each wage assignment and/or 
garnishment order. 

 
Maintenance, alimony, and child support orders are not considered assignments or garnishments 
for the purposes of this policy. However, legally prescribed fees for processing these types of 
orders may also be assessed as described above. 

 
6.7 Expense Reimbursement 
USD 231 will reimburse non-exempt/classified employees for reasonable and necessary expenses 
incurred in the course of USD 231 business. However, all potential business expenses must be pre- 
approved by the employee’s immediate supervisor. Reasonable expenses incurred by employees in 
the performance of their duties generally include transportation, travel expenses, and business 
meals. 
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All business expense reimbursement forms must be approved in writing by your supervisor and the 
building administrator. Employees with reimbursable expenses must submit approved 
reimbursement forms, along with itemized and dated receipts, to Accounts Payable prior to the end 
of the month in which the expenses were incurred. Only the Superintendent or the Superintendent’s 
designee can authorize exceptions to this policy. Business Expense and Reimbursement Forms 
may be obtained from your supervisor or the Business and Finance Department at 
www.usd231.com. 

 
USD 231 strives to distribute reimbursement checks in a timely manner after submission of an 
approved expense report. Expense policies are set in accordance with applicable law, and, 
accordingly, expense reimbursements are not considered compensation in any way. 

 
SECTION 7: EMPLOYEE BENEFITS & SERVICES 

7.1 Employee Benefits & Services 

USD 231 provides employees with a wide variety of employee benefits programs. As an employee 
of USD 231, employees may choose to participate in benefits programs designed to help meet 
personal and professional goals. Extensive insurance, retirement, and holiday packages are 
standard and a unique Flexible Benefits System also allows an employee to refine his/her own 
personal coverage. 
The descriptions in this Handbook are only brief summaries for your general information. Contact 
the Human Resources Department or the Business and Finance Department for more information 
regarding benefits. 

 
Please remember that USD 231’s benefit plans are defined in legal documents, such as insurance 
contracts and official benefit plan documents. The nature and extent of the group benefits are 
therefore expressly dictated by those documents, which are available for your inspection by request 
to the Human Resources Department or the Business and Finance Department. Each employee 
should read the official benefit plan documents for all relevant terms, conditions, eligibility 
requirements rights, and benefits. The official benefit plan documents solely determine your rights 
and responsibilities, and nothing in this Handbook can be construed to alter or amend those 
documents or the rights stated and defined therein. 

As a general rule, employees scheduled to work 20 hours or more per week are eligible to enroll in 
most of the USD 231’s benefits and insurance plans. Additionally, USD 231 pays for the single base 
health insurance plan and single base dental insurance plan for all full-time classified employees. A 
single health insurance benefit is also provided to regular employees working 30 or more hours per 
week. Upon an employee’s date of hire, benefits and insurance coverage typically becomes 
effective the first day of the month following 30 days of employment. Upon an employee’s 
conclusion of employment with USD 231, benefits and insurance coverage typically end the month 
that coincides with the last physical day worked. 

 
The existence of these employee benefits and plan documents, in and of themselves, does not 
signify that you will be employed for the requisite time necessary to qualify for these benefits and 
plans, as your employment is “at-will.” USD 231 may change, modify, or discontinue these benefits 
and contribution amounts at any time, as permitted by law. 

 
7.2 Group Insurance & Employee Benefits 
USD 231 currently provides Medical and Dental Insurance Benefits to eligible full-time employees. 
Additionally, USD 231 also makes available, on a voluntary basis, Vision, Life, Short-Term 
Disability, Accident, Cancer insurance programs, and Flex Spending Accounts (medical and 
dependent care) for eligible full-time and part-time employees. 

http://www.usd231.com/


Gardner Edgerton School District 
Classified Employee Handbook 

27 

UNIFIED SCHOOL DISTRICT 231 GARDNER EDGERTON 

CLASSIFIED EMPLOYEE HANDBOOK 

 

 

 

 

When determining eligibility requirements for Group Insurance and Employee Benefits, please refer 
to the Definitions of Employment Status in Section 4.1 of this Handbook: 

 
Employees are eligible for group insurance and employee benefits on the first day of the month 
following their date of employment. Additional eligibility information and other plan details can be 
found in the plan documents. USD 231 reserves the right to modify or discontinue these benefits at 
any time. 

 
During the orientation process, employees will receive plan booklets detailing all group insurance 
benefits. Employees should complete the new employee benefit sign-up process through the 
district’s third party administrator to ensure that coverage begins as soon as employees become 
eligible. If an employee decides not to join USD 231 offered programs, the waiver must also be 
returned in a timely manner. 

 
7.3 Voluntary Retirement Plans 
USD 231 offers, on a voluntary basis, 403(b), 457, Roth, and IRA plans. These are deferred 
income plans, which can be used to supplement employee’s retirement income under social 
security. Eligible employees may also contribute up to the maximum allowable amount under the 
Internal Revenue Service guidelines for 403(b) deferred income plans. An important advantage of 
this element of the plan is earnings derived from the employee’s contributions are not taxed as 
income as is the case of regular dividends, interest, etc. An employee will not have to pay any 
income tax on the earnings of the plan until the funds are withdrawn. 

 
A complete description of USD 231’s deferred income plan is available in the Payroll and Benefit 
Clerk’s office. A summary of the plan is distributed to employees upon meeting eligibility 
requirements for participation in the plan. 

 
7.4 Kansas Public Employee Retirement System (KPERS) 
The Kansas Public Employees Retirement System (KPERS) is an umbrella organization, which 
provides defined-benefit retirement plans for state and local public employees. During the course of 
employment and throughout a career, employees contribute a portion of their salary to the KPERS. 
In addition, the State of Kansas also contributes to KPERS on behalf of the employee. KPERS then 
invest these funds and upon retirement, KPERS pays the retiree a guaranteed monthly benefit. 

 
As an active member of KPERS, employees also have basic life insurance and long-term disability 
benefits. Employees can also purchase optional life insurance through KPERS. 

 
Kansas law requires all employees in covered positions with participating employers must become 
members. The requirements for school employees are based on 630 hours worked per year or 3.5 
hours worked per day for 180 days. USD 231 employees become members on their first day of 
employment in a KPERS-covered position. 

 
Contributions are made on a pre-tax basis and deferred from federal income taxes until employees 
either withdraw or retire. Employees do need to add the contributions back into their gross income 
for state income tax purposes when filing their Kansas state income taxes each year. 

 
For further information – visit www.kpers.org 

http://www.kpers.org/


Gardner Edgerton School District 
Classified Employee Handbook 

28 

UNIFIED SCHOOL DISTRICT 231 GARDNER EDGERTON 

CLASSIFIED EMPLOYEE HANDBOOK 

 

 

 

 
7.5 HIPAA Privacy 
USD 231 acknowledges participants’ privacy rights as specified in the Privacy Rule of the 
Administrative Simplification provisions of the Health Insurance Portability and Accountability Act 
(HIPAA), and has implemented policies and procedures to ensure these privacy rights are 
protected. 

 
In conducting the operations of the USD 231 Health Plan, USD 231 will manage Protected Health 
Information (“PHI”) in a manner which prevents unnecessary or inadvertent access to, use of or 
disclosure of PHI. 

 
Participants in the USD 231 Health Plan have the right to review their PHI, as well as request 
restrictions on how and to whom their PHI is communicated. Any violation of this policy should be 
reported to the Human Resources Department Director, who is designated as USD 231 HIPAA 
Privacy Officer. USD 231 will not discriminate or retaliate against any participant for making such a 
request or reporting a violation of this policy. Complete information regarding the USD 231’s HIPAA 
Privacy Policy and Procedures may be found posted in building/facility break areas or may be 
obtained from the Human Resources Department. Any violation of this policy may result in 
disciplinary action, up to and including termination. 

 
7.6 Consolidated Omnibus Budget Reconciliation Act (COBRA) 
According to Kansas law, most employers sponsoring group health plans offer employees and their 
families the opportunity to obtain a temporary extension of health coverage, called COBRA, at 
group rates, in certain circumstances when coverage under the group health plan would otherwise 
end. 

 
If an employee is covered by the USD 231’s group health plan, they have the right to choose 
COBRA if they lose the group health coverage because of a qualifying event, such as termination of 
your employment. Certain family members also have rights to COBRA if you lose group health 
coverage. 

 
Questions regarding COBRA should be addressed to the Payroll and Benefits Clerk, and 
necessary information and forms to continue coverage will be provided. More detailed information 
is provided to all employees upon the occurrence of a qualifying event. 

 
7.7 Vacation Time 
Full-Time Employees: USD 231’s vacation plan is designed to provide the employee with the 
opportunity to rest and get away from the everyday routine. For these reasons, USD 231 believes it 
is important to take vacation when it is earned, and encourages its employees to do so. Regular 
full-time employees will earn vacation time based on the number of years of continuous 
employment with USD 231. Please refer to Section 4.1, Definitions of Employment Status, of this 
Handbook for the definition of full-time employees. 

 
Eligible full-time employees begin accruing vacation immediately, and can use accrued vacation 
hours after completing 15 days of continuous employment. “Continuous employment” is defined as 
an unbroken period of time during which an individual is considered to be an employee. Only at 
management’s discretion, and as permitted by law, employees may be granted vacation pay in 
advance or unpaid time off when no vacation time is available. 
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Vacation time is provided as follows (and will be further pro-rated based on an employee’s actual 
hours worked per day): 

Years of Service Days Per Year Monthly Accrual Rate 

0 thru 9 years 10 days 6.67 hours 

10 thru 20 years 15 days 10.00 hours 

21 thru 25 years 16 days 10.67 hours 

26 + years 17 days 11.33 hours 

 
Vacation requests must be submitted to and approved by your supervisor at least two weeks in 
advance of the proposed vacation. Approval for all vacation requests is at the discretion of your 
supervisor, based on the business needs of USD 231. To satisfy your preferences, as well as to 
meet the staffing needs of USD 231, request your vacation plans well in advance. Requests will be 
granted on a first come, first serve basis, subject to factors such as staffing requirements, work flow 
and USD 231 needs. During August, no more than one (1) week of vacation may be taken. 

 
Vacation must be used in the year in which it is earned, and it does not carry over. In the event that 
accrued vacation is not used by June 30, employees will forfeit the unused time. 

 
If an employee leaves USD 231, the employee will be paid for any unused earned vacation from the 
year in which they separate, computed at the rate of pay earned upon separation. If a holiday falls 
within an approved vacation period, it will not count against the vacation allotment. 

 
Part-Time Employees: Part-time employees hired after July 1, 2018 are not eligible for paid 
vacation days. Please refer to Section 4.1, Definitions of Employment Status, of this Handbook for 
the definition of part-time employees. 

 
7.8 Holidays 
The following paid holidays are generally observed by USD 231: 

Winter Break (varies by calendar)  Memorial Day Juneteenth* 
Independence Day (5) *  Labor Day Thanksgiving (3) 
New Year’s Day (2) (* denotes 12 month employees only) 

 

Full-time, year round, employees are immediately eligible for paid holidays each calendar year. 
When a recognized holiday falls on a Saturday or Sunday, USD 231 may designate an alternative 
date upon which the holiday will be observed. Additionally, USD 231 may designate additional 
holidays and/or days when the school closes early, as well as modify the holiday schedule as 
deemed appropriate. A list of the holidays for the year will be published and distributed at the 
beginning of each year, refer to individual calendars for exact dates. 

 

USD 231 reserves the right to schedule employees to work on any holiday to meet USD 231 and 
student needs. An employee who is required to work a holiday will receive holiday pay in addition to 
regular pay for the hours worked on the holiday. Paid holidays will not be counted as a day worked 
in calculating overtime for the week. Holiday pay for eligible full-time employees will be calculated 
based on the employee’s straight time pay rate (as of the date of the holiday) multiplied by the 
number of hours the employee would otherwise have worked on that day. The number of hours per 
day will not exceed eight hours. 

 

Paid holidays which fall during an employee’s scheduled vacation will not be counted against 
his/her vacation allotment. Employees must work the day before and the day after the holiday in 
order to be paid for the holiday, unless the holiday is taken as part of a scheduled vacation or 
otherwise approved in advance by your supervisor. 

 
Part-Time Employees: Part-time employees will be granted one day of holiday pay - paid mid 
school year at discretion of USD 231. 
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7.9 Statutory Benefits Social Security/Medicare 
The Federal Insurance Contributions Act (FICA) directs USD 231 and employees to withhold and 
contribute 7.65 percent of the employees’ wages to Social Security (6.2 percent for Social Security 
and 1.45 percent for Medicare). These funds provide retirement and long-term disability benefits. 
The employees’ share of these taxes is deducted from the employees’ paycheck and is sent with 
the USD 231's portion to the appropriate government agency. 

 
Workers' Compensation 

All employees of USD 231 shall be covered by workers’ compensation. Workers’ compensation 
coverage is provided for all employees regardless of assignment, length of assignment, and/or 
hours worked per day. Benefits are for personal injury from accident or industrial diseases arising 
out of and in the course of employment with USD 231. 

 
Workers' compensation benefits are intended to compensate workers who have experienced job 
related injuries or illnesses. If you are injured on the job, no matter how minor the injury, or become 
ill with a job-related illness, you should notify your supervisor immediately. Failure to immediately 
report an injury or job related illness occurring while on the job, in accordance with this policy, is 
considered a violation of USD 231’s safety policy and may result in disciplinary action. The amount 
and length of workers’ compensation benefits is established by state law. 

 
The workers’ compensation plan will provide coverage for medical expenses and wages to the 
extent required by statute to those employees who qualify; however, the amount of workers’ 
compensation benefits and sick leave benefits shall not exceed a regular daily rate of pay. An 
employee using sick leave, or other available leave, in combination with workers’ compensation will 
be charged for one full or partial day of sick leave, as provided for in the sick leave policy for each 
day of absence until the employee’s sick leave is exhausted. 

 
The USD 231 Board of Education shall have the right to choose a Designated Health Care Provider 
to provide medical assistance to any employee who suffers an injury while performing his/her job. 

 
Any employee who is off work and drawing workers’ compensation shall be required to provide 
his/her immediate supervisor with a written physician’s release from the Designated Health Care 
Provider before the employee is allowed to return to work. In addition, should the employee be 
released to return to work by the Designated Health Care Provider 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. 

 
 

SECTION 8: EMPLOYEE LEAVE OF ABSENCE 

8.1 Sick Leave & Personal Days 

All classified/non-exempt employees scheduled to work a minimum of 630 hours per year, are 
eligible for sick leave. Classified employees in the temporary or seasonal and other part-time 
categories are not eligible for sick leave benefits. These days are to be used for employee’s illness 
or injury, or that of a child, parent or spouse of the employee. Sick leave may be used in 
increments of one-half hour and cannot be used as vacation days or to extend a vacation. 

 
Prior notice of the absence should be given to your supervisor whenever possible (unless an 
unexpected medical or other emergency makes it impossible to do so). If prior notice is not 
possible, you are required to call in to your supervisor as soon as possible before your scheduled 
work time. Failure to call in properly will be considered an unreported absence and may result in 
disciplinary action. Please refer to Attendance Standards Section 5.4 of this Handbook for more 
information. You are required to keep your supervisor informed of your status and projected return 
date on a daily basis. Medical certification may be required for any absence due to illness or injury. 
USD 231 may require a return to work release from a physician for any illness or injury lasting more 
than three days, prior to allowing an employee to return to work. 
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Whenever a sick day is taken, the absence must be recorded on the employee’s timesheet or time 
keeping system upon return to work. Sick leave benefits will be calculated based on the employee’s 
base pay rate at the time of absence and will not include any special forms of compensation, such 
as overtime. 

 
Eligible employees will accrue sick leave benefits monthly based on the number of hours worked 
daily. Unused sick leave benefits will be allowed to accumulate indefinitely. 

 
Unused sick leave benefits will be paid at the time of resignation under the following conditions: 

a) The employee must have worked for USD 231 for at least 15 years. 

b) The employee must have accumulated a minimum of 50 days of unused sick leave. 

 
The rate of pay is $50.00 per day up to a maximum of 60 days, based on daily hours worked per 
work agreement. 

 
 

Personal Days 
Classified/non-exempt employees eligible for sick leave benefits may be granted four personal days 
per year to be deducted from sick leave. Personal days may not be accumulated. Personal leave 
requests must be submitted in half or whole days, must be approved by the employee’s supervisor 
in advance of the absence, and shall not be used to extend vacation or holidays. 

 
 

8.2 Family and Medical Leave (FML) 
Employees who have worked for USD 231 for at least 12 months and at least 1,250 hours during the 
prior 12 months may be eligible to take up to 12 weeks of unpaid leave within a rolling 12-month 
period for the following reasons: 

a) Birth and/or care of a newborn child of the employee. 

b) Placement of a child into the employee's family by adoption or by a foster care 
arrangement. 

c) To care for the employee's spouse, child or parent who has a serious health condition. 
d) A serious health condition that renders the employee unable to perform one of the 

essential functions of his/her position. 
 

The amount of leave available to an eligible employee at any given time will be calculated by 
looking backward at the amount of leave taken within the 12-month period immediately preceding 
the requested leave. 

 
Accrued vacation or other available paid leave options such as sick or personal leave must be 
applied concurrently with FML leave. FML leave is unpaid. 

 
In the case of unpaid leave for the birth or placement of a child, intermittent leave, or working a 
reduced number of hours is not permitted without a prior approval from the Superintendent. If USD 
231 employs both spouses, the combined leave will not exceed 12 weeks. 

 
In the case of unpaid leave for serious health conditions, the leave may be taken intermittently or 
on a reduced hour’s basis only if such leave is medically necessary. If intermittent or reduced hours 
leave is required, USD 231 may, in its sole discretion, temporarily transfer the employee to another 
job with equivalent pay and benefits that better accommodates that type of leave. 
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During the employee’s FML, USD 231 will continue to provide health insurance coverage under the 
same conditions as its employees who are not on FML. If the employee is eligible for paid time off, 
his/her portion of the insurance premium will be deducted from his/her paycheck in the usual 
manner. If the employee is on an unpaid FML, he/she will remain responsible for paying his/her 
portion of the insurance premium by the first day of the month in which it is due. Payments may also 
be made prior to the leave. Failure to pay premiums in a timely manner may result in a lapse of 
coverage. 

 
The employee must make arrangements to pay all other benefits during a period of unpaid leave.   
If the employee does not make such payments, he/she will nevertheless be restored to the health 
insurance plan with no break in service upon return from leave; however, he/she must repay      
USD 231 for any additional expense incurred by USD 231 for reinstating his/her coverage. If the 
employee does not return to USD 231 following an unpaid leave period, he/she may be required to 
repay any insurance premiums paid by USD 231 during the leave, unless he/she does not return 
because of the presence of a serious health condition that prevents the employee from performing 
his/her job or circumstances beyond the control of the employee. If you have any questions about 
the application of this policy to your particular situation, contact the Human Resources Department. 

 
During a FML absence, the employee will not accrue employment benefits, such as vacation and sick 
days, etc. Employment benefits accrued by the employee up to the day on which the FML absence 
begins will not be lost. Also during the leave, the employee will not receive pay for holidays. 

 
Employees who return to work from a FML absence before or on the business day following the 
expiration of the 12 weeks are entitled to return to their job or an equivalent position without loss of 
benefits or pay. An employee who fails to return to work immediately following expiration of the 
authorized leave period may be considered to have voluntarily resigned. All leave taken under this 
policy, and leave for any other reason which could qualify under FML, will be designated by USD 
231 as and counted towards the employee’s FML allotment. 

 
The Superintendent or his/her designee may require an instructional employee to continue leave 
until the end of the semester if the leave begins more than five weeks before the end of a semester, 
lasts more than three weeks and the return would occur during the last three weeks of the 
semester. 

 
If the leave is for a reason other than the employee’s serious health conditions, the Superintendent 
may require an instructional employee to continue leave until the end of a semester, if; 

a) The leave begins in the last five weeks of a semester, will last more than two weeks and the 
return to work would occur in the last two weeks of a semester; or 

b) The leave begins in the last three weeks of a semester, and lasts more than five days. 

 

Applications for an FML absence must be submitted in writing to the Human Resources 
Department or the Business and Finance Department. Applications should be submitted at least 30 
days before the leave is to commence, or as soon as possible if 30 days’ notice is not possible. 
Appropriate forms must be submitted to initiate FML and to return the employee to active status. In 
addition to the leave of absence request form, you may be required to have a medical certification 
form completed, which will need to be signed by you or your family member’s health care provider. 
These forms are available from the Human Resources Department. Failure to submit the form or 
submission of an incomplete medical certification form may be grounds for delay or denial of leave. 
Misrepresentation of facts concerning the need for a leave of absence may result in disciplinary 
action, up to and including termination. 
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8.3 National Defense Authorization Act 
On January 28, 2008, President Bush signed a law (National Defense Authorization Act for FY 
2008, Public Law 110-181) that, in part, broadens the benefits available under the Family Medical 
Leave Act (FML) specifically for employees who have family members called or ordered to active 
military service. 

 
The new FML amendment provides up to 12 weeks of leave in a 12-month period for an employee 
whose spouse, parent, or child is serving in the Armed Forces, including a member of the National 
Guard or Reserves, and is called to active duty for exigencies deriving from the military leave. 

 
The employee is required to give as much notice of the exigency leave to the employer as is 
reasonable and practicable. 

 
The new FML amendment also offers up to 26 weeks of leave to care for a service member who is: 

a) Injured in the line of duty, and undergoing medical treatment recuperation or therapy as an 
outpatient; or 

b) Otherwise on the temporary disability retired list for a serious injury or illness. 

 
The maximum leave required to be made available in a 12-month period is 26 weeks. This 26- 
week period may be comprised of traditional family leave, service-related exigency leave, and 
service-related caregiver leave. 

 
Both the exigency leave and caregiver leave are subject to all of the other terms and conditions of 
the FML, including the guaranteed return to same or equivalent position, the continuation of health 
benefits, and the ability to use available paid time off, as well as the right to take leave on an 
intermittent or reduced schedule. 

 
8.4 Extended Leave of Absence (ELA) 
An Extended Leave of Absence (ELA) of up to 12 months may be granted at USD 231’s discretion to 
eligible full-time employees; part-time employees who have completed one year of continuous 
employment, and in instances where circumstances require an absence not covered under the 
vacation, sick, Family and Medical Leave, Jury Duty, Military Leave, or other leave policies. 
Occupational injuries not otherwise covered under the preceding policies would be covered by the 
ELA policy. 

 
In order for an employee to take such leave without pay, the employee must have no remaining paid 
leave options available. Accrued sick leave and vacation time must be utilized before unpaid leave 
will be granted. For approved ELA as described here, insurance benefits may also be continued if 
employees continue to pay their portion of the premiums during the absence. No other employee 
benefits, such as vacation, accrue while an employee is on ELA. 

 
A written request for an Extended Leave of Absence must be completed and submitted to the 
Human Resources Department as early as possible. Only a Superintendent or the Superintendent’s 
designee may approve ELA requests in conjunction with the Human Resources Department. Due to 
the nature and size of USD 231, reinstatement to any position at the end of any extended leave of 
absence is subject to the availability of position openings, and, as such, is not guaranteed, except as 
required by law. 
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8.5 Return to Work Medical Leave of Absence 
If an employee is on medical leave of absence lasting three or more consecutive days, they must 
return to work upon release by a physician or a USD 231 appointed physician. USD 231 requires 
such a release before reinstatement to your position. USD 231 requires a work release for any 
illness or injury in length of three days or more prior to allowing an employee to return to work. 
Please contact the Human Resources Department with questions or to provide return-to-work 
information. 

 
Due to business needs, USD 231 cannot guarantee any employee’s position upon return from any 
non- FML leave of absence, except as required by law. If an employee fails to report to work the first 
day after the leave expires, he/she will be considered to have voluntarily resigned his/her 
employment with USD 231. 

 
 Workers’ Compensation Related Absence 

USD 231 provides workers' compensation benefits to its employees in accordance with state law. 
This coverage includes a modified duty program designed to encourage employees, who have 
been released to perform work with limitations to return to work. 

 
As such, in order to effectively return an employee to the workplace, USD 231 will make  
reasonable efforts to place the returning employee into a meaningful assignment, which he/she can 
perform while on modified duty on a temporary basis. USD 231 cannot guarantee placement and is 
under no obligation to offer, create, or encumber any specific position for purposes of offering 
placement. All final decisions regarding placement shall be made by the Human Resources 
Department Director. 

 
This policy is not intended to limit benefits available to employees who are eligible for reasonable 
accommodation under the Americans with Disabilities Act (ADA) or leave benefits under the Family 
and Medical Leave Act (FML). Inquiries about eligibility under the ADA or FML should be directed 
to the Human Resource Department. 

 
This policy only applies to permanent employees of USD 231 who are on leave as a result of work 
related injuries or illnesses and who are receiving worker's compensation benefits. In the event an 
employee refuses an accommodation or reassignment of duties (outside the employee's FML 
benefit eligibility period) which are within the employee's restrictions and ability to perform, USD 
231 is not obligated to provide alternatives. In such a case, USD 231 will notify the State Office of 
Risk Management which may ultimately result in termination of the employee's workers' 
compensation benefits. 

 
In order for work to be considered suitable modified employment, the following conditions must be 
met: 

a) The employee must meet the required qualifications for the modified job assignment which 
the employee will be required to perform; 

b) The work must be a meaningful and productive part of the department's/building’s 
operations; 

c) The work must conform to the medical restrictions set by the medical care provider; and 

d) The modified job assignment and/or modified work schedule cannot exceed six months. 

 
When determining if proposed modified work is suitable, the Human Resources Department will 
consult with the injured employee, the departmental or building administrator and the medical 
health care provider. Other individuals may participate on the team as determined by the team. 
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The evaluation will be based on, but not limited to, a list of essential duties (based on the job 
description for which the employee was hired) along with the completed job analysis form for 
completion by the employee's physician. The return-to-work team shall identify job functions and 
physical requirements that can be considered "transitional" duties in the work environment. Every 
effort will be made to place the employee in his/her original work unit. However, if this is not 
possible, the team may recommend an alternative work assignment as long as the conditions for 
return to work outlined above are met. The appropriate administrator of the work unit in which the 
"transitional" duty assignment is identified must approve the proposed placement prior to further 
action being taken. 

 
Upon return to work, the return-to-work team will review the "transitional" assignment every 30 days 

to determine if the employee is still in transition based on the physician's recommendation. An 
employee who refuses to return to "transitional" duty for which he/she was medically cleared will be 
reported to the Office of Risk Management for appropriate action. Civil Service rules shall govern 
personnel actions for classified employees accepting "transitional" duty assignments. 

 
 

8.6 Leave for Domestic Violence or Sexual Assault 

USD 231 will provide up to eight days per calendar year of unpaid time off to an employee who was 
a victim of domestic violence or a victim of sexual assault. An employee must give reasonable 
advance notice to USD 231, unless impracticable or an emergency prevents the employee from 
doing so. 

Any USD 231 employee who needs to take time off as a result of domestic violence or sexual 
assault for any of the following may do so: 

a) Obtain or attempt to obtain any relief, including, but not limited to, a temporary restraining 
order, restraining order, or other injunctive relief to help ensure the health, safety, or 
welfare of the victim or the victim’s child or children. 

b) Seek medical attention for injuries caused by domestic violence or sexual assault. 

c) Obtain services from a domestic violence shelter, domestic violence program or rape crisis 
center as a result of domestic violence or sexual assault. 

d) Make court appearances resulting from domestic violence or sexual assault. 
 

USD 231 requires verification of the need for leave under this policy within 48 hours after returning 
from the requested time off. Reasons for such leave will be kept confidential to the extent possible, 
or as required by law. While this leave is an unpaid leave, the employee may substitute earned 
vacation. USD 231 will ensure the employee is not terminated from any group health plan benefits 
during the leave period. The employee will be required to make arrangements to pay their own 
portion of the premium if no paid leave time is available. Retaliation against any employee who 
takes or plans to take leave for domestic violence or sexual assault is prohibited. 

 
8.7 Jury or Witness Duty 
If an employee is called for jury or witness duty on a day scheduled to work, the employee must 
submit a request in writing to the supervisor promptly after receiving notification to appear, and 
present the subpoena or jury summons. The employee should also notify the supervisor of the 
selection to serve on a jury as soon as possible. In addition, proof of service must be submitted to 
your supervisor when the period of jury or witness duty is completed. If the employee is released 
from jury duty at or before noon, they are expected to report to work for the remainder of the day. 

 
Employees will be paid their regular salary while serving on jury duty. The employee may keep the 
money paid for mileage and expenses. All benefits and accruals will remain in effect throughout an 
employee’s required jury service. 

 
If employees require any other time off to appear in Court for personal matters, such as for 
personal lawsuits, traffic violations, arrests and non-work-related accidents, they will not be paid for 
that time away from work. Employees must use available vacation leave or personal days for those 
situations, with appropriate authorization from their supervisor. 
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8.8 Military Leave 

A classified employee serving in the armed forces shall be granted up to three paid military duty 
leave days for the following services: 

1. Active duty 

2. Active duty for training 

3. Initial active duty for training 

4. Inactive duty for training 

5. Full-time National Guard duty 

6. Absence from work for an examination to determine a person's fitness for duty 

Such leave shall be granted without loss of sick leave days and without a deduction in salary. For 
any additional days, the employee may choose to access his/her sick leave. Military duty leave is 
not cumulative. A request for leave must be made through the established time keeping system 
made available to employees. Military duty leave days may be used in half or whole day increments. 
Under special circumstances, more than three paid military duty days may be granted by the 
superintendent or designee. The military duty leave granted shall be in addition to any rights 
afforded to professional employees through GARID Military Leave in USD 231 Board Policy. 

 
Employees should notify their supervisor and the Human Resources Department in advance of any 
expected military leave of absence, unless military necessity prevents such notice or it is otherwise 
impossible or unreasonable for the employee to provide advance notice. Employees may use any 
accumulated vacation time in lieu of unpaid leave. 

 
As required by the Uniformed Services Employment and Reemployment Rights Act (“USERRA”) 
and applicable state laws, USD 231 will provide the employee and his/her covered dependents with 
an opportunity to continue health insurance benefits based on the length of the employee’s leave and 
subject to the terms, conditions and limitations of the applicable plans for which the employee is 
otherwise eligible. Vacation time does not accrue during the leave and will only resume upon the 
employee’s return to active employment with USD 231. The employee’s time off from work for 
uniformed service will not count toward his/her absenteeism record. 

 
Upon the employee's return from a military leave, reinstatement/reemployment will be provided in 
accordance with USERRA. USD 231, at its discretion, may make adjustments and exceptions to 
this policy, as circumstances require and as permitted by law. USD 231 may require the employee 
to provide documentation of the length and character of his/her uniformed service upon the 
employee’s reinstatement, if the service exceeds 30 days. USD 231 supports the men and women 
of our Armed Forces and prohibits discrimination against any employee because of uniformed 
service. 

 
8.9 Bereavement 

USD 231 understands employees may need time away from work because of a death in the family. 
The employee shall be granted a maximum of three days per school year for the death of an 
immediate family member, or extended family member. Such leave shall be granted without loss of 
sick or personal leave days and without a deduction in salary. Any additional days required shall be 
charged to sick leave. Bereavement leave is not cumulative. 

 
Immediate family is to mean any number of persons, related by blood, marriage, or legal adoption 
and currently living together and may include the employee’s spouse, dependent children, parents, 
siblings, grandparents and grandchildren. Extended family is to mean any number of persons, 
extending beyond a common household and related by blood, marriage, or legal adoption. 
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In addition to the immediate family, the extended family may include: a domestic partner, the 
classified employee's aunt, uncle, niece or nephew, as well as classified employee's spouse's 
dependent children, siblings, parents, grandparents and grandchildren. For bereavement leave for 
other family or friends, employees must utilize accrued vacation. This  leave  applies  to  
employees who have completed at least 90 days of continuous employment. 

 
For any leave requested, it is important to notify your supervisor as soon as possible. Duration of 
the leave will be determined individually based upon a discussion between the employee and 
supervisor. Documentation of the circumstances for bereavement leave may be required. Under 
special circumstances, the Superintendent or designee may grant additional bereavement days. 

 
SECTION 9: WORK ENVIRONMENT & CONDITIONS 

9.1 Fires & Emergencies 

IN CASE OF AN EMERGENCY, DIAL 911. USD 231 has emergency procedures to follow in the 
event of fire or disaster. These emergency procedures are posted on the employee bulletin boards 
and in building/facility break areas. Exits, fire extinguishers, and first-aid kits are located throughout 
the buildings/facilities. Exits and areas around fire extinguishers must be kept clear at all times. Fire 
exits should only be used for emergency evacuation. 

 
9.2 Life-Threatening Illness & Communicable Disease 
USD 231 is committed to providing equal opportunity to all employees, including those who have a 
life-threatening illness or communicable disease (cancer, AIDS, cardio-pulmonary diseases, avian 
influenza, etc.) USD 231 is also committed to providing a safe work environment which meets or 
exceeds state and federal regulations. 

 
Consequently, if you have a life-threatening illness or communicable disease, you will be treated like 
other employees, as long as you meet performance standards and medical and other evidence 
indicates your continued employment is not a direct threat to yourself, our community or others. USD 
231 also believes all information regarding your medical history should remain private and 
confidential, as much as possible and as required by law. 

 
It is imperative all employees respect the USD 231 work environment and the safety of co-workers 
and students and not expose the workplace to potentially dangerous conditions which could be 
easily transmitted. If you suspect you may have been exposed to such a situation, you should 
contact the Human Resources Department and make arrangements for a leave until you are no 
longer contagious. 

 

Employees with life-threatening illnesses or communicable diseases may use their Sick Leave or 
may request leave without pay, including leave under FML for treatment and recuperation. 

 
USD 231 may require an employee to undergo a medical examination by a USD 231 chosen health 
care professional when job related and consistent with business necessity. This includes 
circumstances where USD 231 has a reasonable belief the employee’s ability to perform the 
essential functions of the employee’s job is impaired or the condition will pose a direct threat. 

 
When necessary, USD 231 may inspect and/or search all USD 231 property, as well as any 
employee’s personal property on USD 231 premises, to ensure the health and safety of its 
employees. 

 
9.3 Security 
Security is everyone's responsibility. Report any suspicious people in or around USD 231 facilities 
to your supervisor or the Superintendent or his/her designee. USD 231 has taken precautions to 
ensure your safety; however, USD 231 assumes no responsibility for personal articles which may 
be stolen or lost and encourages you not to bring personal items of value to the workplace. Be sure 
to take precautions with your personal property; (e.g., do not leave purses in plain sight and do not 
leave wallets in coat jackets hanging on doors). Inform your supervisor or the Human Resources 
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Department immediately of any incidence of theft. 
 

From time to time, students, parents, patrons, and others visit or tour USD 231 facilities. They 
must, in all cases, be accompanied by a representative of USD 231. Your help with making these 
visits a pleasant experience is important to ensure USD 231 projects the best possible image. 

 
All visitors must be announced and referred to the person(s) they are calling upon. Visitors 
should remain in the reception area until received by the appropriate USD 231 employee. 
You may only bring in guests (if not school related) with the approval of your supervisor. Any 
personal visitors will be asked to contact you at lunch or at the end of your workday, and must 
remain in the reception area or outside the building/facility. 

 

Employee identification badges are to be worn at all times. 
 

9.4 Housekeeping 
Cleanliness is essential for the safety and comfort of USD 231 employees. Therefore, you are 
expected to keep our buildings/facilities and property clean and in good working order at all times. 
You should notify your supervisor if any damage occurs to USD 231 property, such as chairs, 
windows, carpeting, furniture, and equipment, so repairs or replacement can take place. 

 
A neat and orderly environment increases efficiency and helps to make your day more pleasant. By 
observing the following simple rules of housekeeping, we can all contribute to keeping USD 231 a 
pleasant place to work. 

a) Keep your work area neat and orderly. 

b) When you leave work for the day, clear your desk of unnecessary papers. 

c) After using the break areas, ensure the areas are neat and clean, wash dirty dishes and 
make sure any unnecessary debris is thrown away. 

d) Use your filing cabinets and desk drawers to store your working materials. Do not let them 
accumulate on the floor. 

e) You are expected to exercise care in handling of all types of food to avoid damage to the 
carpet and furnishings. 

 
9.5 Media Relations 
Except if permitted by law, USD 231 personnel are prohibited from making comments to the press 
including print, internet, or television without first obtaining approval from the Superintendent or 
his/her designee and the Director of Community Relations. It is imperative only the Superintendent 
or his/her designee and/or the Director of Community Relations speak on behalf of USD 231. All 
media inquiries should be directed to the Director of Community Relations. 

 
9.6 Postings 
Postings are located in building/facility break areas and the Human Resources Department 
webpage, and are used to communicate important USD 231 information. You are responsible for 
regularly reading the information posted in these areas. Questions regarding the location or content 
of these postings should be directed to the Human Resources Department or your supervisor. Prior 
approval from the building administrator must be obtained before materials can be posted. 

 
9.7 Closing during Inclement Weather 

At times, emergencies such as severe weather, fires, or power failures can disrupt USD 231 
operations. In extreme cases, these circumstances may require the closing of a building/facility. In 
the event such an emergency occurs during nonworking hours, local radio and/or television stations 
will be asked to broadcast notification of the closing. 
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When operations are officially closed due to emergency conditions, the superintendent, or designee 
will determine whether nonessential employees, although not required to report, will be paid for a 
regular duty day. If it is determined that employees will not receive regular pay, with supervisory 
approval, these employees may use available paid leave time, such as unused vacation, sick or 
personal leave. In cases involving inclement weather where an emergency closing has not been 
authorized, employees who fail to report for work will not be paid for the time off. 

Employees in essential operations may be asked to work on a day when operations are officially 
closed. In these circumstances, when other employees are being paid, although not reporting for 
work, essential employees who work, will receive regular pay for the hours worked, as well as 
payment for a full regular duty day. This will not, unless the employee actually worked in excess of 
40 hours, trigger overtime pay. 

 
9.8 Use of District Equipment & Facilities 
To ensure the proper use and care of USD 231 property and equipment, employees must be given 
permission by the supervisor or higher to remove USD 231 property or equipment from the 
premises. Employees who fail to return USD 231 property or equipment are liable for its 
replacement. Employees may not take furniture or equipment for use in the work area or school 
without the authorization of the building administrator. Employees found to have violated this policy 
may be subject to disciplinary action, up to and including termination. 

 
9.9 Telephones, Cell Phones, Fax & Voice Mail Use 
USD 231 telephones and fax machines are to be used for official business in serving the interests of 
students and in the course of normal USD 231 operations. On occasion, personal calls may be 
necessary, but should be limited to emergencies or essential personal business, and kept brief. 
USD 231 does not allow use of USD 231’s telephones for long distance personal calls. 

 
USD 231 provides designated employees with voice mail by which they can send and receive 
business messages. For those employees who will utilize the voice mail system, it is important that 
each employee learn how to use it by reading the voice mail manual or asking your supervisor. 

 
As with all USD 231 assets, voicemail is only intended for authorized business use in the course of 
your assigned business duties. Inappropriate use may result in loss of access privileges and 
disciplinary action, up to and including termination. 

 

Inappropriate use includes, but is not limited to: 

a) Unauthorized attempts to access another employee’s voicemail box. 

b) Transmission of sensitive or proprietary information to unauthorized persons. 

c) Transmission of obscene or harassing messages or material to any other individual. 
d) Any illegal/unethical activities or any activity which could adversely affect USD 231 or its 

image. 

e) Solicitation of others for any non-business-related purpose during working time. 

 
USD 231 management will have unrestricted access to information stored in the voice mail system 
and may review the contents of stored voice mail records. Employees should not expect any 
documents or messages stored in phone systems or other electronic media to be private. 

 

From time to time, especially if you are on vacation, business trips or leaves of absence, your 
supervisor or another employee may listen to your voicemail messages to better serve students and 
other USD 231 business needs. 

 
This policy is not intended to and does not prohibit protected, concerted activity. Please refer to the 
USD 231 Technology Acceptable Use Policy for further details or contact the Technology 
Department for additional information. 
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9.10 Workplace Safety 
In compliance with the Occupational Safety and Health Act (OSHA), USD 231 strives to furnish a 
workplace free of recognized hazards which could cause physical harm to its employees. 
Employees are responsible for reporting any unsafe conditions or circumstances to their supervisor 
to prevent accidents. Serious or recurring problems involving equipment maintenance or procedural 
problems that have an adverse effect on an individual’s or USD 231’s well-being should be reported 
to your supervisor or the Human Resources Department. 

 
Job-related injuries and illnesses, regardless of severity, should be reported immediately to the 
supervisor or the Human Resources Department to facilitate prompt evaluation and access to 
necessary medical care. It is important to report job related injuries and illnesses immediately, as 
certain injuries must be reported to OSHA within eight hours. If medical treatment is not 
immediately available, telephone 911 to access emergency personnel. If medical treatment is 
required and the situation is not life-threatening, the injured employee’s supervisor must be notified 
of the injury or illness and the employee should go or be taken to an appropriate medical facility for 
treatment. If medical attention is not needed, you must report the accident to your supervisor or the 
Human Resources Department for evaluation and appropriate documentation. 

 
Failure to immediately report an unsafe condition, injury or job-related illness occurring while on the 
job, in accordance with this policy, is considered a violation of USD 231’s safety policy and may 
result in disciplinary action, up to and including termination. 

 
USD 231 and its employees comply with OSHA standards in regard to Bloodborne Pathogens. 
Contact the Director of Health Services regarding information related to OSHA standards on 
Bloodborne Pathogens. 

 
9.11 Use of District Vehicle 
Any employee required to operate a district vehicle as part of his/her job must pass a criminal 
background check and maintain the appropriate valid driver’s license, as well as any required 
certification. The employee must immediately notify his/her supervisor if his/her driver’s license is 
restricted, suspended, or revoked. Should this occur, the employee’s immediate supervisor will 
review the matter with district administration to determine the appropriate recourse, including 
disciplinary action up to and including termination. 

 
USD 231 expects employees to operate district vehicles in strict compliance with all traffic laws and 
regulations and to only use the vehicle for official business. Any employee who receives a traffic 
citation while using a district vehicle will immediately report the citation to his/her supervisor and will 
be responsible for all fines and court costs. If an USD 231 vehicle is involved in an accident, the 
employee must immediately notify law enforcement and his/her immediate supervisor. 

 
All employees are expected to remain focused on driving while operating USD 231 vehicles. Use of 
a mobile phone is to be restricted to times when the employee has parked the vehicle. An 
employee may choose to answer an in-coming call while driving, as long as he/she can operate the 
phone in a “hands free” capability. Employees are prohibited from texting or using an electronic 
web-based communication device while operating the vehicle. The driver and all passengers must 
wear seatbelts. 

 

USD 231 vehicles may only be operated by the employee assigned to the vehicle. It is the assigned 
employee’s responsibility to make sure the vehicle is in good mechanical condition and both the 
interior and exterior are kept clean. The employee should take all necessary precautions to protect 
USD 231 vehicles against theft and vandalism. 

 
 

CONCLUSION 
We hope you will find your Classified Employee Handbook to be a useful resource during your 
employment with USD 231. If you have any questions about these or any policies at USD 231, 
please contact your supervisor or the Human Resources Department for assistance. 



 

 

 


