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This handbook is our best effort to describe what we expect of you as an U.S.D. 394 employee 
and what you can expect of Rose Hill Schools as an employer.  We want you to read it carefully.  
This handbook applies to personnel categorized as aides, paraprofessionals, bus drivers, food 
service, maintenance, custodial, grounds, technicians, secretaries, clerks and any other classified 
personnel not specifically listed. 
 
The procedures, benefits and practices outlined in this handbook may be changed from time to 
time in the event the Board of Education deems it necessary to effect such changes.  You will be 
advised of these as they are implemented.  After you have read your copy of the handbook, keep 
it in a convenient place for future reference. 
 
U.S.D. 394, Rose Hill Schools, is firmly committed to a policy of Equal Employment 
Opportunity for all qualified persons without regard to race, color, religion, national origin, age, 
gender, or sexual orientation.  None of these personal attributes may play a part in any 
employment decision, including recruitment, promotion, transfer, an employee’s rate of pay, 
training, termination or layoff.  U.S.D. 394 makes reasonable accommodation for qualified 
handicapped persons.  If you observe or know of any violation of this policy, it is your duty to 
contact human resources, located at 104 N. Rose Hill Road, Rose Hill, Kansas 67133, at 
telephone number 316-776-3300, to report the violation.  It is the obligation of each employee to 
adhere to the spirit as well as the letter of this policy.  Persons having questions concerning the 
district’s compliance with Title VI, Title IX, Section 504, Americans with Disabilities Act, or the 
Age Discrimination Act, may contact Brad Keirns, the district ADA, Title IX, and Section 504 
coordinator, located at 104 N. Rose Hill Road, Rose Hill, Kansas 67133, telephone number 316-
776-3300. 
 
You need to perform your job well and conduct yourself in an acceptable manner.  U.S.D. 394’s 
corresponding obligation is to compensate you with pay and benefits for your work.  While we 
all hope that U.S.D. 394 will continue to grow, there is no guarantee.  In fact, changes of many 
kinds are likely for the district and you as an employee.  You are employed “at-will”, which 
means that you can end your employment at any time, and U.S.D. 394 can end your employment 
at any time.  Neither you nor the district needs a good reason to end your employment.  Other 
than simply ending your employment, U.S.D. 394 can also change your assignment, your pay, 
your benefits, or any other aspect of your employment with or without cause, and if the change is 
not acceptable to you, you may end your employment. 
 
The only way that U.S.D. 394 will give up its right to end your employment or change the terms 
of your employment “at-will” is in writing, personally to you, signed by you and for U.S.D. 394 
by the Superintendent of Schools. 
 
By signing the signature page, you are agreeing to the above provisions, as well as those set forth 
elsewhere in this handbook.  You are agreeing that they fully describe all of the terms and 
conditions of your employment by U.S.D. 394.  If you believe U.S.D. 394 has any additional 
commitment to you, please tell us about it on the signature form.  Signing and returning the 
signature page is required for employment with U.S.D.  394. 



 

Classified 2015 ii 

CLASSIFIED EMPLOYEES’ HANDBOOK 
 
We prepared this handbook to assist you in finding the answers to many questions that you may 
have regarding your employment with Rose Hill U.S.D. 394.  Please take the necessary time to read 
it.  We do not expect this handbook to answer all of your questions.  Your Supervisor and Human 
Resources also will be a major source of information. 
 
Neither this handbook nor any other verbal or written communication by a management 
representative constitutes an agreement, contract of employment, express or implied, or a 
promise of treatment in any particular manner in any given situation.  Rose Hill U.S.D. 394 
adheres to the policy of employment “at will”, which permits U.S.D. 394 or the employee to 
terminate the employment relationship at any time, for any reason, with or without cause or 
notice.  No one is authorized to provide any employee with an employment contract or special 
arrangement concerning terms or conditions of employment unless the contract or agreement 
is in writing and signed by Superintendent of Schools.  Any questions that you may have 
concerning the terms or conditions of your employment should be referred to your immediate 
supervisor. 
 
Many matters covered by this handbook, such as benefit plan descriptions, are also described in 
separate U.S.D. 394 documents.  These U.S.D. 394 documents are always controlling over any 
statement made in this handbook or by any member of management. 
 
This handbook states only general U.S.D. 394 guidelines.  Since the educational and employment 
climates are constantly changing, U.S.D. 394 may, at any time, in its sole discretion, modify or vary 
from anything stated in this handbook, with or without notice, except for the rights of the parties to 
terminate employment “ar will”, which may only be modified by an express written agreement 
signed by the employee and the Superintendent of Schools. 
 
All questions about this handbook, the provisions contained within, U.S.D. 394 policy or any matter 
of your employment can be addressed through the Human Resources department of U.S.D. 394.  
The Human Resources department is located at the central administrative center of U.S.D. 394.  If 
you have questions you may call them at 316/776-3300 or you may request information by writing 
to the Human Resources department at: 
 
        Human Resources, U.S.D.394 
        104 N. Rose Hill Road 
        Rose Hill, Kansas 67133-9785 
 
This employee handbook includes general conditions of employment, general rules of conduct, 
safety regulations and disciplinary rules.  It applies to all classified employees of U.S.D. 394.  This 
handbook supersedes all previous handbooks. 
 
U.S.D. 394, Rose Hill Schools, is firmly committed to a policy of Equal Employment Opportunity 
for all qualified persons without regard to race, color, religion, national origin, age, gender, or 
sexual orientation.  None of these personal attributes may play a part in any employment decision, 
including recruitment, promotion, transfer, an employee’s rate of pay, training, termination or 
layoff.  U.S.D. 394 makes reasonable accommodation for qualified handicapped persons.  If you 
observe or know of any violation of this policy, it is your duty to contact human resources, located 
at 104 N. Rose Hill Road, Rose Hill, Kansas 67133, telephone number 316-776-3300, to report the 
violation.  It is the obligation of each employee to adhere to the spirit as well as the letter of this 
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policy.  Persons having questions concerning U.S.D. 394’s compliance with Title VI, Title IX, 
Section 504, Americans with Disabilities Act, or the Age Discrimination Act, U.S.D. 394’s ADA, 
Title IX, and Section 504 coordinator, located at 104 N. Rose Hill Road, Rose Hill, Kansas 67133, 
telephone number 316-776-3300. 
 
Rose Hill Schools have become a large school district, with hundreds of employees and many 
students in multiple locations.  It is no longer possible for the administration team to be aware of the 
conditions in each facility on a day-to-day basis.  Accordingly, if any employee who believes that 
he or she is being treated improperly or not in keeping with U.S.D. 394 policy, must advise the 
appropriate U.S.D. 394 representatives.  Only a member of the human resources staff, director, 
administrator, business manager, or superintendent is an appropriate U.S.D. 394 representative. 
Such communication may be made without fear of retribution (see “Open Door” policy section of 
this handbook) and is the only way an employee can be certain that the administration of U.S.D. 
394 itself is aware of, and can take action with respect to, his or her concerns. 
 

Management Safety Policy Statement 
 
The management of Rose Hill Schools recognizes its responsibility to provide a safe working 
environment for all its employees.  The school district’s objective is to commit its management 
resources to attain zero accidents. 
 
The safety of our employees and the protection of school district property are paramount.  
Establishment and maintenance of a safe working environment is the shared responsibility of all 
employees from every level of our organization.  Rose Hill U.S.D. 394 will attempt to do 
everything within its control to ensure compliance with federal, state, local and industry safe 
regulations.  All employees are encouraged and expected to correct unsafe conditions as promptly 
as possible. 
 
All accidents that result in injury must be reported to the appropriate supervisor, regardless of how 
insignificant the injury may appear. 
 
The safety committee will continue to assist us in this effort of providing the safest possible work 
environment.  The committee is composed of management and employees from different 
departments. 
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GENERAL INFORMATION 
 
Administrative 
 Superintendent – 776-3300    Randal Chickadonz 
  Assistant Superintendent – 776-3300   Brad Keirns 
         Debbie Crisler – Admin. Secretary 
 Primary Office – 776-3340    Terri Reilly – Principal 
 Intermediate Office – 776-3330   Kevin Collier – Principal 
 Middle School Office – 776-3320   Kay Walker – Principal 
        Corey Gabbert – Asst. Principal 

High School Office – 776-3360   Shannon Haydock – Principal 
       Aaron Jackson – Asst. Principal 
       Jim Linot – Athletic Director 
       Lisa Jones – Activity Accounts 

Departments 
 Business Office – 776-3300    Roger Miller – Business Manager 
   Accounts Payable/Warehouse   Kimberly Taylor 
  Payroll/Inventory    Sabrina Dunkin 
  Human Resources    Lucy Brown 
  Copy Center     Debbie Crisler 
 
 Facilities – 776-3350     Dave Hull – Director 
        Beth Pompa - Secretary 
 
 Food Service – 776-3370    Jeanne Munsell – Director 
 
 Information Technology Services – 776-3300 Wayne Myers – Director 
 
 Transportation – 776-3390    David Sliger – Director 
        Heather Ferguson – Secretary 
 
Other Important Numbers 
 
 School Nurse’s Office ES  – 776-3385  Cathy Hoss 
 
 School Nurse’s Office MS – 776-3380  Janis Engels 
 
 School Nurse’s Office HS – 776-3376  Teri Koester 
 
 School Social Worker’s Office – 776-3381  Michelle Beauchamp 
 
 

DEFINITIONS USED IN THIS MANUAL 
 
DAYS  Unless otherwise specified in the text, the term days shall mean calendar days. 
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GENERAL PROVISIONS OF EMPLOYMENT 
 
Activity Pass – Your employee identification badge serves as an activity pass to all U.S.D. 394 
sporting events.  The badge will admit the employee, their spouse, and minor children when 
accompanied by the employed parent.  Persons wishing entrance to an event must be in possession 
of their employee badge.  Temporary badges are not valid for entry to any event.  Badges are not 
valid for tournaments or post-season play in any sport.  They are also not valid for admission to any 
non-sport activity.  All badges must be returned upon termination of employment.  The employee 
has the option to deny this benefit. 
 
Alcohol Policy – It is against district policy to be in possession of, be under the influence of, 
distribute, or attempt to distribute, manufacture or use alcohol in any form on all property of U.S.D. 
394 or in any vehicle owned or leased by the district.  It is also against district policy to use or be 
under the influence of alcohol at any event in which U.S.D. 394 is a participant.  Any employee that 
is found in violation of this policy will face disciplinary action at the discretion of the district up to 
and including immediate termination.  Depending on the circumstances, and solely at the discretion 
of the district, the employee may also be reported to the appropriate law enforcement agency. 
 
If the employee is not terminated, it may be required that he or she attends and completes an alcohol 
education or rehabilitation program.  If it is agreed that an employee shall enter into and complete 
an alcohol education or rehabilitation program, the employee will be referred to the Employee 
Assistance Program.  The initial cost of the Employee Assistance Program shall be borne by the 
district.  The cost of the referrals, counseling and continuing treatment shall be the responsibility of 
the employee.  Employees are responsible for contacting the directors of the drug education or 
rehabilitation program to determine the cost and length of the program.  The employee is also 
responsible for enrolling in the program. 
 
Annuity/Savings Plans – All employees, including substitutes, are eligible to participate in the 
district 403(b) or 457 savings program.  All money placed into this plan is pre-tax.  Employees 
wishing to participate in this option must select an annuity company from an established list of 
providers.  A listing of companies and their contact representatives is shown at the end of this 
section.  To be eligible for payroll deduction, the savings program must be established with a 
district-qualified company.  A 403(b) may be established with any district-qualified company.  A 
457 plan is very similar to a 403(b) plan but it has different provisions concerning withdrawals and 
loan provisions.  A 457 savings plan may only be established with the approved district 457 plan 
provider.  To find out more about 403(b) or 457 plan investments, confer with the provider 
representative of your plan. 
 
Rose Hill U.S.D. 394 uses a third party administrator to manage our 403(b) and 457 plans.  The 
third party administrator of the district’s 403(b) savings plan, charges an administration fee for each 
individual enrolled in the plan.  U.S.D. 394 will not pay this fee for the individual, however many 
plan providers do pay the fee for their plan participants.  Please review the list of qualified providers 
to see which providers offer fee coverage for their plan participants.  There is currently no fee for 
administration of the district’s 457 plan. 
 
You will be able to visit with company representatives regarding enrollment in or changes to a 
403(b) or 457 savings plan at any time, however all forms for enrollment in, or changes made to a 
savings plan must be submitted to Human Resources on forms provided by the district’s third party 
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administrator and the district.  Those forms are available from Human Resources or Payroll.  
Enrollment in, or changes to an annuity plan are allowed only within the following guidelines: 
 
1. To participate in the 403(b) or 457 savings program, participants must fill out a 403(b)/457 

plan form provided by the third party administrator.  The “Plan Year” runs from September 
1 through August 31 of each year. 

 
2. An employee may enroll at the beginning of the school year or anytime within the first 30 

days after being hired.  If they enroll at the beginning of the school year, they must complete 
enrollment on or before the first Friday after Labor Day.  Enrollment at this time allows 
participation beginning on October 1. 

 
3. An employee may change the amount placed into their 403(b) or 457 savings plan at any 

time.  They may fill out a new 403(b)/457 plan form, provided by the third party 
administrator and the district.  Salary Reduction instructions shall be implemented in 
accordance with the Employer’s administrative schedule.  All personnel need to notify the 
Payroll Department thirty (30) days prior to the effective date of the change.  (Example: 
January 15, -- First payment to commence on February 15th.) 

 
4. Enrollment must be through a district-qualified company.  U.S.D. 394 plan documents 

specify that an investment company must have ten (10) employees signed up to become 
established as a district-qualified plan vendor, and they must maintain five (5) members to 
continue as a qualified provider. 

 
5. All personnel are responsible for informing their annuity companies and the Human 

Resources Department at U.S.D. 394 of changes in their annuity plans.  U.S.D. 394 will only 
notify the third party administrator for the district of such changes. 

 
Annuity/Savings Plans:  Employer Match – This plan is not available to substitutes.  This plan is 
essentially the same as the above plan with a few distinct differences.  To be eligible for this plan, 
an employee must have been employed by U.S.D. 394 as of September 1, and have been 
continuously employed through August 31 of the following year.  Those employees who work only 
during the school year are considered continuously employed if they return to a regularly scheduled 
position for the following school year.  For those employees who are hired after September 1, they 
become eligible when they have been continuously employed for one full plan year. 
 
U.S.D. 394 will match all payments, dollar for dollar to a maximum of $75 per month, into a 403(b) 
plan of your choice.  The district will match contributions to 457 plans, however the district portion 
will only be placed into a 403(b) plan.  Entry into this plan is limited to September 1 of each plan 
year.  The employee must minimally place $30 per month into this plan to receive the district 
match.  If at any time during the plan year, the employee drops his/her contribution below $30 per 
month, then participation in the “Plan” for that plan year ends, and the district match ends.  Re-entry 
into the plan is not available until the beginning of the next plan year. 
 

District Selected 457 Plan Provider 
(Rose Hill U.S.D. 394 does not endorse any listed company or plan.) 

Provider Representative Phone Pays Fees 
American Fidelity Cindy Sutherland 620-515-0275 No Fees 
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District-Qualified 403(b) Annuity Providers: 
(Rose Hill U.S.D. 394 does not endorse any listed company or plan.) 

Provider Representative Phone Pays Fees 
Ameriprise Financial Richard Ringwall 316-685-5353 YES 
American Fidelity Cindy Sutherland 620-515-0275 YES 
Lincoln National Tom Miller 316-685-5311 NO 
Security Benefit Life Wayne Hamilton 800-888-2461 YES 
Symetra Financial Terry Lappe 785-331-7459 YES 
 
Applicability B.O.E. Policy and State and Local Law – As a multi-county district, U.S.D. 394 is 
subject to multiple jurisdictional laws.  To the extent of any inconsistency between any U.S.D. 394 
policy and any applicable state or local law, the law, of course, takes precedence.  All U.S.D. 394 
policies apply to all district employees, but only to the extent permitted by applicable law.  In 
addition, all U.S.D. policies, while not listed here, are considered to be a part of this employee 
manual.  U.S.D. 394 policies are on file at each supervisory location and may be referenced by any 
employee at any time. 
 
Asbestos Notification - In accordance with the Asbestos Hazard Emergency Response Act 
(AHERA) passed in 1986, Rose Hill U.S.D. 394 hereby notifies parents/guardians, students, 
teachers and other school employees that the district has a Management Plan in effect and semi-
annual surveillance’s are performed.  The Management Plan is available for review at the U.S.D. 
394 Administrative Office.  If you have any questions or concerns regarding asbestos in the 
workplace, please contact the district administrative office at 104 North Rose Hill Road, Rose Hill, 
KS 67133-9785, or via telephone at (316) 776-3300. 
 
Attendance Records – All employees are expected to be regular in attendance and to be at their 
assigned workstations, at their assigned start time and throughout the duty day, on every scheduled 
workday.  Every non-exempt employee is required to keep an accurate record of all hours worked 
each day with the district time keeping system.  Time taken off for lateness, illness, vacation, 
personal days, jury or witness service, or bereavement must be entered into the approved system.  
When it is necessary for an employee to be absent, the employee is expected to follow established 
procedures in reporting absences. 
 
1. Except for personal illness, family illness, or bereavement, an Absence Request must be 

submitted to the employee’s immediate supervisor five (5) business days prior to any 
requested absence.  If the request is for vacation time, the request must be submitted ten (10) 
business days prior to the requested absence.  Submission must be via the current approved 
method used by U.S.D. 394. 

 
2. Absences due to personal illness, family illness, or other unanticipated absences should be 

reported to the immediate supervisor prior to starting time of the workday or before leaving 
work.  If it is necessary to leave work, the supervisor must be contacted and the employee 
must clock out.  Emergency situations will be taken into consideration. 

 
3. Upon returning to duty after any unanticipated or emergency absence, including personal 

illness, family illness, and bereavement, the employee immediately must complete an 
absence request and submit it to the employee’s supervisor for approval if they were unable 
to complete this process before taking leave.  In addition, depending upon the nature or 
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reason for the absence, an employee may be required to provide other information to the 
district to determine suitability to return to work or documentation for FMLA or other 
reasons. 

 
The district uses a federal labor standards approved swing within the time keeping system.  Any 
employee who clocks in or out, seven minutes prior to or seven minutes after the start or end of 
their shift, will be counted as having clocked in or out at the beginning or end of their shift start or 
end time.  
 
An employee who has non-approved, unpaid leave totaling more than one work day in any twelve 
month period is in violation of the district’s attendance policy.  These employees are subject to 
disciplinary action up to and including termination. 
 
Attire – All employees are expected to be neat in dress and personal appearance.  Hats not 
approved by your supervisor are prohibited in buildings when school is in session.  Employees 
should keep in mind that first impressions are always the strongest and that they may come into 
contact with students or patrons of the district at any time during the workday. 
 
Background Check – Rose Hill U.S.D. 394 requires a criminal background check for all full-time 
and part-time employees once a conditional offer of employment has been extended to a prospective 
employee.  Any employee hired after July 1, 2006, will be subject to a background check consisting 
of, but not limited to, criminal history records, social security number, sexual predator listing, and 
depending upon the position of hire, a financial history check.  Additionally, a driving record check 
will be required for all persons driving a district vehicle prior to their use of the vehicle. 
 
Although a disqualification is possible, in accordance with federal and state laws, a previous 
conviction does not automatically disqualify an applicant from consideration for employment with 
Rose Hill U.S.D. 394. Depending on a variety of factors (for example, the nature of the position, the 
nature of the conviction, age of the candidate when the illegal activity occurred), the candidate may 
still be eligible for employment with Rose Hill U.S.D. 394. 
 
However, if an applicant attempts to withhold information or falsify information pertaining to 
previous convictions, the applicant will be disqualified from further employment consideration in 
any position with the district due to falsification of an application.  A conditional offer of 
employment may be extended to an applicant prior to the completion of the criminal conviction 
check.  However, the applicant may not report for work prior to passing the background check. 
 
Bereavement – All employees are allowed three days of paid bereavement leave per year.  
Bereavement Leave is to be used for the bereavement of the death of an immediate family member 
(parent, sibling, spouse or child).  This leave is available at any time during the year.  Bereavement 
leave is not eligible for buyback, carryover into another year, or transfer to another employee. 
 
Break Times – Neither federal or state laws require that an employer provide a work break.  U.S.D. 
394 does not provide for work breaks for its staff, however it does allow each department supervisor 
to set break policy within their department.  Typically, breaks should not be greater than fifteen 
minutes and employees are expected to interrupt their break if necessary to attend to district 
business if required. 
 
Cafeteria Plan – A cafeteria plan is a plan of benefits approved by the district for purchase by 
employees with after tax dollars.  Currently U.S.D. 394 does not pay any benefit toward cafeteria 
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plan purchases.  The district does provide several approved companies for different types of post tax 
benefits including Life Insurance, and Salary Protection. 
 

Coverage Approved Providers 
Life Insurance KPERS Optional Group Life 

Lincoln Financial Group 
Salary Protection Lincoln Financial Group  
 
Enrollment into these benefits is only available during open enrollment or within 30 days of hire.  
Contact Human Resources if you require information about any of the cafeteria plan products. 
 
Communicable Diseases – Whenever a physician has diagnosed an employee as having a 
communicable disease, the employee must report the diagnosis and nature of the disease to the 
school nurse and human resources.  This is so that a proper reporting may be made to the county or 
joint board of health as required by statute.  An employee afflicted with a severe communicable 
disease, dangerous to the public health, shall be required to withdraw from active employment for 
the duration of the contagious period, in order to give maximum health protection to the other 
employees and students of the district.  The employee shall be allowed to return to his/her duties 
upon termination of the illness, as authorized by the employee’s physician or as authorized by a 
health assessment team.  The district reserves the right to require a written statement from the 
employee’s physician, prior to the employee’s return to work, indicating that the employee is free 
from all symptoms of the disease. 
 
Communication and Information Systems – U.S.D. 394 maintains a variety of communication 
and information systems.  These include, but are not limited to telephones, e-mail, cell phones, 
pagers, two-way radios, Internet access and messaging systems, district servers, computer 
workstations, laptops, iPads, iPods, and a number of wide area and local area networks.  All use of 
the systems and the content of their use is district property. 
 
It is the policy of U.S.D. 394 to promote the use of computers and technology in a manner that is 
responsible, legal and appropriate.  Each employee with access to a computer and/or computer 
network will be provided a copy of the Rose Hill Schools U.S.D. 394 Network and Internet Policy.  
It is the responsibility of the employee to read, understand, follow, support and uphold the 
guidelines regarding appropriate use of technology and the Internet at U.S.D. 394.  The employee 
will be required to sign the signature page of the U.S.D. 394 Network and Internet Policy and return 
it to their supervisor.  Use of the Rose Hill School’s network by Rose Hill staff shall be consistent 
with the purpose and goals articulated in this policy on acceptable use.  This policy establishes 
standards governing Rose Hill staff members’ access to local, national and international sources of 
information.  Pursuant of policy standards, information resources must be used, consistent with the 
purposes for which they have been provided: in a manner that does not violate the public trust and 
in accordance with this policy and regulations established by the Rose Hill School Board of 
Education as well as state and federal agencies.  All Internet access at Rose Hill Schools is filtered 
and monitored.  This includes but is not limited to tracking Internet usage, sites visited, frequency 
and elapsed time of network use. 
 
Use of the district network for unauthorized access to sensitive or confidential information may 
subject the employee to termination as well as possible criminal and civil penalties. 
 
Community Service and Political Activity – U.S.D. 394 encourages all employees to be an active 
citizen within the community and to voluntarily participate in civic organizations for the benefit of 
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the surrounding community such as charities, city council, or volunteer groups.  However in some 
situations, conflicts of interest may arise between the employee’s responsibility to the district and 
the requirements of public service.  Specifically, no community service or activity, however 
worthwhile or beneficial, should interfere with the time and effort necessary for the proper 
performance of an employee’s duties with the district.  Additionally, according to Kansas Law, and 
confirmed by the Supreme Court of Kansas, it is unlawful for any school district employee to serve 
on the Board of Education of the district that employs them. 
 
U.S.D. 394 recognizes and supports every employee’s right to participate in the democratic process, 
which includes the opportunity to hold political office.  However, State of Kansas law (KS75-2953) 
prohibits political activity by any employee of state or local government or school districts from 
engaging in any political activity while on government property or during duty hours.  Persons 
violating this law may face criminal charges and termination.  The following situations are contrary 
to the principle of acting in the best interests of the district and are therefore to be avoided: 
 
1. Engaging in political activity on district time or premises, or at district expense or through 

district resources. 
 
2. Seeking or receiving compensation or reimbursement by the district for any personal 

contributions toward a political cause. 
 
3. Giving the impression of acting or speaking on behalf of the district while engaged in 

political activity. 
 
Comp Time – The district does not recognize or allow comp time.  All hours worked beyond forty 
hours per week must be approved in advance by your supervisor, and will be counted as overtime. 
 
Compliance with Laws – Many government entities, including federal, state, local and the Board 
of Education have enacted many laws and regulations to govern and regulate the activities of 
unified school districts and their personnel.  Employees acting in their official capacities as 
representatives of the district must comply with these laws at all times. 
 
Confidentiality – In order to provide an adequate education that meets the needs of a variety of 
students with different needs, the district must maintain and safeguard sensitive information.  In 
addition, certain employment information is personal and should be discussed only with the 
appropriate school personnel.  U.S.D. 394 has an expectation that information discussed or 
disclosed in the course of business will not travel to entities outside of the district.  Therefore, 
U.S.D. 394 expects all employees to treat and keep confidential information in such a manner, that 
they will protect the confidentiality of patrons, students, and coworkers and their records. 
 
Conflicts of Interest – Every employee has an obligation to act in the best interest of U.S.D. 394.  
This obligation may easily be compromised when a conflict, or even the appearance of a conflict, 
exists between an employee’s private interests and the business interests of the district. 
 
In general, a conflict of interest exists when an employee’s loyalty to the district is or may be 
affected by some outside interest, activity, influence or relationship.  A conflict also exists when an 
employee takes advantage of his or her position with the district for personal benefit, or to benefit a 
friend or a relative.  As a result of such conflicts, an undesirable situation occurs in which the 
employee’s work assignments do not receive his or her full efforts and fair, honest, and impartial 
judgment. 
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Many situations where there is some doubt as to whether a conflict of interest exists can be resolved 
with proper advice.  For this reason, information about the existence of any situation that may 
involve a conflict of interest must be reported immediately to the supervisor of the employee 
involved.  If it appears that a conflict of interest does exist, the matter will be reviewed and a 
remedy recommended by the appropriate supervisor. 
 
Contributions and Solicitations – Solicitations by employees or others for any purpose during 
regularly scheduled working hours or on U.S.D. 394 premises are strictly prohibited.  Distribution 
of literature on U.S.D. premises or through the use of district systems is also contrary to policy.  It is 
acceptable if employees wish to contribute to a joint gift for another employee as long as it remains 
voluntary and does not interfere with assigned duties. 
 
Credit Card Usage – Only district employees may use a district credit card or authorize the 
purchase of goods or services with a district credit card.  All employees who carry, use, or charge 
goods or services to a district credit card must sign and have on file with the business office, a 
district user agreement.  Employees who have not signed this agreement may not be issued credit 
cards or charge documents; nor may they charge any goods or services to a district credit card or 
charge document.  This agreement must be renewed every two years to continue use of credit 
privileges within the district. 
 
Any employee who uses a district credit card or charge document is liable for all disallowed charges 
and shall pay the district by check, United States currency, or salary deduction.  An employee with 
outstanding disallowed charges may not use a district credit card or charge document.  The district 
shall notify any employee with disallowed charges in writing, detailing the disallowed charges. 
 
An employee must surrender all credit cards or charge documents to the business office in the event 
of separation from the school district, or at any other time that such surrender is requested by an 
administrator, the business department, or designee. 
 
Any employee using a district credit card must turn the credit card into the business office within 
one day after their return to the district.  All receipts from the use of credit card or charge 
documents must be turned into the business office within five business days of the employees’ 
return to the district.  The employee is responsible for all charges for which a receipt is not 
available.  In the event that the employee loses the receipt or the receipt is destroyed, a letter from 
the employee detailing the merchant, type of purchase, goods purchased, date of purchase, the exact 
amount of purchase, and the business reason for the purchase will be accepted. 
 
Any employee using a district credit card or charge document may do so only for the payment of 
authorized expenses consistent with their organizational responsibilities and to satisfy their building 
or department needs.  They may not use the credit card or charge document for personal use or for 
any other non-district purpose.  They may not obtain cash advances.  They may not purchase goods 
or services that violate board policy. 
 
Employees who have been issued a credit card must immediately report any lost or stolen credit 
card to the business office of the district at 316-776-3300.  Failure to do so may result in the 
employee being liable for unapproved charges made against the lost or stolen card. 
 
Employees who use district credit cards or charge documents other than to obtain goods or services 
for use by the district, or who fail to surrender a credit card or charge document upon request, are 
subject to disciplinary action up to and including termination. 
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Disciplinary Actions and Reassignments – When U.S.D. 394 is not fully satisfied with an 
employee’s performance or conduct, disciplinary action may be taken ranging from an informal 
discussion between the employee and his or her supervisor to immediate discharge, based upon the 
districts sole judgment of the circumstances. 
 
If the district determines that it is in the district’s best interest, U.S.D. 394 may place an employee 
on probation, add to or subtract from an employee’s assigned duties and responsibilities, may move 
an employee to a different position at a higher or lower responsibility level, may reassign work 
locations and shifts, and may change the salary or other conditions of employment.  Such changes 
in assignment may or may not be deemed disciplinary actions at the district’s sole discretion. 
 
The two paragraphs above are U.S.D. 394’s entire policy regarding disciplinary action and changes 
in assignment.  They in no way limit or modify the employment “at-will” provisions discussed 
elsewhere in this handbook.  Disciplinary action may or may not be taken, at the district’s sole 
discretion, exercised on a case-by-case basis.  Any guidelines or training materials that the district 
may employ are not intended as statements of policy. 
 
Drug and Alcohol Testing – Those employees of U.S.D. 394 who drive a bus or transport students, 
are subject to drug and alcohol testing prior to their first assignment within the district.  They are 
also subject to random drug and alcohol tests throughout their years of employment.  In addition 
they will be tested after any accident that involves injury or major property damage.  The 
determination as to whether the property damage is major or not, is solely the discretion of the 
district.   
 
In addition, an employee who is suspected of being under the influence while at work or during 
attendance at a school sponsored event is subject to drug and alcohol testing.  Those employees who 
fail these tests may be reassigned or terminated solely at the discretion of the district and its 
judgment of the circumstances. 
 
Drug Free Schools – It is prohibited for any employee to be under the influence, to unlawfully 
possess, use, manufacture, dispense, distribute, or attempt to distribute illicit drugs, alcohol, 
controlled substances or simulations thereof on school property, or in any school owned or leased 
vehicle, or at any school activity.  This is federal law, specifically the 1989 amendments to the Drug 
Free Schools and Communities Act, P.L. 102-226, 103 St. 1928.  Any employee that is found in 
violation of this policy will face disciplinary action at the discretion of the district up to and 
including immediate termination.  Depending on the circumstances, and solely at the discretion of 
the district, the employee may also be reported to the appropriate law enforcement agency. 
 
If the employee is not terminated, it may be required that he or she attends and completes a drug 
education or rehabilitation program.  If it is agreed that an employee shall enter into and complete a 
drug education or rehabilitation program, the employee will be referred to the Employee Assistance 
Program.  The initial cost of the Employee Assistance Program shall be borne by the district.  The 
cost of the referrals, counseling and continuing treatment shall be the responsibility of the 
employee.  Employees are responsible for contacting the directors of the drug education or 
rehabilitation program to determine the cost and length of the program.  The employee is also 
responsible for enrolling in the program. 
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Employee Assistance Program – Every employee of U.S.D. 394 is eligible to participate in the 
Employee Assistance Program.  This plan provides counseling of all types for those in need of such 
services while safeguarding the confidentiality of the employee. 
 
Services are provided by “The South Central Mental Health Counseling Center” of Butler County 
and are completely confidential.  The district will provide for the first three counseling sessions 
annually that an employee requires.  The center provides counseling services for individuals, 
couples and families.  Assistance for alcohol and chemical abuse, mediation for divorce or custody 
issues, medical problem counseling, and other community support programs are also available. 
 
Services are available at: 

217 Ira Court, Andover, Kansas  733-5047 
520 East Augusta, Augusta, Kansas  775-5491 
2365 West Central, El Dorado, Kansas 321-6036 

 
Services may be arranged by contacting the Human Resources department. 
 
Employee Records – U.S.D. 394 is required by State and Federal law to maintain up-to-date 
information about all employees for benefit plan, tax and employment purposes.  Therefore it is the 
responsibility of every employee to notify Human Resources promptly of any changes in name, 
address, telephone number, marital status, number of dependents, and other appropriate matters.  
For those employees eligible to participate in the district’s benefit programs, this requirement will 
continue even after employment is terminated.  Because of federal COBRA requirements, spouses 
and children of employees may have a similar obligation during the period of employment and after 
employment is terminated, so that the district can communicate with them regarding rights they may 
have under the benefit programs. 
 
U.S.D. 394 is also required by federal law to maintain an employee personnel file and a separate 
employee health file. The only people who have access to these files are the employee and human 
resources personnel, so as to safeguard the privacy of the employee.  An employee may examine 
their personnel file at any time, within the confines of the administrative center, and may add 
written documentation to it if desired.  They may also copy anything located within their file.  They 
may not remove any item or report from their file. 
 
Prospective employers, financial institutions and residential property managers routinely contact 
employers requesting information on a former or current employee’s work history and salary.  All 
such requests shall be referred to and completed by Human Resources.  For written requests, 
information will be provided on the form provided, only when it is accompanied by a former or 
current employee’s signed authorization to release information.  The written form will be returned 
directly to the requesting party.  Telephone requests will be limited to confirming information stated 
by the external party, and this information will be limited to confirmation of hire date and 
termination date. 
 
Employee Relations and Problem Solving – Occasionally, problems, misunderstandings, or 
differences of opinion may arise between two employees or between an employee and a supervisor.  
It is beneficial to all parties if things can be worked out among the parties involved.  If this cannot 
be accomplished, employees should first talk to their immediate supervisor.  If the employee is not 
satisfied with the resolution, they may then begin to appeal in writing following the “line-of-
authority” discussed elsewhere in this handbook.  Employees with problems that they believe result 
from violations of U.S.D. 394’s policies regarding Equal Employment Opportunity, sexual 
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harassment, or ethical standard, should take their complaints directly to the district human resource 
office. 
 
Employment At-Will – All classified employees of U.S.D. 394 are employed “at-will”, and 
nothing contained in this handbook is intended to provide or guarantee you with employment for 
any specific period of time.  This means that you can end your employment at any time, for any 
reason, and the district can end your employment at any time, for any reason.  Other than simply 
ending your employment, U.S.D. 394 can also change your assignment, your pay, your benefits, or 
any other aspect of your employment with or without cause, and if the change is not acceptable to 
you, you may end your employment. 
 
This “at-will” employment relationship can only be modified by a written contract signed by the 
employee and the Superintendent of Schools or the President of the Board of Education.  Any 
questions which you may have concerning the terms or conditions of your employment should be 
referred to your immediate supervisor. 
 
Employment Requirements – Upon employment, the following information must be provided to 
the Human Resources office prior to reporting for the first day of work or clocking in for the first 
day of work.  No employee will be permitted to begin work for the district without this paperwork 
and a completed background check. 
 
 Background Check Authorization 

Health Certificate and Tuberculosis Test 
Form I-9 (Employment Eligibility) along with Acceptable Forms of Identification 
Federal Withholding Tax Form (W-4) 
State Withholding Tax Form (K-4) 

 KPERS Enrollment Form and Designated Beneficiary Form (if eligible) 
 Salary Reduction/Deduction Form (if eligible) 
 Loyalty Oath Form (signed and notarized) 
 HIPAA Form 
 
Employment Status – All employees who are employed for a position that is regularly scheduled 
to work 30 hours per week or more are classified as “full-time” personnel.  All employees who are 
employed for positions that are regularly scheduled for less than 30 hours per week are classified as 
“part-time” personnel.  Both full-time employees and part-time employees may also be further 
classified as “full-year” employees (if they are employed by the district twelve months of the year) 
or as “school-term” employees (if they are employed by the district during the school term only).  
Employment as a school-term employee does not guarantee employment for a set number of days 
each school year.  It is possible for a part-time employee to work more than one part-time position 
within the district to gain full-time status, however the different job assignments must not conflict 
with each other.  The district will consider all school-term employees to be employed for the 
following school year unless the district specifically notifies the employee of termination of 
employment. 
 
Equal Employment Opportunity – U.S.D. 394, Rose Hill Schools, is firmly committed to a policy 
of Equal Employment Opportunity for all qualified persons without regard to race, color, religion, 
national origin, age, gender, or sexual orientation.  None of these personal attributes may play a part 
in any employment decision, including recruitment, promotion, transfer, rate of pay, training, 
termination or layoff.  U.S.D. 394 makes reasonable accommodation for qualified handicapped 
persons.  If you observe or know of any violation of this policy, it is your duty to contact Human 
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Resources, located at 104 N. Rose Hill Road, Rose Hill, Kansas 67133, or via telephone at 316-776-
3300, to report the violation.  It is the obligation of each employee to adhere to the spirit as well as 
the letter of this policy.  Persons having questions concerning the district’s compliance with Title 
VI, Title IX, Section 504, Americans with Disabilities Act, or the Age Discrimination Act should 
contact the district ADA, Title IX, and Section 504 coordinator, located at 104 N. Rose Hill Road, 
Rose Hill, Kansas 67133, telephone number 316-776-3300. 
 
Excessive Absence – An employee who has non-approved, unpaid leave totaling more than one 
work day in any twelve month period is in violation of the district’s attendance policy.  These 
employees are subject to disciplinary action up to and including termination.  All employees are 
expected to be regular in attendance and to be at their assigned workstations, at their assigned start 
time and throughout the duty day, on every scheduled workday. 
 
Health Examinations – All employees of U.S.D. 394 must complete a physical examination and 
tuberculosis skin test prior to reporting for the first day of work.  The district will pay for the 
physical and tuberculosis test for all regularly scheduled employees, including sub bus drivers, 
provided the employee uses the district physician and obtains the proper paperwork from Human 
Resources prior to the examination and test.  Additional examination services above the minimum 
required (such as chest x-ray instead of or in addition to skin test for tuberculosis screening) will be 
at the expense of the employee.  The physician who gives the tuberculosis test must also read it.  No 
prospective employee will be allowed to continue work if the skin test for TB is positive until they 
have obtained a chest x-ray and provided a verification form signed by a physician that the 
employee poses no risk to anyone with whom the employee is working. 
 
If the employee chooses to use their own physician, they must provide the district with a standard 
health certificate form (to be filled out by the physician).  Employees who use their own physician 
must obtain a level II physical exam and tuberculosis test.  Bus Drivers require a DOT physical.  
The district will reimburse the employee the amount of their insurance deductible or $39.00 toward 
their physical examination, whichever is less, provided they provide a receipt for the services to 
Human Resources.  The employee will be responsible for all other costs. 
 
If the employee is a bus driver, he or she will be required to take another DOT physical every other 
year after the initial DOT physical. If the employee chooses to use the district physician, the district 
will pay for the physical.  If the employee chooses to use their own physician, they must obtain a 
DOT physical exam.  The district will reimburse the employee the amount of their insurance 
deductible or $25.00 toward the cost of the physical if they provide a receipt for the services to 
Human Resources.  The employee will be responsible for all other costs. 
 
If the employee leaves the employment of U.S.D. 394, by action of the employee or the district, 
within the first sixty days of employment, then the cost of the required physical and tuberculosis test 
will be withheld from the employee’s final paycheck. 
 
Health Insurance – All full-time Employees of U.S.D. 394 may participate in the district health 
insurance plan.  The district provides a wide array of plans to meet the needs of our employees.  
Currently, the district offers multiple coverage plans with multiple tiers in each plan.  Employees 
may elect to purchase a single plan, employee and child, employee and spouse, or a family plan.  
Vision and dental coverage are also available and are integral parts of the health plans offered to our 
employees. 
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Open enrollment for all employees is during August. Once enrolled, an employee may not drop out 
or change coverage unless they experience a qualifying life event such as the birth or adoption of a 
child, a divorce, a marriage, a death of a covered family member, etc.  Coverage begins October 1 
with the first premium payment deducted during the September pay periods.  Full-time employees 
who are not full year employees must make the required payments into the program during the 
months school is in session. The summer payments will be prorated over the length of the school 
term.  Contact human resources to obtain a summary of the coverage provided by each plan as well 
as a member handbook or provider directory. The district provides a monthly stipend toward the 
payment of the health insurance plan. 
 
HIPAA – Rose Hill U.S.D. 394 is not a covered provider under the Health Insurance Portability and 
Accountability Act (HIPAA).  However we do maintain health care and unreimbursed medical 
plans that are subject to HIPAA requirements.  Therefore HIPAA privacy and security provisions 
will apply to protected health information (PHI) for the past and present employees of U.S.D. 394. 
 
HIPAA regulations apply and will be followed in administrative activities undertaken by all U.S.D. 
394 personnel when they involve PHI in any of the following circumstances:  health information 
privacy, health information security and health information electronic transmission. 
 
Rose Hill U.S.D. 394 will consider any breaches in the privacy and confidentiality of handling of 
PHI to be serious, and disciplinary action may be taken up to and including termination of those 
involved in any breach of HIPAA policy requirements. 
 
Questions concerning HIPAA, PHI, and release of information forms should be directed to Human 
Resources. 
 
Holidays – The district provides several paid holidays throughout the year for our employees.  All 
employees are eligible for the following paid holidays, providing that they are in a paid status the 
day before and the day after the holiday.  Paid status includes being at work on regularly scheduled 
days or a paid absence.  Paid absences include vacation, sick leave, personal leave or bereavement 
leave. 
   Labor Day 
   Thanksgiving (Two days – Thursday and Friday) 
   Christmas   (Two days – Christmas Eve and Christmas Day) 
   New Years Day 
   Memorial Day 
 
In addition, full year employees are also eligible for the following additional paid holidays. 
 
   Independence Day 
   Floating Holiday 
 
If the specified holiday falls on a weekend day, then the holiday will be observed on the weekday 
closest to the holiday. 
 
The “Floating Holiday” will be keyed off of the day that July 4th falls and will be taken according to 
the following schedule: 
 
  July 4th Falls On          Holiday Taken On 
  Monday or Thursday     July 5th 
  Tuesday or Friday     July 3rd 
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  Wednesday      December 31 
  Saturday      July 6th 
  Sunday      July 2nd 
 
Employees will only be paid for the quantity of hours that they are regularly scheduled to work.  
Holiday pay does not count toward accumulated hours for overtime.  Overtime pay will be 
calculated only on the hours actually worked during the holiday week. 
 
Hours of Work – The payroll week begins at 12:01 a.m. Monday, morning and normally consists 
of five scheduled workdays during the week.  The established days off for all shifts are normally 
Saturday and Sunday.  However, certain employees may be specifically scheduled to work irregular 
hours because of the nature of their work.  The district will only pay for time actually worked 
except for those positions, which by definition, are guaranteed a minimum set of hours.  Those 
personnel who are currently working one of these defined positions may not accept another 
assignment for pay during the guaranteed hours. 
 
Scheduled times for the start and end of each workday and the lunch period may vary according to 
the employee’s job or location within the district.  Any questions concerning these times should be 
directed to the employee’s supervisor.   
 
Identification Badge – An identification badge is issued to each employee at the time of 
employment.  For security purposes, the badge must be worn at all times during the duty day.  It 
should be worn between the waist and the shoulder and must be readily visible to other employees 
and visitors.  Should you come to work without your badge, a temporary badge, valid for one day 
may be obtained from Human Resources, your building or location reporting office, or your 
supervisor.  The temporary badge must be returned at the end of the day.  Lost badges should be 
reported to Human Resources immediately so that they can be replaced.  Badges are in fact the 
property of U.S.D. 394, Rose Hill Schools.  Along with keys and other items belonging to the 
district, badges must be returned to the Human Resources Department upon termination or 
resignation. 
 
Immigration Law Compliance – Rose Hill U.S.D. 394 employs only United States citizens and 
aliens who are authorized to work in the United States.  If you are a new employee, as a condition 
of employment, you completed the Employment Eligibility Verification Form (Form I-9) and 
presented documentation establishing your identity and employment eligibility.  If you are 
employed by U.S.D. 394 while using a work visa, and have not yet completed a new I-9 Form, you 
must do so if you have not completed one with the District within the past three years, or if your 
previous I-9 Form has not been retained by the District.  If you have questions or need more 
information on immigration law issues, you should contact human resources.  You may raise 
questions or complaints about immigration law compliance without fear of reprisal. 
 
Inventories and Assets – It is every employee’s responsibility to ensure that U.S.D. 394’s 
inventories and assets are protected and used only in the manner in which they were intended.  It is 
every employee’s responsibility to observe the policies and procedures for inventory movement 
throughout the district as well as for inventory disposal.  Any known or suspected acts of theft, 
breakage, or sabotage, whether by employee, patron, or student must be reported immediately to the 
employee’s supervisor, office of business management, or an administrator within the district. 
 
Jury Duty – U.S.D. 394 will never penalize an employee for performance of civic duty such as jury 
duty.  For an employee to receive their regular duty pay while serving jury duty, they must turn over 
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their jury duty pay to the Payroll Department for each duty day that they miss.  No jury duty 
payment is required from the employee for days that the employee serves, if they are in leave status.  
Payment received by the employee for mileage and meals is not considered jury duty pay.  The 
employee’s regular pay for the days served on jury duty will be withheld from their paycheck until 
the employee remits his or her jury duty pay to the district. 
 
The employee has 30 days to turn over the jury duty pay.  After 30 days, no pay will be exchanged.  
Verification of the amount received for jury duty must be provided.  Again, allowances paid by the 
County or District Courts for meals and mileage is not considered a part of jury duty pay.  Duty 
days spent serving, as a juror, will not be charged against an employee’s accumulation of leave 
days.  Prior to serving on a jury, the employee shall complete an “Absence Request” and notify the 
employee’s immediate supervisor of their need for jury duty leave. 
 
KPERS – The Kansas Public Employees Retirement System is an organization that provides a 
retirement plan for current and former Kansas public employees.  A nine-member Board of Trustees 
administers the retirement system.  KPERS is a non-voluntary program meaning that all public 
employees who regularly work a minimum of seventeen (17) or more hours per week or; public 
school employees who work 630 hours per school year must make contributions to KPERS. 
 
Active KPERS members are covered by a life insurance policy of 1.5 times their annual salary.  
They are also covered by a disability policy that begins payments to the employee if they are 
disabled longer than 6 months. 
 
The KPERS board has set the contribution rates as 5% of the employee’s salary for any employee 
hired into the KPERS system prior to July 1, 2009.  A 6% rate has been established for those hired 
into the system after that date, and for all employees beginning January 1, 2015.  This contribution 
is matched by the State.  The matching amount is credited annually on June 30 and is based upon 
the balance in the member’s account as of December 31 of the preceding year. 
 
You may name a sole or joint primary beneficiary and a sole or joint contingent beneficiary.  You 
may also name an estate or a trust.  Upon your death, the person, estate, or trust that you designate 
will receive all benefits payable from the retirement system. 
 
Once you have five (5) years of service, you become vested in the program.  If you leave public 
service prior to becoming vested, you will receive only the monies that you have contributed.  
Retirement benefits vary from person to person and are based upon the date of hire and the salary 
earned while a KPERS qualified employee.  For more information concerning these benefits, 
contact Human Resources or the KPERS hotline at 888-275-5737.  You may also register with the 
KPERS website, www.kpers.org, under the active employee tab.  You will have access to a number 
of tools and will be able to view your account status. 
 
Lateness and Absence – U.S.D. 394 expects every employee to report to work “on time” for each 
scheduled workday.  On occasions when an employee is unable to report for work or cannot arrive 
on time, he or she must notify his or her supervisor at the beginning of the workday.  After the start 
of the workday, an employee who must leave work early must first obtain the supervisor’s approval.  
During an absence of short duration (a few days), the employee may be required to call the 
supervisor once a day.  In the event of an extended absence, the employee must report in once a 
week or more often if requested by the supervisor.  An employee’s absence or lateness may be 
cause for termination of employment.  An absent employee who fails to contact his or her 
supervisor may be considered as having voluntarily resigned. 
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Reasonable justification, such as a doctor’s certification of illness, may be required after an absence 
of any duration, or as proof of the employee’s ability to return to his or her duties. 
 
Leave – For an employee to be eligible for the various classifications of leave, he or she must be a 
full-time employee.  Part-time, temporary, and student employees are not eligible for leave.  A full-
time employee who becomes a part time employee will lose all accumulated personal, paid-time-
off, and sick leave.  Accumulated vacation leave will be paid to the employee upon separation from 
district employment. 
 
Different classifications of employees are eligible for the various types of leave within the district.  
All employees are eligible for leaves-of-absence, emergency, legal, and military leave.  School-term 
employees are eligible for paid-time-off and personal leave.  Full-year employees are eligible for 
sick leave, personal, and vacation leave. It is important that employees know their employment 
classification when determining their eligibility for the various types of leave offered by the district. 
 
All eligible employees who are actively at work or on paid leave – such as vacation leave, sick 
leave, personal days, or paid time off – will continue to accrue paid leave benefits provided by 
U.S.D. 394 according to the accrual schedules for the different types of leave. 
 
Employees who are on unpaid leave will not be entitled to continue accruing paid leave benefits, 
including employees who are receiving income replacement benefits such as short-term disability, 
long-term disability or workers’ compensation. 
 
When an employee is out on leave that is protected by the Family Medical Leave Act (FMLA), that 
employee will continue to accrue paid leave as long as the employee is using paid leave benefits 
such as the items listed above.  If an employee on FMLA leave uses all paid leave in accordance 
with the company’s FMLA policy and remains unable to return to work, then the remainder of the 
FMLA leave will be unpaid.  During the period of unpaid FMLA leave, the employee will not 
continue to accrue paid leave, consistent with the company’s policy for all types of unpaid leave. 
 
Leave:  Emergency or Personal Reasons – In the case of an emergency or for other pressing 
personal reasons, an unpaid leave of absence may be requested, from the district, for a period of up 
to one workweek.  A request for an extension will be considered on an individual basis and may be 
granted, but only under special circumstances.  Total leave time, including extensions, normally 
may not exceed two workweeks.  An employee must have used all vacation, paid-time-off, 
personal, and sick leave prior to requesting unpaid leave. 
 
A request for a leave of absence of this type must be made in writing and must fully describe the 
reason for such request and also indicate the anticipated date of return.  Both the employee’s 
supervisor and Human Resources must approve the leave before it can be taken.  If the leave is 
denied the employee may appeal to the superintendent.  An employee who fails to return on time 
from a scheduled leave will be considered to have voluntarily resigned. 
 
Leave:  Legal – An employee will be granted the time necessary for appearances in any legal 
proceeding connected with his or her employment with the school district. An employee will be 
granted leave without pay to settle any legal action filed against or instigated by the employee, or 
when required to attend any legal action as a witness, plaintiff or defendant.  An employee will not 
be granted the time necessary for any appearance in any legal proceeding where the litigation is 
against U.S.D. 394 or its Board, and the employee has instigated or is supporting the litigation. 
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Leave:  Military – Employees of U.S.D. 394 who are members of reserve forces or the National 
Guard are eligible for training duty leave, without pay, for up to two weeks per year.  Upon 
receiving notice of military service, the employee must file an Absence Request and have it 
approved by the employee’s supervisor five (5) business days prior to the expected absence.  The 
employee will not lose any vacation, paid-time-off or sick leave days for such service. 
 
Leave: Paid-Time-Off – Paid-Time-Off is a benefit designed to allow full-time, school-term 
employees the flexibility to use their allotted leave days for any purpose.  They may use it as 
vacation, personal leave or as sick leave.  Each paid-time-off leave day will be equal to the 
employees’ regularly scheduled hours of work per day, at the time of accumulation. 
 
Full-time, school-term employees hired on or before the 15th of the month will accrue 1.00 paid-
time-off days during the month of hire.  Employees hired after the 15th of the month will accrue .50 
paid-time-off days during the month of hire.  After the month of hire, paid-time-off days will accrue 
at the rate of 1.00 day per duty month. Paid-time-off may not be used before it has been accrued.  
The minimum amount of paid-time-off that may be used at any one given time is 1 hour.  For 
example, an employee may use 2 hours, 2.5 hours or 3 hours but the minimum is 1 hour. 
 
A maximum of twenty (20) accrued paid-time-off days will carry forward to the following school 
year. On June 30 of each year all qualified employees will be paid for all paid-time-off days 
accumulated above twenty (20), at their full daily rate of pay.  To qualify for this payment, the 
employee must be employed by the school district as of June 30.  No payout will be made to any 
employee who leaves the employment of the district, for any reason, prior to June 30.  This 
provision excludes all exempt classified personnel. 
 
Absences occurring when the employee does not have any accrued paid-time-off leave will be taken 
from available personal leave.  If an employee has used all of his or her available forms of leave 
then the absence will be unpaid leave.  The employee may be eligible to apply for sick leave days 
from the sick leave bank if they have used all forms of available leave, however this bank may only 
be used for sick leave.  The sick leave bank is discussed elsewhere in this handbook. 
 
To use paid-time-off as vacation, the employee must complete an absence request and notify their 
supervisor at least ten (10) business days prior to their expected absence.  To use paid-time-off as 
personal leave, the employee must complete an absence request and notify their supervisor at least 
five (5) business days prior to their expected absence.  Personal leave may not exceed three (3) 
consecutive days.  To use paid-time-off as sick leave, the employee must complete an absence 
request and notify their supervisor as soon as they are reasonably able to do so.  Federal FMLA law 
requires that any leave taken for illness that is three days or greater may require a doctor’s 
certification upon return to work.  District policy requires employees to inform Human Resources as 
to the nature of the leave so that a FMLA determination can be made within five (5) business days 
of the absence.  Supervisors have the right to deny vacation or personal leave in order to maintain 
staffing levels for efficient school operation. 
 
If, for any reason, the employee’s status changes to less than full-time, all paid-time-off leave will 
be forfeited.  In the event that an employee transfers into a full-year employment status, all 
accumulated paid-time-off days will be transferred into sick leave. 
 
An employee may use paid-time-off for the following reasons.  Reasons 1, 2, 3 and 4 are subject to 
federal FMLA regulations, and require prior notification in most instances. 
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1. Personal illness of the employee. 
 
2. Illness of an employee’s spouse, child, parents, stepchild, brother, sister, stepbrother, stepsister, 

grandparent, grandchild, or any person of similar relation to the employee’s spouse, or any other 
person that the employee is legally responsible to support. 

 
3. Doctor’s appointments for himself or herself or for member of his or her immediate family as    

described in 2 above. 
 
4. Maternity or adoption purposes. 
 
5. Bereavement. 
 
6. Vacation. 
 
7.   During Winter break or Spring break. 
 
The district, at its discretion, may require an employee to furnish a certificate from a licensed 
physician whenever an employee is absent more than three consecutive workdays, because of 
personal illness, indicating that the employee is able to return to work. 
 
Leave:  Personal – Full-time, full-year employees will receive three days of personal leave per 
year.  Personal leave may be accumulated to five (5) days however; a maximum of two (2) days 
may be carried over to the following year.  Personal leave may not exceed three (3) consecutive 
days. 
 
New full-time employees will receive personal days during their first fiscal year of employment 
according to the following schedule.   
 
Hire Date    Twelve-Month Personnel 
July 1 through November 30       3 days 
December 1 through March 31      1 day 
April 1 through June 30       0 days 
 
Employees wishing to use personal leave must complete an absence request and notify their 
supervisor at least five (5) days prior to their expected absence.  Supervisors have the right to deny 
personal leave in order to maintain staffing levels for efficient school operation. 
 
If, for any reason, the employee’s status changes to less than full-time, all personal leave will be 
forfeited. 
 
Leave:  Sick – Sick leave is a benefit designed to prevent a full-time, full-year employee who has 
become ill from suffering loss of income.  Sick leave may not be used to extend vacations or 
holidays.  Each sick leave day will be equal to the employees’ regularly scheduled hours of work 
per day, at the time of accumulation. 
 
Full-time, full-year employees hired on or before the 15th of the month will accrue 1.00 sick leave 
days during the month of hire.  Employees hired after the 15th of the month will accrue .50 sick 
leave days during the month of hire.  After the month of hire, sick leave days will accrue at the rate 
of 1.00 day per month.  Sick leave may not be used before it has been accrued.  The minimum 
amount of sick leave that may be used at any one given time is 1 hour.  For example, an employee 
may use 2 hours, 2.5 hours or 3 hours but the minimum is 1 hour. 
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A maximum of twenty (20) accrued sick leave days will carry forward to the following school year.  
On June 30 of each year all qualified employees will be paid for all sick leave days accumulated 
above twenty (20), at their full daily rate of pay.  To qualify for this payment, the employee must be 
employed by the school district as of June 30.  No payout will be made to any employee who leaves 
the employment of the district, for any reason, prior to June 30.  This provision excludes all exempt 
personnel. 
 
Absences occurring when the employee does not have any accrued sick leave will be taken, in 
order, from available personal leave or vacation leave.  If an employee has used all of his or her 
available forms of leave then the absence will be unpaid leave.  The employee may be eligible to 
apply for sick leave days from the sick leave bank if they have used all forms of available leave.  
The sick leave bank is discussed elsewhere in this handbook. 
 
If, for any reason, the employee’s status changes to less than full-time, all sick leave will be 
forfeited.  In the event that an employee transfers into a school-term employment status, all 
accumulated sick leave days will be transferred into paid-time-off leave. 
 
An employee may use sick leave for the following reasons.  Reasons 1, 2, 3 and 4 are subject to 
federal FMLA regulations, and require prior notification in most instances. 
 
1. Personal illness of the employee. 
 
2. Illness of an employee’s spouse, child, parents, stepchild, brother, sister, stepbrother, stepsister, 

grandparent, grandchild, or any person of similar relation to the employee’s spouse, or any other 
person that the employee is legally responsible to support. 

 
3. Maternity or adoption purposes. 
 
4. Doctor’s appointments for himself or herself or for member of his or her immediate family as 

described in 2 above. 
 
5.   Bereavement. 
 
To use sick leave, the employee must complete an absence request and notify their supervisor as 
soon as they are reasonably able to do so.  Federal FMLA law requires that any leave taken for 
illness that is three days or greater may require a doctor’s certification upon return to work.  District 
policy requires employees to inform human resources as to the nature of the leave so that a FMLA 
determination can be made within five (5) days of the absence.  The district, at its discretion, may 
require an employee to furnish a certificate from a licensed physician whenever an employee is 
absent more than three consecutive workdays, because of personal illness, indicating that the 
employee is able to return to work. 
 
If, for any reason, the employee’s status changes to less than full-time, all accumulated sick leave 
will be forfeited. 
 
Leave: Vacation – U.S.D 394 provides paid vacation time to regular full-time, full year employees, 
depending upon their length of service with the district.  Employees are not eligible for vacation 
leave during the first sixty days of employment. 
 
Vacation accruals are determined by the school district’s fiscal year July 1 through June 30.  
Vacation accrues on a month-to-month basis according to the schedule below and is available to be 
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taken anytime after it is earned.  Accrual begins on the first day of the first calendar month after the 
employee’s hire date.  (I.e. if an employee is hired on any day in November, his or her vacation 
accrual begins December 1.)  No employee may accrue more than 40 “workdays“ (maximum of 320 
hours) of vacation.  The maximum amount of vacation accrued per year is 20 “workdays” 
(maximum 160 hours).  “Workday” is defined as the employees’ regularly scheduled hours of work 
per day.  Once the employee reaches their maximum accrual, they will lose all further vacation 
accrual until they have used vacation leave to fall below the maximum accrual level. 

Accrual Schedule 
 
Up through 5 years:  Employees will accrue vacation at the rate of .8333 workdays per month. 
 
6 years through 15 years:  Employees will accrue vacation at the rate of .8333 workdays per 
month plus an additional .0833 workdays per month for each year they are employed beyond five 
years. 
 
Beyond 15 years:  No additional time is given for service beyond 15 years employment. 
 
Vacation schedules are established or approved by each manager after giving consideration to the 
workload requirements of the department and the desires of individual employees.  To facilitate 
scheduling of vacations, each employee should notify the manager at least 10 days in advance of the 
dates requested for vacation.  When conflicts do occur, the employee with longer service will 
generally be given preference.  In the event of illness, an employee’s vacation may be rescheduled. 
 
Vacation time will be paid at the employee’s base rate in effect at the time the vacation is taken.  
Pay in lieu of vacation is contrary to the recreational intent of the vacation policy and is, therefore, 
not allowed.  However, in the event that an individual’s employment with U.S.D. 394 has been 
terminated, either by the employee or the district, then payment will be made for any unused earned 
vacation time. 
 
Leave: Voting – In compliance with state law, U.S.D. 394 allows employees three (3) consecutive 
hours of leave in order to vote in federal, state or local elections, both primary and general elections. 
 
Most employees will have three (3) consecutive hours during polling hours available outside of 
their normal work schedule.  These employees will not be eligible to take any additional time off for 
voting purposes. 
 
Employees who do not have three (3) consecutive hours available during polling hours outside of 
their normal work schedule must request time off for voting in writing or via e-mail, to their 
supervisor, five (5) business days in advance.  The request for leave must clearly state that the 
employee needs leave in order to vote.  Leave will be granted to the schedule established by the 
employee’s supervisor.  No deductions will be made from wages or salaries, and employees will not 
be expected to make up the missed work hours. 
 
Leaves-of-Absence – A leave-of-absence is an extended leave from work and may be taken for a 
variety of reasons.  To be eligible for most leaves of absence, an employee must be a full time 
employee and must have worked at least a year for the school district.  Typical leaves-of-absence 
include FMLA, extended military and extended personal.  
 
Leaves-of-Absence: Extended Military – An extended, unpaid leave of absence will be granted to 
any employee entering extended military service in the United States armed forces whether 
involuntarily through a draft, or voluntarily through enlistment.  In addition, an unpaid leave of 
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absence will be granted to any employee who enters extended service by activation of a National 
Guard or Reserve unit in accordance with federal and state laws.  The period allowed for extended 
military leave may not exceed five years from the last day worked.  All available sick leave; paid-
time-off, personal leave and vacation time will be used at the start of the extended leave. 
 
A veteran returning from an extended leave of absence who applies for re-employment, within the 
required time frame, depending on the length of military service, may be reinstated by the district 
within a reasonable time after the date of re-application, provided that the veteran supplies proof of 
discharge.  U.S.D. 394 will make every effort to restore the veteran to his or her position or one of 
similar status, and pay, with all seniority.  An employee’s failure to reapply for employment within 
the required time frame from the date of discharge or release from active duty, or failure to return to 
work upon completion of military training will be considered a voluntary resignation. 
 
Copies of any documents concerning military service that will affect an employee’s status with 
U.S.D. 394 should immediately be given to his or her supervisor with a copy forwarded to Human 
Resources. 
 
Leaves-of-Absence:  Extended Personal – All full-time employees may be eligible for an 
extended leave of absence for personal reasons.  The employee must use all available sick leave, 
paid-time-off, personal, and vacation leave for this leave of absence.  If the leave of absence is 
longer than all of the available employee’s accumulated leave days, the remainder of the leave will 
be unpaid leave. 
 
Generally, a leave of absence may not exceed six months and must be approved by the employee’s 
supervisor, Human Resources, the superintendent, and the board of education.  Application for an 
extended leave of absence must be made in writing.  An employee will not be guaranteed a position 
nor will they be guaranteed the same position at the end of this extended leave.  If however, an 
opening is available, the employee will have the right of first refusal to the position. 
 
Leaves-of-Absence:  FMLA – The Family Medical Leave Act was enacted to guarantee an 
employee’s job status and benefits in the event of a catastrophic medical event.  Certain employees 
of U.S.D. 394 are eligible for up to twelve (12) weeks of unpaid, job protected leave for certain 
family and medical reasons.  To be eligible, an employee must have worked for the district for at 
least one year and for a minimum of 1250 hours over the previous twelve months.  This means that 
if you are a school term employee only, that you must regularly work 33 hours per week during the 
school term to be eligible. 
 
A qualifying employee may take family/medical leave for any of the following reasons under the 
Family Medical Leave Act. 
 
1. For incapacity due to pregnancy, prenatal medical care or child birth; 
 
2. To care for an employee’s child after birth or the placement of a child or children with an 

employee for adoption or foster care, in order to care for the newly placed child or children in 
the first year after placement; 

 
3. To care for an employee’s spouse, son, daughter or employee’s own parent with a serious health 

condition; 
 
4. Because of an employee’s own serious health condition that renders the employee unable to 

perform one or more of the essential functions of his/her job; 
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5.   A “qualifying military exigency” arising from the notification or call to active duty or 

deployment of an employee’s spouse, son, daughter, or parent of an employee.  A qualifying 
exigency may include attending certain military events, arranging for alternative childcare, 
addressing certain financial and legal arrangements, attending certain counseling sessions, and 
attending post-deployment reintegration briefings. 

 
6.   Additionally, FMLA also includes a special leave entitlement that permits eligible employees to 

take up to 26 weeks of leave to care for a covered service member during a single 12-month 
period.  A covered service member is defined as a current member of the Armed Forces, 
including a member of the National Guard or Reserves, who has a serious injury or illness 
incurred in the line of duty, while on active duty, that may render the service member medically 
unfit to perform his or her duties, and for which the service member is undergoing medical 
treatment, recuperation, or therapy; or is in outpatient status; or is on the temporary disability 
retired list. 

 
Leave for either of the first two reasons must be completed within the twelve (12)-month period 
beginning on the date of birth or placement and may not be used intermittently or on a part-time 
basis without prior approval. 
 
If the FMLA leave is for the employee’s own qualifying serious health condition, the employee 
must use all accumulated sick, paid-time-off, personal and vacation leave in this order prior to 
taking unpaid leave.  All paid leave will count toward the total FMLA leave.  In addition, FMLA 
leave will run concurrently with any available disability leave.  FMLA does not provide funeral 
leave. 
 
If the FMLA leave is for any qualifying reason, other than the employee’s own qualifying serious 
health condition, the employee must use all accumulated paid leave in the following order; vacation, 
personal, paid-time-off, and sick leave, prior to taking any unpaid leave that is available for use.   
 
In addition, in cases where a married couple are employed by the same company, the two spouses 
together may take a combined total of twelve (12) weeks leave during a “rolling” twelve (12)-month 
period for reasons 1 and 2, or to care for the same individual pursuant to reason 3.  The two spouses 
together may take a combined total of twenty-six (26) weeks leave during a “rolling” twelve (12)-
month period for reasons 5 or 6. 
 
An instructional employee (teacher or other certified personnel) may be required to continue leave 
until the end of a semester, if the leave begins more than five (5) weeks before the end of a 
semester, lasts more than three (3) weeks and the return would occur during the last three (3) weeks 
of the semester. 
 
If the leave is for a reason other than the employee’s serious health conditions, an instructional 
employee (teacher or other certified personnel) may be required to continue leave until the end of a 
semester, if the leave begins in the last five (5) weeks of a semester, will last more than two (2) 
weeks and the return to work would occur in the last two (2) weeks of a semester, or the leave 
begins in the last three (3) weeks of a semester, and lasts more than five (5) days. 
 
Rolling Twelve-Month Period Defined - FMLA leave is tracked by the “Rolling back” method by 
the Rose Hill Schools, as provided in the FMLA regulations.  This is defined as:  A “rolling” 
twelve-month period measured backward from the date an employee uses any FMLA leave.  Under 
the “rolling” twelve-month period, each time an employee takes FMLA leave the remaining leave 
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entitlement would be any balance of the 12 weeks which has not been used during the immediately 
preceding 12-months, provided the employee continues to meet the eligibility requirements for 
FMLA leave. 
 
If a holiday occurs within the week taken as FMLA leave; the week is counted as a week of FMLA 
leave.  However, if for some reason the employer’s duty day has temporarily ceased and employees 
generally are not expected to report for work for one or more weeks (e.g., a school closing two 
weeks for Christmas and New Year holiday), the days considered for holiday leave do not count 
against the employee’s FMLA leave entitlement. 
 
Serious Health Condition Defined - Rose Hill Schools will grant leave to an eligible employee for 
any condition defined as a serious health condition under FMLA.  A serious health condition is an 
illness, injury, impairment, or physical or mental condition that involves either an overnight stay in 
a medical care facility, or continuing treatment by a health care provider for a condition that either 
prevents the employee from performing the functions of the employee’s job, or prevents the 
qualified family member from participating in school or other daily activities. 
 
Subject to certain conditions, the continuing treatment requirement may be met by a period of 
incapacity of more than 3 consecutive calendar days combined with at least two visits to a health 
care provider or one visit and a regimen of continuing treatment, or incapacity due to pregnancy, or 
incapacity due to a chronic condition.  Other conditions may meet the definition of continuing 
treatment. 
 
Notice of Leave by Employee - If an employee’s need for FMLA leave is foreseeable, the employee 
must give the Human Resources department at least 30 days prior written notice.  If this is not 
possible, the employee must at least give notice as soon as they are aware of a need for FMLA leave 
(within one to two business days of learning of his/her need for leave except in extraordinary 
circumstances) and must comply with U.S.D. 394’s notification procedures.  Failure to provide such 
notice may be grounds for delay of leave.  Additionally, if the employee is planning for a qualifying 
medical treatment, he/she must consult with the Human Resources department regarding the dates 
of such treatment.  The Human Resources department has the Request for Family Medical Leave 
forms for employees upon request. 
 
Employee Required Certification and Responsibilities – Employees must provide sufficient 
information for U.S.D. 394 to determine if the leave may qualify for FMLA protection and the 
anticipated timing and duration of the leave.  Sufficient information may include that the employee 
is unable to perform job functions, the family member is unable to perform daily activities, the need 
for hospitalization or continuing treatment by a health care provider, or circumstances supporting 
the need for military family leave.  Employees also must inform the employer if the requested leave 
is for a reason for which FMLA leave was previously taken or certified.   The employee may obtain 
Medical Certification forms from the Human Resources department.  U.S.D. 394 may exercise its 
right to contact the health care provider directly to obtain clarifying information about the illness.  
 
Before returning to work after FMLA leave, for the employee’s own serious health condition, the 
employee must submit a fitness for duty certification (doctor’s release for work).  Failure to provide 
requested certification within 15 days, except in extraordinary circumstance, may result in delay of 
further leave or return to work, until it is provided. 
 
U.S.D. 394 Responsibilities – When an employee requests FMLA leave, Rose Hill Schools must 
notify the employee whether her or she is eligible under FMLA.  If additional medical information 
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is required U.S.D. 394 must notify the employee of the requirement for medical certification and 
when it is due (no more than 15 days after the employee requests leave.)  If the employee provides 
at least 30 days notice of medical leave, the employee should also provide the medical certification 
before leave begins.  Failure to provide requested medical certification in a timely manner might 
result in denial of leave until it is provided.  If the employee is not eligible under FMLA, we must 
provide a reason for the ineligibility. 
 
Rose Hill Schools, at its expense, may require an examination by a second health care provider 
designated by the Board of Education, if it reasonably doubts the medical certification initially 
provided.  If the second health care provider’s opinion conflicts with the original medical 
certification, the district, at its expense, may require a third, mutually agreeable, health care 
provider to conduct an examination and provide a final and binding opinion.  Rose Hill Schools 
may require subsequent medical recertification every 30 days. 
 
Use of Leave and Reduced-Schedule Leave – An employee does not need to use their FMLA leave 
entitlement in one block.  Leave may be taken intermittently in separate blocks of time or on a 
reduced-leave schedule reducing the usual number of hours you work per workweek or workday, if 
medically necessary.  Employees must make reasonable efforts to schedule leave for planned 
medical treatment so as not to unduly disrupt the employer’s operations.  Leave due to qualifying 
exigencies may also be taken on an intermittent basis. 
 
If leave is unpaid, Rose Hill Schools will reduce the employee’s salary based on the amount of time 
actually worked.  In addition, while the employee is on an intermittent or reduced schedule leave, 
the Board of Education or its designee may temporarily transfer the employee to an available 
alternative position that better accommodates the employee’s recurring leave and which has 
equivalent pay and benefits.  
 
Benefit Continuation Protection – U.S.D. 394 must continue an employee’s group health plan 
benefits during FMLA leave.  The employee will be responsible for their regular contribution 
toward his or her portion of benefit premiums, either during leave or upon his or her return from 
leave.  U.S.D. 394 may recover any monies it may pay towards an employee’s part of the group 
plan benefits as provided by federal law.  An employee needs to make the necessary arrangements 
for payment of the employee’s share of their group health plan benefits, if possible, with Human 
Resources prior to leave commencement.  Failure to make these contribution arrangements within 
30 days after the employee’s return to work may cause the discontinuation of their group health 
plan benefit coverage. 
 
Use of FMLA leave cannot result in the loss of any employment benefit that accrued prior to the 
start of an employee’s leave. 
 
Restoration to Former or Equivalent Position - Upon timely return to work from FMLA leave, 
U.S.D. 394 will place the employee in his or her former position or an equivalent position to the one 
held when the employee began leave, subject to any extenuating circumstance which may occur to 
U.S.D. 394 operations during the leave and which would have affected the employee had he or she 
not been on leave. 
 
Upon return from leave, U.S.D. 394 will reinstate the employee’s credited service and other aspects 
of employment consistent with the law.  If an employee works at another job during the leave 
without prior written approval by the Board of Education, the Board will assume that the employee 
has resigned his or her position and terminate the employee’s employment. 
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Similarly, if an employee fails to return from a leave on the agreed upon date, except for reasons 
beyond his or her control, U.S.D. 394 will assume that the employee has resigned and terminate his 
or her employment. 
 
The Rose Hill Schools will administer FMLA leave in accordance with federal law and regulations.  
 
Unlawful Acts by Employers – FMLA makes it unlawful for any employer to: 
 
1.   Interfere with, restrain, or deny the exercise of any right provided under FMLA. 
 
2.   Discharge or discriminate against any person for opposing any practice made unlawful by  
      FMLA or for involvement in any proceeding under or relating to FMLA. 
 
Enforcement – An employee may file a complaint with the U.S. Department of Labor or may bring 
a private lawsuit against an employer. 
 
FMLA does not affect any Federal or State law prohibiting discrimination, or supersede any State or 
local law or collective bargaining agreement which provides greater family or medical leave rights. 
 
Life Insurance Benefit – All district employees, who are 18 years of age or older, are 
automatically included in the district life insurance plan.  The district provides $10,000 of life 
insurance for every regular employee.  There is no charge to the employee for this benefit.  
Beginning at age 65, coverage is reduced in step increments.  Coverage reduces to $6,500 at age 65, 
$4,000 at age 70, and $3,000 at age 75.  Coverage ceases when the employee retires or leaves 
employment with the district. 
 
Life Insurance: Supplemental – All district employees, who are 18 years of age or older, are 
eligible to purchase supplemental term life insurance from Lincoln Financial Group, or KPERS (if a 
KPERS member).  The district has negotiated group rates for this insurance and issuance is 
guaranteed through $50,000.  More information on this benefit is available from Human Resources. 
 
Line-of-Authority – All employees of U.S.D. 394 will be under the authority of their immediate 
supervisor.  All requests and communications will begin with the employee’s immediate supervisor 
and will progress to the next level of authority, only in the absence of the immediate supervisor, or 
to appeal a decision of the immediate supervisor. 
 
Lunch Period – Neither federal nor state law requires that an employer provide a lunch break for 
their employees.  U.S.D. 394 policies do require that all employees take a minimum thirty (30) -
minute, duty free lunch break.  Preferably, the employee will take this break away from their 
assigned workstation so as not to be interrupted during this employee free time. 
 
Nepotism – Nepotism is the practice of hiring or showing favoritism as the result of a family 
relationship rather than merit.  When practiced in an organization, nepotism can adversely affect 
decisions on hiring, promoting, transferring, and supervision.  U.S.D. 394 considers nepotism unfair 
to present and prospective employees.  It is contrary to district policy to use nepotism as a basis for 
making decisions affecting district employees. 
 
All personnel actions affecting a district employee or prospective employee who is related to 
another employee must have the prior approval of the Human Resources department.  Included in 
these actions are hiring, discharge, transfer, promotion, or supervision.  Typically, we will not allow 
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an employee to be placed in a position where they must supervise another employee who is related 
to them in some manner. 
 
Nursing Mothers – A nursing mother will be allowed “reasonable, unpaid break time, to express 
breast milk for her nursing child for one (1) year after the child’s birth, each time such employee 
has need to express the milk.  A location, other than a bathroom, that is shielded from view and free 
from intrusion from coworkers and the public, will be provided for the employee’s use each time 
they need to express.  If a department provides a paid break time for its other employees, that break 
time may be used by a nursing mother to express breast milk and she must be compensated in the 
same manner as the other employees.  Only employees who are not exempt from the FLSA’s 
overtime pay requirements are entitled to breaks to express milk. 
 
Open Door Policy – Any U.S.D. 394 employee wishing to discuss any matter directly with 
someone at a level higher than his or her own supervisor is encouraged to do so.  An employee may, 
without fear of reprisal, contact Human Resources, the superintendent, or any other supervisor or 
administrator with whom it may be appropriate for the matter to be discussed.  No supervisor, 
administrator, or any other employee of the district may restrict or discourage an employee’s 
exercise of this policy. 
 
Overtime – District employees may be required to work approved overtime.  Any time worked by a 
nonexempt employee in excess of 40 hours per week will be considered overtime and will be paid at 
the applicable overtime rate as follows: 
 
1.  All overtime worked during the Monday through Sunday pay period will be paid at 1.5 times the 

employee’s regular hourly rate. 
 
2.  Holidays that are normal paid holidays for the district will be paid at the employee’s regular rate 

of pay.  This pay will be in addition to the regular holiday pay for which the employee is 
eligible.  Hours worked by holiday eligible employees will not count toward overtime as per 
Department of Labor regulations. 

 
Working unauthorized overtime is not permitted.  The employee’s supervisor must pre-authorize 
any overtime.  Only those hours actually worked will be counted towards overtime hours.  Paid-
time-off, sick, vacation, holiday, and personal leave days are not considered hours actually worked.  
Employees who abuse this policy may be subject to disciplinary action at the discretion of the 
district. 
 
Payroll – Classified employees of U.S.D. 394 will receive their pay on the 15th of the month and on 
the last day of the month.  If a payday falls on a holiday or a weekend, paychecks and direct deposit 
stubs will be distributed on the first business day following the holiday or weekend.   Direct 
deposits will deposit on the scheduled payroll date.  Paychecks will usually be distributed by 2:00 
P.M. each payday, showing basic salary information, deductions, and reductions. 
 
Salary can be direct deposited at any bank, or multiple banks.  Employees wishing to have their pay 
direct deposited must fill out the proper paperwork and submit it to the Payroll department, two to 
four weeks prior to the start of the service.  A salary deposit notice showing basic salary 
information and deductions will be distributed instead of a paycheck.  Forms for direct deposit are 
available at the administrative center. 
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Every employee, prior to the first Friday after Labor Day, of each year, must fill out and sign a 
payroll deduction form for section-125 benefits.  The employee must fill out this form even if he or 
she does not elect any payroll deductions so that their wishes are on file with the payroll 
department.  Any employee, who wishes to participate in a 403(b) or a 457 benefit-plan, or take 
advantage of eligible section 125 deductions, must indicate their choices at this time.  This 
authorization will be in effect for 12 months and may continue unchanged from the previous year, if 
so indicated on the election form.  Section 125 deductions, 403(b), and 457 benefit plans are 
discussed elsewhere in this handbook. 
 
Probationary Period – All newly hired employees will not be eligible to receive vacation, sick 
leave, paid-time-off, or personal leave pay for the first sixty (60) days of employment.  This leave 
will continue to accumulate for the employee’s use after the sixty (60) -day probationary period. 
 
Reassignment – When necessary to serve the best interests of both the employee and U.S.D. 394, 
an employee may be reassigned to a different job or department.  A reassignment may be 
recommended to provide an opportunity for training, to better utilize present skills, ability and 
experience, to help with a temporary shortage of manpower, to help in recovery of an injury, or to 
continue employment with U.S.D. 394. 
 
Recruitment and Job Openings – Human Resources keeps an active file of applicants for 
positions within the district.  Information concerning available district positions will be posted 
throughout the district facilities.  Current employees will have an opportunity to make application, 
however employment status does not guarantee an interview or transfer to the open position.  
District seniority will not be a determining factor for securing the position.  The district reserves the 
right to screen and pre-qualify the applications to choose those best suited for the position, or for 
interview. 
 
Retirement – U.S.D. 394 currently provides no early retirement provision for their classified 
personnel.  However, state and federal law do provide certain provisions and rights to individuals 
who leave employment with the district.  Specifically, state law extends Cobra rights for the 
employee, until the age of 65, provided that they have 10 years of continuous employment with the 
district, and have retired under KPERS. 
 
Safety and Accident Reporting – All U.S.D. 394 employees must be committed to ensuring a safe 
work environment.  To assist in meeting this responsibility, employees should immediately report 
any unsafe conditions to their supervisor or human resources.  In addition, any job-related injury or 
illness must be reported as soon as possible to the employee’s supervisor or human resources so as 
to comply with state and federal workers’ compensation laws.  A delay in giving notice of an injury 
or illness could result in the loss of the employee’s right to compensation.  In addition, employees 
should report other employees to their supervisor if they see them working in a dangerous manner 
or violating safety rules or training. 
 
Employees must complete safety training provided by the district annually to retain employment 
with U.S.D. 394. 
 
Salary Protection – Salary protection, often called short-term disability coverage provides income 
protection if an employee is off work due to an illness or accident.  It will provide up to six months 
of salary while the employee is off work.  After six months, KPERS disability coverage takes over. 
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All full time employees may purchase salary protection.  A full time employee who is working 30 
hours or more during the employee's regular workweek, may purchase as much or as little coverage 
as they wish but never more than 67% of their total annual salary.  The policy will not cover any 
illness or injury that is not being treated by a doctor, and no benefits will be paid for such a claim.  
Employees with a short-term disability policy must use all accrued leave before the policy begins to 
pay out. 
 
Eligible classified employees that have purchased the coverage may file a claim if they have been 
away from work for an elimination period as listed below.  The two-page claim form can be 
obtained from the human resource department. If the illness or injury is for a pre-existing condition, 
completion of a pre-existing investigation statement will be required. 
 
After completion of the claim form by the employee and a physician, the claim form is returned to 
the human resource director for completion.  The form is then mailed to the provider's examiner for 
review and approval.  This process could take up to 14 business days.  If approved the provider will 
mail a check to the employee.  An employee purchases short-term salary protection with after tax 
wages.  Therefore, the money paid to the employee for a claim is tax-free. 
 
Benefits do not exceed 66 2/3% of individual's weekly salary, for a maximum of $750 per week 
($3000 per month), determined by salary level. Coverage is 24 hours, seven days per week (24/7). 
The maximum duration of benefits is 26 weeks.  After 26 weeks, the benefits end and KPERS 
benefit coverage begins. 
 
There are four plans employees may choose from, each of which has a different elimination period. 
 

Provider Plan Injury Elimination Days Illness Elimination Days 
Lincoln National 15 15 15 
Lincoln National 31 31 31 
Lincoln National 45 45 45 
Lincoln National 61 61 61 
 
To figure the cost use the following formula: 
 
Yearly gross salary divided by 52 weeks, times .6667, divided by 10 (weekly benefit), and multiply 
by the cost of the weekly benefit coverage.  For example, an employee earning $15,000 per year 
with 6 months of coverage would figure their premium as follows: 
 
 $15,000 / 52 = $288.46 

$288.46 * .6667 = $192.32 
$192.32 / $10 = $19.23 

 $19.23 * Cost per Unit (example $.72) = $13.84 premium per month. 
  (The current “Cost per Unit” of coverage can be obtained from Human Resources.) 
 
If the employee is employed 30 hours or more per regular workweek and is classified as a school 
term employee, the full year's premium will be prorated and deducted from their monthly salary 
during the school term.    
 
By law, an employee may not receive salary protection money for any worker’s compensation 
claim.  Therefore injuries incurred on the job are not eligible under the salary protection insurance 
coverage.  These injuries are covered under the district’s worker’s compensation insurance. 
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Payment of Claim – If an employee has completed the necessary claim form, and is approved by the 
provider for a personal illness or non-work related injury; the employee shall receive the benefit 
payment for their claim.  The benefit payment will be mailed to the employee's home address, 
payable to the employee.  
 
School Closing – Only the Superintendent of Schools or someone designated by him may close the 
schools.  A school day covers multiple work shifts.  Closing of the schools for inclement weather or 
other emergency may not affect all shifts during a day.  For example, an evening shift may be 
canceled after a full day of school, or a day shift may be canceled and the evening shifts would still 
be required to work. 
 
When the school is closed and a work shift is canceled because of inclement weather or another 
emergency, all twelve-month personnel should report to work unless specifically contacted and told 
not to report.  Employees contacted and told not to report to their work shift will be compensated 
for their normal workday.  Employees contacted and asked to work during a canceled shift will 
receive snow pay plus all hours actually worked during the closure.  They will receive no additional 
compensation if their work shift is not canceled. An employee must be eligible to work their shift to 
qualify for the closure pay.  Employees who are on vacation or sick leave and not eligible to report 
to work  
 
Personnel who are classified as ten-month employees will be compensated for their normal workday 
if their work shift is canceled because of inclement weather or other emergency, unless it is 
determined that the students must make up the canceled day.  In the event it is determined that the 
students must make up the canceled day, school-term personnel will not be paid for the canceled 
work shift.  They will receive their normal workday pay if they work on the day that the students 
make up the canceled day.  Changes to the school calendar to accommodate a change in student 
education, conference, shortening of the school year, or teacher in-service do not constitute an 
emergency.  If a day is canceled for these reasons, the employee will not be compensated in any 
way for the canceled time. 
 
Personnel should be available to be called in to work in order to be paid for the day that the schools 
are closed.  Those personnel who have previously scheduled leave will be charged with that leave 
because they were not available to work. 
 
Section-125 Benefits – All full-time employees are eligible to participate in a section-125 plan.  A 
section-125 plan is simply a program that employers can use to help employees pay certain 
expenses with pre-tax dollars.  Eligible expenses include health insurance or other health care, 
dental care, cancer insurance, accident and hospitalization insurance, and dependent care.  This is 
important as is lowers the overall tax liability of the employee.  In other words, a section-125 plan 
allows the employee to buy benefits with untaxed dollars, thereby giving the employee more take-
home pay.  Employees may choose and pay for only the benefits that they want. 
 
Section-125 plans are available to all full-time employees.  The plan will remove an amount, 
designated by the employee, prior to taxation, for each pay period.  These pre-tax dollars are then 
set aside to pay for the items that the employee has designated.  Federal law requires that the 
payments be made monthly, therefore employees who are full-time, school term, must make the 
required payments into the program during the months school is in session.  The summer payments 
will be prorated over the length of the school term. 
 
Example: 
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An employee’s health insurance premium costs the employee $600 per month.  For an employee in 
the 28% tax bracket who is not using the Section-125 plan, the cost will actually be $833 because 
they will pay both Income Tax and FICA taxes on those dollars.  If an employee uses the Section-
125 plan to make the payment, they will save $233 because they will have paid for the coverage 
before the income is taxed.  The same type of savings can be calculated for employees using the 
Section-125 Unreimbursed Medical plan or the Dependent Care Reimbursement plan. 
 
Employees must either sign up for the plan or deny participation within thirty days of initial 
employment.  Each year thereafter, at the start of each school year in August, they must resubmit 
their participation form to human resources.  They may make changes to the plan at other times 
throughout the year, provided a qualifying event occurs as specified by federal law.  They may not 
drop out of the plan except at the start of the school year, in August, or if they leave the 
employment of the district. 
 
Our current section-125 administrator is Gallagher Benefit Services, Inc.  If an employee signs up 
for the Unreimbursed Medical plan, or the Dependent Care Reimbursement plan, they must either 
use the provided flex-spending card or report their expenses on a claim form provided by Gallagher.  
Follow the instructions carefully to assure that your claim will be processed in a timely manner. 
 

Coverage Approved Providers 
Accident Insurance Lincoln Financial or American Fidelity 
Cancer Insurance Lincoln Financial or American Fidelity 
Dental Insurance Delta Dental of Kansas 
Health Insurance Coventry 
Critical Illness Insurance Lincoln Financial 
Vision Insurance Surency 
 
If you have further questions concerning section-125 plans, or you desire forms to either change 
participation or to enroll, contact the human resources office. 
 
Sexual Harassment – U.S.D. 394 is committed to providing a work environment where women 
and men can work together comfortably and productively, free from sexual harassment.  While the 
legal standards and consequences of sexual harassment are still evolving, our district’s policy has 
been and remains clear.  It is founded on the fundamental precept that each U.S.D. 394 employee 
must treat all others with respect, dignity, and professionalism.  Deviation from that standard will 
not be tolerated. 
 
U.S.D. 394’s policy prohibits sexual harassment in the workplace, whether committed by 
supervisory or non-supervisory personnel.  Specifically, no employee shall threaten or insinuate, 
either explicitly or implicitly, that another employee’s submission to or rejection of sexual advances 
will in any way influence any decision regarding the employee’s employment, pay, advancement, 
job assignment, or any other condition of employment. 
 
Other conduct that may create an offensive work environment, whether physical or verbal, and 
regardless of whether committed by supervisory or non-supervisory personnel, is also prohibited.  
This includes, but is not limited to, offensive or unwelcome sexual flirtations, advances, or 
propositions; verbal abuse of a sexual nature; commentaries about an individual’s body, behavior, 
or sexual orientation; sexually degrading words used to describe an individual; sexual jokes or 
stories; and the display in the workplace of sexually suggestive objects or pictures. 
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Whether or not the offending employee meant to give offense, or believed his or her comments or 
conduct were welcomed, is not significant.  Rather, the district’s policy is violated when other 
employees, whether recipients or mere observers, are in fact offended by comments or conduct 
which are sexual in nature. 
 
Sexual harassment in the workplace by an employee will result in disciplinary action up to and 
including dismissal, and may lead to personal legal and financial liability.  Employees must advise 
Human Resources, any supervisor, any administrator, or the superintendent of schools if they are 
confronted with or observe sexual harassment or any prohibited form of conduct toward any 
employee.  Such internal complaints will be investigated promptly, and corrective action will be 
taken where allegations are verified.  No employee will suffer retaliation or intimidation as a result 
of using the internal problem solving procedure. 
 
Similarly, all of these conditions apply toward any student within U.S.D.394.  In addition to the 
above consequences, personnel may also face criminal charges if their harassment is directed 
toward a student. 
 
Sick Leave Pool – The sick leave pool is made up of leave days donated from employees, for use 
during an illness, by those employees who have used all of their available leave days.  All 
employees of U.S.D. 394 who earn leave will be eligible to make application for additional leave 
days if they have used all of their accumulated forms of leave and need additional leave for an 
illness, as defined in the sick leave or paid-time-off section of this handbook.  Depending on the 
number of regularly scheduled hours in an employee’s workday, they may receive a maximum of 
240 hours from the current contract year, provided that sufficient hours are available within the 
pool. 
 
All classified personnel who earn leave will have the option to donate hours equal to three of their 
hourly workday equivalents per year, to the sick leave pool.  Those hours may be given at the 
beginning of the school year or at any time throughout the school year.  The sick leave pool expires 
on June 30 of each year and no sick leave hours remaining within the pool will carry forward. 
 
Employees may not use hours or days from the sick leave pool for personal, paid-time-off (other 
than illness), or vacation leave.  They also are not allowed to sell them back to the district if they 
finish the year with days beyond the allowed annual accumulation.  Leave days received from the 
pool must be received prior to the employee’s uncovered leave date.  Leave days received after the 
uncovered leave date will be available for use by the employee for future leave needs.  Leave days 
received from the sick leave pool beyond the allowed annual accumulation will not carry over to the 
following fiscal year, unless the employee is actively on sick leave and using those days at the end 
of the fiscal year. 
 
Software and Other Copyrighted Material – U.S.D. 394 and its employees are subject to laws, 
regulations and license provisions intended to protect the interests of others in software and other 
copyrighted materials.  Any illegal or unauthorized copying or downloading of software, printed, or 
recorded material is strictly prohibited.  Additionally, the installation or use of any software or 
hardware not provided or approved by the I.T. director with any district equipment is strictly 
prohibited. 
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Solicitations – Salesmen and sales representatives may not call on district personnel at their 
employment site if it concerns personal services rather than professional services.  In addition, no 
personnel have the capacity to commit resources of the district for the purchase or lease of any 
material, equipment, or services without the specific authorization of the business manager. 
 
Standard of Conduct – U.S.D. 394’s standard of conduct has been formulated to promote pleasant 
and productive working conditions for the mutual benefit of all.  In general, employees are expected 
to behave in a lawful and businesslike manner at all times while representing the district and at all 
times while on district property or within district owned personal property such as cars, vans, 
trucks, buses, etc.  Visitors, students, and other district personnel are to be treated with respect and 
courtesy, and personal feelings should not interfere with the performance of work assignments.  
Clothing should be neat and in good taste and should be compatible with the employees assigned 
work duties. 
 
Certain actions are specifically prohibited.  Among these are: 
 
 Possession of weapons. 
 
 Theft or misuse of district property. 
 
 Use or threat of physical force against another. 
 
 Bullying. 
 

Gambling or commission of a crime. 
 
 Violation of district drug, alcohol, or tobacco policies. 
 
 Deliberate damage to the property of others. 
 
 Indecent, immoral or offensive conduct. 
 
 Violation of safety or security policies or procedures. 
 
 Falsification of district records or reports, including attendance records. 
 
 Providing false or misleading information for employment records. 
 
 Inattention to duties. 
 
 Unauthorized disclosure of confidential information about students or employees. 
 
 Insubordination. 
 

Unexcused or excessive absence, including failure to work required overtime. 
 

Excessive or chronic lateness. 
 

Use of district resources, including mail, telephones, equipment, e-mail, computers, or 
other systems, for personal business. 

 
Violation of the district’s Equal Employment Opportunity Policy, including 
discriminatory statements or acts, and sexual harassment of any kind. 
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Breach of any other policy statement found in this employee handbook, the U.S.D. 394 
 policy manual, or otherwise issued policy statements. 
 
Failure to conform to U.S.D. 394’s standard of conduct, whether or not listed above, will be 
grounds for disciplinary action ranging from a verbal warning to immediate discharge depending 
solely upon the district’s judgment of the seriousness of the offense on a case-by-case basis.  U.S.D. 
394’s standard of conduct policy does not include a progressive discipline or prior warning 
requirement. 
 
Supervision – The Superintendent or designated representative has the responsibility to supervise 
all classified employees not directly under the supervision of a department director.  The Directors 
of Business, Facilities, Food Service, Kid’s Klub, Information Technology, and Transportation have 
the ultimate responsibility to supervise all classified employees assigned to their departments.  A 
building administrator shares the responsibility of supervising all classified employees who are 
assigned to his or her building. 
 
Suspension – The Superintendent or designated representative may suspend employees for cause, 
with or without pay. 
 
Time Cards – All non-exempt employees are required to maintain a record of their work hours 
using the digital time and attendance system or other approved method as provided by the district. 
The district uses a federal labor standards approved seven-minute swing on the time cards.  
Employees must clock out at lunch and back in after lunch.  The employee’s immediate supervisor 
must approve time cards.  Any employee who falsifies or attempts to falsify a time card is subject to 
disciplinary action up to and including dismissal.  Intentionally clocking in more than seven minutes 
prior to your shift or 7 minutes after your shift to gain clocked time is considered an attempt to 
falsify your time records for added pay and employees who do so are subject to disciplinary action.  
The district will only pay for time actually worked. 
 
Tobacco Use – All district employees are prohibited from smoking, chewing, or otherwise using 
tobacco products in or on all district real or personal property.  This includes but is not limited to 
district buildings, vehicles (whether owned, leased, or rented), or at any school-sponsored event.  
Any employee who violates the terms of this or any other provision of the U.S.D. 394 tobacco 
policy will be subject to disciplinary action. 
 
Training – U.S.D. 394 requires that certain employees complete and pass approved training 
sessions within their area of employment to remain employed by the district.  Some of these 
include, but are not all inclusive, CPR training, food handlers certification, OSHA mandated 
asbestos training, CDL drivers training, etc.  U.S.D. 394 will provide this training at certain times 
during the year.  If the employee cannot attend the training provided by the district, then it is up to 
the employee to acquire the required training, on his or her own time and at his or her own expense.  
Failure to acquire the required training may result in termination for failure to meet the 
requirements of the job description.  It is the responsibility of each employee to inquire about the 
required training for his or her position and to schedule the training with his or her supervisor. 
 
In addition, U.S.D. 394 requires all employees to complete training in blood borne pathogens, 
sexual harassment, safety, restraint and seclusion, and bullying each year.  Employees who fail to 
complete this mandatory training are subject to discipline up to and including termination. 
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Transfers – When necessary to serve the best interests of both the employee and U.S.D. 394, an 
employee may be transferred between jobs or departments.  A transfer may be recommended to 
provide an opportunity for training, to better utilize present skills, ability and experience, or to 
continue employment. 
 
An employee may make a request for transfer.  The request must be made in writing to the 
employee’s department supervisor and must be approved by the employee’s department manager 
and human resources.  Employees transferring into a position requiring additional training are 
required to complete that training within the first year following transfer, in order to retain 
employment. 
 
Travel Expenses – Classified personnel may be permitted to attend state, regional, or national 
meetings.  The Board of Education will reimburse employees for expenses incurred in travel, if 
approved in advance by the Superintendent.  Employees are asked to use common sense and good 
judgment when incurring costs on behalf of the district. 
 
Reimbursement for use of a private automobile driven to and from the location of a professional 
meeting will be paid mileage at the current mileage rate for private automobiles adopted by the 
board of education.  Mileage reimbursement will only be given on private vehicles if a school 
vehicle is not available.  Reimbursement for use of a private automobile will not exceed air 
transportation (coach class) costs. 
 
For those classified employees entitled to mileage reimbursement, a report that complies with 
federal IRS laws showing dates, locations visited, number of miles traveled between locations and 
signature of the employee will be turned into the accounts payable office for reimbursement by the 
end of each month. 
 
All travel arrangements must be made through the administrative center.  Employees should 
familiarize themselves with all travel expense policies prior to incurring any expenses. 
 
Weapons – All property and facilities of U.S.D. 394 are “Weapon Free Zones”.  Employees are 
expressly forbidden from possessing weapons on district property, or bringing weapons onto district 
property.  Weapons specifically include all firearms, including air guns, or any other instrument 
capable of accelerating a projectile (excepting “starter’s pistols” used during athletic events) and 
knives of all kinds, excepting an ordinary pocket knife with a blade length no longer than 4.0 inches 
or knives provided by the district for use in an employee’s work.  Employees violating this policy 
may face termination as well as any state or federal penalties provided by law. 
 
Whistleblower Protections – A whistleblower as defined by this policy is an employee of Rose 
Hill U.S.D. 394 who reports an activity that he or she considers to be illegal or dishonest to one or 
more of the parties specified in this policy.  The whistleblower is not responsible for investigating 
the activity or for determining fault or corrective measures; appropriate management officials are 
charged with these responsibilities. 
 
Examples of illegal or dishonest activities are violations of federal, state or local laws; billing for 
services not performed or for goods not delivered; and other fraudulent financial reporting.  If an 
employee has knowledge of or a concern of illegal or dishonest fraudulent activity, the employee is 
to contact his or her immediate supervisor or the Superintendent.  The employee must exercise 
sound judgment to avoid baseless allegations.  An employee who intentionally files a false report of 
wrongdoing will be subject to discipline up to and including termination. 
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Whistleblower protections are provided in two important areas — confidentiality and against 
retaliation.  Insofar as possible, the confidentiality of the whistleblower will be maintained.  
However, identity may have to be disclosed to conduct a thorough investigation, to comply with the 
law and to provide accused individuals their legal rights of defense.  The District will not retaliate 
against a whistleblower.  This includes, but is not limited to, protection from retaliation in the form 
of an adverse employment action such as termination, compensation decreases, or poor work 
assignments and threats of physical harm.  Any whistleblower who believes that he or she is being 
retaliated against must contact Human Resources immediately.  The right of a whistleblower for 
protection against retaliation does not include immunity for any personal wrongdoing that is alleged 
and investigated. 
 
Employees with any questions regarding the U.S.D. 394 whistleblower policy should contact 
Human Resources. 
 
Worker’s Compensation – The Kansas Worker’s Compensation Act covers all workers who may 
be injured while performing duties assigned by their employer.  In order to qualify for worker’s 
compensation benefits, an employee must report any work-related injury to the U.S.D. 394 
department of human resources within 10 days of the date of the accident.  Employees witnessing 
the accident should complete a “Report by Eyewitness”. 
 
Medical treatment will be authorized via an authorization form obtained from the human resources 
office and provided by the medical provider with whom the district has contracted.  If an employee 
seeks medical treatment from a medical provider other than the contracted district provider, the 
district liability will be limited to $500.00. 
 
Any employee who is off work and drawing worker’s compensation benefits will be required to 
provide the human resources office with a written doctor’s release before the employee is allowed 
to return to work.  K.S.A. 44-508(f) precludes recovery of workers compensation benefits when the 
injury occurs while the employee is “engaged in recreational or social events” under circumstances 
where the employee was under no duty to attend and where the injury did not result from the 
performance of tasks related to the employee’s normal job duties or as specifically instructed to be 
performed by the employer.” 
 
In the event of a work related injury: 
 

1. Report it immediately to your supervisor.  Your supervisor should contact Human 
Resources to begin the process for medical treatment.  Your supervisor should also help 
you and any witness in filling out an accident report. 

 
2. Seek medical treatment at: 
 

Via Christi Clinic 
Dr. Mark S. Dobyns 
2533 East Lincoln 
Wichita, Kansas 67211 

 
3. After treatment, immediately return the release form to your supervisor. 

 
The school district will attempt to accommodate all employees with modified duties during their 
recovery. 
 


