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MINERAL COUNTY SCHOOL DISTRICT
EMPLOYEE HANDBOOK

All employees are expected to work together in a cooperative spirit to serve the best interests of the
district and to be courteous to students, one another, and the public. Employees are expected to be
familiar with District Policies which are available on the website (www.nvmcsd.org), at the District Office
and at each school site, and to cbserve the following standards of conduct:

« Recognize and respect the rights of students, parents, other employees, and members
of the community.

Maintain confidentiality in all matters relating to students and coworkers.
Report to work according to the assigned schedule.

» Notify their immediate supervisor as early as possible (preferably in advance) in the event that
they must be absent or late. Unauthorized absences, chronic absenteeism, and tardiness may
be cause for disciplinary action.

» Know and comply with department and district procedures and policies.

Express concerns, complaints, or criticism through appropriate channels.
Observe all safety rules and regulations and report injuries or unsafe conditions to a
supervisor immediately.

¢ Use district time, funds, and property for authorized district business and activities only.

All district employees should perform their duties in accordance with state and federal law, district policies
and procedures, and ethical standards. Viclation of policies, regulations, or guidelines may resuit in
disciplinary action, including termination. Alleged incidents of certain misconduct by educators, including
having a criminal record, must be reported to NVDOE Immediately.

ASBESTOS MANAGEMENT PLAN
The distric:- WM@—W%—WWW%{; assraditeg management
planner-has developed-an-asbostos 3 aoh-pose-of distrct properiy- A copy of the

district! smanagemen-t—alan—m—ke& m%e—&&pemﬂeﬂdm%&eﬂlea—aﬂd-wmlam for inspection during
B B R B

CAMPUS SAFETY

All staff members are required to waar-have their district identification badge in their possession while at
work and are asked to keep diligent watch over our facilities and to report any suspicious activity or
persons to the site administrator. Additionally, to ensure safety of our students and staff, visitors will be
required to check in at the office to obtain an identification badge so as to be easily identified by any and
all staff members.

CHILD ABUSE (Policy JHFE)

All employees are required by state law to report any suspected child abuse or neglect to a law
enforcement agency, Child Protective Service, or appropriate state or tribal agency (e.qg.: state agency
operating, licensing, certifying, or registering a facility) mmediately within-48-hours-of the event that led
to the suspicion. Reports should be made directly to your site administrator with the completed proper
documentation. RepeHs-te-Child-Protective-Servicescan-be-made-to-a localoffice. State law specifies
that an employee may not delegate to or rely on another person to make the report.

Under state law, any person reporting or assisting in the investigation or reported child abuse or neglect is
immune from liability unless the report is made in bad faith or with malicious intent. In addition, the district
is prohibited from retaliating against an employee who, in good faith, reports child abuse or neglect or
who participates in an investigation regarding an allegation of child abuse or neglect.

An employee's failure to report suspected child abuse may result in prosecution for the commission of a
Class B misdemeanor. In addition, a certified employee's failure to report suspected child abuse may
result in disciplinary procedures for a viclation of the Educators Code of Ethics.
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Employees who suspect that a student has been or may be abused or neglected should also report their
concerns to the site administrator campus-principal. This includes current students and students with
disabilities who are no longer minors.

HARASSMENT OF STUDENTS

Sexual and other harassment of students by employees are forms of discrimination and are prohibited by
law. Employees who suspect a student may have experienced prohibited harassment are obligated to
report their concerns to the campus principal or other appropriate district official. All allegations of
prohibited harassment or abuse of a student will be reported to the student’s parents and promptly
investigated An employee who knows of or suspects child abuse must also report his or her knowledge
of suspicion to your supervisor appropriate-authorities, as required by law. See Reporting suspected
child abuse (Policy JHFE), for additional information. The-district's-policythatincludos-dolinitions

reference district poliy and procedures for reporing and investigating-harasement-of studontsisroprnted
Below:

BY OTHERS
Sexual harassment of a student, including harassment committed by ancther student, includes
unwelcome sexual advances; requests for sexual favors; or sexually motivated physical, verbal, or
nonverbal conduct when the conduct is so severe, persistent, or pervasive that it:
1. Affects a student's ability to participate in or benefit from an educational program or activity,
or creates an intimidating, threatening, hostile, or offensive educational environment;
2. Has the purpose or effect of substantially or unreascnably interfering with the student's
academic performance; or
3. Otherwise adversely affects the student's educational opportunities.

COMMUNITY USE OF SCHOOL FACILITIES
The Board permits use of the school facilities to organizations or groups within the District for purposes of
education, recreation, entertainment, and charity.

APPROVAL OF USE

The authorized representative of the Board may approve and schedule the use of school facilities
by non-school organizations except for those activities or programs that result in personal or
corporate profit or are designed solely to generate persenal or business gain. The use of school
facilities by individuals and civic or private groups for meetings or programs open only to a
limited/select membership shall require approval by the Board. In addition, long-term routine
users (more than six months consecutively) shall have established a presence in the community
and receive Board approval. A Board-approved group shall be reassessed for continued building
use every other year after the first year.

Approval shall not be granted for any purpose that would damage school property or to groups
that are known to have damaged other rented property.

Emergencies or disasters

The Superintendent may authorize the use of school facilities by civil defense officials in the case
of emergencies or disasters

Fees

Except for use of facilities scheduted as a part of the instructional program, charges shall be
made according to a schedule of fees to be reviewed and approved by the Board, Fee structure
changes become effective as soon as approved by the Board, with the exception of groups that
are presently using the facilities on a routine basis. For these routine users, the new fees shall be
assessed as of the new school year September 1. The fee schedule shall allow for variations
according to the need for school personnel, the particular facilities and equipment to be used, the
type of event, and the group classification and size of the requesting organization.

Priority for use
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Priorities to be observed in scheduling the after-hours use of school buildings and other facilities
shall be as follows:

1. The regularly scheduled educational program, including scheduled athletic events and
emergency meetings called by the site administrator prineigal.

2. Regularly scheduled intra-school use, including community education activities, regularly
scheduled staff meetings, and parent meetings.

3. Mestings and other activities of groups made up primarily of school-aged children.

4. Meetings of employee organizations

5. Meetings of all other eligible groups on a first come, first served basis.

COPYRIGHTED MATERIALS

Employees are expected to comply with the provisions of copyright law relating to the unauthorized use,
reproduction, distribution, performance, or display of copyrighted materials (i.e., printed material, videos,
computer data and programs etc) %mmmmmmmmmmm
PUFPOGaS-oRly: Frorh B prae weibig e
provisions ei-qhe-pmehaae-ag;eameni—

FILMS-VCR/DVD-Multimedia

Films for use with a VCR/DVD shall be used in the classroom for education purposes only. Al videos
being used in the classroom must be approved by the site administrator prior to showing the videos. No
rented film that includes a notice that the film is intended for "home use only" shall be shown to a class for
entertainment purposes.

No film that has a rating of PG or more restrictive shall be shown in the classroom unless prior written
consent from the parent(s) or guardian(s) has been received. Appropriate alternative activities shall be
available for those students whose parent(s) or guardian(s) choose not to allow the student to view
the film.

Crisis-Management Emergency Operations Plan

Each campus shall have emergency procedures focusing on safety for students and school personnel
that can be implemented on short notice. The Superintendent ar designee shall develop a crisis
management plan and update it yearly.

Drills
Principals The site administrators coordinate shall conduct fire, earthquake, or other emergency
drills designed to ensure the orderly movement of students and personnel to the safest available
areas.

Emergencies

All employees should be familiar with the evacuation diagrams posted in their work areas. Fire,
natural disasters ternade, and other emergency drills will be conducted to familiarize employees
and students with evacuation procedures. Fire extinguishers are located throughout all district
buildings. Employees should know the location of the extinguishers nearest their place of work

and how to use them.

Evacuations Procedures

The Superintendent or designee shall design and implement a system to familiarize employees
and students with evacuation procedures and ensure that evacuation diagrams are appropriately
posted.

School Closing

The Superintendent shall have the authority to dismiss school for a portion of a day or for longer
periods of time, if necessary, in case of unusual or emergency situations. In the event such
actions require the alteration of the annual school calendar, the Superintendent shall prepare
recommendations to the Board for approval as soon as practicable.
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Student Transport Retained

During emergency conditions, students and faculty shall remain be—retained at the campus unless
otherwise directed by the Superintendent or designee. The Superintendent or designee shall
determine whether buses shall be made available to take students home or to transport them to a
safe alternate site.

DRESS AND GROOMING

The dress and grooming of District employees shall be clean, neat, in a manner appropriate for their
assignments, and in accordance with District Policy GBB20 and any additional standards established
by their supervisors and approved by the Superintendent.

DRUG-FREE SCHOOLS AND DRUG-FREE WORKPLACE REQUIREMENTS

The District prohibits the unlawful manufacture, distribution, dispensation, possession, or use of a
controlled substance, illicit drug, and alcohol, as those terms are defined in state and federal law, in the
workplace, on school premises, or as part of any of the District’s activities.

Employees who violate this prohibition shall be subject to disciplinary sanctions. Such sanctions may
include referral to drug and alcohol counseling or rehabilitation programs or employee assistance
programs, termination from employment with the District, and referral to appropriate law enforcement
officials for prosecution. Information on available rehabilitation or employee assistance programs and
contacts shall be posted throughout the workplace.

Compliance with these requirements and prohibitions is mandatory and is a condition of employment. As
a further condition of employment, an employee shall notify the Superintendent of any criminal drug
statute conviction the employee incurs for a violation in a workplace no later than five days after such
conviction.

Within 30 calendar days of the Superintendent’s receiving notice from any source of a conviction for any
drug statute violation occurring in the workplace, the Superintendent or designee shall either (1) take
appropriate personnel action against the employee, up to and including termination of employment or
referral for prosecution or (2) require the employee to participate satisfactorily in a drug and alcoho! abuse
assistance or rehabilitation program approved for such purposes by a federal, state, or local health
agency, law enforcement agency, or other appropriate agency. The cost of any such program shall be
borne by the employee.

[This notice complies with notice requirements imposed by the federal Drug-Free Workplace Act [20
U.S.C. 3471, 1221e-3(a)(1) and 34 CFR 85.630]; notice requirements imposed by the federal Drug-Free
Schools and Communities Act Amendments of 1989 [20 U.8.C. 3224a and 34 CFR 86.201]

ALCOHOL AND DRUGS
A copy of this policy, the purpose of which is to eliminate drug abuse from the workplace, shall be
provided each employee through the district website or upon employment.

1. Employees shall not unlawfully manufacture, distribute, dispense, possess, use, or be under
the influence of any of the following substances during working hours while at school or at
school-related activities during or outside of usual working hours.,

2. Any controlled substance or dangerous drug as defined by law, including but not limited to
marijuana, any narcotic drug, hallucinogen, stimulant, depressant, amphetamine, or
barbiturate. Alcohol or any alcoholic beverage or vaping and tobacco use.

3. Any toxic glue, aerosol paint, or any other chemical substance for inhalation, Any other
intoxicant, or mood-changing, mind-altering, or behavior-altering drugs. An employee need
not be legally intoxicated to be considered “"under the influence" of a controlled substance.
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TOBACCO USE

Tobacco use is strictly prohibited on all District properties under all circumstances. Employees shall not
use tobacco products on District premises, in District vehicles, nor in the presence of students at school
or school-related activities.

EXCEPTION
An employee who uses a drug authorized by a licensed physician through a prescription
specifically for that employee's use shall not be considered to have violated this policy.

OUTSIDE EMPLOYMENT

Employees may be allowed outside employment provided that such employment in no way interferes with the
performance of the employee's MCSD duties and is performed outside the employee's approved MCSD work schedule
and off premises. Employees must notify Human Resources o complete appropriale paperwork and approval

process. Failure 1o obtain prior approval for outside employment, or engaging in outside employment when such
approval has been denied, may result in disciplinary action. The decision to approve or deny the outside employment
rests with the MCSD Superintendent

ELECTRONIC COMMUNICATION AND DATA MANAGEMENT
The Superintendent or designee shall implement, monitor, and evaluate electronic media resources for
instructional and administrative purposes.

ACCEPTABLE USE

The Superintendent or designee shall develop and implement administrative regulations,
guidelines, and user agreements, consistent with the purposes and mission of the District and
with law and regulations governing copyright. Reference: MCSD Staff Technology Agreement
Form signed when hired.

Access to the District’s electronic communications system is a privilege, not a right. All usersshall
be required to acknowiedge receipt and understanding of all administrative regulations and
guidelines governing use of the system and shall agree in writing to allow monitoring of their use
and to comply with such regulations and guidelines. Non-compliances may result in suspension
of access or termination of privileges and other disciplinary action consistent with District policies.
Violations of law may result in disciplinary action as well as criminal prosecution by the District.

AVAILABILITY OF ACCESS

Accese-to-the District's-electronic communications-system -ncluding tho Intorpet shall bomade-
available 10 studenis and empleyese primarily for instructional and admnisirative parposesand i
accordance with-administrative-regulations. Limiled porsonal use of the system shall be-parmitted
if the use:

1 drmposesas-tangible cost on the District,
2 Boos-rotunduly burden the Distric's computer of network resources; and

+Hasne-adverse offect on an employesa’'s :ob perarmance or on a studant's academis
performance-

GOMPUTER JSE AMP DATA MANAGEMENT
Fhis-districts-electronic-communications-systems -including-ite-notwork-accessto tho- dnternel are
prirnarily-for-administrative-and-instructional purposes-

Electronic-mail frapsmissions-and other use-ol-the slecironis communications systoms are not
confidantial and can ge monitered gt aay bmo lo onsure aopropraie wse.

Employees and studenis whe are authorized to use the svstems are required fo-abide by tho
provisions-of the-district's communications-systems-policy-and-adminisirative procaduresFailure
to do 50 can result in suspensien or termination ol privilegasand rray load-lo-cieoiphnary-aaiion:

Employess with qguestions aboul computer use and data managementcancontastthe sehools
principal and or superintandant of school's desgnaes.
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COMPUTER-SOFTWARE
Unless atherwise proviasd in the purchass agreement, a puichasodcomputor programshall-net
be usea as a "master” te make copies. A computer program may be legally cooiod opby i

1-—Making a-copy is an-essential step in using the program (such as automatic copy.ng into
rEnory-when o progiam is loaded); or

2—The-new copy i6 a backup; backups cannet be used simuitaneously with-the-original-and-mast
bo-erased-if the-original-is-reseld.

Distrist emplayees shall not use-th sorRpHieral g Hme unless
the pumhasa agm%w%m%e%m%umbm nebwork the
he sifgle sopy.

DISCLAIMER OF LIABILITY
Theo-District-shall-not-be-liable-for-users-inappropriate-use-ol-sloctronic-communication FoSouUrses
or vielatiens of copyright restristions er other laws, users mista«os-or noghgonso- o cosls
incurred by users. 1he Disliet shal-nsl bo responsible lor oncurag he aserduy. 298
appropriatoness,-orusability of any information found onthe Intornet

INTELLECTUAL PROPERTY RIGHTS

Studants-shall-retain-all rights-to-work-they create using the Disleist’'s oloctionic communications
systam.

As agents of the District, employees shall have limited rights to work they create using the
District's electronic communications system. The District shall retain the right to use any product
created for its use by an employee even when the author is no longer an employee of the District.

MONITORED USE

Elsctromic-transmissions ncluding, but not limited te, e-mail, Internat and chatrooms, and othor
uses-of-the-slectronic-communications-system-by students.-employees-and public-mombors aro
nol private and w-ll be menilored by designated Bislrict stali to ensuro-appropeatoven.

- including the Internet; shall also be
a-with-acceptable use policies. Such use
WWHMMWMMM%WHMMWMMM Bistrist, and
doosrotondby burdor-the Distrier's computer-of nelwork resources. Membars of the public whe
are-granted-assess shall be raquired to comply with all District rules, regu-ations, and poicias-

GEvEHHAGapOFopFiate uee of the system.

EMPLOYEE RELATIONS

In an effort to hear and resolve employee complaints in a timely manner and at the lowest administrative
level possible, the board has adopted an orderly process that all employees must follow when bringing
formal complaints and concerns. Employees are encouraged to discuss problems or complaints with their
supervisors or an appropriate administrator at any time.

The formal complaint process provides all employees with an opportunity to be heard up to the highest
level of management if they are dissatisfied with an administrative response. Once all administrative
complaint procedures are exhausted, employees may bring complaints to the board of trustees.
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EMPLOYEE RIGHTS AND PRIVILEGES

Employee Arrests and Convictions
An employee must notify his or her site administrator principal or immediate supervisor within
of any arrest, indictment, conviction, no contest or guilty plea, or other adjudication of any
felony, any offense involving moral turpitude, and any of the other offenses listed below:
s Crimes invelv-ng echool propory o funds
— A reshengaiempt by Faudulent o uiauthiofizeg means to obtain or alter any
sarificate-or parpi that-would arditle gy person to hold or obtain a pesitian as an
aducator
+ Crmesthat-occur wholly-or in-part-of schoolpropernty of &t a schoo'-sponsored activily
i : i :
Moral-turpitude-insiudes, but-is-noblimited-to, the following:
+ Dighonesty
= Fraud
= Dogeit-and-/ or Misropresantation
= Theli
v Delarids womnes
- Baco wilo orgepraved-asts-that-araptengad 1o arouse of gratify the sexual des.ra
v Riege o aleabaloelied abemces
¢ Aotcconshipbag abuce prder slate ang of Jaderal law

Associations and Political Activities

The district will not directly or indirectly discourage employees from participating in political affairs
or require any employee to join any group, club, committee, organization, or association.
Employees may join or refuse to join any professional association or organization.

An individual's employment will not be affected by membership or a decision not to be a member
of any employee organization that exists for the purpose of dealing with employers concerning
complaints, labor disputes, wages, rates of pay, hours of employment, or conditions of work.

Use of district resources, including work time, for political activities is prohibited.

Association and Participation
An employee’s participation in community, political, or employee organization activities shall be
entirely voluntary and shall not:

1. Interfere with the employee’s performance of assigned duties and responsibilities.
2. Result in any political or social pressure being placed on students, parents, or staff.
3. Involve trading on the employee’s position or title with the District.

COMPLAINTS

Employees wishing to express concerns, complaints, or criticism shall do so through appropriate
channels. First file a complaint with their immediate supervisor, if the issue is not resolved, then go to the
nexl level up. Compiaint forms are available in all offices and within district policy.
Fhro-complapt-prosess-s notea at the end of the decument.

Safety

The district has developed and promotes a comprehensive program to ensure the safety of its
employees, students, and visitors. The safety program includes guidelines and procedures for
responding to emergencies and activities to help reduce the frequency of accidents and injuries.
To prevent or minimize injuries to employees, coworkers, and students, and to protect and
conserve district equipment, employees must comply with the following requirement:

1. Observe all safety rules.
2. Keep work areas clean and orderly at all times.
3 Immediately report all accidents to their supervisor.

4. Operate only equipment or machines for which they have training and authorization.
Mineral County School District g9
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Employees with questions or concerns relating to safety programs and issues can contact the
District Office.

FIELD TRIPS/STAFF TRAINING
All field trips must be requested on proper forms and approved by site administrators in advance. All staff
travel must be requested on proper forms and approved by site administrator prior to departure.

FIREARMS/WEAPONS POSSESSION

Employees, visitors, and students are prohibited from bringing firearms, knives, ammunition, or other
weapons onto school premises or any grounds or building where a school-sponsored activity takes place.
To ensure the safety of all persons, employees who observe or suspect a violation of the district's
weapons policy should report it to their supervisors or call the Superintendent's office immediately.

FRAUD AND / OR FINANCIAL IMPROPRIETY
All employees should act with integrity and diligence in duties involving the district’s financial resources.
The district prohibits fraud and financial impropriety, as defined below. Fraud and financial impropriety
includes, but is not limited to, the following:
» Forgery or unauthorized alteration of any document or account belonging to the district
* Forgery or unauthorized alteration of a check, bank draft, or any other financial document
» Misappropriation of funds, securities, supplies, or other district assets, including
employee time
Impropristy in the handling of money or reporting of district financial transactions
Profiteering as a result of insider knowledge of district information or activities
Unauthorized disclosure of confidential or proprietary information to outside parties
Unauthorized disclosure of investment activities engaged in or contemplated by the
district
Accepting or seeking anything of material value from contractors, vendors, or other
persons providing services or materials to the district
Destroying, removing, or inappropriately using records, furniture, fixtures, or equipment
Failing to provide financial records required by state or local entities
Failure to disclose conflicts of interest as required by policy
Any other dishonest act regarding the finances of the district

L] ® & o

HARRASSMENT AND REPORTING OF COMPLAINTS (Policy JFCF)

The District prohibits sexual harassment and harassment based on a person's race, color, gender,
national origin, disability, religion, or age. Employees shall not tolerate harassment of others and
shall make reponts as required in reporting procedures, below.

SEXUAL HARASSMENT

Sexual harassment of an employee is defined as unwelcome sexual advances; requests for sexual

favors; sexually motivated physical, verbal, or nonverbal conduct; or other conduct or communication

of a sexual nature when:

1. Submission to the conduct is either explicitly or implicitly a condition of an employee's
employment, or when submission to or rejection of the conduct is the basis for an employment
action affecting the employee; or

2. The conduct is so severe, persistent, or pervasive that it has the purpose or effect of
unreasonably interfering with the employee's work performance or creates an intimidating,
threatening, hostile, or offensive work environment.

EXAMPLES —  Examplesofsorualharassment may include, but are not imited to, sexual
advancastoush-ng rtHimate bedy parts, ceercing or lercing a sexwal act en
anotiher;-jokes of conversations of a sexdal nature; and othar saxually motivated
cendust, communication, or contact.

OTHER PROHIBITED HARRASSMENT
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Harasement sf a District amp-ayes on the-basis of the employss's raco, color, gerder national afigin,
disability;-religionor-age-includes-physical verbal or-nonverbal-conduct relaled-to- theso charactorstics

whar he condus! & 50 pevers, patsislanl o perasive ol the cepdusl
—Haa%e—panpeee—ese#eet—eiweaaeﬂabbﬁme#enﬂg—wﬁh the emp.oyea & work

- —G-FG&«BE—&H—FH-‘EH?HG&!-HQ threatening-hoslile, or efansive wark environmaent, or
s Otharwics adversely affects the employes & employment sppordnitias,

EXAMPLES Examplos-of prohibitad-harassment-may-include but are-not imitod-to.offonsive
or derogatory language direcied at another person'sraligious belioisorpractices,
accent-skin color, of reed for workplace ascoemmedation; threateningor
e HRO - sohdust-afiensva-jokes, name calling, slure, or rumars; physica:

S OS50 0F assauli-display-of graftiti or prnted materia! promating racial,-
sthais, or-other Aegatve Stereolypes-or-other types of aggressive canaus! such
as-tholbor damago-to-propory:

RERCEZING-PROCEDLIRES

-she-has experienced prohibited harassment should
mmediataiy#&pert%he—aﬂegemts—m afn-appropriate person designated below.
Any Bistnet employee with superisoryauthorly who rocoicos Aotco-that another amployes has or may
have expariencad prohibiled harassmant is raaiired to immadialely repor tho allagea asts and take
whatover other steps are required by thie policy.
Ary-other-person-who-knows-or believes that-a-District employes-has-exporionced-harassment should-
Hrmediately repoart the alleged acis o the appropriale peison desigaatod-by thepolicy

TIMELY REPORTING

Reports of harassment shall be made as soon as possible after the alleged acts. A failure to promptly
report alleged harassment may impair the District's ability to investigate and address the harassment.
A District employee may report harassment to his or her supervisor or campus principal. A person
shall not be required to report harassment to the alleged harasser; nothing in this policy prevents a
person from reporting harassment directly to one of the District officials below:

DISTRICT OFFICIALS

1. For sexual harassment, the Title IX coordinator. [See Site Principal or Superintendent]

2. For all other prohibited harassment, the site Principal or Superintendent.

A report against the Title IX coordinator may be made directly to the Superintendent; a report against
the Superintendent may be made directly to the Board.

NOTIFICATION OF REPORT
Upon receipt of a report of harassment, a supervisor or principal shall immediately notify the appropriate
District official listed above.

CONFIDENTIALITY

To the greatest extent possible, the District shall respect the privacy of the complainant, persons
against whom a report is filed, and witnesses. Limited disclosures may be necessary in order to
conduct a thorough investigation and comply with applicable law.

INVESTIGATION OF THE REPORT

The District may request, but shall not insist upon, a written report. If a report is made orally, the District
official shall reduce the report to written form. All documentation will be signed by the complainant.

Upon receipt or notification of a report, the District official shall determine whether the allegations, could-if-
proven, wedld-constitute sexual harassment or other prohibited harassment as defined by District policy.
If so, the District official shall immediatety authorize or undertake an investigation, to include District
Information Systems.

If appropriate, the District shall promptly take interim action to prevent harassment during the course of
an investigation.
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The investigation may be conducted by the District official or a designee, such as the campus principal,
or by a third party designated by the District, such as an attorney. When appropriate, the campus
principal or supervisor shall be involved in or informed of the investigation.

CONCLUDING THE INVESTIGATION

The investigation may consist of parsonal interviews with the person making the report, the person
against whom the report is filed, and others with knowledge of the circumstances surrounding the
allegations. The investigation may also include analysis of other information or documents related to the
allegations.

The District's obligation to conduct an investigation is not satisfied by the fact that a criminal or
regulatory investigation regarding the same or similar allegations is pending.

Absent extenuating circumstances, the investigation should be completed within ten business days from
the date of the report; however, the investigator shall take additional time if necessary to complete a
thorough investigation.

The investigator shall prepare a written report of the investigation. The report shall be filed with the
District official overseeing the investigation.

DISTRICT ACTION

If the results of an investigation indicate that prohibited harassment occurred, the District shall promptly
respond by taking appropriate disciplinary or corrective action reasonably calculated to address the
harassment.

The District may take disciplinary action based on the results of an investigation, even if the District
concludes that the conduct did not rise to the level of harassment prohibited by law or District policy.

Mﬁ%%@#ﬁ%ﬁmmam Qrﬁm k;r Civil Righss.

i SFRent o wiPess- oF anether pefson
Whﬂ makes a rep-e:‘ wmmm&mw%mw@wﬂmmwmgm
taith report of prohibited harasement shallaot sulfor rotaliation lor making tho repod. A personwho
intentionally makes a false claim, oftars false statements, or refuses to cooporato with 3 Distrct

investigation regard:ng srohibited harasement is subjest to appropriate dissipline.
Betention-of records shall be-in-accordance with-state-and federal ragulations.

RECORDS RETENTION
ACCESS TO POLICY This policy shal: be distributed annually to District employeas. Cepies of the policy
shide-be readily available at each campus and the District administrative offices,

STUDENT WELFARE:

FREEDOM FROM HARLEERIENT

TFhe District-prohibits sexual harassment and harassment based on a person's face, color, gender, .
national origin, disapility, or religion. Empioyees shall not tolarate harassment of studants and shall maka
Feports a6 reguired at RCPORTING PROCEDURES, balow

SEXUAL HARASSMENT BY AN EMPLOYEE
Sexual-harassment-of a studont-by-a District- employes includes both-welcoma and unwelcome sexual-
advances; reguests for soxual favors; sexually motivated physical, verbal,-or-nenverbal conduct-orother
conduct o sommunication of a sexual nature whan!

1. A District employee causes the studani to believa that the studant must
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PAYROLL

All MCSD employees are paid on approximately the 10th and 25th of the month. Paychecks will not be
released to any person other than the district employee named on the check without the employee's
written authorization.

The payroll office manages all employee leave and benefits and detailed reports of deductions shall
appear on employee pay stubs.

Guidance regarding leave may be found in policy number GBC/GBC1 and within the negotiated
agreements.

Employees must follow district and or school procedures to report or request any leave of absence and
complete the appropriate leave request form. All leave requires authorization from an immediate
supervisor. Employees are expected to notify their immediate supervisor as early as possible (preferably
in advance) in the event that they must be absent or late. Unauthorized absences, chronic absenteeism,
and tardiness may be cause for disciplinary action. Leave without pay for any reason requires the
approval of a supervisor and the superintendent and must be requested in advance of the leave period.
Any employee who is absent more than three days due to a personal or family illness must submit a
medical cerification from a qualified health care provider confirming the specific dates of the illness, the
reason for the iliness, and, in the case of personal iliness - the employee’s fithess to return to work.
Consult policy and/or appropriate negotiated agreements for guidance on submission of any request,

For further information regarding benefits, please contact the HR Department payrell-clark.

The Americans with Disabilities Act (ADA) and the Americans with Disabilities Amendments Act
(ADAAA) are federal laws that require employers with 15 or more employees to not discriminate
against applicants and individuals with disabilities and, when needed, to provide reasonable
accommodations to applicants and employees who are qualified for a job, with or without reasonable
accommodations, so that they may perform the essential job duties of the position. It is the Mineral
County School District policy to comply with all federal and state laws concemning the employment of
persons with disabilities and to act in accordance with regulations and guidance issued by the Equal
Employment Opportunity Commission {(EEQC). Furthermore, it is the organization's policy not to
discriminate against qualified individuals with disabilities in regard to application procedures, hiring,
advancement, discharge, compensation, training or other terms, conditions and privileges of
employment. Beyond its legal obligations, Mineral County School District is committed to providing
accommodations that will allow its employees with disabilities to contribute at the highest levels.

CHANGE OF ADDRESS AND / OR PHONE NUMBERS

It is important that employment records be kept up to date. Employees should notify the Payrolt Office if
there are any changes or corrections to their name, home address, home telephone number, marital
status, emergency contact, or beneficiary. Forms to process a change in personal information can be
obtained from your supervisor's office.

Family Medical Leave Act (FMLA)

Employees who have been employed by the district for at teast 12 months - and have worked at least
1,250 hours in the 12 months immediately preceding the need - are eligible for family and medical leave.
Eligible employees can take up to 12 weeks of unpaid leave each year between July 1 and June 30 for-

. __The birh,-adoption—or-iostar placemant of a-child:
—Te carefora spouse, parent orchild wih a serous-health condition on
+ Aremployee's serous health condition.

Elig-&a amalayess arg anbtad o conbnas thaw beadh s bepehibs urasr the Sarps lerks and
sontHoRsaS-whenthoy wars-on-the job and-are entited to return 1o thew previous job oF an
eepealant o abthoeend o thaa leave - Under some circumstances. teachers who are able te retur
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to work al or near the conclusion of a semester may berequradlo-continua thair leave until the end
of the semaester.

Family and medical leave runs concurrently with accrued sick and personal leave. Accumulated leave
will be used as family and medical leave, except in the case of employees who are receiving workers’
compensation wage benefits.

Wheon the nead-for-family-and madical loave ic Jorosoeable, employees who-want-to use--must provide
30-day-advance-notce-of their need. When the neod for laave is not foraseeabla -amployoos must
sortact the-Superintendent's Ofice-as-soon-as-possible. Employess-may-bofoguirod o provide the-
{aing

-—Medm.ﬂgertmeaim from-a-qualified health-care p&ewdar—ampeﬂum%—nead—ie:@ave—dua—te

s —Poariodcrop ; rployes’s slatus and intent o returm towark,
mem&mfmm@mamatmmmmm
employes’s ability to pedorm tho escontial iobfunctions.

Employsss requining family and medisal leave should conlasitbe Payrol Slor<fordotails- on
sligibility reqqiroments.and limitations-

PEST CONTROL TREATMENT

Notices of planned pest control treatment will be emailed and posted in the district building 48 hours
before the treatment begins. Notices-are-gensraliylocated-onthe-frontdoorolHhe building fo-be-treated.
Pasl santral intormabion sheslsare-avalanle from-campus principals of facility managers upon reguest.
Emgployees are prohibited rom applying-any posticido-or herbicidawitheut approprate training and prior
approvat of esheol's prinsipal. Any application of pesticide-orhorbicide st be donoRa manner
precerbod-by law.

SAFETY REQUIREMENTS
All employees shall wear their identification badges and adhere to District safety rules and regulations
and shall report unsafe conditions or practices to the appropriate supervisor.

TOBACCO-USE

Fobasco-use-is-siricty prohibited-on-all District-properies-underall-circumstances Employeos shall-not
use iobacco products en Distric! pramisas, in BDislrictuehisles, aorathe prosance of shudents af school
of seheclra-ated activities.

VISITORS IN THE WORKPLACE

All visitors are expected to enter any district facility through the main entrance and sign in or report to the
building’s main office. Authorized visitors will receive directions or be escorted to their destination.
Employees are prohibited from allowing visitors to enter through any other doors but the main door.
Employees who observe an unauthorized individual on the district premises should immediately direct
him or her to the building office or contact the administrator in charge.

IBENTIFICATION AND RIGHT TQ REJECT

ldantification may-beroguired of any person o school proparty. The Boara of s dasignas may retuso
te-zllow-persons-having no-tegitate businese to enter school property, and may reject any-
wadeciable person from the property upen his refusal to leave peaseably-onreguest
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