
Knox County  
R-I 

 School District 

Support Staff 
Handbook 



INTRODUCTION 
PHILOSOPHY 
This handbook is intended to provide each support staff employee  with the basic policies and 
practices of the district. Each employee is encouraged to read this handbook thoroughly in order 
to gain an understanding of employment items in the handbook. Items that are not understood in 
the handbook by the employee should be discussed with the Central Office. Employees will 
receive specific guidelines from their job descriptions and their supervisors. Job descriptions are 
available from the central office. All board policies are available for viewing in Central Office. 

All staff should become familiar with Board Policy and Regulation manuals of the Board of 
Education. These manuals are found on the school district web site at www.knox.k12.mo.us. 

MISSION 
“Building foundations for lifelong learning” 

VISION 
The Knox County R-I School District reflects among students, parents, staff, administration, and 
community with a vision of a school where: 
● Students enjoy learning as they are prepared for postsecondary goals and opportunities to 

become productive citizens. 
●  Students are empowered to become lifelong learners and critical thinkers and to work to 

their highest potential. 
● Open communication between all stakeholders fosters as safe, caring, respectful learning 

environment. 
● High quality curriculum, instruction, and assessment ensure that all students achieve firm 

foundation in basic academic skills. 
● Students demonstrate physical, social, and emotional well-being. 
● Students learn and practice responsible behavior, integrity, and respect for others. 

EQUAL OPPORTUNITY EMPLOYMENT    (Policy 4110) 
The Board of Education of the School District is an equal opportunity employer. The Board is 
committed to providing equal opportunity for all individuals in all areas of recruitment, selection, 
placement, training, assignment, transfer, compensation, benefits, discipline, retention,  and 
promotion. The Board commits itself to the policy that there shall be no unlawful discrimination 
or harassment against any person because of race, color, religion, age, sex, national origin, 
ethnicity, disability, sex orientation or perceived sex orienation. All decisions with regard to 
employment shall be in compliance with applicable state and federal laws. 
The Board is required by the Immigration Reform and Control Act to employ only American 
citizens and aliens who are authorized o work in the United States. The purpose of this law is to 
preserve jobs for those individuals who are legally entitled to them. 
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1 
PROFESSIONAL RESPONSIBILITIES  
DUTIES AND RESPONSIBILITIES OF STAFF 
1. Staff members are to model expected behaviors and rules for students. 

2. All staff members are to monitor and report student behavior to the offices. 

3. You must have approval from your immediate supervisor prior to purchasing supplies. 
Requisition forms are available in the offices. Should you purchase something without the 
proper paperwork or approval; the school will not reimburse you. 

4. Staff members are to report any problems with the facilities as soon as noted. Maitenence 
request forms are available in the offices. 

5. Visitors must report to one of the offices if they have not already done so. If they have 
reported to the office, they will be wearing a visitor's tag. No child should be sent with any 
visitor without authorization from the offices. 

6. Staff members are to use professional ethics when dealing with students and the public. Do not  
discuss a child’s progress/behavior with anyone but parents or legal guardian. 
CONFIDENTIALITY IS EXPECTED AT ALL TIMES! BE RESPONSIBLE WHEN USING 
SOCIAL NETWORK SITES. 

ETHICS 
An effective educational program requires the service or individuals with integrity, high ideals, 
empathy and human understanding. To maintain and promote these essentials all employees of 
the Knox County R-I School District are expected to maintain high standards in their school 
relationships by adhering to the following standards. 

1. Maintain just and courteous relationships with students, parent/guardians, staff members and 
others. 
2. Maintain employee efficiency and knowledge of the developments in appropriate fields of 
work.  
3. Transact all official business with the appropriate designated authorities of the school district. 

4. Establish and maintain friendly and intelligent cooperation between the community and the 
school district. 
  
5. Recognize that the welfare of the children is the first concern of the school district. 

6. Restrain from using school contacts and privileges to promote partisan politics, sectarian 
religious views or self-serving propaganda of any kind. 
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7 .Properly transmit grievance of any other staff members or of any department of the school 
district to the particular school administrator who has the administrative responsibility for 
improving the situation and then to the superintendent if necessary. 

8. Properly use and protect all school properties, equipment and materials.     

STAFF CONDUCT 
All professional and support staff members of the Knox County R-I School District have the 
responsibility to become familiar with and abide by the federal and state statutes as these affect 
the performance of job duties, the policies of the Board, and the regulations designed to 
implement them. Since the realization of district goals is dependent upon the behavior of 
professional and support staff, the following conduct will be required of all employees. 

1. Remain faithful and prompt in attendance at work. 

2. Support and enforce the policies of the Board of Education and the regulations for the school 
administrators. 

3. Diligently submit any required reports at the time specified. 

4. Care for and respect school property. 

5. Attend all regular and special meetings called or authorized by superintendent or designee. 

6. Maintain concern for and attention to the school district legal responsibility for the safety and 
welfare of students, including the need to ensure that students are under supervision at all times. 

7. Pay careful attention to all professional and support staff duties, including pupil transportation, 
food services, maintenance and custodial services, attendance keeping and record keeping, 
student discipline, reporting to parents/guardians, and supervision of the students. 

EYE PROTECTION (Policy 5211) 
All students, teachers and visitors are required to wear industrial quality eye protective  devices 
when participating in or observing the following activities in any class: 

1. Exposure to molten materials 

2. Milling, sawing, turning, shaping, cutting, grinding or stamping of any solid materials. 

3. Heat treatment, tempering or kiln firing of any materials. 

4. Gas, electric arc or other forms of welding. 

5. Repair or servicing of any vehicle. 
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6. Exposure to/or laboratory use of caustic or explosive materials, hot liquids or solids, injurious 
radiation, or other similar hazards. 

Eye protective devices designed to provide protection for the hazards involved and to meet 
standards specified by state law will be provided by the School District. These devices may be 
issued to the students or provided at workstations for individual activities. If the devices are 
issued to the students, principals are authorized to charge students for loss, damage or failure to 
return any device issued. 
3 
E-MAIL RECORDS AND ELECTRONICALLY STORED INFORMATION (Policy 6530) 
Any e-mails that constitute a record under District Policy and Regulation 6531 or otherwise 
should be retained for the benefit of the District and therefore must be saved for an extended 
period of time to exceed one month shall either be 1) printed and physically filed in such a way 
that it will be easily retrievable or 2) saved directly to a file omo me of the District servers from 
which it will be easily retrievable. The District will regularly delete unnecessary e-mails on the 
District’s computer system, typically, on the first fay of each month during the school year. 

Until the District’s e-mail system can be equipped with such capabilities, all District e-mail 
account holders shall regularly update their e-mail account by either saving necessary and 
pertinent e-mails to a District account. This process shall become a permanent and regular 
occurrence if the automatic deletion process is not implemented into the District’s e-mail system. 

FOOD SAFETY  (Policy 5540) 
The purpose of the District’s food safety program is to ensure the delivery of safe foods to 
children in the school meals program by controlling hazards that may occur or be introduced into 
foods anywhere along the flow of food from receiving to service. 

Serving safe food is a critical responsibility for school food service and is a key aspect of a 
healthy school environment. Keeping foods safe is a vital part of healthy eating. When properly 
implemented, the District’s food safety program. 

In order to carry out these goals and comply with federal law, the District’s Food Safety Program 
will include written plans for each school and will be consistent with Hazard Analysis and 
Critical Control Point (HACCP) principles. 

The District’s Food Safety Program will focus on three (3) key points. 

1. Food preparation areas will be maintained in a clean sanitary manner. This includes 
ensuring that workers hands, utensils, and food contact areas are clean and sanitary so as 
to avoid cross contamination. 
2.Temperature controls will be strictly adhered to. Food will be cooked and served at 
proper temperature. 
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3. Standard Operation Procedures should be developed to ensure sanitation; to ensure that   
food is maintained at the proper temperatures, and to facilitate other safety aspects of the 
food service program. 

In order to implement the District’s Food Safety Program, standard operating procedures should 
be developed in the following area: 

General Safety Considerations 
1. Prohibit bare hands with ready to eat foods. 
2. Store chemicals away from food and food related supplies. 

Personnel 
 1. Require hand washing after restroom use, sneezing, coughing, or after performing any 
cleaning activity. 
 2. Develop a policy for restricting or excluding ill employees from food production or 
preparation areas. 
4 
Product Procurement  

1. Follow recommendations for selecting vendors such as those found in State 
distributing agency vendor certification producers. 

 2. Develop buyer product specifications. 
Receiving 
 1. Reject all cans with swollen sides or ends. 
 2. Put perishable foods into the refrigerator or freezer immediatly. 
Storing 
 1.  Store  to all food and paper supplies 6 to 8 inches off the floor 
 2. Label all food with name of the school and delivery date. 
Transporting 
 1. Preheat transfer cart prior to use. 
 2. Limit transport travel to a maximum of 2 hours. 
Holding 
 1. Keep hot foods hot (above 135 F) and cold foods cold (below 41 F) 
Preparation 
 1. Do not keep food in the “danger zone”(between 41 F and 135 F) for more than 4 hours. 
 2. Handle food with utensils, clean, gloved hands, or clean hands. (Bare hand contact 
with food during preparation should be limited. Bare hand contact with RTE foods should be 
prohibited.) 
Cleaning/Sanitizing 
 1. Use clean water, free of grease and food particles 
 2. Keep wiping cloths in sanitizing solution while washing. 
Cooking and Documenting Temperatures 
 1. Record all temperatures when they are taken. 
 2. Keep wiping cloths in sanitizing solution while cleaning. 
Cooling 
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1.Cool rapidly by storing food in small batches and individual containers; cover loosely 
so heat can escape quickly. 
2. Keep cold foods cold by pre-chilling ingredients for salads. 

Reheating 
1. Transfer reheated food to hot-holding equipment only when the food reaches the 
proper temperature. 
2. Use only cooking ranges, ovens, steamers, and microwave ovens to reheat foods. Use 
hot-holding equipment only to maintain temperature and not for rapidly heating food. 

SCHOOL BUS SAFETY  (Policy 5220) 
Safe transportation of students shall be the paramount obligation of the transportation staff. All 
procedures and rules developed by the administration shall be governed by this requirement. 
State and local laws pertaining to the operation of buses and vehicles used to transport students 
will be observed by drivers, students and staff. 

The administration will develop regulations for students to be included in Policy and Regulation 
2610- Behavioral Expectations. These rules and regulations will be published annually in student 
handbooks to be distributed to students and parents/guardians. Students will receive instruction 
for the safe loading, riding, unloading and emergency evacuation procedures. 
5 
District officials will file criminal charges of trespass against any person who unlawfully enters a 
District school bus where entry is not approved by Board policy or where the individual does not 
have the written approval of the Board of Education. 

VANDALISM AND THEFT (Policy 5280) 
The administration will take appropriate actions to punish individuals  determined to have 
vandalized District property. Such actions include, but are not limited to school disciplinary 
action, restitution and criminal and civil charges. 

Incident reports are to be sent to the Superintendent/designee and the Custodial/Maintenance 
Manager by the building administrator no later than a day following an incident. A telephone call 
to the Superintendent is to be made on the day of discovery as soon as practical. 
  
ACCIDENT REPORTING (Policy 5230) 
The following guidelines are to be used to determine whether or not a report is to be completed. 
A report should be completed when:  

1. The accident requires that a doctor be called.  

2. The accident results in absence of student for one-half day or more. 

3. The accident results in a serious injury. 

4. When in doubt about whether or not a report is needed, complete one. 
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Accident Report Procedure 

1. The building administrator, designee or nurse initiates the report. 

2. The person in charge at the time of the accident completes the report.  

3. The report is returned in one day to the building office and is forwarded to the principal. 

4. The principal reviews the report and makes a recommendation for corrective action to be taken 
or notes action taken. 

5. The principal forwards the original copy to Superintendent/designee. A copy remains in the 
school. 

6. The Superintendent/designee is responsible for evaluation of the report. It is to serve as a basis 
for a safety and accident prevention program. 

DRUG-FREE WORKPLACE (Policy 4870) 
The unlawful possession, use or distribution of illicit drugs and alcohol on school premises or as 
a part of school activities is strictly prohibited. 

Employees under the influence of alcohol, drugs, or controlled substances while on duty are a 
serious risk to themselves, to students and to other employees. Employees who display physical 
manifestations of drug or alcohol use while on duty, may be subject to drug testing.  Any 
employee who violates this policy will be subject to disciplinary action up to and including 
termination and referral for prosecution. Employees may also be required to satisfactorily 
participate in rehabilitation programs. 

As a condition of employment, all employees must abide by the terms of this policy.  Employees 
who are convicted of a drug offense which occurred on school premises or while on duty must 
notify the Superintendent of their conviction.  Notification must be made by the employee to the 
Superintendent within five (5) days of the conviction. Within ten (10) days, the Superintendent 
will provide notice of such violation to the Impact Aid Program, United States Department of 
Education, or other appropriate government agency. 

The District will institute a drug-free awareness program to inform employees of: 

1. The dangers of drug and alcohol abuse in the workplace. 

2. This policy of maintaining a drug-free workplace. 

3. Available counseling and rehabilitation. 
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4. The penalties that may be imposed upon employees for drug abuse violations occurring 
in the workplace. 

On the basis of medical certification, employees with the illness of chemical dependency shall 
qualify for the employee benefits and group insurance coverages that are provided for under 
group health and medical insurance policies. The confidential nature of the medical records of 
employees with chemical dependency shall be preserved in the same manner as for all other 
medical records. 

The District's responsibility for chemical dependency is limited to its effects on the employee's 
job performance. If the employee violates this policy, refuses to accept diagnosis and treatment, 
or fails to respond to treatment, and performance is adversely affected, the employee will be 
subject to employment action in proportion to the performance problem. Implementation of 
this policy will not require or result in any special regulations, privileges or exemptions from the 
standard administrative practice applicable to job performance requirements. 

Upon the request of the Department of Elementary and Secondary Education or an agency of the 
United States, the District shall certify that it has adopted and implemented the drug prevention 
program described in this policy, in the form required by such agency. The District shall conduct 
a biennial review of this policy to determine its effectiveness, implement necessary changes, and 
to ensure that the disciplinary sanctions are consistently enforced. 

It shall be a violation of this policy for any employee to possess, use, manufacture, distribute, or 
be under the influence of medical marijuana in any manner inconsistent with Missouri state law 
and applicable regulations.  Additionally, employees may not be under the influence of marijuana 
while they are (i) acting in the scope of their employment, whether on District property or off, or 
(ii) present at any school- or District-sponsored or sanctioned event such as athletic events or 
conferences. Employees may seek reasonable accommodations related to medical marijuana 
under the District’s policies and procedures addressing the Americans with Disabilities Act. 

Transportation Employees 

District employees who are subject to the Transportation Employee Testing Act may not use 
medical marijuana on work days and may not use marijuana while on District transportation.  
Transportation employees who test positive for any controlled substance including marijuana are 
subject to dismissal.  Transportation employees who cannot, for medical reasons, comply with 
this policy may request a transfer to a non-safety sensitive position. 

The information in this policy will be distributed to all present and future employees. 

NON-SMOKING (Policy 5250) 
The Board of Education recognizes that smoking represents a health and safety hazard which can 
have serious consequences for the smoker and the non-smoker alike. The Surgeon General of the 
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United States has repeatedly warned against the hazards of secondhand smoke to non-smokers 
and further states that tobacco is a gateway drug that may encourage subsequent illegal drug use 
by young people. Thus, the Board of Education sees the use of tobacco as a serious safety issue 
and believes it has the obligation to protect the students, staff, employees, visitors, and guests of 
the District from an environmental hazard which may be harmful to them. 

It is hereby declared that all buildings and vehicles of the School District are to be soke-free and 
includes all school property and in any vehicle on the school property. For the purposes of this 
policy, smoking will mean all uses of tobacco, including cigars, cigarettes, pipes, and smokeless 
tobacco items. 

BULLYING  (Policy 2655) 

The District is committed to maintaining a learning and working environment free of any form of 
bullying or intimidation. Bullying is strictly prohibited on school grounds, or school time, at a 
school sponsored activity or in a school related context. Bullying is the intentional action by an 
individual or group of individuals to inflict intimidation, unwanted aggressive behavior, or 
harassment that is repetitive or is substantially likely to be repeated and causes a reasonable 
student to fear for his or her physical safety or property; substantially interferes with the 
educational performance, opportunities, or benefits of any student without exception; or 
substantially disrupts the orderly operation of the school. Bullying may consist of physical 
actions, including gestures, or oral, cyberbullying, electronic, or written communication, and any 
threat of retaliation for reporting acts of bullying. 

Cyberbullying means bullying as defined above through the transmission of a communication 
including, but not limited to, a message, text, sound, or image by means of an electronic device 
including, but not limited to, a telephone, wireless telephone, or other wireless communication 
device, computer, or pager. The District may prohibit and discipline for cyberbullying that 
originates on any District campus or at a District activity if the electronic communication was 
made using the school's technological resources, if there is a sufficient nexus to the educational 
environment, or if the electronic communication was made on the District’s campus or at a 
District activity using the student's own personal technological resources. Further, students who 
engage in significant acts of misconduct off campus which materially and adversely impact the 
education of District students will be subject to discipline. 

Bullying, as defined in this policy, is strictly prohibited. Students are encouraged to report any 
incident of bullying which they have witnessed or incurred, by contacting their building 
principal. District employees are required to report any instance of bullying of which the 
employee has witnessed within two (2) school days of the occurrence. Employees shall report the 
occurrence to the building principal, who is the person the District designates to receive reports 
of incidents of bullying. A principal who receives a report of an incident of bullying shall initiate 
an investigation into the allegations within two (2) school days of receipt of the report. The 
principal may assign other employees to assist in the investigation, or request that the 
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superintendent assign an outside investigator. The investigation shall be completed within ten 
school days from the date of the written report of bullying unless good cause exists to extend the 
investigation. No employee or student who reports an act of bullying shall be subject to reprisal 
or retaliation for making such a report. Any person who engages in reprisal or retaliation against 
an employee or student who reports an act of bullying shall be subject to disciplinary action. 
     
Students who are found to have violated this policy will be subject to consequences depending 
on factors such as: age of student(s), degree of harm, severity of behavior, number of incidences, 
etc. Possible consequences to a student for a violation of this policy include: loss of privileges, 
classroom detention, conference with teacher, parents contacted, conference with principal, in- 
school suspension, out-of-school suspension, expulsion and law enforcement contacted. 
The District shall give annual notice of the policy to students, parents or guardians, and staff. 
This policy shall be included in all student handbooks. This policy shall also be posted on the 
District’s web page (as a Board policy) and a copy shall be placed in the District Administrative 
Office. 

The District shall provide information and appropriate training to District staff who have 
significant contact with students regarding the policy. All staff with significant student contact 
shall be trained on the requirements of this policy on an annual basis. 
The District shall provide education and information to students regarding bullying, including 
information regarding this policy prohibiting bullying, the harmful effects of bullying, and other 
applicable initiatives to address bullying, including student peer-to-peer initiatives to provide 
accountability and policy enforcement for those found to have engaged in bullying, reprisal, or 
retaliation against any person who reports an act of bullying. The District shall instruct its school 
counselors, school social workers, licensed social workers, mental health professionals, and 
school psychologists to educate students who are victims of bullying on techniques for students 
to overcome bullying's negative effects. Such techniques include but are not limited to, 
cultivating the student's self-worth and self-esteem; teaching the student to defend himself or 
herself assertively and effectively; helping the student develop social skills or encouraging the 
student to develop an internal locus of control. District administrators will implement programs 
and other initiatives to address bullying, to respond to such conduct in a manner that does not 
stigmatize the victim, and to make resources or referrals available to victims of bullying. 

NOTICE OF ARREST, ABUSE COMPLAINT, TRAFFIC CITATION  (Policy 4125) 
Every employee and volunteer who is arrested for criminal act, felony, or misdemeanor must 
notify their supervisor in writing within three (3) workdays of the arrest. Similarly, every 
employee/volunteer must notify violations related to Driving Under the Influence will be treated 
as a criminal arrest. In addition to the preceding, transportation employees must notify their 
supervisors of any moving traffic violations whether or not on work time. 
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PROHIBITION AGAINST HARASSMENT, DISCRIMINATION, AND RETALIATION 
(Policy 1300) 

The District is committed to maintaining a workplace and educational environment that is free 
from discrimination, harassment, and retaliation in admission or access to, or treatment or 
employment in, its programs, services, activities and facilities. The District is committed to 
providing equal opportunity in all areas of education, recruiting, hiring, retention, promotion 
and contracted service. In accordance with law, the District does not discriminate on the basis 
of race, color, national origin, ancestry, religion, sex, disability, age, genetic information, or any 
other characteristic protected by law in its programs and activities. In addition, the District 
provides equal access to the Boy Scouts of America and other designated youth groups. Further, 
no person shall be excluded from participation in, be denied the benefits of, or otherwise be 
subject to discrimination based on the above listed characteristics under a school nutrition 
program for which the District receives federal financial assistance from the U.S. Department 
of Agriculture (USDA Food and Nutrition Service). 

The following person has been designated as the District’s Compliance Officer to handle 
inquiries or complaints regarding the District’s non-discrimination policies: 
Name: Nancy Goodwin 
Title: Federal Programs Coordinator/Middle School Principal Address: 55701 State Hwy 6, 
Edina, Missouri 
Telephone Number: 660-397-2228 

For information regarding how to report a claim of discrimination, harassment, or retaliation, 
see Board of Education Regulation 1300. Policy and Regulation 1300 shall govern all 
complaints and concerns by parents, patrons, employees, or students of the District related to 
discrimination, harassment, or retaliation on the basis of race, color, national origin, ancestry, 
religion, sex, disability, age, genetic information, or any other characteristic protected by law. 

PERFORMANCE EVALUATION  (Policy 4620 
The development of a competent support staff is a major objective of the performance 
evaluation. All supervisors and/or principals will complete an annual written evaluation on all 
support staff under their supervision. The following areas will be evaluated:  
  
1 Job Knowledge 
2. Quality of Work 
3. Quantity of Work 
4. Dependability 
5. Cooperation 
19 
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7. Punctuality 
8. Other areas as appropriate for the specific job 

This evaluation will be used to improve job proficiency and to determine eligibility for 
reemployment. 

RESIGNATION: SUPPORT STAFF  (Policy 4711) 
Support Staff who wish to resign should address a letter of resignation to the Superintendent with 
copies to the personnel administrator and the principal/supervisor. The letter should state reasons 
and an effective date for the resignation. 

Fourteen (14) days written notice is the minimum amount of time for resignation by a support, 
staff member. 

SUSPENSION OR TERMINATION: SUPPORT STAFF  (Policy 4720) 
Non-Contractual Employees 
Individuals employed without a contract are subject to suspension and dismissal at any time. The 
Superintendent is authorized to suspend such employees with pay subject to Board review. In 
addition, the Superintendent may recommend the suspension without pay or termination of non-
contractual employees to the Board of Education.  

Contractual Employees 
During the term of the employment contract, a support staff employee may be suspended with 
pay pending review of the Board. Prior to suspension or termination, such support staff 
employees will be informed of the reason for discipline and will be given an opportunity to 
respond to those reasons. Upon request of the employee, a meeting will be held with the Board 
of Education will be scheduled to review the recommendation for suspension or dissmissal. 
Contractual employees, who are not offered a new contract, are not entitled to meet with the 
Board of Education. However, in such situations, the employee may review the non-renewal with 
the Superintendent/designee. Adopted: March 

EMPLOYEE BENEFITS 
GENERAL ATTENDANCE  (Policy 4310) 
Regular attendance is essential in providing District students with a high quality of instruction. 
Eligible certificated staff will have available ten (10) sick days leave per year cumulative to one 
hundred ten (110) days. Both certified staff and support staff may use up to three (3) days of the 
allowed ten (10) sick days per year as personal leave. 

SALARY DEDUCTIONS  (Policy 4520) 
Withholding Taxes 
A Federal withholding tax is retained for the Collector of Internal Revenues as payment on 
Federal Income Tax for the current year The amount withheld is determined by salary and the 
number of dependents. No salary check will be issued until all withholding forms are submitted. 
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A State withholding tax is retained for the Missouri Department of  Revenue. The amount 
withheld is determined in the same manner as the Federal Income Tax. Employees may authorize 
additional sums to be withheld by notifying the payroll department in writing and completing a 
new W-4 form indicating the additional amount to be withheld each pay period. No salary checks 
will be issued nall withholding forms are submitted. 
20 
Public Education Employees Retirement System (PEERS) 
All support employees who work twenty (20) hours or more per week on a regular basis for 
thirty (30) calendar days are members of PEERS and are also covered by Social Security. 

Additional Deductions 
Any staff member may authorize additional voluntary deductions for payment of tax-sheltered 
annuities, dues to professional organizations, credit union, and dependant coverage for medical 
benefits. 

WORKER’S COMPENSATION BENEFITS  (Policy 4530) 
Employees who suffer an injury caused by an accident or occupational disease arising out of and 
in the course of employment (“work related injury”) will receive benefits paid by the District 
according to the Workers’ Compensation Law of the State of Missouri (“the law”). Employees 
Driving district owned or subsidized vehicles are not covered by this policy when driving such 
District owned vehicles to or from work due to a work-related injury ar not eligible for additional 
sick leave or vacation benefits under this policy, except with respect to those employees whose 
average weekly wage as defined by the Law(“average weekly wage”) exceeds the actual wage 
necessary to obtain the maximum total disability rate as defined by the Law(“maximum wage”). 

In addition to the benefits for temporary total disability allowed under the Law, an employee 
whose average weekly wage at the time of the work-related injury exceeds the maximum wage at 
the time of the work-relaed injury will receive in wages the difference between the employee’s 
average weekly wage and the maximum wage during the time period such employee is entitled 
to temporary total disability benefits under the Law. This additional benefit provided herein does 
not affect an employee’s wage rae for purposes of permanent disability benefits. 

PERSONNEL LEAVE  (Policy 4320) 
Paid Sick Leave 
District employees will be provided with ten (10) days sick leave. Sick leave may only be used 
for illness of the staff member or the staff member’s immediate family. Immediate family is 
defined as spouse, parent, grandparent, child, sibling, father-or-mother-in-law, daughter-or-son-
in-law, grandparent-in-law, brother-or-sister-in-law, grandchild, or non family residing within the 
staff member’s home. The Superintendent/designee may request a physician’s statement 
regarding an absence and/or verification that the employee may return to work. Unused sick days 
may be accumulated to a maximum of one hundred ten (110) days. 

Personnel Leave 
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Paid personal leave days may only be used for personal business that cannot be transacted in 
nonwork hours. Personal leave days cannot be used for work stoppages, vacation or recreation 
use. Employees desiring to use personal days must schedule a request to the faculty principal at 
least one week in advance. The Superintendent/designee has the right to deny any request for 
personal leave that does not conform to the policy or would cause a hardship to students or staff. 
Employees will be provided with three (3) personal leave per year which shall be non-
cumulative. Personal days are included in the ten (10) sick days allowed per school year 

Inclement Weather Days 
Three (3) days may be used by a 12 month employee if school is called off for inclement weather. In 
order for 12 month employees to be able to use these days, school must be canceled because of snow, 
extreme cold, or ice. The purpose of these days is to ensure that employees do not feel the need to drive to 
work on days where the roads are not safe to drive on. 

21 
Bereavement Leave 
A maximum of ten (10) days may be used in any school year for bereavement purposes. Use of 
these days will be charged to personal leave and if insufficient personal leave is available, to sick 
leave. Bereavement leave is available only upon the death of a member of the employee’s 
immediate family, as that term is defined in the sick leave regulation. Bereavement leave is not 
accumulative. 

Leave For Jury Duty 
Employees called for jury duty, for participation in the jury selection process, or subpoenaed to 
testify in a civil or criminal proceeding will be granted with leave pay. Employees will receive 
their normal pay less any injury or witness fees received. Employees called for jury duty 
selection or service on a jury will not be requested or required to use annual vacation, personal 
leave, or sick leave for time required in such civic service. 

 Military Leave 
An employee who is a member of the National Guard, or an organized military service of the 
United States, and who is required by laws of the United States or the State of Missouri to report  
for military duty, including training, shall be eligible for a grant of military leave. Application for 
military leave shall be made in advance, as soon as practicable after the employee becomes 
aware of his/her obligation to report  and immediately upon the employer’s receipt  of official 
notice report. A cop of the official orders must be added to the leave application. The 
Superintendent/designee must approve of the application. Emergency mobilization orders shall 
be dealt with on the individual basis. The District recognizes that employees who receive notice 
to report for duty typically are not provided with discretion as to when to report. However, 
whenever an employee has a choice as school is not in session. When the employee is given a 
choice as to when to report for duty, the Superintendent/designee may request that the employee 
seek a change in military orders if such a change appears to be in the best interest of the District. 
Employees shall receive leave with pay for the first fiffteen (15) calendar days of military leave 
in each federal fiscal year. Additional military leave shall be without pay, except as required by 
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federal and state law.  Each employee  shall furnish a copy of the employee’s military payroll 
voucher to the Superintendent/designee within thirty (30) days of the employee’s return to 
regular assignment so that the necessaary salary adjustments can be made. Employee eligibility 
for reinstatement after the military duty is completed shall be determined in accordance with 
federal and state laws. 

Leave Above Absence 
Upon the recommendation of the Superintendent/designee and the approval of the Board, an 
employee of the District may be granted a leave of absence for non-Family and Medical Leave  
(FMLA) child care, education, or other good cause. Such leave is renewable upon written request 
for one additional year only. Application for the leave is to be made in writing to the 
Superintendent/designee via Principal/supervisor and must include the period for which the leave 
is requested and the reasons for the request. The period should be set to least disrupt the 
education of students. Requests for leave for an entire school year should normaly be made in the 
period of the leave. Insurance benefits may be continued by the employee by making all 
payments to the Payroll Office, once a month in advance. 

Whenever a leave of absence has been granted by the Board to the end of the school year, the  
22 
the employee must notify the Superintendent in writing by the first day of March of intervention 
to resume his/her position at the beginning of the next school year. Failure to notify the 
Superintendent/designee of such intention will be regarded as a resignation. Upon completion of 
an approved leave, provided proper notification is given, a teacher will be re-employed by the 
District unless placed on involuntary leave of absence if tenured; or, if notified of non-renewal of 
contract by April 15 if a probationary teacher. if desired, and whenever feasible, the employee 
will be placed on the same or equivalent position to the one held prior to the approved leave. 
NOTE Leave of absence without pay under the provisions of this regulation does not apply as 
service towards tenure for probationary teachers. 

Family and Medical Leave (Policy 4321) 

The Board of Education recognizes that leaves of absence are occasionally necessary due to 
family or medical reasons.  The District has adopted detailed procedures to ensure 
compliance with the Family and Medical Leave Act of 1993 (FMLA).  As provided by 
District regulations, eligible employees are entitled to use up to twelve (12) workweeks of 
unpaid leave for family and medical reasons.  The Board of Education has designated a 
District administrator to act as FMLA Compliance Officer.  As part of its compliance 
program, the District will notify each employee of the name, address and telephone number 
of the District's FMLA Compliance 
Officer and will provide a statement of commitment to adhere to FMLA regulations. The 
FMLA Compliance Officer will regularly evaluate the District's FMLA compliance to ensure 
fair and equitable opportunities for all eligible employees. 
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A. ELIGIBLE EMPLOYEES 

Employees eligible for family and medical leave must: 

1.   Have  been  employed  for  a  total  of  at  least  twelve  (12)  months  (not  
necessarily consecutive); and 

2.   Have worked at least 1,250 hours during the twelve (12) months immediately 
preceding the commencement of the leave (for noninstructional staff and part-time 
instructional staff), or have been considered full-time (for instructional employees); and 

3.  Be employed at a work-site where the employer employs at least fifty (50) employees 
within a 75-mile radius. 

B. QUALIFYING REASONS FOR LEAVE 

An eligible employee may take unpaid leave for the following reasons: 

1.   The birth of the employee's child (leave must be concluded within one (1) year of 
the date of birth). 

2.  The placement of a child with the employee for adoption, or foster care when foster 
placement is pursuant to State action (leave must be concluded within one (1) year of 
the date of placement). 

3.   The care of the employee's child (including biological, adopted, or foster child, 
stepchild, legal ward, or child of a person standing in loco parentis, who is either under 
age 18, or age 18 or older and is incapable of self-care because of mental or 
physical disability), spouse or parent (including a person who stood in loco parentis to 
the employee when the employee was a child -- but not parent "in-law"), who has a 
serious health condition. 

4.   The serious health condition of the employee that makes the employee unable to 
perform the essential functions of the employee's position. 

5.   Any qualifying exigency arising out of the fact the employee’s spouse, son, daughter, 
or parent is a covered military member on active duty (or has been notified of an 
impending call or order to active duty) in support of a contingency operation. 

6.   The care for a covered servicemember with a serious injury or illness, if the employee 
is the spouse, son, daughter, parent, or next of kin of the servicemember. 
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C. DEFINITIONS 

1.   Serious  Health  Condition   -  An  illness,  injury,  impairment,  or  physical  or  
mental condition that involves the following: 

a.         Inpatient  Care:    Inpatient  care  (overnight  stay)  in  a  hospital,  hospice,  
or residential medical care facility, including any period of incapacity or any subsequent 
treatment in connection with such inpatient care. 

b.         Continuing  Treatment:     Continuing  treatment  by  a  health  care  
provider, including the following: 

i.         Incapacity and Treatment:  A period of incapacity of more than three 
consecutive calendar days and any subsequent treatment or period of incapacity 
relating to the same condition that also involves: 

1.        Treatment two or more times, within 30 days of the first day of 
incapacity, by a health care provider, by a nurse or physician's assistant 
under direct supervision of a health care provider, or by a provider 
of health  care  services  under  order  of,  or  on  referral  by,  a  health  
care provider; or 

2.         Treatment by a health care provider on at least one occasion, 
which results in a regimen of continuing treatment under the supervision 
of a health care provider.  The in-person treatment visit must take place 
within seven days of the first day of incapacity. 

ii.        Pregnancy or Prenatal Care:  Any period of incapacity due to 
pregnancy, or for prenatal care (even if the absence does not last more than three 
days and the employee  or  family  member  does  not  receive  treatment  from  
a  health  care provider during the absence); 

iii.      Chronic Conditions:   Any period of incapacity or treatment for such 
incapacity due to a chronic serious health condition (even if the absence does 
not last more than three days and the employee or family member does not 
receive treatment from a health care provider during the absence).  A chronic 
serious health condition is one which: 

1.         Requires periodic visits for treatment by a health care provider, 
or by a nurse or physician's assistant under direct supervision of a health 
care provider; 
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2.        Continues over an extended period of time (including recurring 
episodes of a single underlying condition); 

3. May cause episodic rather than a continuing period of 
incapacity 
(e.g., asthma, diabetes, epilepsy, etc.). 

iv.       Permanent or Long-Term Conditions: A period of incapacity which is 
permanent or long-term due to a condition for which treatment may not be 
effective.   The employee or family member must be under the continuing 
supervision of, but need not be receiving active treatment by, a health care 
provider.  Examples include Alzheimer's, a severe stroke, or the terminal stages 
of a disease. 

v.         Multiple  Treatments:     Any  period  of  absence  to  receive  
multiple treatments (including any period of recovery therefrom) by a health 
care provider or by a provider of health cares services under orders of, or on 
referral by, a health care provider, either for restorative surgery after an accident 
or other injury, or for a condition that would likely result in a period of 
incapacity of more than three consecutive calendar days in the absence of 
medical intervention or treatment, such as cancer (chemotherapy, radiation, 
etc.), severe arthritis (physical therapy), kidney disease (dialysis). 

c.         Exceptions:  Unless complications develop, a Serious Health Condition does 
not include cosmetic treatments, such as most treatments for acne or plastic surgery, the 
common cold, the flu, ear aches, upset stomach, minor ulcers, headaches other than 
migraine, routine dental or orthodontia problems, periodontal disease, etc. Treatment 
for substance abuse by a health care provider or on referral by a health care provider 
may be a serious health condition if the conditions of this policy are met. Absence due 
to use of the substance, rather than for treatment, does not qualify for FMLA leave. 

2.   Treatment - examinations to determine if a serious health condition exists and 
evaluations of the condition. "Treatment" does not include routine physical, eye, or dental 
examinations. 

3.   Health Care Provider - includes doctors of medicine or osteopathy, podiatrists, 
dentists, clinical psychologists, optometrists, chiropractors (for limited purposes), nurse 
practitioners, nurse-midwives, clinical social workers, so long as they are licensed (if 
required by state law) and are performing within the scope of their practice as defined 
under state law; Christian Science practitioners listed with the First Church of Christ, 
Scientist, Boston, Massachusetts; any health care provider from whom an employer or a 
group health plan's benefit manager will accept certification to substantiate a claim for 
benefits; a health care provider as defined above who practices in a country other than the 
United States and is licensed in accordance with the laws of that country. 
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4.   Regimen  of  continuing  treatment  -  A  course  of  prescription  medication  or  
therapy requiring  special  equipment  to  resolve  or  alleviate  the  health  condition.    A  
"regimen  of continuing treatment" that includes the taking of over-the-counter medications 
such as aspirins, antihistamines, or salves, or bed rest, drinking fluids, exercise, and other 
similar activities that can he initiated without a visit to a health care provider, is not, by itself, 
sufficient to constitute a regimen of continuing treatment for purposes of FMLA leave. 

5.   Qualifying Exigency – One of the following activities or conditions, occurring while 
the employee’s spouse, son, daughter, or parent is on active duty or call to active duty status in 
the National Guard or Reserves: 

a. Short-notice deployment - notice is received seven days or less from date 
of deployment; 

b. Military events and related activities; 
c. Childcare   and   school   activities   -   arranging   for   alternatives   or   

changed circumstances; 
d. Financial and legal arrangements; 
e. Counseling; 
f. Rest and recuperation – during period of deployment; 
g. Post-deployment activities; and 
h. Additional activities agreed upon by the employer and employee. 

6.   Covered Servicemembers – Any current member of the Armed Forces, including 
the 

National Guard or Reserves. 

7.   Instructional employee - A person employed principally in an instructional 
capacity, whose principal function is to teach and instruct students in a class, a small 
group, or an individual setting, and includes athletic coaches, driving instructors, and special 
education assistants such as signers for the hearing impaired.  The term does not include 
teacher assistants or aids who do not have as their principal function actual teaching or 
instructing, or auxiliary personnel such as counselors, psychologists, curriculum specialists, 
cafeteria workers, maintenance workers, bus drivers, or other primarily noninstructional 
employees. 

D. LENGTH OF LEAVE 

1.   General Rule:  An eligible employee is entitled to up to twelve (12) workweeks of 
unpaid leave within a twelve-month period without loss of seniority or benefits. When both 
spouses in a family work for the District, they will be entitled to a total of twelve (12) weeks 
of unpaid leave (rather than 12 weeks each) for the birth, adoption, or foster placement of a 
child, or to care for a parent with a serious health condition. 
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   The amount of leave available to an employee at any given time will be calculated by 
using a “rolling” 12 month period measured backward from the date an 
employee uses any FMLA leave. 

   All leave taken under the policy and leave for any other reason that would qualify 
under FMLA (e.g., worker's compensation leave that qualifies as a serious health 
condition), will be counted against the employee's leave entitlement under FMLA. 

   When an employee is not required to report for work for one or more weeks (e.g., 
instructional employees who do not report for work during Christmas/New 
Year 

   holiday, or during the summer), such days will not count against the employee's 
FMLA leave. 

2.   Care  of  Covered  Servicemembers  Leave:    An  eligible  employee  is  entitled  to  
26 workweeks of leave to care for a covered servicemember with a serious injury or illness 
during a single twelve-month period, which begins on the first day the eligible employee 
requests this type of FMLA leave.  The employee may take leave to care for a covered 
servicemember and leave for one of the other FMLA-qualifying reasons; however, in 
no event may an employee take more than 26 weeks of leave in a single twelve-month 
period. 

3.Instructional Employees - End of Term Exceptions: 

a.         If  an  instructional  employee  seeks  leave  for  any  purpose,  including  
the employee's own serious health condition, of at least three (3) weeks in duration and the 
requested leave would begin more than five (5) weeks prior to the end of the academic term 
(school semester), the District may require the employee to continue taking leave until the 
end of the school term, if the instructional staff member's return to employment would 
otherwise occur during the three (3) week period before the end of such term. 

b.         If  the  instructional  employee  seeks  leave  for  any  purpose  other  than  
the employee's  own  serious  health  condition,  less  than  five  (5)  weeks  prior  to  the  end  
of  the academic term, the District may require the staff member to continue taking leave to the 
end of the term, if the leave is greater than two (2) weeks in duration and the return to 
employment would occur within two (2) weeks prior to the end of the term. 

c.         If  the  instructional  employee  takes  leave  for  any  purpose  other  than  
the employee's own serious health condition, within three (3) weeks prior to the end of the 
term, and duration of the leave is greater than five (5) days, the District may require the staff 
member to continue the leave until the end of the term. 
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   When an employee is required to take leave until the end of an academic term, only 
the  period of leave until the employee is ready and able to return to work shall 
be charged against the employee's FMLA leave entitlement. 

E. COORDINATION WITH EXISTING LEAVE POLICIES 

During a leave related to the employee's serious health condition, the employee shall 
exhaust all available paid sick leave, personal leave or vacation before continuing such leave 
on an unpaid basis. 

During a family or medical leave provided under this regulation for all other FMLA- 
qualifying leave, an employee shall first exhaust all unused vacation or personal days before 
continuing such leave on an unpaid basis. 

At the conclusion of any FMLA leave, an employee may elect to extend leave pursuant to the 
provision of other Board policies and regulations governing extended leave, so long as the 
employee is eligible for extended leave under such other policy or regulation.  The amount 
of time taken for FMLA leave will be deducted from the period of leave available under other 
extended leave policies. Once the FMLA portion of the employee's leave has ended, and the 
employee has elected to continue on leave pursuant to another Board policy or regulation, the 
remaining  portion  of  the  leave  will  be  governed  by  the  provisions  of  the  other  policy  
or regulation with respect to compensation, benefits, reinstatement, and all other terms and 
conditions of employment as set forth in the other policy or regulation. 

F.        
CERTIFICATION 

The District shall retain the right to request a certification of the FMLA-qualifying need 
for leave from any employee making such a request.   The procedure for providing such 
certification shall be as follows: 

1.   Serious Health Condition – When an employee requests a leave of absence for a 
FMLA- qualifying reason, the employee must submit to the Superintendent/designee, a written 
medical certification form  (available in the Superintendent/designee's office).  When the leave 
is for the employee’s own serious health condition and District provides a list of the employee’s 
essential job  functions,  the  employee’s  health  care  provider  must  certify  the  employee  is  
unable  to perform an essential function of the employee’s job. 

a.      Timing – Upon receipt from the District, an employee has fifteen calendar days to 
return a complete and sufficient certification of the serious health condition.  If the 
certification is incomplete or insufficient, as determined by the Superintendent/designee, the 
District shall state in writing the nature of the deficiency and grant the employee seven 
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additional calendar days to provide the District with a complete and sufficient certification.  
Failure to provide such certification within the specified time period may result in denial or 
delay of leave. 

b.      Who May Contact Health Care Provider – In the event the District determines 
an employee’s certification remains either incomplete or insufficient, after the employee 
has been  notified  of  any  deficiencies  and  been  granted  time  to  correct  such  deficiencies,  
the following individuals will be authorized to contact the employee’s health care provider: 

i. The District’s own health care provider; 

ii. Human resources professional; 

iii. Leave administrator; or 

iv. Administration official 

Under not circumstances will the employee’s direct supervisor be permitted to contact the 
employee’s health care provider to certify the employee’s health condition. Should an employee 
deny the District the ability to communicate with the health care provider regarding an 
incomplete or insufficient certification, the employee will be denied FMLA leave. 

c. Second/Third Opinion - The District reserves the right to require an employee 
receive a second (and possibly a third) opinion from another health care provider (at the 
District's expense) certifying the serious health condition of the employee or family member. 

d. Fitness for Duty - Before returning to work, an employee who is on leave for the 
employee’s own serious health condition, must submit to the Superintendent/designee a health 
care provider's written certification form that the employee is able to perform the essential 
functions of the employee’s job.  The process for verifying the employee’s fitness to return 
to duty shall be the same as for the initial certification set out above.  Failure to provide a 
complete and sufficient fitness for duty certification may result in the delay or denial of job 
restoration. 

e.  Recertification - During the employee's leave, the District may periodically seek a 
recertification, no less than once every thirty days, unless the duration of the leave is known to 
be longer, in which case the District will not seek recertification until the end of the known 
duration of FMLA leave.  The general rule has three exceptions, which permit the District to 
immediately seek a recertification from the employee.  These exceptions include the 
following: 1) the employee requests a leave extension; 2) the circumstances necessitating 
leave change; or 3) the District received information disputing the validity of an earlier 
certification. 
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F.   Intent to Return to work - The  District  may  require  an  employee  to 
periodically report on the employee’s intent to return to work.  

G.   Family Relationship - Employees requesting FMLA-qualifying leave related to a 
family member may be requested to provide reasonable documentation of the family 
relationship. 

2.   Qualifying Exigency – The District may require an employee to provide it with a copy of 
the covered military member’s active duty orders in support of a contingency operation, prior to 
permitting FMLA leave for a qualifying exigency.  The District may also require the employee 
to certify, with reference to appropriate facts, that the reason for taking FMLA leave is 
permissible as it is one of the eight enumerated basis for taking qualifying exigency leave, as 
stated above. The process for any such certification shall adhere to the procedure outlined for 
serious health conditions, listed above. 

3.   Care for Covered Servicemembers – The District may require certification completed 
by the covered servicemember’s health care provider prior to permitting an employee to use 
FMLA for the care of a covered servicemember.  In addition to certifying the authenticity of 
the covered servicemember’s serious injury or illness, any certification must also identify the 
injury or illness as occurring in the line of duty while on active duty.  The process for any such 
certification shall adhere to the procedure outlined for serious health conditions, listed above. 

4.   Possibility of Waiver of Certification – The District, at its sole discretion, may waive 
the certification requirements set forth in this Regulation, as the circumstances of each FMLA-
leave request may permit.  Under no circumstances shall the District’s exercise of its discretion 
be interpreted or construed as a permanent waiver of the certification requirements, but such 
requirements  shall  remain  in  full  force  and  effect  unless  and  until  the  District  
specifically modifies or eliminates this Regulation. 

G.       INTERMITTENT OR REDUCED 
LEAVE 

1.   Birth or Placement - Leave taken under this policy for the birth of a child, the 
placement of a child for adoption or foster care, or to care for such child may be taken on an 
intermittent or reduced work schedule only with the approval of the Board of Education. 

2.   Non-Instructional Employees – FMLA leave, other than birth or placement of a 
child, may be taken on an intermittent or reduced-schedule basis when medically necessary. If 
an employee seeks leave on an intermittent or reduced-schedule basis, the employee must 
submit medical certification, as discussed above, and additional certification from a health care 
provider, that the intermittent or reduced-schedule leave is medically necessary. 

   The District may require an employee taking intermittent or reduced-schedule leave 
to transfer temporarily to an alternative available position for which the employee is 
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qualified or may modify the employee's current position to better accommodate the 
employee's recurring periods of leave. 

   Whenever the need for the FMLA leave is reasonably foreseeable, the employee must 
make a reasonable effort to schedule the treatment so that it is not unduly 
disruptive to District operations. 

3.   Instructional Employees - Leave taken because of the employee or family 
member's serious health condition may be taken on an intermittent or reduced-schedule basis 
when medically necessary. If an employee seeks leave on an intermittent or reduced-
schedule basis, the employee must submit medical certification, as discussed above, and 
additional certification from  a  health  care  provider  that  the  intermittent  or  reduced-
schedule  leave  is  medically necessary. 

If an instructional employee requests intermittent leave to care for a family member 
or the employee’s own serious health condition that is foreseeable based on planned medical 
treatment, and the employee would be on leave for more than twenty (20) percent of the total 
number of working days over the period of the leave, the District may require the employee to: 

1.   Take leave for a period or periods of a particular duration, not greater than the duration 
of the planned treatment; or 

2.   Transfer temporarily to an available position for which the employee is qualified, 
which has equivalent pay and benefits and which better accommodates recurring 
periods of leave than does the employee's regular position. 

The employee must make a reasonable effort to schedule the treatment so that it is not 
unduly disruptive to District operations. 

H. INSURANCE PREMIUMS 

During an employee's family or medical leave of absence, the District will continue to 
provide health, life, vision, and dental insurance coverage for employees who are eligible for 
insurance benefits. Voluntary deductions  (employee contributions) for (dependent) insurance 
for health/life/vision/dental (and employee disability and/or supplemental life insurance) 
must be paid in full each month and received by the twenty-fifth (25th) day of the month. 
Payments are to be submitted to the insurance office.  Failure to make payments in a timely 
manner while on FMLA leave may result in the loss of any and all insurance coverage 
provided by the District to its employees. Employees should contact the District administrator 
responsible for coordinating insurance benefits regarding specific arrangements for making the 
required payments. 

I. JOB RESTORATION 
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Upon return from FMLA-qualifying leave in accordance with this Regulation, the 
employee will be returned to the same or an equivalent position with no loss in benefits that 
accrued prior to the leave of absence. An employee who does not return to work at the end of 
an authorized leave may be subject to termination. 

If an employee fails to return to work after the termination of the leave period, 
the District may recover health insurance premiums paid under the group plan during the leave 
period, except in certain circumstances (e.g., continuing serious health condition of employee 
or family member needing care, or other circumstances beyond control of employee). The 
District may recover any other insurance premiums (e.g., premiums for supplemental life 
insurance or for dependent coverage), submitted on behalf of the employee, for which the 
District has not been reimbursed, either upon the employee's return to work or the employee's 
failure to return after unpaid family or medical leave has ended. 

J. NOTIFICATION 

1.   District Notification Procedure – The District shall provide its employees with notice 
of their rights and responsibilities under the FMLA through use of the following Notices: 

a. General Notice – A poster summarizing the FMLA entitlements shall be 
placed in an area accessible for employees and shall also be provided to each 
employee in the employee handbook. 

b. Eligibility Notice – This Notice shall state whether the employee qualifies to 
take 

FMLA leave. 

c. Rights and Responsibilities Notice – This Notice, issued in conjunction with 
the Eligibility Notice, will specify if a certification will be required from the 
employee, identify if paid leave will run together with the FMLA leave, 
address 

the procedure for making health insurance payments, the consequences of 
failing to make timely payments, and the employee’s liability for repayment of 
health insurance premiums if the employee fails to return to work at the 
expiration of their FMLA leave. Finally, this Notice will explain the employee’s 
right to return to the same or an equivalent job at the expiration of their FMLA 
leave.  Both the Eligibility and Rights and Responsibilities Notices will be 
provided to all employees within five business days of when the District 
becomes aware of a potential FMLA situation. 

d. Designation  Notice  –  Within  five  business  days  of  the  District’s  receipt  
of sufficient information from the employee to make a determination, the 
District shall provide the employee with the Designation Notice, which shall 
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inform the employee if the leave shall be designated as FMLA leave.  This 
Notice will designate the amount of leave counted against the employee’s 
entitlement, specify if the FMLA leave will run concurrently with any accrued 
paid leave, and notify the employee if a fitness-for-duty exam will be 
required prior to returning to work. 

2.  Employee Notification Requirements – Absent unusual circumstances, all employees 
seeking FMLA leave must follow the District’s customary call-in procedure for reporting 
absences.  An employee who can reasonably foresee the need to take FMLA leave is required 
to notify the District of the date of commencement and the expected duration of the leave at 
least thirty days in advance of the leave, or if the need for the leave is not foreseeable, as soon 
as practicable. When the need for leave is foreseeable, an employee's failure to provide thirty 
days notice prior to taking leave may result in denial or delay of leave. An employee requesting 
leave under this policy should submit a completed application for leave form (forms available 
in the Superintendent's office) to the Superintendent/designee.  An employee’s failure to follow 
the District’s call-in procedure is grounds for the delay or denial of the employee’s FMLA 
leave request. 

K. ADDITIONAL FMLA INFORMATION 

The foregoing regulation represents compliance with the provisions of the Family and 
Medical Leave Act of 1993 and its revised regulations.  Any employee desiring additional 
information or explanation of the rules and regulations of the Act, should review the District’s 
General Notice Poster or arrange a conference with the Superintendent/designee. 

"27



 

"28


