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Section I. WELCOME TO THE MULVANE SCHOOL DISTRICT

Special Services Definition

Special Services personnel are those employed in positions for which the Kansas State Board of Education does not
require a certificate. 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 neither a contract nor a substitute for the official district board policies. Nor is it intended to alter the at-
will status of noncontract employees in any way. Rather, it is a guide to district policies and procedures related to
employment. These policies and procedures can change by the board of education at any time; these changes shall
supersede any handbook provisions that are not compatible with the change. For more information, employees may refer
to the policy codes that are associated with handbook topics, confer with their supervisor, or call the district office.

All employees shall receive or have on line access to an employee handbook at the beginning of each school year. Signed
documentation that each employee has stated they have read the handbook shall become a part of the employee’s
permanent record.

BOE Policy Statement Regarding Special Services and Governance Procedures
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 Special Services employee of the district.

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 Special Service work agreements issued to Special Services 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.

Mission Statement
The mission of the Mulvane Public Schools is to prepare all students with academic and life skills while respecting the
diverse social, educational, and cultural characteristics of each individual student.

Section II. EMPLOYMENT

Equal Employment Opportunity

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.

Lovalty 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.
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Assignment of Personnel

Special Services shall be assigned to various schools 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 in the best interests of the needs of the district.

Emplovment 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 Special Service 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

Copy of current Professional License

0. Official Transcripts

SN E W

Physical Examinations/Health Certificates

At the time of employment, 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 HR department 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.

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.

Work Agreement / Contract / Work Day

The number of Special Services work days shall be determined and scheduled by the Board of Education.

New employees will be issued a “work agreement” when beginning employment with the district. Based on employees
evaluations the department director may recommend a contract be issued for subsequent years.

The work day will be established during initial employment and stated on the work agreement.

Training Period

Newly hired Special Services 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.

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 obligations outlined in the job description. 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.
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Line of Authority

All Special Services 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.

Emplovee 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.

e

Transfer Notification
Employees will provide a two week notice to their current supervisor when a transfer has been approved. Department

irectors/Principals may modify the two week notification policy when a transfer serves the best interest of the District.

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

Section III. ATTENDANCE AND TIME OFF

Leave Options
Full Time Special Services employees will have 10 leave days (71.6 hours) per year. Request for leave are submitted via the

AESOP on-line request system and approved by your supervisor at least one week in advance. Under no circumstances shall
leave other than for illness/emergency be granted to extend vacation or holiday periods. No more than three consecutive leave
days may be taken without administrative approval. An employee may be paid for unused leave days at the rate of $80 per
day, $11.17 per hour and/or employee may choose to roll over up to 10 days (71.6 hours) per year into his/her accumulated
sick leave account for an accumulated total of no more than 80 days (572.8 hours). Special Services personnel will be paid for
the unused current leave days (i.e., 10 days) requested in writing at check out. All persons, returning or those that have left the
district will be paid on the first day of the next school year,

Each Special Services employee, in good standing upon retirement, shall be reimbursed for unused accumulated sick leave.
Reimbursement will be made at a rate of $12 per 7.16 hours for a full-time Special Services employee and $6.00 per day for
part-time Special Services employees. Payment shall be disbursed on the August paycheck in the Special Services employee’s
year of retirement

Part Time Special Services employees will receive a prorated amount of leave days. Prorated amount is determined by the
approved work hours listed on the work agreement.

Misuse of Leave Provisions

Misuse of any leave provision is subject to disciplinary action up to and including termination.

Leave Time Used and Accumulated
Leave time will be charged in one-hour increments.

Page 6



Accumulated Sick Leave

This section applies only to leave remaining after the annual ten (10) day (71.6 hours) leave has been utilized. Accumulated
sick leave shall be allowed for personal illnesses of a Special Services employee, or for illness or death in the immediate
family of the Special Services employee. The immediate family is defined as father, mother, sister, brother, husband, wife,
son, daughter, grandparents, grandchildren, mother-in-law, father-in-law, daughter-in-law, son-in-law, or any persons making
his/her home permanently in the household of the Special Services employee. Accumulated sick leave days will be converted
to hours at 7 hours 10 minutes per day. Decisions concerning sick leave applications will be made by the building Principals,
with questionable situations to be referred to Human Resources with final approval of the Superintendent.

Bereavement L.eave

In the case of a death in the immediate family, as defined under Section C, a maximum of 5 days (35.8 hours) of accumulated
sick leave may be used for bereavement. If the certified staff member doesn’t have any accumulated sick leave accrued then
current year leave must be utilized. If additional time is needed beyond the five accumulated sick leave days then current year
leave must be utilized.

Decisions concerning sick leave and bereavement leave should be made by the building Principals and Department Director,
with questionable situations to receive the final approval of the Superintendent.

Central Sick Leave Bank

The Central Sick Leave Bank shall consist of sick leave days, to be contributed by the Support Staff, Administrators and
Special Service employees for extending cumulative sick leave in cases of a prolonged medical illness of a classified staff
member or a member of their immediate family, as defined in the leave policies.

The maximum number of days that an employee may draw from the bank is 10 days per school year.

Donations will occur at the regular enrollment period at the beginning of the school year. Total number of eligible days
will be determined as of September 1.

Only those members who contribute may draw out leave days from the Central Sick Leave Bank and only after all
vacation, Paid Time Off and/or sick leave reserve days have been used.

Request for leave from the sick bank is available upon request by submitting the appropriate FMLA paperwork to the
Human Resource Department.

The Human Resource Department and Superintendent will oversee the operation of the SLB and will work within the FMLA
requirements.

Days in the CSLB will carry over from one school year to the next.
An annual review of days in the bank will be conducted.

Definitions
School Year is defined as work agreement year,

Family Medical Leave Act (FMLA)
See BOE Policy 10-052

Jury Duty / Subpoena

Full-Time and part-time Special Services employees shall receive their regular daily wages while serving jury duty and shall
reimburse USE 263 all money received for jury duty except that amount allowed for meals and mileage. The same stipulation
and benefits shall apply for those Special Services employees that are served and must attend a legal proceeding under the
requirements of a subpoena.
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