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Section 1. Welcome to the Mulvane School District

Support Staff personnel are those employed in positions for which the Kansas State Board of Education does not
require a certificate or license. This classification includes secretaries, clerks, aides, bus drivers, custodians,
paraprofessionals, food service personnel, crosswalk guards, maintenance personnel, and directors. Employees
agree to follow the rules and regulations set forth by the Board of Education and are responsible for knowledge
of these policies and employment expectations. This handbook is not part of the contractual agreement with
employees and shall be returned to the district when an employee is no longer employed by the district.

BOE POLICY STATEMENT REGARDING SUPPORT STAFF AND GOVERNANCE PROCEDURES
All support staff personnel employed by U.S.D. #263 shall be employed under the terms and work agreements
specified in the Support Staff Employee Handbook. This handbook will be regarded as policy, shall be binding
as such and shall be reviewed annually by the Board of Education, Superintendent of Schools and
representatives of the support staff of the district. Every attempt will be made to consider the needs of the
support staff personnel while it is understood that terms shall not be negotiated.

This handbook includes only a brief description of the benefits offered by the district and an overview of its
policies and procedures. It is designed to be a reference guide as well as to provide initial information to new
personnel. Nothing in this handbook in any way creates an expressed or implied contract of employment. All
work agreements issued to support staff employees are subject to the terms and provisions of the Kansas Cash
Basis Law, K.S.A 10-1101 et seq., and the Kansas Budget Law, K.S.A. 79-2925 et. seq., and amendments
thereof or supplements thereto, respectively.

SUPPORT STAFF MISSION STATEMENT

THE MISSION OF U.S.D. 263 SUPPORT STAFF
IS TO SUPPORT THE DISTRICT
MISSION AND OUTCOMES
THROUGH
POSITIVE COMMUNICATION,
APPROPRIATE TRAINING,

AND PRODUCTIVE SERVICE.



Section II. EMPLOYMENT

EQUAL OPPORTUNITY EMPLOYER

The District is an equal opportunity employer and shall not discriminate in its employment practices and policies
with respect to hiring, compensation, terms, conditions, or privileges of employment because of an individual’s
race, color, religion, gender, age, disability, or national origin.

Supervisors will assure that positive steps are taken to comply with this policy. They are required to be aware of
potential discrimination situations, quickly resolve any discrimination issues that arise, and refrain from
retaliation or harassment against any employee involved in the filing, investigation, or resolution of a
discrimination claim. All employees are required to cooperate fully with the investigation and resolution of all
discrimination complaints. The district has a “Complaint Handling Procedure” designed to address and resolve
complaints of discrimination, including retaliation and harassment, as quickly as possible.

Loyalty Oath
As required by K.S.A. 54-101-106 and K.S.A. 75-4308-4314, all employees shall sign a loyalty oath, and file

the oath with the clerk of the board before beginning employment and to be eligible for a paycheck.

Nepotism Policy (approved BOE 6/22/09)
The district permits members of the same family to work in the district. The district will not however, consider
individuals whose employment would result in a direct supervisor/subordinate relationship.

Relatives are defined as: parent, spouse, child, sibling, grandparent, grandchild, aunt, uncle, cousin, in-law or
step relative.

Assignment of Personnel
Support Staff shall be assigned to the various attendance centers, for the following year, at the time of their

employment. This assignment shall be made cooperatively by the employee’s supervisor/director, principal and
 Human Resources. These assignments shall be subject to change, if such change is deemed to be in the best
- interests of all concerned. o

Employment Terms

The employment of all new hires must be approved by the Board of Education before the first day of work
unless conditional employment is approved by the Superintendent. Each support staff employee must have the
following records/forms on file with the human resource department on or before the first day of employment:

Copy of Driver’s License and Social Security Card

Loyalty Oath Form signed and notarized

Employee’s Withholding Allowance Certificate Form W-4 and K-4
Health Certificate

Section 125 Cafeteria Plan Enrollment Form (if eligible).

KPERS Enrollment Form and Designated Beneficiary Form (if eligible).
Application for employment

Confidentiality Agreement

e ol S

Physical Examinations/Health Certificates

At the time of employment, new employees and substitute employees must submit to a physical examination as
a condition of employment and be declared in good health and free from any contagious diseases by a qualified
medical doctor. The Health Certificate, provided by the Human Resource Department Office, shall be
completed and signed by a person licensed to practice medicine, to the clerk which states “that there is no
evidence of a physical condition that would conflict with the health, safety, or welfare of the pupils; and that
freedom from tuberculosis has been established. If at any time there is reasonable cause to believe any




employee is suffering from an illness detrimental to the health of the pupils, the board may require a new
certification of health” (KSA 72-5213). The TB test shall be renewed every three years.

Support Staff district employees and Support Staff substitute employees are allowed to go to their own doctor
for the physical exam when required and the district will reimburse the employee up to $75 (approved by BOE
6/28/04) when they provide a receipt (approved by BOE 6/29/98). All lunchroom employees shall be required to
obtain a Food Handlers Card, as issued by the Sedgwick County Health Department and shall be kept on file in
the office of Human Resources. The district shall have the right to require that an employee submit to a medical
examination at any time during employment should a question arise as to the ability of the employee to
satisfactorily perform their assigned duties due to physical or mental incapacity. The expense of the medical
examination shall be borne by the district.

All lunchroom aides shall be required to maintain CPR/choking certification.

Employment Classifications

A full-time employee is defined as an employee who works at least 32.5 hours per week.

A part-time employee is defined as an employee who works less than 32.5 hours per week.

A full-time bus driver is defined as an employee who drives an A.M. and P.M. route, but is not a full-time
employee under the above definition.

12 month employees
Clerk of the Board / Superintendent Secretary
Deputy Clerk
Asst. Superintendent Secretary / Division Secretary
Custodian and Maintenance (full time and part time)
Accounts Payable
Bus Mechanic
Human Resource Secretary
MIS Data Clerk

11 month employees
Building Secretary
Warehouse Assistants
District Software Support
District Computer Tech

10 month employees
Paraprofessional
Aide (Nurse, Title I, Library, At-Risk)
Cafeteria Aide
Cook
Bus Driver/Van Drivers
Crosswalk Guard
Technology Para

Special Categories™
Parents as Teachers Educators

*Employees working in this special category are entitled to KPERS benefits if they work at least 630 hours per
year. No other district-defined benefits apply to this position.



Training Period

Newly hired support staff shall be employed for a training period of 90 calendar days. During the training
period, the employee demonstrates their ability to fill the position before being placed on regular status.
Employment may be terminated at any time upon recommendation of the immediate supervisor. When the
training period has ended, the immediate supervisor will conduct an evaluation to determine if the employee will
be recommended for regular status. No reimbursements or district items (except reimbursement of health
certificates) will be available until after the training period.

Rules and Regulations

Each employee shall be responsible for fulfilling their duties within the rules and regulations of the Board of
Education, as well as contractual obligations and administrative directives. Employees shall not attempt to
interpret policy or advice teachers and other employees in regard to administrative and curriculum areas of the
school. Care should be taken that employees do not trespass in areas that are not their concern. It should be
remembered that school matters are to be left at school.

Line of Authority

All support staff personnel shall be directly responsible to the immediate supervisor of the building to which
they are assigned; Building Principal, Director, and ultimately, the Superintendent of Schools. They shall
assume such duties as assigned by their supervisor and follow the directives of the Building Principal in
situations where the children’s welfare is at stake, in emergency situations, or in all matters pertaining to the
safety of children.

Involuntary Transfers
Transfers of employees may be made by department directors in consultation with Human Resources whenever
the best interest of the school or the department is served by the transfer.

Employee Requested Transfer

An employee requesting a transfer must submit the request in writing to the Director of Human Resources. This
request must be signed by the employee and employee’s immediate supervisor. After the transfer request has

. been received by Human Resources the employee may be interviewed for a posted vacancy. The transfer

- request only gives the employee the right to be considered for an interview. When more than one employee
requests to be transferred to a vacant position, the vacancy will be filled by the best qualified applicant. An
employee must meet the requirements for the position to which transfer is requested before consideration may
be given to the request. The principal or immediate supervisor will determine the transferee or applicant best
qualified to fill the vacancy.

Transfer Notification

Employees will provide a two week notice to their current supervisor when a transfer has been approved.
Department Directors/Principals may modify the two week notification policy when a transfer serves the best
interest of the District.

Vacancy Announcements
Vacancies for support personnel positions will be posted in all buildings and on the district’s website.

Section Ill. ATTENDANCE AND TIME OFF

Work Schedule

Time schedules for support staff personnel will be assigned by the immediate supervisor in consultation with
Human Resources. For 12 month employees a 6 week summer work schedule will be determined. Any
alterations in 8 hour day/40 hour work week schedules shall be approved in advance by the Human Resource
Department.




Attendance Standard

Regular attendance and punctuality are part of your job responsibility. You are expected to be present and on
time for every scheduled workday. When unexpected illness or accident prevents you from doing this, notify
your supervisor at least one hour before the start of you shift. If you are unable to successfully contact your
supervisor, then contact their immediate supervisor. Failure to show up for a scheduled workday without prior
approval may result in termination.

Definitions
e “Lateness” is defined as reporting to work 15 minutes or more after normal starting time or leaving 15
minutes or more before regular closing time without prior authorization.
e Absence is defined as failure to report to work on a regularly scheduled workday.
e Scheduled or approved leave time or holidays are not considered and absence.
e “Twelve-month period” is defined as the most recent 12 calendar months.

Procedure

e An employee incurring one incident of unauthorized absence or lateness in any twelve-month period
will receive a verbal warning.

¢ Should an employee be absent or late on a second incident in any twelve-month period, the employee
will receive a written warning detailing the absence or lateness.

e Approved absences will not be used for disciplinary purposes.

e Absence for more than three consecutive days without properly notifying your supervisor or district
office will be considered as a voluntary resignation and you will be removed from the payroll.

Vacation

Full-time and part-time 12 month employees are eligible for paid vacation at their scheduled hourly work
assignment. (EX: a 4 hour per day employee who has worked in the district 2 years would be eligible for 10 days
of paid vacation leave at 4 hours per day.) Vacation shall be posted on July 1% of each budget year. Employees
hired after July 1% will earn vacation at the rate of .83 (10/12) days per month to be posted the following July 1.
Unused vacation time shall not accumulate and must be used by June 30 unless written approval is given by the
Superintendent. Request for vacation time must be made on the “Time and Attendance” system. A maximum of
10 consecutive workdays can be taken at one time. Vacation leave must be approved by the immediate supervisor
and/or superintendent and will be granted according to the following schedule. Employees leaving the district
/transferring divisions may be paid for accrued vacation at the regular rate of pay and upon approval of the
superintendent. Past experience in the district shall be applied when an employee transfers to a 12 month full time
position when assigning earned vacation. (Approved by BOE 6/29/98) (EX: If a bldg. secretary takes a 12 month
position in the district, years of continuous service are figured as # of years in district x 10.5 months divided by 12
thus determining vacation time.) When moving between vacation leave increments, the leave shall be calculated
by rounding up to the next year of continuous service. (EX: If an employee has 6.36 years of continuous service
as of July 1, vacation leave would be awarded at a 7 year level and the employee would receive 15 days of
vacation leave.) (Revised 7/01).

Any person called to active military duty would earn vacation leave according to the schedule set forth in this
handbook. If the employee is required to report to duty before all vacation leave is taken, the employee will be
paid for their unused days. (2/8/05)

1-6 years of continuous service 10 days
7-19 years of continuous service 15 days
20+ years of continuous service 20 days

Vacation will continue to accrue during absences for military reserve duty, approved paid leave of absence,
illness and/or disability to a maximum of one year with documentation of the disability, or absences covered by






