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GDPC Retirement of Support Staff Members

GDPD Suspension of Support Staff Members

GDPE Nonrenewal and Termination of Support Staff Members

PART-TIME AND SUBSTITUTE EMPLOYMENT

The district may employ part-time employees and employees who will work on a substitute
basis in the district. These employees must meet the same qualifications as full-time staff,
must be appropriately certified or licensed when necessary, and are subject to the same
policies, procedures and other rules as full-time employees. Part-time and substitute
employees must satisfactorily complete the same background checks and screenings
required of full-time employees.

Job Sharing

The district may employ classroom teachers through a job-sharing arrangement, in
accordance with law. Classroom teachers in a job-sharing position shall receive paid legal
holidays and paid leave applicable to all classroom teachers on a pro rata basis.

A job-sharing position shall mean any position that is shared with one other employee,
requires employment of at least 17 and no more than 20 hours per week on a regular basis
and requires at least 70 percent of all time spent in classroom instruction. Instructional
support or school services positions such as guidance counselors, media coordinators,
psychologists, social workers, audiologists, speech and language pathologists, and nursing
positions are not eligible for job sharing under state law but may still be employed on a
part-time basis.

Substitute Employees

In accordance with law, a majority of the whole Board must approve the employment of all
employees, which includes substitute employees. The superintendent will present an
initial list of substitute employees to the Board for approval. If substitute employees are
added to or removed from the list, the superintendent will submit the revised list or the
individual changes to the Board for approval.
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Employing Retirees

The district may employ persons retired and currently receiving a retirement allowance
other than for disability under the Missouri Public School Retirement System (PSRS) or the
Public Education Employee Retirement System (PEERS) in any capacity on either a part-
time, temporary or substitute basis. As long as these employees do not work in excess of a
total of 550 hours in any one school year as prorated by state law, these employees will not
contribute to PSRS or PEERS.

The district may employ a retiree for more than 550 hours or even employ a retiree full-
time with the mutual understanding that this will result in a new retirement account being
established and that the employee will not be eligible to receive his or her retirement
allowance for any month during which he or she is employed by the district unless the
district can demonstrate that it has a critical shortage of qualified employees as required
under state law.

In accordance with law, the district will not reach a written or unwritten agreement for
future employment with a person who has retired or is going to retire under PSRS or
PEERS until the person has received his or her first retirement benefit payment.

All persons employed by the district who are receiving a retirement allowance from PSRS
or PEERS are required to provide the district an accurate record of the dates and hours
they work for the district. Such records will be maintained by the district.

Limits on Compensation for Retirees under PSRS

Retirees receiving a retirement allowance under the PSRS who are employed by the district
may earn up to 50 percent of the annual compensation payable under the employing
district's salary schedule for the position or positions filled by the retiree, given such
person's level of experience and education, without a discontinuance of the person's
retirement allowance. If the position in question is not subject to the district's salary
schedule, an employed retiree may earn up to 50 percent of the annual compensation paid
to the person or persons who last held such position or positions. If the position or
positions did not previously exist, the compensation limit shall not exceed 50 percent of the
annual compensation payable for the position in the school district that is most comparable
to the position filled by the retiree.

In any case where a retiree under PSRS fills more than one position during the school year,
the 50 percent limit on permitted earnings shall be based on the annual compensation of
the highest-paid position occupied by the retiree for at least one-fifth of the total hours
worked during the year.
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Contracts

The contracts of all teachers employed on a regular, part-time basis must explicitly state
the percentage of full-time equivalent (FTE) work for which they are contracted so that the
district may accurately calculate the accumulation of tenure.

% %k %k %k Xk k %k

Note: The reader is encouraged to check the index located at the beginning of this
section for other pertinent policies and to review administrative procedures
and/or forms for related information.

Adopted:
Revised:

Legal Refs: "162.301,168.101 -.130,.303, 169.560, . 596, .660, RSMo.
5 C.S.R.20-400.110, .220
16 C.S.R. 10-5.010, -6.060

Orearville R-IV School District, Slater, Missouri

PART-TIME AND SUBSTITUTE EMPLOYMENT
(Urban Districts)

The district may employ part-time employees and employees who will work on a substitute
basis in the district. These employees must meet the same qualifications as full-time staff,
must be appropriately certified or licensed when necessary, and are subject to the same
policies, procedures and other rules as full-time employees. Part-time and substitute
employees must satisfactorily complete the same background checks and screenings
required of full-time employees.

Job Sharing
The district may employ classroom teachers through a job-sharing arrangement, in
accordance with law. Classroom teachers in a job-sharing position shall receive paid legal

holidays and paid leave applicable to all classroom teachers on a pro rata basis.

A job-sharing position shall mean any position that is shared with one other employee,
requires employment of at least 17 and no more than 20 hours per week on a regular basis
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and requires at least 70 percent of all time spent in classroom instruction. Instructional
support or school services positions such as guidance counselors, media coordinators,
psychologists, social workers, audiologists, speech and language pathologists, and nursing
positions are not eligible for job sharing under state law but may still be employed on a
part-time basis.

Substitute Employees

In accordance with law, a majority of the whole Board must approve the employment of all
teachers, which includes substitute teachers. The superintendent will present an initial list
of substitute teachers to the Board for approval. If substitute teachers are added to or
removed from the list, the superintendent will submit the revised list or the individual
changes to the Board for approval. Other substitute employees will be approved by the
superintendent or designee.

Employing Retirees

The district may employ persons retired and currently receiving a retirement allowance
other than for disability under the Missouri Public School Retirement System (PSRS) or the
Public Education Employee Retirement System (PEERS) in any capacity on either a part-
time, temporary or substitute basis. As long as these employees do not work in excess of a
total of 550 hours in any one school year as prorated by state law, these employees will not
contribute to PSRS or PEERS.

The district may employ a retiree for more than 550 hours or even employ a retiree full-
time with the mutual understanding that this will result in a new retirement account being
established and that the employee will not be eligible to receive his or her retirement
allowance for any month during which he or she is employed by the district unless the
district can demonstrate that it has a critical shortage of qualified employees as required
under state law.

In accordance with law, the district will not reach a written or unwritten agreement for
future employment with a person who has retired or is going to retire under PSRS or
PEERS until the person has received his or her first retirement benefit payment.

All persons employed by the district who are receiving a retirement allowance from PSRS
or PEERS are required to provide the district an accurate record of the dates and hours

they work for the district. Such records will be maintained by the district.

Limits on Compensation for Retirees under PSRS
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Retirees receiving a retirement allowance under the PSRS who are employed by the district
may earn up to 50 percent of the annual compensation payable under the employing
district's salary schedule for the position or positions filled by the retiree, given such
person's level of experience and education, without a discontinuance of the person's
retirement allowance. If the position in question is not subject to the district's salary
schedule, an employed retiree may earn up to 50 percent of the annual compensation paid
to the person or persons who last held such position or positions. If the position or
positions did not previously exist, the compensation limit shall not exceed 50 percent of the
annual compensation payable for the position in the school district that is most comparable
to the position filled by the retiree.

In any case where a retiree under PSRS fills more than one position during the school year,
the 50 percent limit on permitted earnings shall be based on the annual compensation of
the highest-paid position occupied by the retiree for at least one-fifth of the total hours
worked during the year.

Contracts

The contracts of all teachers employed on a regular, part-time basis must explicitly state
the percentage of full-time equivalent (FTE) work for which they are contracted so that the
district may accurately calculate the accumulation of tenure.

% %k %k %k % k %

Note: The reader is encouraged to check the index located at the beginning of this
section for other pertinent policies and to review administrative procedures
and/or forms for related information.

Adopted:
Revised:
Legal Refs: '"162.301,.511, 168.101 -.130, .303, 169.560, . 596, .660, RSMo.
5C.S.R.20-400.110,.220
16 C.S.R. 10-5.010, -6.060
Orearville R-1V School District, Slater, Missouri
EXEMPT AND NONEXEMPT EMPLOYEES

Definitions
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Compensatory (Comp) Time B Time off awarded to nonexempt employees at the rate of one
and one-half times the number of actual hours worked in excess of 40 in a workweek.

Exempt Employees B Those employees whose duties and compensation meet the
requirements to be an exempt executive, administrative, professional or computer
employee as defined in federal law and who are not eligible for overtime compensation or
compensatory time.

Hours Worked B For the purposes of this policy, hours worked means all hours during
which the individual is required to be on dutyCgenerally from the required starting time to
normal quitting timeCand all hours an employee is permitted to work, in accordance with
law. Meal periods of 30 minutes or longer and break periods of 20 minutes or longer do
not count as hours worked as long as the employee is relieved of all duties and is free to
leave his or her duty post. Breaks for nursing mothers to express breast milk are also not
considered as hours worked.

Nonexempt Employees B This includes all district employees not specifically identified as
exempt under federal law. This generally includes noncertificated staff; however, in some
circumstances noncertificated staff members may qualify for exempt status. The Board
directs the superintendent to ensure that job positions are classified as exempt or
nonexempt and that employees are made aware of these classifications. Employees in
doubt about their status should contact their immediate supervisor.

Overtime B Actual hours worked in excess of 40 hours in a workweek.
Compensation

Exempt and nonexempt employees will be compensated in accordance with the applicable
Board policy. Unless otherwise permitted by law, exempt employees will be compensated
on a salary basis. Nonexempt employees may be compensated on either a salary or hourly
basis, although amounts paid for overtime work and deductions for unpaid leave will be
calculated using an employee's regular hourly rate of pay. The district will comply with
minimum wage laws, when applicable.

All nonexempt employees are required to complete a daily time record showing actual
hours worked. Supervisors of nonexempt employees must verify the accuracy of such
records on a weekly basis. Failure to maintain or verify such records or falsification of
these records will be grounds for disciplinary action.
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Overtime

The Board discourages overtime work by nonexempt employees. A nonexempt employee
shall not work overtime without the express approval of his or her supervisor. Nonexempt
employees who begin work earlier or work later than their assigned hours without prior
authorization from their immediate supervisor are subject to discipline, including
termination.

Unless a nonexempt employee works in one of the classifications listed in the "Comp Time"
section of this policy, he or she will be paid one and one-half times his or her regular rate of
pay for each hour of overtime.

Comp Time

The district uses comp time in lieu of overtime compensation for the following
classifications of employees:

This policy constitutes an agreement or understanding in advance that these employees
will be given comp time off for overtime work. Employees will be awarded such comp time
off at the rate of one and one-half hours for each hour of overtime worked.

The following provisions apply to comp time:

1. Comp time may be accrued up to 240 hours (160 overtime hours). Overtime work
beyond this maximum accrual will be monetarily compensated at the rate of one
and one-half times the individual's regular rate of pay. The district may require an
employee to use accrued comp time to avoid excessive accumulation or monetary
liability.

2. Every effort will be made to permit the use of comp time at a time mutually agreed
upon by the individual and his or her supervisor. However, when the individual's
absence would unduly disrupt the district's operations, the district retains the right
to postpone comp time usage.

3. Upon leaving the district, individuals will be paid for any unused comp time at a rate
not less than the higher of the average regular rate received by the employee during

his or her last three years of employment or his or her final regular rate of pay.

Required Breaks
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In accordance with law, the district will provide a reasonable break time for an employee to
express milk for her nursing child each time the employee has a need to express for one
year after the child's birth. The district will provide a location, other than a bathroom, that
is shielded from view and free from intrusion from coworkers and the public that
employees may use to express milk.

% %k %k %k %k k %k

Note: The reader is encouraged to check the index located at the beginning of this
section for other pertinent policies and to review administrative procedures
and/or forms for related information.

Adopted:
Revised:

Legal Refs: Fair Labor Standards Act, 29 U.S.C. "' 201 - 216
Garcia v. San Antonio Metro. Transit Auth., 469 U.S. 528 (1985)

Orearville R-IV School District, Slater, Missouri
STAFF EXTRA-DUTY ASSIGNMENTS

All staff members are expected to perform reasonable duties over and above their regular
responsibilities when the district determines that such additional work is necessary to
supervise students, monitor an event, assist in an emergency situation or otherwise further
the district's education mission. For example, employees may be assigned to sell tickets for
extracurricular events or supervise students at district activities as part of their regular job
duties.

The Board directs the district administrative staff to carefully plan for staffing needs in
advance, equitably distribute duties among qualified staff members when possible, and
avoid situations where the district is obligated to pay overtime compensation when
possible.

The district expects all employees to act professionally in all of their duties, regardless of
whether it is the employee's regular position or an extra duty and regardless of whether
the employee is compensated an additional amount for the duty. An employee's actions
while performing an extra-duty position will be included in the employee's regular
performance evaluation and may be used to determine the employee's suitability for
continued employment in the district in any capacity.
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Compensated Extra-Duty Positions

If the Board determines that a particular assignment would make a major demand on an
employee's time, the Board may decide to create a compensated extra-duty position. An
affirmative vote of a majority of the Board is necessary to assign an employee to a
compensated extra-duty position. The Board will approve regular extra-duty assignments
and compensation for those assignments on an annual basis.

Extra-duty positions may be at-will positions, or the Board may enter into an employment
contract for them. Employees will be compensated as directed in policies GCBA and GDBA.
The district will avoid assigning extra duties to an employee if such assignment would
result in payment of overtime compensation, unless the superintendent or designee
determines the assignment is necessary and the additional amount is included in the
budget for extra duties. Extra-duty positions are not subject to the provisions of the
Teacher Tenure Act.

Occasional or Sporadic Extra Duties

If the Board decides to compensate employees for occasional or sporadic extra duties, such
as taking tickets at events, the superintendent or designee will annually recruit current
employees who are interested in earning additional compensation for these duties. The
Board will approve the list of interested employees and will set compensation for the
duties. After approval, the superintendent or designee has the responsibility for equitably
assigning approved employees to those extra duties throughout the year.

% %k %k %k % k %

Note: The reader is encouraged to check the index located at the beginning of this
section for other pertinent policies and to review administrative procedures
and/or forms for related information.

Adopted:
Revised:
Legal Refs:  Fair Labor Standards Act, 29 U.S.C. "' 201 - 216
Garcia v. San Antonio Metropolitan Transit Authority, Nos. 82-1913, 82-1915,
15LW4135

Orearville R-IV School District, Slater, Missouri
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STAFF INVOLVEMENT IN DECISION MAKING

The Board of Education encourages employees to contribute their ideas for the betterment
of the school district. Members of both professional and support staff may be asked to
assist in developing policies, rules and procedures and establishing the district goals and
objectives, budget, and curriculum. The superintendent is authorized to establish any
committees viewed as appropriate to recommend policies, rules and procedures for the
proper functioning of the district. Staff members should be advised, however, that the final
decision on matters on which their advice is requested or received will rest with the Board
or with the administrator(s) to whom the Board has delegated responsibility.

The superintendent will establish channels for the intercommunication of ideas among the
professional and support staff, the administration and the Board regarding the operation of
the schools. In addition, the superintendent shall also weigh with due consideration the
counsel given by employees, and especially that given by groups designated to represent
large segments of the professional and support staff. The superintendent shall inform the
Board of such counsel when presenting reports of administrative action and
recommendations for Board action. The superintendent's recommendations may vary
from the advice of such counsel when, in his or her judgment, other considerations prevail.

Each building administrator will maintain channels for conferring with both the
professional and support staff in establishing building rules and procedures. In addition,
professional staff employees will be given opportunity and encouragement to contribute in
the development of the curriculum and other policies, rules and procedures pertaining to
the instructional program.
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Note: The reader is encouraged to check the index located at the beginning of
this section for other pertinent policies and to review administrative
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FAMILY AND MEDICAL LEAVE

The district will administer leave that qualifies for Family and Medical Leave Act (FMLA)
protection in accordance with federal law. This policy is intended for guidance and shall
not be interpreted to expand the district's responsibilities beyond the requirements of the
law. For employees who are not eligible for FMLA leave, including employees who have
exhausted available FMLA-protected leave, requests for leave shall proceed according to
the district's established policies.

Definitions
The following definitions apply to FMLA leave:

Armed Forces B Army, Navy, Air Force, Marine Corps and Coast Guard, including the
National Guard and Reserves.

Child B A biological, adopted or foster child; a stepchild; a legal ward; or a child of a person
acting as a parent if the child is under 18 or 18 or over but incapable of self-care due to
mental or physical disability at the time that FMLA leave is to commence. For the
qualifying exigency leave and military caregiver leave only, the age of the child does not
matter.

Covered Active Duty B In the case of a member of a regular component of the Armed Forces,
duty during the deployment of the member with the Armed Forces to a foreign country. In
the case of a member of a reserve component of the Armed Forces, duty during the
deployment of the member with the Armed Forces to a foreign country under a call or
order to active duty in accordance with law.

Covered Servicemember (for qualifying exigency leave) B The employee's spouse, child or
parent under a federal call or order to covered active duty.

Covered Servicemember (for military caregiver leave) B The employee's spouse, child,
parent or next of kin who is 1) a member of the Armed Forces (including a member of the
National Guard or Reserves) who is undergoing medical treatment, recuperation or
therapy, is otherwise in outpatient status, or is otherwise on the temporary disability
retired list, for a serious injury or illness; or 2)a veteran who is undergoing medical
treatment, recuperation or therapy for a serious injury or illness and who was a member of
the Armed Forces (including a member of the National Guard or Reserves) at any time
during the period of five years preceding the date the eligible employee takes FMLA leave
to care for the veteran.
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Instructional Employees B Employees whose principal function is to teach and instruct
students in a class, a small group or an individual setting. This term includes athletic
coaches, driving instructors and special education assistants, such as signers for the
hearing impaired. It does not include teachers' assistants or aides who do not have as their
principal job actual teaching or instructing, nor does it include auxiliary personnel such as
counselors, psychologists or curriculum specialists. It also does not include cafeteria
workers, maintenance workers or bus drivers.

Next of Kin B For the purposes of military caregiver leave, the nearest blood relative other
than a spouse, parent, son or daughter, in order of priority as established by 29 C.F.R.
'825.127.

Outpatient Status B Covered servicemember assigned to a military medical treatment
facility or a unit established for the purpose of providing command and control of members
of the Armed Forces as outpatients.

Parent B The biological, adoptive, stepparent or foster parent of a "child" as defined in this
policy.

Qualifying Exigency B Issues that arise due to covered active duty or a call to covered active
duty of an employee's spouse, child or parent, including issues involved with short-notice
deployment, military events and related activities, childcare and school activities, the need
for financial and legal arrangements, counseling, rest and recuperation, post-deployment
activities, parental care, and other activities as defined by 29 C.F.R. ' 825.126.

Serious Health Condition B lllness, injury, impairment or physical or mental condition that
involves inpatient care in a hospital, hospice or residential medical facility or continuing
treatment by a healthcare provider.

Serious Illness or Injury (for military caregiver leave) B 1) In the case of a current member of
the Armed Forces, an injury or illness incurred in the line of duty on active duty in the
Armed Forces (including the National Guard or Reserves) or that existed before the
beginning of the servicemember's active duty and was aggravated by service in the line of
duty, that may render the servicemember medically unfit to perform the duties of the
servicemember's office, grade, rank or rating; and 2) in the case of a veteran, an injury or
illness that meets one or more of the standards listed in 29 C.F.R. ' 825.127 and that was
incurred in the line of duty on active duty in the Armed Forces, or that existed before the
beginning of the servicemember's active duty and was aggravated by service in the line of
duty, and that manifested itself before or after the servicemember became a veteran.
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Spouse B Husband or wife. In accordance with law and for the purposes of this policy, this
includes the other person with whom an individual entered into marriage as defined or
recognized under state law in the state in which the marriage was entered into. If the
marriage was entered into outside of any state, the marriage will be recognized if it is valid
in the place where it was entered into and could have been entered into in at least one
state. This definition includes an individual in a same-sex or common law marriage.

Veteran B An individual who was a member of the Armed Forces (including a member of
the National Guard or Reserves) and was discharged or released under conditions other
than dishonorable at any time during the five-year period prior to the first date the eligible
employee takes FMLA leave to care for the veteran. For veterans discharged or released
prior to March 8, 2013, the period between October 28, 2009, and March 8, 2013, does not
count toward the determination of the five-year period mentioned in the previous
sentence.

Eligibility

To be eligible for FMLA leave benefits, the employee must:

1. Have been employed in the district for at least 12 months (but not necessarily
consecutively).
2. Have been employed for at least 1,250 hours of service during the 12-month period

immediately preceding the leave.

3. Be employed at a worksite where 50 or more employees are employed by the
district within 75 miles of that worksite.

An absence may qualify for FMLA protection if it is for one of the following reasons:

1. Birth and first-year care of the employee's child.
2. Adoption or foster placement of a child with the employee.
3. Serious health condition of the employee that makes the employee unable to

perform one or more of the essential functions of his or her job or the serious health
condition of the employee's spouse, child or parent.

4, Care of a spouse, child, parent or next of kin who is a covered servicemember
(including some veterans) with a serious illness or injury (military caregiver leave).
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5. A qualifying exigency arising out of the fact that the spouse, child or parent of the
employee is on covered active duty, or has been notified of an impending call or
order to covered active duty, in the Armed Forces.

Notice to Employees
General Notice

The district will post notice to employees explaining FMLA benefits in accordance with law.
If the district employs 50 or more employees, it will include FMLA notice in an employee
handbook or other written guidance to employees concerning employee benefits or leave
rights or will distribute a copy of the general notice to each new employee upon hiring.
Notice may be provided electronically in accordance with law.

Eligibility and Rights and Responsibilities Notices

Absent extenuating circumstances, the district will provide the employee notice of the
employee's eligibility to take FMLA leave and the rights and responsibilities of the
employee within five business days of the request for leave or acquiring knowledge that an
employee's leave may be for an FMLA-qualifying reason. Such notice will be provided at
the commencement of the first instance of leave for each FMLA-qualifying reason in the
applicable 12-month period, and no subsequent notice is required in the 12-month period
unless leave is taken for a different qualifying reason or the employee's eligibility status
has changed.

Designation Notice

When the district has enough information to determine whether the leave is being taken
for an FMLA-qualifying reason, the district will provide written notice to the employee
within five business days, absent extenuating circumstances, regarding whether the leave
will be counted as FMLA leave. The district will notify the employee if a fitness-for-duty
certification is required before returning to work and, if required, include a list of the
essential functions of the employee's position. The district will notify the employee of the
number of hours, days or weeks that will be counted against the employee's FMLA leave
entitlement, if known. The district may designate leave as FMLA leave retroactively if the
retroactive designation will not cause harm or injury to the employee.
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Employee Notice to the District

An employee must notify the district of the need for leave and explain the reasons for the
leave so the district can determine whether the leave qualifies for FMLA. The leave may be
delayed or denied if the employee fails to give such notice.

In all cases of foreseeable leave, the employee must provide notice, in the same manner
that is required under the district's leave policies, to the superintendent or designee of the
reasons for the leave, the anticipated duration of the leave and the anticipated start of the
leave. If an employee fails to provide the required notice, the district may delay or deny the
FMLA-protected leave.

When the approximate timing of the need for leave is not foreseeable, an employee must
provide notice to the district as soon as practicable under the facts and circumstances of
the particular case, in the same manner that notice is required under the district's leave
policies. The employee or the employee's spokesperson, if necessary, shall provide
sufficient information for the district to reasonably determine whether the FMLA may
apply to the leave request.

If the leave is for a qualifying exigency, an employee must provide notice as soon as
practicable, regardless of how far in advance the leave is foreseeable. For all other
qualifying reasons, an employee must provide 30 days' notice of the need to take FMLA
leave when the need for leave is foreseeable. When 30 days' notice is not practicable, the
employee must provide notice as soon as practicable and must explain upon request why
30 days' notice was not practicable.

"As soon as practicable” means as soon as both possible and practical under all the facts
and circumstances of the individual case.

Leave Use

For all FMLA purposes except military caregiver leave, the district adopts a 12-month leave
year beginning on July 1 and ending the following June 30.

1. All eligible employees are entitled to leave for a period not to exceed 12 workweeks
per leave year for:

< The birth and first-year care of the employee's child.

< The adoption or foster placement of a child with the employee.
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< A serious health condition of the employee that makes the employee unable to
perform one or more of the essential functions of his or her job or the serious
health condition of the employee's spouse, child or parent.

< A qualifying exigency arising out of the fact that the spouse, child or parent of the
employee is on covered active duty, or has been notified of an impending call or
order to covered active duty, in the Armed Forces. The amount of leave available
for a particular type of qualifying exigency may be limited by law.

2. The FMLA leave year for military caregiver leave begins on the first day that such
leave is taken and runs for the following 12 months. All eligible employees are
entitled to military caregiver leave for a period not to exceed 26 workweeks of leave
per single 12-month period for the care of a spouse, child, parent or next of kin who
is a covered servicemember. Twenty-six weeks of leave are available per covered
servicemember, per injury/illness; however, no more than 26 weeks of leave may be
used during each single 12-month period.

3. An eligible employee is entitled to a combined total of 26 workweeks of leave for
any FMLA-qualifying reason during a single 12-month period, provided that the
employee is entitled to no more than 12 workweeks of leave for one or more of the
following: the birth of the employee's child or to care for such child; the placement
of a child with the employee for adoption or foster care; in order to care for the
employee's spouse, son, daughter or parent with a serious health condition; for the
employee's own serious health condition; or because of a qualifying exigency. For
example, an employee could take 16 weeks of military caregiver leave and still have
ten weeks available for the birth of a child. However, an employee who used ten
weeks of military caregiver leave could not take 14 weeks for the birth of a child
because that exceeds the 12 weeks allowed for such leave. Leave that qualifies as
both military caregiver leave and leave for the serious health condition of a parent,
spouse or child will be designated first as military caregiver leave.

4, When both spouses are employed by the district and eligible for FMLA leave, the
leave will be limited to an aggregate total of 12 workweeks during a 12-month
period in cases where the leave is taken for the birth or first-year care of the
employees' child, adoption or foster placement of a child with the employees, or to
care for a parent with a serious health condition. However, where both spouses use
a portion of the total 12-week FMLA leave entitlement for the same qualifying event,
the spouses would each be entitled to the difference between the amount he or she
has taken individually and 12 weeks for another qualifying purpose. When both
spouses are employed by the district and use military caregiver leave or a
combination of military caregiver leave and leave for the birth or first-year care of
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their child, adoption or foster placement of a child with the employees, or to care for
a parent with a serious health condition, both employees will be limited to an
aggregate total of 26 workweeks of leave.

5. The district shall apply all appropriate paid leave to an FMLA absence to the extent
allowed by law and policy, giving proper notice to the employee. If an employee=s
accrued paid leave is exhausted, but an FMLA-qualifying reason for absence persists
or a new FMLA-qualifying reason for absence occurs, the resulting absences will
continue to be protected FMLA leave until allowable FMLA leave has been used, but
such absences will be unpaid.

6. When an employee has an absence that meets the criteria to be an FMLA-qualified
absence, the district will designate such absence as part of the employee=s total
annual FMLA entitlement, even if the employee has not requested FMLA leave
and/or is absent under paid or unpaid leave in accordance with law or district
policy. If an employee is on a Workers' Compensation absence due to an injury or
illness that would also qualify as a serious health condition under the FMLA, the
same absence will also be designated as an FMLA-qualifying absence and charged
against the employee=s FMLA-protected time entitlement.

7. FMLA leave may be taken intermittently as required for the health of the employee
or family member or as reduced-schedule leave in increments no greater than the
shortest period of time that the district uses to account for use of other forms of
leave, provided that it is not greater than one hour and provided that the FMLA
entitlement is not reduced by more than the amount of leave actually taken.
Instructional employees may take intermittent or reduced-schedule leave to be with
a healthy newborn only when the district and the employee have reached
agreement for how the leave will be used.

8. The district reserves the right to require adequate certification and recertification of
any FMLA-qualifying event or condition of the employee or employee=s spouse,
child, parent or next of kin and authentication or clarification of such certification as
the district deems necessary. Failure to provide such certification when requested
will result in denial of the leave, and may result in discipline or termination of
employment. Employees on FMLA-designated leave must periodically report on
their status and intent to return to work. The district may also require that an
employee present a certification of fitness to return to work.
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Instructional Employees

If intermittent leave or reduced-schedule leave equals more than 20 percent of
instructional time, the district may require instructional employees who take such leave
due to medical reasons to take block leave or to find an alternative placement for the
period of planned medical treatment. When an instructional employee on FMLA leave is
scheduled to return close to the end of a school term, the district may elect to use a special
rule to prolong the employee's leave until the beginning of the next school term, thus
extending the leave beyond the period where an FMLA-qualifying reason exists. In such an
instance, the prolonged leave time is unpaid and is not charged against the employee's
annual FMLA entitlement. In cases where the special rules for instructional employees
apply, the superintendent may apply those special rules or the general FMLA rules as best
serves the interest of the district.

Leave Protections

The use of FMLA leave cannot result in the loss of any employment benefit that accrued
prior to the start of the employee's leave. Eligible employees are entitled to continued
participation in the district=s health plan as long as they are entitled to FMLA leave
protection; however, an employee who fails to return to work after the expiration of his or
her allowed leave time will be expected to reimburse the district for those benefits paid, as
required by law.

Eligible employees who are absent for an FMLA-qualifying reason generally may return to
the same position or an equivalent position with equivalent pay, benefits and working
conditions at the conclusion of the leave, in accordance with law. However, the district has
the discretion to assign employees taking intermittent leave or returning from FMLA leave
to a different position or a position in a different building, grade level or classroom as long
as the employee has the appropriate certification or license for the position. Depending on
the circumstances, instructional employees may be assigned to substitute teacher
positions, positions as in-school suspension supervisors or other district positions for
which they are certificated if the district determines that such placement is necessary to
ensure consistency of instruction.

The FMLA makes it unlawful for any employer to interfere with, restrain or deny the
exercise of any right provided under the FMLA. Additionally, it is unlawful for any
employer to discharge or discriminate against any person for opposing any practice made
unlawful by the FMLA or for involvement in any proceeding under or relating to the FMLA.

Recordkeeping
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The superintendent or designee will ensure that personnel records regarding FMLA
eligibility and leave are maintained in accordance with law and available for inspection,
copying and transcription by representatives of the U.S. Department of Labor upon request.

Enforcement

The U.S. Department of Labor is authorized to investigate and resolve complaints of
violation of the FMLA. An eligible employee may bring a civil action against an employer
for violations. For additional information, contact the nearest office of the U.S. Department
of Labor's Wage and Hour Division.
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Note: The reader is encouraged to check the index located at the beginning of this
section for other pertinent policies and to review administrative procedures
and/or forms for related information.

Adopted:
Revised:
Cross Refs:  DLB, Salary Deductions
Legal Refs: 10 U.S.C."' 101(a)(13)

Family and Medical Leave Act of 1993,29 U.S.C. "' 2611 - 2619

29 C.F.R. "' 825.100-.702
Orearville R-1V School District, Slater, Missouri

STAFF CONFLICT OF INTEREST

All employees of the Orearville R-IV School District shall adhere to the laws regarding
conflict of interest and avoid situations where their decisions or actions in their
employment capacities violate the provisions of this policy or conflict with the mission of
the district.

Purchases Involving Federal Funds

In addition to the requirements of this policy, the provisions of policy DJFA and related
procedures must be followed when federal funds are used.
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Definitions

Business with Which an Employee Is Associated B For the purposes of this policy, a business
with which an employee is associated means:

1. A sole proprietorship owned by the employee, his or her spouse or any dependent
children in the person's custody.

2. A partnership or joint venture in which the employee or spouse is a partner, other
than as a limited partner of a limited partnership, and any corporation or limited
partnership in which the employee is an officer or director or of which the employee
or his or her spouse or dependent children in the employee's custody, whether
singularly or collectively, own more than ten percent of the outstanding shares of
any class of stock or partnership units.

3. Any trust in which the employee is the settlor or trustee, or in which the employee,
spouse or dependent children, singularly or collectively, are beneficiaries or holders
of a reversionary interest of ten percent or more of the corpus of the trust.

Special Monetary Benefit B Being materially affected in a substantially different manner or
degree than the manner or degree in which the public in general will be affected or, if the
matter affects only a special class of persons, then affected in a substantially different
manner or degree than the manner or degree in which such class will be affected.

Sale, Rental or Lease of Personal Property (Property other than Real Estate)

No employee of the district shall sell, rent or lease any personal property to the school
district for consideration in excess of five hundred dollars' value per transaction or five
thousand dollars' value per year to him or her, to his or her spouse, to a dependent child in
his or her custody or to any business with which he or she is associated unless the
transaction is made pursuant to an award on a contract let or sale made after public notice
and competitive bidding, provided that the bid or offer accepted is the lowest received.

Sale, Rental or Lease of Real Property (Real Estate)

No employee of the district shall sell, rent or lease any real property to the school district
for consideration in excess of five hundred dollars' value per transaction or five thousand
dollars' value per year to him or her, to his or her spouse, to a dependent child in his or her
custody or to any business with which he or she is associated unless the transaction is
made pursuant to an award on a contract let or sale made after public notice.
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Independent Contractor Services

No employee of the district shall perform service as an independent contractor for
consideration in excess of five hundred dollars' value per transaction or five thousand
dollars' value per year to him or her, to his or her spouse, to a dependent child in his or her
custody or to any business with which he or she is associated unless the transaction is
made pursuant to an award on a contract let or sale made after public notice and
competitive bidding, provided that the bid or offer accepted is the lowest received.

Additional Prohibitions

1. Employees may not act or refrain from acting by reason of any payment, offer to
pay, promise to pay or receipt of anything of actual pecuniary value paid or payable,
or received or receivable, to themselves or any third person. This includes a gift or
contribution made or received in relationship to or as a condition of the
performance of an official act.

2. Employees shall not favorably act on any matter that is specifically designed to
provide a special monetary benefit to them, their spouse or any dependent children
in their custody.

3. Employees will not use their decision-making authority for the purpose of obtaining
a financial gain that materially enriches them, their spouse or any dependent
children in their custody by acting or refraining from acting for the purpose of
coercing or extorting anything of actual pecuniary value.

4, Employees shall not offer, promote or advocate for a political appointment in
exchange for anything of value to any political subdivision.

5. An employee will not attempt to directly or indirectly influence any district decision
when the employee knows the result of the decision may be the district's acceptance
of a service or the sale, rental or lease of any property to the district and the
employee, his or her spouse, dependent children in his or her custody or any
business with which the employee is associated will benefit financially.

6. An employee will not use his or her position with the district to influence purchases
made by students or parents/guardians that result in the financial gain of the
employee, the employee's spouse, the employee's dependent children or businesses
with which they are associated, unless authorized by the Board of Education.
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7. An employee will not trademark, patent, copyright or claim ownership interest in
any inventions, publications, ideas, processes, compositions, programs, images or
other intellectual property created by the employee in his or her capacity as an
employee of the district, unless authorized by the Board of Education. The district
will not pay royalties, licensing fees or other fees to employees or businesses with
which they are associated for the use of intellectual property created by employees
in their employment capacities, unless authorized by the Board of Education.

8. An employee will not receive compensation, other than the compensation received
from the district, for tutoring students currently enrolled in a class the employee
teaches unless authorized by the Board of Education. Any private tutoring of
students for a fee on district property is subject to facility usage policies and
procedures.

0. Employees will not accept gifts of substantial value from vendors, individual
students or parents/guardians unless authorized by the Board of Education or the
employee's immediate supervisor. For the purposes of this policy, a gift has a
"substantial value" if it is worth more than $100.

Use of Confidential Information

Employees shall not use or disclose confidential information obtained in the course of or by
reason of their employment in any manner with intent to result in financial gain for
themselves, their spouses, dependent children in their custody, any business with which
they are associated or any other person. Even when there is no financial gain involved,
misuse of confidential information or failure to keep information confidential violates
Board policy and could also violate state and federal law.

Administrative and Executive Employees

In addition to the above-listed requirements, the following restrictions apply to all
administrative and executive employees in the school district, in accordance with law.
Administrative and executive employees of the district may not:

1. Receive compensation or payment for services from any person, firm or
corporation, other than the compensation provided by the district for the
performance of their official duties, to attempt to influence a decision by the district.

2. Perform any service for compensation by which they attempt to influence a decision

of the district for one year after the termination of their employment with the
district.
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Financial Disclosure

The superintendent, chief purchasing officer and general counsel, if employed full-time by
the district, will file an annual disclosure statement with the Missouri Ethics Commission in
accordance with law and Board policy BBFA.
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Note: The reader is encouraged to check the index located at the beginning of this
section for other pertinent policies and to review administrative procedures
and/or forms for related information.

Adopted:
Revised:
Cross Refs: BBFA, Board Member Conflict of Interest and Financial Disclosure
DA, Fiscal Responsibility
DD, Grants
DJF, Purchasing
DJFA, Federal Programs and Projects
DN, Surplus District Property
KG, Community Use of District Facilities
Legal Refs: '"105.450 - .458, .462, .466 - .467,.472,168.114,.126,171.181, RSMo.

2 C.F.R.'200.22,.23,.38,.92,.112,.113,.317,.318,.338
Orearville R-IV School District, Slater, Missouri
STAFF CONDUCT

The Board of Education expects that each professional and support staff member shall put
forth every effort to promote a quality instructional program in the school district. In
building a quality program, employees must meet certain expectations that include, but are
not limited to, the following:

1. Become familiar with, enforce and follow all Board policies, regulations,

administrative procedures, other directions given by district administrators and
state and federal laws as they affect the performance of job duties.
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Maintain courteous and professional relationships with pupils, parents/guardians,
other employees of the district and all patrons of the district.

Keep current on developments affecting the employee's area of expertise or
position.

Transact all official business with the appropriate designated authority in the
district in a timely manner.

Transmit constructive criticism of other staff members or of any department of the
school district to the particular school administrator who has the administrative
responsibility for improving the situation.

Care for, properly use and protect school property.
Attend all required staff meetings called by district administration, unless excused.

Keep all student records, medical information and other sensitive information
confidential as directed by law, Board policy, district procedures and the employee's
supervisor.

Immediately report all dangerous building conditions or situations to the building
supervisor and take action to rectify the situation and protect the safety of students
and others if necessary.

Properly supervise all students. The Board expects all students to be under
assigned adult supervision at all times during school and during any school activity.
Except in an emergency, no employee will leave an assigned group unsupervised.

Obey all safety rules, including rules protecting the safety and welfare of students.

Submit all required reports or paperwork at the time requested. Employees will not
falsify records maintained by the school district.

Refrain from using profanity.

Dress professionally and in a manner that will not interfere with the educational
environment.

Come to work and leave work at the time specified by the employee handbook or by
the employee’s supervisor. Employees who are late to work, stop working before
the scheduled time or work beyond the scheduled time without permission may be
subject to discipline, including termination.
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School employees, other than commissioned law enforcement officers, shall not

strip search students, as defined in state law, except in situations where an

employee reasonably believes that the student possesses a weapon, explosive or

substance that poses an imminent threat of physical harm to the student or others
and a commissioned law enforcement officer is not immediately available.

School employees shall not direct a student to remove an emblem, insignia or
garment, including a religious emblem, insignia or garment, as long as such emblem,
insignia or garment is worn in a manner that does not promote disruptive behavior.

State law prohibits teachers from participating in the management of a campaign for
the election or defeat of a member of the Board of Education that employs such
teacher.

Employees will not use district funds or resources to advocate, support or oppose
any ballot measure or candidate for public office.

Employees will not use any time during the working day for campaigning purposes,
unless allowed by law.
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Note: The reader is encouraged to check the index located at the beginning of

this section for other pertinent policies and to review administrative
procedures and/or forms for related information.

Adopted:

Revised:

Cross Refs:  AC, Prohibition against Discrimination, Harassment and Retaliation

CH, Policy Implementation and Dissemination

DCB, Political Campaigns

DJF, Purchasing

HPA, Employee Walkouts, Strikes and Other Disruptions
IGDF, Student Fundraising

JFG, Interrogations, Interviews and Searches

JO, Student Records

KI, Public Solicitations/Advertising in District Facilities

Legal Refs:  §§ 115.646,167.166, 168.114, .130, RSMo.

Orearville R-IV School District, Slater, Missouri
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STAFF ABSENCES AND TARDINESS

Consistent contact with students and coworkers is necessary for an optimal learning
environment and an effective working environment. Therefore, consistent attendance is an
essential duty of any employee's position. While some absences are unavoidable, when an
employee is routinely tardy, frequently absent or is absent for an extended period of time,
the learning environment and district operations are negatively impacted.

Employees may be disciplined or terminated for excessive absences or tardiness, which
includes situations where employees come to work late, leave early or abandon their duties
without permission from a supervisor. Unless authorized by the Board or the
superintendent or otherwise authorized by law, an employee=s absence or tardiness will
be considered excessive or unreasonable in any of the following circumstances:

1. The absence is for a reason not granted as paid or protected leave under Board
policy or law.

2. The absence results in the employee exceeding the amount of leave granted by the
Board.
3. The employee has not otherwise exhausted applicable leave days, but the absence

exceeds 5 days a month, 20 days in a semester or 40 days per school year or is
otherwise disruptive to district operations, as determined by the district.

4, The employee fails to appropriately notify the district of an absence as soon as
possible after the employee knows he or she will be absent (commonly called No-
Call, No-Show).

5. The employee does not provide the district complete and accurate information
about the absence, does not respond to requests for information, or does not
provide documentation related to the absence as requested or required.

6. The employee does not first obtain permission to be absent from the appropriate
supervisor when required to do so.

7. The absence is for any reason other than the one given for the absence.

Even if the absence or tardiness is authorized by the Board or the superintendent, if the
absence or tardiness occurs for a reason not granted as paid leave under Board policy or if
it exceeds the number of days the employee has been granted under a designated leave, the
employee=s salary will be docked. Violation of this policy constitutes misconduct and may
result in the loss of unemployment benefits if a claim is filed.
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Employees will not be disciplined or terminated for absences qualifying for protection
under the Family and Medical Leave Act (FMLA), the Uniformed Services Employment and
Reemployment Rights Act (USERRA) or other applicable law.

Failure to Contact the District

If an employee without an employment contract is absent from work, does not contact his
or her supervisor, and does not respond to attempts by the district to contact the employee
and the employee's emergency contact, the district will assume the employee has resigned
his or her employment with the district and will consider the position vacant.

If an employee with an employment contract is absent from work, does not contact his or
her supervisor, and does not respond to attempts by the district to contact the employee
and the employee's emergency contact, the district will send a letter and any other
appropriate communication to the employee stating that if the employee does not contact
the district, the district will assume that the employee has voluntarily resigned from his or
her position with the district. If the employee still does not contact the district, the district
will assume that the employee has resigned and will consider the position vacant.

The district may share with potential employers seeking information about a former
employee the fact that the employee failed to contact the district or resign.
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Note: The reader is encouraged to check the index located at the beginning of this
section for other pertinent policies and to review administrative procedures
and/or forms for related information.

Adopted:
Revised:

Cross Refs:  DLB, Salary Deductions
HPA, Employee Walkouts, Strikes and Other Disruptions

Legal Refs: '"168.114,.116, 288.030, RSMo.
Family and Medical Leave Act of 1993, 29 U.S.C. "' 2611 - 2619
Uniformed Services Employment and Reemployment Rights Act, 38 U.S.C.
'"'4301-4333
Willis v. School Dist. of Kansas City, 606 S.\W.2d 189 (Mo. Ct. App. 1980)
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Stewart v. Board of Educ. of Ritenour, 574 S.\W.2d 471 (Mo. Ct. App. 1978)
Aubuchon v. Gasconade County R-1 Sch. Dist., 541 S.\W.2d 322 (Mo. Ct. App.
1976)

Orearville R-IV School District, Slater, Missouri
STAFF USE OF COMMUNICATION DEVICES

The Orearville R-IV School District encourages district employees to use technology,
including communication devices, to improve efficiency and safety. The district expects all
employees to use communication devices in a responsible manner that does not interfere
with the employee's job duties. Employees who violate district policies and procedures
governing the use of communication devices may be disciplined, up to and including
termination, and may be prohibited from possessing or using communication devices while
at work. Communication devices may not be used in any manner that would violate the
district's policy on student-staff relations.

Definitions

Communication Device B Any mobile telephone, personal digital assistant, pager, tablet,
laptop or other portable device that sends, receives or retrieves calls, text messages, e-mail,
other electronic communications or data, or provides access to the Internet.

Use/Using B Dialing, answering or talking on the phone; sending, reading or responding to
a text, e-mail or other communication; opening and viewing pictures or digital recordings;
opening and listening to music or audio communications; continuously checking a
communication device; or any activity with a communication device that interferes with
the employee=s job duties or appropriate supervision of students. An employee is
considered to be using a device even when the use is hands-free.

General Use

The district prohibits employees from using any communication device that interrupts or
disrupts the performance of duties by the employee or otherwise interferes with district
operations, as determined by the employee's supervisor. This prohibition applies
regardless of whether the communication device used is owned by the employee or
provided by the district.

Employees are responsible for keeping communication devices secure and, if possible,
password protected.
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Supervision of students is a priority in the district, and employees who are responsible for
supervising students must concentrate on that task at all times. Employees shall not use
communication devices when they are responsible for supervising students unless any of
the following conditions occur:

1. The device is being used to instruct the students being supervised at the time.
2. The use is necessary to the performance of an employment-related duty.

3. The employee has received specific and direct permission from a supervisor.
4. There is an emergency.

Even when these conditions exist, the employee is responsible for obtaining assistance in
adequately supervising students during the approved use so that students are supervised
at all times.

Use in Vehicles

Regardless of other provisions of this policy and in accordance with law, employees shall
not use communication devices when:

1. Driving district-provided vehicles, regardless of whether the vehicle is owned,
leased or otherwise obtained for district use in a district activity.

2. Operating any vehicle in which a student is being transported when the
transportation is provided as part of the employee's job.

3. Supervising students who are entering or exiting a vehicle, crossing thoroughfares
or otherwise safely reaching their destinations when such supervision is part of the
employee's job.

The district will make an exception to the rules in this section when the communication
device is used to:

1. Report illegal activity.
2. Summon medical or other emergency help.
3. Prevent injury to a person or property.
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4, Relay necessary, time-sensitive information to a dispatcher with a device
permanently affixed to the vehicle, in the manner allowed by law.

5. Play music, as long as the employee operating the vehicle does not turn on, select or

otherwise manipulate the device while operating the vehicle or supervising students
as described above.

6. Obtain directions from a global positioning or navigational system, as long as the
system is being used in association with the employee's job and adequate safety
precautions are taken.

Even in these situations, employees should first take all possible safety precautions before
using communication devices.

Use of District-Provided Communication Devices

The district may provide communication devices and service to some employees to assist
them in carrying out their employment-related duties on and off district property. Use of a
district-provided communication device is a privilege. The superintendent or designee has
sole discretion as to which employees will be provided communication devices and may
recall any previously issued communication device. Employees do not have any
expectation of privacy in district-provided communication devices or any information
stored on them, and such devices may be confiscated and searched at any time.

Employees are expected to exercise reasonable care to protect district-provided
communication devices from damage or theft and must report any such incidents
immediately. The district may require employees to reimburse the district for any damage
or theft that was the result of the employee's negligence. Users of district-provided
communication devices must abide by any use limitations included in the district's service
contract.

Personal Use of District-Provided Communication Devices

Personal use of district-provided communication devices is permissible as long as the use
does not exceed the limits of the applicable plan. An employee whose use exceeds plan
limitations will be required to reimburse the district for all expenses beyond those covered
by the plan and may have privileges suspended or revoked unless the employee can show
that all use was for employment-related duties and the device was not used for personal
reasons. The amount of personal use of a communication device or service paid for under
E-Rate can be no greater than the cost allocation submitted in the request for the E-Rate
discount.
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Note: The reader is encouraged to check the index located at the beginning of this
section for other pertinent policies and to review administrative procedures
and/or forms for related information.

Adopted:
Revised:

Cross Refs: AC, Prohibition against Discrimination, Harassment and Retaliation
DLCA, Travel Expenses
EHB, Technology Usage

Legal Refs: '304.820, RSMo.
U.S. Const. amend. IV
47 C.F.R. ' 54.500,.513

Orearville R-IV School District, Slater, Missouri
STAFF HEALTH AND SAFETY

The health and safety of all district personnel is of vital importance to the school district.
The Board will seek to provide safe working conditions for all staff members and will give
prompt consideration to those conditions that may present a threat to the health and safety
of staff members. The district will respond to employee requests for reasonable
accommodations when an employee has a disability as defined by Section 504 of the
Rehabilitation Act of 1973 or the Americans with Disabilities Act (ADA). All employees will
receive annual training on universal precautions and the district's communicable disease

policy.

The district will only make medical inquiries, require physical exams or keep medical
information on an employee in accordance with law.

Individuals employed by the district or through a contracted service to drive district
transportation must annually file a statement from a medical examiner with the district
that indicates that they are physically qualified to operate district transportation for the
purpose of transporting students. A new driver must file this statement prior to his or her
initial operation of district transportation.
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Medical records must be maintained on separate forms in separate medical files and shall
be kept confidential.
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Note: The reader is encouraged to check the index located at the beginning of
this section for other pertinent policies and to review administrative
procedures and/or forms for related information.

Adopted:
Revised:

Cross Refs: EBAB, Hazardous Materials
EBB, Communicable Diseases
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WORKERS’' COMPENSATION

Pursuant to state law, an employee of the Orearville R-IV School District who is injured,
killed or who is exposed to and contracts any occupational disease arising out of and in the
course of employment is eligible for compensation in accordance with this policy and the
Missouri Workers' Compensation Law.

Reporting

An employee must report all injuries immediately to his or her immediate supervisor by
completing the district's incident report form. If the nature of the injury or illness is such
that the employee cannot immediately submit the completed incident form, the employee's
supervisor will assist the employee in completing the form as soon as possible, but no later
than 30 days after the injury or illness. Employees who fail to report an injury or illness
arising out of and in the course of employment within 30 days of such injury or illness may
jeopardize their ability to receive compensation and other benefits pursuant to law and this

policy.
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Upon receiving a report of an injury or illness, the supervisor will immediately forward the

report to the superintendent or designee. The superintendent or designee will promptly

forward a copy of the report to the district's workers' compensation insurance carrier and
will be responsible for keeping the carrier informed of the employee's status.

Use of Leave

The district does not permit the use of paid leave for absences during the period when the
employee receives workers' compensation wage benefits. Because by law an employee will
not receive workers' compensation wage benefits for the first three (3) days of absence if
the total absence is less than 14 days, the district will apply available paid leave for those
days. However, the employee will only receive compensation for those days once the
district knows that the employee will not receive workers' compensation wage benefits for
those days.

Employees who are absent due to an illness or injury compensable under workers'
compensation and who are receiving such compensation will not lose seniority or any
accumulated paid leave due to the absence. However, the employee will not continue to
accumulate paid leave during the absence.

Employees are required to use accumulated paid leave to receive medical treatment,
evaluation or to attend physical rehabilitation during work time. If paid leave has been
exhausted and the employee must be absent during work time to receive medical
treatment, evaluation or to attend physical rehabilitation in conjunction with a work-
related injury or illness, the employee may be granted unpaid leave.

Medical Providers

The district may designate medical providers to be used in the administration of workers’
compensation claims and treatment. A list of district-designated providers will be available
to employees upon request. If a medical provider has been designated by the district and
the employee chooses to use his or her own provider, the employee is responsible for all
costs associated with the provision of those services.

Loss of Benefits

An injury caused by the failure of employees to use safety devices provided by the district
or obey rules adopted by the district for the safety of employees will result in the reduction
of benefits payable under this policy and pursuant to law.

Violation of the district’s Drug-Free Workplace policy or any other district policy,
procedure or rule relating to the use of alcohol or nonprescribed controlled substances will
result in a reduction or loss of benefits payable under this policy and pursuant to law if the
injury was sustained in conjunction with the use of alcohol or nonprescribed controlled
substances.
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The Board authorizes post-injury testing for nonprescribed controlled substances or
alcohol in accordance with Board policy and law. Refusal to submit to the test will result in
the loss of benefits.

An employee is disqualified from receiving temporary total disability workers'
compensation benefits during any period of time in which the employee receives
unemployment benefits.

Temporary, partial or total disability workers' compensation benefits are not payable if an
employee is terminated from employment for misconduct post-injury.
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DRUG-FREE WORKPLACE

Student and employee safety is of paramount concern to the Board of Education. In
recognition of the threat to safety posed by employee use or possession of drugs or alcohol,
the Board of Education commits itself to a continuing good-faith effort to maintain a drug-
free workplace. The Board of Education shall not tolerate the manufacture, use,
possession, sale, distribution or being under the influence of controlled substances,
alcoholic beverages or unauthorized prescription medications by district employees on any
district property; on any district-approved vehicle used to transport students to and from
school or district activities; off district property at any district-sponsored or district-
approved activity, event or function, such as a field trip or athletic event, where students
are under the supervision of the school district; or during any period of time such



FILE: GBEBA

Critical

employee is supervising students on behalf of the school district or is otherwise engaged in
school district business.

When it is evident that an employee has consumed alcoholic beverages or controlled
substances off school property before or during a district activity, the staff member will not
be allowed on school property or to participate in the activity and will be subject to the
same disciplinary measures as for possession or consumption on district property.

Staff members will be tested for alcohol and controlled substances if the district has
reasonable suspicion that the staff member has violated this policy. In addition, staff
members who operate district transportation must submit to alcohol and drug testing as
otherwise required by law. All testing will be conducted in accordance with Board policy,
administrative procedures and law.

Any employee who violates this policy will be subject to disciplinary action, which may
include suspension, termination and referral for prosecution. Employees may be required
to satisfactorily participate in rehabilitation programs.

Each employee of this school district is hereby notified that, as a condition of employment,
the employee must abide by the terms of this policy and notify the superintendent or
designee of any criminal drug statute conviction for a violation occurring in or on the
premises of this school district, or while engaged in regular employment. Such notification
must be made by the employee to the superintendent or designee in writing no later than
five (5) calendar days after conviction. The superintendent or designee will provide notice
in writing of such violation to the United States Department of Education or other
appropriate federal agency within ten (10) calendar days after the superintendent or
designee receives such notification if the district receives any federal grants directly from
such agency, as opposed to federal grants received through the Department of Elementary
and Secondary Education (DESE).

The district will take appropriate disciplinary action within 30 days.

The district will institute a drug-free awareness program to inform employees of the
dangerous and harmful nature of drug and alcohol abuse in the workplace, of this policy of
maintaining a drug-free workplace, of available counseling and rehabilitation, and of the
penalties that may be imposed upon employees for drug abuse violations occurring in the
workplace.

The Board of Education recognizes that employees who have a drug abuse problem should
be encouraged to seek professional assistance. Although the district will not assume
financial responsibility, an employee who requests assistance shall be referred to a
treatment facility or agency in the community if such facility or agency is available.

Upon the request of DESE or an agency of the United States, the district shall certify that it
has adopted and implemented the drug prevention program described in this policy. The
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district shall conduct a biennial review of this policy to determine its effectiveness,

implement necessary changes and ensure that the disciplinary sanctions are consistently
enforced.

This policy shall be communicated in writing to all present and future employees.
Compliance with this policy is mandatory.
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DRUG-FREE WORKPLACE

Student and employee safety is of paramount concern to the Board of Education. In
recognition of the threat to safety posed by employee use or possession of drugs or alcohol,
the Board of Education commits itself to a continuing good-faith effort to maintain a drug-
free workplace. The Board of Education shall not tolerate the manufacture, use,
possession, sale, distribution or being under the influence of controlled substances,
alcoholic beverages or unauthorized prescription medications by district employees on any
district property; on any district-approved vehicle used to transport students to and from
school or district activities; off district property at any district-sponsored or district-
approved activity, event or function, such as a field trip or athletic event, where students
are under the supervision of the school district; or during any period of time such
employee is supervising students on behalf of the school district or is otherwise engaged in
school district business.
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When it is evident that an employee has consumed alcoholic beverages or controlled

substances off school property before or during a district activity, the staff member will not

be allowed on school property or to participate in the activity and will be subject to the
same disciplinary measures as for possession or consumption on district property.

Staff members will be tested for alcohol and controlled substances if the district has
reasonable suspicion that the staff member has violated this policy. In addition, staff
members who operate district transportation must submit to alcohol and drug testing as
otherwise required by law. All testing will be conducted in accordance with Board policy,
administrative procedures and law.

Any employee who violates this policy will be subject to disciplinary action, which may
include suspension, termination and referral for prosecution. Employees may be required
to satisfactorily participate in rehabilitation programs.

Each employee of this school district is hereby notified that, as a condition of employment,
the employee must abide by the terms of this policy and notify the superintendent or
designee of any criminal drug statute conviction for a violation occurring in or on the
premises of this school district, or while engaged in regular employment. Such notification
must be made by the employee to the superintendent or designee in writing no later than
five (5) calendar days after conviction. The superintendent or designee will provide notice
in writing of such violation to the United States Department of Education or other
appropriate federal agency within ten (10) calendar days after the superintendent or
designee receives such notification if the district receives any federal grants directly from
such agency, as opposed to federal grants received through the Department of Elementary
and Secondary Education (DESE).

The district will take appropriate disciplinary action within 30 days.

The district will institute a drug-free awareness program to inform employees of the
dangerous and harmful nature of drug and alcohol abuse in the workplace, of this policy of
maintaining a drug-free workplace, of available counseling and rehabilitation, and of the
penalties that may be imposed upon employees for drug abuse violations occurring in the
workplace.

The Board of Education recognizes that employees who have a drug abuse problem should
be encouraged to seek professional assistance. Although the district will not assume
financial responsibility, an employee who requests assistance shall be referred to a
treatment facility or agency in the community if such facility or agency is available.

Upon the request of DESE or an agency of the United States, the district shall certify that it
has adopted and implemented the drug prevention program described in this policy. The
district shall conduct a biennial review of this policy to determine its effectiveness,
implement necessary changes and ensure that the disciplinary sanctions are consistently
enforced.
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This policy shall be communicated in writing to all present and future employees.
Compliance with this policy is mandatory.
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EMPLOYEE ALCOHOL AND DRUG TESTING
(District Provides Transportation Services)

Provisions Applicable to All Employees

Alcohol and Drug Prohibitions

No employee may manufacture, use, possess, sell, distribute or be under the influence of
alcohol or drugs in violation of the district's Drug-Free Workplace policy. All employees
may be tested for alcohol and drugs if the district has reasonable suspicion that the
employee has consumed alcohol or drugs in violation of Board policy.

Program Coordinator

The superintendent or designee will serve as the program coordinator to implement the
alcohol and drug testing program of the district within the guidelines of this policy.

Training
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All staff who have supervisory duties over other staff members will be provided training on
the effects of drug and alcohol use. The training will include physical, behavioral, speech
and performance indicators of drug and alcohol use. Supervisors of employees who
operate district transportation will be trained in accordance with federal law.

Testing Program

The district will use testing facilities with appropriately trained personnel for alcohol and
drug testing. The district's drug and alcohol testing program shall provide individual
privacy in the collection of specimen samples to the maximum extent possible. The
specimen collection procedures and chain of custody shall ensure that specimen security,
proper identification and integrity are not compromised.

Refusal to Submit to Tests

Drug or alcohol tests administered pursuant to this policy are mandatory. An employee
refuses to submit when he or she fails to provide adequate breath or urine for testing when
notified of the need to do so or engages in conduct that clearly obstructs the testing
process.

Consequences
Employees who refuse to submit to a test, who test positive for prohibited substances or

who take deliberate action with the intent to falsify test results will be subject to discipline,
including termination, in accordance with Board policy and law.
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In addition to any disciplinary action taken, the district will provide employees a list
containing the names, addresses and telephone numbers of substance abuse professionals
and counseling and treatment programs when employees have a positive drug or alcohol
test, refuse to take a test or otherwise request information about substance abuse
treatment.

District Records and Reports

Alcohol and drug test results and records shall be maintained under strict confidentiality
and released only in accordance with law. Upon written request, an employee shall receive
copies of any records pertaining to his or her use of alcohol or drugs, including any records
pertaining to his or her tests. Test records shall be maintained with the separate medical
files of each employee. The district shall maintain records and reports of its alcohol and
drug prevention program as required by law.

Notification to Employees

The program coordinator shall ensure that all employees receive written materials
explaining the district's drug and alcohol misuse prevention program, including copies of
or access to appli