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SUPPLEMENT I

FOOD SERVICES

WELCOME TC "WELCOME" \f C \l "1" 
Welcome to the New Albany-Floyd County Consolidated School Corporation. The School Corporation is committed to providing each child an outstanding, unsurpassed education. Every employee contributes to our success meeting this goal.  You are an important part of this institution!


It is the goal of the School Corporation to place new employees in positions that utilize their abilities and enhance their contribution to the educational program as well as provide opportunities for personal satisfaction and growth.

INTRODUCTION TC "INTRODUCTION" \f C \l "1" 
This Employee Handbook describes in summary form the policies and procedures of the School Corporation that govern its relationship with all Educational Support Staff employees.  Educational Support Staff are defined as all employees, whose positions do not require professional certification or licensure and Bus Drivers.  The contents of this Handbook are for informational purposes only.  You should keep this Handbook for your reference while you are an employee of the School Corporation.  Additional policies and procedures unique to Bus Drivers can be found in the Administrative Guidelines for Bus Drivers.  The Employee Handbook and the Handbook Supplements are supplements to the Board Policy Manual, which contains additional policies and procedures.  This Handbook and the Handbook Supplements supersede all prior handbooks, supplements and policies of the School Corporation (other than the Board Policy Manual).

This Handbook was prepared by the School Corporation as a guide to employees.  This Handbook is not a contract of employment and nothing herein shall be construed as a guarantee of continued employment nor as an employment contract.  The employment relationship between the School Corporation and its Educational Support Staff employees is employment at-will, which means an employee can terminate his/her employment relationship with the School Corporation at any time for any reason or no reason and the School Corporation can terminate an employee at any time for any reason or no reason at all.  Any oral or written statements or promises to the contrary made to any prospective or existing employee are hereby expressly disavowed and should not be relied upon by any prospective or existing employee.  Only the Board of School Trustees or the Superintendent has the authority to enter into a contract of employment with any other employee or to enter into any agreement for employment for any specified period of time or to make any agreements contrary to the foregoing.

This Handbook was created to summarize the policies, procedures, and work practices of the School Corporation and to serve as a reference for you.  Although the School Corporation intends to continue the policies and services described in this Handbook, the School Corporation reserves the right in its sole discretion to revise, amend, or discontinue them at any time.  No one other than the Board may alter or modify any of the policies in the Handbook.  A policy Handbook of any scope cannot possibly cover all the unique situations and questions that might arise in the course of daily operations.  The policies herein represent only general guidelines that will be followed in normal circumstances.  If some policy, benefit or rule in this Handbook is changed, you will be given replacement pages by your supervisor and those replacement pages should be kept by you with your copy of this Handbook and your Handbook Supplement.  No statement or promise by a manager, supervisor or any other employee may be interpreted as a change in policy nor will it constitute an agreement with an employee.  If you are uncertain about a policy or procedure, please ask your supervisor or the Superintendent’s designee to help avoid misunderstandings.

All Educational Support Staff employees are expected to read this Handbook and their Supplement carefully and become familiar with their contents and provisions.  If you have any questions on any of the material contained herein or the Supplement, do not hesitate to see your supervisor or the Superintendent’s designee.  The information contained in this Handbook is only a summary. Additional information can be obtained from the Superintendent’s designee.
EMPLOYMENT INFORMATION TC "EMPLOYMENT INFORMATION" \f C \l "1" 
1. At Will Employment TC "At Will Employment" \f C \l "2"  – Only the Superintendent or the Board of School Trustees has the authority to enter into contracts or agreements of employment for a specific term.  No other employee, director, administrator or representative of the School Corporation has the authority to enter into a contract of employment with any other employee or to enter into any agreement for employment for any specified period of time or to make any agreements contrary to the foregoing.  All Educational Support Staff who have not entered into an individual written employment contract with the School Corporation signed by the Superintendent and/or the Board of School Trustees are at-will employees whose employment may be terminated at anytime, with or without cause, by either the School Corporation or the employee.  Any oral or written statements or promises to the contrary made to any prospective or existing employee are hereby expressly disavowed and should not be relied upon by any prospective or existing employee.
2. Pre-Employment Testing and Screening
To help insure a safe environment, it is the policy of New Albany-Floyd County Schools to require a criminal investigation background check on each individual as a condition of employment.  Applicants and employees shall undergo records checks and testing as required by applicable statutes and regulations.  As permitted by law, employment shall be contingent on receipt of records documenting that the individual does not have a conviction for a felony sex crime or as a violent offender or other conviction determined by the Superintendent to bear a reasonable relationship to the ability of the individual to perform the job.  

Depending on several circumstances, including the nature of the job for which an individual may apply, the skills associated with certain jobs, whether or not the person in the job may be involved in handling money or financial records, New Albany-Floyd County Schools reserves the right to conduct certain tests or checks, including, but not limited to:

· Previous employment;

· Measuring specific job skills or abilities;

· Record of convictions

· Confidential physical examination

· Eligibility for bonding;

In addition, New Albany-Floyd County Schools reserves the right to screen all job applicants for the presence of alcohol or illegal substances or drugs for which an applicant does not have a prescription.

3. Orientation Period TC "Orientation Period" \f C \l "2"  – All new employees in regular assignments enter into an orientation period during the first ninety (90) calendar days of their employment.  During this orientation period the employee’s immediate supervisor will evaluate the work of the employee, in writing, and will discuss this evaluation with the employee.  At the end of the orientation period, an employee in a regular assignment will either be given regular at-will status, a second orientation period, or will be dismissed.  During the first orientation period of ninety (90) calendar days, an employee may not use sick leave and other paid leave benefits provided by the School Corporation.  An employee’s successful completion of the orientation period does not alter his employment relationship in any way and at all times during and after the orientation period the employment relationship between the School Corporation and the employee remains at-will employment.
4. Dress and Language TC "Dress and Language" \f C \l "2"  – All employees are required to dress neatly and wear appropriate, Corporation issued identification badge, a neat appearance is within the reach of all and has a positive effect on students.  Dress should not present health or safety problems, or cause disruption.  Employees are not permitted to wear excessively revealing clothing, or clothing or accessories containing lewd, vulgar, indecent or offensive words, statements or pictures.  No employee may use obscene or abusive language while performing his or her duties, or while on School Corporation property.  Specific dress codes for certain Educational Support Staff groups may be established, and set forth in Supplements to this Handbook.
5. Punctuality – Reporting for work regularly and on time is essential since lateness or absence interferes with the daily running of the School Corporation and places an extra workload on fellow employees.  Recurring tardiness will result in disciplinary action that may lead up to and including dismissal.

6. Equal Employment Opportunity/Discrimination Prohibited -  TC "Equal Employment Opportunity/Discrimination Prohibited" \f C \l "2" It is the policy of the School Corporation not to discriminate against any individual or group of individuals and to provide equal employment opportunity to all qualified persons regardless of race, color, creed, sex, pregnancy, family status, religion, age, national origin, limited English proficiency, disability, sexual orientation, gender identity, military status or veteran status.  The goal of the School Corporation is to select the best qualified person for each position.  This Policy is applied to all employment actions, including, but not limited to, recruitment, hiring, training,  upgrading, promotion, transfer, demotion, layoff, recall, termination, rates of pay or other forms of compensation and benefits, and all other privileges, terms, and conditions of employment.  No employee or member of the School Corporation should discriminate against an applicant for employment or a fellow employee because of race, color, creed, sex, pregnancy, family status, religion, age, national origin, limited English proficiency, disability, military status or veteran status.  Retaliation against an individual for reporting any incidents of discrimination or harassment, whether that individual is a victim of discrimination or harassment or is a witness to it or supports the complainant, is prohibited and is a serious violation of this policy and will be treated as a separate and distinct cause for complaint and may result in as strict discipline as the discrimination or harassment itself.  Any acts of retaliation should be reported immediately and will be promptly investigated.
7. Sexual Harassment Prohibited -  TC "Sexual Harassment Prohibited" \f C \l "2" Sexual harassment constitutes discrimination and is illegal under state and federal laws.  Sexual harassment is defined as unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature when, for example:  (1) submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s employment; or (2) submission to or rejection of such conduct by an individual is used as the basis for employment decisions affecting such individual; or (3) submission to or rejection of such conduct by an individual has the purpose or effect of unreasonably interfering with an individual’s work performance or creating an intimidating, hostile, or offensive work environment.
Sexual harassment may include a range of subtle and not so subtle behaviors and may involve individuals of the same or different sexes.  These behaviors may include, but are not limited to:  unwanted sexual advances, subtle or overt pressure for sexual favors, sexual jokes, innuendos, advances or propositions, verbal abuse of a sexual nature or about a person’s lifestyle, graphic commentary about a person’s body, sexual prowess or sexual deficiencies, leering, whistling, touching, pinching, assault, coerced sexual acts, or suggestive, insulting or obscene comments, gestures, pictures, cartoons, photographs, objects or other conduct of a sexual nature.  Such behavior is unacceptable in the work place and any work-related setting, such as business trips or social events organized by the School Corporation.
The School Corporation strongly disapproves of sexual harassment and will not condone it in any way.  The School Corporation encourages the formal or informal reporting of any and all perceived incidents of sexual harassment, regardless of the alleged offender’s identity or position with the School Corporation or outside of the School Corporation (this includes parents, visitors, members of the Board of School Trustees, salespersons, vendors, construction workers and all other non-employees of the School Corporation).  The School Corporation also encourages any employee who becomes aware of sexual harassment or perceived sexual harassment, whether or not he/she is the victim or target of the harassment, to report that harassment.  Any reports of sexual harassment by an employee, whether or not she/he is the victim of the harassment, can be made to his/her supervisor, the Superintendent’s designee, the Assistant to the Superintendent for Administration and Operations or the Superintendent.  Supervisors who witness perceived acts or incidents of sexual harassment, who become aware of such acts or incidents or to whom reports are made, formally or informally, of sexual harassment are required to report it to her/his superior, or if his/her superior is the person accused of sexual harassment, to the Superintendent’s designee or the Assistant to the Superintendent for Administration and Operations or the Superintendent.

Appropriate action will be taken against anyone who engages in sexual harassment.  If you have any questions concerning sexual harassment or if you wish to file a complaint of sexual harassment, please contact your supervisor, the Superintendent’s designee, the Assistant to the Superintendent for Administration and Operations or the Superintendent.  If your complaint involves your supervisor, you can make your complaint to the Superintendent’s designee, the Assistant to the Superintendent for Administration and Operations or the Superintendent.  The School Corporation encourages prompt reporting of complaints or concerns so that rapid and constructive action can be taken before relationships become irreparably strained.  Early reporting is the most effective method of resolving actual or perceived incidents of sexual harassment.

Your complaint or report will be investigated and the results of that investigation will be reported to you.  The information provided in your complaint will remain confidential, except to the extent that it is necessary to reveal some or all of that information to conduct the investigation of your complaint.  Retaliation against an individual for reporting sexual harassment, whether that individual is a victim of sexual harassment or witness to it or supports a victim of harassment, is a serious violation of this policy and will be treated as a separate and distinct cause for complaint and may result in as strict discipline as the harassment itself.  Any acts of retaliation should be reported immediately and will be promptly investigated.

Any person who has been found by the School Corporation, after investigation, to have sexually harassed an employee, to have engaged in inappropriate conduct, or to have retaliated against an employee, will be subject to appropriate sanctions and discipline, depending on the circumstances, up to and including termination of employment.

The School Corporation trusts that all employees will continue to act responsibly to maintain a working environment free of harassment, discrimination, and retaliation.  The School Corporation encourages any employee to raise questions he or she may have regarding harassment, discrimination or retaliation with their supervisor or the Director of Human Resources.  A detailed definition and description of sexual harassment and complaint procedures is set out in the Board Policy Manual.
8. Harassment -  TC "Harassment" \f C \l "2" The School Corporation strongly opposes and will not tolerate any form of harassment by its employees against another employee, supervisor, guest, student, parent or visitor to the School Corporation’s properties nor by someone who is not employed by the School Corporation against a School Corporation employee.  This policy includes, but is not limited to, harassing comments, behavior or conduct based upon religion, national origin, limited English proficiency, culture, race, color, creed, age, sex, pregnancy, family status, disability, sexual orientation, gender identity, military status, veteran status or other differences.

Prohibited harassing behavior and comments include, but are not limited to, obscene or profane language, disparaging comments about appearance, manner of dress or accent, cultural differences, attire, jokes, innuendo, displaying inappropriate cartoons or photographs, and any other behavior that is abusive or offensive to another person and which creates a hostile work environment.

The School Corporation also encourages any employee who becomes aware of harassment or perceived harassment, whether or not he is the victim or target of the harassment, to report any act of harassment immediately to their supervisor, the Superintendent’s designee, the Assistant to the Superintendent for Administration and Operations or the Superintendent.

Complaints or reports will be investigated and the results of that investigation will be reported to the employee.  The information provided in the employee’s complaint will remain confidential, except to the extent that it is necessary to reveal some or all of that information to conduct the investigation of your complaint.  Retaliation against an individual for reporting harassment, whether that individual is a victim of harassment or witness to it or supports a victim of harassment, is a serious violation of this policy and will be treated as a separate and distinct cause for complaint and may result in as strict discipline as the harassment itself.  Any acts of retaliation should be reported immediately and will be promptly investigated.

Any person who has been found by the School Corporation, after investigation, to have harassed an employee, to have engaged in inappropriate conduct, or to have retaliated against an employee, will be subject to appropriate sanctions and discipline, depending on the circumstances, up to and including termination of employment.

The School Corporation trusts that all employees will continue to act responsibly to maintain a working environment free of harassment, discrimination, and retaliation. The School Corporation encourages any employee to raise questions he or she may have regarding harassment, discrimination or retaliation with his/her supervisor or the Superintendent’s designee.

9. Drug-Free Workplace and Drug/Alcohol Testing Policy TC "Drug-Free Workplace and Drug/Alcohol Testing Policy" \f C \l "2"  - Under federal law, the unlawful manufacture, distribution, dispensation, possession, or use of a controlled substance in the workplace is prohibited.  As a condition of employment, all employees must abide by, and assist in the enforcement of, this rule.  Any employee who violates this rule will be subject to discipline, up to and including dismissal from employment in the School Corporation.  Whenever the School Corporation suspects that an employee’s work performance or on-the-job behavior may have been affected in any way by alcohol or drugs, or that an employee has otherwise violated the Drug Free Workplace policy, the School Corporation may require a blood test, urinalysis, or other drug/alcohol test.  An employee must complete the necessary drug information and test forms prior to testing.  The failure or refusal to complete the necessary paperwork, or to submit to drug or alcohol testing, if requested, may result in discipline, up to and including dismissal from employment in the School Corporation.

10. Tobacco Use on School Premises TC "Tobacco Use on School Premises" \f C \l "2"  - No person is permitted to use any tobacco product in any facility on grounds or vehicles owned, leased or contracted for by the School Corporation.  Any employee who uses tobacco products in violation of this Policy or federal statute shall be subject to discipline.  
11. Grounds for Discipline/Discharge TC "Grounds for Discipline/Discharge" \f C \l "2"   - Employees are expected to recognize their responsibility to the School Corporation, its students, their parents, and your co-workers by engaging in acceptable standards of conduct and personal behavior.  Below are a list of rules, the violation of which may result in corrective action, up to and including termination of employment.  This list is not intended to be all-inclusive and may be modified by the School Corporation, in its sole discretion, from time-to-time.  Corrective action will be determined by the School Corporation on a case-by-case basis.  Corrective action may include verbal warnings, written reprimand, and conference with the Superintendent or designee, suspension with or without pay, involuntary reassignment or transfer, demotion, or termination. 
The progressive process of corrective action will not be followed in every case and corrective action will be taken in proportion to the nature of the offense and the severity of the violation or the failure to perform the duties of an assignment in a satisfactory manner. If an employee feels a corrective action was unfair, he/she may discuss it with his/her supervisor or the Superintendent’s designee.
No School Corporation employee shall:
a) Engage in conduct which violates any rule, regulation, Policy or directive of the Board or the Administration of the School Corporation, including those policies, practices, and procedures set forth in this Handbook and the supplemental handbooks and the Board Policy Manual.
b) Engage in conduct which violates the law of the State of Indiana or of the United States.

c) Be insubordinate or refuse to carry out a supervisor’s or superior’s order or instruction or refuse to perform assigned work.

d) Intimidate or threaten by word or action a co-worker, supervisor, administrator, employee, parent, student, volunteer, visitor, vendor, supplier or guest or other person on the School Corporation’s premises or use abusive, foul or disrespectful language.

e) Engage in fighting, horseplay, disorderly conduct, acts of violence, abuse or any type of behavior which could or does endanger the health, welfare or safety of any person or disrupts business activities while on the School Corporation’s premises or parking facilities or in a School Corporation vehicle or a personal vehicle engaged in School Corporation business.

f) Commit any act of theft, concealment, criminal conversion or misappropriation of any School Corporation property or the property of others (including, but not limited to, tangible physical property or documents or information which is stored electronically or otherwise on School Corporation’s computer system or telephone system or voice mail system) or otherwise engage in any act of dishonesty.  This includes, but is not limited to, theft of any records or documents from administrators, supervisors, the Superintendent, Assistant Superintendents, co-workers, employees, volunteers, parents or students of School Corporation or checks, money orders or other instruments by which students, parents and others pay the School Corporation or pay for their expenses or other costs.

g) Have, possess, sell, distribute, purchase, use, consume or be under the influence of any alcoholic beverage, intoxicants, narcotics, barbiturates, hallucinogens, controlled substances or illegal drugs of any kind while on the School Corporations premises or during working hours or in a School Corporation vehicle, including a School Corporation vehicle or a personal vehicle being used for the business of the School Corporation or otherwise engage in a violation of the Drug Free Workplace and Drug/Alcohol Testing Policy.
h) Possess guns, knives, weapons, firearms, ammunition, explosives, fireworks or dangerous instruments of any type or kind anywhere on the School Corporation’s premises or in a School Corporation vehicle.  Exceptions to this policy include items of equipment furnished by the Corporation for the normal, essential performance of their position responsibilities.
i) Be absent without notice or falsify or improperly alter his/her own time and attendance records or the records of any employee or be absent without notice for three (3) consecutive scheduled workdays or leave the School Corporation’s property without permission during working hours or take excessive break time or walk off the job.

j) Violate the School Corporations attendance and tardiness rules or policies.
k) Deliberately waste, spoil, destroy, deface or vandalize the School Corporation property including, but not limited to, buildings, office areas, equipment, computer equipment or programs or software, furniture, machines, materials or supplies or the property of other people which is located on the School Corporation’s premises.

l) Engage in any act of sabotage of the School Corporation property or equipment or willfully or with gross negligence cause the destruction or damage of the School Corporation property or equipment or the property or equipment of any other employee, supervisor, student, parent, co-worker, supplier, vendor or guest or visitor of the School Corporation or deliberate misuse of School Corporation property.

m) Be charged with a crime that may affect the School Corporation’s business and/or reputation, or which may impair the employee’s reputation and usefulness to the School Corporation or engaging in any criminal act on work time and/or on the School Corporation’s premises or engaging in immoral conduct or indecent conduct on the School Corporation property or engaged in conduct that exposes the School Corporation or its employees to contempt, censure, ridicule or reproach.

n) Engage in conduct that is contrary to commonly accepted standards of justice, ethics, honesty or good morals.
o) Engage in the harassment, including, but not limited to, sexual harassment, of any supervisor, co-worker, employee, volunteer, student, parent, visitor, guest or other person or engage in conduct which violates the Harassment Policy or the Sexual Harassment Policy.

p) Engage in any conduct or activity, which is inconsistent with an employee being off work on a leave of absence or otherwise absent from scheduled work.

q) Engage in any act, which may represent a conflict of interest.

r) Falsify any records of the School Corporation, including time records or fail to keep and/or failure to maintain the confidentiality of records of the School Corporation, its employees or its students.

s) Engage in fraud upon the School Corporation or its workers compensation carrier or engage in any act of dishonesty against the School Corporation or its workers compensation carrier or a student or the parent(s) of a student of the School Corporation.  This includes, but is not limited to, lying or misrepresenting the need for any other type of leave (ex. bereavement), leave of absence (ex. FMLA) authorized by the School Corporation.

t) Commit any violation of the Electronic Mail, Computer, Internet, and Voicemail Policy or engage in excessive personal use of the School Corporation computers or telephone systems.

u) Engage in conduct which poses a threat to the safety and security of the School Corporation or its employees, including failure to use safety devices or equipment and failure to follow and comply with safety policies and procedures in this Handbook, the supplemental handbooks or the Board Policy Manual.  Violate safety rules of the School Corporation or safety rules set forth in any federal, state or local statutes, regulation or ordinance.

v) Sleep while on duty and while on work time.

w) Violate the School Corporation’s Tobacco Use on School Premises Policy.
x) Be discourteous to or mistreat students, parents, visitors, employees, co-workers, volunteers, and others.

y) Make a false report about any matter related to the School Corporation’s business.

z) Engage in gambling on the School Corporation’s premises.

aa) Accept tips or other gratuities or borrow money from students, parents, guests, visitors or others who visit the School Corporation’s premises.

ab) Falsify or omit important information on an employee application, transfer request, promotion request or other work-related document or on time records, as well as on or in any of the School Corporation records.

ac) Willfully provide false or misleading information to the School Corporation, a government agency, a third party payer or the like.

ad) Wear clothing that is not in compliance with the Dress and Language Policy.
ae) Failure to report work related injury.

School Corporation employees may also be subject to corrective action, up to and including immediate termination, for:
1.
Gross incompetence.
2.
Failure to perform the duties of his/her assignment in a satisfactory manner.
3.
Breach of confidentiality.

4.
Willful or negligent acts, which result in monetary loss to the School Corporation.

5.
Willful or negligent acts, which result in the loss of reputation to the School Corporation.

6.
Excessive use of work time and/or the School Corporation equipment, telephones, and so forth for personal business.

When an administrator informs an employee of charges related to any of the grounds for discipline or termination, which are listed above, the employee will be given an opportunity to respond to the charges, and the administration will carry out such additional investigation as is necessary to determine whether discipline, up to and including termination, is warranted based upon the information gathered during the investigation.
12. Disciplinary Procedure TC "Disciplinary Procedure" \f C \l "2"  -  If an Educational Support Staff employee violates any policy or rule contained in the Board Policy Manual, this Handbook or supplemental Handbook or engages in any misconduct or improper conduct or violation of law, the following procedure will be followed:

a) The employee’s supervisor will meet with the employee to explain the nature of the misconduct or deficiency, discuss the corrective action expected and the possible disciplinary measure.  The supervisor will prepare a memorandum summarizing the contents of the meeting and setting out the disciplinary measure imposed, or recommended.  The supervisor will sign and date the memorandum.  The employee will sign the memorandum indicating that he or she understands its contents.  The memorandum may be retained in the supervisor’s office or sent to the Human Resources Office depending upon the disciplinary measure imposed.

b) If the misconduct or deficiency persists or recurs, or another misconduct or deficiency arises, a second meeting between the employee and the supervisor may be held as set out in subsection a), immediately above.

c) If the misconduct or deficiency continues after the second meeting, or if another deficiency or misconduct arises, the supervisor may prepare a recommendation for termination of employment and send it to the Human Resources Office.  In such an instance, the supervisor and the employee shall meet with the Superintendent’s designee or his or her designee for a termination interview.

d) Discharge may be imposed as the first step in this procedure for a first instance of serious misconduct or a serious deficiency of a regular employee, or for any misconduct or deficiency of a probationary, temporary or substitute employee.  The determination of the appropriate disciplinary response and the opportunity for a second chance, as set out in this procedure, will depend upon the seriousness of the misconduct or the seriousness of the failure to perform the duties of the assignment satisfactorily.

13. Public Employee Honesty Position Bond TC "Public Employee Honesty Position Bond" \f C \l "2"  – Every employee in the School Corporation is covered by a faithful performance bond.

14. Liability Insurance – The Board of School Trustees provides liability insurance coverage for all employees of the School Corporation, for acts or omissions occurring in the course of employment; details of this coverage are set out in the Policies maintained in the Business Office.

15. Educational Support Staff Evaluation -The work performance of Educational Support Staff employees is evaluated by the immediate supervisor on a continuous daily basis and formal annual evaluation in the following areas: attendance, performance of duties and responsibilities, professional conduct and adherence to Board Policies and state and federal statutes and regulations.

Employees whose work performance is unsatisfactory will receive written notification of the deficiencies and be given an opportunity to improve.  See Appendix II for Educational Support Staff Evaluation Form.

16. Communications - Good communication is a critical key to individual and organizational success.  If an employee has questions about work, or is experiencing any job-related problems,   he/she should talk with the immediate supervisor about it at once.  It is the supervisor’s responsibility to listen and help with job-related matters.

If an employee has questions or concerns about any of the practices, Policies, or how schools are run, he/she can talk freely with the supervisor.  If that problem or concern is related to the immediate supervisor, the employee should contact the Superintendent’s designee.
17. Unemployment - Non-twelve month employees are not eligible for unemployment benefits during the period between two successive academic years or any other customary recess (such as Spring Break) if there is reasonable assurance of performing the same service in the following year.

18. Outside Employment – Whether an employee works full-time or part time, his/her position may be jeopardized if outside employment has a negative impact on his/her performance.
19. Outside Activities Of Support Staff - The School Board has adopted a Policy so that support staff members may avoid situations in which their personal interest, activities, and associations may conflict with the interest of the Corporation.  If non-school activities threaten an employee’s effectiveness within the School Corporation, the Board reserves the right to evaluate the impact of such activity upon the employee’s responsibility to the Corporation.

A. Support staff members should not give school time to outside activities when there is not valid reason to be excused from assigned duties.

B. Support staff members shall not use school property or school time to solicit or accept customers for private enterprises without written administrative permission.

C. Support staff members shall not campaign on school property during school time on behalf of any political issue or candidate for local, State or National office except on Election Day at election polls on school property.

D. Support staff members should avoid conduct and associations outside the school which, if known, could have an adverse or harmful effect upon the school community.

E. Support staff members should refrain from expressions that would disrupt harmony among their co-workers or interfere with the maintenance of discipline by school officials.

20. Conflict Of Interest - Under the Indiana Criminal Conflict of Interest statute, an employee is required to declare a conflict of interest if the employee spouse, or any dependent (including dependents by marriage) receive any financial benefit as a result of doing business with New Albany-Floyd County Schools.  This means, an employee spouse, or any dependent does any type of business with the Corporation, even if none makes a profit from the business relationship, the employee must declare a conflict of interest on a standard form.  This form is available from the Human Resource office.
21. Work Complaint Procedure TC "Work Complaint Procedure" \f C \l "2"   -- The Educational Support Staff Work Complaint Procedure is set out in Appendix I of this Handbook.

22. Change of Name, Address, & Telephone Number – Any change of name, address, phone number, or emergency contact information must be reported to the supervisor and Human Resources in writing within ten (10) days.

23. Change of Marital or Dependent Status or Beneficiary –An employee must notify Human Resources department of any changes in marital status, the number of dependents so the correct tax forms can be completed and health insurance coverage can be changed.  Notify Human Resources for any change in beneficiary.
24. Safely Performing Job - The New Albany-Floyd County Consolidated School Corp. recognizes its responsibility in providing a safe and healthy working environment for all students and staff.  It is the responsibility of each employee to exercise judgment and subsequent action necessary to ensure maximum protection to all persons and property and to perform each job in the safest manner possible and to reduce the risk of an accident.

 Accidents cause pain and suffering, anxiety, mental anguish, decreased production, lost time   from work, increased insurance costs and a multitude of other problems. Accidents for the most part can be avoided by taking action against unsafe conditions as they are seen.

Employees who feel they have been asked to perform work that is unsafe or dangerous should ask the immediate supervisor to review the directive.  Some steps to take in reducing the risk of an accident:

1. Safety is always considered when selecting employees for certain tasks.  Any medical restriction must be reported to the immediate supervisor.  
2. Every employee should be safety aware and promote safety awareness.

3. All employees should know what to do in case of an accident.

4. Every employee should report unsafe working conditions, practices, and faulty equipment to the Supervisor immediately.

5. Safety rules and regulations must be enforced for the good of employee health, safety, and welfare. Supervisors are required to enforce safety rules with employees.

6. Every employee should reduce the possibility of hazards by checking work areas on a frequent basis.

7. Safety inspections should be conducted regularly. The immediate supervisor will ask the Plant Operator to arrange for immediate attention by the Maintenance Department.

8. All employees should obey all safety rules and signs that have been posted.
9. Each school practices fire drills periodically for safety.  Fire extinguishers are placed throughout buildings.  Please know their location.  Employees will be instructed on how to use fire extinguishers in the case of emergency.

10. If a spill occurs wipe it up.  Pick up dropped items.  Report an unsafe condition to Supervisor.

11. Custodians must use wet floor signs when mopping.

12. Work areas must be kept neat, clean, and clear of clutter.

13. Each employee will attend an in-service training session on blood-borne pathogens.  Custodians are trained to safely clean up and dispose of bodily fluids using “Universal Precautions”.

14. All accidents, no matter how minor, must be reported to the supervisor immediately.

15. First aid will be given to an injured employee.  An accident report must be filed for work related injury.

Note: These statements are not all-inclusive. 
25. Security of Buildings And Grounds – The protection of buildings and their contents have been entrusted to employees of the New Albany-Floyd County Consolidated School Corp. by the taxpayers of the community.  It is the responsibility of all employees to protect that interest.





Security includes but is not limited to:
A. Locks on buildings, offices, classrooms, cabinets, refrigerators, freezers, and storerooms

B. Reducing losses by and/or including fire, theft, waste, vandalism, and excess energy

C. Minimizing hazards through accident, injury

D. Maintaining records

E. Reporting danger areas

F. Reducing exposure to loss

Only designated employees may have keys to storage areas and buildings.  Each employee is to report (to the immediate supervisor) any concern with regard to the issue of security.  All exterior doors are to be locked during school hours.
26. Public Representation – New Albany-Floyd County Schools is very visible in the community.  All media calls and inquiries should be directed to the Superintendent.  All calls and inquiries regarding specific departments should be referred to department Supervisor.
27. Disclosure of Employee Lists – Pursuant to Board Policy, employees are prohibited from disclosing any employee list to any organization other than governmental agencies having an interest in discharging the statutory functions of their agencies.  An employee list is defined as a list containing the names, addresses, or phone numbers of any or all employees currently or formerly employed in the school corporation.

28. Use of School District Property and Materials – All New Albany-Floyd County Schools property, including buildings, vehicles, equipment, office supplies, and materials are intended for school district business use only.  These things include, but are not limited to, stationary, office supplies, postage and stamps, telephones, copiers, tools, mowers, typewriters, computers and audio-visual equipment.  All personnel shall be responsible for the school equipment, supplies, books, furniture and apparatus under their care and use.  Any damaged, lost stolen or vandalized property shall be reported to the employee’s immediate supervisor.

29. Business-Related Travel Expenses – If an employee is required to travel or use personal auto as part of the job, the Corporation will reimburse for all reasonable expenses for travel, or for mileage, if the travel was approved in advance.  In-district travel between the employee’s home and official work station shall not be paid.  Mileage for use of personal auto is reimbursed at a mileage rate established by the Board of School Trustees.  The District Mileage Chart will be used to calculate mileage between Central Office and schools and/or school to school.  The supervisor can provide you with information about receiving reimbursement.  Refer to the Travel Policy for more detailed information regarding travel expenses.

30. Visitors & Solicitations – All visitors must follow School Corporation sign in Policy.  Employee’s/family/friends are prohibited from loitering on school property unless conducting official school business.  Unless authorized by the Superintendent or the Superintendent’s designee, sales representatives, agents, or other solicitors shall not solicit or contact employees during the work day on any property or premises owned or operated by the School Corporation.
31. Confidentiality- Federal law governs the right to confidentiality for both students and employees.  The Family Educational rights and Privacy Act (FERPA) protects student education records, which are official and confidential documents.  The Health Insurance Portability and Accountability Act (HIPAA) exists to provide privacy protection of health information for both students and employees.  It is illegal to disclose strictly confidential information and any such breach will result in immediate disciplinary action.
32. Volunteers And Parents – It is very common for parents, parent-volunteers, or other volunteers to be in/on buildings, grounds, or property.  All visitors are to be treated with respect and professionalism.
33. Work Complaint Procedure – The Educational Support Staff Work Complaint Procedure is set out in Appendix I of this Handbook.

34. Electronic Mail, Computer, Internet, and Voicemail Policy TC "Electronic Mail, Computer, Internet, and Voicemail Policy" \f C \l "2"  - The School Corporation’s computer system, computer hardware and software, e-mail systems, voice mail systems, and telephonic communication systems are the sole property of the School Corporation and are to be used primarily for work-related purposes in support of education and research and their use must be consistent with the educational objectives of the School Corporation.  All information and communications transmitted by, received from or in, or stored in these systems are the sole property of the School Corporation, and are not the private property of any employee.
In keeping with the School Corporation’s policies against unlawful harassment and discrimination, employees may not send or disseminate e-mail, instant messages, computer or voice mail messages or attachments that are vulgar, harassing, disruptive, intimidating, offensive, defamatory, and discriminatory toward anyone or that are inconsistent with the professional image of the School Corporation.  The display or transmission of sexually explicit images, cartoons or any other communication which can be construed as harassment, discrimination against or disparagement of others based upon their race, color, creed, national origin, limited English proficiency, religion, sex, pregnancy, family status, age, sexual orientation, gender identity, military status, veteran status, disability or other protected class is not permitted.

Although employees have been given a password to limit access to the e-mail and voice mail systems the School Corporation permits them to use -- e-mail, instant messages, and voice mail are not the private property of any employee.  Passwords should not be shared except with your supervisor or the System Operator.  While employees are forbidden to access or attempt to access someone else’s e-mail or voice mail, computer records or computer, the School Corporation has a right to access anyone’s computer, computer records, e-mail, instant messages or voice mail at any time for any reason without prior notice.  Employees should have no expectation of privacy or confidentiality in the computer, e-mail, voice mail or telephonic communications systems they use at work or in instant messages they send from or receive on any School Corporation computer.
The use of the School Corporations computer network and Internet system is a privilege, not a right, and inappropriate use will result in cancellation of all privileges.
All information, data, and messages (including instant messages) on the computer, e-mail, telephone or voice mail system used at work are School Corporation records, which the School Corporation reserves the right to access, read, monitor, or disclose for any reason at any time. By using the School Corporation’s telephone and computer equipment and systems, e-mail system, and voice mail system, employees are considered to consent to having their communications through this equipment and in these systems monitored by the School Corporation.

Regarding employees who call in to the School Corporation and who access the voice mail system or who have access to the School Corporation’s computer, e-mail, and Internet system by remote access from their homes or from any other source outside of the School Corporation facilities, all of the rules and policies contained in this Electronic Mail, Computer, Internet, and Voicemail Policy apply to their use of those systems from a location outside of the School Corporation.  For example, any information or messages (including instant messages) sent from a location outside of the School Corporation to the School Corporation computer and/or e-mail systems is the sole property of the School Corporation and no employee should have any expectation of privacy in that information even if it is sent from a location outside of the School Corporation.  Similarly, if an employee sends messages (including instant messages) or photographs or images to the School Corporation computer or e-mail systems from a source outside of the School Corporation, and if those messages or photographs or images violate the School Corporation’s policies against harassment, including sexual harassment or discrimination, an employee is subject to discipline, up to and including termination, for sending such information to the School Corporation from a location outside of the School Corporation.
Employees of the School Corporation are required to follow generally accepted rules of computer network and Internet etiquette, including, but not limited to, the following:

1. Be polite.  Do not be abusive in your message to others.

2. Use appropriate language.  Offensive or vulgar message, such as messages that contain sexual or racial comments, are strictly prohibited and are a violation of School Corporation rules and policies, including this policy.  Use of any School Corporation computer, computer program, e-mail, telephone system, voice mail system or any other system for any illegal activity is strictly forbidden.  Employees who engage in illegal activities using School Corporation equipment and systems will be reported to the proper authorities.

3. Do not reveal your personal address or telephone number or those of co-workers or students, to anyone.

4. Enrolling in or participating in chat rooms is prohibited.

5. Do not use the Internet or computer network in any way that will or does disrupt the use of the Internet or the computer network by other School Corporation users.

6. Word your messages carefully and try to be brief.
Security is a high priority since the School Corporations computer equipment and systems have many users.  If you feel you can identify a security problem in the network, you must notify your supervisor or the System Administrator.  Do not demonstrate the problem to other users.  Do not use another employee’s account without written permission from that individual.  Employees other than the System Administrator who attempt to log on or use the system as the System Administrator will be disciplined up to and including termination of employment.  Users identified as having a history of problems with other computer systems will be denied access to the network and Internet services.

Employees who vandalize the School Corporations computers, computer systems, hardware, software, e-mail system, e-mails, telephone system, voice mail system or any other system will have their privileges on that system cancelled and may face disciplinary action up to and including termination of employment.  Vandalism includes, but is not limited to, a malicious attempt, successful or otherwise to harm or destroy data of another user, to harm or destroy any data or information or systems in the computer or telephone networks.  This includes in negligent or intentional uploading, creation, infection, dissemination or distribution of viruses, worms, and other programs or devices that disrupt, damage, or otherwise harm the School Corporations computer or telephone systems and networks.  School Corporation employees shall not intentionally seek information on, obtain copies of or modify files or other data or passwords of other system users or misrepresent other users on the computer or telephone networks or the Internet system.

Any employee who becomes aware of any misuse of the School Corporation’s computer, e-mail or voice mail systems or violation of this policy is obligated to inform their supervisor, the Superintendent’s designee or the Assistant to the Superintendent for Administration and Operations of such misuse immediately.

Failure to abide by any of the provisions of this policy may result in corrective action up to and including immediate termination, without prior warning or notice.

Internet Policy

The Internet is a tremendous resource to the School Corporation, but it is also a source of material (i.e., games, pornography, etc.), which is entirely unrelated to the work of the School Corporation.  There is a lot of resource information on the Internet and copyright laws may protect some of it so downloading of some Internet materials could be a copyright infringement.  Improper use of the Internet at work can also be a distraction that takes employees away from their regular work.  Therefore, the School Corporation has established the following policies on Internet use:

School Corporation computers and their content, including e-mail, instant messages, and the School Corporation’s computer system, are owned by the School Corporation and are to be used solely for School Corporation business and for work for the School Corporation.  Some limited, incidental personal use of School Corporation computers for personal business has always been supported and will continue to be supported, unless it is abused.  Personal access to the Internet on School Corporation computers is also supported, within limits.  However, no School Corporation computer may be used to access or download material from any Internet site or source when the material is protected by copyright or where the principal content or any portion of the content of the site or source is sexually oriented or where the employee has reason to believe the information being accessed may be defamatory, offensive or irresponsible.  Further, no employee shall use a School Corporation computer and Internet to send offensive or defamatory messages (including instant messages), such as sexual or racial slurs, nor to send offensive or inappropriate materials inside or outside of the School Corporation.

In accordance with the School Corporation’s policy on sexual harassment, employees are prohibited from using a School Corporation computer and the Internet to access or attempt to access any Internet site or source where the principal content or any portion of the content of the site or source is sexually oriented.  Employees are prohibited from displaying on their computer screens any sexually oriented materials, pictures or images that the employee accesses from an Internet site or source.
Employees are prohibited from using their computers or any School Corporation computer and the Internet to communicate, transfer or disseminate confidential School Corporation data or information, to leak confidential information or to transfer or disseminate information about students or parents of students of the School Corporation or any of its employees.

Employees are cautioned that downloading material from the Internet might be considered making a copy of it under the copyright laws and, therefore, if the material is copyrighted, that would be an infringement of the law.  All employees should be sensitive to this concern and, if there is any doubt as to whether or not something can be downloaded, speak with Technology Resources in advance.

Employees have no privacy rights or any expectation of privacy in the use of their School Corporation computer or any School Corporation computer and Internet usage and access.  Employee Internet access may be monitored and/or audited from time-to-time and by using the School Corporations computer system and equipment all employees agree that the School Corporation has the right to do this.

Any employee who becomes aware of a violation of this Internet policy should immediately report the violation to his/her supervisor, the Superintendent’s designee or the Assistant Superintendent for Administration and Operations.

Any employee who violates these Internet policies is subject to corrective action, including forfeiture of the employee’s right to Internet access to a School Corporation computer, and up to and including termination from employment, with or without prior notice.

POLICY PROHIBITING USE OF PORTABLE DIGITAL MUSIC PLAYERS
Employees who for business purposes have a need to connect portable digital audio players, also known , for example, as mp3 players (ex. Apple iPods) (hereinafter “Portable Digital Audio Players”) to School Corporation computer, internet or other systems should obtain express written permission from the Assistant to the Superintendent for Administration and Operations.

All other School Corporation employees are prohibited from connecting Portable Digital Audio Players to the School Corporation’s computer or Internet or other School Corporation systems.  Employees are prohibited from connecting to the School Corporation’s computer, telephone, Internet or any other School Corporation equipment or systems any personal electronic devices or Portable Digital Audio Players that may be used:  (1) to download material from the Internet or any other source that may contain viruses, worms or any other harmful devices or programs; (2) to transfer information, data, music, movies, concerts, television shows, documents or other electronically stored materials to or from the School Corporation’s computer, telephone or Internet system; or (3) to use the School Corporation’s computer system as a device to play or broadcast music, movies, live concerts, television shows, or any other media through a personal digital device, such as a Portable Digital Audio Player or portable DVD player.

a) Some information, data, music, movies and other materials that can be downloaded from the Internet are protected by copyright and employees are prohibited from downloading such protected materials from the Internet either into the School Corporation-owned computer they use at work, into any School Corporation-owned computer, or through any School Corporation-owned computer into an employee’s Portable Digital Audio Player or other device owned by the employee.  Some of this Internet Material also carries harmful viruses, worms, and other devices or programs that can harm the School Corporation’s computers and network and could severely harm our business and our network, perhaps permanently.  Any employee who improperly imports copyrighted material or who imports a harmful program, virus, worm or other harmful device through a Portable Digital Audio Player or other device will be disciplined up to and including immediate termination of employment.

b) Employees are prohibited from downloading music, whether by file-sharing or any other method or program, and are prohibited from downloading movies, DVDs, CDs or any other type of media from the Internet or e-mail or any other source from any School Corporation-owned computer into any Portable Digital Audio Player or other device owned by the employee or brought onto the premises by the employee or anyone or from any Portable Digital Audio Player or other device owned by the employee or brought onto the premises by the employee or anyone into any School Corporation owned computer or School Corporation system or electronic equipment.  If any employee illegally or improperly or without permission downloads any materials that are protected by copyright or other legal protection, School Corporation may be held liable for the employee’s improper conduct.  If School Corporation is notified of such improper conduct or is charged or sued for such improper conduct by an employee, that employee is subject to discipline up to and including immediate termination of employment as well as responsibility for any fines, penalties, interest, legal fees, and judgments against the School Corporation due to the employee’s improper or illegal conduct.

c) Absent express written permission from the Assistant to the Superintendent for Administration and Operations, employees are prohibited from downloading into any Portable Digital Audio Player or any other digital equipment or device any confidential documents, data, photographs, files or materials of the School Corporation or any of its employees, vendors, students or parents of student or that relate or refer to any of its employees, vendors, students or parents of students.  Any employee who engages in such improper conduct will be subject to discipline up to and including immediate termination of employment.

d) As is stated earlier in this Electronic Mail, Computer, Internet, and Voicemail Policy, no employee should have any expectation of privacy in the computers or other equipment he/she uses at work nor in the telephone system, voicemail system, computer network, e-mail system or any other system owned by the School Corporation.  The School Corporation has the right to monitor any employee’s use of any of the hardware or software owned by the School Corporation and used by employees at work.  By using the School Corporation’s telephone and computer equipment and systems, computer network, e-mail system, and voicemail system, employees are considered to consent to having their communications through this equipment and in these systems monitored by the School Corporation.

e) Employees who violate any part or all of this policy are subject to discipline up to and including immediate termination of employment.

SAFETY AND HEALTH

35. Health - All employees must present a medical certificate to the Human Resources Department reflecting their ability to return to work after any prolonged absence due to illness or injury or when requested by the Superintendent or designee.
36. Blood borne Pathogen Exposure Control Plan TC "Bloodborne Pathogen Exposure Control Plan" \f C \l "2"  — The School Corporation has implemented a plan to eliminate or minimize occupational exposure to blood borne infectious diseases, including HIV and Hepatitis B.  All employees receive in-service on the Blood borne Pathogens Exposure Control Plan.  Employees who are at risk for exposure to blood borne pathogens and other potentially infectious material must participate in an in-service activity, are provided means to protect against exposure, and are offered the Hepatitis B vaccine.  Failure to comply with the requirements of the Blood borne Pathogens Exposure Control Plan may result in discipline, up to and including dismissal from employment in the School Corporation.

37. Universal Precautions TC "Universal Precautions" \f C \l "2"  — as a condition of employment, each employee shall participate in the School Corporation in-service program focusing upon health precautions relating to communicable diseases.  Each employee will use universal precautions whenever direct contact with blood or bodily fluids is required, or reasonably anticipated under the circumstances.  An employee’s failure to use universal precautions when direct contact with blood or bodily fluids was required, or should have been reasonably anticipated, shall result in the following sanctions:  First offense, written reprimand, conference with supervisor and additional in-service activity; Second offense, five (5) day suspension without pay and conference with the Superintendent’s designee, and; Third offense, dismissal from employment in the School Corporation.

38. On the Job Injury/Workers’ Compensation Insurance TC "Workers’ Compensation Insurance" \f C \l "2"  — The Board shall cover Educational Support Staff under the Indiana Workers’ Compensation Act of 1929, as amended.  During the first twenty (20) work days of absence caused by any individual injury covered by the Workers’ Compensation Act, no deduction will be made from the employee’s accumulated sick leave. Commencing with the twenty-first (21st) work day absence caused by an individual injury covered by the Workers’ Compensation Act, one-third (1/3) of a sick leave day shall be deducted and one-third (1/3) of a day of sick leave pay shall be made to the employee for each additional work day absence of such employee beyond twenty-one (21) such absences.  Such sick leave deduction shall be rounded to the nearest half day upon the return of the employee to work.

a) An employee shall promptly report (within 24 hours) any injury on the job and any potential workers’ compensation claim, on the appropriate form, to the appropriate supervisor and to the Insurance Office.

b) When an employee sustains an injury or illness which the employee claims is work related and which warrants medical treatment, the employee shall secure such treatment from the medical provider selected by the School Corporation.

c) The medical provider will provide the School Corporation a medical determination of an employee’s condition, capacity to perform work and any restrictions to be observed.  This medical determination will be updated as necessary, to permit the School Corporation to make decisions about an employee’s current medical condition and ability to return to work.

d) An employee will return to work as soon as medically possible.  If an employee is able to return to work with some limitations, the employee’s supervisor and the Superintendent’s designee will determine if the employee is able to perform the essential functions of his or her position, or if he or she could perform such functions with a reasonable accommodation.

e) If an employee is unable to perform the essential functions of his or her position, the Superintendent’s designee will determine if the employee could perform the essential functions of another assignment, with or without a reasonable accommodation.

f) A modified work schedule or temporary assignment will be limited to the time during which such schedule or assignment is medically necessary or to the time the employee’s medical restrictions become permanent, as documented by the medical provider.  If an employee’s medical restrictions become permanent and the employee is unable to perform the essential function of his or her former position, School Corporation will determine what reasonable accommodations, if any, can be made for the employee.
g) If a position is available that meets the injured employee’s physical limitations and the employee refuses to work in that position, the employee may lose benefits under the Indiana Workers’ Compensation Act.  Repeated refusal to perform the duties of an assignment which an employee is medically able to perform may result in discipline, up to and including dismissal as an employee in the School Corporation.

39. Inclement Weather or Other Emergency
When schools are closed, or delayed in opening, or are dismissed early in accordance with the following procedures will be followed:

a. Schools are closed for All Day

Support Staff who are employed for less than twelve (12) months, and who are scheduled to work less than twelve (12) months will be in a “non-duty” status.  These employees will work when the lost instruction day is rescheduled later in the year without additional compensation.

All twelve (12) month personnel will work on the day school is closed, unless they are excused by their supervisor for one (1) of the following reasons:

1.  Physical inaccessibility of their assigned building

2. Other reasons that are appropriate by current circumstances

Twelve-month employees are required to report to work at their regularly scheduled time or when they feel road conditions are safe.  Employees will be given 2 hours grace time.  If they arrive after 2 hours they may use compensatory time in ½ day increments or be paid for actual hours worked.  Twelve-month employees may use no more than one (1) leave day to cover any such an absence in any work year, unless approved by the Superintendent or designee.
b. School Days that are Delayed

A delay in the start of school always has the possibility of being changed to a full day’s closing that would have to be rescheduled at a later day.  In a normal circumstance, a delay in the opening of school will be for a two (2) hour period.  If circumstances require that the delay be for more than two (2) hour period, the school day will be cancelled and then rescheduled at a later day.

In the case of a delay in the opening of a school day due to weather conditions or other emergencies, employees are required to report for their regularly scheduled time, or when they feel road conditions are safe.  Employees will be given 2 hours grace time.  If they arrive after 2 hours they may use compensatory time in ½ day increments or be paid for actual hours worked.
c.    Essential Personnel

Employees who are required to report to work when administrative offices are closed due to inclement weather or other emergency may be eligible for additional compensation.
PAYROLL PRACTICES/WAGES TC "PAYROLL PRACTICES/WAGES" \f C \l "1" 
40. Wage Classifications TC "Wage Classifications" \f C \l "2"  - The School Corporation has developed wage classifications for related job functions designed to pay equitable wages based upon the employee’s tasks, responsibilities and length of service in the School Corporation.  The School Corporation periodically reviews the wage classification system, and the policies and procedures governing its implementation.  Any changes in the wage classification system will be brought to the Board of School Trustees for consideration.  

41. Experience Credit for Initial Wage Scale Placement TC "Experience Credit for Initial Wage Scale Placement" \f C \l "2"  - Educational Support Staff may be given credit for up to two (2) years of full-time work experience in determining initial placement upon the School Corporation wage scale, provided that such work experience is closely related to the assignment in the School Corporation for which the employee is to be placed, and provided further that the employee worked a minimum of four (4) hours each day and a minimum of one hundred eighty (180) days each year in such employment.  Such credit may also be given for a combination of training and work experience which is considered equivalent to two (2) years of work experience.  Credit for closely related part-time experience may be given on a prorated basis.  Up to one (1) additional year of credit for initial placement on the wage scale may be granted, if an employee has successfully completed specialized or advanced training in an area required by the position for which the employee is being hired.  The Human Resources Office shall determine an employee’s initial placement on the School Corporation wage scale.

An employee who is re-employed by the School Corporation, or who transfers from one position to another position in the School Corporation, will be placed based upon the recommendation of the Superintendent’s designee.  Full time experience is defined as a minimum of four [4] hours each work day and a minimum of one hundred eighty [180] work days each year. Credit for part-time experience will be granted on a prorated basis.

42. Wage Scale Increments TC "Wage Scale Increments" \f C \l "2"  – During succeeding years of employment, if any, each Educational Support Staff will receive an annual wage increment set forth on the wage scale applicable to that employee, at the beginning of the employee’s work year, until such employee reaches the top step on the wage scale.  To qualify for such an annual wage increment for a succeeding work year, the employee must have been employed and have commenced work not later than January 31 of the prior work year.  An employee hired and/or commencing work after January 31 of a work year will remain at the initial step placement through the succeeding work year.

43. Work Schedules TC "Work Schedules" \f C \l "2"  - The work schedules for Educational Support Staff vary substantially, both in hours per day and days per year. Educational Support Staff will receive specific information about their individual work schedules from the Human Resources Office, or from the Supervisor of the building or department in which they work.  See Pay Periods, below, for information about pay periods and pay installments.

44. Overtime TC "Overtime" \f C \l "2"  - Overtime is work which results in an employee working more than forty (40) hour week.  The School Corporation’s work week begins Sunday and ends Saturday.  All paid leave days (holiday, vacation, sick, personal, bereavement, etc.) will be paid at the employee’s regular hourly rate and are ineligible for overtime pay.  The School Corporation has limited funds to pay for overtime work, therefore, with very few exceptions, overtime is not regularly scheduled for Educational Support Staff employees.  Supervisors may adjust work schedules to avoid overtime.  When overtime work has been specifically authorized by an employee’s supervisor, it will be paid at one and one-half times the employee’s regular hourly rate, or the employee will be given compensatory time on the basis of one and one-half hours for each hour of overtime work, at the election of the employee. Any compensatory time taken in lieu of overtime pay must be taken subject to the terms of the Compensatory Time Policy, immediately below. Overtime shall not be scheduled for purposes of accruing compensatory time.

45. Compensatory Time TC "Compensatory Time" \f C \l "2"  — Compensatory time is time off from work during regular work hours as compensation for previous work outside the employee’s regular work hours.  Whenever possible, work must be expressly approved, in writing, in advance, by the employee’s immediate supervisor, in order to be counted as accrued compensatory time.  Compensatory time is taken in lieu of payment for additional work or overtime work and may be on an overtime basis, under the terms of the Overtime Policy, immediately above.  Compensatory time must be scheduled by mutual agreement of the employee and the employee’s immediate supervisor.

a) Compensatory time must be used within ninety (90) calendar days of accrual.  If compensatory time cannot be scheduled off during this time, then, payment of one and one-half the current hourly rate will be processed on the following pay period.  Compensatory time shall be recorded and kept by the immediate supervisor.  
b) Compensatory time may not be used immediately before or after a holiday, vacation period, during the first or last week of the individual employee’s work year, or during the first or last week of the regular school year, unless approval is given by the Supervisor and the Superintendent’s designee.
c) Compensatory time may not be used for sick leave, unless the employee has previously used all sick leave in his or her account.

d) No more than two (2) days of compensatory time may be used at any one time unless approval is given by the Supervisor and the Superintendent’s designee.

e) Immediate Supervisors or Building Administrators will create and maintain written records of compensatory time accrual, scheduling and use, for the protection of employee and the School Corporation.
46. Pay Periods – Educational Support Staff are generally paid bi-weekly on a twenty-six
(26) pay installment basis, in accordance with the School Corporation regular pay date schedule, unless they specifically request otherwise.  All new hires, less than twelve month, will be hourly basis.  Each regular employee will receive a payroll data form (not a contract) setting out the calculation of the employee’s wages for the work year.  Any lost work time not covered by paid leave benefits will result in deductions from a non-exempt employee’s wages and pay installment amount.  Employees should consult the pay date schedule for information about the distribution of checks falling on holidays or during recess periods.  Any Educational Support Staff not wishing to be paid bi-weekly on a twenty-six (26) pay installment basis should notify the payroll office of that election in advance.  
47. Direct Deposit

All employees will receive their pay through direct deposit.  Employees may access pay stub information through the internet
48. Promotions and Transfers TC "Promotions and Transfers" \f C \l "2"  — The Board and Administration encourage employees to work to improve their skills and to be interested in advancing themselves in the School Corporation.  The Board and Administration support the concept of promotion from within because it encourages loyalty to the School Corporation and gives employees a positive goal toward which to work.  At the same time, the School Corporation must strive to employ the most qualified person available for openings as they occur.  Employees requesting promotions or transfers must do so in writing, and will only be considered for vacancies for which they are qualified.  Employees in the orientation period or involved in disciplinary action are ineligible for transfer.
An employee who is selected to serve as a fill-in for an absent employee who is at a higher wage grade will receive the wage grade of the absent employee at the experience level (or “step”) of the fill-in employee after: 1) twenty (20) work days in the assignment; and 2) receiving satisfactory evaluations in the new assignment from the supervisor or building principal.  Such pay change will be effective upon approval; no retroactive payment will be made.  Nothing in the Policy prevents the Administration from re-assigning the fill-in employee to his or her former assignment and wage grade, at any time.

49. Posting of Vacancies TC "Posting of Vacancies" \f C \l "2"  — Whenever a vacancy occurs in a regular, full time, Educational Support Staff position, such vacancy shall be posted on the appropriate bulletin boards and/or School Corporation Website for a minimum of five (5) work days, provided, however, that a vacancy may be filled by making a transfer within an office, a department, or a building without conducting interviews. Posting requirements may be waived by the Superintendent’s designee.  Temporary and part-time assignments may not be posted.

a) The posting will contain a brief statement of the responsibilities and duties of an assignment and the expected work year, wage level and classification.  Any employee who wishes to be considered for a posted vacancy should complete the internal online application
WAGE RELATED FRINGE BENEFITS TC "WAGE RELATED FRINGE BENEFITS" \f C \l "1" 
50. Group Insurance Program TC "Group Insurance Program" \f C \l "2"  — Commencing upon active employment, the Board shall make available, for eligible full-time Educational Support Staff, a comprehensive group insurance program including hospitalization, major medical, long term disability, life and dental coverage at the levels prescribed by the Board.  Employee participation in this program is voluntary.

a) Insurance enrollment forms are available in the Insurance Office, in the School Corporation Administrative Services Center.

51. Section 125 Plan TC "Section 125 Plan" \f C \l "2"  – The School Corporation has adopted a “Cafeteria Plan” within the meaning of Section 125 of the Internal Revenue Code of 1986, as amended.  The purpose of this Plan, also known as a Section 125 Plan, is to provide the opportunity for eligible employees to pay the employee portion of the cost of Corporation provided group insurance coverages, the employee’s expenses for child care and the employee’s unreimbursed medical costs with before-tax earnings.  In other words, an employee can save as much as fifteen to twenty percent (15-20%) on the cost of group insurance, child care and medical costs which are not covered by insurance, by enrolling in the Section 125 Plan.  Details about the Section 125 Plan are available in the Corporation Insurance Office and will be provided to all eligible employees.

52. Participation in Insurance Program after Retirement TC "Participation in Insurance Program after Retirement" \f C \l "2"  -- Any full-time employee of the New Albany-Floyd County Consolidated School Corporation who retires at age fifty (50) or later, who has been a full-time employee of the School Corporation for ten (10) or more consecutive years immediately prior to retirement, and who is enrolled in the group medical insurance program at the time of retirement may elect to continue to participate in the group medical insurance program, at his or her own expense, until age sixty-five (65).  The School Corporation shall have no liability whatsoever arising from such retired employee’s participation in the group insurance program. 
53. Perfect Attendance Bonus - Educational Support Staff will receive a two hundred fifty dollar ($250) annual attendance bonus for perfect attendance excluding only vacation days, bereavement and jury duty.  Employees must work the entire school year (i.e. 180 days, etc.)
54. Reporting Absences TC "Reporting Absences" \f C \l "2"  – Each employee must report his or her anticipated absence from work to his or her supervisor prior to the start of a work day in accordance with the call-in procedure for his or her building and/or department.  In cases of unanticipated absence, the employee must notify the supervisor as soon as possible and provide the reason for the absence as well as the time of anticipated return to work.

55. Unauthorized Absences TC "Unauthorized Absences" \f C \l "2"  – An employee who is absent from work without authorization, or in circumstances that are not covered by one of the paid or leave benefits will have wages deducted for the period of such absence if permitted by law, and may be subject to discipline.  An absent employee who reports that he or she is sick when he or she is not sick is subject to wage deduction if permitted by law and to discipline.

56. Absenteeism and Tardiness -  TC "Absenteeism and Tardiness" \f C \l "2" Because of the nature of the services that we provide, it is very important that all employees be at work whenever they are scheduled.  We all must think of absence as a weakening of our School Corporation’s ability to furnish superior education to our students.  Therefore, all employees are expected to strive for perfect attendance.

Since regular attendance is so important, careful records of attendance are kept and monitored closely.  The following absenteeism and tardiness standards have been set up so all employees can be treated in a consistent manner.

Employees who are absent or tardy from work are subject to progressive discipline based on the number of “Occurrences” the employee has acquired during a twelve (12) month period.

ABSENCES 

An “absence” is defined as:  (a) a failure to report for a scheduled shift for one (1) or more consecutive days; (b) as two (2) incidents of tardiness in a one (1) month period; and, (c) as a situation where an employee works less than three-fourths (3/4) of a scheduled work day.

There are three (3) categories of absences: Scheduled Absences; Unscheduled Absences; and Un-notified Absences.

Scheduled Absences are defined as absences that have been arranged in advance and that have been approved by the immediate supervisor or which are subsequently approved by the immediate supervisor when supported with documentation, such as a doctor’s statement.  Examples of Scheduled Absences include, but are not limited to, the following:

· FMLA

· Personal Leave

· Sick Leave with Doctor’s statement

· Jury Duty

· Military  Duty

· Vacation and Holidays

· Job-related injuries

· Approved leave of absence may include extended medical treatments following a documented medical condition

· Bereavement Leave

· Compensatory Time

· Disciplinary Suspension

· Approved, Scheduled Leave of Absence

Scheduled absences will not result in an Occurrence.

Unscheduled Absences occur when an employee notifies the supervisor that he or she will not be reporting for work prior to the start of the work day pursuant to the department and/or building call-in procedure.  Beginning on the fourth (4th) unscheduled absence during the work year, employees who work equal to or more than ten (10) months will receive one (1) Occurrence for each unscheduled absence.  Employees who work less than 10 months will receive one (1) Occurrence for each unscheduled absence beginning on the third (3rd) unscheduled absence during the work year.  If an employee has exhausted all paid leave and is absent from work, each day of absence will count as a separate occurrence.  Unscheduled Absences qualifying under FMLA will not result in an Occurrence or discipline.  Employees who call in sick who do not have days available even with a doctors excuse count as unscheduled absence.
Un-notified Absences occur when an employee fails to notify the supervisor prior to the start of the work day pursuant the building and/or department call-in procedure that he or she will not be reporting for work that day.  An Un-notified Absence is a very serious offense and should always be avoided.  One Un-notified Absence will result in a one (1) day suspension without pay, and will result in three (3) Occurrences.  Un-notified Absences qualifying under FMLA will not result in an Occurrence or discipline.

Tardiness

Tardiness occurs when an employee reports to work after their scheduled work day begins. Two (2) incidents of tardiness in a thirty (30) calendar day period will result in one (1) Occurrence if the employee’s supervisor brings the matter to the attention of the employee within one (1) pay period after the Occurrence.
ACCUMULATING OCCURRENCES

Employees who are absent or tardy from work are subject to progressive discipline based on the number of Occurrences acquired within specified time frames.

Progressive levels of action are planned to give employees the opportunity to recognize and alter any undesirable behavior.  The four (4) levels of disciplinary action are:

A.
Verbal Warning: Employees who acquire three (3) Occurrences within a six (6) month time period, will receive a Verbal Warning.

B.
Written Warning:  Employees who acquire five (5) Occurrences within a twelve (12) month period will receive a Written Warning.

C.
Final Written Warning:  Employee who acquire six (6) Occurrences within a twelve (12) month period from first occurrence will receive a Final Written Warning.  

D.
Termination:  Employees who acquire eight (8) Occurrences within a twelve (12) month period from first occurrence will be terminated.

57. Sick Leave TC "Sick Leave" \f C \l "2"  -- Regular and temporary employees will be paid for absence during regular work time on account of personal illness, injury or treatment of a chronic condition, subject to the limitations and conditions set out below.  Sick leave may also be used by an employee in the event that serious illness or hospitalization of an immediate family member makes the employee’s absence from work imperative.  For purposes of this Policy, immediate family is defined as spouse, mother, father, grandparent, grandchild, son, daughter, stepchild, sibling, or another family member who is dependent upon the employee.
 Sick leave shall be credited annually to each employee on the first day of his or her  work year in an amount equal to the number of days during which the employee works   each work year according to the following formula for eligible employees hired prior to  April 1, 2010:


Days Worked:


Sick Leave Days:



180 to 189
-


9



190 to 209
-


10



210 to 239
-


11



240- and above
-


12

An employee must work a minimum of fifteen (15) hours per week to be eligible for sick leave.
The following formula is eligible for new employees hired effective April 1, 2010:



Days Worked:


Sick Leave Days:



 180 to189
-


4


 190 to 209
-


4.5


 210 to 239
-


5


240- and above
-


6
a) Sick leave may be used in full or half day increments only.

b) For employees (not covered by a collective bargaining agreement) (CBA) and employed in a regular assignment prior to April 1, 2010 - If in any one work year, the employee is absent because of personal illness or illness in the immediate family for fewer than the number of sick leave days allocated for that work year, the remaining days will be accumulated to a maximum of one hundred seventy-eight (178) days.
c) For employees, not covered by a CBA, and employed after April 1, 2010, the maximum accumulation of sick leave will be ninety-five (95) days.

d) If an employee is initially employed after the beginning of a work year or an eligible employee who works less than 180 days, the allocation of sick leave shall be prorated for that work year in accordance with the following formula:



Total days worked


Total Hours Sick



Total days in Work Year
X
Leave Granted for








Full Work Year


e) Sick leave may not be used during the first, ninety (90) day orientation period.  
f) If an employee who resigns or otherwise ceases to serve as an employee has used more sick leave in his or her last work year than he or she has earned on the basis of the formula set out in subsection e), above, the School Corporation shall deduct the appropriate amount from the employee’s last pay installment, unless the employee had sufficient accumulation of sick leave from previous work years to cover the sick leave usage in the last year of employment.

g) No additional sick leave shall be credited to, or accumulated by any employee during any leave of absence.

h) A physician’s statement based upon a medical examination may be required, at any time, for use of sick leave.

58. Sick Leave Bank TC "Sick Leave Bank" \f C \l "2"  - The purpose of the sick leave bank is to relieve its members from undue financial burdens due to absence from work on a long-term basis due to illness, injury or incapacitation sufficiently severe that it would make their presence at work inadvisable.  Participation in the sick leave bank shall be voluntary.  Participation is only for employees enrolled in Public Employees’ Retirement Fund (PERF).
a) Educational Support Staff who wish to participate must notify the Human Resources Office each year not later than October 1, unless they are continuing their membership from one work year to the next as provided for in subsection e), below.

b) In the first year of his or her employment, an Educational Support Staff must work for a period of ninety (90) calendar days before becoming eligible for enrollment in the sick leave bank.  Following this period of ninety (90) days, an eligible employee shall have thirty (30) calendar days in which to enroll in the bank for that work year.

c) The Board will not contribute any days to the sick leave bank.  Only members’ actual days may be contributed to create the bank.  Each new member of the bank shall contribute one day of his or her accumulated sick leave, and in the event that the sick leave bank drops below four hundred (400) days at the beginning of the work year, each continuing member of the bank shall contribute one day of his or her accumulated sick leave days to the bank for the work year. No day shall be deducted under the following conditions for employees hired prior to April 1, 2010:

A.
a twelve-month employee whose sick leave accumulation is between 166 and 178 days at the beginning of his/her work year;

B.
an eleven-month employee whose sick leave accumulation is between 167 and 178 days at the beginning of his/her work year;

C.
a ten-month employee whose sick leave accumulation if between 169 and 178 days at the beginning of his/her work year;

D.
a nine-month employee whose sick leave accumulation is between 170 and 178 days at the beginning of his/her work year.
No day will be deducted for employees hired after April 1, 2010:

A.
a twelve-month employee whose sick leave accumulation if between 89 and 95 days at the beginning of his/her work year;

B.
an eleven-month employee whose sick leave accumulation is between 90 and 95 days at the beginning of his/her work year;

C.
a ten-month employee whose sick leave accumulation if between 90.5 and 95 days at the beginning of his/her work year;

D.
a nine-month employee whose sick leave accumulation is between 91 and 95 days at the beginning of his/her work year.

d) Membership shall be on an annual basis, and the employee must be actively serving in his or her position at the time of enrollment to be eligible for membership, except as stated in subsection e), herein.

e) An Educational Support Staff’s enrollment in the sick leave bank shall continue from year to year, effective the first day of each work year, and one (1) day of sick leave shall be deducted from such employee’s individual accumulation, when appropriate under subsection c), above, unless such employee notifies the Human Resources Office by May 15 of a work year, of his or her decision not to enroll in the sick leave bank for the succeeding work year.  If an Educational Support Staff school employee continues his or her enrollment, such employee member need not be actively serving in his or her position for sick leave bank enrollment to become effective at the beginning of a work year, provided such employee continues to be employed by the School Corporation.

f) The sick leave bank may only be used for the illness of its members; no family privileges will be extended.  An individual member may not use more of the bank’s days during his or her work year than the total of his or her own individual cumulative sick leave at the time of enrollment for that work year, after deduction of the one (1) day of sick leave for enrollment in the sick leave bank for that work year, when necessary, except as set out in sub-section g), immediately below.

g) A member who has been employed by the School Corporation a minimum of five (5) years, and who qualifies to begin using sick leave bank days too late in his or her work year to exhaust his or her allocation during that work year, and who continues to be unable to return to work at the beginning of the next work year because of the same illness, will be permitted to continue to use sick leave bank days at the beginning of the new work year, on the basis of the previous work year’s allocation.  In such circumstances, the Human Resources Office may require a new medical examination and a new medical practitioner’s statement verifying the continued need to be absent from work due to the same illness.  Upon exhausting the previous work year’s sick leave bank allocation, absence from work due to a new illness, or return to work, whichever occurs first, the member must then use his or her individual sick leave allotment for the new work year prior to qualify for additional sick leave bank days, and the use of sick leave bank days will be limited to the allocation for the new work year.  No other carryover of an individual member’s possible allocation of sick leave bank days from one work year to the next work year will be permitted.

h) An individual member wishing to use the bank must wait at least three (3) working days without pay, before use of the bank will be authorized; these days are not reclaimable from the bank.  This three (3) day waiting period shall be waived for members who experience a recurrence of the same illness within the same work year.  
i) Each use of the sick leave bank must be supported by a written request for its use from the member and a physician’s statement substantiating the need for the absence from work.

j) The sick leave bank shall be administered by the Human Resources Office under the following guidelines:

1) To apply for days from the sick leave bank, a participating member must submit a written request to the Human Resources Office.  A doctor’s statement, verifying the nature of the employee’s illness and the necessity for the employee to be absent from work, must also be provided to the Human Resources Office before approval for the use of the sick leave bank will be given.

2) Subject to the conditions in the Policy, any participating member who has exhausted his or her accumulated sick leave is eligible to apply to the Human Resources Office for sick leave bank days to cover additional absences from work during his or her current work year.

3) The Human Resources Office may grant, deny, or suspend grants of sick leave bank days.  Any grants will be retroactive except in cases of hospitalization, nursing home or similar confinement, in which case the Human Resources Office may grant days in advance when the need is supported by appropriate medical evidence.  Each applicant automatically consents to submit to medical examination by a medical practitioner and/or review of his or her medical history, if it is deemed necessary by the Human Resources Office.

4) Persons withdrawing sick leave bank days will not be required to replace these days.

k) A joint sick leave bank committee shall be appointed under the guidelines set out below; this committee shall have authority only to hear and respond to any appeal by a sick leave bank member of a decision made by the Human Resources Office.  The sick leave bank committee shall be composed of:


One (1) Representative for the Bus Drivers


One (1) Representative for the Custodians


One (1) Representative for Food and Nutrition Employees


One (1) Representative for the Maintenance Staff

One (1) Representative for the Operations Support Staff and Instructional Support Staff


Two (2) Representatives for the Administration

1) The Educational Support Staff representatives shall be appointed by the President of the local association representing the specific Educational Support Staff group, and the Administrative appointments shall be made by the Superintendent.  Each committee member shall be appointed for one (1) year, however such member may be re-appointed for additional terms without limit.  The names of those appointed to the committee shall be transmitted to the Human Resources Office as soon as possible after the appointments are made.

2) Vacancies on the committee shall be filled as quickly as possible, in the same manner that the original member was selected.  Should any member of this committee become unable or unwilling to fulfill his or her duties, the remaining committee members may declare his or her position vacant by majority vote.

3) The committee shall meet as needed; the Superintendent’s designee shall convene the committee, and a chairperson shall be chosen by the committee for each meeting.  Meetings may also be called at the request of a majority of the committee members.  A majority of committee members will constitute a quorum for any official action of the committee.

4) The sick leave bank committee shall issue a written decision in responding to the appeal.  The committee may confirm the decision of the Human Resources Office, or make any other decision that the Human Resources Office is empowered to make in responding to the initial request for use of the bank.  The decision of the sick leave bank committee on any appeal shall be final.

l) The Human Resources Office shall prepare a listing of the sick leave bank membership as soon as is practicable after the enrollment period is over, and send a copy of this list to the Presidents of the local associations representing the Educational Support Staff.

59. Personal Business Days TC "Personal Business Days" \f C \l "2"  – Each full time Educational Support Staff shall be entitled to three (3) days of personal leave without loss of pay for the transaction of personal business, during regular daily duty time, during each regular work year.  Each part time employee shall receive personal leave on a prorated basis.
a) A personal leave form supplied by the Board must be completed by the employee and received by the employee’s immediate supervisor prior to such absence.

b) The following reasons will be sufficient and are the only acceptable ones for use of a personal leave day:

1) Routine medical and dental appointments which could not be scheduled outside the work day.

2) Illness or injury other than employee or immediate family.

3) Civic affairs which could not be conducted outside the work day.

4) Personal business which cannot be scheduled outside the work day.
5) Inclement weather or other emergency.

c) If the reason for the absence arises between the end of the work day and the beginning of the work day on which the absence is to occur, the notice of intent to be absent and the reason for such absence may be given to the employee’s supervisor verbally; however, in such cases the form must be completed and submitted to the supervisor on the day the employee returns to work.

d) Personal leave time may be used in increments of one full or one-half work day only.  An employee may use no more than three (3) personal leave days at any one time.  For twelve month employees, no more than one (1) day per work year may be used when student instruction is cancelled due to weather or other emergency.  Personal leave shall not be used on a day immediately before or after a holiday, in-service day, vacation period, or during the first or last week of the individual employee’s work year or of the school year unless such use is approved in advance by the employee’s immediate supervisor and the Superintendent’s designee.
e) Personal leave time not used during an employee’s individual work year shall accumulate to a maximum of seven (7) days.  Unused personal leave beyond seven (7) days shall accumulate as sick leave, provided however, that such accumulation may not increase the maximum sick leave accumulation referred to in the sick leave Policy.

f) Personal leave time shall be credited annually to each employee on the first day of his or her individual work year.  
g) The personal business day may be denied by the employee’s supervisor when it’s deemed in the best interest of the School Corporation.

60. Bereavement Leave TC "Bereavement Leave" \f C \l "2"  – A full time, regular employee shall be entitled to be absent from work without loss of compensation for a period not to exceed five (5) work days due to the death of a member of the employee’s immediate family, provided such days are used within twenty-one (21) calendar days of such death.  No deductions from sick leave shall be made for such absence.  For purposes of this Section, immediate family is defined a spouse, mother, father, sister, brother, grandmother, grandfather, mother-in-law, father-in-law, sister-in-law, brother-in-law, daughter-in-law, son-in-law, grandmother-in-law, grandfather-in-law, great grandmother, great grandfather, grandchild, son, daughter, stepchild, stepmother, stepfather, step grandparents, or another family member who is dependent upon the employee.  An employee shall be entitled to be absent from work without loss of compensation for a period not to exceed one (1) work day, under the limitations set out herein, due to the death of the employee’s aunt, uncle, 1st cousin, niece, or nephew.  Part-time employees may be entitled to be absent from work without loss of compensation for a period not to exceed one (1) work day for immediate family as defined above.
In the event that more than one such death occurs in the period of a work year, the above provisions shall apply in each instance.

61. Jury Duty TC "Jury Duty" \f C \l "2"  – In the event an employee is called to jury duty during any work day, such employee shall continue to receive his or her regular daily pay, provided the employee notifies his or her immediate supervisor prior to the first day of such absence, and, upon release by the Court, produces a statement certifying the days of such service, and provided further that the employee endorses and turns over to the Business Office the total check received from the Court; otherwise, such leave shall be without compensation.  Employees released from Jury Duty more than three (3) hours prior to the end of their regular scheduled are expected and required to return to their regular work assignment.

62. Legal Leave TC "Legal Leave" \f C \l "2"  – An employee required to appear in any court proceedings resulting from activities of the employee while acting in the course and scope of his/her employment with the School Corporation will be granted leave with pay for the time necessary to appear in a capacity other than plaintiff, provided the employee notifies his or her immediate supervisor prior to the first day of absence.

63. Vacation and Holiday Pay TC "Vacation and Holiday Pay" \f C \l "2"  – Twelve (12) month employees will receive one (1) day of paid vacation for each ten (10) weeks of service for less than a full year of employment, during the first year of employment.  Twelve (12) month employees will receive one (1) week of paid vacation during the first full year of employment and two (2) weeks of paid vacation during the second year of employment.  Vacation may not be used during a new employee’s orientation period.  
a) Except as set out below, paid vacation shall be scheduled by a twelve (12) month employee within the work year in which it accrues; such vacation shall be scheduled with the approval of the employee’s immediate supervisor.

b) Vacation shall not be used on a day immediately before or after a holiday, or during the first or last week of the individual employee’s work year, or of the school year, unless such use is approved in advance by the employee’s immediate supervisor and the Superintendent’s designee.

c) In rare instances, of benefit to the School Corporation and the employee, a twelve (12) month employee may, with the approval of his or her immediate supervisor, take vacation earned in one work year during the first four (4) months of the subsequent work year.  

d) Any other exceptions to the vacation policy set out above may be approved only by the Superintendent, or designee.

e) Twelve (12) month employees will receive holiday pay in accordance with the Educational Support Staff work year calendar issued by the Human Resources Office.

f) Approved Support Staff positions, excluding Bus Drivers, who are employed for a work year of one hundred eighty [180] days will receive two (2) days of holiday pay at steps one (1) through five (5) on the hourly wage classification schedule and five (5) days of holiday pay upon reaching step six (6) on such schedule.

64. Unpaid Maternity/Newborn Childcare Leave TC "Unpaid Maternity/Newborn Childcare Leave" \f C \l "2"  - Educational Support Staff may be granted an unpaid leave of absence of up to one (1) work year for maternity and/or to care for a newborn child of the employee or a child newly placed in the employee's custody through an adoption or foster care provided they notify their immediate supervisor and the Human Resources Office at least sixty (60) days prior to the date on which such leave is requested to begin.  The prior notice requirement may be waived in cases of documented medical emergency. Employees must inform the Human Resources Office of the length of the leave that is requested and provide a physician’s statement certifying the pregnancy or birth indicating the delivery date or due date for the child.

a) Each employee on an approved leave shall notify the Board, in writing, not later than thirty (30) days prior to the end of the leave, if he or she intends to return to employment with the Board upon expiration of the leave.  Failure to supply such notice shall relieve the Board of any obligation to return the employee to work in the School Corporation.

b) Employees shall be offered a position in the School Corporation not later than the beginning of the first work year following the end of their leave of absence.  If the employee refuses the position offered following their leave, the School Corporation shall have no further obligation to return the employee to work in the School Corporation.  An employee returning from an approved leave shall retain credit for years of service and unused sick leave credits as of the time the leave commenced.

65. Military Service TC "Military Service" \f C \l "2"  - Educational Support Staff volunteering for or called to service in the uniformed services are entitled to re-employment with the School Corporation upon their return from duty subject to applicable federal and state laws.  Educational Support Staff obligated or intending to enter the uniformed services should provide the School Corporation with notice of such obligation or intent as soon as possible.  Likewise, employees seeking re-employment after completion of their service in the unformed services should notify the School Corporation of such intent as soon as possible.  A person who is a member or applies to be a member of, performs, has performed, applies to perform, or has an obligation to perform in the uniformed services shall not be denied initial employment, reemployment, retention in employment, promotion or any benefit on the basis of that membership, performance of service, application for service, or obligation.  38 USC 4211(a).

66. Reserve Duty TC "Reserve Duty" \f C \l "2"  - The Board will grant an Educational Support Staff employee a leave of absence, with pay, for up to fifteen (15) days for required reserve duty in any branch of the armed services of the United States of which the employee is a member, provided the employee may receive only one (1) such leave during any work year.  For any additional required reserve duty beyond the fifteen (15) days of paid leave, the Board will grant an Educational Support Staff employee a leave of absence for reserve duty, without pay.
67. Family and Medical Leave Act -  TC "Family and Medical Leave Act" \f C \l "2" The School Corporation complies with all applicable federal and state labor and employment laws, including the Family and Medical Leave Act of 1993 (FMLA). Refer to the School Corporation’s Administrative Guidelines 4430.01 a d 4430.01B for further information.
68. Military Family Leave

a) Military Caregiver Leave

Eligible employees who are the spouse, son, daughter, parent, or next of kin of a covered service member may take up to twenty-six (26) weeks of unpaid FMLA leave, in a “single 12-month period”, to care for a covered service member with a serious injury or illness.  The “single 12-month period” begins on the first day the eligible employee takes Military Caregiver Leave and ends twelve (12) months after that date.  
For purposes of Military Caregiver Leave, the covered service member maybe a member of either the Regular Armed Forces or the National Guard/Reserves.  Covered service members also include veterans who were members of the Armed Forces (including the National Guard and Reserves) at any time during the five years before the FMLA leave begins and who are undergoing medical treatment, recuperation or therapy for a serious injury or illness, as long as they were discharged or released under conditions other than dishonorable. .
The term “son or daughter of a covered service member” means a covered service member’s biological, adopted, or foster child, stepchild, legal ward, or child for whom the service member stood in loco parentis, and who is of any age.  Similarly, the term “parent of a covered service member” means a covered service member’s biological, adoptive, step or foster father or mother, or any other individual who stood in loco parentis to the covered service member.  (The term does not include parents “in-law.”)

The term “next of kin” means the service member’s nearest blood relative, other than the covered service member’s spouse, parent, son, or daughter, in the following order of priority:  blood relatives who have been granted legal custody of the service member by court decree or statutory provisions; brothers and sisters; grandparents; aunts and uncles; and first cousins; unless the covered service member has specifically designated in writing another blood relative as his/her nearest blood relative for purposes of Military Caregiver Leave under the FMLA, in which case the designated individual shall be deemed to be the covered service member’s next of kin.  All family members sharing the closest level of familial relationship to the covered service member are considered the covered service member’s next of kin, unless the covered service member has specifically designated an individual as his/her next of kin for Military Caregiver Leave purposes.  While an eligible employee may care for more than one (1) seriously injured or ill covered service member at the same time, the employee may not take more than twenty-six (26) work weeks of leave during each “single 12-month period.”
Military caregiver Leave is a “per-service member, per-injury” entitlement.  Therefore, an eligible employee may take twenty-six (26) work weeks of leave to care for one (1) covered service member in a “single 12-month period”, and then take another twenty-six (26) work weeks of leave in a different “single 12-month period” to care for another covered service member or to care for the same service member with a subsequent serious injury or illness (e.g., if the service member is returned to active duty and suffers another injury).  Additionally, an eligible employee could take FMLA leave, after the end of the “single 12-month period” for Military Caregiver Leave, to care for a covered service member if the member is a qualifying family member under non-military FMLA and s/he has a serious health condition.

b) Qualifying Exigency Leave

Eligible employees may take up to twelve (12) weeks of unpaid FMLA leave for any of the following qualifying exigencies that are related to the fact that the employee’s spouse, son, daughter or parent is on active duty, or has been notified of an impending call or order to active duty to support a contingency operation:

1.  Issues arising from a covered military member’s short-notice deployment (i.e., deployment on seven (7) or less calendar days of notice) for a period of seven (7) days from the date of notification.

2. Military events and related activities, such as official ceremonies, programs, or events sponsored by the military, or family support or assistance programs and informational briefings sponsored or promoted by the military, military service organizations, or the American Red Cross that are related to the active duty or call to active duty status of a covered military member.

3. Certain childcare and related activities arising from the active duty or call to active duty status of a covered military member, such as arranging for alternative childcare, providing childcare on a non-routine, urgent, immediate need basis, enrolling or transferring a child in a new school or day care facility, and attending certain meetings at a school or day care facility if they are necessary due to circumstances arising from the active duty or call to active duty of the covered military member (this does not include providing child care on a routine, regular or everyday basis).
4. Certain activities arising from the military member’s covered active duty related to care of the military member’s parent who is incapable of self-care, such as arranging for alternative care, providing care on a non-routine, urgent, immediate need basis, admitting or transferring a parent to a new care facility, and attending certain meetings with staff at a care facility, such as meetings with hospice or social service providers.
5. Making or updating financial and legal arrangements to address a covered military member’s absence (e.g. preparing and executing financial and healthcare power of attorney, transferring bank account signature authority, enrolling in the Defense Enrollment Eligibility Reporting System, obtaining military identification cards, or preparing or updating a will or living trust).
6. Attending counseling provided by someone other than a healthcare provider for oneself, the covered military member, or the child of the covered military member, the need for which arises from the active duty or call to active duty status of the covered military member.

7. Taking up to fifteen (15) days of leave to spend time with a covered military member who is on short-term, temporary, rest and recuperation leave during the deployment.

8. Attending to certain post-deployment activities, including attending arrival ceremonies, reintegration briefings and events, and other official ceremonies or programs sponsored by the military for a period of ninety (90) days following the termination of the covered military member’s active duty status, and addressing issues arising from the death of a covered military member.

9. Any other event that the employee and the Board agree is a qualifying exigency.

For purposes of Qualifying Exigency Leave, a military member must be a member of the Regular Armed Forces or the National Guard/Reserve.  
 For members of the Regular Armed Forces, covered active duty is duty during deployment of the member with the Armed Forces to a foreign country. 

For members of the Reserve components of the Armed Forces (members of the National Guard and Reserves), covered active duty is duty during deployment of the member with the Armed Forces to a foreign country under a call or order to active duty in a contingency operation. 
69. Unpaid Leave of Absence -  TC "Unpaid Leave of Absence" \f C \l "2" The Board may grant an Educational Support Staff a leave of absence without pay or other fringe benefits upon written request of the employee, setting out, in full, the reasons for such request.  Such a leave may not be requested for more than a full work year.  In order to be considered, the request for a leave must be submitted in sufficient time before the requested leave would commence to permit the Board to consider the availability of a replacement when considering the leave request.

a) The employee on leave shall be permitted to continue the hospitalization and Major Medical Insurance coverage which he or she was entitled to at the time the leave commenced, provided that the employee shall assume the full cost of all such premiums for the duration of the leave.  If the employee fails to pay all such insurance premiums when due, the insurance shall be immediately cancelled.

b) Each employee on an approved leave shall notify the Board, in writing, not later than thirty (30) days prior to the end of the leave, if he or she intends to return to employment with the Board upon expiration of the leave.  Failure to supply such notice shall relieve the Board of any obligation to return the employee to work in the School Corporation.

70.
403(b) Voluntary Retirement Savings Program – The Board shall make available to all employees a 403(b) retirement savings program.  All additional rules and regulations for the implementation of this savings program shall be developed by the Superintendent or designee.  Employee participation in this program shall be voluntary and at the employee’s expense.
71.
Longevity Stipend – Eligible Educational Support Staff Employees who have completed a minimum of ten (10) years of uninterrupted full-time service in the School Corporation prior to the 2010-11 school year will receive an annual stipend of three hundred dollars ($300).  When such employee has completed a minimum of sixteen (16) years of uninterrupted full-time service, this annual stipend will be increased to four hundred ($400), and following twenty one (21) years of uninterrupted full-time service, the annual stipend will be increased to five hundred dollars ($500).  For purposes of this stipend “full-time service” means a minimum of four (4) hours each work day and a minimum of one hundred seventy-five (175) work days, each year
72.
Employment After Retirement -  TC "Employment After Retirement" \f C \l "2" Retired employees may be hired by the Board, on a year to year basis, or as substitutes, part-time, temporary, or extra workers at the discretion of the Superintendent or designee.

73.
Public Employees Retirement Fund TC "Public Employees Retirement Fund" \f C \l "2"  - Upon employment, eligible Educational Support Staff shall be included in the Public Employees Retirement Fund (PERF), under the regulations established by that fund.  The Board will pay the three percent (3%) of the employee share of the employee’s gross salary to PERF.

74.
Severance Benefit - The Board shall make available for Educational Support Staff calculated on the basis of the formula set out below, one of the following supplemental benefits:  (i) contributions toward the cost of retiree medical benefits under the medical insurance plan in which the employee is enrolled at the time of retirement up to the amount of the retirement severance benefit, or (ii) contributions to a qualified Section 403(b) plan, or (iii) contribution paid directly to employee.  The decision as to whether to provide the retiree medical supplement, or the 403(b) plan will be based upon several factors, including the retiring employee's access to other health insurance coverage after retirement, the value of the severance benefit, and the status of the retiree's coverage under the School's medical plan in the year of retirement.  Once the School Corporation has made the determination to provide the retiree medical supplement, the 403(b) plan or direct payment, it cannot be changed.  If a retiree dies before all severance benefits have been applied to retiree medical benefits, any remainder shall be paid to his or her beneficiary.  To be eligible for a severance benefit, the employee must meet all of the criteria contained herein.

(a)
To be eligible for a severance benefit, an employee must:
(1)
Have been employed by the Board for a minimum of four (4) hours each work day and for a minimum of one hundred seventy-five (175) days of each work year and in a PERF covered position.
(2)
Have been employed by the Board a minimum of ten (10) consecutive years prior to retirement.

(3)
Be a minimum of fifty (50) years of age.
(4)
Submit a letter to the Human Resources Office, by July 1st of the year proceeding the last year of service, stating that the employee is retiring, effective at the end of the next work year.
(b)
In the event an employee dies or is forced to retire because of poor health and the employee has fulfilled all of the requirements to receive the severance benefit, except notice, the employee, or the employee’s beneficiary or estate shall receive the benefit.

(c)
The Superintendent may waive the notice requirements set out, herein.
(d)
The severance benefit will be calculated in accordance with the following formula:

(1)
The employee shall be entitled to the following benefit based upon the employee’s full years of completed service in the School Corporation in accordance with the schedule listed below:
10 years
$2,000.00

11 – 15 years
$3,000.00

16 – 20 years
$4,000.00

21 – 25 years
$5,000.00

26 years and up 
$6,000.00

(2)
To the amount arrived at immediately above, add the amount resulting from the multiplication of the employee’s total accumulated unused sick leave and personal leave at the end of his or her last work year at thirty dollars ($30.00).
(3)
In addition, for employees who qualify for the severance benefit, the School Corporation shall pay one thousand six hundred and sixty-seven dollars ($1,667.00) toward the individual annual employee premium for the medical insurance plan in which the employee is enrolled at the time of retirement from the School Corporation; such insurance supplement shall be paid for a maximum of three (3) years; or, until the month in which the employee reaches eligibility for Medicare; or, whichever comes first.  To receive this benefit, an employee must maintain his or her enrollment throughout this period in the same medical insurance program in effect at the time of retirement.  If an employee elects to receive this insurance supplement and fails to pay his or her portion of the premium when such payments are due, the employee’s insurance will be canceled and no additional insurance supplements will be paid by the School Corporation.  If at the time of retirement an employee waives continued medical insurance coverage and the insurance premium supplement, referred to above, an additional sum of two thousand dollars ($2,000.00) shall be added to the severance benefit calculated under paragraphs (1) and (2).  Any employee who retires at age sixty-five (65) or older is not eligible for this medical benefit.  
APPENDIX I  
EDUCATIONAL SUPPORT STAFF WORK COMPLAINT POLICY AND PROCEDURE TC "APPENDIX I  EDUCATIONAL SUPPORT STAFF WORK COMPLAINT POLICY AND PROCEDURE" \f C \l "1" 
1. Statement of Purpose TC "Statement of Purpose" \f C \l "2"  – This Work Complaint Process, adopted by the Board of School Trustees of the New Albany-Floyd County Consolidated School Corporation is designed to provide a procedure for Educational Support Staff to use in presenting claims that the School Corporation, through the Board or  its agents, has violated or misinterpreted one or more of the Board-adopted Policies or Procedures as these matters affect the individual employee who files the Work Complaint Form.  This Policy and accompanying Procedure are not intended for claims that the Board has violated an employees civil rights as provided for by state or federal civil rights statutes; a separate Board Policy and Procedure exists for employees and applicants for employment to use in registering civil rights complaints.  Except as stated above, this procedure provides the only formal procedure for resolving individual Educational Support Staff complaints about the application of Board Policies and Procedures, however, nothing herein shall limit an employee from presenting an informal, verbal complaint and having such complaint resolved independently of this procedure, as long as the time limits for filing a formal complaint continue to be observed in any such instance (see below).  This procedure is adopted to provide for rapid and equitable resolution of all work complaints at the lowest appropriate supervisory level within the School Corporation.

2. Definitions TC "Definitions" \f C \l "2" 
a) A “work complaint”, for purposes of this Policy, is a claim by a Educational Support Staff (non-certified) employee of the School Corporation that the Board has violated or misinterpreted one or more Board adopted Policies and Procedures as such policies or procedures affect such employee in his or her employment relationship with the School Corporation.  No other dispute between an Educational Support Staff employee and the Board shall constitute a complaint under this procedure.

b) A “group complaint” is a claim by two or more Educational Support Staff employees that the Board has violated or misinterpreted one or more Board Policies or Procedures in a manner that affects each of the employees in the same way.  Each Educational Support Staff employee who is a member of such group shall sign the Work Complaint Form whenever such form is filed.

c) The terms “School Corporation” and “Corporation” shall refer to the New Albany-Floyd County Consolidated School Corporation of the County of Floyd of the State of Indiana.

d) The term “Board” shall refer to the Board of School Trustees of the School Corporation and shall include officers, representatives and agents.

e) “Complainant” shall refer to an employee who signs and files a Work Complaint Form under this procedure.

f) A “day” for purposes of the Policy and Procedure shall mean a week day and shall exclude Saturday and Sunday.

3. General Limitations TC "General Limitations" \f C \l "2" 
a) All time limits contained herein or on the Work Complaint Form shall be strictly adhered to unless the Board and the Complainant agree in writing to an extension thereof.  In the event a Complainant fails to exhaust his or her remedies under this procedure, or fails to adhere to the time limits with respect to each step, the complaint shall be deemed abandoned and the matter shall be settled in accordance with the School Corporation’s last answer thereto.  In the event the School Corporation fails to give its answer at any step, within the time limits prescribed, the Complainant shall have the right to proceed immediately to the next step of this Procedure.
b) No work complaint shall be used as a basis for punitive action of any kind, or become part of the Complainant’s personnel file.

c) All claims made beyond an informal discussion shall be filed on a Work Complaint Form printed by the Board and available in all schools and the Administrative Services Center of the School Corporation.  The form must be completed with specificity and particularity and must include, at a minimum, personal information, the date of the occurrence, the Policy or Procedure violated by the occurrence, and the relief requested.  An employee may contact an Assistant or Deputy Superintendent prior to the filing of the written grievance, for advice and information regarding the utilization of this Work Complaint Procedure.

d) Any employee serving as a necessary witness, or officially representing a Complainant at a hearing held under the Procedure during his or her regular duty time, shall be released from his or her regular duties for the period of such appearance, only.  Nothing contained herein shall be construed to require the Board to schedule any hearing under this Procedure during the regular duty time of a Complainant, witness or representative of a Complainant.

e) Except as described in subsection d), immediately above, a Complainant shall be responsible for any and all expenses incurred by the Complainant in the filing, hearing and appeal of any work complaint processed under this Procedure.

f) Consistent with the intent of the Board that work complaints be resolved at the lowest appropriate supervisory level, a Level I Complaint shall be filed with the lowest appropriate administrator, normally the employee’s immediate supervisor.  If a complaint challenges a School Corporation-wide action or policy, such complaint shall be filed with the Assistant Superintendent for Administration and Operations and the Level II time limits for hearing and response shall prevail.

g) The Complainant shall, at the initiation of the complaint, distribute copies of the completed and signed Work Complaint Form in accordance with the instructions contained thereon.

h) Any settlement of a complaint shall be applicable to that complaint only and shall not be binding authority for the disposition of any other complaint.

i) The Assistant to the Superintendent for Administration and Operations shall serve as the designee of the Superintendent in the processing of complaints under this Procedure.

4. Procedure TC "Procedure" \f C \l "2" 
a) An employee may initiate a work complaint by filing a Work Complaint Form with his or her immediate supervisor within fourteen (14) days of the occurrence, or within fourteen (14) days after the employee reasonably should have known of the occurrence, whichever is later.

b) If an employee files the Work Complaint Form with his or her immediate supervisor, within ten (10) days of such filing, the immediate supervisor shall meet with the employee and any representative whom the employee wishes to have present, and within five (5) days of the meeting, the immediate supervisor shall answer the complaint in writing.

c) If the complaint is not settled at Level I, the employee may, within seven (7) days of receipt of the immediate supervisor’s answer, appeal to the Assistant to the Superintendent for Administration and Operations by filing a written statement describing why the response given at Level I is unsatisfactory.  Such written statement shall be attached to a copy of the Work Complaint Form as initially filed.

d) Within ten (10) days of the receipt of a Work Complaint Form, at Level II, the Superintendent’s designee shall meet with the Complainant and any representative whom the Complainant wishes to have present.  The Assistant to the Superintendent for Administration shall answer the complaint, in writing, within ten (10) days of the meeting.

e) If the complaint is not settled by the decision of the Superintendent’s designee, the Complainant may appeal to the Board, within fifteen (15) days of receipt of Level II response, by filing, with the Secretary of the Board, a written statement describing why the response given at Level II is unsatisfactory and a copy of all forms used in the processing of the complaint at Levels I and II.

f) Within fifteen (15) days, or at the next regularly scheduled Board meeting, whichever is later, the Complainant may be given an opportunity to appear before the Board, in executive session, to present evidence in support of the position presented in the complaint.  The Complainant may be represented by any person of his or her choice.  The decision of the Board shall be rendered, in writing, within fifteen (15) days of the hearing.  The decision of the Board shall be final.

APPENDIX II
EDUCATIONAL SUPPORT EMPLOYEE EVALUATION FORM
	
	
	
	
	

	
	Employee:_______________________________  
	Location/Building ___________________
	
	

	
	Position:  ________________________________  
	
	
	

	
	
	
	
	


Directions: Please (√) the rating that describes your account of the employee’s performance.  All Needs Improvement (N) and Unsatisfactory (U) ratings must be accompanied by appropriate written comments and/or documentation.

Rating Scale

	Exemplary (E)
	Above Average  (A)
	Satisfactory (S)
	Needs Improvement (N)
	Unsatisfactory (U)


	
	
	E
	A
	S
	N
	U

	1.
	QUALITY OF WORK:  Performs quality work


	
	
	
	
	

	2.
	PRODUCTIVITY:  Completes tasks in timely, efficient manner.
	
	
	
	
	

	3.
	RESPONSIBILITY:  Accepts and fulfills job responsibilities.


	
	
	
	
	

	4.
	ADAPTIVE/INITIATIVE:  Takes appropriate initiative in work situations.  Accepts change in directive.
	
	
	
	
	

	5.
	RELATIONSHIPS:  Interacts effectively with the public, students and other employees.


	
	
	
	
	

	6.
	COURTESY:  Demonstrates consideration for others by being courteous and tactful.
	
	
	
	
	

	7.
	DEPENDABILITY:  Demonstrates dependability by following instruction and remaining on the job until task is completed.
	
	
	
	
	

	8.
	ATTENDANCE:  Maintains a good attendance record and conforms to work hours.
	
	
	
	
	

	9.
	DRESS:  Wears clothing that is professional/appropriate.
	
	
	
	
	

	10.
	SAFETY AND KNOWLEDGE:  Practices approved and prescribed methods of safety.  Has a knowledge of methods, materials, objectives and other fundamental information skills. 
	
	
	
	
	

	11.
	COMMUNICATION:  Expresses ideas clearly and communicates essential information appropriately.
	
	
	
	
	


Comments:

	

	


This is to certify that we read and discussed this evaluation.

	Supervisor:
	
	Date
	
	
	Employee:
	
	Date
	


The employee’s signature shall not be construed to indicate agreement or disagreement with the statements contained on this form.  The employee has the right to offer a written response to this evaluation.  The response shall be attached to this form.
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INTRODUCTION

This handbook is designed to familiarize you with the New Albany Floyd County Consolidated School Food & Nutrition Services and to provide you with important information about working conditions, employee benefits, and of the policies affecting your employment.  You are expected to read, understand, and comply with all provisions in this handbook.  It describes many of your responsibilities as an employee and outlines the programs developed by Food & Nutrition Services to benefit employees.  One of our objectives is to provide a work environment that is conducive to both personal and professional growth.

This Handbook Supplement for Food & Nutrition Services Employees sets forth certain additional policies and procedures unique to them, as a supplement to the Educational Support Staff Employee Handbook.  Additional applicable policies and procedures are contained in the Board Policy Manual.  This Handbook Supplement for Food & Nutrition Service Employees, and the Educational Support Staff Employee Handbook, supersedes any prior handbooks or policies of the School Corporation effective July 1, 2013.

No employee handbook can anticipate every circumstance or question about policy. As we continue to grow, the need may arise for change and Food & Nutrition Services reserves the right to revise, supplement, or rescind any policy or portion of this handbook as it deems appropriate.  You may receive updated information concerning changes in policies and procedures from time to time, and those updates should be kept with your copy of the Handbook and your Handbook Supplement.  

If you have any questions about any of the provisions in the Handbook or this Handbook Supplement, please ask your supervisor, Director of Food & Nutrition Services or the Superintendent’s designee.
MESSAGE FROM THE DIRECTOR

Welcome to our Food & Nutrition Services team!  We are pleased to have you join us as a Food & Nutrition Service employee and hope that you will enjoy your employment with us.  It is our goal to place new employees in positions that utilize their abilities and enhance their contribution to the educational programs at New Albany Floyd County Schools as well as provide opportunities for personal satisfaction and growth.
We are committed to serving nutritious, attractive and appealing meals to our students at a reasonable price.  It is important that we view our students truly as CUSTOMERS and our operation as a BUSINESS.  As employees, it is our business to serve our customers.  This will require teamwork, commitment and imagination.  We are always looking for ways to improve our program and welcome any input which will result in better service to our customers.

Healthy eating is an important life skill.  It takes all of us working together to help our children learn to enjoy healthy eating.  We will be working with all of you to get your creative ideas, and work on changing the scene to have a healthier environment.  We truly believe that healthy eating means better learning.  Our department is committed to supporting the School Corporation’s goal to:
“Provide each child an outstanding, unsurpassed education”.

We have an excellent school district that depends on well-informed personnel to perform important jobs every day. We are trying to help children succeed, as well as help colleagues succeed.  Informed employees make better employees.  I am optimistic this handbook will be another tool to make you a more effective employee.

Please take the time to review the following information.  If you have any questions at this time or at any time throughout your employment, you are always welcome to contact me at the Central Office (542-4703).

I hope you will find your association with the New Albany-Floyd County Schools rewarding and I wish you good luck in your career with us.

Respectfully,

Pamela A. Casey, FMP, SNS
Director of Food & Nutrition Services

GOVERNING AGENCIES OF THE SCHOOL FOOD SERVICE PROGRAM

United States Department of Agriculture (USDA)

The United States Department of Agriculture is the governing agency for federally funded programs including the National School Lunch Program, the National School Breakfast Program, the Summer Child Nutrition Program, the After School Snack Program, and the National Government Commodity Program.

Indiana Department of Education (IDOE)
The Indiana Department of Education is the governing agency for all public schools in the State of Indiana.

Indiana State Board of Accounts
The Indiana State Board of Accounts regulates accounting procedures for all governmental agencies in the State of Indiana, including public schools.  It is the responsibility of the State Board of Accounts to maintain accountability for funding from Indiana taxpayers.

Indiana State Board of Health (ISBH)
The Indiana State Board of Health is responsible for safeguarding the public in matters of public health including restaurants, sewers and sanitation, housing, nursing homes, hospitals, school food service, and day care centers.  The ISBH gathers and reports disease statistics, and works closely with the Center for Disease Control (CDC).

Floyd County Health Department
The Floyd County Health Department works under the jurisdiction of the Indiana Department of Public Health.  The Floyd County Health Department inspects all of the cafeterias in the school district on a regular basis.  The Floyd County Health Department is responsible for issuing food permits on an annual basis to all retail food establishments in Floyd County.

EMPLOYEE ATTENDANCE

All employees are expected to be on the job as scheduled every day that meals are served.   Excessive absence interferes with good service to students and staff in many ways.  Excessive absenteeism will compromise continued employment with the department.

Employees may be required to work as needed on additional days:

 



Back - to - School Workshops

 



Cleaning Days (opening and closing school)

 



In-Service Workshops

 



Services requested by Supervisor or School Administration

 



Unforeseen circumstances critical to Department function

No employee may leave the work area without the approval of the manager.

TIME SHEETS/CLOCK

Time clocks are to be utilized, including time in, time out and total hours worked.  Sick and personal leave should be indicated in the appropriate section.

Time record must reflect actual hours worked.  Misrepresentation of hours worked will be considered cause for disciplinary action.

PROMOTIONS/TRANSFERS
Periodically it becomes necessary to make adjustments in staffing due to increases or decreases in service needs, or for the positive operation of a school cafeteria.

Positions that become available due to a vacancy will be posted, offering a fair opportunity for employees to change locations, to apply for a position with more hours, better pay, or for the opportunity to receive increased benefits.  Employees in the orientation period or involved in disciplinary action are ineligible for transfer.
Any employee who wishes to voluntarily transfer must make the request in writing to the Director of Food & Nutrition Services using the District’s Human Resource portal on their website.
CROSS-FUNCTIONING JOB RESPONSIBILITIES
Every effort should be made for child nutrition employees to become familiar with as many jobs in the kitchens and cafeterias as possible.

Studies show that employees who are challenged in learning new tasks, and who perform different jobs are happier in their work, are more valuable to the organization, strengthen the food service unit, communicate more effectively, and are able to provide better service in finding more improved ways of performing tasks.
Each employee should take the initiative to reflect on strengths and weaknesses and make every effort to seek challenges and opportunities in performing a variety of jobs.  The manager should also encourage each employee to improve skills by performing other jobs.
BENEFITS
EMPLOYEE MEAL PRIVILEGES

Food & Nutrition Service employees who are regularly scheduled to work are provided a school lunch while on duty. Lunch privileges will not be extended to employees who do not work in Food & Nutrition Services Department.  All employees who are entitled to meals will be offered the menu of the day or an alternate meal in special-function situations.  Lunch must be eaten on the premises.  Employees may not use the district’s purchasing process from distributors/vendors for personal use.

REFERRAL INCENTIVE   

Current employees refer friends and family to Food & Nutrition Services department for possible employment opportunities. Referrals must fill the name of the employee who referred them on the application.  This must be done at the time the application is filled out.  “Referred Persons” who are hired and are placed in permanent positions, must remain employed within the department for ninety (90) days.  Upon completion of the ninety (90) days both the recruiter and refereed employee will be qualified for the award.  Referrals who are hired in Substitute positions must work a total of 60 school days to qualify.  A $50.00 award will be paid to both the referral and the referee at the end of the qualifying period.

EMPLOYEE CONDUCT

DRESS CODE/UNIFORMS 

Your personal appearance is important both to you and to the School Corporation.  As an employee of Food & Nutrition Services, you represent an image of competence and professionalism to our students and fellow staff members.  Personal hygiene is essential to food safety.
You are expected to use good judgment in the maintenance of your personal grooming and uniform.  Your uniform should be neat, clean, and pressed.  If you have a question about the appropriateness of a particular item of clothing, discuss it with your supervisor before wearing it to work.  Snug fitting clothing such as Lycra or Spandex is not acceptable attire.  

Supervisors have the final authority to determine if an article of clothing is not appropriate for our school environment and can request an employee to leave work until they return in acceptable attire.  Failure of an employee to return to work will be considered an unexcused absence and may result in disciplinary action.

Employees must report to work in clean uniforms as follows:

Shirt:
Uniform shirt (polo type) that is supplied by the department.  Unless alternative is approved by manager for special events.
Pants:
Khaki pants/slacks, skirts, shorts, culottes, or split skirts must be at least one (1") inch below fingertips. Denim will only be allowed on “Casual Friday’s”.  Denim must be medium to dark in color, hemmed, no tears or holes, and no sagging off the hips.

Shoes:
Slip or Skid-resistant, closed-toed leather or imitation leather shoes.  No sandals or canvas shoes.  Athletic shoes are allowed as long as they are not canvas. Shoes must be kept clean and fit properly.

Caps:
Uniform cap/visor is to be worn during all food preparation and service for hair restraint in the normal, front facing position.  Long hair must be pulled back and secured in place to minimize movement.  Hair restraints must be worn at all times.

Aprons:
To be worn during food production only to keep the uniform clean. Aprons must be changed it they become soiled. Aprons are not to be worn during service hours.

Jewelry: 
Must be kept to a minimum.  A wedding band is the only acceptable hand jewelry allowed in food service.  Only post earrings (non-dangle) are allowed due to the possibility of injury and physically contaminating food from loss of earring parts.

Fingernails:
No fake finger nails, no fingernail polish allowed.  Nails must be kept clean and short to reduce the possibility of contaminating foods during preparation and serving.  Hands must be washed frequently throughout the day, especially after possibilities of contamination.  Gloves must be worn during food preparation and service times.  Hands must be washed before wearing gloves. 

PERSONAL HYGIENE REGULATIONS FOOD SERVICE 

As stated in the Indiana State Department of Health Food Service Regulations, all employees must adhere to the following personal hygiene regulations:

· May only eat or drink in designated eating areas.  Eating or drinking in the food preparation area or in the service area is prohibited.

· Chewing Gum is prohibited.

· Smoking or use of tobacco in any form is prohibited on campus. 

· Hands must be washed before wearing gloves, handling food, after washroom visits, after sneezing, coughing, smoking, handling garbage, money, shoes, and/or clothing.

· Employees who have a skin rash, boils or infectious cuts may not work with food.  Affected areas should be covered and when cuts are on the hands they need to be kept clean, dried, covered with a bandage, and covered with a plastic glove.

· Keep bare hands away from mouth, face, nose, ears, and hair.

· Do not cough or sneeze over food preparation areas.

· Use a tasting spoon for tasting food.  Do not use food preparation utensils nor your fingers for tasting.

· Do not place towels over the shoulder or use to wipe your face.  Do not use a cleaning towel for any other purpose.

PACKAGE CONTROL

Unauthorized removal of food (including leftovers), paper items or any other food service item from the school building is grounds for immediate disciplinary action, up to and including dismissal.  

CODE OF ETHICS
Food & Nutrition Services employees should honor the responsibility of their profession by following a code of ethics:



To uphold the honor and dignity of the food service/ child nutrition profession by conducting themselves in a professional manner and to refrain from any action that would reflect unfavorably on the department, the school, or the profession.

 
To use their skill and knowledge for the enhancement of human welfare by promoting the good of every person in a caring, compassionate, dignified and confidential manner, by respecting the individuality of each person with respect to their individual or cultural differences, by not acting in a discriminatory manner while providing service with compassion, respecting the dignity, worth, and rights of those we serve.

 
To be fair, honest, and impartial in their profession by practicing and demanding honesty in all representations, by remaining fair and equitable in all relationships, by conducting themselves so as to not reflect adversely on the integrity of the profession, and by not falsely or maliciously injuring the personal or professional reputation of others.

 
To serve with fidelity the public and their employees by abiding by the rules of conduct with regard to local, state, and federal laws, and community interests, by having due regard for the health and safety of the public, by optimizing the use of public resources, by being sensitive to the needs of the community, and implementing and promoting the development and implementation of those programs which will address those needs.

 
To strive to increase the competence and prestige of their profession by acting with reasonable care and competence in applying the skill, knowledge, and judgment in upholding the duties of the profession, by cooperating with governmental agencies and professional organizations in promoting and developing sound business practices, by supporting regulations that promote sound nutrition and the welfare of children on a state and national level, by continuing education and training to keep informed in their professional knowledge, and by not jeopardizing personal and professional integrity due to outside interests.
APPENDIX A

Orientation Checklist
Food & Nutrition Services Manager's Checklist for New Employees Orientation
Employee's Name: ____________________________________________


Date Reported for Work: _______________________________________


This checklist provides an outline to follow in welcoming and in orienting a new employee. This is your greatest opportunity to win loyalty, to stimulate interest, and to establish program standards. Check each item to be sure that you have welcomed the new employee properly and provided all the appropriate information.

1.  Get ready to receive the new worker:



Date Completed


(  ) Review his/her work experience.




____________

(  ) Have an up-to-date job description on hand to pass out.

____________

(  ) Have workstation, tools, equipment, and supplies ready.

____________
2.  Welcome the new worker:


(  ) Put him/her at ease.





____________

(  ) Indicate relationship to the new worker. 



____________

(  ) Assign workstation.






____________
3.  Show genuine interest in the worker:


(  ) Discuss him/her background and interests. 


____________

(  ) Understand employee expectations.



____________
4.  Explain the work of the unit: 
(  ) Describe the function.





____________
(  ) Outline the organization. 





____________
(  ) Indicate him/her position.





____________
(  ) Explain relationship of work to that of other employees.

____________
(  ) Show where work schedule is and how to use it.


____________
(  ) Review work standards.





____________
5.  Introduce new employee to co-workers: 
(  ) Describe new employee's duties. 




____________

(  ) Identify each employee by name.




____________
6. Show layout and available facilities. 
(  ) Explain layout of kitchen. 





____________
(  ) Show restroom and lockers.




____________
7.  Explain rules and regulations:

(  ) Hours of work.






____________
(  ) Punctuality and attendance.




____________
(  ) Use of time cards.






____________
(  ) Lunch period.






____________
(  ) Use of telephone.






____________
(  ) Leave - calling in sick, personal.




____________
(  ) Discuss HIPPA rules





____________

(  ) Other kitchen practices and procedures 
(smoking, safety, fire regulations).




____________
(  ) Dress code - what to wear each day to dress as a team. 

____________
(  ) Show proper hand-washing techniques.



____________
(  ) Show temperature logs.





____________

8. Instruct specifically for their job or assign a trained, qualified person to do so:

(  ) Give step-by-step instructions.




____________
(  ) Explain quality and quantity work standards.


____________
(  ) Indicate availability of person(s) for assistance. 
   

____________
(  ) Explain use and care of tools and equipment. 


____________
(  ) Stress safe working habits.      

 


____________
(  ) Stress security aspects of job.                      


____________
(  ) Show use of cleaning and sanitizing chemicals.                     
____________
Employee Signature:  ________________________________________________
Food & Nutrition Services Manager’s Signature: __________________________________________________
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APPENDIX B
	NEW ALBANY / FLOYD COUNTY CONSOLIDATED SCHOOL CORP.

FOOD & NUTRITION SERVICES DEPARTMENT

PERFORMANCE EVALUATION REPORT 

	Name:
	
	Due Date:
	

	Title:
	
	Evaluation Status:

	Work Location:
	
	_____ 90 Day Orientation or

 _____ Other

	Use ink or typewriter for all final markings on this evaluation.

	              SECTION A:  RATINGS                                                              
	

	Exceeds Standard (ES)
	Effectively Meets Standard (EMS)
	Requires Improvement* (RI)
	Unsatisfactory* (US)
	Not Applicable (NA)
	Immediate supervisor must check a rating for each item, in the appropriate rating column.


	 

	
	(
	(
	(
	
	1. Observance of Work Hours
	SECTION B:  STRENGTHS AND SUPERIOR PERFORMANCE 

	
	(
	(
	(
	
	2. Attendance
	

	
	(
	(
	(
	
	3. Grooming and Dress
	

	
	(
	(
	(
	
	4. Compliance with Rules
	

	
	(
	(
	(
	
	5.  Sanitation & Safety Practices
	

	(
	(
	(
	(
	(
	6. Public Contacts
	

	(
	(
	(
	(
	(
	7. Pupil Contacts
	

	(
	(
	(
	(
	(
	8. Employee Contacts
	

	(
	(
	(
	(
	(
	9. Knowledge of Work
	

	(
	(
	(
	(
	(
	10. Work Judgments
	

	(
	(
	(
	(
	(
	11.  Planning and Organizing
	SECTION C: DEFICIENCIES OR IMPROVEMENTS NEEDED

	(
	(
	(
	(
	(
	12. Job Skill Level
	*Any rating of unsatisfactory or requires improvements must be explained.

	(
	(
	(
	(
	(
	13. Quality of Work
	

	(
	(
	(
	(
	(
	14. Volume of Acceptable Work
	

	(
	(
	(
	(
	(
	15. Meeting Time Restraints 
	

	(
	(
	(
	(
	(
	16. Accepts Responsibility
	

	(
	(
	(
	(
	(
	17. Accepts Direction
	

	(
	(
	(
	(
	(
	18. Accepts Change
	

	(
	(
	(
	(
	(
	19. Effectiveness Under Stress
	

	(
	(
	(
	(
	(
	20. Cleanliness of Work Area
	


	
	EMS
	RI
	US
	NA
	SECTION A: RATINGS (continued)
	SECTION D: GOALS AND IMPROVEMENT PROGRAMS

	(
	(
	(
	(
	(
	21.  Operations and Care of Equipment
	

	(
	(
	(
	(
	(
	22. Work Coordination
	

	(
	(
	(
	(
	(
	23. Initiative
	

	(
	(
	(
	(
	(
	24. Cashiering
	

	(
	(
	(
	(
	(
	25. Other:
	

	(
	(
	(
	(
	(
	26. Other:
	

	ADDITIONAL ITEMS FOR SUPERVISORS ONLY
	

	(
	(
	(
	(
	(
	27. Planning and Organizing
	

	(
	(
	(
	(
	(
	28. Scheduling and Coordinating
	

	(
	(
	(
	(
	(
	29. Training and Instructing
	

	(
	(
	(
	(
	(
	30. Productivity
	

	(
	(
	(
	(
	(
	31. Evaluating Subordinates
	

	(
	(
	(
	(
	(
	32. Judgments and Decisions
	

	(
	(
	(
	(
	(
	33. Supervisory Control
	

	(
	(
	(
	(
	(
	34. Operational Economy
	

	(
	(
	(
	(
	(
	35. Other:
	

	(
	(
	(
	(
	(
	36. Other:
	

	OVERALL EVALUATION RATING
	( Exceeds Standards      ( Effective Meets Standards        ( Requires Improvement        ( Unsatisfactory

	
	Based on the above evaluation, I recommend the following:  

( Retain Regular Status   ( Retain Second Orientation Period   ( Dismiss

	I certify that this performance report has been discussed with me.  I understand my signature does not necessarily indicate agreement.

	Employee’s Signature                                                                                                                                                  Date



	Manager’s Signature                                                                                                                                                   Date



	Director’s Signature                                                                                                                                                     Date



	*Any rating of unsatisfactory or requires improvement must be explained in Section C.



	Attach additional sheets as necessary to record strengths and superior performance, progress achieved, goals and improvement programs, or deficiencies and improvements needed.


� To the extent of any conflict between this Handbook and the Master Contract Between the Board of School Trustees of the New Albany-Floyd County Consolidated School Corporation and the New Albany-Floyd County Bus Drivers Association (“Master Contract”), the provisions of the Master Contract controls only as to issues pertaining to the School Corporation  Bus Drivers covered by the Master Contract.
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