FINANCE

1.

GREENSBURG SALEM SCHOOL DISTRICT

Board Discussion Meeting
May 18, 2016
PUBLIC SESSION AGENDA

Discussion regarding District cash flow and 2015-2016
State budget allocations

Request approval to adopt the preliminary general fund
budget for fiscal year July 1, 2016 through June 30, 2017
with total expenditures of $43,623,624.00 and total
revenue of $43,050,988.00 as submitted on PDE-2028

Request approval of the Highmark Blue Cross/Blue
Shield PPO Plan A, PPO Plan E, PPO Plan G and dental
rates for the 2016-2017 school year

Request approval of the vision, disability and life
insurance rates for the 2016-2017 school year

Request approval of the District's workman's
compensation coverage through
for the 2016-2017 school year at a cost of
$

Request approval of the School Leaders’ Legal Liability
Insurance Program, District's identity theft protection,
property-casualty protection, commercial automobile
policies from . effective July
1, 2016 through June 30, 2017 at a cost of $

Request approval to appoint Dinsmore & Stohl, LLP to
assist in the examination (audit) of General Obligation
Bonds, Series of 2010 for compliance with federal tax
requirements

Request approval for the proper officers of the District to
advertise the sale and/or disposal of a trailer at James H.
Metzgar Elementary School




10.

11.

12.

13.

14.

Request approval for the proper officers of the District to
dispose of any equipment/supplies no longer useful to
the District

Request approval to continue the District's membership
in the University of Pittsburgh’s Tri-State Area School
Study Council at a cost to the District of $800.00

Request approval of the Central Westmoreland Career
and Technology Center 2016-2017 proposed budget in
the amount of $9,080,123.00. Greensburg Salem School
District's contribution will be approximately $584,138.82

Request approval to appoint First National Bank as the
District's depository for the 2016-2017 school year

Request approval to appoint Mr. Paul Puleo, First
National Bank as treasurer for the 2016-2017 school year

Regquest approval of the Greensburg Salem Bowling
Boosters request for financial assistance to help with the
costs of sending qualified bowlers to both state and
regional competition in the amount of $1,035.00

Request approval to permit a Greensburg Salem
eleventh grade student to enroll in the Derry Area School
District Agriculture Program for the 2016-2017 school
year with tuition costs to be paid by the District and
transportation costs to be paid by the District or the
parent

CONTRACTS/CONTRACTED SERVICES

1.

Request approval to enter into an Agreement with
Central Susquehanna Intermediate Unit (CSIU) to
provide the Districts administrative data software
application for the 2016-2017 school year at an
approximate cost to the District of $46,483.00

Request approval to enter into a Student Services
Agreement with the Westmoreland Intermediate Unit to
provide student services as follows: Special Education
Services — Crossroads Program, ITES Program, 1 FTE
Sixth Grade Learning Support Teacher, 3 FTE Speech
Therapists, Personal Care Assistants through Mission 1,




and Southmoreland DHOH pending [EP meeting;
itinerant/Related Services ~ Itinerant services provided
for students participating in Clairview programming,
Teacher of Hearing Impaired/Audiologist, Vision
Services, OT/PT through Mission 1; Additional
Contracted Services — 1 day/week Special Education
Supervision, Counseling Services on an hourly basis,
Psychiatric Services; Work Discovery Programming, ESL
Teacher, Annual Notice Posting and Nurse for Camp
Soles

Request approval to enter into an Agreement with the
Westmoreland Intermediate to provide document
imaging and management services for the period of July
1, 2016 through June 30, 2019

Request approval to enter into a Memorandum of
Agreement with Chestnut Ridge Counseling Services,
Inc. for the establishment of an in-school based
behavioral health treatment program for students of the
School District on an as needed basis

Request approval to enter into a Services Agreement
with Western Psychiatric Institute and Clinic’'s Acute
Adolescent Partial Hospitalization programs, lLicensed
Inpatient School, and the Center for Overcoming
Problem Eating Partial Hospitalization Program, on an as
needed basis, at a cost of $75.00 per day, per student

Request approval to enter into an Agreement between
Center for Hearing & Deaf Services and Greensburg
Salem Schoo! District to provide sign language
interpreting services effective July 1, 2016 through June
30, 2017

BOARD POLICIES

1.

Request approval of the foliowing Board Policies:
Section 200 — Board Policies 213 and 215; Section 300
- Board Policies 328, 328.1, 329, 329.1, 329.2, 331, 338
and 339; Section 600 ~ Board Policy 626, and Section
800 — Board Policies 808, 815, 827 and 828 of the Board
Policy Manual

1-100




STUDENT MATTERS

1.

Request approval of the previously approved motion for
students, Paige Oswald and Claire Simpson,
accompanied by judge/chaperone, Mary Logan to attend
the National Speech and Debate Competition on June 12-
17, 2016 in Salt Lake City UT (corrected location) at an
approximate cost of $3,145.00 with $1,500.00 paid by the
TLC Foundation

Request approval of the list of seniors who will be awarded
diplomas on June 1, 2016, provided they satisfy any
remaining requirements and/or obligations

Request approval for the proper officers of the District {o
apply to the Pennsylvania Department of Education for
ESEA Title | and Title lIA funds

Request approval for the proper officers of the District to
apply for 2016-2017 MTSS-RTI Prevention of Early
Reading Failure Cohort sponsored by PaTTAN. Selected
schools receive a $10,000.00 stipend to cover training
costs

CONFERENCE/WORKSHOPS

1.

Request approval for Alison Cox to attend the Alternate
Eligible Content — Writing on May 20-21, 2016 at
PaTTAN, Harrisburg PA with the cost of attending paid
by PaTTAN

ATHLETIC MATTERS

1.

Request approval of the resignation of Dr. Todd Winslow
as the District’s team physician

Request approval of the appointment of Dr. Ryan Floyd
as the District’s team physician

Reqguest approval to purchase a scoreboard for the
baseball team to be placed in left field




5.

Request approval for the proper officers of the District to
advertise for fall/winter sporis bids for the 2016-2017
school year

Athletic report

FACILITIES USAGE

1.

Request retroactive approval for the Greensburg YMCA
to use Offutt Field for soccer games from 12:00-3:00 P.M.
on the following Sunday afternoons: April 10, 24, 2016,
May 15, 2016 and June 5, 2016

Request retroactive approval for the Greensburg Middle
School soccer program to use Offutt Field and restrooms
for a Soccer Clinic for 6" and 7t grade girls interested in
playing soccer in fall 2016 from 5:30-7:00 P.M. on Friday,
May 13, 2016

Request approval for the New Alexandria Lions Club, inc.
to use the James H. Metzgar Elementary School grounds
for parking for Demolition Derby from 5:30 P.M.-12:30
A.M. on Friday evenings, May 20, 2016, June 3, 2016,
June 17,2016, July 1, 2016, July 15, 2016, July 29, 20186,
August 12, 2016 and August 26, 2016

Request approval for the Westmoreland Museum of
American Art to use Room 003 of the Greensburg Salem
Middle School for a community meeting to present
“Bridging the Gap” project redesign from 3:30-5:30
P.M. on Monday, May 23, 2016

Request approval for the Lacrosse coaches to use Offutt
Field, locker room and restrooms for a Developmental
Skills Lacrosse Camp for Greensburg Salem students in
grades 5-9 from 4:30-8:00 P.M. the week of June 13-17,
2016

Request approval for the Westmoreland County Football
Officials to use Room 003 of the Greensburg Salem
Middle School for meetings on the following Monday
evenings: 7:30-9:00 P.M. on August 15, 2016; 7:00-8:30
P.M. on August 8, 29, 2016; September 12, 19, 26, 2016;
and October 3, 17, 24, 2016




7. Request approval for the Greensburg Recreation
Department to use Offutt Field for youth
football/cheerleading games from 9:30 AM.-5:30 P.M.
on the following Sundays: September 18, 2016, October
2,16, 30, 2016

8. Request approval for the Westmoreland Symphony to
use the Senior High School auditorium from 7:30-10:00
P.M. on Monday, October 24, 2016 for rehearsal, and
from 10:30 A.M.-1:15 P.M. on Tuesday, October 25,
2016 for the performance of the annual Young People’s
Concerts, providing free tickets for Greensburg Salem
students in exchange for reduced rental costs

GENERAL/MISCELLANEOUS
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GREENSBURG SALEM SCHOOL DISTRICT

PUPILS

200 ASSESSMENT OF STUDENT PROGRESS CODE 213

SECTION 1. PURPOSE

The Board of School Directors recognizes that a system of assessing
student achievement can help students, teachers;and parents/guardians to
understand and evaluate a student's progress: oward educational goals and
academic standards. :

SECTION 2. DEFINITION

Assessment shall be the system of measunng and recordlng student
.'u_dent parents/guardians and

and to:

2. Plan an educatlonal and vocat:onal future for the student in areas of
the grsatest potential for success

Ll ;.Know where remediai work is requared

SECTEON 3. AUTHORETY

The Board of School Dfrectors directs that the District's instructional
program shall include a systsm of assessing all students’ academic progress. The
system shall mciude how achievement of academic standards will be measured
and how this mformatzon will be used to assist students having difficulty meeting
required standards as:well as how to enrich those who achieve beyond the
standard.

Students with disabilities shall be included in the District's assessment
system, with appropriate accommodation when necessary.

The District's assessment system shall include a variety of assessment
strategies which may include:

Page10of 3




213

1. Written products such as tests, checks for understanding, writing
prompts, lab summaries, reports, letters.

2. Performance tasks which may include projects, demonstrations,
works of art, music, theatre, physical fitness tasks, oral
presentations,

3. Problem solving exercises such as m]"ﬁ:_:p}‘ob!ems, scientific inquiry,
research.

4, Diagnostic assessments.

5. Portfolios of student wort

6.  Self-reflection of students.

7. Standardized tests'and state assessments

SECTION 4. DELEGATION OF RESP' _SEBILFTY

to assess student progress |n accordance with Dlstnct goals and regulations of
the State Board of Educat;o

SEC‘_EON 5. GUIDE.\: NES
Academtchonduct Evaluatlon

system has been adopted as indicated:

Elementary Quahf;ers

ME - Meetmg Expectations - student demonstrates grade level skill
without significant errors.

EE - Exceeding Expectations — student demonstrates understanding
beyond grade level skills.

AE - Approaching Expectations — student is beginning to demonstrate

grade level skill. Work may contain repeated errors and/or required teacher
assistance.
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References:

213

Secondary Grades

Secondary staff will use the following letter grades:

A (4 points), B (3 points), C {2 points), D (1 point), F (0 points), |
(incomplete).

Final grades are obtained by combining the grades from each nine (9) week
gradlng period and the final exam grade (when appllcable) The numerrcai

*Note: The “I" grade is used when,a student s work is i 1complete because
of some valid reason. The work’ must be completed within a two week
perrod For extended or recurnng tllness “the case wrFI be {freated

for makeup work. In those courses where a final exam is part of the course
requirement, failure to take the fmak exam (uniess excused by the teacher)
may result in faliure of the course N

end of every n:ne (9) week period

Board Policy 213 mcorporates, thereby replaceslelrmmates old Board Policy
400.24 Course Fa;lure for Grades 9 12

School Code —~ 24 P S Sectrons 1531, 1532

State Board of Educat[on Regulations — 22 Pennsylvania Code Sections 4.11,
4.24, 451,452

Board Policy — 102, 127, 212, 216, 217

Policy Adopted:
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GREENSBURG SALEM SCHOOL DISTRICT

PUPILS

200 PROMOTION AND RETENTION CODE 215

SECTION 1. PURPOSE

The Board of School Directors recognizes.that the emotional, social,
physical and educational development of students will vary and that students
should be placed |n the educat:onal settlng most appropnate to their needs. The

student achievement in a continuous and systematic manner

SECTION 2. AUTHORITY

The Board of School Directors estabhshes that'each student shall-be moved
forward in a continuous pattern of achievement and development that corresponds
with the student's development;: the system of grade[evels and attainment of the

academic standards established for each grade

A student shall be promoted when s/hez has. successfully comp[eted the

shall be required for promotlon or retention of a student.

The Supermtendent shall be assigned the final responsibility for determining
the promotion or retention of each student.
SECTION 4. GUIDELINES

In all cases of retention, the parents/guardians shall be fully involved and

informed throughout the process. Parents/Guardians and students shall be
informed of the possibility of retention of a student in advance.
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215

The District shall utilize a variety of assessment strategies in connection
with promotion and retention decisions.

Progress toward high school graduation shall be based on the student’s
ability to achieve the established academic standards and pass the required
subjects and electives necessary to earn the number of credits mandated by the
Board of School Directors for graduation.

Referencé"s“

State Board of Educatton Regulations - 22 Pénnsylvania Code Sections 4.12,

4.13,4.42

Board Policy — 000, 100, 212, 213, 217

Policy Adopted:
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GREENSBURG SALEM SCHOOL DISTRICT

EMPLOYEES

300 COMPENSATION PLAN - CODE 328
ADMINISTRATIVE EMPLOYEES

SECTION 1. PURPOSE

The Board of School Directors befieves that a thorough and effective school
system is vital in providing the best educatronal program for the District students
and the taxpaying citizens who support publrc schools. 5

The Board of School Directors’ recogn;zes that a thorough and effective
school system can only exist if the day to-day management ‘of .the schools is
entrusted to dedicatecf and competent adm;nlstrators Effectlve management

of administrators fo move the Drstr;ct forward in the, contmuous improvement of its
educational program. : g

SECTION 2. " 'AUTFEB'RETY

It is, therefore, incumbent on the Board of School Directors to pursue a plan
of administrator compensatron whrch will - provrde fair and adequate financial
rncentlve for all admlnrstratlve personnel To accompirsh this comm;tment the

faith, meet and discuss procedure

SECTION 3. NITION

For the purposes of this policy, administrative employees shall be defined
as any District employee below the rank of Superintendent, including the rank of
first level supervisor, who by virtue of assigned duties is not in a bargaining unit of
public employees. This definition shall also not apply to anyone who has the duties
and responsibilities of Business Manager.

All principals shall be included under the administrative compensation plan.

Page 1 of 2




- SECTION &. - GUIDELINES

328

SECTION 4. DELEGATION OF RESPONSIBILITY

Implementation of individual responsibilities shall be the responsibility of the
Superintendent or his/her designee.

The Board policy will include:

Position

Salary Determination
Graduate Credit Reimbursén
Leaves of Absence :
Fringe Benefits e
Vacancies, Promotions, Transfers
Evaluations : :

References:

School Code — 24 P.S. Sections 1075, 1077, 1089, 1150, 1151, 1164

Policy Adopted:
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GREENSBURG SALEM SCHOOL DISTRICT

EMPLOYEES

300 COMPENSATION PLAN - | CODE 328.1
ADMINISTRATIVE EMPLOYEES

GREENSBURG SALEM
SCHOOL DISTRICT

- BOARD POLICY

for the

ADMINISTRATIVE
COMPENSATION PLAN

July 1, 2015 - June 30, 2017
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Greensburg Salem School District Board Policy for

ADMINISTRATIVE COMPENSATION PLAN

July 1, 2015 - June 30, 2017

Article |
DURATION

This Policy is effective July 1, 2015, and shall continue until June 30, 2017.

Article Il
NONDISCRIMINATION

The Greensburg Salem School District is an equal opportunity and access educational system and
employer. The District will not discriminate in educational programs, opportunities, and activities, or
in opportunities for all categories of employment in this District based upon race, color, religion,
national origin, gender, sexual orientation, age, ancestry, disability or handicap. The District shall
make reasonable accommodations for identified physical and mental impairments that constitute
disabilities, consistent with the requirements of federal and state laws and regulations. This policy
of nondiscrimination extends to all other legaily protected classes as well. Publication of this policy
is in accordance with state and federal laws including the Civil Rights Act of 1964, as amended; the
Age Discrimination Act of 1967, as amended; Title 1V, Title VI, Title VI, and Title IX of the
Educational Amendments of 1972; and Sections 503 and 504 of the Rehabilitation Act of1973.

The Greensburg Salem School District intends to comply fully with all applicable laws pertaining to
all educational courses, programs and activities offered by the District and in the employment of all
District personnel.

The District encourages employees or third parties who believe they have been subject to
discrimination to promptly report such incidents to the Superintendent/Human Resources Office and
to the District's Compliance Officer. Inquiries concerning the application of these laws should be
directed to Superintendent/Office’ of Human Resources Office or the Section 504 Coordinator for
the District. They may be reached at the District Administrative Offices located at 1 Academy Hill
Place, Greensburg, Pennsylvania, 15601, or by phone at 724.832.2901.




Article 1l
POSITIONS INCLUDED AND ANNUAL SALARIES

A. Positions
Positions included under this policy are 260 day positions except where noted.

Positions included under this policy and their respective annual salaries are as follows :

ANNUAL SALARY

S OSITION . . . 20151 A 201647
Coordinator of Student Services $126,372 $126,372
Coordinator of Elementary Education, $110,174 $110,174
Federal Programs & instruction
Coordinator of Secondary Education, $110,174 $110,174
and instructicn
Coordinator of Technology, Transportation $101,361 $101,361
and Community Relations
High School Principal $131,110 $131,110
High School Associate Principal $121,222 $121,222
Middle School Principal $98,000 $98,000
Middle School Associate Principal $92,000 $92,000
Elementary School Principal - Metzgar $121,222 $121,222
Elementary School Principal — Nicely $121,222 $121,222
Elementary School Principal — Hutchinson $121,222 $121,222
Elementary School Associate Principal $ 82,000 $ 82,000
Hutchinson Elementary (206 Days)
School Psychologist (220 Days) $ 75,000 $ 75,000

2
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_1 4_.
Salaries for New Administrators

Salaries for any new administrators hired from within or outside the District shall be negotiated with
the Board of School Directors of Greensburg Salem School District. The Board reserves the right
to adjust the base salary in this situation if warranted. Salaries for any current district administrator
hired into a new position shall be the salary of the respective position.

Article IV
SALARY DETERMINATION

The Board of School Directors may grant salary adjustments for the period covered by this plan.
If salary adjustments are granted, they shall be determined by the following criteria:

1. An across the board adjustment for each administrator; or,

2. A new salary level will be established upon entry into a different position. The established
salaries shall not be considered to be binding when determining the salary of a newly hired
administrator.

Article V
GRADUATE CREDIT REIMBURSEMENT

The Board shall pay fifty percent {50%) cost of tuition for year 2015-16 and 2016-17. The minimum
reimbursement per credit shall be $225. Approval from the Superintendent is necessary before
expenses are incurred. The reimbursement is a one (1) time payment and is not fo be added to the
salary. This benefit shall also be extended to those administrators who take a sabbatical leave for
educational purposes.

Individuals must receive a grade of "C" or better in order to receive payment. "P" and "S" courses
must receive prior approval from the Superintendent.

Effective with credits completed and reimbursed after July 1, 2007, administrators who resign from
the District and have received reimbursement for graduate credits will be required to reimburse the
District for the credit reimbursement as follows:

« Seventy-five percent (75%) of the tuition reimbursement if they resign within one (1) year of
completing the credits;

« Fifty percent (50%) of the tuition reimbursement if they resign within two (2) years of
completing the credits;

« Twenty-five percent (25%) of the tuition reimbursement if they resign within three (3) years of
completing the credits.
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—In-the-event of the death-of an-employee's grandfather, grandmother, half-brother; or half-sister;
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Article VI
l.LEAVES OF ABSENCE
Bereavement Leave

In the event of the death of an employee’s spouse, child, step-child, parent, step-parent, parent-in-
law, step-parent-in-law, brother, sister, step-brother, step-sister, son-in-law, daughter-in-law,
brother-in-law, sister-in--law, grandson, granddaughter, or near relative who resides in the same
household, or any person with whom the employee has made his home there shall be no
deduction in salary for an absence not in excess of five {5) work days within a seven (7) day
period, and must include the day of the funeral.

there shall be no deduction in salary for an absence not in excess of three (3) work days within a
seven (7} day period, and must include the day of the funeral.

In the event of the death of an employee's first cousin, aunt uncle, niece, or nephew, there shall be
no deduction in salary for an absence not in excess of one (1) work day within a seven (7) day
period from the day of the funeral.

In the event of the death of an employee's spouse's first cousin, aunt, uncle, niece, nephew, there
shall be no deduction in salary for an absence not in excess of one (1) work day within a seven (7)
day period from the day of the funeral.

The District may extend the period of such absence with pay, at its discretion, as the exigencies of
the case may warrant.

In the event of the death of an employee or in the event of the death of a student of the District, an
appropriate number of administrators shall be granted sufficient time by the Superintendent to
attend the funeral.

Legal Duty Leave

Any administrator called for jury duty or subpoenaed to attend court or who is a party to a job
related lawsuit (other than a suit in which the administrator is an adverse party to the School
District) will be granted a leave of absence while attending court. The Superintendent or her
designee will be given evidence of the necessity of jury duty, court duty, or law suit, as far in
advance as possible. The administrator shall suffer no loss of salary, benefits, or other advantages
as a result of such leave.

The administrators using this leave shall reimburse the District any amount paid them for serving
as juror or witness.

FMLA
FMLA leave shall be granted to an employee as per District policy.

Personal Leave

Administrators are entitled to two (2) personal leave days per schoo! year without loss of
compensation. Administrators with five (5) or more years of administrative service in the District
will be entitled to a third personal leave day per school year without ioss of compensation. Prior
approval must be secured from the Superintendent or histher designee.

Any unused accumulated personal days remaining at the end of the school year shall be added to
the unused accumuiated sick leave entitlement for the ensuing school year.
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Sabbatical Leave

Sabbatical leaves will be granted to those employees who qualify and meet all local and state
statutory regulations as provided under the School Laws of Pennsylvania and granted to the
School Board in the Pennsylvania School Code 0f1949 as amended, including Act 66.

Sick Leave

Full-year administrators will be entitled to thirteen (13) days of sick leave with pay each year.
Administrators who work less than .twelve (12) months will have this amount appropriately
__pro-rated, Up to three (3) of these days can be designated as "family illness days” and can be

used in the event of the iliness of a parent, spouse, child or sibling.

in the event the administrator sustains an accidental injury during the course of his/her regular
duties and is entitled to temporary compensation under workers compensation benefits, the
combination of said temporary compensation and use of sick days may not exceed the employees
regular wages prior to the date of the injury.

Reimbursement for Unused Sick Leave

For any administrator who:
a. Voluntarily resigns after ten (10) or more years of service with the District or;
b. Retires in accordance with the retirement policies of the Public School Code, Section
1122, and the policies of the District: shall be reimbursed for unused sick leave at the
following rates:

School Year of Reimhursement Rate
Resignation or Retirement per Unused Day
20158-20168 ..o $100.00

2016-2017 v, $100.00

At the time of resignation or retirement, the District shall make a non-elective contribution to the
administrator's 403(b) retirement account in an amount calculated using the administrator's total
unused sick days and the rates specified above. The administrator shall receive no cash option.

If the District's contribution causes the administrator's account to exceed the Section 415(c)
contribution limitation for the year, then any excess over that limit shall be contributed to the former
administrator's 403(b) account in the next tax year, and in each subsequent tax year until the full
amount due to the administrator has been contributed as non-elective employer contributions. The
District shall make no contribution under this provision in any calendar year that begins after the
fifth year following the year of the administrator's severance from service with the District.




_1 7_
Unpaid Leaves of Absence
1. Unpaid leaves granted by the Board will be granted according to the District policy.

2. Any administrator, upon application, shall be granted a leave of absence without pay not to exceed
two (2) years for the purpose of serving as an officer of the State Association.

3. Any Administrator, upon application, shall be granted a leave of absence without pay not to
exceed four (4) years for the purpose of campaigning for or serving in a public office.

Article VII
MILEAGE REIMBURSMENT

Any administrator who is authorized to use hisfher automobile for official District business shall be
reimbursed for such trave! at the rate allowed by the Internal Revenue Service.

Article Vill
FRINGE BENEFITS

All administrators shall receive the following:
Medical/Hospitalization / Prescription Coverage

The District will provide a Preferred Provider Organization (PPO) Highmark High Option PPO
(PPO Blue) Option "A" or its equivalent as offered by the Consortium for all administrative staff
members and eligible dependents through the entirety of this policy. All members of the
administrative staff will contribute toward the monthly premium stipulated by the Board.

2015-16 201617
Monthly premium contribution for individual $128.00 $128.00

coverage:

Monthly premium contribution for
husband/wife, parent/child(ren) and famiiy
coverage:

$152.00 $152.00

Each administrator covered by this policy will have the option of purchasing coverage at the level
of Highmark PPO (PPO Blue) Option "E", or its equivalent as offered by the Consortium, for an
additional payment of the District’s actual cost difference between Option “A” and Option “E” in the
2015-2016 and 2016-17 school year. This is in addition to the monthly premium contributions
articulated above.

The District will deduct one-half (1)2) of the appropriate administrator monthly premium
contribution from each of the two (2) payroll checks the administrator receives each month.

Dental Coverage

The District will provide dental coverage comparable to its current plan and fully pay the premium
cost thereof for the administrator and his/her dependents, Additionally, the following benefits will
be provided with premium paid by the District:

Oral Surgery — Family Prosthetics — Family
Periodontics — Family Orthodontics — Family
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Life Insurance

The District agrees to provide life insurance, including Accidental Death and Dismemberment
(Double Indemnity) coverage for each administrator while actively employed or on a Board
approved paid leave. This coverage shall equal two (2) times the salary of the individual.

Vision Coverage

Throughout the life of this Agreement, the District will provide a vision plan administered by the
National Vision Administrators, Benefit: UCR for participating providers. The total cost will be paid
by the employer for the employee and dependents for the duration of this Agreement.

Vacation

Each administrator employed for a period of twelve (12) months shall be entitled to twenty (20)
days vacation per year and shall earn at the rate of two (2) days per month, but not to exceed
twenty (20) days per year. Any Administrator who has worked ten (10) years or more in the
Administration within the District will be entitied to twenty-five (25) days vacation per year and shall
earn at the rate of two and one-half (2.5) days per month.

. Vacation days will follow the guidelines listed below:
a. Vacation days must be submitted to the immediate supervisor for approval;
b. Vacation days are accrued from July 1 to June 30 of each year;

¢. Vacation days earned between July 1 and the following June 30 must be used prior to the
next December 31, unless prior written approval is granted by the Superintendent for an
extension of the December 31 deadling;

d. Up to five (5) days of vacation may be scheduled while school is in session. Any exception
must be granted by the Superintendent;

e. Administrators should take most of their vacation days from mid-July through mid-August so
a team approach can be established for planning the following school year.

. Up to ten (10) unused vacation days may be added to the individual's accumulated sick days upon

receiving prior approval of the Superintendent.

Holidays
. The following holidays will be observed as paid holidays for all eligible "Fiscal" employees:

a. Presidents’ Day f.  Monday after Thanksgiving k. Memorial Day

b. July Fourth - g. Easter Thursday I. Picnic Day (one of two)
c. labor Day h. Good Friday m. Prom Day

d. Thanksgiving Day i. Easter Monday

e. Friday after Thanksgiving j. Easter Tuesday

Holiday time off for Chrisimas and New Years' shall match the school calendar for that particular
time period.
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2. If any of the listed holidays fall on Saturday, the previous Friday shall be considered the holiday. If
any of the listed holidays fall on a Sunday, the following Monday will be considered the holiday.

3. If school is rescheduled and held on any of the above listed holidays or Saturday as the result of
an emergency situation (weather cancellation of the original day, work stoppage, or other
emergency situation), the employee will be required to work. The employee and immediate
supervisor shall mutually agree on another day when the holiday may be observed.

G. Liability Coverage

Administrator may be liable in connection with the said administrator's duties as an employee of
the Greensburg Salem School District and as an agent, servant, workman, or employee of the
Greensburg Salem School District and within the scope of the administrator's employment with the
Greensburg Salem School District in the aggregate amount of one million dollars ($1,000,000) in
each policy year, with a retained limit or deductible amount of one thousand dollars ($1,000) for
each occurrence. The Greensburg Salem School District shall be responsible for paying the
deductible amount of up to one thousand dollars ($1,000) in the event of any verdict or judgment
against said administrator. A copy of the Liability Coverage Policy will be secured and furnished to
said administrator upon request.

H. Disability Income Protection

The Board agrees to provide up to twenty-five dollars (325) per month, per administrator, toward
the premium of group disability income protection plan that is mutually agreeable to the Board and
the administrators. However, such a group disability income protection plan is subject to final
approval by the Board and without final approval by the Board no such group disability income
protection plan shall be effective, the Board having absolute discretion as to the group income
protection plan to be selected.

. Extended lliness

In the event that an administrator is disabled and unable to work and perform all of hisfher duties
for the said School District as a result of an extended iliness, the Board agrees to pay all fringe
benefits for a period not to exceed two (2) years from the beginning date of said iliness, provided
that said illness, disability, and inability to work are confirmed by a doctor's certificate. These fringe
benefits are:

1. Medical/Surgical Plan 5. Prescription Coverage

2. Dental Coverage 8. Vision Coverage

3. Major Medical Insurance 7. Physical Examinations

4. Life Insurance 8. Disability Income Protection Plan

This paragraph, VI -1 -Extended lfiness, shall not apply to maternity cases and shall not apply to
disability or inability to work and perform all of said duties for the said School District as a result of
maternity.

J.  Association Memberships

The Board agrees to pay the full membership to one (1) State and one (1) National organization
per administrator per year.
8

Liability coverage shall be provided for all administrators for any actions or matters for which said . .
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Article IX
RETIREMENT POLICY

Upon Retirement

Any administrator whose actual date of retirement falls within the term of this Policy will receive
benefits as listed in Article VIl -Fringe Benefits for up to nine (9) years after retirement subject to
the parameters and conditions articulated below: '

1.

Upon retirement, life insurance coverage will be reduced to one-fourth (1/4) of the individual
administrator's Life Insurance Policy as said policy existed immediately prior to the

administrator's refirement. Premiums for said coverage will be paid by the retiree at the District

group rate.

Medical/Hospitalization/Prescription coverage equal to the coverage in effect (individual,
husband/wife, family, etc.) at the time of retirement. Premiums for this coverage will be paid by
the District. The premium contribution required of the retiree through those nine (9) years will
remain fixed at the rate it was at the time of retirement. The District will bill said retiree for any
amount reimbursable to the retiree through PSERS and agrees to credit the reimbursement
from PSERS toward the required co-payment amount.

Each administrator will have the option, at his/her sole discretion and expense, to purchase
coverage at the level of PPQ Option "E". The retiree will pay the full difference in monthly
premium between the PPO Option "A" and the PPO Option "E".

Should the District change its health care coverage, carrier, or if State and/or Federal laws

pertaining to health care reform are enacted, then the same coverage and provisions in effect
for active employees will be provided to the retiree.

Should the retired administrator die before the nine (9) year expiration of benefits, the District
will continue to provide the benefits listed above for his/her spouse and eligible dependents
until the date that the retired Administrator's benefits would have expired.

If the retired administrator remarries after retirement, any future spouse and dependents of
said spouse shall not be entitled to benefits paid for by the District.

To be eligible for these benefits, the administrator must retire under the policies of the Public
School Code, Section 1122, and must retire on December 31 or June 30; the letter indicating
intent to retire must be submitted to the Superintendent at least sixty (60) calendar days prior
to the retirement date.

To be eligible for these benefits, an administrator must have worked in the District for at least
ten (10) years and be at least fifty-two (52) years of age and/or have thirty (30} years of
service. ,

Article X
PERSONNEL FILE

The District shall maintain one (1) confidential personnel! file for each administrator. In addition,
there may be one (1) official pre-employment fite which also shall be confidential and shall contain
letters of reference and recommendations and/or material related thereto secured from sources
outside the District.
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Individual personnel files shall be confidential. However, an administrator shall have the right to

make written responses to the material contained in his/her official personnel file, but he/she shall
have no right to access to the official confidential pre-employment file.

An administrator shall have access to his/her official personnel file during regular working hours at
a time mutually agreed upon by the employee and the District. Under no circumstances shall the
official personnel file be removed from the office by the employee, and histher access to the file
shall be only in the presence of someone in authority in the office. However, an administrator may
duplicate, at histher expense, any material contained in his/her file.

If the official personnel file is duly subpoenaed in accordance with Law, the administrator shall be

notified at the earliest possible time.

Any Qnsatisfactory rating or evaluation received prior to three (3) consecutive years of satisfactory
ratings or evaluations shall be expunged from the administrator's personnel file at the individual's
request.

Any written reprimands received prior to two (2) consecutive years without written reprimands shall
be expunged from the administrator's persennel file at the individual's request.

Article Xl
VACANCIES, PROMOTIONS AND TRANSFERS

While both parties recognize the legal right and responsibility of the Board to fill open positions and
to make promotions and transfers, and that the Board retains all management rights and
prerogatives to fill open positions and to make promotions and transfers and retains all
management rights to the broadest extent given to the Board under the Law, the Board agrees to
give written notice of any administrative vacancies in the District to the members of the
administrative team.

Article Xli
YEARLY EVALUATIONS

Each administrator covered under this Administrative Compensation Plan will receive a yearly
written evaluation completed by their direct supervisor(s) in accordance with the Pennsylvania
Department of Education Evaluation System.

Article X1l
CHAIN OF COMMAND

Any administrator shall have a right to meet with the Board concerning any matter after discussing
said matter with the administrator's immediate supervisor and with the Superintendent.

10
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Adopted by the Greensburg Salem School District Board of Education October 14, 2015,

GSSD/leg/jjm
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GREENSBURG SALEM SCHOOL DISTRICT

EMPLOYEES

300 COMPENSATION PLAN - SUPPORT STAFF CODE 329
AND CLASSIFIED EMPLOYEES

....24....

SECTION 1. PURPOSE

The Board of School Directors recognlzes that providing the best
educational program for the District student§ and ‘the taxpaying citizens who
support public schools requires the employment of - support and classified
employees to carry out various orgamzatlonat responsml[itles in the District.

SECTION 2.
a.
conditions for the support stafflclass&fled employees of the school
district. S g
b For. _t_he mutual beneﬂt and protectlon of eéiéh regularly employed
support staff member and the District, the Board of School Directors
directs that, as the pohcy of this school district, all support staff
7 emp!oyees and classified employees shall be employed through a
SE .gj;_:;__contract or 'oard resolution
SECT!ON 3. DELEGATION OF RESPONSIB!L!TY

implementatson ot the co!iect;ve bargaining agreement and/or Board policy
shall be the responmbuhty of_the Superintendent or his/her designee.

SECTION4. G‘!..[I;:D'ELINES

Each employment contract or Board policy shall specific:
Positions, wages, salary determinations

Work Schedules

Fringe Benefits

Leaves of Absence

Vacation

Holidays

* @& = & & 9

Page 1 of 2
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References:

School Code — 24 P.S. Section 406

Page 2 of 2

Policy Adopted:




GREENSBURG SALEM SCHOOL DISTRICT

EMPLOYEES

300 COMPENSATION PLAN - SUPPORT

STAFF AND CLASSIFIED EMPLOYEES

GREENSBURG SALEM
SCHOOL DISTRICT

BOARD POLICY

for the

SUPPORT SERVICE
COMPENSATION PLAN

July 1, 2015 - June 30, 2017

CODE 329 A1

-26-




TABLE OF CONTENTS

[ JR 5 1Y -1 10+ 1 WUEURTT T UUUR U U e Uy S OO O E O U PR P PP 4

(T N FoY 1Y [ETos a1 £ 14 Lo ¢ NUUTROUTTDUO OO o P P TP PO U PP TR 1

. Positions Included and Annual Salaries

F N & T 1 e 1 I U TR OO S SOOI UIU PRSPPI IRY 2

YT T T L= 1 V1 <L TR O OO OO PSPPSR ROPR ST 2

IV, Salary Determination ... ..o TSP U SOOI RO T PP PPOPPS 2
V. Leaves of Absence

A, Bereavement LBAVE. ... e rr e r e e ey R e s et 3

Lega] DULY LEAVE ...tk e bbb 3

C. Family Medical LBaVE ... 3

D, PErSONAE LBAVE.....uiiie e e rvasisstr it s ee e trre e e e s tmesa e s ar s n s e msees e e s b s b e b s e ar bbb n oAb n e 4

1 o o =T V= SO U PO U UR PP P TS POVP PSPPI TTPPRTEE B EIT R 4

F. Unpaid Leaves Of ADSEINCE ..ot 4

Vi, Mileage REIMBUISEIMENT ...t s s e s 5

VIl. Fringe Benefits

A. Medicai/Hospitalization/Prescription COVEIage ... 5
DIENEAE COVBIATE . ... oveeectetiet ittt arereseeres e s eesm e et st ae et e R e eE e LB e SRS s s 5

C. Life Insurance ............................................................................................................................... 6
D). VESION COVEIAGE .. eovenieieeierieeeie s et et bbbt e b s s b e e EET F RS SS s bbb 6
=TT 110 2 WO T O OO OO UOU Y PTPPOTEP PP PIT TP PITPEIIS LIRS 6
F . HONABYS cooeeiveieeie et e et ememe ot et bR b R e R AE 7
G. Lighilily COVEIAGE ..ovvviere et sia s bbb s s 7
H. Disability InCome ProtECHON ... s 8
[, EXIERTEE HINESS oottt ieeee et ie vt ib e eas et s esb e e es e rs e nrerr s 1 ve e se e e s easaas e aE e e ar e s e s e e 8
J. UDON REHIEIMENE. ...ttt ettt srar e a2 b RTS8 e s b s 8
VIH, PerSONNE] FIIO oottt ce e ra b e e b e Re bR ea e ar AR b a R e b RS s bbb et 9

) O ] 1T R A 9T L £ 1 £ 17 111+ DUUTRURO OO OO R IO P PSPPSR SIS 9

_27._.




—-28~-

Greensburg Salem School District Board Policy for

SUPPORT SERVICE PERSONNEL

July 1, 2015 - June 30, 2017

Arficle |
DURATION

A.  This Policy is effective July 1, 2015, and shall continue until June 30, 2017.

Article I
NONDISCRIMINATION

A. The Greensburg Salem School District is an equal opportunity and access educational system
and employer. The District will not discriminate in educational programs, opportunities, and
activities, or in opportunities for all categories of employment in this District based upon race,
color, religion, national origin, gender, sexual orientation, age, ancestry, disability or handicap.
The District shall make reasonable accommodations for identified physical and mental
impairments that constitute disabilities, consistent with the requirements of federal and state laws
and regulations. This policy of nondiscrimination extends to all other legally protected classes as
well. Publication of this policy is in accordance with state and federal laws including the Civil
Rights Act of 1964, as amended; the Age Discrimination Act of 1967, as amended; Title IV, Title
VI, Title VII, and Title 1X of the Educational Amendments of 1972; and Sections 503 and 504 of
the Rehabilitation Act of1873.

The Greensburg Salem School District intends to comply fully with all applicable laws pertaining
to all educational courses, programs and activities offered by the District and in the employment
of all District personnel.

The District encourages employees or third parties who believe they have been subject to
discrimination to promptly report such incidents to the Superintendent/Human Resources Office
and the District's Compliance Officer. Inquiries concerning the application of these laws should be
directed to the Superintendent/Human Resources Office or the Section 504 Coordinator for the
District. They may be reached at the District Administrative Offices located at 1 Academy Hill
Place, Greensburg, Pennsylvania, 15601, or by phone at 724.832.2901.
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Article Ili
POSITIONS INCLUDED AND ANNUAL SALARIES

Positions

Positions included under this policy are: Community Liaison; Coordinator of Institutional Facilities,
Maintenance and Grounds; Director of Informational Services and Assistant Director of
Informational Services.

Positions included under this contract are 260 day salaried positions. Actual work schedules are
determined and approved by the employee’s immediate supervisor or Superintendent.

Annual Salaries

The salaries for these Support Service Personnel were approved by the Greensburg Salem
School District Board of Education, November 11, 2015. The salaries for these Support Service
Personnel in the years covered by this policy are as follows:

ANNUAL SALARY

Position 2015-16 2016-17
Community Liaison $ 59,994 $ 59,994
Coordinator of Institutional Facilities, $ 72,988 $ 72,988
Maintenance and Grounds

Director of Informational Services $ 60,644 $ 60,644
Assistant to the Director of Informational Services $ 48,068 $ 48,068

Salaries for New Support Services Personnel

Salaries for any new Support Services Personnel hired from within or outside the District shall be
determined by the Board of School Directors of Greensburg Salem School District. The Board
reserves the right to adjust the base salary in this situation if warranted.

Article IV
SALARY DETERMINATION

The Board of School Directors may grant salary adjustments for the period covered by this plan.
If salary adjustments are granted, they shall be determined by the following criteria:

1. An across the board adjustment for each Support Service Personnel; or,

2. A new salary level will be established upon entry into a different position. The above
salaries shall not be considered to be binding when determining the salary of a newly hired
Support Service Personnel.
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Article V
LEAVES OF ABSENCE

Bereavement Leave

1. In the event of the death of an employee's spouse, child, step-child, parent, step-parent,
parent-in-law, step-parent-in-law, brother, sister, step-brother, step-sister, son-in-law,
daughter-in-law, brother-in-law, sister-in-law, grandson, granddaughter, or near relative who
resides in the same household, or any person with whom the employee has made his home,
there shall be no deduction in salary for an absence not in excess of five (5) work days within
a seven (7) day period, and must include the day of the funeral.

2. In the event of the death of an employee's grandfather, grandmother, half-brother, or half-
sister, there shall be no deduction in salary for an absence not in excess of three (3) work
days within a five (5) day period, and must include the day of the funeral.

3. In the event of the death of an employee's first cousin, aunt, uncle, niece, or nephew, there
shall be no deduction in salary for an absence not in excess of one (1) work day within a
seven (7) day period from the day of the funeral.

4, Inthe event of the death of an employee's spouse's first cousin, aunt, uncle, niece,
nephew, grandfather, or grandmother there shall be no deduction in salary for an absence
not in excess of one (1) work day within a seven (7) day period from the day of the funeral.

The District may extend the period of such absence with pay, at its discretion, as the exigencies of
the case may warrant.

Legal Duty Leave

1. Any Support Service Personnel who is called for jury duty or subpoenaed to attend court or
who is a party to a job-related law suit (other than a suit in which the Support Service
Personnel is an adverse party to the School District) will be granted a leave of absence
while attending court. The Superintendent or his designee will be given evidence of the
necessity of jury duty, court duty, or lawsuit, as far in advance as possible. The Support
Service Personnel shall suffer no loss of salary, benefits, or other advantages as a result of
such leave

2. The Support Service Personnel using this leave shail reimburse the District any amount paid
him/her for serving as a juror or witness.

FMLA Leave

1. A FMLA leave shall be granted to an employee as per District policy.




D.

E.

F.
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Personal Leave

1.

Support Service Personnel are entitled to two (2) personal leave days per school year

without loss of compensation. Support Service Personnel with ten (10) or more years of
service in the District will be entitied to a third personal leave day per school year without loss
of compensation. Prior approval must be secured from the Superintendent or hisfher
designee. '

2. Any unused accumulated personal days remaining at the end of the school year shall be
added to the unused accumulated sick leave entitlement for the ensuing school year.

Sick Leave

1. Support Service Personnel will be entitled to thirteen (13) days of sick leave with pay each
year. Support Services Personnel who work less than twelve (12) months will have this
amount appropriately pro-rated. Up to three (3) of these days can be designated as “family
illness days” and can be used in the event of the illness of a parent, spouse, child or sibling.
Unused sick days will accumulate indefinitely.

2. In the event an employee sustains an accidental injury during the course of his/her regular
duties and is entitled to temporary compensation under workers compensation benefits, the
combination of said temporary compensation and use of sick days may not exceed the
employee’s regular wages prior to the date of the injury.

3. Reimbursement for Unused Sick Leave

For any Support Service Personnel who (a) voluntarily resigns after ten (10) or more years
with the District or (b) retires in accordance with the retirement policies of the District, the
District will make a non-elective contribution to the employee's 403(b) retirement account in an
amount calculated using the reimbursement rate of thirty-five ($35) per day times the number
of unused sick days that are not honored by a subsequent employer. The employee shall
receive no cash option.

If the District's contribution causes the employee's account to exceed the Section 415(¢c)
contribution limitation for the year, then any excess over that limit shall be contributed to the
former employee's 403(b) account in the next tax year, and in each subsequent tax year until
the full amount due to the employee has been contributed as non-elective employer
contributions. The District shall make no contribution under this provision in any calendar year
that begins after the fifth year following the year in which the employee's severance of service
with the District occurred.

Unpaid Leaves of Absence

Unpaid leaves granted by the Board will be granted according to the District policy.
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Article Vi
MILEAGE REIMBURSEMENT

Any Support Service Personnel who is éuthorized to use his/her automobile for official District
business shall be reimbursed for such travel at the rate allowed by the Internal Revenue Service.

Article VIl
FRINGE BENEFITS

All Support Service Personnel shall receive the following:

A.

Medical/Hospitalization/Prescription Coverage

Throughout the term of this Policy, the District agrees to make available to all employees covered
under this Policy, medical insurance-hospitalization-prescription coverage through a plan offered
by the Westmoreland Intermediate Unit Rate Stabilization Health Consortium (henceforth
designated as the Consortiumy).

The District will provide a Preferred Provider Organization (PPO) Highmark High Option PPO
(PPO Blue) Option "A" or its equivalent as offered by the Consortium for all Support Service
Personnel and their efigible dependents through the term of this Policy.

Support Service Personnel will contribute toward the monthly premium as indicated on the table
below.

2015-16 201617
Monthly premium contribution for individual coverage: $98.00 $98.00
Monthly premium contribution for
hushandfwife, parentichild(ren) and family coverage: $122.00 $122.00

Each employee covered by this policy will have the option of purchasing coverage at the level of
Highmark PPO (PPO Blue) Option "E", or its equivalent as offered by the Consortium, for an
additional payment of the District's actual cost difference between Option “A” and Option “E" in the
2015-2016 and 2016-17 schoo! year. This is in addition to the monthly premium contributions
articulated above.

The District will deduct one-half {1/2) of the appropriate monthly premium contribution from each
of the two (2) payroll checks the employee receives each month

Dental Coverage

The District will provide dental coverage comparable to its current plan and fully pay the premium
cost thereof for the Support Service Personnel and his/her dependents. Additionally, the following
benefits will be provided with premium paid by the District:

Oral Surgery - Family Prosthetics - Family
Periodontics - Family Orthodontics - Family
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Life Insurance

The District will maintain its current life insurance coverage including Accidental Death and
Dismemberment coverage.

The employer will provide term life insurance coverage in the amount of twenty-thousand dollars
($20,000) for all members of the Support Service Personnel.

Vision Coverage

The District will provide a vision plan administered by the National Vision Administrators. Benefit.
UCR for participating providers. The total cost will be paid by the employer for the employee and
dependents for the duration of this Agreement.

Vacation

1. Each Support Service Personnel employed for a period of twelve (12) months shall be
entitled to twenty {20) days vacation per year and shall earn at the rate of two (2) days per
month, but not to exceed twenty (20} days per year.

2. Vacation days will follow the guidefines listed below:

a. Vacation days must be submitted to the immediate supervisor for approval;
b. Vacation days are accrued from July 1 to June 30 of each year;

¢. Vacation days earned between July 1 and the following June 30 must be used prior to
the next December 31, unless prior written approval is granted by the Superintendent
for an extension of the December 31 deadline,

d. Up to five (5) days of vacation may be scheduled while school is in session. Any
exception must be granted by the Superintendent;

e. Support Service Personnel should take most of their vacation days from mid-July
through mid-August so a team approach can be established for planning the following
school year. '

3. No unused vacation days may be added to unused sick leave days, except that up to ten (10)
unused vacation days may be added to the individual's accumulated sick days upon receiving
prior approval of the Superintendent.




F. Holidays

1. Each Support Service Personnel employed for a period of twelve (12) months shall be
entitled to the following paid holidays:

a0 T

e,

Presidents’ Day

July Fourth

Labor Day

Thanksgiving Day

Friday after Thanksgiving

f.
g.
h,
i.

j-

Monday after Thanksgiving k. Memoria! Day

Easter Thursday I. Picnic Day {one of two)
Good Friday m. Prom Day

Easter Monday

Easter Tuesday

Holiday time off for Christmas and New Year's shall match the school calendar for that
particular time period.
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2. If any of the listed holidays fall on Saturday, the previous Friday shall be considered the
holiday. If any of the listed holidays fall on a Sunday, the following Monday will be considered
the holiday.

3. If school is rescheduled and held on any of the above listed holidays or Saturday as the
result of an emergency situation (weather cancellation of the original day, work stoppage, or
other emergency situation), the employee will be required to work. The employee and
immediate supervisor shall mutually agree on another day when the holiday may be
observed.

G. Liability Coverage

Liability coverage shall be provided for all Support Service Personnel for any actions or matters for
which said personne! may be liable in connection with the said Support Service Personnel's duties
as an employee of the Greensburg Salem School District and as an agent, servant, workman, or
employee of the Greensburg Salem School District and within the scope of the supportive services
employment with the Greensburg Salem School District in the aggregate amount of one million
dollars ($1,000,000) in each policy year, with retained limit or deductible amount of one thousand
dollars ($1,000) for each occurrence. The Greensburg Salem School District shall be responsible
for paying the deductible amount of up to one thousand dollars (31 ,000) in the event of any verdict
or judgment against said Support Service Personnel. A copy of the Liability Coverage Policy will be
secured and furnished to said Personnel upon request.
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Disability Income Protection

The Board agrees to provide up to twelve dollars and fifty cents ($12.50) per month, per Suppoit
Personnel, toward the premium of group disability income protection plan that is mutually
agreeable to the Board and the Support Service Personnel. However, such a group disability
income protection plan is subject to final approval by the Board and without final approval by the
Board no such group disability income protection plan shall be effective, the Board having absolute
discretion as to the group income protection plan to be selected.

Extended lllness

In the event that a Support Service Personnel employee is disabled and unable to work for the
Greensburg Salem School District as a result of an extended iliness, the Board agrees to pay for
the fringe benefits said employee would be entitled to if he/she were working for a peried not to
exceed two (2) years from the beginning date of said illness, provided that said iliness, disability,
and inability to work are confirmed by a physician's certificate. The District may require said
employee to provide records to or submit to an examination by a District-selected physician at
District expense. :

The provisions of this section, VII-| -Extended lliness, shall not apply to maternity cases and shall
not apply to disability or inability to do work and perform all of said duties for the Greensburg
Salem School District as a result of pregnancy.

Upon Retirement

Upon retirement, employees who have completed at least twenty-five (25) years of service, at
least ten (10) of which are in the District, and who are at least sixty (60) years of age; or who

have completed thirty-five (35) years of service, at least fiteen (15) of which are in the

District, and who are of any age, are entitled to:

1. Five thousand dollars {$5000) life insurance coverage for which the said retiree will pay the
premium at the District retiree rate. Employees who were hired by the District prior to January
1, 1987, will be required to pay the premium at the District group rate.

2. Individual Highmark High Option PPO (Option "A"), or its equivalent as offered by the
Consortium, to Medicare age. The District will pay the amount of the monthiy premium in
effect at the time of the employee's retirement and all subsequent monthly premium
increases minus the amount of the active employee contribution (co-payment) and the
amount reimbursable to the employee from PSERS. The District agrees to credit the
reimbursement from PSERS toward the required co-payment. Should the amount of the
co-payment exceed the PSERS reimbursement, the retiree will pay the difference.
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3.  Purchase, at the retiree's sole discretion and expense, PPO Option "E". The retiree will pay
the full difference in monthly premium between the individual PPO Option "A" and the
individual PPO Option "E".

4. Purchase coverage for the retiree's spouse and eligible dependents until the retiree reaches
Medicare age with said retiree paying any and all costs above the individual coverage rate at
the District rate plus two (2) percent.

Article VII
PERSONNEL FILE

1. The District shall maintain one (1) confidential personnel file for each employee. In addition,
there may be one (1) official pre-employment file which also shall be confidential and shall
contain letters of reference and recommendations andfor material related thereto secured
from sources outside the District.

2. Individual personnel files shall be confidential. However, employees shall have the right to
make written responses to the material contained in his/her official personnel file, but hefshe
shall have no right to access to the official confidential pre-employment file.

3. An employee shall have access to histher official personnel file during regular working hours
at a time mutually agreed upon by the employee and the District. Under no circumstances
shall the official personnel file be removed from the office by the employee, and his/her
access to the file shall be only in the presence of someone in authority in the office. However,
an employee may duplicate, at hisiher expense, any material contained in his/her file.

4. If the official personnel file is duly subpoenaed in accordance with Law, the employee shall
be notified at the earliest possible fime.

5. Any unsatisfactory rating or evaluation received prior to three (3) consecutive years of
satisfactory ratings or evaluations shall be expunged from the employee's personnel file at
the individuai's request.

6. Any written reprimands received prior to two (2) consecutive years without written reprimands
shall be expunged from the employee's personnel file at the individual’s request.

Article Viill
CHAIN OF COMMAND

Any employee shall have a right to meet with the Board concerning any matter after discussing
said matter with the employee’s immediate supervisor and with the Superintendent.
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Adopted by the Greensburg Salem School District Board of Education November 11, 2015

GSSD/leg/jim
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Greensburg Salem School District Board Policy for

ADMINISTRATIVE ASSISTANTS,
CLASSROOM INSTRUCTIONAL ASSISTANTS
and NURSE ASSISTANTS

July 1, 2015 - June 30, 2017

Article |
DEFINITIONS

A. "Fiscal" Employees

Those persons who are regularly employed on a twelve (12) month basis beginning July 1 and
ending June 30.

B. Classroom Insfructional Assistants

Those persons who are regularly employed for the same number of days as the instructional staff
to assist cerified teachers with instructional responsibilities.

C. Nurse Assistants

Those persons who are regularly employed by the district for 180 days assisting the certified
school nurse throughout the district.

D. Hourly Assistant Positions

Those persons who are regularly employed by the district for a specific number of hours per week
as defined by the Board when appointed to the position. In order to be eligible for employer paid
benefits, Hourly Assistant Positions must work a minimum of thirty (30) hours per week.

E. Substitute Employees

Those persons who are regularly employed only on an "as needed" basis for periods less than 180
days.

F. Probation Period

A new employee to the School District:

1. Shall serve a sixty (60) working day probationary period. During this period the employee
shall not be entitled to the following benefits: sick days, vacation days, and personal days.
However, the aforementioned benefits are earned from the original date of hire. The
employee will receive no paid holidays during the probationary period.

2. It is agreed that the probationary period shall be waived where a prospective employee has
been a full-time substitute for a period of sixty (60) or more continuous days in the same
position and is being hired for the same or similar position (or a lower level position) as
served while a full-time substitute,

G. Proper Notice

A written statement to the employer at least five (5) work days prior to effective date of termination.
The District may waive this requirement as the exigencies of the case may warrant.

1
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Article Il
NONDISCRIMINATION

The Greensburg Salem School District is an equal opportunity and access educational system
and employer. The District will not discriminate in educational programs, opportunities, and
activities, or in opportunities for all categories of employment in this District based upon race,
color, religion, national origin, gender, sexual orientation, age, ancestry, disability or handicap.
The District shall make reasonable accommodations for identified physical and mental
impairments that constitute disabilities, consistent with the requirements of federal and state laws
and regulations. This policy of nondiscrimination extends to all other legally protected classes as
well. Publication of this policy is in accordance with state and federal laws including the Civil
Rights Act of 1964, as amended; the Age Discrimination Act of 1967, as amended; Tille v, Title
VI, Title VI, and Title IX of the Educational Amendments of 1972; and Sections 503 and 504 of
the Rehabilitation Act of 1973,

The Greensburg Salem School District intends to comply fully with all applicable laws pertaining
to all educational courses, programs and activities offered by the District and in the employment
of all District personnel.

The District encourages employees or third parties who believe they have been subject to
discrimination to promptly report such incidents to the Superintendent/Human Resources Office.
Inquiries concerning the application of these laws should be directed to Office of Human
Resources or the Section 504 Coordinator for the District. They may be reached at the District
Administrative Offices located at 1 Academy Hill Place, Greensburg, Pennsylvania, 15601, or by
phone at 724,832.2901.

Article il
LEAVES

A. Sick Leave

1.

New employees hired prior to January 1 shall earn their leave days from their date of hire to July
1 at the rate of one (1) day per month and two (2) days for the last month of their work year. New
employees hired after January 1 shall earn their sick leave days from their date of hire to July 1
at the rate of one (1) day per month.

Beginning July 1, employees who work on a twelve (12) month basis shall be entitled to thirteen
(13) days of absence with full salary when illness or injury prevent them from effectively
continuing their responsibilities.

Beginning July 1, employees who work on a ten (10) month basis shall be entitled to ten (10)
days of absence with full salary when illness or injury prevent them from effectively continuing
their responsibilities. '

Classroom Instructional Assistants and Nurse Assistants will be entitled to ten (10) days of sick
leave with pay each year. Employees working less than the full year will have this amount
appropriately prorated.

The unused portion of such allowance shall accumulate from year to year without limitation.
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6. Proof of illness in the form of a medical certification may be required from an employee who is
absent in excess of three (3) consecutive work days. in absences of less than three (3) days, a
doctor's certification may be required where, in the determination of the District, the employee
has been chronically absent. The employee will be notified of such determination at the time it is
made.

In the event the employee sustains an accidental injury during the course of histher regular
duties and is entitled to temporary compensation under worker compensation benefits, the
combination of said temporary compensation and use of sick days may not exceed the
employee's regular wages prior to the date of the injury.

7. Reimbursement for Unused Sick Leave

For any Administrative Assistant, Classroom Instructional Assistant or Nurse Assistant who (a)
voluntarily resigns after ten (10) or more years with the District or (b) retires in accordance with
the retirement policies of the District, the District will make a non-elective contribution to the
employee's 403(b) retirement account in an amount calculated using the reimbursement rate of
twenty-five dollars ($25) per day times the number of unused sick days that are not honored by a
subsequent employer. The employee shall receive no cash option.

If the District's contribution causes the employee's account to exceed the Section 415(c)
contribution limitation for the year, then any excess over that limit shall be contributed to the
former employee's 403(b) account in the next tax year, and in each subsequent tax year until the
full amount due to the employee has been contributed as non-eiective employer contributions.
The District shall make no contribution under this provision in any calendar year that begins
after the fifth year following the year in which the employee's severance of service with the
District occurred.

B. Legal Duty Leave

1. Employees called for jury duty or subpoenaed to attend court will be granted a leave of absence
while attending court. The Superintendent or histher designee will be given evidence of the
necessity of jury duty or court duty as far in advance as possible. Employees on jury duty or
subpoenaed as a witness shall be compensated the difference between their regular rate of pay
and the amount received for such duty.

C. Bereavement Leave

1. In the event of the death of an employee's spouse, child, stepchild, parent, stepparent, parent-in-
law, stepparent-in-law, brother, sister, stepbrother, stepsister, son-in-law, daughter-in-law,
brother-in-law, sister-in-law, grandson, granddaughter, or near relative who resides in the same
household, or any person with whom the employee has made his home, there shall be no
deduction in salary for an absence not in excess of five (5) work days, within a seven (7) day
period, and must include the day of the funeral. -

2. In the event of the death of an employee's grandfather, grandmother, half-brother, or half-sister,
there shall be no deduction in salary for an absence not in excess of three (3) work days, within a
five (5) day period, and must include the day of the funeral.

3. In the event of the death of an employee's first cousin, aunt, uncle, niece, or nephew, there shall
be no deduction in salary for an absence not in excess of one (1) work day, within a five (5) day
period, from the day of the funeral.
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4. In the event of the death of an employee's spouse's first cousin, aunt, uncle, niece, nephew,

grandfather, or grandmother, there shall be no deduction in salary for an absence not in excess
of one (1) work day, within a seven (7) day period from the day of the funeral.

5. The District may extend the period of such absence with pay, at its discretion, as the exigencies
of the case may warrant.

D. Personal Leave

1. Employees are entitled to two (2) personal leave days per school year without loss of
compensation. A new employee hired after January 1 will be entitied to one (1) personal day for
that year. Employees with ten (10) or more years of service in the District will be entitled to a
third personal leave day for emergency purposes per school year without loss of compensation.
Personal leave days may be used for emergencies as defined herein:

a. To transport members of their family to the hospital or to care for a very il member of their
family;

For childbirth;

To attend to legal matters during the time legal offices are open;
To participate in a funeral for someone other than family,

Due to being snowbound or for breakdown of transportation;

=~ 0 o0 T

For any other reason the Administration might deem acceptable.

2. Personal leave days shall be granted on an in-service day or on the first or the last day of the
instructional staff calendar established by the District with the approval of the supervisor.

3. No personal leave day shall be granted on the day preceding or the day following a holiday
without approval of the supervisor.

4. Any request for a personal leave day shall be submitted to the supervisor three (3) working days
in advance of the personal day requested. Requests may be refused if insufficient number of
personnel are available to carry on the normal operations of the office or school.

5. Any unused accumulated personal days remaining at the end of the school year shall be added
to the immediately following school year's unused accumulated sick leave entitlement.

6. Classroom Instructional Assistants and Nurse Assistants will be entitled to two (2) days of
personal leave with pay each year. Employees working less than the full year will have this
amount appropriately prorated.

E. Unpaid Leaves of Absence

1. Upon written request, through the immediate supervisor, an unpaid leave of absence for a
specified period of time and purpose may be granted to employees at the discretion of the Board
or its designated officer without pay and fringe benefits. The employee shall be entitled fo
continue her/his fringe benefits at her/his own expense by remitting the cost to the District
provided there is no additional cost to the District and the insurance carrier agrees.
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F. Vacation Schedule

1. Employees hired prior to January 1 will be given credit for one (1) full year on the following July
1 for vacation purposes. Employees hired after January 1, but prior to July 1, will receive no
credit for the partial year worked for vacation purposes. All employees shall be entitled to a
vacation with pay and will receive same according to the following schedule based on years of
service;

Less than two (2) years -  Earn at the rate of one-half (1/2) day per month, not to
exceed five (5) workdays.

Two (2) years but less - Earn at the rate of one (1) day per month, not to exceed
than five (5} years ten (10) work days.

Five (5) years but less - Earn at the rate of one and one-half (1-1/2) days per month.
than ten (10) years not to exceed fifteen {15) work days.

Ten (10) years ormore -  Earn at the rate of two (2) days per month, not to exceed
twenty (20) workdays.

2. The vacation entittements of "Fiscal" employees shall be those determined as of the effective
date of this Agreement. Teacher Assistants are not entitled to vacation benefits,

3. All vacations and vacation days must be submitted to the immediate supervisor for approval.

4, Vacation days will be earned from July 1 to June 30 of each work year, and vacation days must
be used hefore September 30. Up to five (5) unused vacation days may be added to the
individual's accumulated sick days upon receiving prior approval of the Superintendent.

5. An employee who quits without proper notice or is discharged for cause shall forfeit her/his
vacation allotment.

6. Prorated payments for earned vacation shall be made to an employee who resigns with proper
notice, is laid off, dies, or retires. In the case of the employee who dies, vacation allowances will
be treated as wages owed, and payment shall be made to the employee’s estate.

7. A Administrative Assistant who moves to a "Fiscal' position shall be given credit toward
vacation allotments in the following manner: The actual number of months of the employee's
past service divided by twelve (12) will be used to specify the years of service.

8. Classroom Instructional Assistants and Nurse Assistants are not entitled fo any vacation each
year.

G. Paid Holidays
1. The following holidays will be observed as paid holidays for all eligible "Fiscal' employees:

a. Presidents’ Day f. Monday after Thanksgiving . k. Memorial Day

b. July Fourth g. Easter Thursday I. Picnic Day {one of two)
¢. Labor Day h. Good Friday m. Prom Day

d. Thanksgiving Day . Easter Monday

@

Friday after Thanksgiving . Easter Tuesday

Holiday time off for Christmas and New Years' shall match the school calendar for that particular
time period. ‘ ‘
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2. If any of the listed holidays falls on a Saturday, the previous Friday will be considered the holiday.
If any of the fisted holidays fall on a Sunday, the following Monday will be considered the holiday.

3. If school is rescheduled and held on any of the above listed holidays or Saturday as the result of
an emergency situation (weather cancellation of the original day, work stoppage, or other
emergency situation), the employee will be required to work. The employee and immediate
supervisor shall mutually agree on another day when the holiday may be observed.

4. All above holidays shall be compensated on the basis of a seven (7) hour day except July 4 and
Picnic Day which shall be compensated on the basis of six and one-half (6-1/2) hour day.

H. FMLA Leave

A FMLA leave shall be granted to an employee as per District policy.

Article IV
OTHER CONDITIONS OF EMPLOYMENT

A. Vacancy

Whenever a vacancy or promotional position arises, the designated central office personnel shall
promptly post notice of same, not less than ten (10) working days before the position is to be

filled.
Article V
WORK SCHEDULE
A. Work Day-Administrative Assistants
1. Students/Teachers in Session: The work day shall consist of seven (7) hours exclusive of
lunch.
2. Summer Hours: The work day shall consist of six and one-half (6-1/2) hours exclusive of
Junch.
3. The starting and ending time of the work day shall be determined according to the

schedule of the building in which the employee works.

4, A duty free lunch shall be included in the work day. The length of the lunch break (a
minimum of thirty (30) minutes and a maximum of sixty (60) minutes) shall be mutually
agreed upon between the employee and the immediate supervisor. Where mutual
agreement cannot be reached, the immediate supervisor shall be responsible for setting

the lunch period.

5. The work week shall consist of five (5) consecutive days, Monday through Friday, except
when an emergency situation (work stoppage, weather, and energy shutdown) requires
school to be rescheduled on a Saturday.

B. Classroom Instructional Assistants

Days/Hours worked will be the same as the instructional staff.
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C. Nurse Assistants

Days worked will be the same as Student Instructional days. Hours worked will be determined by
the Coordinator of Student Services.
D. Emergency Shutdown

When an emergency occurs and an employee is sent home before the end of the regular work
day, the employee will suffer no loss in pay for that day.

Article Vi
WAGES AND FRINGE BENEFITS

A, Appendices

The salaries and fringe benefits payable throughout the life of this Agreement are fully set forth in
Appendices "A" and "B", attached hereto and made a part thereof.




APPENDICES
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Appendix "A"
HOURLY RATE

A. Central Office Administrative Assistanis

...49....

2015-2016 2016-2017
Administrative Assistant to the Superintendent $ 26.88 $ 26.88
and Human Resources
Administrative Assistant to Central Office $24.09 $24.09
Administrative Assistant - Payroll/Benefit Specialist $21.77 $21.77
Administrative Assistant - Accounts Payable Specialist $21.77 $21.77
Administrative Assistant - PIMS Coordinator $ 15.00 $ 15.00

B. Building Administrative Assistants

2015-2016 2016-2017
Administrative Assistant to Main Office - Building $21.03 $21.03
Administrative Assistant to Guidance Office $21.03 $21.03
Administrative Assistant to Athletic Office $21.03 $21.03

1. In addition to the above rates, employees will be granted a ten cent ($.10) per hour longevity raise
for every five (5) years of completed service in the Greensburg Salem School District as of June
30, 2012. Effective July 1, 2012, the longevity raise will be frozen at the rate in affect as of June
30, 2012 for all current employees and is eliminated for all new employees.

An employee's longevity shall be calculated in the following manner:
a. Administrative Assistants hired before January 1 in a given school year will have fongevity

calculated as if the previous July 1 were the hire date, or

b. Administrative Assistants hired after January 1 in a given school year will have longevity

calculated as if the following July 1 were the hire date.

2. Starting Salaries for New Employees

The starting salary for any new employee will be ninety percent (80%) of the established hourly
rate of pay in the appropriate category and appropriate year. Upon the completion of one (1) full
year of work with satisfactory evaluation, said employee will receive one hundred {100%) of the

established hourly rate of pay in the appropriate category.

The District retains the right to pay any new employee more than the prescribed ninety percent
(90%) should it choose to do so in order to employ a qualified individual.

11
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C. Nurse Assistants

| 2015-2016 2016-2017
Nurse Assistant $18.00 $18.00

D. Classroom Instructional Assistants

_ 2015-2016 2016-2017
Classroom Instructional Assistants $ 27,776 $ 27,776

Appendix "B"
FRINGE BENEFITS

A. Medical/Hospitalization/Prescription Coverage

1. Throughout the term of this Policy, the District agrees to make available to all employees
covered under this Policy, medical insurance, hospitalization, prescription coverage through a
plan offered by the Westmoreland Intermediate Unit Rate Stabilization Health Consortium
(henceforth designated as the Consortium).

2. The District will provide a Preferred Provider Organization (PPO), Highmark High Option PPO
(PPO Blue) Option "A" or its equivalent as offered by the Consortium for all Administrative
Assistants and their eligible dependents through the term of this Policy.

For all Classroom Instructional Assistants and Nurse Assistants the District will provide
individual Preferred Provider Organization (PPQ), Highmark High Option PPO (PPO Blue)
Option "A" or its equivalent as offered by the Consortium through the term of this Policy.

All Classroom Instructional Assistants and Nurse Assistants are entitled to purchase Highmark
High Option PPO (PPO Blue) Option "A" or its equivalent for the employee’s spouse and eligible
dependents paying for any and all costs above the individual coverage rate at the District rate
while the individual is actively employed with the District.

Administrative Assistants, Classroom Instruction Assistants and Nurse Assistants will contribute

toward the monthly premium as indicated on the table below.
2015-16  2016-17

Monthly premium contribution for individual coverage: §57.00 $57.00

Monthly premium contribution for husbandfwife, $74.00 $74.00
parent/child(ren) and family coverage: ' '

Each Administrative Assistant, Classroom Instructional Assistant and Nurse Assistant will have
the option to purchase coverage at the level of Highmark PPO (PPO Blue) Option "E", or its
equivalent as offered by the Consortium, for an additional payment of the actual cost difference
between Option “A” and Option “E" or equivalent in the 2015-16 and 2016-2017 school year.
This is in addition to the monthly premium contributions articulated above.

The District will deduct one-half (1/2) of the appropriate employee monthly premium contribution
from each of the two (2) payroll checks an employee receives each month.

12
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B. Health and Accident Insurance

The District agrees to maintain its current group health and accident insurance coverage and pay
nine dollars and fifty cents ($9.50) per month per employee toward the premium cost thereof.
Any employee desiring to carry an additional unit or portion thereof may do so at his/her own
expense.

C. Life Insurance

The District will provide its current life insurance coverage including Accidental Death and
Dismemberment coverage.

The employer will provide term life insurance coverage in the amount of twenty t_housand dollars
($20,000.00) for all members of this unit.

D. Basic Dental

The District will provide Blue Shield Basic Dental coverage and fully pay the premium cost
thereof for all Administrative Assistants and their eligible dependents through the term of this
Policy.

For all Classroom Instructional Assistants and Nurse Assistants, the District will provide
individual Blue Shield Dental coverage and fully pay the premium cost thereof through the term
of this Policy.

All Classroom Instructional Assistants and Nurse Assistants are entitled to purchase Blue Shield
Basic Dental coverage for the employee’s spouse and eligible dependents paying for any and all
costs above the individual coverage rate at the District rate while the individual is actively
employed with the District.

Oral Surgery - Family Prosthetics - Family
Periodontics - Family Orthodontics - Family

E. Vision Plan

The District will provide a vision plan administered by the National Vision Administrator. Benefit;
UCR for participating providers and fully pay the premium cost thereof for all Administrative
Assistants and their eligible dependents through the term of this Policy.

For all Classroom Instructional Assistants and Nurse Assistants, the District will provide
individual vision plan administered by the National Vision Administrator. Benefit. UCR for
participating providers and fully pay the premium cost thereof through the term of this Policy.

All Classroom Instructional Assistants and Nurse Assistants are entitled to purchase vision plan
administered by the National Vision Administrator for the employee’s spouse and eligible
dependents paying for any and all costs above the individual coverage rate at the District rate
while the individual is actively employed with the District.

13
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F. Upon Retirement

Upon retirement, employees who have completed at least twenty-five (25) years of service, at
least ten (10) of which are in the District, and who are at least sixty (60) years of age; or who
have completed thirty-five (35) years of service, at least fifteen (15) of which are in the District,
and who are of any age, are entitled to:

1. Five thousand dollars ($5,000) life insurance coverage for which the said retiree will pay the
premium at the District retiree rate. Employees, who were hired by the District prior to January
1987, will be required {o pay the premium at the District group rate. '

2. Individual Highmark High Option PPO (Option "A"), or its equivalent as offered by the
Consortium, to Medicare age. The District will pay the amount of the monthly premium in effect
at the time of the employee's retirement and all subsequéent monthly premium increases minus
the amount of the active employee contribution (co-payment) and the amount reimbursable to
the employee from PSERS. The District agrees to credit the reimbursement from PSERS
toward the required co-payment. Should the amount of the co-payment exceed the PSERS
reimbursement, the retiree will pay the difference.

3. Purchase, at the retiree's sole discretion and expense, PPO Option "E". The retiree will pay the
full difference in monthly premium between the individual PPO Option "A" and the individual
PPO Option "E".

4. Purchase coverage for the retiree’s spouse and eligible dependents until the retiree reaches
Medicare age with said retiree paying any and all costs above the individual coverage rate at
the District rate plus two (2) percent.

Adopted by the
Greensburg Salem School District
Board of Education
September 9, 2015,

GSSDAeg/jjm
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GREENSBURG SALEM SCHOOL DISTRICT

EMPLOYEES

300 SALARY DETERMINATION - CODE 330
PROFESSIONAL EMPLOYEES

SECTION 1. AUTHORITY

Salaries for professional employees shall. be approved by the Board of
School Directors, and shall be in accordance with the terms of applicable collective
bargaining agreements and comply with any. minimum saiary and salary increment
provisions required by law. i i

Salaries for new and mexpenenced employees and for experienced
employees new to the district, as well as: salary adjustments that result from
eammg advanced degrees, shall be determlned m ‘accordance with’ applicable

SECTION 2, DELEGATION OF RESPONSIBILITY

References:

School Code — 24 P.S. Sections 1141-1152, 1162, 1164

Policy Adopted:

Page 1 of 1




GREENSBURG SALEM SCHOOL DISTRICT

EMPLOYEES

300 REIMBURSEMENT FOR JOB-RELATED CODE 331
EXPENSES, TRAVEL, MEALS AND LODGING

SECTION 1. AUTHORITY

The Board of School Directors recognlzes that actual and necessary
expenses, including travel expenses, are incurred by administrative, professional
and classified employees in the course of:performing services for the District. In
addition, the Board of School Dlrectors encourages emp[oyees to attend meetmgs

goals.

Employees incurring sald expenses ;n the course of their work will be
reimbursed. ; L

SECTION 2. DELEGATION OF RESP ,S.IBILITY

The SupenntendentlBus;ness Manager will report reimbursed expenses of
employees to the Bg_a:rd of S_c_;_bool Directors.

1. ”"'-'?3;jEmponees wﬂl be relmbursed for travel expenses when one’s
‘personal vehicle is used for travel between buildings, if travel is
authonzed by their immediate supervisor.

2. A Greensburg Salem School District Request for Mileage
Reimbursement Form needs to be turned in to the Coordinator of
Elementary Education and/or Coordinator of Secondary Education
within ten (10) working days from the last working day of the month
in order to receive reimbursement.

3. Use of a personal vehicle requires that liability insurance be provided
by the employee.
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331

Use of a personal vehicle for approved purposes is reimbursable at
the current IRS rate per mile approved by the Board of School
Directors.

Non-Routine Travel

ConferenceslMeetmgstorkshops outside the Dlstrict

1.

' feasible

A Greensburg Salem Schooi District Personnel
Conference/Meetlngs/Workshop Request Form must be submitted

and ten (10} school ciays prior to the Board of School Directors
meeting immediately precedlng the proposed trip.

The form should: be submltted to the':‘BmIdang Prmcfp'ai who will
submit it to the :Coordinator of Elementary Education and/or the
Coordinator of Secondary Educatfon

:anager W|H meet to address the

The Supenntendent and Busme
avallabmty of funds i

'4':1|II be noti ied of the dlsposmon

The s mpioyee v

recefpts/bﬂls attached

Employeesﬂ are expected to travel by the most economical means

Miagewil b eimbured atthe RS rate

Reimbursement will be made for mileage to the site of the
Conference/Meeting/Workshop from the school building where the
trip originates for any travel occurring on a day in which the employee
would normally have traveled to that building for work unless the
actual mileage is less. On days in which the employee is traveling
on District business on which s/he would not normally report to work,
mileage will be paid from the employee's home.
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10.
11.

12.

13.

14.

15,

16.
17.
18.

18.

331

Meals will be reimbursed when travel requires the employee to stay
overnight, as part of the conference registration or is part of a
business meeting fee.

Dinner will be reimbursed if a meeting attended ends at a time that
prohibits the employee returning to Greensburg prior to 6:00 P.M.

A tip not to exceed twenty (20%).- '"“’rcent may be justified and

included in the meal charge.

Meals and tips should not exceed wha a-person would ordmarliy

travel.

Receipts must” be prowded for all‘transportatlon (tump;ke fees,
parking), todglng and. meals. 7. Expense Summary for
ConferencesiMeetlngs/\Norkshops Form must be redeemed within

date and ihe ‘amount of expense and mgned/;mhaied by the
‘"-‘-"-f;.-g;-jappropr;ated budget head. “When paylng with a credit card the

~ submittal of a credit card summary is not permissible. A detailed
credit Card receipt must be submitted or reimbursement will not be
ailowed

: '{;:,_:Personal teiephone calls will not be reimbursed.

Supefmtendent was received and proper receipts are submitted.

Dues for organlzatlonat memberships are not reimbursable under
travel expenses.

Under no circumstances are expenses for alcoholic beverages
reimbursable.

If a Conference/Meeting/MVorkshop becomes available after the

scheduled Board meeting, the Superintendent may approve said
event if it;
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Travel Advance

1.

Attendance

331

A aligns to District goals, and
B. fits within budgetary constraints.

The Superintendent will present such event for confirmation of
payment at subsequent Board meeting.

expected to advance the total fund requ;red for travel.

An advance on travel expenses may be requested for meals, lodging,
and transportatzon expenses (either mlteage for_duse of privately

Salem School D:stnct Request for Advanced Payment Form listing
the estimated rmleage meals, hotel expense (including the name,
location and dates of the meetang) to the Coordinator of Elementary
Ed ucatlon and/or Coordlnator of Secondary Education no fewer than

;'-”95ifout-of-pocket expenses and must be over $50.00.

Flna! accountmg of the travel advance should be completed on an
Expense Summary for Conferences/Meetings/Workshops Form and

‘13';';._-:1__:_retumed to . the Coordinator of Elementary Education and/or
'iCoordlnator of Secondary Education within ten (10) working days of

the:date of the travel. Receipts must be provided for all
transportatlon lodging and meals listed on the Request for Advance
Payment Form. Failure to provide a receipt will result in a loss of
relmbursement

Attendance at District approved events outside the District shall be without
loss of regular pay, otherwise stipulated prior to attendance.
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Travel Reimbursement With Federal Funds

Travel costs are the expenses for transportation, lodging, subsistence, and

related items incurred by employees who are in travel status on official business

of a grant recipient. Such costs may be charged on an actual cost basis, on a per
diem or mileage basis in lieu of actual costs incurred, or on a combination of the
two, provided the method used is applied to an entire. trip and not selected days of
the trip, and results in charges consistent with those normally allowed in like
circumstances in the recipient’s non-federally funded activities and in accordance
with the travel reimbursements practices of Greensburg Saiem School District.

Costs incurred by employees and offlcers for travei including costs of
lodging, other subsistence, and mmdenta! expenses, must be considered
reasonable and otherwise allowable. In addition, if these costs are charged directly
to the federal award, documentatton must be malntalned that jUStIfleS that

1. Participation of the mdtvzduai IS neci __sary to the federal award and

2. The costs are reasonable'" and consrstent with the District's
estabilshed pohcy '

Board Pol:cy 331 mcorporates thereby replaces/eliminates old Board Policy
300.25 Relmburs’_ement‘for Job-Related Expenses for Travel, Meals and
Lodging Policy o

Policy Adopted: August 8, 2008
Revised: April 8, 2015
Revised:
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GREENSBURG SALEM SCHOOL DISTRICT

EMPLOYEES

300 UNPAID CHILD REARING LEAVE CODE 336

SECTION 1. PURPOSE

dical Leave under the Family

An employee who has used a Family and Me

and Medical Leave Act (FMLA) for the birth, adoption or foster care of a child may
request additional unpaid time for child rearing purposes.

The employee shall file a written request for said le'é:\:..-"é_‘:j._;_;r_fl'he request should
include the anticipated beginning and gnding dates of the leave.

SECTION 2. GUIDELINES

Adoption L

of -Scl to at its d’i'é{c?:jrgtion and based upon
specific circumstances of the case, ‘grant-apaid child rearing leave when the

the wellbeing of the adopted. child and the employee has accrued days. In this
situation; the paid child rearing leave will be limited to a period not to exceed thirty
(30). consecutive 'school ‘days and must include the day the actual adoption

becomes effective’

Duraﬁld'ﬁf}:_:::

a. The unpaid chitd rearing leave may be up to one (1) year from the
effective date..

b. An emlfag'liqyé}é can return to work after giving twenty (20) working days
written notice following the termination of the pregnancy, provided
the attending physician certifies as to the employee’s ability to
resume full work requirements.

c. Salaries, wages, or credit reimbursements payable before and after

the approved leave shall be determined on a pro-rated daily basis
considering the beginning and ending dates of the leave.
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336

d. All salaries and fringe benefits will be suspended during the leave.
Fringe benefits however, may be retained at the option of the
employee by voluntary premium payments by the employee to the
District with approval of the carrier.

e. No seniority rights, pension rights or years of service credit shall
accrue during an unpaid child rearing Eeave of more than twenty (20)
days. i

f. Credit reimbursement payments shali be pald on a prorated basis
according to the number of days worked.

not result in the suspensmn of frmge benef;ts or credit
reimbursement. o

h. Unless an approved unpaid ohlld rearmg leave is granted an
employee absent from work after the use of all accumulated sick
leave, personal ieave and/or Vacatlon days shall be termanated thirty

contrary to Iaw

Return from Leave ‘

The empioyee shaEl be offered the position the employee held before
= going on leave ora substantlally equivalent position for which the
" employee! quaiifles

b. 'An employee who has worked at least sixty (60) days in a contract
year will receive one-half (1/2) year credit for placement on the salary
schedule and receive one-half (1/2) the appropriate salary increment
provided for instructional employees.

c. An employee who has worked at least one hundred-twenty (120)
days in a contract year will receive credit for a full year of service for
placement on the salary schedule and will receive the appropriate
salary increment provided for instructional employees.

d. Employees who earn an hourly wage will be placed in the proper job

classification and receive the appropriate wage rate for that
classification regardless of the term of the leave.
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e. Personal leave, sick leave, and vacation days earned will be prorated
considering the beginning and ending dates of the leave.

Board Pollcy336 incorhi&friétes, thereby replaces/eliminates old Board Policy

300.7 Maternity Leaves:and 300.9 Unpaid Leaves

References:

School Code — 24 P.S. Section 1154

Policy Adopted:
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GREENSBURG SALEM SCHOOL DISTRICT

EMPLOYEES

300 UNPAID LEAVES CODE 339

SECTION 1. PURPOSE

The Board of School Directors recognizes: 'that‘ in certain situations an
employee may request extended leave for personal reasone and the District could
benefit from the return of the employee. :

SECTION 2. AUTHORITY

The Board of School Directors reserves the right to specn‘y the COndltIOt‘IS

SECTION 3. GUiDELlNES_ L

Notification

a. The employee shail file a written request for an unpaid leave through
- the Supenntendent s ofﬂce

dates of the ieave as well as the reason(s) the leave is necessary.

Ic".*i?,}ﬂ,_ The request shouid be submitted at least thirty (30) calendar days
'%fi._before the Ieave is to begin.

Duration

a. Leave'e'iﬂéife and including twenty (20) workdays shall be considered
for approval by the Superintendent.

b. Leaves of twenty-one (21) work days or more shall be considered for
approval by the Board of School Directors.

c. The leave may be up to one (1) year from the effective date.
Extension of this leave is at the discretion of the Board of School
Directors.
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Return from Leave

339

Salaries, wages, or credit reimbursements payable before and after
the approved leave shall be determined on a prorated basis
considering the beginning and ending date of the leave.

All salaries and fringe benefits will be suspended during the term of
the leave. Fringe benefits, however, may be retained by voluntary
individual premium payments by the employee to the District with the
approval of the carrier.

No seniority rights, pension rrght, years of service credit shall
accrue during an unpaid Ieave of more than twenty (20) days.

Credit reimbursement payments shall be pard on a prorated basis
according to the number of days worked :

Any unpaid leave-of less than twenty—one (21) days shali not result
in the suspension. of fr:nge benefits or credzt reimbursement.

Unless an approved unpard leave is granted an employee absent

from work after the use of all accumutated srok leave, personal leave,

Upon return from an unpard chlld rear;ng leave:

The employee shall be offered the position the employee heid before
going on leave or a substantially equivalent position for which the

i,__ -__empioyee quallfres All benefits shall be reinstated.

An emp!oyee who has worked at least sixty (60) days in a contract
year will réceive one-half (1/2) year credit for placement on the salary
schedule and receive one-half (1/2) the appropriate salary increment
provided for instructional employees.

An employee who has worked at least one hundred-twenty (120)
days in a contract year will receive credit for a full year of service for
placement on the salary schedule and will receive the appropriate
salary increment provided for instructional employees.
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d. Employees who earn an hourly wage will be placed in the proper job
classification and receive the appropriafe wage rate for that
classification regardless of the term of the leave.

e. Personal leave, sick leave, and vacation days earned will be prorated
considering the beginning and ending dates of the leave.

Other

The School District will pay the fringe benefits for professional employees
during the summer months (June, July.and August)-if-they have worked a
maximum of ninety (90) days during the school year. Employees who retire at the
end of the first semester will not have their benefits paid for the summer months

following their retirement. S .

B&ﬁfd:Policy 339 incorporates, thereby replaces/eliminates old Board Policy
300.7 Maternity Leaves and 300.9 Unpaid Leaves

References:

School Code — 24 P.S. Section 1154

Policy Adopted: January 15, 1980
Revised: January 15, 2003
Revised:
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GREENSBURG SALEM SCHOOL DISTRICT

FINANCES

600 FEDERAL FISCAL COMPLIANCE CODE 626

SECTION 1. AUTHORITY

The Superintendent, or desngnee shaIIn"r'evaew and approval all

SECTION 2. DELEGATION OF RESPONSIBILITY

The Board of School D;rectors deszgnates the Coordmator of Federal
Programs as the District contact for Titlesl, Il ik “the Coordlnator of Student
Services as the contact for IDEA and Medical Ass;stance programs/fundmg, and
the Business Manager, or de5|gnee .as the District contact for Food Services
programs/funding and all remamlng federal programslfundmg

The Supeﬂntendent or des;gnee sha[l develop admlmstrative regulations
governing the procurement use, management and disposal of goods materials
and equipment purchased j’;w;th federal” grant funds. At a minimum, the

admimstratlve regulattons sh ‘II prowde procedures to ensure:

Expend;tures of federai grant funds are completed in accordance
with federal requlrements

” b Title to and controi ‘of location, custody, and security of equipment
andlor property purchased with federal funds are maintained.

The Bus;ness Manager Coordinator of Federal Programs and Coordinator
of Student Ser\nces shail track and document all federal program expenditures
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References:

Code of Federal Regulations — 2 CFR Sections 200.61. 200.302(b)

Policy Adopted:
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GREENSBURG SALEM SCHOOL DISTRICT

OPERATIONS

800 FOOD SERVICES CODE: 808

SECTION 1. PURPOSE

The Board of School Directors recognizes that students require adequate,
nourishing food and beverages in order to grow,’ Ieam and maintain good health.
The Board of School Directors directs that students shall: be prowded with adequate
space and time to eat meals during the school day. G

SECTION 2, AUTHORITY

The Board of School Dlrectors shall provide f food service for school breakfasts
and school lunches that meets the’ nutnhonal standards required by state and federal
school breakfast and Eunch programs

A statement of recelpts and expendttures for cafeter;a funds shall be
presented monthly to the Board of SchooE Ilrectors for its approval.

Food sold by the school may be purchased by studenis and district
employees but only for consumptlon on schooi premises and at the greatest price
charged a student plus an amount representlng the portion of the cost paid from

focal, state and federai a331stance

SECTION."S‘if"::"' ,_ DELE’é“ATioN OF RESPONSIBILITY

responsibility of the Busme‘ss Manager.

Cafeterias shall be operated on a nonprofit basis. A periodic review of the
cafeteria accounts shall be made by the Business Manager and auditor and
approved by the Board of School Directors.

The Superintendent or designee shall comply with state and federal

requirements for conducting cafeteria health and safety inspections and ensuring
employee participation in appropriate inspection services and training programs.
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808

To reinforce the District’s nutrition education program, foods served in school
cafeterias shall:

1. Be carefully selected to contribute to students’ nutritional well-being
and health.

2. Meet nutritional standards specified in la ""';';'and regulations.

3. Be prepared by methods that will: re m nutritive quality, appeal to
students, and foster lifelong heaithy eattng habfts

4. Be served in age- approprlate quantetles at reasonabie prices.

SECTION 4. GUIDELINES

Surplus accounts shall be used only fort eﬁ,mprovement and malntenance of
the food service program. ", : :

account, in the same ‘manner as other D:strict funds. ‘Such funds shall be expended
in the manner approved and: directed by ‘the Board of School Directors, but no
amount shall be transferred from the Food Service Account to any other account or
fund, except that Distnct advances to the food ser\nce program may be returned to

FreelReduced Price Meals

The Dlstrtct shail prov:de free and reduced-price meals and milk to students in
accordance with terms: of the National School Lunch and National Breakfast
Programs.

The District shall inform parents/guardians of the eligibility standards for free
and reduced-price meals.

Reasonable efforts shall be made to provide equal treatment for and protect
the identity of students receiving free or reduced-price meals.
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A parent/guardian shall have the right to appeal a decision regarding his/her
application for free or reduced-price food services to the Superintendent.

References: .- | il
School Code — 24 P.S; Séctions 504, 1335, 1337

GCode of Federal Regulations — 7 CFR Parts 201, 220, 246.24

Policy Adopted:
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GREENSBURG SALEM SCHOOL DISTRICT

OPERATIONS

800 TECHNOLOGY RESOURCES AND CODE: 815
ACCEPTABLE USE

Technology resources include teieoommun;catlons systems, computer
networks (the Greensburg Salem School District Network) Internet access, email,
Cloud storage, online hosted services, computer hardware, and software. The
following serves as a policy of the Greensburg Salem School District regarding the
use and monitoring of the District’s technology resources Thls policy is applicable
communications. This policy will serve as a guide for aocepfable use of District
teohno!ogy resources as well as an fnternet ‘Safety Pollcy (ISP).* As a public school
with the Child Internet Protectlons Act (CIPA) and regu!ations adopted by the Federal
Communications Commission (FCC) To comply with FCC regulations, the District
will educate all students about approprtate online behavior, including interacting with
other individuals on social networking websites and in ohat rooms and cyber bullying
awareness and response Thls polloy may be rewsed or ameﬂded subject to School
Board approvai S o T

PRIVILEGE/NOT A RIG HT

1. The Greensburg Saiem Sohool D;strict establishes that use of technology
.,Jfresources is-a privilege, and nota r[ght Inappropriate unauthorized and illegal
“‘Use may resulti m canceliat:on of those privileges and/or appropriate disciplinary

actlon :

2. Greensburg Salem Sohool D;strscts technology resources are not a public
forum. s

ACCEPTABLE USE GUIDELINES AND REQUIREMENTS

1. Technology resources will be used to support the functions of the Greensburg
Salem School District, its curriculum, the educational community, projects
between schools, and communication and research for School District
administrators, teachers and students.

2. Technology resources will not be used for illegal activity, transmitting offensive
materials, hate mail, and discriminatory remarks or obtaining, transmitting or
otherwise communicating indecent, profane, obscene or pornographic
material, as well as material harmful to minors.
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10.

1.

815

Technology resources will not be used for profit purposes, lobbying or
advertising on behalf of any individual or employee of Greensburg Salem
School District without the express written consent of the Greensburg Salem
School District.

Technology resources will not be used for any political purpose including but
not limited to the promotion of any oandldate for offlce political party affiliation,
political views or fundraisers. e

Use of technology resources for entertamment purposes is strictly prohibited.
To minimize unnecessary bandw1dth__use computers, the network and the
Internet should not be used fory playmg or distributing games, downloading
music, making travel arrangements nor for smlar non~worklrelated and non-

educational purposes,

Use of technology resources for fraudule of ;tlegat copylng, commumcatlon

taking or modification of material or any other activity in violation of copyright
or other laws is proh;blted and W|I[ be referred to the proper authorities.

Network accounts are to be used oniy by the authorized owner of the account

only for purposes acceptable wrthzn thlS pohcy

’zfii_'in order to ma;ntam a hlgh level of security on the Local Area Network (LAN),

all network users must update their passwords at least every thirty (30) days.
Passwords must be at least eight characters in length and include alpha,
numenc_and specaal charaoters

Email user accounts may be provided for students in grades 6-12, District staff,
contracted staff: and officials only. Students in grades K-5 may receive email
accounts under spemal circumstances for communication within advanced
coursework prowded parent and school principal permission is obtained. The
use of unauthorized “web-based” email accounts (such as Hotmail) by anyone
through Internet access is prohibited. Unauthorized student users shall notuse
email or access personal email without receiving permission from an
administrator.

All email messages sent and received using District issued accounts shall be
archived for one year. The District has the right to view email messages and/or

Page 2 of 18

-73-




12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

815

use specialized scanning software to review email messages. No right to
privacy is implied or should be assumed.

Email communications that violates this or any other District policy may result
in disciplinary action or reporting to the proper authorities in the event the
message may violate local, state, or federal law.

email messages. Al student email messages ‘should be regarding specific
coursework, school project, school: related:. activity or appropriate
communication with teachers or admmlstrators and not exceed a distribution
greater than thirty (30) rec;plents o o ke

Diligent effort must be made to deiete mail daily from personak mall directories
to avoid unnecessary use of server dISk space*‘;jg:,

The unauthorized dlsclosure \use or dzssemmatlon of personal lnformatlon
regarding yourself, others’ and mlnors is prohab:ted

The use of software or network reso,_urces to. *broadcast’” messages is
prohlblted Wl the exceptlon of network dmmlstrators

Accessmg 'chat rooms are strictly prohlblted w1th except|on of teacher facilitated
and monltored cfassroom actlvmes

___As minors student: safety is aiways a pnorlty When communicating over the
- Internet, personai information such as your real name, address, phone number

or- somal securtty number shouid never be provided.

Dihgent effort must be made by individual users to periodically delete obsolete
files from_., their own- ne_twork file server directory provided through their user
hame.

Hacking is stnctly prohlb!ted Users shall not intentionally seek information,
obtain copies of or modify files, other data, or passwords belonging to other
users, or misrepresent other users in the network. Users shall likewise not
attempt to access areas or resources on the network that the network systems
administrator has not directly given them access to.

Uploading, downloading, installation, or use of unauthorized games, programs,
files or other electronic media is prohibited.
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22.

23.

24,

25.

MONITORING NOTIFICATION

815

Users are not permitted to store executable (*.exe) within emails or user
network directories in order to maintain a high level of anti-virus protection.

The illegal use of copyrighted software is prohibited. Any data uploaded to or
downloaded from the network shall be subject to fair use guidelines.

Impersonation of another user, anonymity and pseqdonyms is prohibited.

Cyber bullying is strictly prohibited. Cyber bu'Eiylng is the use of technology to
create, post, send or transmit text, pictures, audio or video by an individual or
group that is intended to deliberately- harm others emotlonally socially or
physically. o e

1.

There is no expectation of privacy for se of Greensburg*-Saiem School
District's technology resources, including _lnternet access, email and other
Internet-based commumcation toois i

User shall have.no expectataon of pnvacy in anythmg created, stored, sent or
recelvecf on'a school computer or through the Dlstrlst network.

'mon;tormg mciudes access m flles and communications.

All communacatfon systems commumcations and stored information whether
created,’ transmitted ‘received, or contained using the District's information
systems are the D;stnct s property and are to be used solely for school or job-
related purposes

The Internet, Dlstrict networks and email are not guaranteed to be private.
People who operate the systems do have access to all email and files.
Messages relating to, or in support of, illegal activities may be reported to the
authorities when appropriate.

The Greensburg Salem School District, at its discretion, reserves the right to

log Internet use in terms of time and content and to monitor file server disk
space utilization by users.
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815

From time to time, the Greensburg Salem School District will make
determination on whether specific uses of the Internet and network are
consistent with this policy and notify users of the same.

SAFETY AND SECURITY

1.

Security on any computer system is a high priority because there are so many
users. If any network user identifies a security. problem, he/she must notify the
system administrator or a teacher at once wsthout dlscussmg it or showing it to
another user. m T

Any user who receives threatening or unwelcome communlcatlons shall report
such immediately to a teacher or. admmistratlon ‘

equipped with a technology protection measure ‘that blocks or fllters fnternet
access to materials that are obscene, child pornographlc or harmful to minors
(as those terms are from tlme 1o time defmed by CIPA)

‘and other unlawfui actwmes

D. Unauthonzed disclosure use and dissemination of personal information
regardlng minors

E. Restnctlenf'of minors’ access to materials harmful to them.

The technology protection measure (filtering software) may be disabled by a
member of the technology department for “bonafide” research purposes to be
undertaken by an adult, provided the adult is not a secondary student.

A member of the technology department may override the technology

protection measure (filtering software) for a student to access a site with
legitimate educational value that is blocked by the technelogy protection
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measure, provided access is not given to any obscene, child pornographic or
other material harmful to minors.

Users cannot attempt to bypass safety measures and filters that are in place.
Bypassing these safety measures may result in the loss of access privileges or
other disciplinary actlon

VIOLATIONS, LIMITATION OF LIABILITY AND ACKNOWLEDGEMENT

1. The user shall be responsible for any and ail damages to the Greensburg
Salem School District’'s equipment, - systems and software resulting from
deliberate or willful acts and/or negllgent acts. '

2, Failure to follow the procedures “Iizsted above by students of the Greensburg
Salem School District may result in suspensmn or loss of the’ right to access
the Internet, to use the Greensburg SaIem School Dls’mcts computer

3.
and be subject to dfsctp!me mclud;ng, but not limited to, dismissal.

4. The: fot!owmg conduct,_m y' b'e reported to the appropriate legal authorities for
‘.5-.-_.'fprosecutzon ;Eiegai use of the network, intentional deletion or damage to files
"',-'or data belongln_gd _to others copyr;ght violations, or theft of serv;ces

DISCLAIMER Lo

1. The electronlc mformahon available to students and staff does not imply
endorsement. by the District of the content, nor does it imply the District
guarantees. the accuracy of information received.

2. The District shall not be responsﬁale for any information that may be lost,
damaged or unavailable when using the technology resources or for any
information that is received via the Internet.

3. The District shall not be responsible for any unauthorized charges or fees
resulting from access to the Internet.

4, [n no event shall the Greensburg Salem Schoot District be liable for any

damage, whether direct or indirect, special or consequential, arising out of the
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use of the Internet, accuracy or correctness of databases or information
contained therein, or related directly or indirectly to any failure or delay of
access to the Internet and District technology resources.

The Greensburg Salem School District may terminate the availability of the
Internet and network accessibility at its sole discretion.

USER AGREEMENT

1.

CIPA COMPLIANCE STATEMENT

All students who wish fo use the technoiogy resources and the Internet must
sign an acknowledgment of recerpt and agreement with this policy. Student
and parent/guardian signatures in’ the ‘'student handbook indicate both the
student and parent(s)lguardran(s) agree to abide by the Tules set forth by this

{eacher.

Employees, interns, student teachers or outsourced service employees
wishing to use: Dlstrlct technotogy resources and. the Internet must sign an
“Acceptable Use of Technoiogy" agreement form which wrl[ be kept on file in

be found in the empEoyee handbook

"‘i.:,Pursuant to thrs pollcy, the Schooi Board has established that any information
‘that is obscene, “child pornographzc or harmful to minors, all is defined by the

Chr[d internet Protectrons Act (CEPA) is inappropriate for access by minors.
The Supermtendent or designee shall be responsible for implementing
technology and procedures to determine whether the District's computers are
being used for purposes prohibited by law or this policy. The procedure may
include but not be limited to:

A. Utilizing a technology protection measure that blocks or filters Internet
access for minors and adults to certain visual depictions that are
obscene, child pornographic, harmful to minors with respect to use by
minors, or determined by the Board or Administration to be inappropriate
for use at school or work.

B. Maintaining and securing usage logs.
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C. Monitoring online activities.

Board Policy 815 incorporates, thereby replaces/eliminates old Board Policy
400.35 Computer Policy and incorporates/renumbers old Board Policy 400.36
Technology Resources and Acceptable Use Policy

References:

Pennsylvania School Code — 24 P.S. Section ?303 1~A

Pennsylvania Crimes Code — 18 PA C.S. A Sections 5903 6312

State Board of Education Regulations — :22.PA Code Sectlon 403 1

Child Internet Protection Act — 24 P S. Sect:on 4601 et seq

Federal Copynght Law (1976) P.L. 94 553 “Sectlon ‘107

Enhancmg Educatzon Through Technology Act of 12001 — 20 U.S.C. Section 6777

- 47 CFRK Sectlon 54 520

Title XVII, Ch;ldren s Inte et"Protectlon Act

Sexual Exploitation and Other Abuse of Children — 18 U.S.C. Section 2256
Board Policy — 103, 104, 220, 233, 317, 348, 815.1

Policy Adopted: June 25, 2008
Revised: August 10, 2011

Revised: Retroactive to June 27, 2012
Revised: May 20, 2015

Revised:
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GREENSBURG SALEM SCHOOL DISTRICT

ADMINISTRATIVE GUIDELINES FOR POLICY 815
TECHNOLOGY RESOURCES AND ACCEPTABLE USE GUIDELINES
STUDENT

This is your Agreement with the Greensburg Salem School District regarding Technology
Resources and Acceptable Use Guidelines including the Internet. You should read this page
carefully.

STUDENT: | understand that Greensburg Salem School District's Technology Resources
and Acceptable Use Guidelines are provided for educational purposes only. By logging on to
the Greensburg Salem School District’s network, | am acknowledging that | have received a
copy of the Greensburg Salem School District's Technology Resources and Acceptable Use
Guidelines Policy 400.36.1 and that | have familiarized myself with its contents. The

Technology Resources and Acceptable Use Guidelines Policy; 400.36.1 are considered part
of this Agreement. | agree that | will use thesé résources, the'Internet and email only for
educational purposes, and | will not misuse it by accessing areas. that are explicitly non-
educational. Misuse can come in many forms, including, but not limited to, such actions as
pornography, racism, sexism, illegal solicitation or other illegal actioﬁé‘,];igappropriate and
vulgar language, destruction of equipment, unauthorizéd: access to files, disclosure of
personal information, hacking, as well as any other use that in the opinion of the District does
not further an educational purpose. | understand that if | have any question as to whether a
particular use of technology resources or the Internet is inappropriate, | should consult with
the appropriate representative of the District before proceeding with the questionable use. |
understand that | am solely responsible for my conduct and the appropriate use of the Internet,
email, Technology Resources and Acceptable Use Guidelines. " -

| have been inforrriéﬂ:by the Dastract and understand that the District, in its discretion, may use
software or other devices to block out unacceptable Internet sites and that under no

circumstances will | attempt to.bypass.this protection measure. The District, in its discretion,
may also monitor my use of the Internet and email in terms of both time and subject matter. I
fully_understand that:this is not a representation or guarantee by the District that all
unacceptable sites will be eliminated. | understand that the use of such methods by the District
will in no way relieve me of my responsibility as set forth in this Agreement and Policy 400.36.1
and that |'am responsible for my own conduct and will not misuse the Internet, email, or other
technology r’éé_t)p,_rces. lalso 'récognize the seriousness of cyber bullying and realize that | am
responsible for ‘my actions both in and out of school that may affect the school climate,

educational process;:or heaEtg_hj:é_hd welfare of other students or staff.

| understand and will abide by the provisions of this contract. | further understand that the use
of the Internet is a privilege, and that any inappropriate use of the Internet, email, or
technology resources or violation of the rules and regulations for the use of the Internet may
result in disciplinary action in accordance with the District's Disciplinary Code, the revoking of
my access privileges and/or user's account, and any other appropriate actions, including legal
actions, that the District deems advisable. | will not hold the Greensburg Salem School District
responsible for or legally liable for materials distributed from or acquired through the Internet.
| also agree to report any misuse of the Internet, email, or technology resources to my teacher,
the building principal, or the Coordinator of Technology. With my signature and/or the
signature of my parent/guardian on the Student/Parent Handbook sign-off sheet, |
acknowledge that | have read Policy 815 and that | am responsible to adhere to the contents
of Policy 815.
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GREENSBURG SALEM SCHOOL DISTRICT

ADMINISTRATIVE GUIDELINES FOR POLICY 815

TECHNOLOGY RESOURCES AND ACCEPTABLE USE GUIDELINES
AND REQUIRED SiGNATURES
EMPLOYEE

This is your Agreement with the Greensburg Salem School District regarding Technology
Resources and Acceptable Use Guidelines, including the Internet. You should read this page
carefully. s

EMPLOYEE: | understand that Greensburg Salem School District's Technology Resources
and Acceptable Use Guidelines are provided for educational purposes only. By logging on to
the GSSD network, | am acknowledging that | have received a‘copy of the Greensburg Salem
School District's Technology Resources and Acceptable Use Guidgfines Policy 815 and that
| have familiarized myself with its contents..The Technology Resources and Acceptable Use
Guidelines Policy 815 are considered part of this Agreement. | agrée that | will use these
Resources, the Internet and email only for educational purposes, and I will not misuse it by
accessing areas that are explicitly non-educatiorial. Misuse can come:in;many forms,
including, but not fimited to, such:actions as pornography, racism, sexism, illegal solicitation

or other illegal actions, inappropriate:and vulgar ‘language, destruction of eguipment,

unauthorized access to files, disclosure of personal information, hacking, as well as any other
use that in the opinion of the District does not further an educational purpose. | understand

that if | have any question as to whether a particular use of Technology Resources or the
Internet is inappropriate,: | should consult with the appropriate representative of the District
before proceeding with the questionable usé; | understand that | am solely responsible for my
conduct and the appropriate use of the Internet and Technology Resources and Acceptable

Use Guidelines. R S

| have en mformedby the District énd u'ﬁaersta-ﬁ'ﬁﬁ?that the District, in its discretion, may use

will in no way relieve me of my responsibility as set forth in this Agreement and Policy 400.36.1
and that | am responsible for.my own conduct and will not misuse the Internet, email, or
technology resources: |also recognize the seriousness of cyber harassment and realize that
t am responsible for my‘actions both in and out of school that may affect the school climate,
educational process, or health and welfare of students or staff.
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GREENSBURG SALEM SCHOOL DISTRICT

ADMINISTRATIVE GUIDELINES FOR POLICY 815

TECHNOLOGY RESOURCES AND ACCEPTABLE USE GUIDELINES
AND REQUIRED SIGNATURES

Adopted: June 25, 2008

Revised: August 10, 2011

Revised: Retroactive to June 27, 2012
Revised: May 20, 2015

Revised:

| understand and will abide by the provisions of this contract;:i further understand that the use
of the Internet is a privilege, and that any mapproprzate use of the Internet, technology
resources or violation of the rules and regulations for the use - of the Internet may result in
disciplinary action in accordance with the Dlstncts Discspllnary Code, the revoking of my
access privileges and/or user's account, and any “other appropnate actions, including legal
actions, that the District deems advisable. | will not hold the Greensburg Salem School District
responsible for or legally liable for materials distributed from or acquired through the Internet.

| also agree to report any misuse of the Internet to an Admmlstrator s

f.the Intemet account either in or out of the Greensburg
shalt be used by ai] non-student access requests.

| accept full responsibility for my us_e‘j_:‘
Salem School District setting. This forr

[] cswu

CHECK ALL THAT APPLY

Date

Employee’s Name‘--(priht)

Employee s Slgnature

Position

D | am a student teacher” _Intern at Greensburg Salem School District

Supervising Teacher:_j--

Print Name : '  Signature

College/University:
Start Date: End Date:
Human Resources Office Date

(This signature form is to be maintained in the administration building's Human Resources Depariment)
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TECHNOLOGY RESOURCES AND ACCEPTABLE USE GUIDELINES
POLICY 815

Adopted: June 25, 2008

Revised: August 10, 2011

Revised: Retroactive to June 27, 2012
Revised: May 20, 2015

Revised:

GREENSBURG SALEM SCHOOL DISTRICT GUIDELINES
BLOGS, WIKI'S, ELECTRONIC BULLETIN BOARDS AND SIMILAR WEB TOOLS

Greensburg Salem School District recognizes. the :benefits of using Internet based
applications to assist students and teachers to communicate with each other for
educational purposes as an extension of classroom activities and professional
development. For the student, blogs, wiki's, electronic bulletin.boards and similar
tools, provide an opportunity to provide commentary regarding a topic or unit of study
that is engaging. Posts may combine text, pictures, vidéo and audio attachments. For
the teacher these tools provide.an opportunity:to ‘acquire a high level of student

participation in addition fo teacher-to-student feedback. Teachers may also utilize

e Ali"posts and discussions ‘must be for educational purposes only and must

relateito.goals as es’f@piished within the course curriculum.

. Commerizilghzié_;e nottobe personal in nature, Comments should contribute to
the educational topic being discussed.

o All student posts':fnust be setup using a method that requires approval of the
posted contents by the teacher prior to becoming “live” and viewable over the
Internet.

e Teachers will report any student misuse of technology or violations of the
Greensburg Salem School District Acceptable Use Policy to their Principal.

« While pseudo names are hot acceptable, students should not use full given
name either. First and last name initials only (ex. John Doe would use J.D.) or
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your first name and last initial (ex. John D.) will allow others to know who you
are, but not provide personal information beyond the context of the classroom.

Any personal identifiable information including personal web page URL'’s,
social security numbers, email addresses, pager numbers, phone numbers,
student identification numbers, driver's license numbers, credit card numbers,
birth dates, street addresses, location, school name, city or any other
personally identifiable information should not be shared electronicatly.

Pictures, video or audio of individuals that could be hurtful or demeaning are
not permitted. :

If wording is causing concern, err on the snde of ¢

tion and don’t post comment
or reword comment to spare offendmg-:others

e

Anything that could be offensive. to others 1ncludmg Ianguage that may be
offensive to others should not be posted In addition, posts. must not contain
profanity, obscene comments, sexually, expl.z‘c;l‘t_”matenal nor gxpressions of

bigotry, racism, hate, or. hyperllnks to s:tes contalmng any of the language or
material listed above. - S

Greensburg Salem School DiStl’ECf consmiers these communication tools o be
a beneficial educational activity when Used. proper{y As such, students are to
use correct. Enghsh grammar and speilmg', avcud the use of slang, and avoid
the use of symbols : e
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TECHNOLOGY RESOURCES AND ACCEPTABLE USE GUIDELINES
POLICY 815

Adopted: June 25, 2008

Revised: August 10, 2011

Revised: Retroactive toJune 27, 2012
Revised: May 20, 2015

Revised:

GREENSBURG SALEM SCHOOL DISTRICT GUIDELINES

BLOGS, WIKI’S, ELECTRONIC BULLETIN BOARDS AND SIMILAR WEB TOOLS

EMPLOYEE GUIDELINES

. Greensburg Salem School Dlstrlct consmiers these commumcat;on tools to be
properly. As such, employees are to usé correé’téngllsh grammar and spelling,
avoid the use of slang, and avmd the use of symbo}s

« Employees postmg comments shou!d aiways mamtaln professionalism both in
Uf Iated to schooi or the Greensburg

. i;_S:tes that represent the Greensburg Saiem School District or its schools must
“meet the gu1delines of the Greensburg Salem School District Acceptable Use
Pollcy Wi W,

o All posts;}ﬁa‘nd discuéfs;ipns must be for educational purposes only and must
relate to goals as established within the course curriculum.

o Comments areﬂo to be personal in nature. Comments should contribute to
the educational topic being discussed.

+ Ifwording is causing concern, err on the side of caution and don’t post comment
or reword comment to spare offending others.

+ While pseudo names are not acceptable, full given name should not be used

either. Employees should use their title in combination with their initials (ex.
Teacher John Doe would be Mr. J.D.)
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» Any personal identifiable information including personal web page URL's,
social security numbers, email addresses, pager numbers, phone numbers,
student identification numbers, driver's license numbers, credit card numbers,
birth dates, street addresses, location, school name, city or any other
personally identifiable information should not be posted.

« Pictures, video or audio of individuals that could be hurtful or demeaning are
not permiﬁed.

» Anything that could be offensive to others including language that may be
offensive to others should not be posted. In add:tlon posts must not contain
profanity, obscene comments, sexually expiucst material, nor expressions of
bigotry, racism, hate, or hyperlmks to S|tes contalmng any of the language or
material listed above. S S
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TECHNOLOGY RESOURCES AND ACCEPTABLE USE GUIDELINES
POLICY 8156

Adopted: June 25, 2008

Revised: August 10, 2011

Revised: Retroactive to June 27, 2012
Revised: May 20, 2015

Revised:

GREENSBURG SALEM SCHOOL DISTRICT GUIDELINES
ACCEPTABLE USE POLICY FOR STUDENT EMAIL.

It is the pollcy of Greensburg Salem School Dlstrict that student emall will be used in
of email pnv;ieges for the user or other approprlate dssc:phnary action. Users of the
district email service are responsible for their use of email. The use of email must be
in support of education and research and mtist be consistent wath Greensburg Salem
School District's policies. The use of emali for any |liega! cemmermai or political
activities is prohibited. : g o

Students email users must adhere

Use appropriate language
Be pohte :

Never wnte or send emails when under emotional distress or angry
Never reveal personai tnformatlon about any user
,Never use email as a means for. builylng or intimidating others
" Never allow others to use the students email account
Never send an email to more than 30 recipients at one time

s & & & 5 & & »

Responsable' tudent email users must be aware that:

o Use of emall isa pnvalege not a rzght

. Vzolatlon of this policy will result in the possible loss of email privileges and/or
other appropriate disciplinary action
o Persons issued an account are responsible for its use at all times
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TECHNOLOGY RESOURCES AND ACCEPTABLE USE GUIDELINES
POLICY 815

Adopted: June 25, 2008

Revised: August 10, 2011

Revised: Retroactive to June 27, 2012
Revised: May 20, 2015

Revised:

GREENSBURG SALEM SCHOOL DISTRIC'F GUIDELINES
ACCEPTABLE USE POLICY FOR TEACHER AND PARENT EMAIL
COMMUNICATlON g

The Greensburg Salem School DlStFICt i recogmzes that-:-emati is a valuable
communication tool that is widely used: ‘across our society. - “Staff members are
provided with district email accounts to improve the efficiency and effectiveness of
communication both within the organ;zat;on and w th_ the broader community.

GENERAL EMAIL € GUiDELINES FOR PARENT COMMUNICAT!ON

Thes'e Issues shouid be dealt with face-to-face or by

confzdentlai |ssues;;
phone.” L
o Email messages to parents shouid be con3|stent with professional practices for
‘other correspondence This.includes grammar, format and salutation.
. Emalls should be short and dlrect:onai in nature and only include facts.
» Care should be given ‘when using student's names. Refer to the students by
first name, initials or. "your sonf/daughter” depending on the content.

+ Maintain cqn,fidentaahty by not discussing any other students.

Responsible student email users must be aware that:

« Email is not guaranteed to be private.

o Email messages received and sent are archived for one year even if the email
is deleted by the user.

« The District reserves the right to block or filter email messages to staff that are
not directly related to District business or to the District's educational mission.
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ACCEPTABLE USE OF PARENT EMAIL COMMUNICATION

+ Email should be used for general information such as: class activities,
curriculum, assignments, tests, deadlines and special events.

« To arrange for a meeting or telephone call regarding a student issue, include a
general description of the issue (e.g. | would like to arrange a meeting to
discuss your daughter's attendance).

+ Follow-up on an issue that has previously been discussed.
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GREENSBURG SALEM SCHOOL DISTRICT

OPERATIONS

800 CONFLICT OF INTEREST CODE: 827

The Board of School Directors expects all Board Members, District
employees, volunteers, consultants, vendors, contractors and other parties that
maintain a relationship with the District to act with integrity, due diligence, and in
accordance with the law in their duties involving district resources. The Board of
School Directors is entrusted with public funds, and;no one connected with the
District shall do anything to erode that trust. ..~ e

SECTION 1. PURPOSE

The purpose of this policy.is to establish:the following standards of conduct
standards of conduct covering: conflicts of interest governing the actions of
Greensburg Salem School District employees and Board Members engaged in the
selection, award and administration of contracts. R

SECTION2. ' DEFINITIONS

Financial int.é:féjs't is anything of rﬁaﬁetary value, including, but not limited to
salary, consulting fees, honoraria, equity interests (e.g. patents, copyrights, and

royalties.from such rights).”

“For the purposes of this:policy, the term immediate family shall refer to
father, mother, brother, sister, husband, wife, son, daughter, stepson, stepdaughter,
grandparent, grandchild, nephew, niece, sister-in-law, brother-in-law, uncle, aunt,
first cousin, son-in-law, or daughter-in-law.

SECTION 3. DELEGATION OF RESPONSIBILITY
The Superintendent and Business Manager shall be responsible for
monitoring and enforcing provisions, to the best of their knowledge, of applicable

state and federal statute and regulation. The Superintendent and Business Manager
may inquire about employee financial interests when in question.

SECTION 4. GUIDELINES
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827

No employee, officer, board member or agent may participate in the selection,
award, or administration of any contract including contracts supported by a federal
award if he or she has a real or apparent conflict of interest. Such a conflict of
interest would arise when the employee, officer, board member or agent, any
member of his or her immediately family, his or her partner, or an organization which
employs or is about to employ any of the parties indicated herein, has a financial or
other interest in or a tangible personal benefit from a flrm con3|dered for a contract.

In the event that any agenda of a Board of Schoot Directors meeting contains
an agenda item, if voted on by a Board Membet, woutd constitute a conflict of
interest and therefore result in a violation of this policy, that Board Member shall
abstain from voting and shall announce such abstention prior to the vote being
taken. Said Board Member shall also’ dlsclose the nature of has/her interest as a
public record and such disclosure shall be m wrrting, srgned and gwen to the Board
Secretary. T 3

The officers, empEoyees board members and agents of the D|str|ct may
neither solicit nor accept gratmtles favors or anything of monetary value from
contractors or partles to subcontracts

Greensburg Salem School District. District personnei shall abstain from participation
i sses or real property for which they hold a financial

Dlstnct personnei shaﬂ noﬁt requzre or request that subordinate employees, or

students -purchase any- good specrﬂcaiiy and/or solely from a business for which
they or the;r rmmed|ate famrly member has a financial or substantial interest.

or her susplc:lons to the Supermtendent and Business Manager.

[f the report involy the Superintendent, the employee shall report his or her
suspicions to the Board President and the District solicitor.

Employees who bring forth a legitimate concern or suspicion about a potential
conflict of interest shall not be retaliated against. Those who do retaliate against
such an employee shall be subject to disciplinary action.

District administrative personnel including Act 93 shall be required to
complete the Ethics and Conflict of Interest form annually. Administrative personnel
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827

shall update this form as necessary if financial interest, substantial interest or
employment information changes prior to annual review.

All Ethics and Conflict of Interest disclosure information shall be kept within
the Office of the Superintendent. Procurement and District employees shall contact
the Business Office when submitting contracts for approval in excess of one
thousand dollars ($1,000.00) for appropriate disclosure mformatlon and notification.

The Superintendent will remove an emp!oyee frem a procurement transaction
if there is a conflict of interest, as weli as document that the employee has properly
recused him or herself. 8

All District employees shall rev:ew the provisions of th'_'m%Confhct of Interest
Policy annually. T

Disciplinary action of District personnel who know;ngly wolate prov;s&ons in
the Governmental Conduct Act and in this Board policy may be subject to
disciplinary action, including suspensnon or dismissal. District personnel who
knowingly violate provisions of the. Governmenial Cond__uet_ Act may also be subject
to criminal and/or cw[i aotlon :nacourt of law S

To the extent allowable by iaw the D;stﬂct shall keep disclosure information
confidential. However, disclosure information may be subject to an inspection of
public records request pursuant to ihe Enspeotzon of Public Records Act.

Page 3 of 4
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References:

American Compét:it;i\}'e and céfigorate Aéééﬁ%iability A& of 2002 — P.L. 107-204
Publlc Ofﬂmals and Employee Ethacs Act - 65 Pa C.S.A. Section 1101 et seq.
Sarbanes Oxley Act of 2002 - 15 U S. C Sect;on 7201 et seq.

Whlstleblower Law — 43 P S Sect;on 1421 et. seq.

Whlstieblower Prqtectlon - 18 U.S.C. Section 1513

Code of Federal Regulatibns — 2 CFR Part 200.18

Board Policy — 304.2

Policy Adopted:
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GREENSBURG SALEM SCHOOL DISTRICT

OPERATIONS

800 FINANCIAL AND FISCAL CODE: 828
PROPRIETY

The Board of School Directors expects all ;Board Members, District
employees, volunteers, consultants, vendors, contractors and other parties that
maintain a relationship with the District to act with integrity, due diligence, and in

accordance with the law in their duties involving district resources. The Board is’

entrusted with public funds, and no one connécted with the district shall do anything
to erode that trust. S S

SECTION 1. PURPOSE

The purpose of this poi'::‘f: "'s',:-tq_ establis.h”"p*_. nciples and expectétions for the
Greensburg Salem School District*in” order to “prevent financial improprieties,
irregularities or fraud, to provide consequénces for any. employee engaged in any

SECTION2:

Finahcial improprieties; fiscal irregularities

1“.“:;;ifefit_;hFaIsifying oraltermgany District documents or accounts belonging to
“the District including, but not limited to:

a. * claims: for payments for reimbursements including, but not
limited to claims for travel, allowable expenses, hourly work,
medical claims, or overtime

b. documentation of absences from the work place including, but
not limited to sick leave, bereavement leave, jury duty, and
other leaves of absence

C. files, both physical and electronic; photographic or audio
records, or accounts belonging to the Greensburg Salem School
District, or other personnel associated with the District
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828
d. checks, bank drafts, or any other financial documents
e. student records
f. personnel records
g. Board minutes or other Board rec_o:rfcf{s

h. Business Office records

i maintenance records <.

j. fire, health or safety'}eﬁoris

K. other Greensburg Salem School D:stnct records e

Misappropriation of funds secuntle ;7 pplles or other assets

lmproperiy handlmg money or reportlng fmanmai transactions.

Fallure to provnde accura f'nanol _,_‘:ords to authorized state or local

enhnnes

Faliure to cooperate fully W|th any financial auditors, investigators or

Wk [aw enforcement

Proﬂteenng because of msmier information of district information or

* . activities. -

'lff-f'Dlsclosure of: conﬁdentlal or proprietary information to outside parties.

Dzsctosmg the purchasing/bidding actlwtaes engaged in or

any entity, person or business an unfair advantage in the bidding
process.

Causing the Greensburg Salem School District to pay excessive fees
or prices, where justification is not documented.

Accepting or offering a bribe, gifts, promises, or other favors under

circumstances indicating that the gift or favor was intended to influence
the receiver's decision-making.
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11.  Acceptance of anything of material value, other than items used in the
normal course of advertising from contractors, vendors or persons
providing services to the district.

12.  Unauthorized destruction, theft, tampering, or removal of records,
furniture, fixtures, or equipment. Approval by the Superintendent
and/or their designee is required for the, removal of Greensburg Salem
School District property or assets.

13.  Using Greensburg Salem School f"D trict equzpment or work time for
any outside private activity or busrness actlwty

SECTION 3. DELEGATION OF RESPONSiBIL]TY

The Superintendent and:Business Manager shail be responsable to develop
and implement internal controts -designed to. prevent and detect financial
improprieties, fiscal ;rregulantres or fraud w;thm the dsstnct subject to review and
approval by the board. = ,.

The Supermtendent -and Busrnessﬂ a ger shati be responsible for
maintaining a sound system of:internal ‘contro that is designed to identify potential
risks, evaluate the nature and extent of those nsks and manage them effectively.

Dlstrzct admrmstrators.
;mproprretles flnancaal 1rreguiar1t|es or, fraud ‘within their areas of responsrbslrty
Administrators and’ supervrsors are responsible for ascertaining that employees
under therr supervrsron understand and perlodlcaily review thrs pofrcy A signed

The Su‘p‘ermtendent shall recommend to the board for its approval completion
of a forensic audit when rt is. deemed necessary and beneficial to the district.

The Superlntend,ent shall ensure that the appropriate authorities are notified,

pursuant to state law, when cases of fraud, embezzlement or theft have been
identified.

SECTION 4. GUIDELINES

Reporting
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828

Any employee who suspects financial improprieties, fiscal irregularities, or
fraud shall immediately report his or her suspicions to the Superintendent and
Business Manager.

If the report involves the Superintendent, the employee shall report his or her
suspicions to the Board President and the District Solicitor

Investigation

The Superintendent shall have primary respons;blhty for conducting
necessary investigations of reported fraudulent actrv;ty

Based on his or her judgment the : Supenntendent sheli coordinate
investigative efforts with the Dlstnct Soholtor District Audltor and law enforcement
officials. S TREL

'mpiamt the Board PreS|dent and

Ef the Superlntendent is mvolved m th ,

coordinate the mvestigattve efforts wrth rndewduals and agencies he or she deems
approprtate E S

Records sha]l be mamtarned for use ln an mvestlgatson

Indl\rlduais found to have aitered or destroyed records shall be subject to
d:sorplrnary actron 5 :

If an mvestlgatron substantrates the occurrence of a fraudulent activity, the
Superintendent shati present a report to the Board and appropriate personnel.

The Board shall;determrne the final disposition of the matter, if a criminal
complaint will be filed, and if the matter will be referred to the appropriate law
enforcement and or regulatory agency for independent investigation.

Consequences
Violation of this policy will result in disciplinary action up to and including

dismissal/discharge and the filing of criminal charges based upon a full investigation
of all factors and circumstances.
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If an investigation is required it shall be conducted without regard to the
suspected wrongdoer's length of service, position/title, or relationship.

Confidentiality

The Superintendent shall investigate reports of fraudulent activity in a manner
that protects the confidentiality of the individuals and facts

confidentiality regarding all information about the matter dursng the investigation.

Results of an investigation shall not: be d:sclosed to or' discussed with anyone
other than those individuals with a Iegltlmate right to know, until. the results are made
public. All employees accused of fraud will: bg aﬁordeq('appllcabie_qiqg process.

Prevention

In order to prevent flnanciél lr"r:égulanty flsééi iireguianttes or fraud the Board
directs that a system of internal controis be. foi!owed that mclude but are not limited
to the following: - -

______ possibie more than one (1) person will
be involved in e!ements of financial transactions. No one (1) person
shaII be responstble for an entire flnanc;al transaction.

1. Segregatlon of Dutges - where

20 Payments - payments shaH be made only by checks. No cash

transactions shall be perm;tted Check signers wiil consist of persons
: respon3|ble for the transactzon All checks shall have at least two (2)
2 ;-:._Signatures e

3. Bank Reconcnhat:ons bank statements and cancelled checks shali be
reconciled by individuals who are not authorized to sign checks, nor
znvoived in check processing.

4. Access to Checks — physical and electronic access to school district
checks and accounts shall be limited to those employees with
designated business functions.

5. Capital Assets — the Business Office shall maintain updated lists of
district capital assets.
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Standards of Conduct Governing Contracts Supported by Federai Funds

The District maintains the following standards of conduct covering conflicts of
interest and governing the actions of its employees engaged in the selection, award
and administration of contracts supported by federal funds.

No employee officer, or agent may partlc:pate :n the selection, award, or

partner, or an orgamzateon which employs or: :s about fo. employ any of the parties
indicated herein, has a financial or other: snterest in or a tangible personal benefit

from a firm considered for a contract.

The officers, employees, and agents of the. Dtstnct may nelther solicit nor
accept gratuities, favors or anyth;ng of monetary va!ue from contracts or parties to
subcontracts, unless the gift is an unsolicited item ‘of nominal value as defined within
by the grant. For the purposes’ “of this. policy the term “immediate family” shall
refer to father, mother, brother, sister, husband, wife, son, daughter, stepson,
stepdaughter, grandparent grandchtld nephew niece, s&ster—ln law, brother-in-law,
uncle, aunt, farst oousm 'son- |n -law, or daughter—ln law )
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Board Policy 828 Financial and Fiscal Propnety Pohcy incorporates thereby
replaces/renumbers old Board Poilcy 300 26 Fmanmal and Fiscal Propriety
Policy B

References:

Whlstieblower Law 43 P S Sect[on 1421 et seq.
Whtstleblower Protectlon —-18 u. S C ‘Section 1513

Code of Federal Reguzatuo s~ 2 CFR Part 200.18

Adopted: January 14, 2009
Revised: November 13, 2013
Revised: May 20, 2015
Revised:
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