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Plattsmouth Community School District 

SUPPORT STAFF EVALUATION FORM 2023-2024

EMPLOYEE NAME: _________ _ DATE OF EVALUATION: _____ _ 

BUILDING; _____________ _ JOB DESCRIPTION TITLE: ------

DISTRICT 
EXPECTATIONS 

WORK PERFORMANCE SUPERVISOR COMMENTS 
(any area(s) identified as "Does Not" meet District Does Does Not Must make a comment for each area 

Expectations will require development of a 

performance plan) 

Attendance/Punctuality: Arrives on time, 
rarely absent. Follows proper reporting 
procedures when an absence is unavoidable. 
Personal Appearance: Cleanliness, 
grooming, appropriate apparel. 
Attitude: Enthusiasm for work, willing to 
meet job requirements, readily accepts 
suggestions, is loyal to job and employer. 
Confidentiality: Handles confidential 
information properly. 
Public Relations: Deals tactfully and 
courteously with members of the 
community, administrators, teachers, 
parents and students. 
Initiative: Sees things to do and does them, 
seeks ways of improving job performance. 
Relationships With People: Ability to get 
along with others, good relations with 
coworkers, good team worker. 
Environmental Health/Safety: Complies 
with district policies relative to safety and 
environmental programs, participates in 
training seminars, identifies and reports 
unsafe conditions promptly and uses 
equipment provided. 
Overall Job Performance: Meeting the Overall Job Performance Comments: 
overall expectations of the assignment 

The employee's signature on this report does not represent either acceptance or approval of the appraiser's evaluation. The 
employee may attach to this form any statements of clarification or rebuttal. 

Supervisor/Director/Principal Signature Employee's Signature Date 

Goal for 2024-2025 School Year: 
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PLATTSMOUTH COMMUNITY SCHOOL DISTRICT 

SUPPORT STAFF CONTRACT PROVISIONS, REGULA TIO NS, AND GUIDELINES 

July 1, 2023, to June 30, 2024

The Board of Education of the Plattsmouth Community School District feels that providing a quality education for 
students of the District is their goal. The Board recognizes that attainment of this goal is a joint responsibility of the 
Board, the administrators, the instructional staff, and the support staff. The provisions of this document shall be 
considered an addendum to each support staff employee's individual contract and pati of the agreement between the 
Plattsmouth Community School District and the support staff employee. 

I. SUPPORT STAFF EMPLOYEES DEFINED

Support staff employees are employees who are not administrators or employees in positions that require a Nebraska
Department of Education teaching license but are employed to fulfill their duties on an hourly basis. Support staff
employees shall include, but not be limited to, hourly para educators, custodial employees, clerical/secretarial
employees, van drivers, and temporary employees. Salaried employees are not covered by these provisions.

II. LENGTH OF CONTRACT

The District may enter into written agreements with support staff employees. The agreement will state the terms of
employment.

Support staff employees' annual days and hours of employment shall be based on the amount of time the school 
district needs the services of the employee. Support staff employees shall not work hours and days beyond those 
contracted unless the Superintendent approves the additional days and hours. 

Lunch period schedules for all employees shall be established in each operating unit. Lunch periods shall be a 
minimum of one-half hour per day for employees working in excess of SIX consecutive hours per day. Employees 
must clock out for their lunch break and clock back in when they return to work. Employees tend to be more 
productive when they are provided a duty-free break. Therefore, any lunch period less than thirty minutes must be 
approved by the employee's supervisor, in writing, by filling out a timecard adjustment form. Para educators 

assigned to the early childhood center working in excess of six consecutive hours per day who have the opportunity 
to eat lunch with the students in their assigned classroom will not be required to clock out for a 30-minute lunch 
break. These para educators will receive a 15-minute on the clock break scheduled by the classroom teacher. The 
para educator must follow the guidelines outlined below regarding breaks. 

At the discretion of the employee's immediate supervisor, additional breaks may be given, but are not required. !f an 
employee intends to remain on the clock for a break, he/she may not leave the campus where their work is performed. 
When an employee leaves campus for a break, he/she must sign out at the office, clock out when they leave, 

and clock in when they return. 

III. COMPENSATION

The Board shall determine the compensation to be paid for the support staff employees' positions, keeping in mind
the responsibilities and experience of the employee, the educational philosophy of the school district, the financial

condition of the school district, and any other considerations as deemed relevant by the Board.

A. Salary Schedule
A salary schedule will be developed annually for all support staff employee positions. The basic compensation of
each employee shall be set forth in the salary schedule. Initial placement on the salary schedule is at the discretion
of the District.

B. Pay Day
Support staff employees will be paid semimonthly. Direct deposits are made on or about the third (3rd) and eighteenth

(18th) day of each month. If the payday falls on a Saturday or Sunday direct deposits will be made on Friday.

C. Electronic Deposit
Employee checks will be direct-deposited into the employee's bank account. Direct deposit forms are available in
the district office.
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D. Nebraska School Retirement Fund
State law requires all new employees scheduled to work an average of twenty (20) or more hours per week for three
(3) calendar months of the plan year to join the Nebraska Public Employees' Retirement System. A regular employee
means an employee hired by the public school or under contract in a regular fulltime or pat1time position who works
a fulltime or pa11time schedule on an ongoing basis for twenty (20) or more hours per week. An employee hired as
described in this section to provide service for less than twenty (20) hours per week, but who provides service for an 
average of twenty hours or more per week in each calendar month of any three calendar months of a plan year shall,
beginning with the next full payroll period, commence contributions and shall be deemed a regular employee for all
future employment with the same employer. The retirement contribution rate is established by law. The district
matches the amount of employee deduction plus an additional . I percent.

E. Overtime Compensation
Support staff employees will be compensated on an hourly basis, whether full time or part time. If an employee is
required to work over their daily hours for a specific project, the employee is required to reduce the remainder of
their work week to account for the overage, with in that specific work week (based on Monday-Sunday work week
schedule) If that is not possible, and verified by the supervisor, the employee will be paid at the overtime rate.

Overtime is not permitted without prior authorization of the superintendent. The work week for purposes of
calculating hours is 12:0 I a.m. Monday through midnight Sunday.

F. Time Cards

Each workday, support staff employee& must clock in, unless prior approval is obtained from the superintendent.
This can be accomplished by using badge readers, or a computer designated for clocking in and out in each building,
along with the employee's key card. It is the responsibility of the employee to clock in when they begin work each
day, clock out when they are not working, and to clock out and back in for a minimum half hour lunch each day,
when they are scheduled to work a shift of six consecutive hours or more per day.

At the discretion of the employee's immediate supervisor, additional breaks may be given, but are not required. If an 
employee intends to remain on the clock for a break, he/she may not leave the campus where their work is performed. 
When an employee leaves campus for a break, he/she must sign out at the office, clock out when they leave, and 
clock in when they return. Failure of the employee to maintain an accurate daily time record will result in disciplinary 
action. Falsification of a time record will be grounds for immediate termination. 

G. Missed Punches
If an employee forgets to punch in or out, they must fill out a timecard adjustment form as described below so that 
their timecard can be con-ected. This must be done within two business days of the missed punch. Under no 

circumstances should an employee quit clocking in and out because they missed a punch. The employee should 

continue to punch in or out as if they had not missed a punch. Once the payroll clerk has received the timecard 
adjustment form and entered the missed punch, the timecard will be con-ected.

H. Other Time card Adjustments
All support staff employees are given a schedule to work at the time of hire. The employee's supervisor must approve 
any deviation from the schedule (additional hours, no lunch, or a missed punch on the timecard), and a timecard 
adjustment form must be completed.

I. Timecard Adjustment Form Procedures
Timecard adjustment forms are available in the building offices or from the human resources page at pcsd.org. A 
timecard adjustment form must be filled out by the employee and signed by both the employee and his/her building 
administrator and received by the payroll clerk at the Administration Office within two working days of the date of 
con-ection. It is the employee's responsibility to view his/her timecard at the timekeeping website on a regular basis 
and let the payroll clerk know in writing with a timecard adjustment form if hours are incon-ect. Employees who do 
not deliver their timecard adjustment forms to the payroll clerk within two working days of the con-ection are 
considered in neglect of duty and are subject to a reprimand and/or immediate dismissal. Under no circumstances 

will an employee receive pay for hours not substantiated by a missed punch form and approved by their 

building administrator within the time noted in this paragraph.

J. Attendance Incentive.
Hourly support staff employees that are employed for an entire semester (either first or second semester) of a school year 
(first semester=first day required to report through December 31st, second semester=January 1st through last day of 
school required to report) and do not have more than five absences during that semester, excluding bereavement 
leave and snow/cold 14 



days, or other days called off by the superintendent, shall receive a $500 attendance incentive that will be paid at a 
pay period within a reasonable time after the last day of the semester in which the employee meets the identified 
criteria. Eligibility for the attendance incentive shall mirror Section V herein - minimum 15 hours per week, 2 I 5 
days per year, or minimum 25 hours per week, 176 days per year. Leaving early or arriving late (in excess of one 
hour) on any workday will count toward absent time off. 

lV. PROBATIONARY PERIOD 
The first ninety (90) working days of a newly hired support staff employee shall be considered a probationary period. 
New employees, regardless of experience, shall be subject to this probationary period. During the probationary 
period, the newly hired employee is not eligible to be paid for leave of absence or other benefits, including sick 
and personal leave and holiday pay. Probationary employees are subject to immediate termination without prior 
notification any time during the first ninety (90) working days. 

Background checks will be conducted on all newly hired employees to ensure that all public school students are 
provided an environment that is safe and all staff with whom students may come into contact are of highest integrity. 

V. LEAVES OF ABSENCE
For personal and other leaves, a request for leave form is to be submitted to the employee's immediate supervisor at
least five school days prior to the leave or such other advance notice as is practicable under the circumstances.

Personal leave will be charged in two-hour increments. Sick leave may be used in quarter hour increments. At no time,
can sick or personal leave plus time clocked in and out be more than the employee's scheduled hours per day, per their
contract.

Staff must utilize paid leave options prior to requesting anv unpaid leave.

A. Personal Leave
Personal leave for support staff employees must be scheduled and approved by the employee's supervisor in advance.
Under no circumstances will personal leave be awarded to an employee unless proper procedures have been followed.

Maximum personal leave available for 12-month employees shall be no greater than 40 days in any agreement year. 
Maximum personal leave available for less than 12-month employees shall be no greater than 10 days in any 
agreement year. One personal leave day shall mean the number of hours the employee is scheduled to work as noted 
in their employee contract. 

All permanent hourly employees scheduled to work five days a week and a minim um scheduled work day of 
three hours per day or more shall have available personal leave based on length of service with the district ( excluding 
substitute employees, seasonal employees, special projects, and volunteer time). The total days of leave described 
above are made available to employees as follows effective July 1, 2023:

 
Number of 

Years of 

Personal 

Minimum 15 hours per week, 215 

days per year Service* 

Days 

12 Month Employees Years 1 - 5 5 Days 

12 Month Employees Years 6 - 10 10 Days 

12 Month Employees Years 11 - 15 15 Days 

12 Month Employees Years 16 - 20 20 Days 

12 Month Employees Years 21 - 25 25 Days 

12 Month Employees Years 26+ 30 Days 
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 Number of Minimum 25 hours per week, 176 Years of 

Personal days per year Service* 

Days 

Less than 12 month Employees Years 1 - 5 1 Day 

Less than 12 month Employees Years 6 - 10 2 Days 

Less than 12 month Employees Years 11 - 15 3 Days 

Less than 12 month Employees Years 16 - 20 4 Days 

Less than 12 month Employees Years 21 - 25 5 Days 

Less than 12 month Employees Years 26 - 30 6 Days 

Less than 12 month Employees Years 30+ 7 Days 

*Continuous years of service to the District, without a break in employment.

Length of service for Personal Time Off is based upon the anniversary date of each employee's start date at 

the Plattsmouth Community Schools as evidenced by the payroll system. For example, on the sixth 

anniversary date of employment of November 1, the extra personal days will accumulate on that day. 

Likewise, the maximum number of sick or personal leave days (i.e. 40 days of PTO for 12-month employees) 
will cap on the anniversary date of employment. 

Classified staff will be limited to the use offive (5) personal/vacation davs in anv given month. 

B. Sick Leave

Twelve-month employees will earn one sick leave day for each month that they work from July to June. Less than
twelve-month employees will earn one sick leave day for each month that they work from August to May.

Sick leave shall be cumulative up to a maximum of fifty (50) days. Employees must call their supervisor as soon as 
possible before their scheduled work time, but not less than one hour prior to their scheduled work time, so that 
proper arrangements can be made. Failure to call the supervisor in a timely manner will be considered neglect of 
duty and may be grounds for immediate dismissal. 

Sick leave is to be used for illness or a physical condition that prevents the employee from performing their duties. 
Sick leave may be used for self or for a member of the employee's immediate family. Immediate family shall mean 

wife, husband, father, mother, brother, sister, son, daughter, or other minor child in custody. 

Sick leave may also be used for the serious illness or injury of extended family members that require the care of a 

physician or hospitalization that requires the employee to be present. Extended family shall mean grandparent, 
grandchild, aunt or uncle. 

One day shall mean the number of hours the employee is typically scheduled to work, or the average hours actually 

worked, whichever is less. All sick leave days used by an employee will to be counted toward the total days of leave 
provided to employees in compliance with the Family Medical Leave Act. 

Extended Leave -Sick leave of more than three (3) consecutive days shall be substantiated by a licensed 
physician's verification, and a Family Medical Leave Act (FMLA) Application must be completed by 

the employee and submitted to the payroll clerk within two business days of the date of the sick leave 
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not submitted within two working days following an unplanned absence from work will be considered an 
inaccurate time card and will be subject to disciplinary action and/or immediate dismissal. It is the employee's 
responsibility to view his timecard at the timekeeping website and let the payroll clerk know if leave time has 

not been added correctly before the timecard is processed for payment. Leave issues not addressed prior to 

payment or leave forms turned in after a timecard has been processed for payment will not be paid. 

VI. RESIGNATION

Support staff employees who wish to resign during the school year shall give written notice of the intent to resign
and shall state their intended final date of employment. Written notice of intent to resign shall be given to the
Superintendent and payroll clerk. An exit interview survey will be mailed to a resigning employee after their last pay

check, along with Nebraska Retirement System paperwork. All keys and school property will be turned in to the
payroll clerk's office or the supervisor's office on the employee's last day of service. The replacement cost of any
item of school property that is not turned in will be deducted from the employee's final paycheck.

VII. HEALTH

A. New Support Staff Employees
New support staff employees may be required to take a physical examination and drug screening to provide evidence
of physical fitness to perform assigned duties. Such evidence shall be a statement from a licensed physician and/or
licensed laboratory, submitted on or before the first working day of the contract year.

B. Other Examinations
Subsequent physical examinations and drug screening may be required at the discretion of the superintendent. In
such case, the superintendent will specify the type of examination, the physician, and the District will pay for the
examination in full.

C. Absence from Work

Regular, dependable attendance is an essential function of the Employee's position. When a support staff employee
is unable to report to work because of health reasons or personal conflicts, the employee must notify his/her
immediate supervisor or designee as soon as possible but no less than one hour prior to his/her scheduled work time
so that adequate arrangements can be made. Excessive absences are disruptive to the work environment.

Failure to call the supervisor in a timely manner will be considered neglect of duty and may be grounds for immediate 
termination. Sick leave of more than three consecutive days shall be substantiated by a licensed physician's written 
verification and a Family Medical Leave Act (FMLA) application. A leave form must be completed by the employee 
and submitted to the payroll clerk within two business days of the sick leave days requested. Leave issues not 

addressed prior to processing of the related payroll, or leave forms turned in after a timecard has been 
processed for payment, will not be paid. 

VIII. HOLIDAYS

Specified holidays for twelve-month support staff employees are as follows: Labor Day, Thanksgiving and the 

day after, Christmas Eve, Christmas Day, New Year's Eve, New Year's Day, Good Friday, Memorial 

Day, and Independence Day. A recognized holiday that falls on Saturday will be observed the preceding Friday. 
A recognized holiday that falls on a Sunday will be observed on the following Monday.

Specified holidays for less than 12-month support staff employees are as follows: Labor Day, Thanksgiving and 

the day after, Christmas Day, New Year's Day, and the Friday of spring break. A recognized holiday that 
falls on Saturday will be observed the preceding Friday. A recognized holiday that falls on a Sunday will be 
observed on the following Monday. 

Support staff employees, including hourly para-educators, FSAs, custodial staff**, and hourly administrative 

assistants, must work the regularly scheduled school-in-session day prior to the holiday and after the holiday 

to receive holiday pay unless approved by his/her supervising administrator. If an employee works less than 

the regularly scheduled school-in-session day before or after the holiday, their holiday pay will be prorated 

based on the hours worked on those two days. Sick leave (for a medical procedure that requires multiple 

consecutive days of absence and is accompanied by a doctor's note stating the same (FMLA paperwork must 
be submitted), and bereavement leave that qualifies under Section V (D), may be used the day prior or the day 
after a holiday - leave form required. 
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Policy No. 6800 - Internet Safety and Acceptable Use 

A. Internet Safety Policy

It is the policy of Plattsmouth Community Schools to comply with the Children's Internet Protection Act (CIPA) 
and Children's Online Privacy Protection Act (COPPA). With respect to the District's computer network, the 
District shall: (a) prevent user access to, or transmission of, inappropriate material via Internet, electronic mail, or 
other forms of direct electronic communications; (b) provide for the safety and security of minors when using 
electronic mail, chat rooms, and other forms of direct electronic communications; (c) prevent unauthorized access, 
including so-called "hacking," and other unlawful activities online; (d) prevent unauthorized online disclosure, use, 
or dissemination of personal identification information of minors; (e) obtain verifiable parental consent before 
allowing third parties to collect personal information online from students; and (f) implement measures designed to 
restrict minors' access to materials (visual or non-visual) that are harmful to minors. 

I. Definitions. Key terms are as defined in CIPA. "Inappropriate material" for purposes of this policy
includes material that is obscene, child pornography, or harmful to minors. The term "harmful to
minors" means any picture, image, graphic image file, or other visual depiction that: (1) taken as a
whole and with respect to minors, appeals to a prurient interest in nudity, sex, or excretion; (2)
depicts, describes, or represents, in a patently offensive way with respect to what is suitable for
minors, an actual or simulated sexual act or sexual contact, actual or simulated normal or
perverted sexual acts, or a lewd exhibition of the genitals; and (3) taken as a whole, lacks serious
literary, artistic, political, or scientific value as to minors.

2. Access to Inappropriate Material. To the extent practical, technology protection measures ( or

"Internet filters") shall be used to block or filter Internet, or other forms of electronic
communications, access to inappropriate information. Specifically, as required by the CIPA,
blocking shall be applied to visual depictions of material deemed obscene or child pornography, or
to any material deemed harmful to minors. Subject to staff supervision, technology protection
measures may be disabled or, in the case of minors, minimized only for bona fide research or other
lawful purposes.

3. Inappropriate Network Usage. To the extent practical, steps shall be taken to promote the safety

and security of users of the District's online computer network when using electronic mail, chat
rooms, instant messaging, and other forms of direct electronic communications. Specifically, as
required by CIPA, prevention of inappropriate network usage includes: (a) unauthorized access,
including so-called 'hacking,' and other unlawful activities; and (b) unauthorized disclosure, use,
and dissemination of personal identification information regarding minors.

4. Supervision and Monitoring. It shall be the responsibility of all members of the District staff to
supervise and monitor usage of the online computer network and access to the Internet in
accordance with this policy and CIP A. Procedures for the disabling or otherwise modifying any
technology protection measures shall be the responsibility of the Superintendent and the
Superintendent's designees.

5. Social Networking. Students shall be educated about appropriate online behavior, including
interacting with others on social networking websites and in chat rooms, and cyberbullying
awareness and response. The plan shall be for all students to be provided education on these
subjects. The Superintendent or the Superintendent's designee shall be responsible for identifying
educational materials, lessons, and/or programs suitable for the age and maturity level of the
students and for ensuring the delivery of such materials, lessons, and/or programs to students.

6. Parental Consent. The District shall obtain verifiable parental consent prior to students providing
or otherwise disclosing personal information online.

7. Adoption. This Internet Safety Policy was adopted by the Board at a public meeting, following
normal public notice.

8. The District shall comply with the Nebraska Student Online Personal Protection Act and will
endeavor to take all reasonable and necessary steps to protect the online privacy of all students.
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Receipt of the 2023-2024 Support Staff Handbook 

My signature below acknowledges receipt of the 2023-2024 Support 
Staff Handbook of the Plattsmouth Community School District. I 
understand that I am expected to read and understand these provisions. 
If I do not understand the provisions, it is my responsibility to ask my 
supervisor, the human resources manager, or the superintendent for 
clarification. 

Acceptable Use of Computers and Networks 
Administrator, Faculty, and Staff Agreement 

In order to make sure that all members of Plattsmouth Community Schools community 
understand and agree to these rules of conduct for use of the e-mail and Internet systems of the 
school district, the District asks that you, as an administrator, faculty member, or staff member 
user, sign the following statement: 

I have received a copy of, and have read, the "Internet Safety and Acceptable Use Policy" 
adopted by the Plattsmouth Community Schools (BOE Policy No. 6800), and I understand and 
will abide by those district guidelines and conditions for the use of the facilities of Plattsmouth 
Community Schools and access to the Internet. I further understand that any violation of the 
district guidelines is unethical and may constitute a criminal offense. Should I commit any 
violation, my access privileges will be revoked. School disciplinary action and/or appropriate legal 
action will be taken. 

I agree not to hold the Plattsmouth Community Schools or any of its employees or any of the 
institutions for networks providing access to Plattsmouth Community Schools responsible for 
the performance of the system or the content of any material accessed through it. 

Employee's Name ________________ Building ________ _

Employee's Signature _______________ Date _________ _ 

This form will be retained on ftle by authorized faculty designee 
for duration of applicable computer/network/Internet use. 
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