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Stanton Community Schools Classified Employee Handbook
2023-2024 School Year

FOREWORD

Intent of Handbook

Welcome to the Stanton Community Schools. This handbook is intended to be used by classified
employees to provide general information about the Stanton Community Schools and to serve as
a guide to policies, rules, and regulations, benefits of employment, and performance
expectations.

References in this handbook to “Classified Employees” are intended to apply to all staff who are
not required by their position to hold a teaching or administrative certificate.

Each classified employee is responsible for becoming familiar with the handbook and knowing
the information contained in it. Although the information found in this handbook is detailed and
specific on many topics, the handbook is not intended to be all encompassing to cover every
situation and circumstance that may arise. This handbook is intended to supplement other
documents that deal with your employment, including your employment contract and the policies
and regulations of the Board of Education. In reading this handbook, please understand that
where a direct conflict exists, state or federal law and Board policies and regulations will control.

This handbook does not create a “contract” of employment. Classified employee positions and
assignments may be ended or changed on an “at will” basis notwithstanding anything in this
handbook or any other publication or statement, except for a contract approved by the Board of
Education.

The administration will be responsible for interpreting the rules contained in the handbook and
shall have the right to make decisions and make rule revisions at any time. Should a situation or
circumstance arise that is not specifically covered in this handbook, the administration will
decide based upon applicable school district policies, state and federal statutes and regulations,
and the best interests of the District.

This handbook will be in effect for the 2023-2024 and subsequent school years unless replaced
by a later edition.

Information About the Stanton Community Schools

The Stanton Community Schools’ facilities are state of the art. Students in kindergarten through
fourth grades attend school in their own separate building while the fifth through twelfth students
attend another facility.
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The elementary building which is located at 506 Fir Street was built in 1969. It currently serves
as the attendance site for kindergarten through fourth grade. The elementary is double tracked
which allows for a low teacher to student ratio. Stanton offers full day, every day kindergarten.

The middle school building which is located at 1007 Kingwood Street was constructed in 1953.
An addition of a library, band/music room, art room, and superintendent’s office was completed
in 1975. The new addition in 1996 separated the high school and middle school. The new
construction added a gym, locker rooms, multi-purpose room, and two stories of classrooms.
Beginning the summer of 2014, the middle school HVAC system was completely upgraded.

The Stanton Community Schools has identified nine areas in which continued improvement is
necessary for our school to grow. These nine areas are: 1) Building, Grounds, & Transportation,
2) Budget, Finance, & Grants, 3) Technology, 4) Community, 5) Personnel, 6) Teaching &
Learning, 7) Activities, 8) Governance, Americanism & Wellness and 9) Special Education.

The Stanton Community Schools has action plans that are approved by the Stanton Community
Schools’ Board of Education in each of the nine areas listed above. Within these action plans are
goals that specifically target student learning and achievement. Classified staff may be assigned
to become part of a learning team on one of the committees.

Our building principals are continually working to maintain our schools’ web sites. Therefore,
we encourage individuals interested in obtaining more information about Stanton Community
Schools to visit our website (www.scs-ne.org).

School Mission Statement

Mission Statement

“The Stanton Community Schools exist to create, foster, and provide a positive learning
environment in which all students can become responsible and productive members of the
United States of America through academic, physical, social, vocational, technical, and
emotional growth.”

Goal Statements

The students will:

1. Engage in a 21st century learning environment by

a. Exceeding learning standards in the core curricular areas of Language Arts,
Mathematics, Science and Social Science.

b. Acquiring lifelong learning skills such as self-direction, adaptability, and higher-order
thinking/problem solving. Also, included in these learning skills are researching
information & reporting results, developing inter-personal & cross cultural
relationships, and utilizing the student’s curiosity & creativity.

c. Utilizing learning technologies to explore & investigate concepts; access, manage,
analyze, & synthesize information; and communicate & produce quality products.
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Be prepared to compete in a global society following graduation.

Develop respect and a positive attitude for themselves and others.

Assume civic responsibility as a member of a family, community, nation, and world.
Develop an appreciation for the visual and performing arts.

Be provided with vocational and technological skills.

Have the knowledge and skills needed to maintain healthy and fit bodies throughout their
lives.

Be provided an environment that stimulates emotional growth.

9. Assume responsibility and ownership for their education.

Nookwd

«©

ARTICLE 1-SCHOOL CALENDAR AND SCHEDULES

School Calendar
See Appendix E

Daily Schedule

Period L....cccooovvviiieieiiee e, 8:05-8:52
AdVISOTY.....coevveiiiieiiee e, 8:55-9:15
Period 2....coeevvcviiieeiiee e 9:18-10:05
Period 3....ccocovviiiiieiiee e, 10:08-10:55
Period 4 .....cccooooveeeeeeiiie e, 10:58-11:45
Period 5......ccoovveviciiiicie e 11:48-1:05
Period 6.......ccoovevvveeiiiiiee e 1:08-1:55
Period 7 ...cooeovveeicieeiiee e, 1:58-2:45
HOMEroOM .......vvvvvvvrirniirinninennninnanns 2:48-3:35
Lunch:

1% Secondary Lunch................... 11:48-12:18
5N and 61 Lunch .......ccoeveeeeen. 12:11-12:35
2" Secondary Lunch.................... 12:35-1:05

Shortened Schedules
1:20 PM Dismissal

Period 1....cccoovvveieieiiiie e, 8:05-8:45
Period 2.....cooovveveiieiiiiee e 8:45-9:20
Period 3.....c.ccovvveicieeiiee e 9:20-9:55
Period 4 .....ooooveveeeeiiiieeeciiee 9:55-10:30
Period 5.....cccoovvvviviiiiieeceee, 10:30-11:05
Period 6....ccoovevvveeeeeiiiiee e, 11:05-11:40
Period 7 ...ccovvveiiiiiie e, 11:40-12:45
Period 8.....ccooovveviiieeeieeeeeiiee 12:45-1:20
Lunch:

1% Secondary Lunch................... 11:40-12:10
5% and 6™ Lunch ..cooveveveeeeeenne, 12:00-12:30
2" Secondary Lunch.................. 12:15-12:45
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Curriculum Day Schedules (11:35 AM Dismissals)

(R =LY ToTo [UTURRUURURURRURRRR 8:05-8:33
ALl =T aToYs IS 8:36-8:59
Il =T-T 5Tl RN 9:02-9:25
A PErIOU ..o 9:28-9:51
S =TT 1o s R 9:54-10:17
61 PEriod ...c.cveeeeeeeeeeeeeeeeeen, 10:20-10:43
7N Priod ..o, 10:46-11:09
81 PEriod ..., 11:12-11:35
NO Lunch

10:00 AM Late Start Schedule

(R =LY ToTo IURURUUOURRURURRTRR 10:00-10:33
2" PEriod oo, 10:36-11:10
Il =T-T 5 To s FRRRRO OO 11:13-11:47
AN PErIOU .o 11:50-1:05
S =TT 1o s OO 1:08-1:43
(SR =T To Yo FUUUTRS 1:46-2:20
LA LT 10 E O 2:23-2:57
SR =T-Y To 1o DUUUTRSR 3:00-3:35
Lunch:

1%t Secondary Lunch................... 11:47-12:18
5% and 6™ Lunch ..coovoveeveeeeene, 12:11-12:35
2" Secondary Lunch.................... 12:35-1:05

Severe Weather and School Cancellations

The Board of Education authorizes the Superintendent of Schools to close school in case of
severe weather. Representatives of the Superintendent’s staff will notify local news media when
inclement weather warrants such action. The information is broadcasted regularly by radio
stations. The administration will also activate the district’s alert system in which each employee
will be notified by a cell phone text and/or email.

Decision to Close School. A decision to close school is made when forecasts by the weather
service and civil defense officials indicate that it would be unwise for students to go to school. If
possible, a decision about the next school day will be made by 9 p.m. An early decision is not
always possible because of uncertain weather conditions. School officials will make periodic
assessments of conditions during the night and will decide early in the morning (by 6 a.m. if
possible). In any case, an announcement will be made to local radio stations when schools
will be closed and sent out through the district’s alert system. In some instances, schools will
be open, but certain services may be cancelled (bus transportation, kindergarten, student
activities). Some staff may be designated as being required to come to school even in the event
of a school closing.
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After School Starts. Every attempt will be made to avoid closing school once classes are in
session. In some instances, closing school during the day is inevitable if children are to safely
return home before the brunt of a major storm hits. In these cases, as much advance-notice as
possible will be given. If school is closed during the day staff will be notified and parents will be
notified via media broadcast. The administration will also activate the district’s alert system in
which each employee will be notified by a cell phone text and/or email. Teachers and designated
staff will be responsible for remaining with students until all students have safely left school or
the administration has made arrangements for remaining students.

Emergency Conditions. The Stanton Community Schools has a signal which, when activated,
includes the necessity to either evacuate the building or to move to safer areas of the building.
All regular drills are held as required by law throughout the school year. There are plans for
Emergency Exit system, Tornado Warning System, and Critical Incident Response. School
officials are not permitted to release students from the school building during a tornado
warning. In the event of an emergency exit alert or tornado warning, you should implement the
school’s established safety procedures.
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ARTICLE 2 - EMPLOYMENT, COMPENSATION AND BENEFITS

Employment

Employment occurs when the employee signs the Employee’s Contract and the Board of
Education approves such contract of employment.

Classified employees may be asked in the spring whether they wish to continue in employment
during the following school year. This is done for staff planning purposes and does not
constitute an offer of employment.

Should an employee wish to resign from employment the employee should give two weeks’
written notice of resignation to the Superintendent. The request to resign will be acted upon by
the Board of Education.

Classified employees are “at-will” employees, and may be terminated at any time by the school
district. Notice of termination may be delivered by the administration or Board of Education.
The termination of employment will be acted upon by the Board of Education at a regular or
special meeting.

Assignments

The duties to be performed by an employee with the District shall be subject to assignment by
the Superintendent. Job descriptions, where available, provide additional information about the
position duties.

An employee will be expected to devote full time during days of employment to the employee’s
position and to diligently and faithfully perform the assigned duties to the best of the employee’s
ability.

Personnel File

The District will follow the requirements of state and federal law and regulation with regard to
employee personnel files. Employees are to notify the Superintendent’s office of any changes in
contact information (address/telephone). For a name change, provide your new social security
card. Employees may contact the Superintendent to request a review of their personnel file.

Grievances and Complaints

Employment related grievances or complaints shall be addressed through the administrative
chain of command following the process set forth in board policy.

Compensation
Compensation is paid only as authorized by the Board of Education.

Salary is payable on a once per month basis for those months when services are performed.
Employees will be paid on the 20" of the month, or the last preceding school day, if the 20" falls
on a holiday or week-end day. In emergency cases exceptions may be made, subject to the
approval of the Board. In no case shall the Board advance more than one month's salary. Upon
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separation of an employee’s employment, or upon fulfillment of the contract, the employee may,
at the option of the Board, be paid all wages due in one lump sum. Reimbursements for mileage
or other expenses will be considered separate from compensation.

The pay period begins on the 101" and ends on the 9™ of each month.

Insurance Stipend

An insurance stipend will be paid to employees who are scheduled to work at least 6 hours per
day. The employees have the following options: health insurance premium, cash or for a district
approved 403(b) plan. Employees not employed during the summer will not receive the stipend
during months in which they are not scheduled to work. The insurance stipend will be paid to
employees who were scheduled to work on emergency closure days and on paid leave days.

Benefits

Classified employees are provided the following benefits: participation in the district’s group
health insurance plan provided they meet the requirement of the district’s plan and pay the
premium or use their insurance stipend if applicable, and the school district’s Section 125 &
403B plans. Employees shall make annual fringe benefit elections by September 1 of each
school year. Should an employee fail to make such election, the employee election from the
immediately preceding school and contract year shall be continued. Each employee is
responsible for informing the Office of the Superintendent in writing of any changes in benefit
status.

Continued health insurance benefits are available through COBRA subject to certain qualifying
requirements. A Notice of COBRA Continuation Coverage Rights will be provided to you or
will be made available upon request from the Superintendent’s office.

The Health Insurance Portability and Accountability Act (HIPAA) provide rights and protections
for participants and beneficiaries in group health plans. HIPAA includes protections for coverage
under group health plans that limit exclusions for preexisting conditions; prohibit discrimination
against employees and dependents based on their health status; and allow a special opportunity to
enroll in a new plan to individuals in certain circumstances. HIPAA may also give you a right to
purchase individual coverage if you have no group health plan coverage available, and have
exhausted COBRA or other continuation coverage. Further information may be obtained from
the Plan Administrator of the group health plan.

Payroll and Payroll Deductions

Wages/salary and benefits are paid in accordance with the individual employment contracts.
Payroll deductions shall be made in accordance with law.

Expense Reimbursement

Reimbursement for authorized mileage will be paid to employees required to drive their own
vehicles. Claims for reimbursement should be submitted to the employee’s immediate
supervisor. The allowable rate shall be governed by Board policy, unless otherwise required by
law. The District is not liable for physical damage to employee vehicles.
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The District will provide necessary materials and supplies. If an employee needs additional
materials for performance of duties, the request should be made to the employee’s immediate
supervisor. Employees who purchase materials or supplies without advance approval may not be
reimbursed.

Reimbursement for meals or other expenses related to District-required travel must be submitted
to and approved by either the Principal or, if the expense relates to an activity, by the Athletic
Director. The request for reimbursement should include a voucher sufficient to establish that the
expense was actually incurred and that the expense was reasonable and related to a school-
purpose.

Overtime

Overtime is paid to classified employees in accordance with the Fair Labor Standards Act
(FLSA). A publication provided by the federal government which provides more information
about the FLSA is attached as Appendix “A” to this handbook.

Classified employees may be classified as either “exempt” or “non-exempt” for overtime
purposes. Employees who are classified as “exempt” employees are not eligible for overtime,
while those who are “non-exempt” are eligible for overtime.

Non-exempt employees will be expected to accurately report hours worked. Falsification of time
cards is a serious offense.

Non-exempt employees must receive prior approval from their supervisor to work additional
hours beyond their regular work schedule. Non-exempt employees will be paid for each hour
worked in excess of 40 hours in a workweek and are expected to accurately and timely report
overtime hours to their supervisor. The regular workweek for overtime purposes is from 12:00
a.m. on Sunday through 11:59 p.m. on Saturday. The administration may establish a different 7-
day period workweek from time to time for specified employees or employee groups.

Overtime pay for non-exempt employees will be paid at the rate of not less than 1% times the
employee's regular rate of pay for hours worked more than the 40-hour workweek. Employees
with two or more non-exempt positions may be eligible for overtime pay based upon the total
number of hours worked in one workweek. If applicable, the employee and the Superintendent
will agree upon the overtime rate, in compliance with FLSA regulations.

A non-exempt employee may request compensatory time in lieu of overtime pay, with approval
of the employer, with the rate figured as 1% times the number of hours worked more than 40
hours in any work week. Compensatory time may be accumulated up to 40 hours upon approval
by their supervisor. The Superintendent must approve any accumulation of compensatory time
over 40 hours. The FLSA limits the accumulation of compensatory time to 240 hours.

The District’s policy is to not permit improper deductions from the salary of exempt employees
who are required to meet a “salaried basis” test for the overtime exemption to be applicable. An
employee who feels an improper deduction affecting exemption status has occurred may submit
a complaint to the Superintendent or the Superintendent’s designee, who shall promptly
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investigate the complaint. Reimbursement shall be made and a good faith commitment to
comply in the future will be given in the event it is determined that an improper deduction
affecting overtime exemption has been made.

The District’s policy is to authorize unpaid disciplinary suspensions of a full day or more for
infractions of workplace conduct rules and to apply such policy uniformly to all similarly
situated employees, including exempt employees who are required to meet a “salaried basis” test
for the exemption to be applicable. Unpaid disciplinary suspensions of a partial day or of a full
day or more may be implemented for infractions of safety rules of major significance.
Deductions of pay of a partial day or of a full day or more may be made for FMLA leaves and in
the first and last weeks of employment. In addition, based on principles of public accountancy,
deductions from pay of a partial day or of a full day or more will be made for absences for
illness, injury or personal reasons when accrued leave is not used or not available, and for
absences due to any budget-required furlough.
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ARTICLE 3 - ABSENCES FROM WORK

Paid Leave

Classified employees are provided with paid leave. During such paid leaves, classified
employees shall continue to receive all wages/salary and fringe benefits.

The leaves provided by the District are to be used for the purpose intended. Abuse of leave
privileges affects the students, other staff, and the entire District and will not be tolerated.

Paid Holidays
Paid holidays will be permitted to classified employees. Employees must be scheduled to work

the days prior to and following any holiday to receive holiday pay. Days considered as paid
holidays are: New Year’s, Memorial Day, Independence Day, Labor Day, Thanksgiving Day,
and Christmas. If the holiday falls on a weekend, the Superintendent will determine the day the
holiday will be given.

Personal Leave

Sixteen hours times the employee’s Full Time Equivalence (F.T.E.) of personal leave will be
available each year (September 1%t — August 31%). In an employee’s first year of employment to
the district, he/she must work at least 80 hours before earning the first personal day and at least
160 hours before earning the second personal day. Use of personal leave is subject to the
condition that you have a reason for needing to be absent for a personal reason. Unused personal
leave will be reimbursed at the employee’s current rate of pay upon separation between the
district and a classified employee.

Sick Leave

Sick leave will be accrued at a rate of .03 hours of sick leave for each hour worked. Employees
can accumulate up to 360 hours times the employee’s F.T.E. of sick leave. Once the maximum
is accumulated, no further sick leave hours will be available or granted for the ensuing leave year
or years until the accumulated number of hours is less than the applicable maximum, and then
only to the extent necessary to restore the total number of available sick leave hours to the
applicable maximum.

Sixteen hours times the employee’s F.T.E. sick leave may be exchanged for sixteen hours times
your F.T.E. personal leave each year. Employees are to use sick leave when unable to work.
Activities other than caring for their own health or that of an immediate family member reflect
an abuse of sick leave.

Unused sick leave days over the maximum that are lost by an employee each year will be
reimbursed to the individual employee at a rate of $3.20 per hour for lost unused leave. When an
employee retires from the system in good standing after a minimum of ten (10) years of service
to Stanton Community Schools, all unused sick days shall be compensated at the rate of $4.40
per hour.
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Bereavement L eave

Bereavement leave of not more than three days will be granted in each case of death in the
family of the worker to a maximum of ten days annually. For purposes of bereavement leave,
members of the family are defined to be wife, husband, father, mother, brother, sister, daughter,
son, grandparents or grandchild, father-in-law, mother-in-law, sister-in law, brother-in-law, son-
in-law. One day per school year (July 1% - June 30™) of bereavement leave may be used for other
family members or a friend.

Bereavement leave is to be used for purposes of addressing issues related to the death and to
attend funeral services. The taking of a bereavement leave without attending funeral services
would be an abuse of bereavement leave, except in the case of the death of the employee’s
parent, child or spouse, where grief would be expected to impair the employee’s ability to
function at work.

Vacation Leave

If the worker is scheduled to work twelve months, the worker shall receive vacation based on a
rate of .025 vacation hour per hour of hours worked the first year of employment. After 12
months of continuous employment, accumulated vacation may be used. Starting with the second
year of employment, qualified employees will accrue vacation at rate of .05 vacation hour per
hour employed. Starting with the tenth consecutive year of employment, qualified employees
will accrue vacation at rate of .058 vacation hour per hour employed. Starting with the fifteenth
consecutive year of employment, qualified employees will accrue vacation at rate of .077
vacation hour per hour employed. Vacation may be taken when approved by the Superintendent
of Schools at least two days prior to the vacation day.

A maximum of 96 hours of vacation time can be accumulated for qualified employees with less
than ten years of consecutive service. Starting with the tenth consecutive year of employment,
qualified employees can accumulate a maximum of 112 hours of vacation time. Starting with the
fifteenth consecutive year of employment, qualified employees can accumulate a maximum of
128 hours of vacation time. Once the maximum is accumulated, no further vacation leave hours
will be available or granted for the ensuing leave year or years until the accumulated number of
hours is less than the applicable maximum, and then only to the extent necessary to restore the
total number of available vacation leave hours to the applicable maximum. Unused vacation
leave will be reimbursed at the employee’s current rate of pay upon separation between the
district and a classified employee.

Requests for Leave

Advance reporting of the need to take a leave is important. A classified employee who becomes
ill and is unable to work is to contact their building principal before 6:30 a.m. Before the end of
the school day on the first day of the sick leave, and on each subsequent day of absence, a report
should be made to the building principal as to whether the classified employee will be able to
return to duty on the next duty day. For illnesses or medical situations where the need for the
leave can be determined in advance, the classified employee is to make such advance report of
need for leave as soon as possible.
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For personal and other leaves, a Request for Leave form is to be submitted to the immediate
supervisor at least five school days prior to the leave, or such other advance-notice as is
practicable under the circumstances.

Return from Leave

Upon return from leave, classified employees are to review information supplied by the
substitute classified employee as to progress made in the classified employee’s area of
responsibility. The substitute should be contacted directly if the written information supplied is
not adequate.

A classified employee who is absent for any period because of injury requiring care from a
physician or health care provider, or for a period of one week or more due to illness, must
present a written statement to the Principal from the classified employee’s physician or health
care provider stating that the classified employee is physically able to return to duty. This
statement is to be presented in person before the classified employee returns to duty in order that
the present stage of convalescence can be observed and discussed.

Payroll Deductions for Absences More Than Paid Leave

Should an employee be absent from work more than the employee’s accumulated sick leave or
other paid leaves, the employee’s salary and fringe benefits (including the cost of premiums or
stipend for group health insurance) shall be reduced by the day or days of work missed. In the
case of hourly employees, the salary reduction will be made on an hourly basis, and those
qualifying for the insurance stipend, such stipend will be reduced by the number of non-paid
days of work missed. In the case of salaried employees, the reduction will be made on a per
diem basis calculated using the number of days missed as the numerator, and the number of total
contract days for the school year as the denominator.

Leaves of Absence

A classified employee may apply to the Board of Education for a leave of absence from the
classified employee’s duties. The Board of Education will consider such requests on a case-by-
case basis. No leave of absence shall extend beyond one school year. All leaves of absence shall
be without pay except for the payment of health insurance benefits as may be required under
applicable state or federal laws.

Jury Duty

An employee who is summoned for jury service shall promptly notify the employee’s immediate
supervisor of such summons. The employee’s salary will continue during time spent in jury
service, and no deduction of leave time shall occur, except that the District may reduce the pay
by an amount equal to any compensation, other than expenses, paid by the court for jury duty.
Employees are to notify their supervisor of the amount received for such jury duty.

If an employee, upon reporting for jury duty in the morning, is dismissed from jury duty for the
remainder of the day, the employee is to report for duty and resume duties for the balance of the
day. When an employee is entirely dismissed from jury duty, the employee is directed to report
for duty.
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Employees are expected to promptly notify the employee’s immediate supervisor of any other
form of legal summons which may require an absence from duty. In the event the summons
involves a school-related matter, the matter shall be treated like a jury duty absence. In the event
the summons involves a personal matter; the employee will be required to use available leave
days.

Military Leave

Employees who are members of the National Guard, Army Reserve, Naval Reserve, Marine
Corps Reserve, Air Force Reserve, or Coast Guard Reserve (hereinafter, “reserves”), are entitled
to a military leave of absence from their respective duties, without loss of pay, when employed
with or without pay under the orders or authorization of competent authority in the active service
of the state or of the United States. Employees who normally work or are normally scheduled to
work 120 hours or more in three consecutive weeks shall receive a military leave of absence of
120 hours each calendar year. Employees who normally work or are normally scheduled to work
less than 120 hours in three consecutive weeks shall receive a military leave of absence each
calendar year equal to the number of hours they normally work or would normally be scheduled
to work, whichever is greater, in three consecutive weeks. Such military leave of absence may be
taken in hourly increments and shall be in addition to the classified employee’s regular annual
leave.

When the governor of this state shall declare that a state of emergency exists, and any employee
who is a member of the reserves is ordered to active service of the state, the employee shall be
granted a state of emergency leave of absence until released from active service by competent
authority. The leave of absence shall not be a military leave of absence; other forms of leave
may be granted. The employee shall receive normal salary or compensation minus the state
active duty base pay the employee receives in active service of the state.

Employee Rights and Responsibilities under the Family and Medical Leave Act

Family and medical leaves shall be allowed under the terms and conditions of the Family and
Medical Leave Act of 1993, as amended (FMLA) (see Appendix C).

Basic Leave Entitlement. FMLA provides up to 12 weeks of unpaid, job-protected leave to
eligible employees for the following reasons:

For incapacity due 