
 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Personnel Handbook 
 

1. Work day.  Certified employees will assume responsibilities no later than 7:45 a.m 
and will continue until 3:27 p.m. 
 
2. Leaving the Building.  Employees who must leave the building during their 
workday should check through the office before leaving. 
 
3. Faculty Meetings.  Each principal will set times and frequencies. 
 
4. Supervisory Duty.  All teachers, secondary and elementary, will be expected to  
have supervisory duty.  This will be assigned during the school year by the building 
principal. 
 
5. Working Late.  Many times teachers work late or come back in the evening for  
meetings.  Teachers who do this are expected to see that their rooms and the building are  
properly locked upon leaving, especially if they are the last to leave. 
 
6. Lesson Plans.  Planning is necessary in any organization; it is critical in the 
classroom. Each teacher is required to develop lesson plans and submit them to the  
principal.  Principals will determine when the weekly plans are due in their  
office. 
 
7. Planning Time.  Each individual teacher and staff member should determine the  
best time for planning the day’s activities either before school starts, during a free period, 
or at the end of the day. 
 
8. Weekly Reports.  Each teacher will keep a weekly report in classroom.  This report  
should include lesson plans for the next week (principals discretion see item 6, lesson  
plans) and beginning with the second week of school, a list of those students who are  
failing (F) or near failing (D). 
 
9. Paydays Certified Employees.  Paydays for certified employees will be on or 
before the tenth of each month beginning September 10th.  Should the 10th fall on a 
Saturday, Sunday or holiday, the pay date will be the preceding Friday or the day before  
the holiday.  All certified employees will receive their paycheck in twelve equal  
installments, which will be direct deposited into the bank account of their choice.  
 
10. Re-Issued Checks.  Should an employee lose an expense check and replacement  
issued, the employee will be responsible for any bank charges. 
 
11. Leaves.  Leaves for certified personnel are addressed in the Master Agreement.  A  
form needs to be completed prior to taking any leave.  Email the Leave Request form to  
your building principal for approval.  Please do not wait until the last of the year to take  
your personal leave.  See Website. 
 



12. Sick Leave.  Sick leave will be allowed as per the Master Agreement.  It is the 
responsibility of each employee to notify the principal if he/she is ill and unable to report for 
work.  This needs to be done as early as possible in order that substitutes may be secured 
when needed.  The principal will report all personnel who have been absent from their jobs 
for any reason to the district office. 
 
13. Teacher Absences.  When an employee is ill, they shall call the building principal 
by 6:00-6:15 a.m.  It is the responsibility of the absent teacher to notify the school before 
2:15 p.m. each day so that the substitute can be notified whether or not they need to 
return. 
 
14. Employee’s Lounge.  Each building has an employee’s lounge and each employee 
will have a period of time during the day (time permitting) when he/she will not be directly 
responsible for class.  The lounge has been provided as a place for employees to be able 
to relax in a friendly atmosphere.  “Lounge talk” should be a reflection of a teacher’s 
professional attitude. 
 
15. Teacher Evaluations.  The teacher evaluation instrument will be filled out pursuant 
to the guidelines established in the evaluation instrument. 
 
16. Purchases for the District.  Any items purchased for the district must be through 
requisitions/purchase orders.  Employees will not be able to use personal funds and 
expect reimbursement.  The petty cash fund will be used to pay for items when it is 
necessary to pay reimbursement.  Bills presented without proper purchase orders will not 
be paid.  Requisitions must be completed and approved by the building principal or 
supervisor prior to a purchase order being issued.  See Website. 

A. Ordering on Approval.  Items ordered on approval must be ordered on a 
pre-approved purchase order stating that is being ordered on approval. 

B. Ordering by Telephone/Fax.  Ordering by telephone or fax is discouraged 
unless it is a true emergency.  This must have prior approval of the 
Superintendent’s office.  

C. Other Purchase Order Information.  When attending conferences the 
registration will be paid by purchase order rather than issuing a petty cash 
check.  It will be the individual’s responsibility to be sure that the conference 
sponsor will accept a purchase order.  Should a problem occur in this area, 
notify the Superintendent’s office. 

 
17. Expense Reports.  The expense report should be completed and turned in to the 
district office for such instances as:  expenses for meals while attending out-of-district 
meetings, mileage and miscellaneous expenses.  Employees are responsible for obtaining 
an itemized receipt for all credit card charges.  Failure to obtain an itemized receipt may 
result in the employee paying for the expense.  Expenses will be paid only on trips that 
have a request form on file and prior approval from the Superintendent’s Office.  As stated 
in number 8 of this handbook, employees will not be able to expend personal funds for 
teaching supplies, etc., and expect reimbursement. 



18. Student Handbook.  There are additional rules and regulations set forth in the 
student handbook that all personnel are expected to implement.  Please read carefully. 
 
19. Discipline.  Discipline and teaching go hand in hand.  Orderly conduct is becoming 
of every good citizen and is the goal toward which the school should strive.  Teachers 
should manage their classrooms in such a manner that enhances purposeful activity.  An 
orderly classroom is not necessarily quiet, but it is one in which each child has the 
opportunity to contribute and be heard.  It is also a room in which there is sufficient calm to 
enable a child to think without confusion. 
 
20. Grading and Retention.  The board feels that the professional staff can be 
depended upon to make decisions regarding student progress.  However, the board 
considers it very important that parents be consulted and well informed at an early date 
where retention is advisable. 

A. Grade cards will be distributed quarterly. 
Incomplete 
1. An incomplete may be given when a student has recently been absent 

or for other valid reasons, such as not handed in assigned work. 
2. An incomplete should be redeemed within the following two-week 

period.  Failure to do so may cause an incomplete to become a failure. 
 
21. Make-Up Work.  When returning from an excused absence, a student will have the 
same number of days, plus one to make up work.  Students who know they are going to 
miss class should obtain the assignments and complete the work prior to the absence.  
Materials are due on call of the teacher. 
 
22. Period Absentees.  A listing of students absent or tardy should be posted in the 
computer during the first ten minutes of the first class period.  Attendance will be checked 
and absent students posted to the computer each hour (grade school morning and after 
lunch) by all teachers.  Teachers without computer access (i.e. weightlifting and physical 
education) will report absentee students to the office and the secretary will post them to 
the computer. 
 
23. Absentee Student Assignments.  Parents may call the school requesting 
assignments for a student who is absent.  When this occurs, the absentee student 
assignment form will be distributed to the appropriate teachers for completion.  These 
forms should be returned to the office for pick-up by the parent.  
 
24.   Hall Passes.  Teachers are to use utility slips as permission slips for students to be 
in the hallways during class times.  These should be used with good judgment.  
 
25. Tobacco Policy.  See Board Policy. 
 
26. Drug & Alcohol Free Workplace.  See Board Policy. 
 
27. Discrimination Policy.  See Board Policy. 



 
28. Sexual Harassment Policy.  See Board Policy. 
 
29. Dispensing Medication.  See Board Policy. 
 
30. First Aid and Injury Reporting.  Any student requiring first aid during the school 
day must be brought to the nurse’s office, if possible, for treatment and/or determination of 
the extent of the injury.  First aid supplies are available in the nurse’s office.  The principal 
is required to report all injuries.  Strict adherence to this policy is for the protection of the 
teacher, pupil, and school.  The teacher and/or the school could possibly be held liable for 
a mishandled injury. 
 
31. Blood Borne Pathogen Policy.  For the protection of students and employees 
alike, USD No. 108 has developed policies and procedures regarding the handling of blood 
and body fluids.  The Blood Borne Pathogen Policy and procedure handbook can be found 
in the superintendent’s, principals and nursing offices.  Hepatitis B vaccine is available to 
all employees upon request.  The vaccine is the employee’s choice. 
 
32. Workers Compensation. 
 Notice of Accident.  An employee injured while on duty or on school property shall 
notify their supervisor in writing within 10 calendar days of the injury.  Failure to provide 
notice may bar payment of workers compensation benefits. 
 
 Injury from Social or Recreational Events.  Workers compensation does not 
cover injuries to employees engaged in recreational or social events unless the employee 
was required to attend and the injury resulted from performing normal job duties or as 
specifically instructed to be performed by an administrator or supervisor. 
 
33. Physical Forms.  Teachers and staff are required to have physical forms pursuant 
to 725213 and USD No. 108 policy.  Bus drivers are required to have a physical 
examination every two years.  See Website. 
 
34. Student’s Physical Examination.  Kansas State High School Activities Association 
requires all students participating in athletics and cheerleading to have on file a parent 
signed KSHSAA Physical Examination form.  Forms are available in the Jr.-Sr. High 
School office. 
 
35. Sponsorships.  Each school organization is required to have at least one faculty 
sponsor.  Such sponsors are appointed by the administration and are to act as general 
advisors and chaperons.  All meetings are to be held with the knowledge and consent of 
the head sponsor.  The sponsor(s) (substitute sponsors may be used with the 
administrator’s approval) must be present during all group meetings of a class or an 
organization.  Minutes shall be kept on all organization and class meetings. 
 



36. Activity Record Information Sheets.  Sponsors or coaches are responsible for 
completing a summary of the activities or the sport they sponsored or coached during the 
school year.  This applies to both Jr. High and High School.  See Website. 
 
37. Attending School Activities.  Faculty and staff should attend school functions and 
activities.  Attendance at activities promotes a positive image of our staff to the students 
and patrons of our community. 
 
38. Assemblies.  All teachers are expected to attend all assemblies, pep rallies, etc.  
Teachers should sit with the students and help maintain order. 
 
39. Scheduling Activities.  Activities that take students and teachers out of regular 
classes must be scheduled, approved by the principal, and put on the school calendar as 
far in advance as possible.  All activities must be scheduled at least eight days in advance.  
Lists of the students involved in the activity must be turned in to the office on Thursday of 
the week preceding the scheduled activity.  Activities should be scheduled as prudently as 
possible to prevent students from being out of class any more than necessary. 
 
40. Activity Trip Bus Requests.  Requests must be made for all activities requiring a 
bus/school vehicle to the principal.  A list of all students riding the bus/vehicle must be filed 
with the principal’s office.  Vehicles will be scheduled through the transportation 
department. 
 
41. Mileage.  Employees will be reimbursed at the rate of 50 cents per mile for use of 
their private vehicles when conducting school business; however school vehicles should 
be used whenever possible. 
 
42. Inservice Trip Requests.  From time to time employees will need to make trips to 
represent the district.  A travel expense voucher needs to be filled out and signed by the 
employee and principal for approval prior to taking the trip.  School Credit Cards are 
available and should be checked out from the district office.  See Website. 
 
43. Field Trips.  Requests for field trips must be made through the principal’s office and 
placed on the school calendar at least two weeks in advance.  Field trips, which are 
correlated to the curriculum, are valuable and are encouraged, but consideration to the 
school calendar should be given. 
 
 Students participating in field trips shall be under the supervision of a teacher or 
school employee at all times. 
 
44. School Vehicles.  The school has vehicles for staff to use when an official business 
with the district; i.e., conferences, meetings, etc.  Buses and vehicles are fueled by 
transportation at the Bus Barn.  In order to obtain a vehicle, an employee must e-
mail/speak to the Transportation Director with the following information:  Date(s) vehicle(s) 
is needed, destination, number of people riding in vehicle, time of day vehicle will be 



picked up from the bus barn and an approximate time the vehicle will be returned.  Please 
fill out and leave the trip sheet in the vehicle. 
 
45. Fund Raising Requests.  Organizations or teachers requesting a fund raising 
activity must first secure permission from the building administrator before planning a fund 
raising activity.  The fund raising request form must be completed and turned into the 
principal. 
 
46. Fire and Tornado Drills.  By law, a fire drill is required each month for each 
building and tornado drills are required three times a year.  The principal will be 
responsible for scheduling these drills.  It is the teacher’s responsibility to supervise the 
students until the drill is complete. 
 
47. Other Emergencies.  The building principals will be reviewing specific procedures 
that will be used in each building prior to the beginning of school. 
 
48. Care of Equipment and Buildings.  Teachers are responsible for their rooms and 
equipment.  Needed repair should be reported in writing to the building administrator as 
soon as possible. 
 
49. Audio Visual Equipment.  Audio visual equipment is available in the library.  
Teachers needing to use the library for a group activity should coordinate the activity with 
the librarian. 
 
50. Use of Library.  Teachers and students are encouraged to use the library.  
Teachers needing to use the library for a group activity should coordinate the activity with 
the librarian. 
 
51. After Hours Use of School Equipment.  From time to time it may become 
necessary for school personnel to use school owned equipment.  If equipment is to be 
taken from the building, it must first be checked out through the attendance center office. 
 
52. Summer Use.  Approval must be obtained in writing from the district office prior to 
taking any equipment from any school building. 
 
53. Keys.  Building security is a major concern.  If keys are lost or stolen, the building 
principal is to be notified immediately.  Keys are issued to the staff for their areas of 
concern:  they are not to be duplicated or loaned. 
 
54. Withdrawal Forms.  Students withdrawing from school are to have the appropriate 
withdrawal form initialed by the teachers.  See Website. 
 
55. Closing Procedures.  Teachers are requested to complete closing procedures 
according to the end of the year checkout form and as per the principal’s directions.  It is 
very important that teachers leave summer addresses and phone numbers.  Copies of the 



summer addresses and phone numbers will be forwarded to the district office for their use 
as needed.  See Website. 
 
56. Classroom Inventory.  The classroom inventory is to be completed at the end of 
every school year by the teacher for his/her classroom, by the food director for the kitchen, 
and the secretaries for each office.  Inventories are to be put on the computer network and 
one hard copy filed with the principal’s office.  At the beginning of each new school year, 
inventories should be checked and new items should be added. 
 
57. Telephone Calls.  If the telephone is used for long distance personal calls, the 
charges should be made to your home phone number, credit card or the charges reversed. 
 
58. Computer Network.  We have an excellent computer network.  All classrooms, 
schools and offices are networked.  Each teacher has e-mail access and is expected to 
use it to communicate with each other.  Pearson PowerSchool Student Management 
System will be used by all teachers to record attendance, grades and other information.  
Each library has the Winnebago System that allows computer access to other libraries. 
 
There are several procedures that the staff should be aware: 

1. Don’t allow students to access hard drives.  They should only be on the network!  
This is for security of the fileserver.  Access to hard drive may be allowed with 
proper supervision. 

 
2. Don’t allow students to log in under your name and password or another 

student’s name and password.  Don’t give a student your password.  Make sure 
you log out. 

 
3. Don’t put programs on class menus that are not used during class or that you 

are not familiar with.  If it means limiting your class to the use of only one 
program-That’s Okay! 

 
4. Don’t touch computer screens! 
 
5. Shut your computers off at the end of each workday to help conserve energy. 
 
6. Don’t leave your password the same for more than one 9 weeks.  It has been 

recommended that passwords be changed every two weeks. 
 
7. Special Notes:  If you see a student with a drop to C or DOS-Prompt (black 

screen) contact the system operator so it can be removed.  This is a security 
measure. 

 
8. Windows and System updates will be done periodically.  Please check with your 

school technician before upgrading or updating operating systems. 
 



If something goes wrong, try to re-boot the computer (CTRL+ALT+DEL).  If you still have 
problems, drop a note to the system operator, Don Brax.  Do not interrupt his classes.  He 
will try to fix the problem as soon as he can. 
 
59. School Closing.  In case of inclement weather and/or other emergency situations, 
the following radio and television stations will be notified at the earliest possible time: 
   
Radio        Television 
WIBW Radio 580AM/94.5FM, Topeka   KOLN TV 10/11, Lincoln 

KNDY Radio 1570AM/95.5FM, Marysville  KSNT TV 27, Topeka 

KSAL Radio 1150AM. Salina    WIBW TV 13, Topeka 

KREP Radio 92.1FM, Belleville    KTKA TV 49, Topeka 

KGMT/KUTT Radio 1310AM/99.5FM, Fairbury  Local Cable Channel 95,  

KISS Radio 95.3FM, Concordia     Washington 

  
 
60.  Board Policy.  It is each employee’s responsibility to be familiar with the policies of 
the Board of Education of Washington County USD No. 108.  Updated policies are kept in 
the principal’s office, teachers’ lounge in each building, and are also on file in the library.  A 
copy of the board policy may be obtained by contacting the central office. 
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