PHILOSOPHY
OF
THREE LAKES EDUCATIONAL COOPERATIVE

Students And Learning

We believe....

That students are unique in many respects and that maximum growth is achieved when
programs are individualized.

That the acquisition of basic academic skills and applied life skills are the right, and the
responsibility of each student.

That student learning is enhanced by a positive and supportive atmosphere.

That students are better able to learn when they have a positive image of themselves as
learners.

That wanting to learn is a natural drive for humans and that under proper conditions, students
will be motivated intrinsically to learn and achieve.

That students must be treated fairly and with respect in a setting that provides for discipline,
clearly defined rules, and guidance.

That students should be challenged to maximize their potential.

That students must learn to be good decision makers and to be responsible for their actions.

Teachers And Teaching

We believe....

That teaching is a very important profession; a profession that requires talented individuals
who are committed to ongoing professional growth.

That a positive and healthy self-image enhances the teacher's ability to help students.

That teachers who are empathetic, who are good communicators, and who have a healthy
rapport with students, are better able to meet student needs.

That teachers should be skilled in a variety of teaching approaches and techniques and should
have effective classroom management skills.

That teachers are responsible for planning and promoting a positive, supportive, and
motivational classroom climate.



That teachers should recognize and react to individual students needs as well as to group
needs.

That teachers should be involved in the decision making process of the special education
program and the Cooperative.

Special Education Programs And The Cooperative

We believe....

That all special education programs should be based upon the mission of the Cooperative,
which is the education of exceptional students.

That special education programs should be structured in a manner that helps exceptional
students to mature, to become responsible for their behavior, and to become lifelong learners.

That the Cooperative should insist on an orientation toward quality and excellence at all
levels of the organization.

That the Cooperative should promote a positive learning and working environment and a
team approach to management.

That open and accurate communication between role groups and between the Cooperative
and communities is critical to an effective special education program and an effective
Cooperative.

That the Cooperative should continue to improve through planning for the world of
tomorrow, through staff development, and through responsible experimentation and
innovation.

That all support systems in the special education programs and Cooperative earn their right
to exist by providing support to the teaching/learning process.

That educating a child is the joint responsibility of the Cooperative and the parent, and that
the Cooperative requires parental support to be most effective.



ETHICAL CONSIDERATIONS
As an integral part of the educational team, classified staff have a commitment to maintain
ethical standards of behavior in their relationships with students, parents, their supervisor,
and other school personnel. A code of ethics provides guidelines for appropriate behavior.
Discuss a child’s progress, limitations, and/or educational program only with the
supervising teacher and those directly involved with the child’s educational program. A

breech of confidentiality will result in termination of employment.

Engage only in non-instructional and instructional activities for which qualified or
trained.

Discuss school problems and confidential matters only with appropriate personnel, and
only when students are not present.

Respect the dignity, privacy, and individuality of all students, parents, and staff
members.

Refrain from engaging in discriminatory practices based on a student’s handicap, race,
sex, cultural background, or religion.

Take responsible action to insure that the best interests of individual students are being
met.

Follow district policies for protecting the health, safety, and well-being of all students.
Serve as a positive role model for students in personal interactions and communications.

Use behavior management strategies which are consistent with standards established by
the local school district and classroom teacher.

Follow grievance procedures outlined by the cooperative.

Respect the confidentiality of information about students and do not communicate
progress or concerns about students to parents without authorization of the teacher.

Refer concerns expressed by parents, students, or others to your teacher or supervisor.

Represent the educational agency in the community and refrain from expressing
negative opinions of the program and agency.

Follow the directions of supervisors.

Recognize that the supervisor has the ultimate responsibility for the instruction and
behavior management of children and follow the directions prescribed by him/her.



Refrain from: (a) airing school problems and confidential matters, including
personalities, outside school circles; (b) discussing administrative, interdepartmental,
and

intraschool problems in the presence of pupils; and (c) gossiping about problems with
those who cannot assist in the solution.

Refrain from expressing differences of opinion or dissatisfaction with the supervising
teacher in the presence of the students.

The paraeducator should not threaten students.

The paraeducator should not evaluate children with psychological or diagnostic
instruments.

The paraeducator should not be assigned to work alone with the most “difficult”
students the majority of the day.

The paraeducator should not be responsible for preparing lesson plans and initiating
original concept instruction.

The paraeducator should never make value judgments concerning teacher strategies and
placements.

Demonstrate a willingness to participate in training activities to improve performance.

Maintain a record of regular attendance, arrive and depart at specified times, and notify
appropriate personnel when you must be absent.



GENERAL INFORMATION

Employment Agreements: If classified personnel being paid at an hourly rate are rehired for
the next school year, each employee shall be notified on or before June 30 each year. Any
change in the hourly rate of pay for these employees shall be made known to each employee
following approval by the board at a regular or special meeting.

Employment Status: All classified employees are employed on an "at-will" basis regardless
of their length of service and may be dismissed at any time unless they are contracted
employees. In this case, terms of the contract shall be followed.

Assignment and Transfers: Classified personnel assignments shall be made by the Director
or designee after consideration of the personnel and positions involved. Any employee may
be transferred at any time to a new location or position at the discretion of the Director or
designee. The board shall be notified of the transfer at its next regular meeting.

Records Required: Each new employee must have the following records/forms on file with
the cooperative office before any salary can be paid:

Application for Employment
Employment Agreement

W-4 Withholding Certificate

Loyalty Oath or Affirmation

[-9 Employment Verification Form

Copy of Drivers License

Copy of Social Security Card

Health Certificate/TB Skin Test

KPERS Enrollment Form

125 Information

Official Copy of Transcript, if applicable
Copy of Teaching Certificate, if applicable
Drug Free Compliance Form

Bus Drivers must provide documentation of Physical (every 2 years), First Aid (every year),
Defensive Driving (every 3 years).

Daily Schedule: The salary paid to paraeducators is determined according to the number of
hours agreed upon in their employment agreement. The exact work schedule should be
worked out by the teacher, paraeducator and the building administrator. It is at this time that
breaks and lunch and their duration should be determined.

School Year Schedule: The districts that make up the Three Lakes Educational Cooperative
have different schedules. Each staff member of the Coop, teachers, and paraeducators are
expected to follow the schedule of the district in which they are working. Paraeducators are
expected to work according to their employment agreement. A general rule would be that
they work when the students are in attendance. When school is dismissed early on heat and
snow days, paraeducators will be paid only the time students are in attendance.




Pay Periods: Paychecks are mailed from the Coop office at such a time that their arrival at
the employee's home or designated location will be on or after the 15th of each month.
Paychecks may be picked up after 3:00 p.m. and before 4:00 p.m. on the 14th of each month.
Exception: If the 15" falls on a Saturday or Sunday, paychecks may be picked up between
3:00 p.m. and 4:00 p.m. on Thursday.

Direct Deposit: Three Lakes Educational Cooperative has available electronic deposit of
your payroll funds. If you wish to have your checks directly deposited into your account,
you may fill out the proper form (obtained from the payroll clerk) at the time you are hired or
in January.

Available Payroll Programs: Cooperative employees working 20 hours or more per week are
eligible to participate in the following payroll programs.

Under Section 125 Regular Payroll Deductions
Health Insurance Life Insurance
Cancer Insurance Disability Income Insurance
Unreimbursed Medical Annuities
Dependent Care Reimbursement Kpers
Dental Insurance Optional Kpers Life
Annuities
Vision Care

Time Cards: Time cards (Para Classroom Timecard and Para Transportation Timecard) are
available in the Coop office and in the school offices. They are also available on the Three
Lakes webpage located within the Classified Handbook document. These are to be filled in
daily and will end on the final Friday of each month and are to be turned in by the following
Wednesday. Be sure to fill in month worked, your name, and where you work. The
paraeducator and supervising teacher must sign the time card. Hourly paid personnel will be
paid directly from a time sheet. Only actual time worked should be recorded. For example,
if a 30 minute lunch was taken, the time you ended working should be recorded in the first
“out” time. The time you start back to work would be recorded in the 2nd “in” time. If you
do not work a day or part of a day, please refer to the codes on the back of the time sheet to
indicate the reason for your absence. Remember, both you and your supervising teacher
must sign your time sheet before turning it in.



MONTHLY TIME REPORT FOR MONTH ENDING: || 11/30/01

NAME: YOUR NAME

SCHOOL: YOUR SCHOOL

CLASSROOM PARA

Sunday Monday Tuesday |[| Wednesday || Thursday Friday Saturday weekly do not write in -
Hr  Min Hr  Min Hr  Min Hr  Min Hr  Min Hr  Min Hr ' Min total for office use only.
Weekly in 8:00 8:00 8:00 8:00
Dates: out 12:00 12:00 12:00 12:00
sub total
Oct 29 - in 12:30 12:30 12:30 12:30
Nove. 2 out 3:00 3:00 3:00 3:00 NS
sub total [
in
out
sub total
- g i g i
DAILY TOTAL 6:30 6:30 6:30 6:30 0:00 26.00
Weekly in 8:00 8:00 8:00 8:00 |
Dates: out 12:00 12:00 12:00 12:00
sub total [
Nov. in 12:30 12:30 12:30 12:30
5--9 out I 3:00 3:00 3:00 3:00
sub total
in
out
sub total
DAILY TOTAL [ 6:30 6:30 6:30 6:30 6:30 32.30
Weekly in 8:00 8:00 8:00 8:00
Dates: out 12:00 12:00 12:00 9:30
sub total
Nov. in 12:30 12:30 12:30
12 --16 out 1:00 S 3:00 3:00 S
sub total [
in 12:30
outl| S 3:00
sub total
DAILY TOTAL [ 1 6:30 L 6:30 I 6:30 L 6:30 I 6:30 32.30]
Weekly in 8:00 8:00 8:00
Dates: out 12:00 12:00 12:00
sub total [
in 12:30 12:30 12:30
Nov. out 3:00 3:00 3:00 H H
19--23 sub total
in
out
sub total
DAILY TOTAL 6:30 6:30 6:30 0:00 0:00 19.30]
Weekly in 8:30 8:00 7:45 8:00 8:00
Dates: out 12:00 12:00 12:00 12:00 3:00
sub total L
Nov. in 12:30 12:30 12:30 12:30
26 -- 30 out 3:00 3:00 3:15 3:00
sub total [
in
out
sub total
DAILY TOTALl[ 1 6:00 I 6:30 I 7:00 I 6:30 I 7:00 33.00]
Monthly Total 14430}
Your signature Supervising Teacher

para signature teacher signature




In order that we may comply with the wage-hour law, each employee is
required to fill in the time worked each day and turn in this slip, signed,
at the end of the pay period.

If you are absent for any reason, for any length of time, include one of the
following codes in the space for hour/minutes and show the times you
were absent.

Sick Leave

Holiday

Inservice/Professional Leave

Personal Leave (MUST BE PRE-APPROVED)
No Pay (MUST BE PRE-APPROVED)

No School

Z 00— TITWw

Z
w T
1

All hours above your regular assignment must be explained.
Example: 7 hours on Friday, 11/20 - the bus was late to pick up
Johnny due to snowy roads.

Please be certain you have completed and turned in an Absence Report
for ALL ABSENCES, no matter the reason or length of time you missed.

11/2 NS - parent teacher conferences

11/5 |- Coop Inservice
11/12 left at 1:00 - sick
11/13 Sick

11/16 gone from 9:30 to 12:30 for Dr. Appt.
11/22 - 11/23 Thanksgiving Break
11/26 came in at 8:30 - overslept

11/28 extra time before and after school - regular para not here -
had to help JS on and off the bus

11/30 no lunch - fed JS



MONTHLY TIME REPORT FOR MONTH ENDING: , 20 Page 1 of 2

NAME:
SCHOOL.:
CLASSROOM PARA
Sunday Monday Tuesday || Wednesday || Thursday Friday Saturday weekly do not write'in -
Hr “Min Hr  Min Hr  Min Hr  Min Hr  Min Hr  Min Hr o Min total for office use only.
Weekly in
Dates: out
sub total [
in
out
sub total
in
out
sub total
DAILY TOTAL [ 1 L | L |
Weekly in
Dates: out
sub total
in
out
sub total
in
out
sub total
e s e s e
DAILY TOTAL
in
Weekly out
Dates: sub total [
in
out
sub total
in
out
sub total
DAILY TOTAL [ 1 L | L |
in
Weekly out
Dates: sub total
in
out
sub total
in
out
sub total
e s e s e
DAILY TOTAL
in
Weekly out
Dates: sub total [
in
out
sub total
in
out
sub total
DAILY TOTALl[ 1 I 1l I 1l
Monthly Total

Para signature Teacher signature



Page 2 of 2

In order that we may comply with the wage-hour law, each employee is
required to fill in the time worked each day and turn in this slip, signed,
at the end of the pay period.

If you are absent for any reason, for any length of time, include one of the
following codes in the space for hour/minutes and show the times you
were absent.

S = Sick Leave

H = Holiday

I Inservice/Professional Leave

P Personal Leave (MUST BE PRE-APPROVED BY TLEC DIRECTOR)
NP = No Pay (MUST BE PRE-APPROVED BY TLEC DIRECTOR)

NS = No School

All hours above your regular assignment MUST be explained.
Example: 7 hours on Friday, 11/20 - the bus was late to pick up
Johnny due to snowy roads.

Please be certain you have completed and turned in an Absence Report
for ALL ABSENCES, no matter the reason or length of time you missed.



MONTHLY TIME REPORT FOR MONTH ENDING: , 20 Page 1 of 2

NAME:
SCHOOL:
TRANSPORTATION PARA
Sunday Monday Tuesday || Wednesday || Thursday Friday Saturday weekly do not write in -
Hr  Min Hr  Min Hr  Min Hr  Min Hr  Min Hr  Min Hr  Min total for office use only
Weekly in
Dates: out
sub total
in
out
sub total
in
out
sub total
in
out
sub total
DAILY TOTAL
in
Weekly out
Dates: sub total
in
out
sub total
in
out
sub total
in
out
sub total
DAILY TOTAL
in
Weekly out
Dates: sub total
in
out
sub total
in
out
sub total
in
out
sub total
DAILY TOTAL
in
Weekly out
Dates: sub total
in
out
sub total
in
out
sub total
in
out
sub total
DAILY TOTAL
Monthly Total

Para signature Teacher signature



Page 2 of 2
In order that we may comply with the wage-hour law, each employee is
required to fill in the time worked each day and turn in this slip, signed,
at the end of the pay period.

If you are absent for any reason, for any length of time, include one of the
following codes in the space for hour/minutes and show the times you
were absent.

Sick Leave
Holiday

Inservice/Professional Leave
Personal Leave (MUST BE PRE-APPROVED BY TLEC DIRECTOR)

No Pay (MUST BE PRE-APPROVED BY TLEC DIRECTOR)
No School

Z T —IW;m

zZ
wn T
1

All hours above your regular assignment MUST be explained.
Example: 7 hours on Friday, 11/20 - the bus was late to pick up
Johnny due to snowy roads.

Please be certain you have completed and turned in an Absence Report
for ALL ABSENCES, no matter the reason or length of time you missed.



2010-11 PAYDAYS
Payday - Deposit goes Checks Mailed or Picked-
into Bank Up from 3:00 -
4:00**

Thursday 7/15/10 Wednesday 7/14/09
Friday 8/13/10 Thursday 8/12/10
Wednesday 9/15/10 Tuesday 9/14/10
Friday 10/15/10 Thursday 10/14/10
Monday 11/15/10 Friday 11/12/10
Wednesday 12/15/10 Tuesday 12/14/10
Friday 1/14/11 Thursday 1/13/11
Tuesday 2/15/11 Monday 2/14/11
Tuesday 3/15/11 Monday 3/14/11
Friday 4/15/11 Thursday 4/14/11
Friday 5/13/11 Thursday 5/12/11
Wednesday 6/15/11 Tuesday 6/14/11

** Please note that checks may be picked up between
3:00 and 4:00 pm at the Coop. After 4:00 pm, all

checks will be mailed.

Forms/Beg of Year /PayDates




Three Lakes Educational Cooperative
Time Card Due Dates
2010-2011

The following list represents the day each month when timecards and absence
reports are due in the Coop office. It also tells which days should be included on
your timecard for each pay period for the contract year.

To ensure that you will receive your paycheck, please remember to submit your
timecard by the due date, and it is signed by both yourself and your supervising
teacher. Para’s are responsible for getting their timesheets to the office. A Red
Box is out in front of the office to drop them in after hours. Faxed copies will not be
accepted!

LATE time cards will be held until the next month for processing.

EINAL DAY TO BE

RECORD THESE DAYS RECEIVED IN THE
MONTH WORKED ON YOUR TIME CARD COOP OFFICE
August Aug 2 thru Aug 27 Tues. 08/31/10
September Aug 30 thru Sept 24 Tues. 09/28/10
October Sept 27 thru Oct 29 Mon. 11/701/10
November Nov 1 thru Nov 26 Tues. 11/30/10
December Nov 29 thru Dec 23 Thur. 12/23/10
January Jan 3 thru Jan 28 Tues. 02/01/11
February Jan 31 thru Feb 25 Tues. 03/01/11
March Feb 28 thru Mar 25 Thur. 03/29/11
April Mar 28 thru Apr 29 Mon. 05/02/11
May May 2 thru May 27 Fri. 05/27/11

** Please turn in mileage reimbursement claims to Laura each month by the 1°* of
the month. Mileage checks will be mailed on the 3™ Tuesday of each month
following the TLEC Board meeting on the 3™ Monday of the month.



Mileage: Paraeducators who travel between schools will be paid the allowable state
reimbursement rate. A mileage form (Form # 5) must be filled out and turned into the Coop
office by the 1st of each month.

Retirement: All certified and non-certified employees are automatically members of KPERS
(Kansas Public Employees Retirement System) if they work a total of four (4) hours per day
or more. A percentage of an employee's salary is deposited each month in a personal account
for the employee. The state provides a varying amount also. Upon retirement, the employee
will have a monthly check available. Money can be withdrawn if the person leaves the
position and requests her/his personal portion.

Sick Leave:

Newly hired full-time employees and employees on attendance probation: Newly hired full-

time employees and employees placed on attendance probation will be credited with one (1)

day of sick/emergency leave for each month employed. A maximum of ten (10) days may be
credited that school year.

Full-time employees in good standing: Full-time classified employees will be credited with
10 days of paid sick/emergency leave on the first day of the fiscal year. Classified employees
on an eleven-month contract will be credited with 12 days of paid sick/emergency leave.
Classified employees on a twelve-month contract will be credited with 13 days of paid
sick/emergency leave. Any classified employee hired after the beginning of the fiscal year
will have their sick/emergency leave prorated. Unused sick/emergency leave may be
accumulated to a maximum of 70 days. The annual credit of 10 days will be first applied to
employee absences.

Sick/emergency leave: Sick/emergency leave is available for the personal illness of the
employee or the illness of the employee’s spouse, their immediate families defined as: child,
grandchild, parent, grandparent, brother, sister, and other individuals residing in the
employee’s household. The director shall have the right to receive verification of any illness
or disability. Sick/emergency leave may be used for personal illness, illness or funerals of the
immediate family, emergencies, or doctor/dentist appointments. Whether any situation is an
emergency shall be determined in the sole discretion of the director. After any illness
exceeding ten (10) days, the employee must produce a written physician’s statement stating
the reasons additional days are required.

Emergency leave may be granted when the following may occur to the employee or the
immediate family:

1. Accidents
2. Injuries
3. Natural disasters (tornado, hail, lightning)



Sick Leave Reimbursement:

At the conclusion of each school year, unused earned sick-emergency leave in excess of 70
days will be reimbursed at the rate of $25.00 per day.

Upon retirement, classified employees will be reimbursed at the rate of $25.00 per day for
any unused sick-emergency leave accumulated during their employment, up to a maximum
of 70 days.

Job Related Illness or Injury: All employees of the cooperative shall be covered by workers’
compensation. Workers’ compensation coverage is provided for all employees regardless of
assignment, length of assignment, and/or hours worked per day. Benefits are for personal
injury from accident or industrial diseases arising out of and in the course of employment in
the cooperative.

The worker’s compensation plan will provide coverage for medical expenses and wages to
the extent required by statute to those employees that qualify; however, the amount of
workers’ compensation benefits and sick leave benefits shall not exceed a regular daily rate
of pay. An employee using sick leave, or other available leave, in combination with workers’
compensation will be charged for one full or partial day of sick leave, as provided for in the
sick leave policy or the negotiated agreement, for each day of absence until the employee’s
sick leave is exhausted.

Any employee who is off work and drawing workers’ compensation shall be required to
provide the payroll clerk with a written doctor’s release before the employee is allowed to
return to work. In addition, should the employee be released to return to work by a doctor
and fail to do so, all benefits under sick leave shall be ended and those benefits under
workers’ compensation shall be restricted as provided by current statute.

The employee must provide notice of injury to the cooperative within 10 days of the accident
or the claim can be denied. Employees are asked to report all accidents verbally and in
writing immediately to your supervisor and the cooperative office. If the employee can show
just cause, the reporting period can be extended to 75 days. (See Accident Report Form)

Following the accident report, the employee will receive from the cooperative’s insurance
company, a description of the benefits available under the workers’ compensation act, the
process to be followed in making a claim, and the person directly responsible for processing
a claim.

To qualify for workers’ compensation an injury must arise out of and in the course of
employment. This excludes injuries to employee while engaged in recreational or social
events under circumstances where the employee was under no duty to attend and where the
injury did not result from the performance of tasks related to normal job duties or as
specifically instructed to be performed by the employer.

The cooperative and its insurance carrier is legally entitled to choose the treating physician.
Contact the cooperative office (828-3113) to obtain a physician’s name from the Director. If
an employee self-selects a physician who is not authorized or agreed upon by the employer,
the employer is responsible for only the first $500 in medical bills.



Absences: If you will be absent from work for any reason, you must call your building
principal and the Cooperative office the day before or early that morning. Complete the
"School Employee Report of Absence" (FORM #6) immediately upon returning to work.
This form needs to be signed by the principal and the person absent. Mail the completed
form to the Cooperative office.

Personal Leave: Personal leave is for the purpose of conducting personal activities that may
not be completed outside the workday. Classified employees will be granted one (1) personal
leave day per school year non-accumulative. Classified employees will be granted two (2)
personal leave days per school year non-accumulative beginning with the 10" year of
service. Employees seeking personal leave must make application for such leave in writing to
the director at least one week in advance of said leave except in cases of an emergency as
determined by the director. No personal leave shall be granted until their Principal has
obtained a suitable replacement for the employee requesting personal leave. No personal
leaves shall be granted the day before or after a scheduled school vacation during the school
year. All unused personal leave will be converted into sick leave and added into accumulated
sick leave. If the employee leaves the employment of the cooperative for any reason, no
payment will be made for unused leave.

Unpaid Leave: The board may grant a period of unpaid leave as determined by the board.
The period of leave and reason for unpaid leave shall be determined by the board. The board
shall not be required to pay any salary or benefits during periods of unpaid leave except as
may be required by law.

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

Jury Duty and Court Appearance Duty: Any employee who is required to be absent from
work in order to comply with a call to jury duty shall be permitted to perform such duty
without penalty as follows:

Employees performing jury duty shall not be required to use any sick, personal, or other
leave. Such employees will be paid their regular wages and shall be permitted to keep all jury
duty compensation including travel and subsistence expenses involved in such duty.

Any employee when subpoenaed to appear as a witness for the Three Lakes Educational
Cooperative or a member school district of the Cooperative shall be permitted to perform
such duty without penalty as follows:

Employees performing such duty shall not be required to use any sick, personal, or other
leave. Such employees will be paid their regular wages and shall be permitted to keep all
witness fees and compensation including travel and subsistence expenses involved in such
duty.

Funeral Leave: An employee will be granted leave with pay up to five (5) working days, to
attend the funeral of an immediate family member. The employee shall notify the director of
the number of leave days required as soon as practical.

Funeral Leave Definitions: “Immediate family” shall be construed to include the following
relationships of the employee or the employee’s spouse: Mother, Father, Brother, Sister,
Spouse, Child, Grandparents, Grandchild, and other individuals residing in the employee’s
household.




Additional working days shall be granted on a showing that travel out of the surrounding area
or a showing that an earlier return would work a hardship on the employee. Additional
“hardship” days will be granted in accordance with the merit of the request as determined by
the Director.

Vacations: Full-time twelve month classified employees shall be granted two weeks of paid
vacation each year. Vacation time should be used each fiscal year and limited accumulation
may be granted by the Director. There shall be no pay for unused vacation. Employees shall
schedule vacation with the director no later than May 1*. Unless approved by the director,
vacation shall be used during June or July. Employees who begin service other than on July
1% shall earn prorated vacation time. Inservice training and paid holidays shall not be counted
as vacation time.

Professional Leave: "Request for Professional Leave" forms (FORM #11) need to be
submitted for approval. It is necessary to begin this procedure as early as possible to obtain
the Director's approval and still make the necessary arrangements. Professional leave forms
should be completed to attend any workshop, district/school inservice, field trip, or other
student activity.

Pay for Non-Certified Employees on Professional Leave and Personal Leave:

Non-Certified employees will be paid their regular hourly wage and hours per day for
personal leave. Professional leave will be paid at the regular hourly wage up to 6 and one-
half hours per day. Transportation personnel will be allowed the average daily transportation
time of the previous week for the holidays and personal leave.

Pay for Non-Certified Employees on Holidays:

1. Non-Certified employees hired before September 19, 1994. Non-Certified employees
hired before September 19, 1994 will be paid their regular hourly wage and hours per
day for holidays.

Paid Holidays

1. Labor Day

2. Thanksgiving Day and the Friday following

3. Christmas Vacation (to be determined by the school calendar.) Five days paid.
Your district may be off for more than five days, however, you will be paid for
five days only.
New Year's Day
Good Friday and Easter Monday following (if school is not in session)
Memorial Day (for paraeducators only if school is in session after this day)
Independence Day (for paraeducators only if school is in session after this day)

No ok

2. Non-Certified employees hired after September 19, 1994. Non-Certified employees
hired after September 19, 1994 are not paid for holidays off.

Political Activities: Classified staff members shall not use cooperative time, cooperative
property or cooperative equipment for the purpose of furthering the interests of any political
party, the campaign of any political candidate or the advocacy of any political issue.




Telephone Calls: District telephones are for school business. Use of phones for personal
business should be avoided except in case of an emergency. Use of phones for social calls is not
permitted. Long distance calls made in an emergency must be recorded and reported to the
employee's immediate supervisor so arrangements may be made to bill the employee.

Personal Property: The Cooperative does not provide insurance on employee's personal property
and, therefore, does not assume any liabilities. If an employee's personal property is broken,
damaged or stolen while the employee is on the job, repair or replacement is the employee's
responsibility.

Gifts: Staff members are prohibited from receiving gifts from vendors, salesmen or other such
representatives.

Child Abuse: Any Cooperative employee who suspects that a child's physical or mental health
or welfare is being adversely affected by physical, psychological or sexual abuse will
immediately report this fact to the local Social Rehabilitation Services (SRS) office or to the
local law enforcement agency if the SRS office is not open. It is recommended that the building
administrator and Coop administrator be notified after the report is made.

Cooperative employees will not contact the child's family or any other persons to determine the
cause of the suspected abuse or neglect. It is not the responsibility of the school employees to
prove that the child has been abused or neglected.

Drug Free Schools and Communities Act: The unlawful possession, use, or distribution of illicit
drugs and alcohol by Cooperative employees on school premises or as a part of any school
activity is prohibited. This policy is required by the 1989 amendments to the Drug Free Schools
and Communities Act, P.L. 102-226, 103 St. 1928.

Placement for Prior Cooperative Employees: Paraeducators who have been previously employed
by Three Lakes Educational Cooperative will be credited with prior years of Three Lakes
Educational Cooperative experience and placed on Column A.










GAACA Racial Harassment: Employees (See GAF)

The board is committed to providing a positive and productive

working and learning environment, free from discrimination, including
harassment, on the basis of race, color or national origin. Racial
harassment will not be tolerated in the cooperative. Racial harassment of
employees or students of the cooperative by board members,
administrators, certified and support personnel, students, vendors, and any
others having business or other contact with the school district is strictly
prohibited.

Racial harassment is unlawful discrimination on the basis of
race, color or national origin under Titles VI and VII Civil Rights Act of
1964, and the Kansas Acts Against Discrimination. AIll forms of racial
harassment are prohibited at school/cooperative, on school/cooperative
property, and at all school/cooperative-sponsored activities, programs or
events. Racial harassment against individuals associated with the
school/cooperativel is prohibited, whether or not the harassment occurs on
school grounds.

It shall be a violation of this policy for any student, employee
or third party (visitor, vendor, etc.) to racially harass any student,
employee, or other individual associated with the cooperative. It shall
further be a violation for any employee to discourage a student or another
employee from filing a complaint, or to fail to investigate or refer for
investigation, any complaint lodged under the provisions of this policy.
Violations of this policy by any employee shall result in disciplinary
action, up to and including termination.

Racial Harassment is racially motivated conduct which:

1. Affords an employee different treatment, solely on the basis
of race, color or national origin, in a manner which
interferes with or limits the ability of the employee to
participate in or benefit from the services, activities or

programs of the cooperative;



2. lIs sufficiently severe, pervasive or persistent so as to have
the purpose or effect of creating a hostile working

environment;

3. Is sufficiently severe, pervasive or persistent so as to have
the purpose or effect of interfering with an individual’s

work performance or employment opportunities.

Racial harassment may result from verbal or physical conduct
or written or graphic material.

The district encourages all victims of racial harassment and
persons with knowledge of such harassment to report the harassment
immediately. Complaints of racial harassment will be promptly
investigated and resolved.

Employees who believe they have been subjected to racial
harassment should discuss the problem with their immediate supervisor.
If an employee’s immediate supervisor is the alleged harasser, the
employee should discuss the problem with a Three Lakes Cooperative
Administrator. Employees who do not believe the matter is appropriately
resolved through this meeting may file a formal complaint under the
district’s discrimination complaint procedure. (See KN)

Complaints received will be investigated to determine whether,
under the totality of the circumstances, the alleged behavior constitutes
racial harassment under the definition outlined above. Unacceptable
conduct may or may not constitute racial harassment, depending on the
nature of the conduct and its severity, pervasiveness and persistence.
Behaviors which are unacceptable but do not constitute harassment may
also result in employee discipline.

Any employee who witnesses an act of racial harassment or
receives a complaint of harassment or receives a complaint of harassment
from another employee or a student shall report the complaint to the
Director.. Employees who fail to report complaints or incidents of racial
harassment to appropriate administration may face disciplinary action.

School administrators who fail to investigate and take appropriate



corrective action in response to complaints of racial harassment may also
face disciplinary action.

Initiation of a complaint of racial harassment in good faith will
not adversely affect the job security or status of an employee, nor will it
affect his or her compensation. Any act of retaliation against any person
who has filed a complaint or testified, assisted, or participated in an
investigation of a racial harassment complaint is prohibited. Any person
who retaliates is subject to immediate disciplinary action, up to
termination of employment.

To the extent possible, confidentiality will be maintained
throughout the investigation of a complaint. The desire for
confidentiality must be balanced with the district’s obligation to conduct
a thorough investigation, to take appropriate corrective action or to
provide due process to the accused.

False or malicious complaints of racial harassment may result
in corrective or disciplinary action against the complainant.

A summary of this policy and related materials shall be posted
online and at the Three Lakes Educational Cooperative. The policy shall
also be published in student, parent and employee handbooks as directed
by the board. Notification of the policy shall be included in the school

newsletter or published in the local newspaper annually.

(Revised and adopted 7/2003)



Testing Integrity: Staff handbook language

In the administration of standardized tests, licensed staff (teachers,

administrators and others) shall not:

1. Provide inappropriate test preparation.

2. Modify test administration procedures.

W

Provide inappropriate assistance to students during test
administration.

Change or fill in answers on student answer sheets.
Provide inaccurate data on student information sheets

Discourage or exclude certain students from taking a test.

~N O »n b~

Engage in any other practice to artificially raise student scores

without actually improving underlying student achievement.

Failure by staff to follow district/cooperative guidelines and/or state testing directions is
grounds for termination. (Approved 2/2007)



(7/17/2006)

Injuries Occurring When an Employvee is “Under the Influence”

The Workers' Compensation Law clearly states that compensation is not
payable if the injury was caused primarily by the intoxication of the
employee or by the influence of any drugs, barbiturates, or other
stimulants not prescribed by a physician. Under the law, the employer may
require the employee to submit to a test for the presence of any or all
drugs or alcohol in his or her system. If the injured worker refuses to
submit to a drug test, it shall be presumed in the absence of clear and
convincing evidence to the contrary that the injury was caused primarily

by the influence of drugs or alcohol.

Recreational and Social Activities

Recreational and social activities are not compensable unless such
recreational or social activities are an expressly required incident of
employment and produce a substantial direct benefit to the employer
beyond improvement in employee health and morale that is common to all

kinds of recreation and social life.

Injuries Suffered While Traveling to and From Work

An injury suffered while going to or coming from work is not an injury
arising out of and in the course of employment whether or not the
employer provided transportation if such means of transportation was
available for the exclusive personal use by the employee, unless the
employee was engaged in a special errand or mission for the employer, or
access to the vehicle was an integral element of the employment. An
employee who 1is injured while deviating from the course of his
employment, including leaving the employer's premises, is generally not
eligible for benefits unless such deviation is expressly approved by the

employer.



Horseplay

An employee who is injured during horseplay occurring in the course of
the workday is not entitled to benefits unless the injured employee is an

innocent victim not participating in the activity. (Adopted 7/2006)



(FMLA) Family Leave and Medical Plan

Family and medical leave as required by federal law shall be granted
for a period of not more than 12 weeks during a 12-month period. For
purposes of this policy, a 12-month period shall be defined as a fiscal
year beginning on July 1 and ending the following June 30. Spouses
employed by the district may only take an aggregate of 12 weeks of leave
for a birth or adoption of a child or to care for a child with a serious
health condition.

Leave is available because of:

(1) the birth of a son or daughter of the employee and to care for the son
or daughter;

(2) the placement of a son or daughter with the employee for adoption or
foster care;

(3) the need to care for a spouse, son, daughter or parent of the employee
because of a serious health condition;

(4) a serious health condition of the employee that prevents the employee
from performing the job functions;

(5) a qualifying exigency arising because the spouse, son, daughter of
parent of the employee is on active duty (or has been notified of an
impending call or order to achieve active duty in the Armed Forces.

(6) a spouse, son, daughter, parent or next of kin of a covered service
member if they need care from the eligible family member. Eligible
employees are, in this case, entitled to a combined total of 26 workweeks
of leave during a 12-month period.

(Leave for reason 1 or 2 must be taken within 12 months of birth or
placement.)

The leave shall normally be unpaid leave. However, if the employee
has any paid vacation, personal, sick or disability leave that is available
for use because of the reason for the leave, the paid leave shall be used
first and counted toward the annual family and medical leave. The
Personnel Clerk will notify the employee of the beginning date of family
and medical leave and the amount of the employee’s accrued paid leave
designated as family and medical leave.

The employee is eligible for family and medical leave upon completion
of 12 months of service in the district and employed at least 1250 hours
during the preceding year.

During the period of any unpaid family and medical leave the board
shall continue to pay the employer's share of the cost of group health
benefits in the same manner as paid immediately prior to the leave. Any
employee portion of the cost shall be paid by the employee to the clerk of
the board on the payroll date or other time as the employee and
superintendent may agree. The board may terminate group health



coverage if the employee payment is not received within 30 days of the
due date.

When leave is foreseeable, the employee shall give written notice 30
days in advance. If leave is not foreseeable, notice will be given as soon
as practicable.

Upon the employee providing notice of need for leave, the employer
will notify the employee of:
a. the reasons that leave will count as family and medical leave,
b. any requirements for medical certification,
c. employer requirement of substituting paid leave,
d. requirements for premium payments for health benefits and employee
responsibility for repayment if employer pays employee share,
right to be restored to same or equivalent job,
any employer required fitness-for-duty certifications.
Family leave (reasons 1 or 2) may not be used intermittently or on a
part-time basis without the prior approval of the superintendent.
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The Director may require an instructional employee to continue leave
until the end of a semester if the leave begins more than five (5) weeks
before the end of a semester, lasts more than three (3) weeks and the
return would occur during the last three (3) weeks of the semester.

If the leave is for a reason other than the employee's serious health
conditions, the Director may require an instructional employee to continue
leave until the end of a semester, if:

1. the leave begins in the last five (5) weeks of a semester, will last more
than two (2) weeks and the return to work would occur in the last two
(2) weeks of a semester, or

2. the leave begins in the last three (3) weeks of a semester, and lasts
more than five (5) days.

Approved by board of education: July 21, 2008



Legal Leave

Legal leave shall mean time away from the job for prosecuting or defending a legal
action or for testifying either in a court of law or before an administrative body. If a
teacher is a plaintiff in an action against the district, this rule shall not apply. Time away
from the job shall be taken as provided in policy and covered by other leave district

provisions. Appropriate employees should reference the negotiated agreement.

Approved by board of education: July 21, 2008



Documents That Establish Identity (Policy GACD)

To establish employment eligibility only, a person must present a

document such as a Social Security card, a U.S. birth certificate, or

one of the other documents listed.

For individuals 18 years of age or older:

Driver’s license or ID card issued by a state or outlying
possession of the United States, provided it contains a
photograph or information such as name, date of birth, gender,
height, eye color and address

ID card issued by federal, state or local government agencies or
entities, provided it contains a photograph or information such
as name, date of birth, gender, height, eye color and address
School ID card with a photograph

Voter’s registration card

U.S. military card or draft record

Military dependent’s ID card

U.S. Coast Guard Merchant Mariner Card

Native American tribal document

Driver’s license issued by a Canadian government authority

For persons under age 18 who are unable to present a document
listed above:

Form M-274 (Rev. 11/01/2007)

School record or report card



e Clinic, doctor or hospital record

e Day-care or nursery school record

If a person is unable to present the required document(s) within three
business days of the date employment begins, he or she must present
(within 3 business days) a receipt’. The person then must present the
actual document when the receipt period ends. The person must have
indicated on or before the time employment began, that he or she is
already eligible to be employed in the United States. Receipts
showing that a person has applied for an initial grant of employment
authorization, or for renewal of employment authorization, are not

acceptable.

" Check the link in the policy for more details. In some cases,
persons seeking work can apply for a document and present a receipt
to the employer that shows they have applied for a required
document.

Approved by board of education: July 21, 2008



Chain of Command—Resolving Problems

Employees are to follow the proper “chain of command” by first contacting your
immediate supervisor for resolution of problems. Exceptions may be made if the
supervisor is the source of the complaint, for example, in a situation involving sexual or
racial harassment. See GAAC and JGEC for details. If neither of these policies apply,
employees shall first discuss all concerns with their immediate supervisor before taking

additional action.

In the absence of the Principal, contact should be made with the appropriate District or
Cooperative Administrator for serious situations that cannot wait for the next day for a

solution.

Approved by board of education: July 21, 2008



Automated External Defibrillators

The board has authorized the use of Automated External Defibrillators in school
buildings. Qualified persons are allowed to use the devices when appropriate. A
“qualified person” means an employee who has:
1. completed a course in cardiopulmonary resuscitation or a basic first aid course of
training that included cardiopulmonary resuscitation training;
2. has completed a course of training in the use of automated external defibrillators
and:
3. demonstrated proficiency in the use of an automated external defibrillator.
Employees who wish to be trained in the use of an automated external defibrillator, or

who may have questions about these devices are urged to contact their supervisor.

Approved by board of education: July 21, 2008





