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Equal Employment Opportunity

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

Inquiries regarding compliance may be directed to Bill Steiner at 208 East Second, Oakley, Kansas or to the Director of the Office of Civil Rights, Department of Education, Washington, DC or:

Inquires regarding compliance may be directed to:

United States Department of Education

Office for Civil Rights

10220 N. Executive Hills Blvd, 8th Floor

Kansas City, Missouri  64153-1367

Harassment

Sexual harassment will not be tolerated in the school district by board members, administrators, certified and support personnel, students, vendors, and any others having business or other contact with the school district is strictly prohibited.

Reference Policy GAAC, Sexual Harassment.

Racial harassment is unlawful discrimination on the basis of race, color or national origin under Titles VI and VII Civil Rights Act of 1964, and the Kansas Acts Against Discrimination.

Reference Policy GAACA, Racial Harassment: Employees

District Mission Statement

The mission of the Oakley Public Schools is to prepare all students to be responsible citizens and lifelong learners in a world of change.

High School Mission Statement

The primary purpose of Oakley High School is to share with parents and community the responsibility of providing our students quality educational experiences in a safe environment and to assist in the development of life skills through a diverse curriculum.

Middle School Mission Statement

The Oakley Middle School Community is committed to creating a safe and positive environment for each middle level student that encourages a unique identity, academic achievement, healthy social and physical development, self-reliance, self-respect, and responsible citizenship.

Oakley Elementary Mission Statement

The mission of Oakley schools is to help students accept the challenges set before them by teaching basic intellectual, social, emotional, and physical skills.  Through a partnership of staff, students, home and community, we commit ourselves to the philosophy that all students can grow and excel in knowledge.

Employment and Compensation

The board shall approve the hiring of all employees.  

PAY PERIOD
Classified employees are paid monthly on or about the 10th day of each month.  Timecards shall be completed by each employee.  Timecards will be kept from the first day of each month to the last day of each month.  All employees must have their time card approved by their building principal and/or supervisor.  Timecards are due in the district office by noon following the last day of the month.  

OVERNIGHT TRIPS

When required to be out of town on district business, classified employees (Rule 10 coaches) will be paid regular or overtime pay as appropriate for time away from town MINUS

1. Eight hours for sleep when overnight;

2. Reasonable time for meals (normally one hour per meal); and

3. Time used exclusively for pleasure or personal business.

Reference Policy GCA Compensation and Work Assignments

HEALTH INSURANCE (approved 8/17/2010)
The board will contribute 95% of the premium for each classified employee in the district to pay   for a single individual policy.  This insurance policy will have a deductible no higher than a  $1500/single.  A like amount will be paid toward the payment required for the premium for a family policy or health savings account premium.  The option to buy down the deductible will be offered if available from the health insurance provider. Employees electing not to participate in this benefit will not be provided with any alternative compensation.  The 95% contribution will begin July 1, 2010.

For a classified employee to be eligible for health insurance, they must work a minimum of 20 hours per week and a minimum of 208 days.  Anyone hired prior to January 1, 2003 and currently on the health insurance will be grand fathered in. 

SALARY DEDUCTIONS
Salary deductions through Section 125 are available.   New employees may enroll at first hire or during open enrollment. 
403B RETIREMENT SAVINGS PLAN (approved 8/17/2010)
Classified staff may elect to participate in a 403B Retirement Savings Plan with companies approved in advance by the board.  Elections to participate or change elections must occur during the two following time periods, the month of August and the month of December.  To make a change each participant must complete a salary reduction agreement which must be approved by USD 274 403B Plan Administrator before it may go into effect.  The board 403B Retirement Savings Plan checks will normally be mailed to the approved companies on or before the 20th day of each month.

EVALUATIONS
Employees will be evaluated by the supervisor to whom they are assigned.  They shall be evaluated on their personal qualities, their commitment to duty and work skills related to their job description.  A copy of the completed evaluation will be given to the employee after it is signed by the employee and the evaluator and will be placed in the employee’s personnel file.

Reference Policy GCI-R Classified Employee Evaluation
Leaves & Absences
PAID TIME OFF
PTO is available for the following:

· Illness of employee or family  
· Bereavement leave

· Personal/Vacation Leave

Contracted employees working over 20 hours/week will be granted PTO prorated by the number of months worked.  

UNPAID LEAVE

The board may grant a period of unpaid leave as determined by the board.
JURY LEAVE

Any employee called to jury duty will be granted paid leave and such leave will not be deducted from the employee’s credited paid leave.

PAY FOR UNUSED LEAVE

At the end of each fiscal year, employees will be allowed to roll over 12 days of unused PTO.  Employees shall be paid $60/day for each day of unused leave above the 120 day maximum.  The employee shall begin the next fiscal year with additional PTO as per contracted duty time.  

DONATING LEAVE

A leave bank is available to classified employees.  If a classified employee has exhausted all of his/her leave and experience one day of salary deduct they may request in writing to the District Bookkeeper to enter into the sick leave bank.  Notice will then be posted of the request and classified employees may their leave to the requesting employee.  Employee can have up to 30 days of leave donated.  

Reference policy GCRG Leave & Absences

ADDITIONAL PTO
Full-time (12 month) employees may be granted additional PTO each year to be granted as follows:

0-12 months

4 days

12-24 months

7 days

24-60 months

12 days

60-72 months

13 days

72-84 months

14 days

84-96 months

15 days

96-108 months

16 days

108-120
months

17 days

A day is defined as 8 hours or prorated to the employee’s contract.  PTO leave shall be granted in ¼ day increments.  Employees may take no more than 10 working days of PTO consecutively.

All classified employees contracted less than 12 months will receive an additional 2 PTO days.

Reference policy GCRH Vacations

PAID HOLIDAYS
Full-time (12 month) employees will receive the following paid holidays:  New Years Day, Memorial Day, July 4, Labor Day, Thanksgiving Day, Christmas Day, and one paid day during Easter Break.

Reference policy GCRI-R Paid Holidays
RESIGNATION/RETIRMENT
School Administrators, District Clerk, District Treasurer, Food Service Director, Supervisor of Buildings and Grounds and Transportation Supervisor may receive a cash award for notification of resignation upon completion of contract.   The following is the schedule for cash awards.  

Notification Date

Cash Value of Award
Prior to December

Years of Service in District x $80

December 16 thru January 15
Years of Service in District x $60

January 16 thru February 15
Years of Service in District x $40

February 16 thru March 15
Years of Service in District x $20

March 16 thru April 15

Years of Service in District x $10

COMPLAINTS

Any employee may file a complaint with their supervisor concerning a school rule, regulation, policy or decision that affects the employee.  

Reference Policy GAE Complaints

PERSONAL APPEARANCE
Appropriate dress and personal appearance is essential for all district employees.  
Reference Policy GAM Personal Appearance

TRAVEL EXPENSE 

The board shall provide reimbursement for expenses incurred in travel related to the duties of the district’s employees when approved in advance by the superintendent.  Requests for reimbursement shall have the following attached:  receipts for transportation, parking, hotels or motels, meals and other expenses for which receipts are ordinarily available.  For authorized use of a personal vehicle, staff members shall be reimbursed at the current state mileage rate.

Reference Policy GAN Travel Expenses and GAN-R Expense Reimbursement and Credit Cards.
DRUG FREE WORKPLACE

Maintaining a drug free work place is important in establishing an appropriate learning environment for the students of the district.  

Reference Policy GAOA Drug Free Workplace.
The unlawful possession, use, sale or distribution of illicit drugs and alcohol by school employees on school premises or as part of any school activity is prohibited.  

Reference Policy GAOB Drug Free Schools.
The use of Tobacco products is prohibited at all times in or on all district owned, leased or rented property.  

Reference Policy GAOC Use of Tobacco Products in School Buildings.
DRUG & ALCOHOL TESTING

All district employees performing job functions which require the employee to maintain a commercial driver’s license shall be tested for alcohol and drugs as required by current federal law.  

Reference Policy GAOD Drug and Alcohol Testing.
WORKERS COMPENSATION & DISABILITY BENEFITS

Whenever an employee is absent from work and is receiving workers compensation benefits due to a work-related injury or is receiving district paid disability insurance, the employee may use available paid sick leave to supplement the workers compensation or district paid disability insurance payments.

In no event shall the employee be entitled to a combination of workers compensation benefits, district paid disability insurance, and salary in excess of his/her full salary.  

Reference Policy GAOE Workers Compensation & Disability Benefits
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