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THE AGREEMENT DOCUMENT 

 

1 .   E F F E C T I V E  D A T E          

  

  This agreement shall become effective July 1, 2016, having been ratified by a majority of 

the board and a majority of the professional employees of U.S.D. #257, Allen County, Kansas, 

excluding administrators. 

 

      

2.  DURATION OF AGREEMENT 

          

  This agreement shall continue in effect until June 30, 2017.  

          

 

3 .   S U C C E S S O R  A G R E E M E N T S          

  

  Notice may be given by either party to negotiate a successor agreement and shall be given 

in accordance with KSA 72-5413 et seq. Negotiated articles not included in the notice of either 

party shall be considered a part of any successor agreement.  

          

 

4 .   C O P I E S  O F  T H E  A G R E E M E N T    

        

  The Board of Education, District #257 agrees to provide a copy of the current Negotiated 

Agreement between Board of Education, USD # 257 and Iola-NEA to each building 

administrator and will place the current Negotiated Agreement on the district website no later 

than October 1 of each year. 

          

5.  NEGOTIATION PROCESS 

 

  The Board of Education and the Iola-NEA have agreed to utilize Interest-Based 

Bargaining (IBB) process beginning with the 1999-2000 bargaining session. This process will be 

ongoing until both parties mutually agree to change the process. 
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ARTICLE II:  COMPENSATION 

        

 

1.  CONTRACT YEAR 

 

 The number of duty days in the basic duty year shall not exceed 178 school days. 

 

2.  WORK DAY 

 

  The normal duty day shall be 8 hours and 09 minutes including lunch period.  The duty 

day may be extended, subject to provisions of Section 11, Article II, to include, but not limited 

to, open houses for attendance centers, special education staffing, and other required meetings as 

determined by the Board and the Administration.  Each employee will attend one open house 

each year as part of the contract. 

 

  In addition, the Board reserves the right to vary the number of days and hours, or both, for 

individual attendance centers to accommodate construction schedules, remodeling projects, or 

other unforeseen changes in the normal school calendar.  Staff in the impacted attendance center 

will be solicited for input into the schedule changes. 

 

  In the event that teachers are denied access to their classrooms due to over-the-summer 

building construction projects that extend into the five days prior to the first teacher contract day, 

student contact time for that building will not begin until the scheduled first full day for students. 

 

3.  CONTRACTUAL SALARY 

 

 A.  Placement on Column 

 

  Each teacher shall be eligible for and shall receive the highest salary to which his/her 

highest degree and additional hours and experience entitle him/her under Board Policy. 

          

 B.  Placement on Step 

          

  At the time of employment each teacher shall be placed in the highest numbered step for 

which he/she qualifies except as otherwise stated in Board policy. The teacher shall qualify for 

one step for each year of teaching experience. The teacher shall move to the next higher step for 

each subsequent year or major fraction thereof of teaching experience under a contract with the 

District, except as otherwise agreed. 
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C.  Movement to New Column 

          

  Employees on the Teachers' Salary Schedule who advance from one column to another 

shall move to the corresponding eligible step on the higher column. For an employee to advance 

from one vertical column to another, he shall file suitable evidence of additional educational 

credit with the Superintendent no later than September 1 and pay adjustments shall be made at 

the beginning of the school year. 

 

D. (In-service) Professional Development Points 

 

  Each teacher shall be eligible to use (in-service) professional development points for 

horizontal movement on the salary schedule. The equating of (in-service) professional 

development points for hours shall be the same as indicated in the District (in-service) 

professional development Plan (20 (in-service) professional development points = 1 college 

hour).  Horizontal movement for (in-service) professional development points will be allowed on 

the same basis as the state certification regulations, i.e. "those with a BS must have half of the 

requirement in college hours and those with a MS may move horizontally with all (in-service) 

professional development points." 

 

  Each teacher will receive as soon as possible after receipt from Greenbush, a statement of 

their professional development points each fall.  

          

 Teachers new to the district with previous (in-service) professional development points will 

have their individual (in-service) professional development points transcript analyzed by the 

Professional Development Committee for determination of points relative to horizontal 

movement on the salary schedule.  

          

 E.  Method of Payment. 

 

 1.  Each employee shall be paid in twelve (12) nearly equal installments on the twentieth 

(20th) of each month. Employees shall normally receive their checks at their regular building of 

assignment. Should the 20th fall on a non-school day, checks shall be issued on the last school 

day prior to the 20th. 

     

  

 2.  Summer checks may be drawn in full at the end of the school term or within 48 hours after 

the funds are available, if requested in writing to the Superintendent by April 1st.  Summer 

checks shall be mailed to the address designated by the employee.       

 

 F. Salary Schedule 

          

  The salary schedule in Appendix A represents salary to be paid.  
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 G. Benefits Computation Salary 

 

  For the purpose of computing early retirement benefits, the salary used shall be the salary 

schedule determined amount excluding supplemental salary(ies). 

 

4. HEALTH INSURANCE BENEFIT       

    

  The Board of Education will pay up to an amount of $500.00 per month toward a health 

insurance benefit on a use it or lose it basis for each teacher.   

 

5.  PAY FOR ACCUMULATED SICK LEAVE. 

          

  Payment for unused accumulated full pay sick leave for Unified School District 

Employees shall be paid under the following conditions: 

          

 I. With resignation due to retirement, disability, or death and employed by the district for 10 

consecutive years 

          

 II. With resignation for any reason other than above and employed by the district for 15 

consecutive years. 

          

  Under either condition, employees will be paid at the rate of 25% of 1/n (n= number of 

contract days) of their regular contract salary for teaching (excluding supplemental salary(ies) for 

each day of accumulated full pay sick leave (maximum 60 days). 

          

  Said personnel should give notice of their intent to resign by the legal notice date in order 

to receive this payment. Resignation for any reason other than disability or death after the legal 

notice date would cancel payment for accumulated sick leave. 

 

6.  PERFECT ATTENDANCE 

 

  Any faculty member who, during a contract year, has perfect attendance (with the 

exception of association/professional/ paid personal leave) and has accumulated at least thirty 

(30) days of sick leave will be paid $300.  Faculty members with perfect attendance and 90 days 

of accumulated sick leave will be paid $750.  Payment will be made at the time of the June 

payroll.   

         

7.  PAY FOR FILL-IN SUBSTITUTING/USE OF PLANNING TIME 

          

  There shall be payment for teachers who "fill-in" for another teacher at the request of 

their building principal according to the following schedule: 
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   2016-17    $15/hour 

 
 Pay shall be prorated for portions of an hour, but in no case for periods of less than (20) minutes. 

 

 Before planning time can be used for other activities, the teacher must be consulted in 

advance.  There shall be payment for planning time used for other than planning by request of 

administration according to the 2002-03 rate of $15.00 per hour.  Pay shall be prorated for 

portions of an hour, but in no case for periods of less than twenty (20) minutes. 
 

8.  EXTENDED CONTRACTS    

       

  Extended contracts for instructional positions, stated in terms of additional days, may be 

issued by the Board of Education to teachers in positions where additional time would be of 

benefit to the district. These positions shall include, but not be limited to band instructor, 

counselor, librarian, home economics instructor, vocational agriculture instructor, head teacher, 

building trades instructor, and driver's education coordinator.  The remuneration for extended 

contracts shall be at a daily rate computed by dividing the contracted teaching salary by the 

contractual number of days for the regular school term.  

 

9. AFTER SCHOOL TUTORING AND SATURDAY SCHOOL 

 

  After School or Saturday Tutoring shall be compensated at no less than $15/hour.  Time 

sheets will be submitted to building principals for review and paid to the nearest 30 minute 

interval. 

   

10. COMPENSATION FOR REQUIRED MEETINGS;  

 

  Compensation for required meetings shall be made at the professional rate of $15.00 per 

hour.  There shall be compensation for any meeting that extends the duty day beyond eight hours.  

Required meetings, administratively called, include: 

 

  1.  PTA/PTO meetings required by building administrator and other "so-called"   

                       voluntary events, limited to two per year. 

  2.  IEP Meetings 

  3.  Faculty Meetings required by administrative staff. 

  4.  Chapter I Family Night 

          5.  Any other meetings scheduled by administration, otherwise attendance will not          

be required. 

 

 

  The following meetings are optional for pay or professional development points: 

   *See PDC Manual for clarification 
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1. Site Council 

  2. PDC Meetings (Excluding Officers)   

3. QPA/OTE/NCA Meetings 

4. S.I.T. Meetings 

5. Scoring of State Assessments 

6. Curriculum Committees 

 

OTE/NCA meetings scheduled which require more than 1 hour 15 minutes participation in any 

given week shall be handled with release time for those committee members.  

Buildings which are involved in the accreditation process for that current year shall 

schedule necessary release time that rotates teachers or committees as deemed 

appropriate by the committees and administrators involved. 

 

11.  COMPENSATION FOR EXTRA-DUTY ACTIVITIES   

         

  Compensation for extra duty activities will be at the rate of $11.00 per hour for the actual 

length of time of the activity with a minimum $15.00 compensation. Time sheets will be 

submitted to building principals for review and paid to the nearest 30 minute interval. 

 

12. SUPPLEMENTAL CONTRACTS--COMPENSATION FOR EXTRA-CURRICULAR             

ACTIVITIES 

 

  Extra-curricular assignments shall be on a voluntary basis where there are satisfactory 

volunteers to staff the extra-curricular activities. Whenever satisfactory volunteers cannot be 

found, the Board of Education or its designated representative shall make such assignments as 

are necessary to insure adequate staffing of extra-curricular activities. Compensation for the 

duties will be based on a percentage of the base salary as determined on the current salary 

schedule.  

 

  For the purpose of computing early retirement benefits, the salary used shall be the salary 

schedule determined amount excluding supplemental salary(ies). 

 The current schedule of percentages is found in Appendix B. (updated 7/1/99)  

 

13.  SCORING STATE ASSESSMENTS 

 

As a learning and collaborative effort, district professional development time will be provided for 

the scoring of required state and/or local performance assessments.  Scoring will be completed by 

both the teachers administering the test and additional staff.  Scoring will be conducted in 

compliance with State scoring guidelines.  If allotted professional development time is 

insufficient, scoring will be completed using one or more of the following options as determined 

by the Professional Development Council (PDC), Administrative Council, and Teacher Advisory 

Council (TAC).  
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A. On contract release time with a substitute provided by USD 257. 

 

B. On non-contract time at a rate of $15/hour up to a total of $50.  Professional development 

points for any additional hours may be requested as outlined under Compensation for 

Required Meetings. 

 

14. TEACHING SEVEN PERIODS AT THE SECONDARY LEVEL 

          

  Middle school or high school teachers who teach on their individual planning period will 

be compensated one/seventh (1/7) of the salary schedule base for the extra period subject to 

teacher approval.  

 

15. COMPENSATION FOR SUMMER SCHOOL 

 

  Compensation for teaching Summer School shall be at a flat rate.  This rate shall be 

determined by the following ratio: number of days in the summer prorated on an hourly basis 

divided by the number of contract year days equals the rate which multiplied by the current base 

salary will equal the compensation for summer school.  Payment shall be made at the end of each 

summer session.  Payment is based on a six hour day. 
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ARTICLE III   OTHER BENEFITS     

      

1. SALARY REDUCTION AND DEDUCTION PROGRAMS    

       

 A. Employee Paid Salary Reduction Program    

       

  An employee paid salary reduction program will be maintained with a maximum in tax 

sheltered premiums as allowed by current Internal Revenue Service regulations.   

 

  Benefits under the salary reduction program shall include health insurance, dental 

insurance, cancer insurance, term life insurance, medical reimbursement, dependent child care 

and salary protection.   

 

  Election of benefits must be made to the District Office no later than September 1 of each 

year. 

 

  Participating teachers shall have representation on the district health insurance 

committee. 

                  

 B. Professional Dues Deduction       

    

       Payroll deduction for professional dues to all levels of NEA shall be on a continuing 

basis.  Once an employee authorizes payroll deduction of these dues, yearly notice of continuance 

shall not be necessary. In the event an employee wishes to terminate his or her membership in the 

Teachers' Association, he or she will notify the local association according to the terms of the 

payroll deduction form. 

 

  When a teacher modifies, alters or rescinds this authorization for payroll deductions from 

his or her salary, then the Association shall timely notify the employer in writing of this fact.  

"Timely notification" means that said notification in writing must be received by the employer 

from the Association no later than October 1st for each school year. 

 

  The Association shall indemnify and save harmless the employer from any and all claims, 

demands, suits, and costs incurred in connection with any reasonable action taken or omitted by 

the employer for the purpose of complying with the provisions of this agreement.          
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2. LEAVES 

         

 A. Leave of Absence Policy      

 

  Teachers may be granted an unpaid leave of absence, for good cause, as determined by 

the Board of Education, for a period of up to one year. The vacant position will be filled on a 

temporary basis for the period of time for which the leave is granted. The teacher will then be 

returned to his/her original position. Teachers may at the end of a year's leave of absence request 

a succeeding year's leave of absence. The BOE has the prerogative of granting or not granting 

this leave. If the BOE grants a successive leave, the vacant position will be filled on a temporary 

basis for the period of time for which the leave is granted. The teacher will then be returned to 

his/her original position. If a succeeding leave is denied, the teacher must decide whether to 

resign or return to his/her original teaching assignment. Notification for BOE and teacher shall 

coincide with the continuing contract dates as outlined in Kansas law. 

 

  In all cases, the Board's obligation is fulfilled when the position has been offered to the 

teacher (for which he/she is certified) and the teacher declines the position. The teacher must 

notify the Superintendent of Schools, in writing, by March 1st of the teacher’s intent to return 

from a leave of absence. If notice is not received, the position will be filled by other means. 

 

  All requests for a leave of absence will be applied for in writing and submitted to the 

Superintendent. The teacher shall be notified in writing by the Superintendent as to the decision 

of the requestor.  The teacher will provide the necessary contact information to the Central Office 

to receive such notification. 

 

  Such leave, if approved, shall be granted without pay for a period not to exceed one year. 

The teacher may continue to participate in the district’s health insurance plan at the teacher’s 

expense and be able to retrieve personal belongings from the classroom. 

 

  In the case of the returning teacher, such teacher will not be granted any experience credit 

from the time absent.  No experience credit for movement on the salary schedule will be granted 

during this period.  While on extended leave, the teacher shall retain all accumulated leave.  

However,  no additional leave shall accrue during the extended leave of absence. 

 

   

          

 B. Sick Leave 

 

  There shall be no loss of salary by any employee for absence from work occasioned by his 

own illness, by serious illness or death in the immediate family; or by quarantine of the 

employee; until after the employee has been absent from work 10 days in any one year, or until 

after accumulated benefits herein provided have been absorbed. 
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  Sick leave or disability leave shall be ten days per year accumulative to ninety (90) days.  

Each employee shall be awarded ten (10) days of sick leave on the first day said employee reports 

for duty each school year.  The first day an employee is expected to be on duty will be reflected 

in his/her contract and will include enrollment and pre-school professional development 

activities.  An employee shall use the full ten days for the current school year before any of the 

accumulated days are used.  If more than the accumulated number of days are used the employee 

shall have deducted from pay, a fraction of his/her annual salary equal to 1/the current number of 

contracted days for that teacher. In case of extended disability, the employee may petition the 

Sick Leave Pool Committee. 

 

  In the case of death or serious illness, the term "extended family" may be understood to 

include not only father, mother, brother, sister, husband, wife, child, father or mother of the 

employee's spouse, grandchild, grandparents, daughter-in-law, son-in-law, brother-in-law, sister-

in-law, cousin, niece, nephew, aunt, uncle, but also close friends and co-workers or any person 

living in the employee's household.  Employees may take up to two (2) bereavement days without 

having them deducted from their total sick days.  In the case of death of an immediate family 

member, employees may take up to three (3) bereavement days without having them deducted 

from their total sick days. 

 

  The Superintendent or his designate is to determine the attendance of employees at 

funerals in relation to sick leave policy and in relation to personal friends. 

 

 C. Sick Leave Pool 

 

  District 257 shall establish a sick leave pool.  Days in the pool may be used in 

emergencies to supplement the sick leave of employees who have exhausted their accumulated 

sick leave. 

 

  Emergencies may include: 

 

  A. Life threatening to the USD 257 teacher, spouse, child, parent(s), other immediate 

family member or 

 

  B. Constitute a legitimate incapacitation of the USD 257 teacher, spouse, child, 

parent(s), or other immediate family member. 

 

  C. Bereavement leave for extended family members. 

 

  Employees wishing to utilize the sick leave pool may petition the sick leave pool 

committee in writing, along with medical documentation, and the committee would then either 

award the request, request additional information, or deny the request.  The committee will be 

composed of one certified staff member from each attendance center in the district, selected by 

the Iola-NEA, and one Board of Education member.  
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  The pool will be established from days contributed by faculty with a contribution limit of 

two (2) days per person per year provided that the contribution does not reduce an individual’s 

accumulated sick leave below 30 days.  Once contributed, these days belong to the pool and not 

to the individual.  Days will accumulate in the pool. The number of days will be monitored by the 

Association with the assistance of central office personnel.  The committee will request 

additional contributions once the pool’s total days fall below 75. 

 

 In addition, at the end of a school year, teachers who have accumulated more than the 

maximum 90 sick leave days may contribute the additional days to the pool.  (For example, a 

teacher with 95 sick leave days at the end of the school year would be able to contribute 5 days to 

the sick leave pool if he or she chose.)  The payroll clerk must be notified in writing of the 

contribution prior to June 30 of that year.  The maximum number of days in the sick leave pool 

will be capped at 200. 

 

 

 

 D. Personal Leave 

 

  A maximum of two days of personal leave may be used by a teacher for any reason.  If 

more than two days are used in any one year, the teacher shall have deducted from pay, a fraction 

of his/her annual salary equal to 1/n, n = the current number of contracted days for that teacher.   

 

  Building principals shall review the personal leave requests to determine if such leave 

will have a greater-than-normal detrimental effect on the over-all operation of the school and/or 

welfare of the students.  Such things as numbers of teachers already absent, school or class 

programs for the day, proximity to a weekend or vacation, or a teacher's past record of 

absenteeism will have a bearing on the decision. 

 E. Association Leave 

 

  Not more than fifteen school days may be used by certified employees with no loss in pay 

to attend either association meetings.  Following is a list of association leave possibilities: 

 

  1. Salary conferences 

  2. Fall workshops for officers 

  3. Professional development conferences 

  4. Sectional Delegate conferences 

  5. State Representative Assembly 

  6. Reading Circle Committee meetings 

  7. Negotiation conferences 

  8. Board of Directors meetings 

  9. Association classroom teachers meetings. 
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  Substitute teachers will be hired by the Board of Education.  Requests for leave will 

require at least two (2) weeks notice.  No more than two (2) certified employees per building 

shall be eligible for association leave at one time.  The restrictions may be waived by the building 

principal. 

 

 F. Professional Leave 

 

  Professional employees may be granted professional leave to attend with no loss in pay 

the following list of leave possibilities: 

 

  1. Subject area meetings 

  2. Other meetings that enhance professional development. 

         

  Substitute teachers will be hired by the Board of Education.  Requests for leave will 

require at least two (2) weeks notice.  No more than two (2) certified employees per building 

shall be eligible for professional leave at one time.  The restrictions may be waived by the 

building principal. 

 

 

 

 

ARTICLE IV:   RIGHTS AND RESPONSIBILITIES          

 

1. GRIEVANCE PROCEDURE          

 

 A. Purpose    

       

  The purpose of this procedure is to secure at the lowest possible level, equitable solutions 

to the problems which may from time to time arise affecting Certified Employees of Unified 

School District #257, Allen County, Kansas. 

          

 

B. Definitions          

 

 1. "Grievance" shall mean any alleged violation, misapplication or misinterpretation of the 

negotiated agreement in effect between Iola-NEA and USD 257 or of board policy relating to the 

terms and conditions of professional services. 

          

 2. "Aggrieved Person" shall mean a certified employee of Unified School District #257 

having a grievance. 

          

 3. Words denoting gender shall include both masculine and feminine, and words denoting 

number shall include both singular and plural. 
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C. Procedures          

 

 General; - The adjustment of grievances shall be accomplished as rapidly as possible. To that 

end, the number of days within which each step is prescribed to be accomplished shall be 

considered a maximum and every effort shall be made to expedite the process. Under unusual 

circumstances, the time limits prescribed in this statement may be extended or reduced by mutual 

consent of the aggrieved person and the person or persons by whom his grievance is being 

considered.  

 

 Level One; - The aggrieved person shall first take up his/her grievance with his/her principal 

or other immediate superior in a private informal conference(s). No grievance may be initiated 

more than 45 days after the alleged violation.  

 

 Level Two; - If the aggrieved person is dissatisfied with the outcome of the initial private 

conference(s), he may request in writing a formal conference with his principal. Every effort 

should be made to develop an understanding of the facts and the issues in order to create a 

climate which will lead to a solution. The formal conference shall occur within ten (10) school 

days after the filing of the written request with the principal. 

 

 Level Three; - In the event that the aggrieved person is not satisfied with the disposition of 

his grievance at Level Two, or in the event that no decision is reached within ten (10) school  

days after the presentation of the written request he may appeal the matter in writing to the 

Superintendent of schools. 

 

  If the aggrieved person appeals the grievance to the Superintendent, the Superintendent 

shall confer with the aggrieved person in an effort to arrive at a satisfactory solution within ten 

(10) school days after the appeal has been received by the Superintendent. 

 

  If the aggrieved person does not appeal the grievance to the Superintendent within thirty 

(30) school days after the formal conference at Level Two, the appeal of the grievance shall 

automatically be waived. 

          

 Level Four; - If the grievance is not adjusted to the satisfaction of the aggrieved person or if 

no decision is made thereafter within ten (10) school days after the date of the grievance was 

filed with the Superintendent the aggrieved person may appeal the grievance to the Board of 

Education for the purpose of adjustment of the grievance by submitting a written request to the 

Clerk of the board within ten (10) school days after the Superintendent has rendered a decision or 

after the expiration of said ten (10) days. 

 

  The Board of Education shall, within thirty (30) school days after receipt of the written 

request, meet and confer with the aggrieved person and render a decision to be submitted to the 

aggrieved person in writing. 
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D. Supplemental Conditions          

 

 1.  All individuals involved and all others who might possibly contribute to the acceptable 

adjustment of a grievance, are authorized and urged to testify with full assurance that no reprisal 

will follow by reason of such participation. 

 

 2.  All documents, communications and records dealing with the processing of a grievance 

will be filed in a separate grievance file and will not be kept in the personnel file of any of the      

participants. After the disposition at Level Four, a copy of the grievance report form will be 

returned to the aggrieved person. 

 

 3.  At level one, two, three, and four of the Grievance Procedure the aggrieved person shall 

be entitled to be accompanied by others who might contribute to the acceptable adjustment of the 

grievance and/or to be represented by legal counsel. The Principal or Supervisor shall be entitled 

to the same rights and out of courtesy, both parties shall notify the other as to who will be in 

attendance at the meeting. 

 

 4.  All grievance hearings shall be confidential except as otherwise may be required by law. 

 

 5.  It shall be the general practice of all parties to process the grievance at times which do not 

interfere with assigned duties. 

         

 6. It is the responsibility of the aggrieved person to utilize the procedure for adjusting 

grievances as soon as he is aware of a grievance. 

 

 7.  Excluded from the grievance procedure shall be matters for which law mandates another 

method of review. 

 

 8.  The filing of a grievance after Level One shall be in writing and shall be reasonably 

specific as to the nature of the complaint. The grievance shall, to the extent possible, describe the 

alleged event or act giving rise to the grievance including the time, date, and place of the event or 

act and the names and addresses of any witnesses thereto. 

 

 9.  The grievance report form shall be prepared and submitted in duplicate, one copy of 

which will be returned to the aggrieved person and the other copy will be forwarded to the next 

level, if and only if, the grievance is to be pursued. 

          

 10. See Appendix C for Grievance Report Form 

 

2.  SICK LEAVE NOTIFICATION 
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  With the September pay check each teacher will have a statement as to his/her sick leave 

status (total days accumulated at the start of that school term.)  

          

3.  NOTIFICATION OF VACANCIES          

 

  The administration of USD #257 shall inform all members of the USD #257 teaching 

staff of all teaching, extra curricular, and administrative positions and vacancies as they occur. 

During the school year, such information shall be furnished to teachers by posting it in the faculty 

work room of each building and email. During the summer months, the Superintendent will use 

School Reach and email to notify staff of vacancies. A mailing will not be mailed out. This 

notification shall occur within forty-eight (48) hours of the Board's acceptance of the resignation 

or termination of the contract, or the creating of a new position. This notification shall occur 

before any applications for the vacancy or position are accepted and before anyone is asked to fill 

the position.  

 

4.  DUTY FREE LUNCH PERIOD 

          

  All teachers shall be given a minimum of 20 minutes for a duty-free lunch period unless 

they have a specific assignment for which they are compensated. 

          

5.  PROCEDURE FOR PROBATION OF CERTIFIED EMPLOYEES        

   

  All professional employees will normally be afforded the opportunity to correct any 

situation which might result in being placed on probation. This will be accomplished through the 

established evaluation procedures of the district. 

          

  The following procedure will be used to place a professional employee on probation. 

          

 A. The Superintendent of schools or his designated representative (i.e. building principal) 

may recommend to the Board of Education that an employee be placed on probation for not 

meeting minimum performance requirements. 

         

 B. Minimum performance standards are determined by board policy, negotiated agreement 

contract, the formal evaluation procedure, and other measurable behaviors required of 

professional employees. 

          

 C. The individual to be placed on probation will be afforded a critical evaluation in writing 

and all the necessary measures to remediate any unsatisfactory performance noted. The 

individual will be informed in writing that he/she will be recommended for probation to the 

Board. Both the individual and the Superintendent or his designated representative will 

determine a measurable manner and time in which to determine the amount of progress the 

individual makes. 
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       D. The initial period for probation will be no less than the remainder of the semester.  

Probation will not be longer than two (2) years without the Board first reviewing all pertinent 

evidence pertaining to the probation including a written report by the Superintendent on the 

progress of the certified staff member to meet the conditions of probation. The individual will 

receive a copy of the written report within three (3) days of the meeting with the Superintendent. 

The Superintendent or his designated representative will make a continued effort to help the 

employee to improve job performance during the period of probation. 

          

 E.  The employee may be recommended for non-renewal of contract or immediate 

termination if satisfactory performance during the probation period does not occur. Any 

employee placed on probation may have any supplemental contract immediately terminated. The     

employee's salary will be frozen at its current level if the employee's probation is to continue 

beyond the current year. The employee will not advance on the salary scale or receive an increase 

in salary or fringe benefits. 

          

 F.  The employee has 15 days after being notified in writing of a recommendation for 

probation to request in writing a hearing before the Board of Education. The Board will grant all 

requests. 

          

 G.  At the hearing, the employee shall have the right of the representation of his/her choice.  

The hearing will be held at the first regular school board meeting occurring more than three (3) 

days after the request. This hearing may be held in either open or closed session at the employee's 

request and at the option of the school board. It may be held at a special meeting of the Board. 

          

 H.  The Board of Education shall make a decision on the proposed action within forty-eight 

(48) hours following the hearing. The Superintendent or designated representative will notify the 

employee of the outcome of the hearing in writing. 

          

 I.  Should the recommendation for probation be withdrawn as a result of any hearing, the 

employee shall be reinstated to all rights and privileges of his/her employment as if no probation 

notice had been served. 

          

 J.  The employee retains all rights to litigation afforded by law. The employer retains the 

right to enforce any employment provision or contractual condition, and all rights afforded by 

statutes of Kansas. 

          

 K.  This procedure applies to non-probationary teachers only. 

          

 L.  When an employee is removed from probationary status at the end of the first semester,  

he/she will be placed on the salary schedule step where they would have been without the 

probationary status and will receive the same fringe benefits as the other teachers beginning with 

the second semester. 

  If the probationary status is not removed until the second semester the teacher will 

continue on the probationary salary until the end of that school year. The following year after the 
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probationary status has been removed, the teacher shall be placed one step above their 

probationary step on the new salary schedule. 

          

  

 M.  The administration may recommend probation for any employee failing to render good 

behavior and efficient and competent service. Such a recommendation shall prove all due process 

rights afforded employees by this section.  

          

6.  DRUG POLICY    

        

       Iola-NEA and the Board of Education agree to add to the existing drug free schools policy 

(GAOB R-l) a notation to refer to the policies regarding tobacco and tobacco products (GBRAB 

and GBRAB-R) to clarify that the drug free policy does not pertain to use of these products. 

 

         

7.  PARAPROFESSIONAL UTILIZATION      

     

  Subject to administrative approval, certified staff at the elementary level may be relieved 

of bus, playground, door, and hall duties by the utilization of paraprofessionals. The relief will be 

as follows:  McKinley - 2 person-hours per day. Lincoln and Jefferson - 2 1/2 person-hours per 

day. 

          

8.  BOARD'S RIGHTS 

           

  It is expressly understood and agreed that all functions, rights, powers, or authority of the 

administration of U.S.D. #257 by the Board of Education which are not specifically limited by 

the express language of this agreement are retained by the board provided, however, that no such 

right shall be exercised so as to violate any of the specific provisions of this agreement. 

 

9.   RIGHT TO RESPOND 

 

  At any time that a charge is made against a certified staff member which appears to merit 

inclusion in that staff member's personnel file, that staff member shall have the opportunity to 

file a written response prior to that inclusion and that response shall be filed along with the 

charge if the decision is made to make such an inclusion.  

 

10.   PROFESSIONAL STAFF APPRAISAL   

 

A.  Preamble   

 

 The Association and Board agree that cooperation and input from the Board, Association,  

Staff, and Community Patrons are important in the development of general evaluation criteria and  

procedures.  Evaluation criteria shall be first approved by the Board.  Evaluation procedures, instruments,  
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and implementation shall be negotiated.  A newly revised document was approved in the  

1999­2000 and revised during the 2004­2005 Interest Based Bargaining (IBB) sessions.   

 

 In adherence to Kansas Statutes regarding educator evaluations,  student performance  for  

teacher evaluation and other requirements was agreed upon that our McRel Evaluation System in  

USD #257 be adopted in the 2014­2015 school year, and be continued through 2016­17.  Student  

growth measures are no longer required, due to KSDE changes.  Professional development goals will  

align to support student performance and its measurement.   The evaluation procedure in accordance  

with state statute K.S.A. 72­9003 will be implemented with fidelity.  Levels of support will be added to  

assist teachers with the transition of the McRel tool.  Items B through F will remain in effect and  

reviewed by evaluation committee to seek possible changes for upcoming years.  (See Appendix E  updated  

8/11/14) .   

 

B.  Statutory Requirements   

 

1. Teachers  in the first two consecutive school years  shall be formally evaluated at least twice 

 a year, once each semester by no later than the 60th  day.   

 

2. Teachers with  three or four years of employment in the district shall be formally evaluated  

annually by February 15.   

 

 3.  Teachers in their fifth year and beyond in the district,  shall be evaluated at least once in  

every three years not later than February 15 of the school year in which the employee is evaluated.  

 

 4.  Teachers serving more than one building in the district shall be   evaluated by the building  

administrator  with the greatest student case load.   

 

C.  Purpose of Evaluation   

 

 The Association and Board agree that the major purposes for teacher evaluation are to: (1)  

provide for the improvement of  instruction (2) guide professional development and (3)  guide policy  

decisions for continuous improvement. The McRel Teacher Evaluation System maintains the rigor  

necessary to increase instructional quality and produce consistent, fair, and accurate performance  

evaluations for teachers.   

 

D.  Teacher Evaluation System Process  

 

  1. Orientation   

  a. Provides the opportunity for all teachers and evaluators to understand the evaluation  process.  

 

  b. Ensures teachers new to the system will have knowledge to participate in their own  

evaluation.   

 

  c. Reinforce the system with veteran teachers.  
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2. Self-Assessment  

 

   a. Assists in collaborative professional dialogue between the evaluator and teacher.   

 

   b. Completed by teacher using the same rubric on which they will be evaluated. 

 

   

 

 3. Pre­evaluation conference   

 

   a. Ensure that the teacher and the evaluator understand the process and address any  

questions or concerns.   

 

   b. Review the self­assessment and finalize the performance goals.   

 

4.Data collection   

 

   a. Consider the teacher’s goals as the primary focus.   

 

   b. Provide evidence of student performance (artifacts).   

 

 5. Post­observation conference   

 

   a. Provides teacher with a snapshot of their performance that supports instructional  quality.   

 

   b. Observation feedback will be provided to the teacher within seven school days.   

 

   c. Must take into account teacher’s professional goals, the observed lesson, and the  

artifacts and evidence collected and submitted.   

 

 6. Mid­year conference   

 

   a. Provides for the opportunity for the evaluator and the teacher to meet briefly to  

access progress to defined performance goals.   

 

 7. Data collection   

 

   a. This step is identical to process step 4.   

 

        8.Summary Rating  

  

   a. Provide teacher with clear, useful feedback that guides professional learning.   
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   b. Final ratings based on a scoring rule and considerations of data, artifacts, and  

evidence collected throughout the evaluation cycle.   

 

                9.Final conference and goal setting  

  

   a. Provide teachers with an assessment of their performance benchmarked against the  

standards.   

 

   b. Inform the development of future improvement goals.   

 

   c. Provide teacher effectiveness ratings.   

 

   d. A teacher may attach a written response to the summative evaluation within seven  

school days to be included in his/her personnel file.   

 

  10. Monitored Professional Development Plan   

  

   a. Educators rated as “developing” will be evaluated at least twice annually and subject  

to intensive supervision until improvement of instruction results in ratings of  

“proficient”.  Failure to improve for two consecutive years could lead to non­renewal,  

termination, or other.   

 

   b. For 1st and 2nd year teachers:  Inexperienced teachers in the first two years of  

employment showing a pattern of ineffectiveness according to evaluations may not be  

eligible for a continuance of a contact and may not qualify for a professional license.   

 

   c. For 3rd and 4th year teachers:  Experienced teachers found to be “developing” for two  

consecutive years will be considered for a plan of monitored professional  

development and will be placed on an intensive supervision plan that may lead to  

non­renewal, termination, or other.  

 

   d. For experienced teachers beyond the 4th year of teaching:  An experienced teacher  

rated “developing” will be evaluated annually and on intensive supervision until rated  

“proficient”.  Observation feedback will be provided to the teacher within seven  school days 

. Failure to improve for two consecutive years may lead  to non­renewal,  termination, or other.  

  

 E.   Supplemental Conditions    

 

1. Peer assistance provided to any staff member from this or any other district or institution shall  

remain confidential between the teacher and the assistance provider.   

 

2. For convenience the complete evaluation tool can be located on the district’s web site.   
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3. All observations for evaluation purposes shall be done openly and with the knowledge of the  

teacher.  This does not prevent an evaluator from making informal visits in the building nor  

excludes the use of observed actions outside the evaluation process from being used in the  

evaluation process and discussed during the post­observation conference.   

 

4. No audio or video recording of any teacher’s classroom shall be allowed without the teacher’s  

prior written consent.  However, the use of recording devices may be used in a plan of  

improvement.  Should an audio or video recording device be used, the building administrator  

shall keep a copy of the recording with the original retained by the teacher.  At the end of the  

plan of improvement, all copies and the original shall be erased.   

 

5. Any evaluation data generated to address K.S.A. 72­9004(a) “...including improvement in the  

academic performance of pupils or students insofar as the evaluated employee has the  

authority to cause such improvement…” must have validity, reliability, accuracy and  

applicability and be approved for use by the Board.  

 

 

 

G. Complaints and Concerns Originating Outside the Appraisal Procedure 

 

  1. When a complaint from a non-evaluator (patron, student, colleague, etc.) is registered 

against a teacher, the district has an obligation to investigate the complaint.  If the complaint is 

verbal, and the district will use the complaint in evaluation or disciplinary action against the 

teacher, the district will notify the teacher of the complaint in writing, unless legal restrictions 

would apply, within seventy-two (72) hours of receiving the complaint. 

 

  2. A written complaint, when received from a non-evaluator, will be investigated by the 

district and a copy given to the teacher within forty-eight (48) hours after receipt of the 

complaint--unless legal restrictions would apply. 

 

  3. A teacher has the right to give a written response to any complaint and any written 

response will be attached to the complaint. 

 

 

 

 

11. REDUCTION IN FORCE 

 

  When the Board finds that a reduction in force is in the best interest of the school district, 

then and then it that event, the effect upon the students and the school program should be the 

primary concern to all parties. 
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STEP ONE: Reduction in staff shall be accomplished by normal attrition, resignations, and/or 

retirements. 

 

STEP TWO: If additional reduction is necessary, probationary teachers may be terminated prior 

to the consideration of tenured teachers. 

 

STEP THREE: If further reductions are necessary, all of the following factors will be 

considered, but in no order of priority: 

 

A. Continuous years of service to the district 

B. Academic degrees and training 

C. Licensure and endorsements in an area of need 

D. Evaluation reports 

E. Recommendations of building principals and administrative staff 

F. Recent experience in the needed subject area(s) 

 

These Step 3 factors are not listed in any order of priority.  Each shall be given equal 

consideration. 

 

12. RECALL 

 

 Teachers released as a result of a reduction-in-force will be carried on a recall list, upon 

request, until employed in a certified position or for a maximum of two (2) years from the date of 

release.  During this time 

 It will be the responsibility of the teacher to keep the district notified in writing of 

changes in address or qualifications. 

 The teacher may request in writing to have priority status on the substitute list. 

 Teachers may retain membership in the district health coverage plan at their own expense 

until age 65, subject to acceptance by the carrier. 

 The Board has the authority to transfer existing personnel to vacancies before recalling 

anyone. 

 No appointment of new teachers will be made while there are available non-probationary 

teachers who were released pursuant to a reduction in force and who are certified to fill 

such vacancies. 

 Individuals will be offered recall in reverse order of release to the vacant areas certified to 

fill. 

 Teachers shall be notified in writing, by certified mail, when a vacancy for which s/he 

qualifies occurs.  The teacher shall have fifteen (15) calendar days from receipt of such 

notice to accept the vacancy.  If the teacher declines, or fails to respond to such offer, the 

teacher shall be removed from the recall list. 

 The non-probationary status of the teacher will not be affected.  If recalled, the teacher 

will be placed at appropriate column and longevity steps on the current salary schedule. 
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Upon request, the Board shall provide a copy of the current recall list to the Association.  The 

Association shall have the right to file a grievance for a released teacher who is not currently 

employed if it appears that the recall policy has been violated. 

   

     

 

 

13. FAIR DISMISSAL LANGUAGE 

 

1. The Board and Association agree to the mutual benefit of a Fair Dismissal procedure for 

experienced teachers.  This provision balances the relative security earned through an 

extended and successful probationary period with employer expectations of continued 

quality professional performance. 

  

2. If a teacher is terminated, he/she shall be afforded the rights to this procedure to appeal 

that decision. 

 

3. For the first three years of professional employment with the district, teachers are 

considered probationary and may be non-renewed prior to the statutory deadline for any 

reason except as protected by Constitutional or other nondiscrimination protections. 

 

4. Starting in year four of teaching with the district, teachers shall have earned non-

probationary status. At its discretion, the Board may formally grant non-probationary status 

to any teacher earlier. 

 

5. Non-probationary teachers may be non-renewed for just cause. Including: ineffective 

performance, provided the procedural process is closely observed. While timelines are 

expected to be followed, extenuating circumstances may be considered for minor procedural 

errors.  If the proposed non-renewal is to be based on ineffective performance, the district 

evaluation procedure shall be followed.  The non-probationary teacher will be informed 

his/her performance is substandard and the full evaluation process will be utilized, including 

a measurable plan of improvement. The plan of improvement shall be collaboratively 

developed but the final decision on the plan rests with the principals. 

 

 

6. If the non-renewal is based on other reasons, including disciplinary factors or reduction in 

force, those separate procedures as outlined in the Agreement shall be followed prior to the 

termination or non-renewal. 

 

7. If the non-probationary teacher is non-renewed, he//she shall be notified by certified and 

regular mail prior to the statutory continuing contract date.  The notification shall include 

the reason for the non-renewal.  The non-renewed teacher will have 14 calendar days from 

the receipt of the letter to file a written request with the Board Clerk for a hearing. 
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8. Within 7 calendar days, the parties shall meet and select a mutually agreeable party to be 

the hearing officer.  If that is not possible, the hearing officer shall be an arbitrator selected 

by alternately striking names from the KSDE list or the AAA list. 

 

9. During the hearing, the entire basis for the non-renewal shall be proffered by the district 

and the teacher may be present his/her response.   If, in the opinion of the hearing officer, 

more time and information is needed for an appropriate decision, it shall be allowed.  

Otherwise, the hearing shall be closed at the end of the presentations.  The decision by the 

hearing officer shall solely determine whether to sustain or reverse the non-renewal and shall 

be rendered in writing to both parties within seven calendar days. 

 

10. It is the intention of the parties that the decision be rendered prior to April 1 and all 

reasonable efforts should be made to accomplish that goal. 

 

11. If the teacher prevails, he/she is reinstated in full.  If the Board prevails, the non-renewal is 

final. The decision is binding on both parties provided that either party may appeal a 

decision it believes is arbitrary or capricious. 

 

12. The teacher shall pay for his/ her expenses, including any witness and/or representation.  

All other expenses of the hearing shall be paid by the district. 

 

SUNSET PROVISION – This provision shall be in effect for the 2016-17 school year and will NOT be 

included in subsequent agreements unless expressly agreed to. 

 

 

 

ARTICLE V:   COMMITTEES AND CALENDAR 

          

1.  (IN-SERVICE) PROFESSIONAL DEVELOPMENT PROGRAM 

          

       A Professional Development Council will be established to meet the needs of (in-service) 

professional development training in District #257. The Professional Development Council 

should be composed of the following representatives: 

          

 a. One I-NEA elected member from each building to be selected by I-NEA executive 

committee. 

 

     b. Three members selected by the Board of Education. 

          

 The council chairperson shall be elected by the council members at the last meeting each 

year. 
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  The chairperson shall be responsible for establishing the rules of the council setting time, 

date, place, duration and frequency of council meetings. Sufficient meetings should be held to 

determine the (in-service) professional development program for pre-school days in the fall. 

Meetings should be held early in the fall to determine (in-service) professional development 

programs for the remainder of the school year. 

          

  Council members should actively solicit suggestions from all faculty members. 

          

  One and one-half Professional Development Days will be under the authority of the 

Professional Development Council and the Administrative Cabinet.  The programs will be 

submitted in writing to the Board of Education for prior approval as reported in the annual 

update. 

 

 

2.  SCHOOL CALENDAR 

          

The school calendar shall consist of the following: 

 

 A. 178 Contract days 

 

 B. The following holidays; will be observed 

 

  Labor Day 

 

  Thanksgiving and following Friday 

 

  December 24th through January 1, or New Year's Holiday 

   

  Memorial Day 

 

 C. The following days shall be included: 

 

  No Designated Snow Days 

 

  A spring break in conjunction with a weekend 

 

 D. There shall be three and one-half work days; scheduled as follows:  

  One day prior to start of school 

 

  One-half day prior to each fall and spring parent teacher conference  

 

  One day prior to beginning of the second semester 
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  One day at end of year. 

 

 E. There shall be the following additional days organized and planned by the PDP and 

Administrative Cabinet and scheduled as follows:   

 

  One day scheduled during the contract year. 

 

  One Operations and Planning day scheduled prior to start of school 

 

All schools will have early release for Professional Development at 2:50 P.M. each 

Wednesday. 

 

Early dismissal at Iola Middle School and Iola High School at the end of each quarter for 

Professional Development 

 

 F.   The district calendar committee shall include TAC, the Superintendent, Building 

Principals, Maintenance Director, and the two Athletic Directors.  The committee shall begin 

meeting in November and finalize a calendar for the BOE by February 1st of each year. Both 

teams will meet and discuss proposed calendar for a tentative agreement to be reached by the end 

of February. 

 

 

3.  EDUCATIONAL TRIPS - FIELD TRIPS - VISITATIONS AND EXCURSIONS 

          

  Educational trips, field trips, visitations, and excursions can, and do, in many cases add a 

great deal to a child's educational experience. The objectives of such trips should be clearly 

defined and properly geared to the interest, ability, and level of maturity reached by the pupils 

involved. 

          

  Educational trips shall be reviewed by a committee every 3rd year beginning in 2001-02.  

The committee will be appointed by the board from a list of volunteers and will be composed of 

not fewer than one secondary principal, one elementary principal, two secondary teachers, and 

two elementary teachers. The committee will study the feasibility of educational trips in terms of 

educational value, logical and orderly scheduling costs, and make recommendations to the 

superintendent and the board. 

          

  Other members may be appointed to represent the student body and the public. 

          

  Transportation request forms are available in the Principal's Office.  

 

  Field trip requests which have questionable educational value shall be reviewed by said 

committee. Review may be requested by the Administration or the teacher submitting the 

request. 
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4.  EVALUATION INSTRUMENTS COMMITTEE        

    

  The committee shall consist of a central office administrator, a board member, a 

secondary administrator, an elementary administrator, which shall be chosen by the BOE; and 

one primary, one intermediate, one middle school and one high school teacher which shall be 

chosen by Iola-NEA. 

 

  Teacher representatives on this committee will be extended the opportunity to also 

participate in any consortium preplanning or training regarding new state guidelines for teacher 

evaluation instruments. 

 

  This Evaluation Instruments Committee may meet periodically to make any necessary 

revisions in the documents. (See Appendix E updated 8/11/14) 

 

5.  

6.  CURRICULUM  

   

 Every certified staff member shall be a member of at least one of the ongoing curriculum 

committees.  Each elementary grade level and each school will be represented on each core 

curriculum area committee.  These committees shall be under the direction of the 

superintendent/designee and shall make recommendations to the Board for the final decision.  

 

 During the review process curriculum materials will be made available to all affected 

teachers.  Curriculum materials are defined as any materials required to be used in instruction.  

Each of these teachers shall have an opportunity to review the materials for at least one week 

including a weekend, and to provide input through their representative, prior to voting.  The 

superintendent/designee and at least one member of Iola-NEA will tally the votes.  All teachers 

shall be notified no later than 60 days prior to implementation of any adopted changes.   

 

 The rotation schedule for materials adoption, committee membership, and other procedures 

will be published on the district website under Policies and Documents. 

        

 

6. DISTRICT MANDATED TECHNOLOGY PROGRAMS 

 

  It was agreed during the 1999 IBB process that if the district adopts and mandates certain 

technology programs be used by certified staff, appropriate time is set aside for staff training and 

practice.  Additionally, the appropriate technology support will be made available to staff using 

the mandated programs. 

  The technology committee will be composed of one teacher from each school, a support 

staff representative, the technology director, and will be chaired by the Curriculum Director.  The 

committee will meet at least twice per year. 
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7.  SUPPLEMENTAL SCHEDULES REVISION COMMITTEE 

 

  A standing committee was formed at the beginning of the 1997-98 school year, composed 

of the superintendent or his designate, one board of education member, the two athletic directors 

and 3 additional members of Iola-NEA appointed by their executive board for the purpose of 

making a comprehensive study and proposing necessary changes to the existing Supplemental 

Salary Schedule. 

 

  This committee will gather information, review the present schedule and as openings 

occur, positions are vacated or new positions proposed, it shall be the charge of this committee to 

revise and make recommendations to be considered for contract negotiations.  Newly created 

positions by administration shall be posted as specified in ARTICLE IV, #3, of the Negotiated 

Agreement.  

 

8.  BENEFITS COMMITTEE 

 

  The association will appoint to a standing district insurance and 125 plan committee, 

members which will meet regularly to study and monitor the district’s health insurance plan, 

carriers, usage and coverages and report to the bargaining teams.  In addition the committee will 

annually review the vendors and plan options as well as the plan administrator of the district’s 

125 Plan.  Recommendations for changes in the 125 plan will be made to the Board of 

Education.  The committee shall consist of six members selected by Iola-NEA, one central office 

administrator/board member or their designee, one administrator and three non-certified 

(classified) members.   

 

 

9.  PLANNING TIME FOR ELEMENTARY TEACHERS 

 

 Elementary Students will be released 2 hours early once each quarter to allow for additional 

planning time for elementary teachers.  The daily lunch recess will be shortened to 12 minutes in 

order to compensate for the lost instructional time. 

 

ARTICLE VI:   MISCELLANEOUS 

          

MIDDLE SCHOOL PHILOSOPHY AND SCHEDULE          

 

  The educational philosophy embraced by Iola Middle School incorporates block 

scheduling and grade level inter-disciplinary teaching and teaming. Teams will consist of one 

English, one social studies one science and one math instructor. Daily class schedules may be 

modified as deemed appropriate by the team with the approval of the principal or his/her 

designee, without establishing precedents regarding the subsequent alteration of teacher 

preparations and/or presentations. Grade level team members will have a daily scheduled team 

planning time of one class period that is not in lieu of individual planning time.  
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 As a cost saving measure to the district, middle school team time has been eliminated, 

with the understanding that a committee will be formed to review alternatives to establish 

programs that help students that struggle academically, socially, and emotionally.



  

USD #257          

2016-17 Salary Schedule         

           

              BS             BS+8         BS+15         BS+23          BS+40         MS             MS+8     MS+15      MS+23        MS+30 

           

           

1 34540 35030 35869 36501 37154 37444 38076 38696 39319 39991 

2 34907 35400 36399 37037 37703 37984 38619 39242 39862 40561 

3 35273 35767 36926 37568 38252 38523 39165 39784 40407 41132 

4 35643 36134 37457 38104 38801 39060 39707 40330 40950 41702 

5 36010 36501 37984 38637 39350 39599 40250 40873 41493 42270 

6 36377 36871 38511 39171 39899 40139 40796 41416 42038 42840 

7 36744 37238 39041 39704 40447 40676 41339 41961 42581 43411 

8         37605 39569 40238 40996 41215 41884 42504 43124 43978 

9                 40096 40771 41545 41755 42427 43047 43670 44548 

10                 40626 41305 42094 42294 42970 43592 44212 45119 

11                 41153 41838 42643 42831 43515 44135 44758 45689 

12                         42371 43192 43370 44058 44678 45301 46257 

13                                 43744 43910 44601 45224 45843 46827 

14                                 44292 44447 45147 45766 46389 47397 

15                                 44841         45689 46312 46932 47965 

16                                                         46855 47478 48535 

17                                                                 48020 49106 

18                                                                         49676 

19                                                                         50243 

20                                                                         50814 

           

 

  

          

  

30834.00 used 

for calculating 

Supplementals      
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    ADOPTED SCHEDULE FOR COMPENSATION OF   
  EXTRACURRICULAR ACTIVITIES, USD 257, IOLA, KANSAS  
  2016-17      

   HIGH SCHOOL      

ACTIVITY Year of Experience 1 3 5 7 9 

        

 
Head 
Coaches       

        
  FB, VB, BB, CC, Trk, Bb, SB, WR $3,700  $4,317  $4,933  $5,550  $6,167  
  Tennis $1,850  $2,004  $2,158  $2,467  $2,775  
  Golf $1,850  $2,004  $2,158  $2,467  $2,775  
  Baseball, Softball      

 
Asst. 
Coaches       

  Football $3,392  $3,546  $3,700  $4,008  $4,317  
  BB, VB, Track, Bb , SB, WR $3,083  $3,238  $3,392  $3,700  $4,008  
  Cross Country $2,775  $2,852  $2,929  $3,238  $3,392  
           Other Activities       
  Instrumental Music $2,158  $2,313  $2,467  $2,621  $3,083  
  Three Act Plays  $2,158  $2,313  $2,467  $2,775  $3,083  
  Eighth Hour Supervisor (H.S.) $2,158  $2,158  $2,158  $2,158  $2,158  
  Spirit Squad $2,158  $2,313  $2,467  $2,698  $2,929  
  Co Spirit Squad Sponsor (Pom Pom) $925  $1,079  $1,233  $1,388  $1,542  
  Vocal Music $2,004  $2,158  $2,313  $2,467  $2,775  
  Weightlifting $771  $848  $1,079  $1,156  $1,233  
  FFA $925  $1,233  $1,542  $1,850  $2,158  
  FCCLA $925  $1,233  $1,388  $1,542  $1,850  
  Kayettes $925  $1,079  $1,233  $1,388  $1,542  
  I-Club $925  $1,079  $1,233  $1,388  $1,542  
  Stuco $925  $1,079  $1,233  $1,388  $1,542  
  School Paper $1,233  $1,233  $1,233  $1,542  $1,542  
  Yearbook $925  $925  $925  $1,233  $1,233  
  Forensics $2,158  $2,313  $2,467  $2,775  $3,083  
  Iola Players $925  $1,079  $1,233  $1,388  $1,542  
  Anthology (Images) $1,233  $1,233  $1,233  $1,542  $1,542  
  SADD $925  $1,079  $1,233  $1,388  $1,542  
  Foreign Languge Club $925  $1,079  $1,233  $1,388  $1,542  
  Scholar Bowl $1,542  $1,696  $1,850  $2,081  $2,313  
  National Honor Society $694  $848  $1,002  $1,156  $1,233  
  FBLA $925  $1,079  $1,233  $1,388  $1,542  
  Driver Ed Coordinator $1,850  $2,004  $2,158  $2,467  $2,775  
  Crossroads Director $1,788  $1,788  $1,788  $1,788  $1,788  
  Athletic Director $4,533 $4,687 $4,841 $5,072 $5,303 
        
  Assistant Sponsors   .5% less than  
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sponsor 
        
  Class Sponsors      
  9th/10th Grade $154  $308  $463  $463  $463  
  11th Grade (2) $925  $1,079  $1,233  $1,310  $1,388  
  12th Grade $463  $463  $771  $771  $771  
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  2015-16      

  MIDDLE SCHOOL      

ACTIVITY   1 3 5 7 9 

 Athletic Director $2,621  $2,775  $2,929  $3,160  $3,392  

 
Head 
Coach       

  Football 8th $2,313  $2,467  $2,621  $2,929  $3,238  
  Football 7th $1,388  $1,542  $1,696  $1,850  $2,004  
  Basketball, Track, VB, Wrestling $2,081  $2,235  $2,390  $2,698  $3,006  
  Golf $1,542  $1,696  $1,850  $2,004  $2,158  
 Assistant Coaches      
  FB, BB, VB, Track, Wrestling $1,233  $1,388  $1,542  $1,696  $1,850  

  
7/8 Intramural F-ball, B-ball, V-
ball $1,233  $1,388  $1,542  $1,696  $1,850  

  
6th Intramural F-ball, B-ball, V-
ball, Track $1,233  $1,310  $1,388  $1,465  $1,542  

 
Other 
Activities       

  TA Coordinator $3,854  $3,854  $3,854  $3,854  $3,854  
  8th Hr. Supervisor $2,158  $2,158  $2,158  $2,158  $2,158  
    Scholastic Recognition Activities $925  $1,079  $1,233  $1,310  $1,465  
  Three Act Play & Dramatics $1,079  $1,079  $1,233  $1,388  $1,542  
  TV Media Specialist $1,310  $1,388  $1,542  $1,696  $1,850  
  Yearbook & Newpaper $1,079  $1,079  $1,233  $1,388  $1,542  
  Stuco $617  $617  $925  $1,233  $1,542  
  Academic Competition $925  $1,079  $1,233  $1,388  $1,542  
  Yell Leader $925  $925  $925  $925  $925  
  Instrumental Music $925  $1,079  $1,233  $1,388  $1,696  

  Assistant Sponsors  

.5% less 
than 
sponsor    

        

  2015-16      

  ELEMENTARY 1 3 5 7 9 

  Elementary Athletics $1,233  $1,233  $1,233  $1,233  $1,233  
  Detention Supervisors $463  $617  $771  $771  $925  
  Sign Club $925  $925  $925  $925  $925  
        

  2015-16      

  DISTRICT 1 3 5 7 9 

  PDC VChair/Sec'y $1,233  $1,233  $1,233  $1,388  $1,542  
  PDC Coordinator $3,700  $4,317  $4,933  $5,550  $6,167  
  PDC Building Representatives $200 plus $20 per certified staff member in building 
  Curricular Chairs $500  $500  $500  $500  $500  
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Appendix C:  Grievance Report Form 

 

GRIEVANCE REPORT FORM 

          

Grievance #                                                                                    School District 

          

Prepare form in duplicate 

 

_______________      _____________         _________________________         __________                                                            

 Building  Assignment Name of Aggrieved   Date Filed 

          

 LEVEL 2 

 

A . Date cause of grievance occurred                 __________________ 

 

B. Statement of Grievance (time, date place, names and addresses of witnesses) 

 

 __________________________________________________________________________              

 __________________________________________________________________________ 

 __________________________________________________________________________ 

 __________________________________________________________________________ 

 __________________________________________________________________________ 

 If additional space is needed, attach extra sheet. 

 

 

C. Relief Sought 

   

 __________________________________________________________________________ 

 __________________________________________________________________________  

 __________________________________________________________________________ 

 __________________________________________________________________________   

 

 

 ____________________________       ______________ 
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   Signature        Date 

 

D. Disposition by Principal 

   

 __________________________________________________________________________ 

 __________________________________________________________________________ 

 __________________________________________________________________________ 

 

     _________________________              ______________ 

      Signature of Principal     Date 

          

                                   

            

LEVEL 3 

 

          

A. Date submitted to Superintendent           ______________ 

          

B. Disposition by Superintendent 

 

 __________________________________________________________________________              

 __________________________________________________________________________ 

 __________________________________________________________________________ 

 __________________________________________________________________________ 

 __________________________________________________________________________ 

 

 

          

      ____________________            _______________ 

       Signature          Date 

 

             

 

 

 LEVEL 4 
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A. Date Submitted to the Clerk of the Board                    ________________ 

          

B. Disposition by Board of Education 

 

 __________________________________________________________________________              

 __________________________________________________________________________ 

 __________________________________________________________________________ 

 __________________________________________________________________________ 

 __________________________________________________________________________ 

 

 

     __________________________           _______________ 

 

     Signature of Board President   Date 
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 Appendix D:  Personal Leave Request 

 

 

Name  ________________________________________   Date Submitted  _______________ 

 

 

 I request personal leave as follows: 

 

 _____   First Day This Year    (No Deduct)  Date     _________________ 

 

 _____   Second Day This Year   (No Deduct)  Date     _________________ 

 

 _____   Additional Day(s) This Year  (Full Deduct) Date(s)  ________________  

 

 

 Will a substitute be needed.     Yes  _____   No  ______ 

                           Full Day  _____  Half Day  _____ 

 

 

    Signature   ___________________________________________ 

 

 

Building Principal's Action 

 

 

 Date Request Received ____________________ 

 

 ________     Approved 

 

 ________     Disapproved 

 

 Reason Disapproved  _______________________________________________________ 

 

      _________________________________________________________________________ 

 

      _________________________________________________________________________ 

 

      _________________________________________________________________________ 
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 Date  _____________        Building Principal   ____________________________________ 

 

 

Note:  It will be helpful to the school for this request to be submitted as far ahead as possible of date requested. 
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Appendix E:  Certified Evaluation Instrument  

USD 257 TEACHER EVALUATION 

McRel Evaluation Tool adopted 2014-15 
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PERSONNEL 

For reference from USD # 257 

Policy Handbook 

GAA   GOALS AND OBJECTIVES 

 

 The goal of the personnel policies set forth in this policy and rule section is to create the best possible educational 
climate for the children of the school district.  To this end, these personnel policies are designed to prevent 
misunderstandings by the personnel of the district of their duties and privileges.  In order to further develop a climate of 
trust and understanding, the Board of education earnestly seeks the involvement of all personnel in the development of 
policies affecting their position. 
 All personnel handbooks are to be approved by the Board and adopted, by reference, as a part of these policies 
and rules. 
 

GAAA Equal  Employment  Oppor tun i ty and Nondiscr iminat ion  GAAA 

 
 The  board  sha l l  h i re  a l l  emp loyees on  the  bas is  o f  ab i l i t y  and  the  d is t r ic t ’s  needs.  
 The  d is t r ic t  i s  an  equa l  oppor tun i ty  employer  and  sha l l  no t  d isc r im ina te  in  i t s  
emp loyment  p rac t ices  and  po l ic ies  wi th  respect  to  h i r ing,  compensat ion ,  te rms,  cond i t ions ,  o r  
p r iv i leges  o f  emp loyment  because  o f  an  ind iv idua l ’s  race ,  co lo r ,  re l ig ion ,  sex,  age ,  d isab i l i t y  
o r  na t iona l  o r ig in .  
 Inqu i r ies  regard ing  compl iance  may be  d i rec ted  to :  
Super in tendent  o f  Schoo ls   
408  N Cot tonwood  
Io la ,  KS 66749  
 
o r  to :  
Equa l  Employment  Oppor tun i ty  Commiss ion  
400  Sta te  Ave . ,  9 th  F loor  
Kansas Ci ty ,  KS 66101  
(913)  551 -5655 
 
o r  
Kansas Human Righ ts  Commiss ion  
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900 SW  Jackson,  Su i te  568 -S 
Topeka ,  KS  66612 -1258 
(785)  296 -3206 
 
o r  
Un i ted  S ta tes  Depar tment  o f  Educa t ion  
Of f ice  fo r  C iv i l  R igh ts  
8930 W ard  Parkway,  Su i te  2037  
Kansas Ci ty ,  Missour i   64114 -3302 
(816) 268-0550 
 
Approved :   KASB Recommendat ion  -  2 /98 ;  8 /98 ;  6 /06  
 

 

GAAB Compla in ts  o f  D iscr iminat ion  (See  JDDC,  JGECA and KN) GAAB 

 
 The  d is t r ic t  i s  commi t ted  to  ma in ta in ing a  work ing and  learn ing envi ronment  f ree  f rom 
d iscr im ina t ion ,  insu l t ,  in t im ida t ion  o r  harassment  due  to  race ,  co lo r ,  re l ig ion ,  sex,  age ,  
na t iona l  o r ig in  o r  d isab i l i t y .   Any inc iden t  o f  d isc r im ina t ion  in  any fo rm sha l l  p rompt ly  be  
repor ted  to  an  employee ’s  immed ia te  superv isor ,  the  bu i ld ing p r inc ipa l  o r  the  d is t r ic t  
compl iance  coord ina to r    f o r  inves t iga t ion  and  cor rec t ive  ac t ion  by the  bu i ld ing o r  d is t r ic t  
compl iance  o f f i ce r .   Any employee  who engages in  d isc r im ina to ry conduct  sha l l  be  sub jec t  to  
d isc ip l ina ry ac t ion ,  up  to  and  inc lud ing te rm ina t ion .  
 D iscr im ina t ion  aga ins t  any ind iv idua l  on  the  bas is  o f  race ,  co lo r ,  na t iona l  o r ig in ,  sex,  
d isab i l i t y ,  age ,  o r  re l ig io n  in  the  admiss ion  o r  access  to ,  o r  t rea tment  o r  emp loyment  in  the  
d is t r ic t ’s  p rograms and  ac t iv i t ies  is  p roh ib i ted .   The  super in tendent  o f  schoo ls ,  408  N.  
Cot tonwood,  620 -365-4700,  has  been des igna ted  to  coord ina te  compl iance  wi th  
nond iscr im ina t ion  requ i r ements  con ta ined  in  T i t le  V I  and  T i t le  V I I  o f  the  C iv i l  R igh ts  Ac t  o f  
1964 ,  T i t le  IX o f  the  Educa t ion  Amendments  o f  1972 ,  Sect ion  504  o f  the  Rehab i l i ta t ion  Ac t  o f  
1973 ,  and  The Amer icans  wi th  D isab i l i t ies  Ac t  o f  1990 .  
 Compla in ts  o f  d isc r im ina t ion  shou ld  b e  addressed  to  an  employee ’s  superv isor  o r  to  
the  bu i ld ing p r inc ipa l  o r  the  compl iance  coord ina to r .   Compla in ts  aga ins t  the  super in tendent  
shou ld  be  addressed  to  the  board  o f  educa t ion .  
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 Compla in ts  o f  d isc r im ina t ion  wi l l  be  reso lved  us ing the  d is t r ic t ’s  d iscr im ina t ion  
compla in t  p rocedures .  
 
Approved :   KASB Recommendat ion  -  2 /98 ;  8 /98 ;  4 /07 ;  6 /09  

 

GAAC   SEXUAL HARASSMENT 

 

 The board of education is committed to providing a positive and productive working and learning environment, 
free from discrimination on the basis of sex, including sexual harassment.  Sexual harassment will not be tolerated in 
the school district.  Sexual harassment of employees or students of the district by board members, administrators, 
certificated and support personnel, students, vendors, and any others having business or other contact with the school 
district is strictly prohibited. 
 Sexual harassment is unlawful discrimination on the basis of sex under Title IX of the Education Amendments of 
1972, Title VII of the Civil Rights Act of 1964, and the Kansas Acts Against Discrimination.  All forms of sexual 
harassment are prohibited at school, on school property, and at all school-sponsored activities, programs or events.  
Sexual harassment against individuals associated with the school is prohibited, whether or not the harassment occurs 
on school grounds. 
 It shall be a violation of this policy for any student, employee or third party (visitor, vendor, etc.) to sexually 
harass any student, employee, or other individual associated with the school.  It shall further be a violation for any 
employee to discourage a student or another employee from filing a complaint, or to fail to investigate or refer for 
investigation, any complaint lodged under the provisions of this policy.  Violation of this policy by any employee shall 
result in disciplinary action, up to and including termination. 
 Sexual harassment shall include, but not be limited to, unwelcome sexual advances, requests for sexual favors, 
and other verbal or physical conduct of a sexual nature when:  (1) submission to such conduct is made either explicitly 
or implicitly a term or condition of an individual’s employment; (2) submission to or rejection of such conduct by an 
individual is used as the basis for employment decisions affecting such individual; or (3) such conduct has the purpose 
or effect of unreasonably interfering with an individual’s work performance or creating an intimidating, hostile or 
offensive working environment. 
 Sexual harassment may result from verbal or physical conduct or written or graphic material.  Sexual 
harassment may include, but is not limited to:  verbal harassment or abuse; pressure for sexual activity; repeated 
remarks to a person, with sexual or demeaning implication; unwelcome touching; or suggesting or demanding sexual 
involvement accompanied by implied or explicit threats concerning an employee’s job status. 
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 The district encourages all victims of sexual harassment and persons with knowledge of such harassment to 
report the harassment immediately.  Complaints of sexual harassment will be promptly investigated and resolved. 
 Employees who believe they have been subjected to sexual harassment should discuss the problem with their 
immediate supervisor.  If an employee’s immediate supervisor is the alleged harasser, the employee should discuss 
the problem with the building principal or the district compliance coordinator.  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.  (See KN) 
 Complaints received will be investigated to determine whether, under the totality of the circumstances, the 
alleged behavior constitutes sexual harassment under the definition outlined above.  Unacceptable conduct may or 
may not constitute sexual 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 disci-
pline. 
 Any employee who witnesses an act of sexual harassment or receives a complaint of harassment from another 
employee or a student shall report the complaint to the building principal.  Employees who fail to report complaints or 
incidents of sexual 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 harassment may also face 
disciplinary action. 
 Initiation of a complaint of sexual 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 against any person who has filed a 
complaint or testified, assisted, or participated in an investigation of a sexual harassment complaint is prohibited.  Any 
person who retaliates is subject to immediate disciplinary action, up to and including termination of employment. 
 To the extent possible, confidentiality will be maintained throughout the investigation of a complaint.  The desire 
for confidentiality must be balanced with the district’s obligation to conduct a thorough investigation, to take appropriate 
corrective action or to provide due process to the accused. 
 False or malicious complaints of sexual harassment may result in corrective or disciplinary action against the 
complainant. 
 A summary of this policy and related materials shall be posted in each district facility.  The policy shall also be 
published in student, parent and employee handbooks as directed by the district compliance coordinator.  Notification 
of the policy shall be included in the school newsletter or published in the local newspaper annually. 
 
Approved :   1 /10 /05  
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GAACA RACIAL HARRASSMENT:  EMPLOYEES (See  GAF)  

 The board of education is committed to providing a positive and productive working and learning environment, 
free from discrimination, including harassment, on the basis of race, color or national origin.  Racial harassment will not 
be tolerated in the school district.  Racial harassment of employees or students of the district by board members, 
administrators, certified and support personnel, students, vendors, and any others having business or other contact 
with the school district is strictly prohibited. 
 Racial harassment is unlawful discrimination on the basis of race, color or national origin under Titles VI and VII 
Civil Rights Act of 1964, and the Kansas Acts Against Discrimination.  All forms of racial harassment are prohibited at 
school, on school property, and at all school-sponsored activities, programs or events.  Racial harassment against 
individuals associated with the school is prohibited, whether or not the harassment occurs on school grounds. 
 It shall be a violation of this policy for any student, employee or third party (visitor, vendor, etc.) to racially harass 
any student, employee, or other individual associated with the school.  It shall further be a violation for any employee to 
discourage a student or another employee from filing a complaint, or to fail to investigate or refer for investigation, any 
complaint lodged under the provisions of this policy.  Violations of this policy by any employee shall result in 
disciplinary action, up to and including termination. 
 Racial Harassment is racially motivated conduct which: 
Affords an employee different treatment, solely on the basis of race, color or national origin, 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; 

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

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 harassment may result from verbal or physical conduct or written or graphic material. 
 The district encourages all victims of racial harassment and persons with knowledge of such harassment to 
report the harassment immediately.  Complaints of racial harassment will be promptly investigated and resolved.   
 Employees who believe they have been subjected to racial harassment should discuss the problem with their 
immediate supervisor.  If an employee’s immediate supervisor is the alleged harasser, the employee should discuss 
the problem with the building principal or the district compliance coordinator.  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.  (See KN) 
 Complaints received will be investigated to determine whether, under the totality of the circumstances, the 
alleged behavior constitutes racial harassment under the definition outlined above.  Unacceptable conduct may or may 
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not constitute racial 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. 
 Any employee who witnesses an act of racial harassment or receives a complaint of harassment or receives a 
complaint of harassment from another employee or a student shall report the complaint to the building principal.  
Employees who fail to report complaints or incidents of racial 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 racial harassment may also face disciplinary action. 
 Initiation of a complaint of racial 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 against any person who has filed a complaint 
or testified, assisted, or participated in an investigation of a racial harassment complaint is prohibited.  Any person who 
retaliates is subject to immediate disciplinary action, up to termination of employment. 
 To the extent possible, confidentiality will be maintained throughout the investigation of a complaint.  The desire 
for confidentiality must be balanced with the district’s obligation to conduct a thorough investigation, to take appropriate 
corrective action or to provide due process to the accused. 
 False or malicious complaints of racial harassment may result in corrective or disciplinary action against the 
complainant. 
 A summary of this policy and related materials shall be posted in each district facility.  The policy shall also be 
published in student, parent and employee handbooks as directed by the district compliance coordinator.  Notification 
of the policy shall be included in the school newsletter or published in the local newspaper annually. 
 

 
Approved:  5/10/04 
 

GAAD  Child Abuse  (See JCAC and JGEC) GAAD 

 Any d is t r ic t  emp loyee  who has  reason to  know or  suspect  a  ch i ld  has  been in ju red  as  
a  resu l t  o f  phys ica l ,  menta l  o r  emot iona l  abuse  o r  neg lec t  o r  sexua l  abuse ,  s ha l l  p rompt ly  
repor t  the  mat te r  to  the  loca l  Soc ia l  Rehab i l i ta t ion  Serv ices  (SRS)  o f f i ce  o r  to  the  loca l  law 
en fo rcement  agency i f  the  SRS o f f i ce  is  no t  open.  
 The  employee  mak ing the  repor t  wi l l  no t  con tac t  the  ch i ld ’s  fami ly  o r  any o ther  
persons to  de te rmine  the  cause  o f  the  suspected  abuse  o r  neg lec t .  
  
 SRS Access  to  S tudents  on  Schoo l  Premises  



  51 

 The  bu i ld ing p r inc ipa l  sha l l  a l low a  s tudent  to  be  in te rv iewed by SRS or  law 
en fo rcement  represen ta t ives  on  schoo l  p remises  and  sha l l  ac t  as  appropr ia te  to  p ro t ec t  the  
s tudent ’s  in te res ts  dur ing the  in te rv iew.  
  
 Coopera t ion  Be tween Schoo l  and  Agenc ies  
 Pr inc ipa ls  sha l l  work  wi th  SRS and law en fo rcement  agenc ies  to  deve lop  a  p lan  o f  
coopera t ion  fo r  inves t iga t ing repor ts  o f  suspected  ch i ld  abuse  o r  neg lec t .   To  th e  exten t  tha t  
sa fe ty  is  no t  compromised ,  law en fo rcement  o f f i ce rs  inves t iga t ing compla in ts  o f  suspected  
ch i ld  abuse  o r  neg lec t  on  schoo l  p roper ty  sha l l  no t  be  in  un i fo rm.  
 Repor t ing Procedure  
 The  employee  sha l l  p rompt ly  repor t  to  the  loca l  SRS o f f i ce  o r  l aw en fo rcement  i f  
SRS is  c losed .   I t  i s  recommended the  bu i ld ing admin is t ra to r  a lso  be  no t i f ied  a f te r  the  repor t  
i s  made.  
 I f  the  bu i ld ing p r inc ipa l  has  been no t i f ied ,  the  p r inc ipa l  sha l l  immed ia te ly  no t i f y  the  
super in tendent  tha t  the  in i t ia l  repor t  to  SRS  has been made.   I f  appropr ia te ,  the  p r inc ipa l  may 
con fe r  wi th  the  schoo l 's  soc ia l  worker ,  gu idance  counse lo r  o r  psycho log is t .   A t  no  t ime sha l l  
the  p r inc ipa l  o r  any o ther  s ta f f  member  p reven t  o r  in te r fe re  wi th  the  mak ing o f  a  suspected  
ch i ld  abuse  repor t .  
 I f  ava i lab le ,  the  fo l lowing in fo rmat ion  sha l l  be  g iven  by the  person  mak ing the  in i t ia l  
repor t :   name,  address  and  age  o f  the  s tudent ;  name and  address  o f  the  paren ts  o r  
guard ians ;  na tu re  and  exten t  o f  in ju r ies  o r  descr ip t ion  o f  neg lec t  o r  abuse ;  and  an y o ther  
in fo rmat ion  tha t  m igh t  he lp  es tab l ish  the  cause  o f  the  ch i ld ’s  cond i t ion .  
 Any persona l  in te rv iew or  phys ica l  inspect ion  o f  the  ch i ld  by any schoo l  emp loyee  
sha l l  be  conducted  in  an  appropr ia te  manner  wi th  an  adu l t  wi tness  p resen t .  
 S ta te  law prov ides  tha t  anyone mak ing a  repor t  in  accordance  wi th  s ta te  law and  
wi thou t  ma l ice  sha l l  be  immune f rom any c iv i l  l iab i l i t y  tha t  m igh t  o therwise  be  incur red  o r  
imposed.  
 
Approved :   KASB Recommendat ion  -  2 /98 ;  4 /07 ;  6 /07  
 
 

GAAE Bul lying  by Sta f f   (See  EBC,  GAAB,  JDD,  and JDDC)  GAAE 
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 The  board  o f  educa t ion  p roh ib i ts  bu l ly ing in  any fo rm,  inc lud ing e lec t ron ic  means,  on  
o r  wh i le  us ing schoo l  p roper ty ,  in  a  schoo l  veh ic le  o r  a t  a  schoo l -sponsored  ac t iv i t y  o r  even t .   
The  admin is t ra t ion  sha l l  p ropose ,  and  the  board  sha l l  rev iew and  approve  a  p lan  to  address  
bu l ly ing on  schoo l  p roper ty ,  in  a  schoo l  veh ic le  o r  a t  a  schoo l -sponsored  ac t iv i t y  o r  even t .  
 The  p lan  sha l l  inc lude  p rov is ions  fo r  the  t ra in ing and  educa t ion  o f  s ta f f  members .   
S ta f f  members  who bu l ly  o thers  in  v io la t ion  o f  th is  po l icy  may be  sub jec t  to  d isc ip l ina ry 
ac t ion ,  up  to  and  inc lud ing suspens ion  pend ing a  hear ing and /o r  te rm ina t ion .   I f  appropr ia te ,  
s ta f f  members  who v io la te  the  bu l ly ing p roh ib i t ion  sha l l  be  repor ted  to  loca l  law en fo rcement .  
 
Approved :   KASB Recommendat ion  –  06 /08  
 

GAC  POLICIES AND RULES DEVELOPMENT INVOLVEMENT 

 

 In the development of personnel policies, rules and regulations, the Board shall, to the fullest extent practicable, 
involve the employees of the school district with respect to their ideas, comments and criticism. 
 

GACB  QUALIFICATIONS AND DUTIES 

 

 A job description for each category of employees will be developed by the Superintendent.  Such job description 
shall be filed by the Clerk and shall be published in the appropriate handbook. 
 
 

GACC RECRUITMENT AND HIRING   
 

 Recruitment 
 The board delegates to the superintendent the authority to recruit staff members.  In carrying out this 
responsibility, the superintendent may involve administrators and other employees. 
 
 Hiring 
 The board shall approve the employment of all employees. The employment of any staff member is not official 
until the contract or other document is signed by the candidate and approved by the board. 
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 Background Checks 
 As a condition of initial employment, an applicant who cannot certify they have continuously resided in Kansas 
for the past ten years shall be subjected to a statewide and a nationwide criminal history records check by the Kansas 
Bureau of Investigation (KBI).  The check shall conform to applicable federal standards and include the taking of the 
applicant’s fingerprints.  The board of education shall pay the costs of the background check. 
 
 Hiring sequence 
The verbal offer of employment to the candidate; 
Verbal acceptance by the candidate; 
Background check initiated, if required; 
Contract or other appropriate document sent to the candidate and candidate’s acceptance signified by a signed 
document returned to the superintendent; and 
approval of the contract or other documents by the board.  
 
 Provisional Employment 
 The board may offer provisional employment to an applicant pending receipt of the results of the criminal history 
records check required by law.  Any agreement for provisional employment shall specify that the employment is subject 
to termination by the board, without further proceedings and without reference to any other law or contractual 
agreement, if the results of the criminal history records check reveal that the applicant has been convicted of any 
offenses specified in law. 
 
Approved 11/00 

 

 

GACD Employment  E l ig ib i l i t y Ver i f i ca t ion   (Form I -9 ) (See  GAK)  GACD 

 
 A l l  d is t r ic t  emp loyees,  a t  the  t ime o f  emp loyment ,  sha l l  p rov ide  ver i f i ca t ion  o f  iden t i t y  
and  employment  s ta tus  to  the  super in tendent .  
 The  super in tendent  sha l l  ma in ta in  a  f i le  on  a l l  o f  the  d is t r ic t ’s  employees,  p rov ing 
tha t  each  employee  has  ver i f ied  the i r  iden t i t y ,  emp loyment  s ta tus ,  U.S .  c i t i zensh ip ,  o r  lega l  
a l ien  s ta tus .    
For  add i t iona l  in fo rmat ion  see :  
h t t p : / / www. u s c i s . g o v / f i l e s / n a t i ve d o c u m e n t s / m - 2 7 4 . p d f  
 

http://www.uscis.gov/files/nativedocuments/m-274.pdf
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Approved:   KASB Recommendat ion  -  2 /98 ;  4 /07 ;  6 /08  

 

GAD  EMPLOYEE DEVELOPMENT OPPORTUNITIES 

 

 Opportunity will be provided to all employees to develop their competence beyond the minimum skills necessary 
for the performance of assigned functions. 
 Employees are encouraged to develop and submit, through normal supervisory channels, plans or proposals for 
the improvement of skills, knowledge and technical performance capabilities. 
 

GAD-R  EMPLOYEE DEVELOPMENT OPPORTUNITIES 

 

 All plans for self-improvement which involve the expenditure of district funds shall be approved in advance. 

 

GADA    IN-SERVICE EDUCATION 

 

 The Superintendent, in consultation with the management team, will develop a program of in-service education 
for employees and submit such program to the Board of Education for approval. 
 

GADA-R    IN-SERVICE EDUCATION 

 

 All employees are expected to attend locally sponsored in-service education sessions unless excused by the Superintendent, or his/her 

designated representative.  Workshops, seminars, and similar  programs may utilize all or a portion of the work day.  On occasion, these 

programs may be combined with regular staff meetings.  Appropriate personnel will be selected to conduct the sessions.  (See Negotiated 

Agreement.) 

 

GAE   GRIEVANCES 

 

 The Board shall provide a procedure whereby each professional employee shall have the opportunity to have 
his/her complaints and grievances timely and fairly considered and resolved. 
 

GAE-R  GRIEVANCE PROCEDURE 
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 See grievance procedure in negotiated agreement. 

 

GAEA  COMPLAINTS OF DISCRIMINATION 

 

 Discrimination against any individual on the basis of race, color, national origin, sex, disability, age or relition in 
the admission or access to, or treatment or employment in the district's programs and activities is prohibited.  The 
Superintendent of Schools, 402 East Jackson, Iola, KS, (316) 365-4700 has been designated to coordinate 
compliance with nondiscrimination requirements contained in Title VI of the Civil Rights Act of 1964, Title IX of the 
Education Amendments of 1972, Section 504 of the Rehabilitation Act of 1973, and The Americans with Disabilities 
Act of 1990. 
 Complaints of discrimination should be addressed to an employee's supervisor or to the compliance coordinator.  
Complaints against the superintendent should be addressed to the board of education. 
 Complaints of discrimination will be resolved using the district's discrimination complaint procedure.  (See KN) 
 

 

GAF Sta f f -Student  Re la t ions   GAF 

 (See  GAAC,  GAACA JGEC,  JGECA and KN)   
 S ta f f  members  sha l l  ma in ta in  p ro fess iona l  re la t ionsh ips  wi th  s tudents ,  wh ich  a re  
conduc ive  to  an  e f fec t ive  educa t iona l  env i ronment .   S ta f f  members  sha l l  no t  submi t  s tudents  
to  sexua l  harassment  o r  rac ia l  harassment .    S ta f f  members  sha l l  no t  have  any in te rac t ion  o f  
a  sexua l  na tu re  wi th  any s tudent  a t  any t ime regard less  o f  the  s tudent ’s  age  o r  s ta tus  o r  
consent .  
 
Approved :   KASB Recommendat ion  –  2 /98 ;  7 /03 ;  4 /07 ;  6 /07  
 

GAG  CONFLICT OF INTEREST 

 

 School district employees are prohibited from engaging in any activity which will detract from the effective 
performances of their duties.  No employee will attempt to sell, or endeavor to influence, any student of this school to 
buy any product, article, instrument, service or other such item which would directly or indirectly benefit said school 
employee.  No school employee will enter into a contract with the school district other than a contract for employment 
unless the contract is awarded on the basis of competitive bidding. 
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GAG-R  CONFLICT OF INTEREST 

 

 Any school district employee shall report alleged violations of the conflict of interest policy to the Superintendent of Schools.  The 

Superintendent shall make an initial investigation to determine whether said policy has been violated and upon substantial evidence of a 

violation, the Superintendent shall report same to the Board of Education for its disposition.  In the event a school district employee has been 

found to have violated the conflict of interest policy, the Board of Education will order the employee, in writing, to cease and desist from his/her 

activities.  If the employee fails to halt his/her activities, the Board of Education may suspend or terminate the employee, as facts of the 

investigation dictate, pursuant to the policies of the school district.  Any such suspension will not be in excess of 30 days.  The Board of 

Education may not withhold the employee's pay for the period of suspension.  No employee will be suspended or terminated without benefit of a 

hearing before the Board of Education pursuant to the policies of the school district. 

 

GAH   STAFF-COMMUNITY RELATIONS 

 

 All staff members are encouraged to reside within the boundaries of the school district and to take an active part 
in community affairs. 
 
 Participation in Community Activities 
 Staff members are encouraged to participate in community activities and organizations, insofar as these activities 
do not infringe upon school time or interfere with the employee's effectiveness on the job. 
 

GAH-R  STAFF-COMMUNITY RELATIONS 

 

 Participation in Community Activities 

 

 Prior permission must be obtained from the Superintendent for participation in any community activity during school time. 

 

GAHB   POLITICAL ACTIVITIES 

 

 The Board of Education believes that it is in the best interest of the school district and the community for staff 
members to participate in the political process. 
 

GAHB-R  POLITICAL ACTIVITIES 

 

 Staff members who intend to become candidates for political office should notify the Superintendent within five days of the date on which 

the declaration of candidacy is filed. 
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 A staff member who becomes a candidate for political office may apply to the Superintendent for a leave of absence without pay for the 

purpose of conducting his/her campaign. 

 Staff members who are elected or appointed to a political office which the Board of Education, in its discretion, deems to be a full time 

office, may be required to terminate their employment with the district. 

 Staff members holding political office which is determined by the Board of Education to be less than full time in nature must make prior 

arrangements with the Superintendent for political leave of absence from their school duties when it is necessary to be absent from school to 

carry out the functions of their office. 

 Employees who must be absent from school to carry out the duties of a political office must take a leave of absence without pay. 

 Staff members shall not use school time or school property for the purpose of furthering the interests of any political party, the campaign 

of any political candidate, or the advocacy of any 

political issue. 

 

GAI  SOLICITATIONS 

 

 All persons seeking to sell, solicit, or display an item relating directly to expenditures of school district funds to any 
school employee on school premises must first secure permission from the building principal or Superintendent, as the 
case may be, before any appointment is made.  All other solicitations of, or by school district employees, are 
prohibited. 
 
 Solicitations by staff members 
 Solicitation of students or other school employees by staff members during regular school hours for any reason is 
prohibited except that school sponsored activities are exempted. 
 
 Solicitations of staff members 
 Solicitations of staff members by any vendor, student, other school district employee, or patron of items relating 
directly to the expenditure of school district funds during normal school hours are prohibited unless permission is 
granted by the building principal. 
 

GAI-R  SOLICITATIONS 

 

 Solicitations of Staff Members 

 All vendors must secure permission from building principals to interview a school employee.  If any vendor violates this procedure, he may 

be barred from making appointments with school employees on school time or premises.  The principals may also recommend to the 

Superintendent of Schools not to purchase products or other such items from said vendor.  If a vendor is barred from soliciting in the school 

system for violation of Board policy, the Superintendent of school shall send appropriate notices to each building principal.  The notice will 
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include the name of the vendor, his/her company,  reasons for, and length of the suspension.  The Superintendent of Schools may bar a vendor 

for a period of time not to exceed 12 months from the date of the suspension.  Said notice will be sent to the vendor in question and to his/her 

immediate employer. 

 

GAJ  GIFTS 

 

 The giving or receiving of gifts, where there is a family relationship, will not be subject to rules and regulations of 
the Board of Education. 
 
 Gifts by staff members 
 Staff members are discouraged from giving gifts to individual students.  
 
 Gifts to staff members 
 Staff members are discouraged from receiving gifts from any student or class of students when such gifts arise 
out of a school situation, class or school sponsored activity.  Staff members are prohibited from receiving gifts from 
vendors, salesmen, or other such representatives where the intent of the gift, either expressed or implied, is to 
influence the employee or cause the employee to represent the vendor, salesmen, or other such representatives in a 
favorable light to the employee's immediate supervisor, Superintendent of Schools, or the Board of Education. 
 

GAJ-R  GIFTS 

 

 Gifts to Staff Members 

 If, upon investigation by the Superintendent, an employee of the school district is found to have accepted a gift from any person as 

outlined in the policy on gifts, and has attempted to represent the donor to the building principal, Superintendent of Schools, or Board of 

Education in a favorable light, the Superintendent of Schools may recommend to the Board of Education that said employee be given a 

reprimand, in writing, from the Board of Education stating in full the reasons for the reprimand and a full disclosure of the evidence accumulated 

by the staff.  Said reprimand will be filed in the employee's personnel file. 

 The Superintendent of Schools, or his/her designated representative, will be responsible for the administration of this policy for all 

principals, central staff members, certified staff members who travel between buildings, substitute teachers, all supervisors, and all classified 

employees not assigned to a building.  The building principal will be responsible for the administration of this policy for all employees assigned 

to his/her building.  If, upon investigation by the building principal, Superintendent of Schools or his/her designated representative, any 

employee is suspected of having violated this policy, said administrator will immediately report the alleged violation along with any evidence to 

the Superintendent of Schools or the Board of Education as the case may be.  The Superintendent of Schools or his/her designated 

representative will report the alleged violation to the Board of Education at the next regular Board meeting.  If it is found, after a hearing before 
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the Board of Education, that an employee has violated this policy, the employee may be suspended with pay up to 30 days.  A second violation 

may result in further suspension or termination of the employee after a hearing before the Board.      

 

GAK PERSONNEL RECORDS (See GACD, GBI, CEI, CGI and GCI)  

 
 All personnel files and evaluation documents, including those stored by electronic means, shall be adequately 
secured. 
 Personnel files required by the district shall be confidential and in the custody of the records custodian and/or 
the superintendent.  Employees have the right to inspect their files upon proper notice under the supervision of an 
appropriate supervisor.  All records and files maintained by the district should be screened periodically by the 
custodian of records. 
  

Requests for References 
 Unless otherwise allowed by law, a request by a third party for release of any personnel record shall require the 
written consent of the employee, and shall be submitted to the records custodian who shall respond to the request as 
the law allows. 
 Upon receipt of a written request district officials may provide information regarding past and present employees 
to prospective employers in compliance with current law.  Information that may be provided will include: 

 employment date(s); 

 job description and duties while in the district’s employ; 

 last salary or wage; 

 wage history; 

 whether the employee was voluntarily or involuntarily released from service and the reasons for the separation; 

 written employee evaluations which were conducted prior to the employee's separation from the employer and 
to which an employee shall be given a copy upon request. 

 
Immunity Provided 

Unless otherwise provided by law, an employer who responds in writing to a written request concerning a 
current or former employee from a prospective employer of that employee shall be absolutely immune from civil liability 
for disclosure of the information noted above to which an employee may have access. 
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Approved: 6/03 

 

GAL  SALARY DEDUCTIONS 

 

 The district shall comply with the salary basis requirements of the Fair Labor Standards Act (FLSA).  The board 
prohibits all managers from making any improper deductions from the salaries of exempt employees.  Employees shall 
be made aware of this policy. 
 If an employee believes that an improper deduction has been made to his or her salary, the employee should 
immediately report this information to his or her direct supervisor, or to the payroll clerk. 
 Reports of improper deductions shall be promptly investigated.  If it is determined that an improper deduction 
has occurred, the employee shall be promptly reimbursed for any improper deduction made. 
 
Approved:  3/28/2005 

  

GAN  TRAVEL EXPENSES  (See BBBF and GBRC) 

 

 The board shall provide reimbursement for expenses incurred in travel related to the duties of the district’s 
employees when approved in advance by the superintendent.  Mode of travel will be based on, but not limited to, the 
availability of transportation, distance and number of persons traveling together.  A first class air fare will be 
reimbursed only when coach space is not available.  
 Requests for reimbursement shall have the following attached:  receipts for transportation, parking, hotels or 
motels, meals and other expenses for which receipts are ordinarily available.  For the authorized use of a personal car, 
including approved travel between buildings, staff members shall be reimbursed at a mileage rate established by the 
board. 
 
Approved: 4/12/04 
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GAO  STAFF RESPONSIBILITIES FOR DISCIPLINE 

 
 Each employee is responsible for maintaining proper control and discipline in the school.  An employee may use 
such reasonable force as is necessary to ward off an attack, to protect another person, to quell a disturbance 
threatening physical injury to others.  
 
GAO-R  STAFF PROTECTION 

 

 Personal Injury Benefits 

 Whenever a teacher or other employee is absent from school because of personal injury resulting from an assault on school property or 

at a school-sponsored event, the teacher or employee will be paid full salary less the amount of any workmen's compensation or district 

disability insurance received due to such injury until the termination of the employment contract.  No part of such covered absence will be 

chargeable to annual sick leave. 

 

GAOA  DRUG FREE WORKPLACE 

 

 The Board believes that maintaining a drug free work place is important in establishing an appropriate learning 
and working environment for the students and employees of the district.  The unlawful manufacture, distribution, 
dispensing, possession or use of a controlled substance is prohibited in the district and will be considered as grounds 
for dismissal. 
 

GAOA-R  DRUG FREE WORKPLACE 

 

 As a condition of employment in the district, employees shall abide by the terms of this policy. 

 Employees shall not unlawfully manufacture, sell, distribute, dispense, possess or use illicit drugs, controlled substances, alcoholic 

beverages, or other intoxicants  on district property, at any school activity or while traveling to and from any school-sponsored activity.  

Employees shall not be under the influence of alcoholic beverages, other intoxicants, controlled substances, or illicit drugs while in attendance 

at any school-sponsored activity.  Behaviors characteristic of being under the influence include:  slurred speech, bloodshot eyes, dilated pupils, 

loss of balance, or the odor of alcohol or marijuana. 

 Any employee who is convicted under a criminal drug statute for a violation occurring at the workplace must notify the Superintendent of 

the conviction within five days after the conviction.  Within 30 days after the notice of conviction is received, the school district will take 

appropriate action with the employee.  Such action may include the initiation of termination proceedings, suspension, placement on probationary 

status, or other disciplinary action.  Alternatively, or in addition to any Board action short of termination, the employee may be required to 
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participate satisfactorily in an approved drug abuse assistance or rehabilitation program as a condition of continued employment.  The 

employee shall bear the cost of participation in such program. 

 Each employee in the district shall be given a copy of this policy. 

 This policy is intended to implement the requirements of the federal regulations promulgated under the drug Free Workplace Act of 1988, 

34 CFR Part 85, Subpart F.  It is not intended to supplant or other wise diminish disciplinary personnel actions which may be taken under 

existing Board policies or the negotiated agreement. 

 

 

GAOB Drug Free  Schools   (See  JDDA and LDD)  GAOB 

 
 The  un lawfu l  possess ion ,  use ,  sa le  o r  d is t r ibu t ion  o f  i l l i c i t  d rugs  and  a lcoho l  by schoo l  
emp loyees on  schoo l  p remises  o r  as  a  par t  o f  any schoo l  ac t iv i t y  i s  p roh ib i ted .  
 Employee  Conduct  
 As  a  cond i t ion  o f  con t inued  employment  in  the  d is t r ic t ,  a l l  emp loyees sha l l  ab ide  by 
the  te rms o f  th is  po l icy .   Employees sha l l  no t  un lawfu l ly  manu fac tu re ,  d is t r ibu te ,  d ispense ,  
possess  o r  use  i l l i c i t  d rugs ,  con t ro l led  subs tances,  o r  a lcoho l ic  beverages on  d is t r ic t  p roper ty  
o r  a t  any schoo l  ac t iv i t y .   Compl iance  wi th  the  te rms o f  th is  po l icy  is  mandato ry.   Employees 
who a re  found  v io la t ing the  te rms o f  th is  po l icy  wi l l  be  repor ted  to  the  appropr ia te  law 
en fo rcement  o f f i ce rs .   Add i t iona l ly ,  an  employee  who v io la tes  the  te rms o f  th is  po l icy  may be  
sub jec t  to  any o r  a l l  o f  the  fo l lowing sanc t ions :  
 1 .  Shor t  te rm suspens ion  wi th  pay;  
 
 2 .  Shor t  te rm suspe ns ion  wi thou t  pay;  
 
 3 .  Long te rm suspens ion  wi thou t  pay;  
 
 4 .  Requ i red  par t ic ipa t ion  in  a  d rug and  a lcoho l  educa t ion ,  t rea tment ,  counse l ing,  o r  
rehab i l i ta t ion  p rogram.  
 
 5 .  Termina t ion  o r  d ismissa l  f rom employment .  
 
 P r io r  to  app ly ing sanc t ions  under  th is  po l icy ,  emp loyees wi l l  be  a f fo rded  due  
p rocess  r igh ts  to  wh ich  they a re  en t i t led  under  the i r  con t rac ts  o r  the  p rov is ions  o f  Kansas 
law.   No th ing in  th is  po l icy  is  in tended to  d im in ish  the  r igh t  o f  the  d is t r ic t  to  take  any o ther  
d isc ip l ina ry ac t ion  wh ich  i s  p rov ided  fo r  in  d is t r ic t  po l ic ies  o r  the  negot ia ted  agreement .   Th is  
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po l icy is  no t  in tended to  change any r igh t ,  du ty  o r  respons ib i l i t ies  in  the  cur ren t  negot ia ted  
agreement .  
 I f  i t  i s  agreed  tha t  an  employee  sha l l  en te r  in to  and  comple te  a  d rug educa t io n  o r  
rehab i l i ta t ion  p rogram,  the  cos t  o f  such  p rogram wi l l  be  borne  by the  employee .   Drug and  
a lcoho l  counse l ing and  rehab i l i ta t ion  p rograms are  ava i lab le  fo r  emp loyees o f  the  d is t r ic t .   A  
l i s t  o f  ava i lab le  p rograms a long wi th  names and  addresses  o f  con ta c t  persons fo r  the  p rogram 
is  on  f i le  wi th  the  board  c le rk .  
 Employees a re  respons ib le  fo r  con tac t ing the  d i rec to rs  o f  the  p rograms to  
de te rmine  the  cos t  and  length  o f  the  p rogram,  and  fo r  enro l l ing in  the  p rograms.  
 A  copy o f  th is  po l icy  sha l l  be  p rov ided  to  a l l  emp loyees.  
 
Approved :   KASB Recommendat ion  -  9 /97 ;  2 /98 ;  4 /07 ;  6 /08  

GAOD  DRUG AND ALCOHOL TESTING 

 

 USD #257 recognizes that alcohol and drug use by transportation employees endangers students, presents a 
hazard to the general public, and jeopardizes the safety of the roadways.   It is the policy of USD 257, therefore, to 
comply with current federal laws and regulations regarding alcohol and drug use in the workplace.  Unless otherwise 
stated, all requirements of this policy are based on federal regulations which implement the Omnibus Transportation 
Employee Testing Act of 1991. 
 As a condition of employement, all USD 257 employees who are required to have a commercial drivers license 
(CDL) and who drive a school bus will submit to pre-employment, post-accident, random, and reasonable suspicion 
alcohol and drug testing. 
 A copy of the alcohol and drug prevention policy and procedures developed and approved by the Board of 
Education will be issued to all covered employees and will be available to the general public in the office of the Board 
of Education. 
 A positive drug or an alcohol concentration of 0.04 or greater shall constitute immediate termination of the 
employee from their safety-sensitive function requiring a CDL. 
 USD 257 will pay all consortium testing fees for routine pre-employment, random, post-accident, and reasonable 
suspicion tests.  In addition, the school district will allow one hour compensation at the activity driver hourly rate for 
employees who submit to random, post-accident, and reasonable suspicion tests.  If the employee is required to use 
his/her vehicle to travel to and from the testing site for random, post-accident, and reasonable suspicion tests, a 
mileage reimbursement at the board adopted rate will be allowed.  The employee will be responsible for all costs 
associated with a request to have a second analysis of the split urine test at a second laboratory. 
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 All records and information relating to alcohol and drug testing will be afforded confidentiality as required by law. 
 

TB Skin Test          12/2012 

Any new USD # 257 employee hired after December 1, 2012, may be reimbursed the cost of their required TB Skin Test from a 

USD# 257 recommended medical facility if the USD # 257 employee submits the receipt to the USD # 257 District Office no 

later than 1 month from the date of the hire date. (If the employee chooses an alternative facility other than the District 

recommended facility for testing, the district will evaluate the cost of the test at both facilities and reimburse only the less 

expensive option. 

 
GAOE Workers  Compensat ion  (See  KFD)  GAOE 

 The  d is t r ic t  wi l l  pa r t ic ipa te  in  workers  compensat ion  as  requ i red  by cur ren t  s ta tu te .   
The  combined  workers ’  compensat ion  benef i t s  and  sa la ry  rece ived  under  a l lowed s ick  leave ,  
o r  o ther  ava i lab le  leave ,  sha l l  no t  exceed one  fu l l  day 's  pay.  
 A l l  emp loyees o f  the  d is t r ic t  sha l l  be  covered  by workers  compensat ion .   W orkers  
compensat ion  coverage  is  p rov ided  fo r  a l l  emp loyees regard less  o f  ass ignm ent ,  length  o f  
ass ignment ,  and /o r  hours  worked  per  day.   Benef i t s  a re  fo r  persona l  in ju ry  f rom acc iden t  o r  
indus t r ia l  d iseases a r is ing ou t  o f  and  in  the  course  o f  emp loyment  in  the  d is t r ic t .  
 The  workers  compensat ion  p lan  wi l l  p rov ide  coverage  fo r  med ica l  expenses and  wages 
to  the  exten t  requ i red  by s ta tu te  to  those  employees who qua l i f y ;  however ,  the  amount  o f  
workers  compensat ion  benef i t s  and  s ick  leave  benef i t s  sha l l  no t  exceed a  regu la r  da i ly  ra te  o f  
pay.   An  employee  us ing s ick  leave ,  o r  o ther  ava i lab l e  leave ,  in  combina t ion  wi th  workers  
compensat ion  wi l l  be  charged  fo r  one  fu l l  o r  par t ia l  day o f  s ick  leave ,  as  p rov ided  fo r  in  the  
s ick  leave  po l icy o r  the  negot ia ted  agreement ,  f o r  each  day o f  absence  un t i l  the  employee ’s  
s ick  leave  is  exhausted .  
 Any employee  who is  o f f  work  and  d rawing workers  compensat ion  sha l l  be  requ i red  to  
p rov ide  the  c le rk  o f  the  board  wi th  a  wr i t ten  doc to r ’s  re lease  be fo re  the  employee  is  a l lowed 
to  re tu rn  to  work .   In  add i t ion ,  shou ld  the  employee  be  re leased to  re tu rn  to  work  by  a  doc to r  
and  fa i l  to  do  so ,  a l l  bene f i t s  under  s ick  leave  sha l l  be  ended and  those  benef i t s  under  
workers  compensat ion  sha l l  be  res t r ic ted  as  p rov ided  by cur ren t  s ta tu te .  
 W henever  an  employee  is  absent  f rom work  and  is  rece iv ing workers  compensat ion  
bene f i t s  due  to  a  work - re la ted  in ju ry  o r  i s  rece iv ing d is t r ic t  pa id  d isab i l i t y  insurance ,  the  
employee  may use  ava i lab le  pa id  s ick  leave  to  supp lement  the  workers  compensat ion  o r  
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d is t r ic t  pa id  d isab i l i t y  insurance  payments .   W orkers  compensat ion  benef i t s  and  F MLA 
benef i t s  p rov ided  in  a  board  approved  p lan  sha l l  run  concur ren t ly  i f  bo th  a re  app l icab le .   
 In  no  even t  sha l l  the  employee  be  en t i t led  to  a  combina t ion  o f  workers  compensat ion  
benef i t s ,  d is t r ic t  pa id  d isab i l i t y  insurance ,  and  sa la ry  in  excess  o f  h is /he r  f u l l  sa la ry .   
Ava i lab le  pa id  s ick  leave  may be  used  fo r  th is  purpose  un t i l  1 )  ava i lab le  pa id  s ick  leave  
benef i t s  a re  exhausted ;  2 )  the  employee  re tu rns  to  work ;  o r  3 )   emp loyment  is  te rm ina ted .   
S ick  leave  sha l l  be  deducted  on  a  p ro ra ta  amount  equa l  to  t he  percen tage  o f  sa la ry  pa id  by 
the  d is t r ic t .   
 
 Cho ice  o f  Phys ic ian  
 The  board  sha l l  have  the  r igh t  to  choose  a  des igna ted  hea l th  care  p rov ider  to  p rov ide  
med ica l  ass is tance  to  any employee  who su f fe rs  an  in ju ry  wh i le  per fo rm ing the i r  job .  
 
Approved :   KASB Recommendat ion–7/96 ;  2 /98 ;  7 /02 ;  4 /07 ;  6 /09  
 

GAOF SALARY DEDUCTIONS (See also GAL) 

 
 Salary deductions shall be made if permitted by board policy, the negotiated agreement, or required by law.  
The district shall comply with the salary basis requirements of the Fair Labor Standards Act (FLSA.) 
 The superintendent, or designee, shall develop forms to provide information needed to make approved salary 
deductions.  All requests for salary deductions shall be submitted to the superintendent during enrollment periods 
established by the board.  Enrollment periods for annuities are all of September and one additional time during the 
year, as necessary. 
 Monthly premiums for district sponsored health insurance will be paid through the Board office on a salary 
reduction basis when proper forms are filled out by each employee authorizing the reduction. 
Approved:  3/28/2005 
 

GAR  COMMUNICABLE DISEASES 

 

 Any employee noted or diagnosed by medical personnel as having a communicable disease shall be required to 
withdraw from employment for the duration of the illness.  The employee shall report the diagnosis and nature of the 
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disease to the Superintendent so that a proper reporting may be made to the Southeast Kansas Multi-County Health 
Department or any other agency as required by statute. 
 In case of severe communicable disease, the employee shall take a leave of absence with pay until the 
Superintendent makes the determination of status of employment in order to give maximum health protection to that 
employee and others the employee might come in contact with while on the job. 
 The recommendation of whether an infected employee shall be permitted to remain employed in a capacity that 
involves contact with students or other employees shall be made on a case-by-case basis by a health assessment 
team composed of the employee's physician, the school employee and/or the employee's representative, and 
appropriate school and medical personnel as appointed by the Superintendent and approved by the Board.  In making 
the recommendation to the Superintendent, the health assessment team shall consider: 
 1. the physical condition of the school employee; 
 2. the expected type of interaction with others in the school system; 
 3. the effect on both the infected school employee and others  in that setting. 
 After the recommendation by the health assessment team, the Superintendent shall make the determination 
whether an employee shall be permitted to perform any duties involving contact with students and/or other employees. 
 Review of the employee's condition will be made by the health assessment team at appropriate intervals as 
determined by the health assessment team. 
 Communicable disease as defined in this policy shall refer to any infectious or contagious disease as determined 
by the State Department of Health and Environment or the United States Centers for Disease Control. 
 Severe communicable disease as defined in this policy shall refer to any infectious or contagious disease such as 
Hepatitis B and AIDS and AIDS Related Complex, as determined by the State Department of Health and Environment 
or the United States Centers for Disease Control. 
 

 

GAR-R  COMMUNICABLE DISEASES 

 

In the event that a district employee has been diagnosed as having a communicable disease and the Superintendent has been notified as 

such by the employee or any other agency as required by statute, a release shall be obtained from the employee's physician before the 

employee returns to his/her duties. 

In each case involving an employee with a severe communicable disease, the Superintendent shall reserve the right to make the decision 

regarding placement of the employee after taking into account the recommendations of the health assessment team, risks and benefits to both 

the infected employee and to the others in the proposed employment setting. 

Decisions regarding this type of employment setting for an employee with a severe communicable disease of long duration shall be based 

upon the physical condition of the employee, the employee's ability to perform his/her job related responsibilities, and the expected type of 

interaction with other employees and students. 
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No information regarding employees with severe communicable diseases shall be released by district personnel without the employee's 

permission in accordance with state and federal statutes, or as required by state or federal statutes. 

All Board discussions on issues related to an employee with severe communicable disease shall be in executive session in order to 

preserve employee confidentiality. 

 

GARA  BLOOD BORNE PATHOGEN EXPOSURE CONTROL PLAN 

 

 The board shall adopt an exposure control plan which conforms with current Occupational Safety and Health 
Administration (OSHA) standards and regulations of the Kansas Department of Human Resources (KDHR). 
 The plan shall be accessible to all employees and shall be reviewed and updated at least annually.  All staff 

shall receive the training equipment necessary to implement the plan. 
 

 

GARI  Fami ly and Medica l  Leave  GARI  

 
 E l ig ib le  d is t r ic t  emp loyees sha l l  be  p rov ided  fami ly  and  med ica l  leave  as  p rov ided  by 
a  p lan  approved  by the  board .   The  p lan  fo r  p rov id ing leave  under  th is  po l icy  sha l l  be  f i led  
wi th  the  c le rk  o f  the  board  and  made ava i lab le  to  a l l  s ta f f  a t  the  beginn ing o f  each  schoo l  
year .  
 
Ap p r o ve d :   K AS B Re c o mme n d a t i o n  -  9 / 9 7 ;  2 / 9 8 ;  4 / 0 7 ;  6 / 0 8 ;  6 / 0 9  

 
GARI-R  FAMILY AND MEDICAL LEAVE 

 

 Family and medical  leave as required by federal law shall be granted for a period of not more than 12 weeks during a 12-month period.  

For purposes of this policy, a 12-month period shall be defined as a fiscal year beginning on July 1 and ending the following June 30.  Spouses 

employed by the district may only take an aggregate of 12 weeks of leave for a birth or adoption of a child or to care for a child with a serious 

health condition. 

 Leave is available because of (1) the birth of a son or daughter of the employee and to care for the son or daughter;  (2) the placement 

of a son or daughter with the employee for adoption  or foster care; (3) the need to care for a spouse, son, daughter or parent of the employee 

because of a serious health condition; or (4) a serious health condition of the employee that prevents the employee from performing the job 

functions.  (Leave for 1 or 2 must be taken within 12 months of birth or placement.) 

 The leave shall normally be unpaid leave.  However, if the employee has any paid vacation, personal, sick or disability leave that is 

available for use because of the reason for the leave, the  paid leave shall be used first and counted toward the annual family and medical 

leave.  The superintendent will notify the employee prior to or during the leave period that the leave has been designated as paid family and 

medical leave. 
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 The employee is eligible for family and medical leave upon completion of 12 months of service in the district and employed at least 1250 

hours during the preceding year. 

 During the period of any unpaid family and medical leave the board shall continue to pay the employer's share of the cost of group 

health benefits in the same manner as paid immediately prior to the leave.  Any employee portion of the cost shall be paid by the employee to 

the clerk of the board on the payroll date or other time as the employee and superintendent may agree.  The board may terminate group health 

coverage if the employee payment is not received within 30 days of the due date. 

 When leave is foreseeable, the employee shall give written notice 30 days in advance.  If leave is not foreseeable, notice will be given 

as soon as practicable. 

 Upon the employee providing notice of need for leave, the employer will notify the employee of: 

 a.  the reasons that leave will count as family and medical leave, 

 b.  any requirements for medical certification, 

 c.  employer requirement of substitution paid leave, 

 d.  requirements for premium payments for health benefits and employee responsibility       for repayment if employer pays 

employee share,  

 e.  right to be restored to same or equivalent job, 

 f.  any employer required fitness-for-duty certifications. 

 

 Family leave (reasons 1 or 2) may not be used intermittently or on a part-time basis without the prior approval of the superintendent. 

 The superintendent may require an instructional employee to continue leave until the end of a semester if the leave begins more than 

five (5) weeks before the end of a semester, last more than three (3) weeks and the return would occur during the last three (3) weeks of the 

semester, if: 

 

 1.  the leave begins in the last five (5) weeks of a semester, will last more than two (2)       weeks and the return to work would occur 

in the last two (2) weeks of a semester, or  
 2.  the leave begins in the last three (3) weeks of a semester, and  lasts more than five         (5) days. 
 
 

GARID  Mi l i t a ry Leave  GARID 

 
 Employees a re  en t i t led  to  m i l i ta ry  leave  under  the  Un i fo rmed Serv ices  Employment  
and  Reemployment  Ac t  o f  1994 .   The  Act  app l ies  to  m i l i ta ry  serv ice  tha t  began on  o r  a f te r  
December  12 ,  1994 o r  m i l i ta ry  serv ice  tha t  began be fo re  December  12 ,  1994 i f  the  employee  
was a  reserv is t  o r  Na t iona l  Guard  member  who p rov ided  no t ice  to  the  employer  be fo re  leav ing 
work .  
 Reemployment  r igh ts  extend  to  persons who have  been absent  f rom work  because  o f  
“serv ice  in  the  un i fo rmed serv ices . ”   The  un i fo rmed serv ices  cons is t  o f  the  fo l lowing m i l i ta ry  
b ranches:  
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 A rmy,  Navy,  Mar ine  Corps ,  A i r  Force  o r  Coast  Guard .  
 Army Reserve ,  Navy Reserve ,  Mar ine  Corps  Reserve ,  A i r  Force   Reserve  o r  Coast  
Guard  Reserve .  
 Army Nat iona l  Guard  o r  A i r  Na t iona l  Guard .  
 Commiss ioned corps  o f  the  Pub l ic  Hea l th  Serv ice .  
 Any o ther  ca tegory o f  persons des igna ted  by the  Pres iden t  in  t ime o f   war  o r  
emergency.  
 
 “Serv ice”  in  the  un i fo rmed serv ices  means du ty on  a  vo lun ta ry o r  invo lun ta ry bas is  
in  a  un i fo rmed serv ice ,  inc lud ing:  
 Ac t ive  du ty .  
 Ac t ive  du ty  fo r  t ra in ing.  
 In i t ia l  ac t ive  du ty  fo r  t ra in ing.  
 Inac t ive  du ty  t ra in ing.  
 Fu l l - t ime Nat iona l  Guard  du ty .  
 Absence  f rom work  fo r  an  examina t ion  to  de te rmine  a  person ’s  f i tness  fo r  any o f  the  
above  types  o f  du ty .  
 
 The  employee  may be  absent  f o r  up  to  f i ve  (5 )  years  fo r  m i l i ta ry  du ty  and  re ta in  
reemployment  r igh ts .   There  a re ,  however ,  excep t ions  wh ich  can  exceed the  f i ve  (5 )  years  
l im i t .   Reemployment  p ro tec t ion  does no t  depend on  the  t im ing,  f requency,  dura t ion  o r  na tu re  
o f  an  ind iv idua l ’s  serv ice .   The  law enhances p ro tec t ions  fo r  d isab led  ve te rans  inc lud ing a  
requ i rement  to  p rov ide  reasonab le  accommodat ions  and  up  to  two  (2 )  years  to  re tu rn  to  work  
i f  conva lesc ing f rom in ju r ies  rece ived  dur i ng serv ice  o r  t ra in ing.  
 The  re tu rn ing employee  is  en t i t led  to  be  reemployed  in  the  job  tha t  they wou ld  have  
a t ta ined  had  they no t  been absent  f o r  m i l i ta ry  serv ice ,  wi th  the  same sen io r i t y ,  s ta tus  and  
pay,  as  we l l  as  o ther  r igh ts  and  benef i t s  de te rm ined  by  sen io r i t y .   I f  necessary,  the  employer  
must  p rov ide  t ra in ing o r  re t ra in ing tha t  enab les  the  employee  to  re f resh  o r  upgrade  the i r  
sk i l l s  so  they can  qua l i f y  f o r  reemployment .   W h i le  the  ind iv idua l  i s  p er fo rm ing m i l i ta ry  
serv ice ,  he  o r  she  is  deemed to  be  on  a  fu r lough  o r  leave  o f  absence  and  is  en t i t led  to  the  
non-sen io r i t y  r igh ts  accorded  o ther  ind iv idua ls  on  non -mi l i ta ry  leaves  o f  absence .   Ind iv idua ls  
per fo rm ing m i l i ta ry  du ty  o f  more  than  30  days  may  e lec t  to  con t inue  employer  sponsored  
hea l th  care  fo r  up  to  18  months  a t  a  cos t  o f  up  to  102  percen t  o f  the  fu l l  p remium.   For  
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mi l i ta ry  serv ice  o f  less  than  31  days ,  hea l th  care  coverage  is  p rov ided  as  i f  the  ind iv idua l  had  
never  le f t .   A l l  pens ions  wh ich  a re  a  reward  fo r  length  o f  se rv ice  a re  p ro tec ted .  
 Ind iv idua ls  must  p rov ide  advance  wr i t ten  o r  verba l  no t ice  to  the i r  emp loyers  fo r  a l l  
m i l i ta ry  du ty .   No t ice  may be  p rov ided  by the  employee  o r  by the  b ranch  o f  the  m i l i ta ry  in  
wh ich  the  ind iv idua l  wi l l  be  serv ing.    
 No t ice  is  no t  requ i red  i f  m i l i ta ry  necess i ty  p reven ts  the  g iv ing o f  no t ice ;  o r ,  i f  the  
g iv ing o f  no t ice  is  o therwise  imposs ib le  o r  unreasonab le .  
 Accrued  vaca t ion  o r  annua l  leave  may be  used  (bu t  i s  no t  requ i red)  wh i le  per fo rm ing 
m i l i ta ry  du ty .   The  ind iv idua l ’s  t imef rame fo r  re tu rn ing to  work  is  based upon the  t ime spent  
on  m i l i ta ry  du ty .  
T IME SPENT ON 
MIL ITARY DUTY 

RETURN TO W ORK OR APPLICATION FOR 
REEMPLOYMENT  

 
Less  than  31  days :  Must  re tu rn  a t  the  beginn ing o f  the  next  

regu la r ly  schedu led  work  per iod  on  the  f i rs t  
f u l l  day a f te r  re lease  f rom serv ice ,  tak ing in to  
account  sa fe  t rave l  home p lus  an  e igh t  (8 )  
hour  res t  per iod .  

  
More  than  30  bu t  
less  than  181  days :  

Must  submi t  an  app l ica t ion  fo r  reemployment  
wi th in  14  days  o f  re lease  f rom serv i ce .  

  
More  than  180  days :  Must  submi t  an  app l ica t ion  fo r  reemployment  

wi th in  90  days  o f  re lease  f rom serv ice .  
 
 The  ind iv idua l ’s  separa t ion  f rom serv ice  must  be  under  honorab le  cond i t ions  in  
o rder  f o r  the  person  to  be  en t i t led  to  reemployment  r igh ts .   D ocumenta t ion  showing e l ig ib i l i t y  
f o r  reemployment  can  be  requ i red .   The  employer  has  the  r igh t  to  request  tha t  an  ind iv idua l  
who is  absent  f o r  a  per iod  o f  se rv ice  o f  31  days  o r  more  p rov ide  documenta t ion  showing:  
 the  app l ica t ion  fo r  reemployment  is  t ime ly ;  
 
 the  f i ve -year  serv ice  l im i ta t ion  has  no t  been exceeded;  and ,  
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 separa t ion  f rom serv ice  was under  honorab le  cond i t ions .  
 
 I f  documenta t ion  is  no t  read i ly  ava i lab le  o r  does  no t  ex is t ,  the  ind iv idua l  must  be  
reemployed .  However ,  i f  a f te r  reemploy ing the  i nd iv idua l ,  documenta t ion  becomes ava i lab le  
tha t  shows one  o r  more  reemployment  requ i rements  were  no t  met ,  the  employer  may 
te rm ina te  the  ind iv idua l ,  e f f ec t ive  immed ia te ly .   The  te rm ina t ion  does no t  opera te  
re t roac t ive ly .  
 Quest ions  shou ld  be  d i rec ted  to  Ve te rans ’  Employment  and  T ra in ing Serv ice ,  U.S .  
Depar tment  o f  Labor .  
 Kansas law a lso  requ i res  reemployment  i f  an  ind iv idua l  i s  ca l led  to  ac t ive  du ty  by 
the  s ta te .  
 
Fami ly  Mi l i ta ry  Leave  
 In  the  even t  a  so ld ie r  i s  dep loyed  fo r  more  than  s ix  (6 )  months ,  the  s pouse ,  ch i ld ,  o r  
paren t  o f  the  so ld ie r  may use  up  to  a  to ta l  o f  20  days  o f  s ick  leave  to  be  wi th  the  so ld ie r  
immed ia te ly  p r io r  to  dep loyment ;  when the  so ld ie r  re tu rns  on  leave ;  o r  when the  so ld ie r  
comple tes  the  ac t ive  du ty  commi tment .   
 
Approved :   KASB Rec ommendat ion  9 /97 ;  4 /07 ;  6 /08 ;  6 /09  
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